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TRIM Practice Manager 2007 User Guide 
 
The software described in this book is furnished under a license agreement and may be used only 
in accordance with the terms of the agreement. 
 
Copyright Notice 
Copyright © 1998-2008 TRIM Systems P/L. 
 
All Rights Reserved. 
 
No part of this publication may be used without the express written permission of TRIM 
Systems P/L.  Images contained in the CD Install panels and the setup wizards are original 
designs created within TRIM Systems P/L. 
 
Trademarks 
TRIM Systems,  TRIM Practice Manager,  TRIM Practice Manager Management,  TRIM 
Practice Manager Gait 2000,  TRIM Practice Manager 2000,  TRIM Practice Manager Video 
Analysis 2000,  TRIM Practice Manager 2007, Video Analysis 2003 are trademarks of TRIM 
Systems P/L. 
 
Windows is a registered trademark, Windows 95, Windows 98, Winows Me, Windows 2000, 
Windows XP, Windows NT, Windows Vista and Windows Server 2003 are trademarks of 
Microsoft Corporation.  Other product names mentioned in this manual may be trademarks or 
registered trademarks of their respective companies and are hereby acknowledged. 
 
Printed in Australia. 
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Chapter 1 - Installation & Quick Start 
 
Installation Requirements 
For a complete installation of TRIM Practice Manager 2007 the following is required : 
 
Installation Requirements For Front Desk Operations 
·  Pentium IV (or faster) computer 
·  512 Mb memory 
·  80 Giga-byte hard disk (or larger) 
·  30 Mb free hard disk space 
·  Video card 
·  Dual bin printer (Laser recommended) 
·  TRIM Practice Manager 2007  
·  Windows XP or Vista 
 
Installation Requirements For Visual Analysis Computers  
·  Pentium IV (or faster) computer 
·  1 Gb memory 
·  120 Giga-byte hard disk (two hard drives recommended) 
·  100 Mb free hard disk space 
·  Video card capable of hardware video overlay with at least 128Mb memory 
·  TRIM Video Analysis 2007 
·  Windows XP  or Vista 
 
Installing TRIM Practice Manager 2007 
Insert the TRIM CD into the appropriate CD drive. The following image should appear: if  not, 
open the TRIM CD and double click the Install program. 

 
Installation For Single Desktop System 
Insert the CD into your computer. If the install program does not 
automatically start, browse to your computers CD drive and double 
click the TRIM_Installer program. 
 
Normally you can install the default programs as selected (via the 
Install button). For more details on each item in the installation click 

on the ? button next to each option. 
 
The SQL Server install requires both Windows installer 3.0 (or greater) and the dot NET 
Framework 2.0 or greater be installed. Installing these programs may require you to 
restart your computer and begin the installation process again. 
 
 
 
During the SQL install you will see the following window. There should NOT be any red 
crosses. 

Figure 1 
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If the SQL server install fails it is most likely due to you needing to perform Windows Updates 
on your computer. Refer to Microsoft’s web site for more details. 
 
After the SQL installation follow the prompts to install the TRIM components onto your 
PC.  Once all the components are installed you will be shown the TRIM Configuration Wizard.  
 

 
 
For a stand-alone or evaluation version of the system use the default settings as determined by 
the install program.  For a network system the value in step 1 should be your network database 
server, the value in step 2 should be TRIM or the database instance name specified by your 
network administrator and the value in 3 is the mapped network location for other file storage. 
 
 
To create this file storage area, use My Computer to browse to C:\Program Files\TRIM 
Video Analysis and Practice Management… 
 



TRIM Practice Manager User Guide 
TRIM Practice Manager User’s Guide  

© Copyright 1998-2008. All Rights Reserved 
 
 

 
Page 13 

 
 

Right click on the store folder and select Sharing and Security… 
 

 
 
Select the Share this Folder option and change the share name to trim. Click on 
Permissions… 
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Give Everyone Full Control and select ok. Close up the windows and continue the installation 
process. 
 
Select the Configure button to set the configuration values in the TRIM Installation program then 
close to finish. 
 
You will be prompted to install the Database… 
 

 
 
Select YES. The database installation wizard will open. 
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The Server Name will be set to your computer name. If you are installing a database on another 
computer use the drop down box to select the computer to install the database on. 
 
SQL Instance name should be TRIM unless there is a different instance you are using on a 
server. 
 
The Windows Username and Password can normally be left blank. 
 
If this is an evaluation of the software select the Install Evaluation Data check box. If you will be 
converting existing data from TRIM Practice Manager to TRIM Practice Manager or Video 
Analysis leave this box blank. 
 
Select the install button. 
 
Once the database and data installation is complete you can close the TRIM Installer. 
 
Installing on a network  
 
Installing on a network can be complex for the novice computer user.  Please contact TRIM 
Systems for detailed technical advise on installing and running the system on a network. 
 
 
Quick Start 
Start TRIM Practice Manager by Double-Clicking the TRIM icon on your computers desktop.  .  
 
You will be shown the splash screen. On some networks this screen may remain open for some 
time as the system maps servers available on your network. 
 
You will then see the login screen. 
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The server address and video address will be set to your computer. If this is a network 
installation change these addresses to your server and the database instance name supplied by 
your system administrator. 
 

LOGIN NAME IS master IN LOWER CASE. 
 
Enter the login name and select the Log in button.  You will be presented with the TRIM License 
Order Form showing that you have 30 day remaining on your evaluation license. 
 

 
 
If you wish to Order a License for the system please refer to our website for information. 

 
http://www.trim.com.au 

 
To continue with the evaluation process select the Close and use evaluation button. 

 
Chapter 2 - Features 
 
A Practice Management System Designed For You 
 
TRIM Systems Practice Manager has been designed in consultation with Australian Podiatrists 
and Physiotherapists to create a system meeting YOUR needs. 
 
Can be used standalone, on a Peer-to-Peer network or on larger networks with a server making it 
a truly scalable system that can grow along with your practice needs. 
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Appointments 
 
 
 

FEATURING AN INTEGRATED APPOINTMENT BOOK , WORD PROCESSOR, SCANNING, ACCOUNTS, 
BULK -BILLING , CLINICAL NOTES AND MORE … TRIM  SYSTEMS PRACTICE MANAGER 2007 IS 

THE PRACTICE SOLUTION FOR YOU . 
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Chapter 3 - Fundamentals 
 
The TRIM main window 
The TRIM Practice Manager main window is the central point from where all Front Desk 
operations take place.  It is from here that you can enter new patients, enter clinical notes,  
produce reminder lists and produce accounts and receipts.  There are, of course,  many other 
operations you can perform (discussed later in full detail). 
 
The title bar 
The title bar displays the name of the patient file that TRIM Practice Manager currently has 
open.   
 

 
 
The title bar area shows you the name of currently open patient. 
 
You will see the words "new patient", or a specific patient name displayed here.  If a name is 
visible you have opened a patient file (name visible).  In such a case this is known as the Active 
file, and indicates that you can now view any of the client details if you wish to. 
 
The file menu items 
The file menu items allow you to : 
·  Enter new patients. 
·  Search for and retrieve a previously stored patient. 
·  Delete the currently open patient. 
·  Print out patient details. 
·  Refresh Network 
·  Re-logon as a different user 
·  Adjust security levels 
·  Exit and close down TRIM Practice Manager. 
 
The patient menu items 
The patient menu items become available once you have a name in the title bar.  That is, you 
have either searched for a patient or entered a new one, and their name is visible at the top of the 
screen.  It is with these options that you can : 
·  Fill in the patient record including contact details, initial evaluation, history, scanned 

documents and pictures 
·  Enter patient clinical notes for visits 
·  Create letters for the patient 
·  Enter Scanning and Image Management for the patient 
·  Perform visual analysis.   
 
The system will not allow you to perform these operations without having a patient name visible 
in the title bar. 
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The appointments menu items 
The appointments menu allows you to: 
·  add, edit or delete appointments 
·  cut, copy and paste appointment details at particular times 
·  find the first or next available appointment or the next appointment for a particular patient 
·  print the visible diary  
·  invoice the selected visit using items specified by the practitioner in the patient notes. 
  
The referring specialist menu  
This allows you to enter or edit details of referring specialists, and keeps track of the no of 
referrals and the last referral given. 
 
The reminders menu items 
As with the patient menu items, the reminders options only become available once you have a 
patient name visible in the title bar at the top of the screen.  It is here that you can : 
·  Set the time period for which a reminder should be sent. 
·  Generate / print a batch list of reminders due to be sent. 
 
The accounts menu items 
The account menu items allow you to :  
·  Enter payments. 
·  Produce accounts. 
·  Produce receipts. 
·  Track overdue accounts. 
·  Track group billed invoices. 
·  Generate simple pay slips. 
·  Link TRIM Practice Manager to M.Y.O.B. (contact TRIM for customisation details) 
 
The reports menu items 
The reports menu has access to the report manager report design area and various standard 
reports including: 
·  Print various income reports. 
·  GST Reports 
·  Daily Statistics 
 
The Settings menu items 
The settings menu items contain a mixture of available functions including :  
·  Printing blank letter-headed pages. 
·  Creating and modifying the various accounts and statistical categories. 
·  Producing various statistical reports. 
·  Setting all the lookup table details such as invoice items, appointment types etc 
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Other fundamentals 
It is important to understand that TRIM Practice Manager is primarily designed to work around a 
"currently open patient file".  That is, most (not all) functions in TRIM Practice Manager will be 
focused towards the name of the patient that is being displayed at the top of the screen. 
 
 It is especially important to understand how to enter new patients,  how to retrieve them,  how to 
produce and retrieve letters and how to perform visual analysis. 
 
The golden rule when trying any of the previously mentioned is to check the title bar of the 
top of the screen and make sure it displays the correct patient name.  If it isn't you may 
either enter the correct patient (FILE then NEW), or retrieve the correct patient (FILE 
then SEARCH). 
 
The main screen also contains shortcut buttons for some of the most commonly used functions 
such as opening a patient, adding a new patient, creating an invoice or receipt, adding an 
appointment etc. 
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Chapter 4 - Patients 
 
Retrieving patients 
Retrieving patients in TRIM Practice Manager is a very fast and easy process.  Select the FILE 
then SEARCH commands to display the following window: 
 

 
 
Enter the name (or partial 
name) of the patient you wish  
to retrieve here.   
Press the SEARCH button. 
 
 
This list contains any 
matching names stored within 
TRIM Practice Manager. Use 
the UP and DOWN arrow 
keys to select a different 
name.  
 
 
Press the Finish button to 
open the currently selected 
patient (or Double-Click 
directly on the name with the 
mouse). 
 
 
 
 

 
 
TRIM Practice Manager searches and retrieves patients based on their last name.  Type the last 
name (or partial last name) of the patient you wish to retrieve.  Now press the Finish button or 
the [Enter]  key to actually begin the search. 
 
This will display a list of any matching names that contain the text that you typed.  A blue 
highlight will automatically appear over the first name in the resultant search list.  Use the UP 
and DOWN arrow keys to highlight the name that you require.  Once highlighted press the 
[Enter]  key again to actually open that patient file.  This will close down the search window and 
then display the selected name in the title bar at the top of the screen.  Now you can access the 
various forms relevant to this patient i.e. personal record, clinical notes, accounts or video gait 
files. 

  



TRIM Practice Manager User Guide 
TRIM Practice Manager User’s Guide  

© Copyright 1998-2008. All Rights Reserved 
 
 

 
Page 22 

Deleting patients 
Should you decide you need to completely delete a patient file, proceed cautiously through the 
following steps: 
 
·  Be certain that the correct name is visible in the title bar at the top of the main window. 
·  Be sure to “clean up” any outstanding accounts, don’t leave unpaid accounts in the system. 
·  Select the FILE then DELETE commands from the main menu.  This will invoke the 

following confirmation box : 
 

 
 
 
Press the YES button only when you are absolutely sure you wish to delete the patient file. 
 
·  Press the YES button to delete the currently open patient file. 
·  Press the NO button to cancel and return to the main window. 
 
 
Printing patient records 
There are two pre-set reports available for printing patient records.  These facilitate printing of  
·  Patient personal record forms. 
·  Patient clinical notes. 
 
To print either of the above reports, select the FILE then PRINT commands from the main menu.  
The following window next page will be displayed: 
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Type of report selected for printing.  
  

 
Search Results List.  Current list of patients to be used when printing (Print List). 
 
Press the SEARCH then ADD buttons to add a name to the Print List. 
 
Step through the following check-list to print patient records: 
·  Type the name of the patient(s) you wish to print records for in the text entry field on the left 

hand side. 
·  Press the SEARCH button to generate a list of matches in the Search Results list on the left 

hand side. 
·  Use the mouse to highlight the desired name and press the ADD button to add it to the Print 

List on the right hand side 
·  If required, repeat until you have "built-up" the Print List  as you require. 
·  When the Print List contains the name(s) of the patient whose records you wish to print ,  

choose a report type from the Report Types radio button group (click using the mouse). 
·  Press the PRINT button to print the report(s). 
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Viewing patient information 
The window used to display and enter patient information is the Personal Record Form.  Select 
the PATIENT then PERSONAL RECORD commands to display the following : 
 

 
 
Press the Tab-Card Titles to change the visible details for the patient you have open. 
 
NOTE 
Opening the personal record form will have one of two effects.  
 
·  Will enable you to enter a completely new patient. 
·  Will display the details of the patient name you currently have in the title bar. 
 
Before opening the personal record form make certain that you wish to enter a new patient, or 
alternatively, you have the correct patient name in the title bar. 
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The patient personal record form 
The personal record form consists of four sub windows known as "Tab-cards".  You will notice 
that by default when you open this form that the "Contact Details" tab-card is open.  It is 
possible to change the visible tab-card by Clicking onto one of the three remaining tabs, "Initial 
Evaluation" ,or History.  
 
Moving around the personal record form 
There are two main ways to get around the personal record form : 
 
Special Key-Strokes 
[Tab] - Will move you forward one field at a time. 
[Shift] then [Tab] - Will move you back one field at a time. 
UP arrow key - Will move you up a line when in a multi-line text field i.e. when typing an 
Address.  Otherwise, this key will change the selection within a drop-down list box or 
combination box. 
DOWN arrow key - Will move you down a line when in a multi-line text field i.e. when typing 
an address.  Otherwise, this key will change the selection within a drop-down list box or 
combination box. 
[Enter] key - Will save and close the personal record form (if you are currently on a single line 
text field - i.e. First Name). 
[Enter] key - Will move the cursor down a line if you are currently in a multi-line text field i.e. 
when typing an Address. 
 
Using The Mouse To Point And Click 
You can move to any desired field on any form in TRIM Practice Manager by simply placing the 
mouse pointer directly over that field and Left-Clicking once.  This will either place a cursor in 
that field or will activate it i.e. clicking on a drop-down list or check box will display any items 
stored in the list. 
 
Entering new patients 
There are two steps to entering new patients. 
 
Creating A New Patient Folder 
To create a new patient, select the FILE then NEW commands from the main menu.  If there is a 
patient name displayed in the title bar at the top of the screen the following window will be 
displayed: 
 

 
 
Do not be alarmed by this message!!!  TRIM Practice Manager is merely asking you for 
confirmation to save the currently open patient and create a new patient folder.  Press the YES 
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button to open a new patient folder and display "[new patient]" in the title bar.  Press the NO 
button to return the main window. 
 
Enter Details Into The Personal Record Form 
Select the PATIENT then PERSONAL RECORD commands from the main window.  This will 
display the same form as discussed in Viewing patient information.  There are some important 
fields that should be used in order to get the most out of TRIM Practice Manager statistics. 
 
Setting the patient type 
 

Click on this arrow to display the available Patient 
Types. 

 
Use the mouse or TAB key to move to the patient type drop-down list.  It is important to 
remember to use this field so that you record statistics about the various patient types. 
 
Setting the patient's referring source 
 

Click on this arrow to display the available 
Referring Sources for this patient. 
 

Use the mouse or TAB key to move to the patient Referrer drop-down list.  It is important to 
remember to fill this field out so that you record statistics about the various patient referring 
sources ie. how the patient found your practice. 
 
Setting the patient's practitioner 
 

Click on this arrow to display the 
available practitioners 

 
Use the mouse or TAB key to select the Practitioner drop-down list.  TRIM Practice Manager 
will not let you enter a new patient without choosing a practitioner from the Practitioner drop-
down list. 
 
Setting the patient's group (if required) 
 

Click on this arrow to display a list of available 
billing groups 

 
Use the mouse or TAB key to select the patient Group drop-down list.  Filling in this field 
ensures that TRIM Practice Manager can bill the correct group.  Failure to select from this list 
will result in only standard accounts being available for this patient. 
 
Identifying patients 
Every patient stored in TRIM Practice Manager has a unique patient number which can be used 
for identification.  It is really only needed to distinguish patients of the same name or date of 
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birth.  You will find this number displayed in the Personal Record form title bar,  and patient 
accounts. 
 
Saving the patient personal record 
When you are sure you have completed filling in the Personal Record form simply press the OK 
button to save the details.  Upon doing so you will notice the window closes and TRIM Practice 
Manager returns you to the main screen,  ready to move on. 
 
Attaching a referring specialist to a patient 
Some patients will require referral letters be sent to their referring specialist.  TRIM Practice 
Manager takes care of this by allowing you to attach a referring specialist to any patient by 
pressing the SPECIALIST button on the Personal Record form.  Doing so will invoke the 
referring specialist window: 
 

 
 
Double-Click on the specialist name to attach it to the currently open patient.  Press the PRINT 
button to print out the list.  
 
Simply choose the desired specialist by Double-Clicking directly on the name shown.  This will 
then close the Referring Specialist window and display the desired specialist in the Specialist 
field :. 
The attached Referring Specialist is shown here. TRIM Practice Manager statistics has recorded 
this referral and will adjust the various doctor statistical reports. 
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Entering patient clinical notes 
Before entering patient clinical notes you must have a patient name in the title bar on the main 
screen. 
 
Achieve this by either retrieving an old patient file or entering a new one.  Once you have the 
correct name displayed in the title bar, press the PATIENT and NOTES commands to display the 
following window. 
 

 
 
To start a new note, use the “New / Modify Note” section and press the NEW VISIT menu item. 
This will enter the current date and time.  Type your notes in the Notes text box.  
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Press the FINISH button to save your clinical notes and return to the main window. 
   
Press the VISIT button to display the date and a line designed to help you organise your notes. 
 
You can select the billable Items for the visit on the “Select Items of Service“ page. 
 
Press the SET PRICING button to bring up the Set Fees Form to enable you to change the fee 
you wish to charge this patient for this visit only. 
 
Press the PRINT button to print a copy of the clinical notes. 
 
Press the CANCEL button to cancel any changes you have made to your notes. 
 
Press the HELP button to display help about clinical notes – pressing the X on the top right hand 
side of the help window will close this window and return you to the Clinical Notes form. 
 
 
 
The notes main window 
In general, TRIM Practice Manager notes are used to record treatment types, any special 
conditions or any miscellaneous details you may require. 
 
Recording the visit date into the notes 
It is very important that you press the VISIT button every time you wish to enter new notes for a 
specific patient.   
 

 
 
This ensures that your clinical notes remain organised and easy to read when reviewing at a later 
period. 
 
Recording service items provided during visit. 
Ticking one or more items of service ensures that these items are recorded as part of the visit. 
This also allows invoices to be issued quickly and reliably by a receptionist at the close of a visit.  
 
To charge a different fee from the standard one, simply press the SET PRICING button on the 
noes form. This displays the Set Fees form to allow you to set a once-off fee for services you 
have ticked at this visit for this patient. 
 
Typing your notes  
Notes are entered in the Notes area on the right of the “New / Modified Notes” area of the form. 
 
Cutting, copying, pasting and formatting notes 
The patient clinical notes will also allow you to insert text from foreign sources.  For example,  it 
may be useful to add text obtained on a separate medical CD into the notes file for a specific 
patient.  For this reason you can Cut,  Copy and Paste text into the notes area.  
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While typing in this box, click the right mouse button for a menu of editing tools. Select CUT  to 
“clear” any highlighted text into the clipboard, COPY  to copy any highlighted text from the 
Notes window to the clipboard or PASTE  to paste any text from the clipboard to the Notes 
window. Select FORMAT to change font properties of highlighted text. 
 
Standard paragraphs 
Standard paragraphs or wordings can be saved as named texts and inserted at will into notes. 
Standard text names are found in a drop-down list under the “Standard Paragraph” heading on 
the clinical notes form. The actual text associated with this name is displayed beside the 
currently selected name. To insert a new standard text, press the INSERT button beneath the 
drop-down list of standard paragraphs, or press the MANAGE button beside it. The MANAGE 
button displays the “Standard Notes Paragraph Management” form, which allows you to add a 
new note, delete an existing note or to modify the name or text of an existing note. 
 
Notes Security 
You can modify a particular note (but not delete it) at  any time until you sign off the note. Once 
a note is signed off, it cannot be changed in any way. Additional notes can be inserted at a later 
date, but the notes are always date and time stamped to ensure the records are historically 
accurate.  
 
Invoicing from the clinical notes record of service  items supplied 
during a visit 
Invoicing has never been simpler. Once you have ticked service items supplied during a visit, 
you can quickly issue the invoice for these items straight from the appointment book, or from the 
Patient Menu.  
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Chapter 5 - Patient Letters 
TRIM Practice Manager boasts a sophisticated built-in word processing facility which will aid 
you in taking care of your written correspondence,  both to your clients and to other businesses.   
 
The basics of TRIM Practice Manager word processing  
In order to make full use of letter writing in TRIM Practice Manager,  there are a few basic terms 
and concepts that need explaining. 
 
Document (Letter) 
A letter can either be prepared using a template or can be typed in directly by the user.  In either 
case letters can be distinguished from templates by a date appearing next to their name,  rather 
than the word "template".  TRIM Practice Manager automatically organises letters according to 
the patient name you currently have open.  That is,  when you open the letters window you will 
only see the letters that you have saved for that specific patient. 
 
Template 
A special file created by the user that can be used repeatedly for letter preparation.  Templates 
are "pro-formers" that usually contain references to database fields within TRIM Practice 
Manager.  Templates are used when the user wishes to have database information automatically 
"filled-in" by TRIM Practice Manager.  For example,  you could create a simple template which 
would fill in the patient name,  address and the date onto a standardised medical certificate pro-
former.  Once created this template can be used over and over for each patient,  producing 
professional looking certificates without the need to type.  A template can only be created when 
there is a patient name in the title bar.  Once saved,  however,  that template will be available for 
every patient that you may open.  Templates can be recognised by the word "template" next to 
the template name.  Once you have prepared a letter using a template,  you can customise and 
then save it as a letter. 
 
Word wrap 
When writing letters there is no need to press the enter key when the cursor reaches the right 
hand edge of the screen.  All word processing programs will automatically wrap a semi-
completed word down to the next line of your letter.  Remember to just keep typing and TRIM 
Practice Manager will "word-wrap" as you go. 
 
Creating a patient letter 
Before attempting to create letters you must have a patient name open at the top of the screen.  
Make certain you  have the correct patient open and press the PATIENT then LETTERS 
commands to display the following window : 
 
The letters main window 
The letters window,  although seemingly complex,  is actually simple to use.  When entering a 
letter,  you also have access to almost any other aspect of  TRIM Practice Manager 
simultaneously.  For example,  it is possible to work on a letter for one particular patient and 
then quickly jump to the accounts screen for another.  When you have finished the extra task,  
you don't have to worry about losing your place because your letter remains visible the whole 
time. 
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The operations area 
Menu bar Toolbar Font bar Paragraph bar Ruler Status bar 

 
The operations area comprises the various bars. It is where all the document retrieval and text 
formatting functions are available.  The buttons here allow you to format text, change page sizes, 
adjust margins or open previously saved letters or templates.  
 

File Menu 
New  Opens a new blank window in which to begin typing 
Open  Displays a file search form in which to retrieve the file to open 
Save  Saves current open window into existing file or displays file save form 
Save as …  Displays file save form in which to specify file name, type and location. 
Save as JPEG … Creates an image of the document and displays file save form to save it 
-- 
Print  Prints current open window 
Print Preview Displays current open window as a printed document 
-- 
Close  Closes current open window with prompt to save it if it has changed 
-- 
Exit  Exits Trim Letters and returns to previous function. 
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Letters Menu 
Select>  Displays list of saved letters for this client to select one to open 
-- 
New   Opens new blank window for typing letter or report 
Delete   Displays list of saved letters for this client to select one to delete 
 
Templates Menu 
Select >  Displays list of saved templates to select one to use as basis for new letter 
-- 
New   Opens new blank window for typing a template 
Edit >   Displays list of saved templates to select one to edit as a template 
Delete >  Displays list of saved templates to select one to delete 
-- 
Insert Database Field..Displays list of available database fields to choose one to insert at cursor 
  
Edit menu 
Undo Input  Undoes last typing, insert, edit or format function 
Redo   Redoes last undo 
-- 
Cut   Clears any highlighted text into the clipboard 
Copy   Copies any highlighted text  to the clipboard  
Paste   Pastes any text from the clipboard to the document at cursor position  
Delete   Clears any highlighted text without saving it to the clipboard 
-- 
Search…  Displays search form to find specified text 
Replace…  Displays replace form to search and replace specified texts 
-- 
Select All [Ctrl+A] Selects and highlights whole document for edit tasks above 
 
View Menu 
Toolbar 
Font bar 
Paragraph bar 
Ruler 
Status bar 
-- 
Control characters 
-- 
Layout > 
Zoom > 
 
Insert Menu 
Text… 
Image > 
OLE Object > 
Table 
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Format Menu 
Text  Displays font form to change font properties of highlighted text. 
Text Colour Displays colour form to change colour of highlighted text 
Text Background Colour Displays colour form to change background colour of highlighted text 
-- 
Paragraph 
Frames… 
Table 
Image… 
-- 
Document… 
 
Window Menu 
Cascade 
Tile horizontal 
Tile Vertical 
Arrange 
-- 
[List of Names of  open windows] 
 
Help Menu 
Contents… 
-- 
About… 
 
Toolbars 
The toolbars contains shortcut buttons for the most commonly used functions. 
From left to right they are: 

�File buttons: New, Open, Save and Print . 

�����������	
�����
�������	����
���

Opens video stills form to insert stills into docum ent 

Change document between portrait and landscape - remember to change printer  properties 
also to match before printing.  
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Adjusts typing page location and magnification in w indow 

Indents and outdents current paragraph 

Change selected text font and colour characteristic s 

Toggles display or suppression of hidden characters  such as paragraph marks 

Spell check document or selected text 

Font type, size, bold, italic and underline 

Left, right, centre and justify paragraph alignment  

Set left, right, decimal and not justified tabs on ruler 

 
The ruler 
The ruler area is designed primarily for allowing you to measure your page width.  It has the 
additional function of displaying any tab settings that you may have created in your document.  
Tab settings are useful for aligning text in unusual places such as a placing a name or address on 
the right hand side of the page, rather than the left. 
 

 
 
The base measurement unit is inches and tab settings can be either left,  right, centre or not 
justified.  To move a tab setting, Click directly on the appropriate marker and hold the mouse 
button down.  Now drag it to the new position.  If entering a new tab setting just click using the 
mouse in the desired location. 
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The main text window 
The main text window is where you type your document text .  Your position within the letter is 
shown by a small flashing vertical line called a "cursor".  The main text window can be re-sized 
and viewed in one of four possible modes. 
 

 
 
Main Text Area.   Press this arrow to move the visible text area up or down. 
 
The available viewing modes are: 25%, 50%, 75% and 100% modes. 
 
The status bar 
The status bar acts as your document "navigator".  The status bar makes it fast and easy for you 
to locate where the cursor is currently positioned within the document. 
 

 
 
The current page, line number, column position, insert mode and number mode can all be viewed 
at any time. 
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Miscellaneous letter functions 
 
Formatting Text 
Enter as much of your letters in one go as you can.  It is far easier to "format" your document 
and make it look professional after you have entered your complete letter,  rather than in small 
repeated stages whilst typing. 
 
Entering A New Letter 
To start entering a new letter  press the NEW LETTER speed button in the Operations Area. 
 

 
 
This will open a new window and place the cursor in the top left hand corner.  You are now 
ready to start typing. 
 
Setting Letter Margins 
The left, right, top and bottom margins can be easily changed within TRIM Practice Manager 
letters by sliding the left and right markers on the ruler. 
 
Choosing Portrait / Landscape 
The paper orientation can be toggled at any time by pressing the PORTRAIT / LANDSCAPE 
speed button. 
 

 
 
The current size of the paper is irrelevant to this operation. Pressing this speed button rotates 
your document ninety degrees.  It is important to note that when printing a landscaped document 
you must be sure that the printer properties have also been adjusted to "landscape" in order to 
match your document. 
 
Saving A Letter 
Press the SAVE speed button : 
 

 
 
To invoke the following window : 
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Type the name you wish to use for your letter.  Press the FINISH button to store your letter.  
Once saved,  you will notice this filename appearing in the Letters list (drop-down list) with a 
date beside it. 
 
Printing A Letter 
To print your typed letter press the PRINT speed button : 
 

 
 
The following standard print options window will appear : 
 
 

 
 
 
Choosing The Print Range 
Press the All radio button to tell TRIM Practice Manager to print all the pages in your document. 
Press the Pages radio button and then enter values in the From and To fields. 
 
Adjusting The Print Quality 
Use the mouse to modify the value in the Print Quality drop-down list box. 
 
Changing The Number Of Copies 
Use the mouse or TAB key to click into the copies field and then type the number of copies that 
you would like. 
 
Modifying The Printer Setup  
Press the SETUP button to modify additional details of the current print job.   
Doing so will invoke the following window : 
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Selecting The Printer For A Letter 
Press the Default Printer radio button to instruct TRIM Practice Manager to route your letter to 
the printer installed as the windows default. 
Press the Specific Printer radio button and then select a printer from the Specific Printer drop-
down list.  This instructs TRIM Practice Manager that your letter will be routed only to the 
chosen printer. 
 
Selecting Paper Orientation 
Press the Portrait radio button to print your letter on vertical A4 paper. 
Press the Landscape radio button to print your letter on horizontal A5 paper. 
 
Selecting Paper Type 
Use the mouse to print your letter on the desired paper size from the Size drop-down list. 
Use the mouse to print your letter from the desired paper source from the Source drop-down list. 
 
Modifying The Basic Printer Options 
Press the OPTIONS button to open a printer specific settings window.  Each printer will have a 
visually different options window,  however,  they will almost allow you to modify : Economy 
settings,  graphics intensity,  font selection and memory usage. 
 
Selecting text in a letter 
Text selection is needed to perform many of the basic tasks of the TRIM Practice Manager word 
processor,  such as bolding,  copying,  enlarging or paragraph formatting.  Text selection can 
occur in one of two ways. 
 

Use The Mouse 
To Highlight 
Move the mouse 
pointer to the 
start of the text 
that you wish to 
highlight.  Left-
Click and 
HOLD the 
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mouse button down, moving the mouse to the end of the text to be highlighted.  You will notice 
the background of the text become inverted. Your text is now highlighted. 
 
Using Keystrokes To Highlight 
Use the UP,  DOWN,  LEFT or RIGHT arrow keys to move the cursor to the start of the text to 
be highlighted.  Hold the SHIFT key down and use the UP,  DOWN , LEFT or RIGHT arrow 
keys to the move the cursor to the end of the text to be highlighted.  You will notice as you move 
the cursor that your text becomes inverted.  Your text is now highlighted. 
 
Select all 
Press the SELECT ALL speed button to select and highlight your entire document.   
 

 
 
This is useful for Copying your whole document into the clipboard so you can later paste it into 
another application. 
 

 
Copying,  
cutting ,  
and 
pasting 
into letters 
TRIM Practice 
Manager letters 
allows you to 
cut,  copy and 

paste text or images using the clipboard.  The clipboard is as an "invisible" temporary storage 
area that can hold any data that you Copy or Cut into it.  The clipboard cannot be seen,  it is 
simply utilised when you Cut,  Copy or Paste. 
 
Cutting Text From Your Letter 

Select and highlight a portion of text and press the CUT button to remove the text from 
your document and place it in the clipboard.  This text can then be "Pasted" back into the 
document (or another document) at a later stage. 
 
Copying Text From Your Document 

Select and highlight a portion of text and press the COPY  button to copy the text into the 
clipboard.  This text can then be "Pasted" back into the document (or another document) at a 
later stage. 
 

 



TRIM Practice Manager User Guide 
TRIM Practice Manager User’s Guide  

© Copyright 1998-2008. All Rights Reserved 
 
 

 
Page 41 

Pasting Text Into Your Document 

Place the cursor anywhere in your document and press the PASTE button speed button to 
place the text from the clipboard into your document. 
 
Finding specific words within text 
TRIM Practice Manager letters provides you with the facility to locate specific text within you 
written text.  Select Search from the Edit Menu to display the following window : 

 
 
Type the text you wish to find into the Find What text field. 
 
Matching Case 
Click on the Match Case check box to force the text search to match the case of your written text 
to the text you have just typed. 
 
Choosing The Search Direction 
Press the UP or DOWN radio button to force the search to look "UP from" or "DOWN from" 
your current cursor position. 
Press the FIND NEXT button to actually perform the search.  Upon finding a match the text 
window will move to the appropriate position within the document. 
 
Replacing Specific Words Within Text 
Select Replace from the Edit Menu to find and replace specific text within your document .This 
will display the following window : 

 
 
Type the text you wish to find in the Find What text field.  Type the text you wish to replace it 
with into the Replace With text field. 
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Matching Case 
Clicking on the Match Case check box will force the search to match the case of your written 
text to the text you have just typed. 
 
Press the FIND NEXT button to perform a search.  Upon finding a match,  the text window will 
move to the appropriate position within the document. 
 
Press the REPLACE button to replace the currently highlighted text with the text you typed in the 
Replace With text field.  Press the REPLACE ALL button to replace all occurrences of the 
currently highlighted text with the text you typed in the Replace With text field. 
 
Changing Font Type 

Select and highlight a portion of text and press the FONT  button  to  adjust size,  font type 
or  style of the highlighted text. You will see the following Font window : 
 

 
 
Changing Font Size 
To change the font size for any highlighted text select a size in the Size dropdown box.  
 
Changing The Style Of The Text 
Change the style of the highlighted text by clicking onto the Attributes radio box.  You can 
change the appearance of your text by ticking  Normal, Italic, Bold,  Strike-out. 
 
Bold,  Italic And Underline 
Text style can also be adjusted by pressing the BOLD,  ITALIC or UNDERLINE speed buttons in 
the main operations area : 
 

 - Bolds highlighted text. 
 

 - Highlighted text changes to italics. 
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 - Underline highlighted text. 
 
Left,  Right,  Centre And Justified Text 
Text can be aligned to the left,   right,  the centre or evenly (justified).  This is known as text 
"alignment" and can be performed by pressing the following speed buttons : 
 

 - Aligns highlighted text to the left. 

 - Aligns highlighted text to the right. 

 - Aligns highlighted text to the centre. 

 - Aligns highlighted text to be justified. 
 
Left,  Right And Centre Tabs 
Tab settings are an easy way of creating "columns" in your text document.  Text can be aligned 
to the left,  right or centred within each column depending on the type of tab-setting you insert 
into your document. 
 

 
 
To set a tab marker in your document first click on the desired Left,  Right or Centre TAB speed 
button.  Now Double-Click on the correct location on your ruler and the appropriate Tab-Marker 
will appear.  Whenever the Tab key is pressed the cursor will move to this marker and any typed 
text will be of the selected alignment (left,  right or centre). 
 
Paragraph Formatting 
Select Paragraph from the Format Menu to invoke the following Formatting window : 
 

 
 
Changing The Line Spacing 
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Press either the Single Line,  One and a half lines or Two Lines radio buttons to adjust the line 
gaps between highlighted text.  Alternatively,  you can customise the distance between lines by 
typing a value into the Free text field.  You can change the scale of this by clicking the In MM 
check box on. 
 
Changing Paragraph Indents 
Indents refers to the "indentation distance" you wish to apply to a Highlighted block of text.  
You can modify the indentation from the left edge of your text,  the right edge or just the 
indentation on the first line.  To do so click onto the following : 
 

 - Click here and enter a value to adjust the left indentation. 

 - Click here and enter a value to adjust the right indentation. 

 - Click here and enter a value to adjust the left indentation of the  
                                          first line of the highlighted text. 
 
Modifying Paragraph Alignment 
See the section Left,  right,  centre and justified text. 
 
Line Distances 
This section refers to distance between the top of the highlighted text and text above it,  and the 
distance between the bottom of the highlighted text and text below it. 
 
Select the Top text field and enter a value to modify the gap at the top of the highlighted text. 
Select the Bottom text field and enter a value to modify the gap at the bottom of highlighted text. 
Hiding / Showing Textual Control Characters 

Press the CONTROL CHARACTERS speed button to show and hide control characters 
in the text area. Showing control characters can be useful when formatting letters with complex 
tab settings,  or with spacing between blocks of text that are difficult to standardise. 
 
Retrieving / editing a previously saved letter 
TRIM Practice Manager automatically organises saved letters according to the patient file that 
you currently have open.  Retrieving saved letters is as simple as clicking on the Letters / Select 
Menu drop-down list. The letter you selected will immediately be retrieved and displayed in the 
text area. 
 
Templates 
TRIM Practice Manager templates are one the most exciting new innovations in practice 
management today.  Templates are primarily used for letter "Preparation".  Templates are used 
for two reasons.   
 
·  To provide a standardised look and feel for repeatedly written letters. 
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·  To "fill in" the commonly used fields in your letters.  For example,  a template could be used 
to fill in the Name,  Address and Phone number of a patient every time you produce referral 
letter.   

 
A template is, in itself, just a letter.  However, it contains additional "Database Fields" which are 
utilised and filled in automatically by TRIM Practice Manager. 
 
Template fundamentals 
Three are two phases to creating a TRIM Practice Manager template. 
 
For The First Time (Once Per Template) 
·  Create a new template. 
·  Saving your new template. 
 
Every Time You Need To Produce A Letter 
·  Open the appropriate patient file. 
·  Go to TRIM Practice Manager letters. 
·  Open the appropriate template. 
·  Customise the letter (if required). 
·  Save the template as a letter. 
 
Creating a new template 
To create a new template select NEW from the TEMPLATE menu. This will open a new window 
and place the cursor in the top left hand corner of the text.  You should now enter as much of the 
template text as you can.  For example, when entering a referral template, you may start by 
typing the following: 
 
·  The practice letterhead 
·  The word "Dear" 
·  The words "Thank you for referring" 
·  The words "who presented with" 
·  The words "after successful treatment the excessive..." etc. etc. 
 
Creating a New Template is very similar to creating a new letter, with one exception.  The 
INSERT DATABASE FIELDS form is now available. 
 
Inserting Database Fields Into A Template 
Start at the top of the text you have Entered so far, and start reading your template.  Find a point 
where it is necessary to enter Database Information and decide what type of Database Field you 
require.  For example, you may require the Patient Name at the top left hand corner of your 
template.  In such a case, make sure the cursor is in the correct position. 
 
Now select Patient Name  from the DATABASE FIELDS form and press the INSERT button  to 
insert a direct reference to the appropriate Database Field stored within TRIM Practice Manager.  
Database Fields can be anything from the Patient Name to their Referring Specialist or Video 
Files.  The possibilities of letter writing are endless. Templates can be created to handle anything 
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from the patient name and address on a simple letter,  to sophisticated visual analysis reports 
containing full colour stills from their video file. 
 

 
 
 
Double-Click on any of the desired Database Fields to insert 
it into your template.  Alternatively,  use the UP and DOWN 
arrow keys to highlight the desired database field and press 
the INSERT button to insert it. Press the OK button to finish 
inserting database fields and return. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Complete Database Field Listing 
·  Address 
·  Balance 
·  Chief Complaint 
·  Dermatological Assessment 
·  DOB 
·  Emergency 
·  First Name 
·  Foot Deformities 
·  Footwear Anomalies 
·  Full Name 
·  Group Billing Address 
·  Group Billing Name 
·  Group Billing Phone 
·  Health Fund 
·  Height 
·  Last Name 
·  Lifestyle 
·  Medical History 
·  Name 
·  Notes 
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·  Occupation 
·  Orthopaedic History 
·  Other Comments 
·  Patient Type 
·  Patient ID 
·  Phone 
·  Phone Work 
·  Practitioner 
·  Radiographic Evaluation 
·  Referred By 
·  Shoe Size 
·  Somatotype 
·  Specialist Address 
·  Specialist Fax 
·  Specialist First Name 
·  Specialist Last Name 
·  Specialist Last Referral 
·  Specialist Referral Count 
·  Specialist Name 
·  Specialist Phone 
·  Specialist Title 
·  Specialty 
·  Sports History 
·  Today’s Date 
·  Treatment to Date 
·  Video1 
·  Video2 
·  Video3 
·  Video4 
·  Video5 
·  Video6 
·  Video7 
·  Video8 
·  Video9 
·  Video Title 
·  Visual Gait 
·  Weight 
 
NOTE 
When adding Database Fields to a template,  remember that the references you are making will 
be solely linked to the patient that is currently open.  
 
What A Template Looks Like 
Below is a sample template for a simple medical certificate : 
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Saving A Template 
Once you completed 
your template press the 
SAVE TEMPLATE 

speed button . 
 
TRIM Practice Manager 
will then prompt you for 
a template filename (no 
more than 8 characters).  
Press the OK button or 
the ENTER key to 
actually save your 
template.  You will 
notice the extension 
"*.sat" is used to name a 

template.  Your template is now available for every patient in TRIM Practice Manager !!! 
 
Using / filling templates to prepare a letter 
To utilise a specific template first make sure you have opened the correct patient file.  After 
entering TRIM Practice Manager letters, simply select the desired template from the Templates 
Menu.  Step-head will first load the template (as it was originally designed),  and then 
sequentially insert any database information that the template refers to. For example, after 
loading the sample medical certificate (as discussed above) the resultant letter may look like the 
following: 
 

 
Voila !!! A complete 
medical certificate 
without typing a single 
word !!!.  You can 
continue adding to this 
letter should you need to 
do so.  When you have 
finished press the SAVE 
LETTER button to store 
your letter. 
 
 
 
 

 
Deleting a letter 
To delete a letter step through the following : 
 
·  Make sure the EDIT TEMPLATE button is up. 
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·  Make sure you have loaded the letter from the Files drop-down list,  and that the letter is 

visible in the text window. 
·  Be certain you wish to delete the letter. 
·  Press the DELETE speed button. 
 

 
 
The following confirmation box will appear : 
 

 
 
Press the YES button to delete the currently open letter.  Press the NO button to cancel and 
continue. 
 
Deleting a template 
To delete a template step through the following : 
 
·  Make sure the EDIT TEMPLATE button is down. 
 

 
 
·  Load the template from the Files drop-down list.  The template will be shown at the design 

stage. 
·  Be certain you wish to delete the template. 
·  Press the DELETE speed button. 
 

 
 
The following confirmation box will appear : 
 

 
 



TRIM Practice Manager User Guide 
TRIM Practice Manager User’s Guide  

© Copyright 1998-2008. All Rights Reserved 
 
 

 
Page 50 

Press the YES button to delete the currently open template.  Press the NO button to cancel and 
continue. 
 
Performing a spell check 
Performing a spell check in TRIM Practice Manager letters is a very simple task.  When you 

completed your document press the SPELL CHECK button . This will automatically 
execute the spell check procedure starting from the top left hand corner of your letter.  Upon 
finding an incorrectly spelled word you will be prompted to repace it. 
 
The misspelled word appears in the Not Found text field.  The closest matching replacement 
word appears underneath in the Replace With field.  Below are explanations of the most useful 
choices available : 
 

 - Ignore the current spell error,  and continue to the next mis-spelled word. 

 - Ignore all occurrences of the current spell error,  and continue to the next 
misspelled word. 

 - Replace the current spell error with the text shown in the Replace With field. 

 - Replace all occurrences of the current spell error,  and continue to the next 
misspelled word. 

 - Add the current text in the Not Found field to the custom dictionary.  This 
text now becomes a valid word to be used in further spell checks. 

 - Cancel the current spell check procedure and return. 
 
NOTE 
When a misspelled word is found you can quickly change the erroneous word by  
Double-Clicking on any suggestion in the Suggestions drop-down list.  Additionally, contact 
Trim Systems for details on creating more than one custom dictionary. 
 
Inserting a video analysis image into your letter 
There are two ways to insert video analysis images into your letter: 
 
Using Templates To Insert A Video Image 
When inserting database fields into templates you will notice there are nine video choices 
available. 
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Each option is linked to the patient's visual analysis 
database.  "Video1"  referring to the "Still 1".  "Video2" 
referring to "Still2" etc. etc.  To insert an image into a 
template just Double-Click on the desired item in the drop-
down list.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Doing so will display the following image settings window : 
 

From here you can customise both the size and assessment number 
the still will have when used in a template. 
 
Type a value in the Scale Factor text field to set the size 
percentage the image will have when displayed.  This can range 
from 10% through to %200.  The default value is 50% of the 
image's original size. 
 
Select an assessment number from the Assessment Number drop-
down list.  This may be a still from either the patient's first video 
assessment,  their last video assessment or any assessment from 
two to nine. Press the OK button to finalise your settings and insert 
the video field into your template. 

 
Insertiing A Video Image Directly From Your Letter 
There will be times when you wish to "browse" through a specific patient's video images and add 
them "ad-hoc" to your letter.  When entering a letter, press the INSERT VIDEO IMAGE speed 
button: 
 

 
 
Inserting an image this way is completely different to inserting an image via a template.  You 
have the added ability to “browse” through the open patient’s video images before they appear 
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on the page.  This method is intended for use when you are not sure exactly which images are to 
be used in the letter. 
 
 
Inserting images from an external source 
TRIM Practice Manager letters will also display standard windows images when  needed.  Such 
images must have been saved using the ".bmp" extension.  To insert an image select IMAGE 
from the Insert Menu. You will be presented with the following : 
 

 
 
Choose the image file 
you wish to insert and 
Double-Click to insert 
it into your document. 
 
 
 
 
 
 
 

 
Images From The Clipboard 
Alternatively,  you can insert any image stored in the clipboard using the PASTE speed button 
(as discussed above).  This makes it possible to use alternative sources to obtain your image and 
use that in your letter with minimum of fuss. 
 
Changing the view size(print preview) 
You can adjust the size of the visible text window by pressing the PRINT PREVIEW button. 
 

 
 
This will toggle between 25%,  50%,  75% and 100% view modes. 
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Chapter 6 - Appointments 
 
Using a standard diary view 
 
 

 
 
The diary is the default front page of TRIM Practice Manager. The Diary Date displayed is the 
date of the currently selected time slot, and the number of days viewed can be changed using the 
Days field.  
 
Leafing through the diary 
Use the Today button next to the date field to display today’s appointments. You can move a day 
at a time forward using the [Right Arrow] key on the keyboard or by using the > arrow displayed 
above the appointment list. To jump quickly to a later date, use the +2w button to jump two 
weeks ahead, the +4 w button to jump four weeks ahead, and so for 8 and twelve weeks. To 
jump a month ahead use the >> arrow. To leaf back quickly use the < and <<  arrows 
 
Standard appointment diary slot 
Appointment slots on the viewed diary page can be set for any number of minutes from 5 to 60 
using the arrows to the right of the field. Appointments can occupy more (or less) than one slot, 
the time being first set at the time the appointment is added to the diary. This can be changed by 
moving the top or bottom margin with the left mouse button, or by editing the appointment and 
changing the duration. 
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Different diary views 
Different views of the diary can be selected by pressing the diary notebook tab below the main 
diary page.  
Diary 
 
Day list  
The day’s appointments can be viewed as a Day List, and printed in this form using the 
Appointment Print command. 
  
Week viewis 
The week’s appointments can be viewed as a Week View, and printed in this form using the 
Appointment Print command. 
  
To-do list 
A To-Do List is available in which notes can be kept of all jobs  needing to be done. On 
completion of a job, it is removed from the list. On right  mouse click inside the Too choose-Do 
list, a drop-down menu of Todo Tasks allows you to write a reminder letter, to add either a atient 

reminder for the current patient or to add a general to-do message to the list. If there are any 
messages in the todo list there is also a choice enabled  to delete a general todo message.  
  
Messaging 
Messaging provides the means whereby different TRIM Practice Manager users on the same 
network, local or remote, can send and receive messages to each other.  
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The TRIM Practice Manager messaging window consists of four pages: 
·  Send Message 
·  Received Messages 
·  Sent Archive 

·  Settings 
To  use  any of these pages, simply click on the labeled tab at the top of the messaging area. 
 
Sending a message  
Fill in your name or message identifier in the Your Name field, and either select the computer 
from the drop-down list in the Recipient PC field, or type the computer name in this field. Then 
type your message and press the Send button below. If the system cannot find the recipient, a 
message box will be displayed: 

Check that the recipient computer is on-line and that 
you have correctly typed its name. 
 
The Sent Archive 
Messages are saved in the Sent Archive until they are 
deleted. 
 

Receiving a message 
You will be notified when a message has been received and can look at it  at leisure. To do so 
click the received messages tab. You can send a reply, keep the message or delete it. 
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Messaging Settings 
You can define underlying messaging 
defaults such as your name, whether to 
notify you of received messages, and 
locations for storing messages. You can 
also specify a fixed IP (Internet 
Protocol) address for your computer – be 
careful with this to use the correct form.  
 
The messaging service uses the 

underlying operating system to identify the different computers on the network and to address 
messages directly to the relevant computers. TRIM Practice Manager also uses hidden messages 
to prompt other TRIM Practice Manager systems to refresh their data following changes to the 
appointments diary. This keeps all on-line networked systems synchronised to avoid double 
bookings and to make optimum use of opportunities to fill canceled appointments. 
 
Adding an appointment 
To add an appointment, select Appointments / Add appointment from the main menu, or type 

“[Ctrl]A”  as a shortcut.. Alternatively, move to the time slot for the appointment and right click 
the mouse on the appointment slot and select Add appointment… from the drop-down menu.  
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This will bring up the 
Appointment form ready to add a 
new booking. You can either 
select an existing patient or add a 
new one for a practitioner chosen 
from the list. You can change the 
date, time and duration of the 
appointment and add a short 
description of the reason for the 
appointment. Appointments will 
be made by default with the 
patient’s nominated practitioner. 
 
Editing an appointment 

To edit an appointment, select Appointments / Edit an appointment from the main menu, or type 
“[Ctrl]E”  as a shortcut.. Alternatively, move to the time slot for the appointment and right click 
the mouse on the appointment slot and select Edit appointment… from the drop-down menu. 
This will bring up the current appointment in the appointment form above, allowing you to 
change any of its properties. 
 
Deleting an appointment 
To delete an appointment, select Appointments / Delete  appointment from the main menu, or 
type “[Ctrl]D”  as a shortcut.. Alternatively, move to the time slot for the appointment and right 
click the mouse on the appointment slot and select Delete appointment from the drop-down 
menu.  

You will be asked to confirm that you wish to 
delete the specified appointment before it is 
removed from the diary. 
 
 
 
 
 
 
 
 
 

Moving or copying appointments 
Move to the time slot for the appointment to be moved or copied and select Appointments / Cut 
or Copy  from the main menu, or type “[Ctrl]X”  to cut or “[Ctrl]C”  to copy as a shortcut.. 
Alternatively, right click the mouse on the appointment slot and select Cut or Copy  appointment 
from the drop-down menu.  
Then move cursor to new appointment slot and select Appointments / Paste  from the main 
menu, or type “[Ctrl]V”  to paste appointment into that slot. Alternatively, right click the mouse 
on the new appointment slot and select Paste appointment from the drop-down menu.  
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Finding appointments 
Finding first available appointment  
Select Appointments / Find /First  available appointment  from the main menu, or type 
“[Ctrl]F”  as a shortcut.. Alternatively, right click the mouse on an appointment slot and select 
Find /First  available appointment  from the drop-down menu. The cursor will be moved to the 
next available appointment following the current date and time. 
 
Finding appointment for a patient 
Select Appointments / Find /First  available appointment  from the main menu, or type 
“[Ctrl]F”  as a shortcut.. Alternatively, right click the mouse on an appointment slot and select 
Find /Find appointmen for patient  from the drop-down menu.  

You can ignore appointments prior to the current day. The Find Appointment form will display 
the first appointment found and you can look for more using the.Find Next button. Click the OK 
button or type [Enter]  when you have finished.  

 
You can choose whether to return to the currently 
selected appointment on the appointment  page or 
to move to the found appointment. 
 
 
 
 

Printing the diary 
To print the current diary view, select Appointments / Print  from the main menu, or type 
“[Ctrl]P”  as a shortcut.. Alternatively, right click the mouse on an appointment slot and select 
Print…  from the drop-down menu.  
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This will display the print options box to allow 
you to select the header font (by 
pressing the A button). 
 
 
You can also select the start and end times for 
each day, and set the paper margins. Pressing the 
OK button proceeds to print, the Cancel button 
aborts the print process. 
 
 

Invoicing directly from appointment 
Once the practitioner has seen the patient and entered the service items provided in the Clinical 
Notes (with cost to be charged if different from standard cost) the invoice is ready to print. To do 
Ihis, select Appointments / Invoice selected…  from the main  menu, or type “[Ctrl]I”  as a 
shortcut.. Alternatively, right click the mouse on an appointment slot and select Invoice…  from 
the drop-down menu.  

 
A drop-down menu will display all visits with items waiting to be 
invoiced. Selecting a visit will bring up a list of items specified by 
the practitioner for billing. 
 

 
Click the Invoice button to continue, or the 
 Close button to abort this invoice. 
 
 
 
 
 
 
 

Select the treatment type for invoicing. Click the OK 
button to create the invoice ready for printing and/or 
payment. See Chapter 9 on Patient Accounts. 
 
Appointments which have been invoiced will have a 
$ sign in their top left hand corner. 
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Chapter 7 - Referring Specialists 
 
Viewing the list of referring specialists 
TRIM Practice Manager maintains a complete list of details relevant to your referring specialists.  
In addition,  statistical reports can be produced which contain information regarding the 
frequency of your referrals,  and comparisons of the one specialist to another. 
Select the SPECIALIST... command from the main menu to reveal the following  
window : 
 

 
 
The referring specialist main window 
The specialist main window contains specialist contact details,  referral counts and dates of 
referrals last made to your practice.  This window can also be accessed form the Personal 
Record form when attaching a specialist to a patient. 
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Entering a new referring specialist 
To enter a new specialist you must first understand two basic concepts : 
 
The Database Marker 
Using our example,  at the left hand side of the specialist list you will notice a Database Marker 
: 
 

 
The Database Marker "points" to a particular record in the list.  The Database Marker simply 
indicates your current position in the database.  You can manipulate the database marker by 
pressing appropriate buttons on the “Navigator”. 
 
The Navigator 
Manipulate the Database-Marker using the Navigator as shown below : 
 

 
 
 

Move the database marker to the First record in the list. 
Move the database marker to the Last record in the list. 
Move the database marker One Position Forward from the current. 
Move the database marker One Position Prior from the current. 
 
To make new entries you must create an “empty” line and then start typing.  This can be 
achieved by pressing the DOWN arrow key until a new line appears or by using the Navigator as 
below : 
 

 
Insert a new line (New Record).   
Delete the currently highlighted line (record). 
Finalise the current details and save to the database. 
Cancel the current operation. 
 
NOTE 
When you change the position of the Database Marker,  you will notice the specialist's Address 
and phone number also changing according to your selection.  Likewise,  when you enter a new 

record,  Click into the Address or Phone fields and enter data before you press the button ( ) 
to save the details. 
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The specialist's last referral date 
This field cannot be modified by the user.  It shows the last time the specialist made a client 
referral to your practice. 
 
The number of referrals 
This field cannot be modified by the user.  It shows the total number of referrals a specialist has 
made since you last reset the count. 
 
Printing the list of specialists 
Press the PRINT button to print a complete list of referring specialists and their contact details. 
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Chapter 8 - Patient Reminders 
 
Setting a patient reminder 
TRIM Practice Manager has the facility to set and print patient reminders (recall letters) for 
every patient entered on the system.  Additionally, it will inform you as to whether a patient has 
previously had reminders set,  what date they were set for,  and if they were actually printed. 
 
The set reminders main window 
To enter the Set Reminders window select the REMINDERS then SET REMINDERS commands 
from the main menu.  (This is only possible when a patient file is currently open i.e. you have the 
correct patient name open at the top of the main window).  You will be presented with the 
following window : 
 

 
 
The Set Period In group refers to the base period you will be using for the reminder (days,  
weeks,  months or years).   
The Options group refers to how many periods you will be using (i.e. 6 weeks or 10 months),  
and what type of reminder letter you will be printing when the time period passes. 
The Reminder Date field indicates the date last set for the currently open patient.  If no previous 
reminders have been set you will notice the text “Nothing Set” appearing here.  Additionally,  
you can determine whether a reminder has been printed by viewing the Erased Before check 
box.  A visible tick here indicates that a reminder has been sent out before. 
 
Setting the reminder period 
To set the reminder period Click onto the Set Period In group choosing either Days, Weeks,  
Months or Years.  You will notice a dark black circle appearing next to your choice (the default 
value is set to Weeks). 
 
Setting the reminder units 
The reminders units refers to how many days,  weeks,  months or years you require to pass 
before the reminder is sent.  Click directly onto the Units Of Field entry area and type the 
number of units you require. 
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Finalising the reminder settings 
When you have finished entering your reminder period and units of period you are ready to 
finalise your reminder settings.  Firstly,  press the SET button to generate a new reminder date in 
the Reminder Date field.  Then press the FINISH button to finalise your reminder and make it 
active in the TRIM Practice Manager database. 
 
Setting reminders for all patients 
The Set All Patients check box will allow you to apply the settings you have just entered across 
the entire patient database stored within TRIM Practice Manager.   
 
WARNING 
This option will generate reminders for every patient.  Additionally,  any reminders that have 
already been set will be overridden after using this option !!!  You need to be certain that you 
wish to use this option before choosing it. 
 
Clicking on this option and pressing the SET button will invoke the following confirmation box : 
 

 
 
Press the YES button to go ahead and set reminders for all patients.  Press the NO button to 
cancel this operation and return to the reminders main window. 
 
Viewing The Reminder List 

 
 
TRIM Practice Manager gives you complete freedom as to when you print out your reminders.  
You can do this daily,  weekly monthly or even yearly !!!  To generate a list of patients that are 
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due for reminding,   select the REMINDERS then VIEW REMINDERS commands from the 
main menu.  Doing so will display the window shown above. 
 
Reminder basics 
To print your list of reminders step through the following basic steps : 
·  Select the reminders you wish to print from the Patients Requiring Reminders list. 
·  Press the PRINT button to print them. 
·  Erase your selection of reminders by pressing the ERASE button. 
 
Choosing the reminders to be printed 
The Patients Requiring Reminders list contains all the patients that are due to have reminders 
printed.  There are several ways in which you can select patients for printing from this list. 
 
Selecting an individual patient 
To select an individual patient Click directly on the name with the mouse.  You will notice a 
single blue highlighter appearing around the name. 
 
Selecting all patients for reminding 
Press the SELECT ALL button to select and highlight every name within the reminder list. 
 
Selecting specific patients for reminding 
Press and hold the CTRL key down.  Click directly on one or many specific names that you wish 
to print reminders for.  You will notice individual blue highlighters appearing around each. 
 
Printing reminders 
Press the PRINT button to print reminders for the names that you have currently selected and 
highlighted.  After doing so it is recommended that you erase them from the list. 
 
Erasing reminders after printing 
It is highly recommended that you erase the names of any selected patients immediately after 
printing.  Failure to do so will result in each patient receiving another reminder the next time you 
print them.  To erase your selected patient names from the reminder print list press the ERASE 
button immediately after successfully printing them.  You will be presented with the following 
confirmation box : 
 

 
 
Press the YES button to erase your selected patients.  Press the NO button to cancel and return. 
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Chapter 9 - Patient Accounts 
 
Viewing patient account details 
TRIM Practice Manager accounts contain comprehensive details of each patient's financial 
status.  You will be able to : 
 
·  Print receipts 
·  Print duplicate receipts 
·  Print accounts 
·  Print duplicate accounts 
·  Charge the customer 
·  Receive payments 
·  Modify or correct any incorrect transaction details 
·  View a patient's financial status 
 
Selecting the patient into accounts 
Patient accounts can be accessed by selecting the ACCOUNTS then PAYMENTS commands 
from the main menu.  You will be presented with the patient search window.  You must now 
choose the patient name for which you will display an account.  If the search window already 
contains the correct name just use the mouse and Double-Click directly on it.  Should you wish 
to view an alternative patient's account,  simply use the search window to find the correct name 
and Double-Click.  See the chapter Retrieving Patients for further information.  You will  be 
presented with the following  Accounts Window : 
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The currently open Patient Name.  The current list of Visits made to the practice (accounts).  The 
current list of Payments made to the practice.  The current Balance for the open patient. 
 

 
 
The Transaction Buttons are normally the first buttons used when recording a patient’s 
transaction.  Upon opening this window,  you will notice they are initially coloured red 
indicating that no transaction is currently in progress.  After making a choice they change to 
green indicating that a transaction is currently being entered. 
 
This row contains all the available TRIM Practice Manager Printing Buttons.  From here you can 
print accounts,  receipts or duplicates.  You can also choose which individual items will appear 
on a given account or receipt. 
 
NOTE 
The initial search window has been provided to allow you to perform two tasks simultaneously.  
For example,  you may be working on a letter or personal record form for "Bill Bloggs",  and 
then be required to take a payment or produce and account for "Fred Fredericks".  The search 
window allows you to choose an alternative patient (if needed) before the account window is 
displayed.  When finished,  you will immediately return to the patient you were last working on. 
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The accounts main window 
Don't panic !!! Although there appears to be many options available to you,  you will only ever 
use two to three buttons per patient. 
 
The Transaction Entry Area 
This area has been designated for entering the details for any visit or payment a patient makes to 
your practice. 
 

 
 
TRIM Practice Manager will "guide" you through the necessary fields based on the transaction 
type you selected.  This is primarily done by remembering to press the ENTER key when 
completing each stage of a transaction. 
 
The Visits Window 
The Visits window provides you with a complete "visit" history for the currently open patient.  
Visits can be thought of as the charges you have accrued for each client.  Those shown in red are 
outstanding. 
 

 
 
A visit may be thought of as a customer’s "charge" or  "account".  
 
The Payments Window 
The Payments window provides you with a complete "payment" history for the currently open 
patient. 
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A payment refers to any income you receive at the front counter.  This will normally be cash,  
cheque or credit  (TRIM Practice Manager does allow for others ).  You can view which visit 
(account) a specific payment is linked to by first clicking on the appropriate Payment with the 
mouse.  You will notice the indicator change position accordingly in the Visits window,  
indicating the matching visit for the selected payment. 
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The Patient Balance 
The patient balance can be obtained at any time by looking at the top central area of the accounts 
window. 
 

 
 
The patient balance is a "yellow" field,  and cannot be modified by the user. 
 
The Printing Buttons 
The Printing Buttons are only used when printing is required. 
 

 
 
Use these when you need to print a receipt, an account or duplicates. 
 
The Transaction Buttons 
The transaction buttons will normally be the first buttons you use when your open the Accounts 
Window. 
 

 
 
Use these when you wish to charge the customer or record any payments. 
 
Miscellaneous Buttons 
These buttons allow you to Delete any of the Visits or Payments you have previously recorded. 
 

 
 
You should consider restricting the use of these buttons to only the highest security access levels.  
See the chapter Security for further information. 
 
Special keys 
After pressing any of the Transaction Buttons you will notice all the remaining buttons change 
colour to "grey".  This indicates that you have chosen your transaction type and that there are no 
other possible buttons to select.  When entering a transaction it is recommended that you let 
TRIM Practice Manager "guide" you along,  step by step.   
 
The ENTER key has been specifically designed for this purpose.  When entering a transaction 
(account or payment) press the ENTER key to force TRIM Practice Manager to "guide" you 
along to the next logical field.  Additionally,  once familiar with the accounts window you will 
notice that you rarely have to press anything other than the ENTER key to process transactions.  
This makes entering transactions a very simple and fast process. 
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NOTE 
·  If you have started a transaction and need to return to the previous field,  press the SHIFT 

(hold DOWN) and TAB keys.  You can then modify your previous selection and press the 
ENTER  key to move forward again. 

 
·  If you have started a transaction and decide that you have chosen incorrectly,  press the 

CANCEL button to clear what you have typed and start again. 
 
Transaction scenarios 
TRIM Practice Manager accounts have been specifically designed to process patients quickly 
and efficiently.  With the exception of a Special Request,  you will normally record transactions 
in the following order : 
 
1) Select a Transaction Button (possibly more than one) from the Transaction Buttons area.  For 
every patient visit,  you should repeat this step until all items in the treatment have been Entered. 
 
2) Select a Print Button from the Print Buttons area.  This is normally only used after all 
transactions have been Entered and you require an Account or Receipt. 
 
Stage 1 - Transactions 
Before you press a Transaction Button,  you must first be certain of the correct Transaction 
Scenario.  The are only a handful of these to choose from.  You may need to combine one or 
more scenarios to suit every situation which may arise. 
 
·  The patient requires an account. 
 
·  The patient pays fully for their treatment on the day (receipted). 
 
·  The patient is making a partial payment towards today's visit. 
 
·  The patient is making a partial payment on an ageing balance. 
 
·  The patient is paying off multiple outstanding transactions. 
 
The Patient Requires An Account 
When the patient wishes to take an account with them,  step through the following : 
·  Press the VISIT button (or the "V" key). 
This will place the cursor in the Item Code drop-down list box. 
·  Type the Item Code for the transaction. (ie F004,  the case does not matter). 
Press the ENTER key to move to the Description drop-down list. 
·  Choose the correct description by moving the highlighter with the UP and DOWN arrow keys 
Press the ENTER key to move to the Amount field.    
·  TRIM Practice Manager will automatically display the price of the item.  If need be,  you can 

modify this price by just typing. 
Press the ENTER  key to move to the Practitioner drop-down list. 
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·  TRIM Practice Manager will automatically select the correct Practitioner for the currently 
open patient.  If need be,  you can modify this by pressing the UP and DOWN arrow keys. 

Press the ENTER key to move to the Date field. 
·  TRIM Practice Manager will automatically enter  today’s date.  If need be,  you can modify 

this by typing a new date.  Use the '\' key where necessary. 
Press the ENTER key to return to the VISIT button. 
·  Press the ENTER key once again key to finalise the transaction and record it in the Visits 

window. 
·  Press the ACCOUNT button (or ‘T’ key) to print the account. 
 
The Patient Pays Fully For Their Treatment On The Day (Receipted) 
When the patient wishes to pay the whole amount charged for their treatment (on the day),  step 
through the following : 
·  Press the PAID button (or the "A" key). 
This will place the cursor in the Item Code drop-down list box. 
·  Type the Item Code for the transaction. (ie F004,  the case does not matter). 
Press the ENTER key to move to the Description drop-down list. 
·  Choose the correct description by moving the highlighter with the UP and DOWN arrow keys.   
Press the ENTER key to move to the Amount field.    
·  TRIM Practice Manager will automatically display the price of the item.  If need be,  you can 

modify this price by typing. 
Press the ENTER  key to move to the Practitioner drop-down list. 
·  TRIM Practice Manager will automatically select the correct Practitioner for the currently 

open patient.  If need be,  you can modify this by pressing the UP and DOWN arrow keys. 
Press the ENTER key to move to the Date field. 
·  TRIM Practice Manager will automatically enter today’s date.  If need be,  you can modify 

this by typing a new date.  (Use the '\' key where necessary). 
Press the ENTER key to move to the Payment Form list box. 
·  Use the UP and DOWN arrow keys to select the correct form of payment. (ie cash, cheque,  

credit card etc). 
Press the ENTER key to return the focus to the PAID button. 
·  Press the ENTER key to finalise the transaction and record it BOTH in the Visits window and 

the Payments window. 
·  Press the RECEIPT button (or ‘R’ key) to print a receipt. 
 
The Patient Is Making A Partial Payment Towards Today's Visit 
When the patient wishes to only make a partial payment towards the amount charged on the day,  
step through the following : 
·  First record a Visit for the amount charged as in the section "The patient requires an 

account" above. 
·  Press the PAYMENT button (or the "P" key).  This will select and highlight the first non-fully 

paid transaction in the Visits window.   
·  Make certain this is the correct Visit to make a payment towards.  If not,  use the UP and 

DOWN arrow keys to move the highlighter and select the correct Visit. 
Press the ENTER key to move the Amount field.  (TRIM Practice Manager will enter the full 

amount of the Visit by default).   
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·  Type the partial payment amount. 
Press the ENTER key to move to the Date text field.   
·  TRIM Practice Manager will automatically enter today’s date.  If need be,  you can modify 

this by typing a new date.  (Use the '\' key where necessary). 
Press the ENTER key to move to the Payment Form list box. 
·  Use the UP and DOWN arrow keys to select the correct form of payment. (ie cash, cheque 

credit card etc). 
Press the ENTER key to return the focus to the PAID button. 
·  Press the ENTER key to finalise the transaction and record it in the Payments window. 
·  Press the RECEIPT button (or ‘R’ key) to print a receipt. 
 
The Patient Is Making A Partial Payment On An Ageing Balance 
When the patient has Entered your practice and wishes to pay an amount off a visit they have 
made at an earlier date,  step through the following : 
·  Press the PAYMENT button (or the "P" key).  This will select and highlight the first non-fully 

paid transaction in the Visits window.   
·  Make certain this is the correct Visit to make a payment towards.  If not,  use the UP and 

DOWN arrow keys to move the highlighter and select the correct Visit. 
Press the ENTER key to move the Amount field.  (TRIM Practice Manager will enter the full 

amount of the Visit by default).   
·  Type the partial payment amount. 
Press the ENTER key to move to the Date field.   
·  TRIM Practice Manager will automatically enter today’s date.  If need be,  you can modify 

this by typing a new date.  (Use the '\' key where necessary). 
Press the ENTER key to move to the Payment Form list box. 
·  Use UP and DOWN arrow keys to select the correct form of payment. (ie cash, cheque credit 

card etc). 
Press the ENTER key to return the focus to the PAID button. 
·  Press the ENTER key to finalise the transaction and record it in the Payments window. 
·  Press the RECEIPT button (or ‘R’ key) to print a receipt. 
 
The Patient Is Paying Off Multiple Outstanding Transactions 
When the patient wishes to completely pay off all outstanding monies,  step through the 
following : 
·  Press the PAY ALL button (or the "Y" key).  This will select and highlight the first non-fully 

paid transaction in the Visits window.   
·  You can change the starting point for Paying All by pressing the UP and DOWN arrow keys 

to move the highlighter. 
Press the ENTER key to move the Amount field.  (TRIM Practice Manager will enter the full 

amount owing by default).   
·  If need be,  enter an alternative amount by typing.  This will "dissect" the amount being paid 

off across the older accounts through to the new ones. 
Press the ENTER key to move to the Date text field.   
·  TRIM Practice Manager will automatically enter today’s date.  If need be,  you can modify 

this by typing a new date.  (Use the '\' key where necessary). 
Press the ENTER key to move to the Payment Form list box. 
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·  Use UP and DOWN arrow keys to select the correct form of payment. (ie cash, cheque credit 
card etc). 

Press the ENTER key to display a transaction confirmation box.  Press the YES button if you are 
sure you wish to go ahead. 

·  TRIM Practice Manager will make all the necessary payments in the Payments window.  
·  Press the RECEIPT button (or ‘R’ key) to print a receipt. 
 
Stage 2 - Printing 
You should now have some transactions displayed in the Visits window,  Payments window or 
both.  First decide whether you need to print an Account or Receipt. 
 
Printing an account 
TRIM Practice Manager makes the printing of accounts a very easy and very fast process.  To 
print an account press the ACCOUNT button or press the "T" key.   
TRIM Practice Manager will print an account directly to the printer.  If there are any transactions 
(visits) that have not previously been printed on an account,  you will be prompted with the 
following confirmation window : 
 

 
 
Press the YES button to include any old transactions (visits) that have not been printed on an 
account. 
Press the NO button to print ONLY the transactions (visits) that have been Entered today. 
 
Account Letterheads 
TRIM Practice Manager will automatically change the letterhead details to match those of the 
consulting practitioner.  You will never need to change letter-headed paper again !!!  Although 
the basic layout of printed letterheads do not change,  you will notice the appropriate practitioner 
name,  provider number and qualifications will. 
 
Printing a receipt 
TRIM Practice Manager makes the printing of receipts a very easy and very fast process.  To 
print an receipt press the RECEIPT button or press the "R" key.   
TRIM Practice Manager will print a receipt directly to the printer.  If there are any transactions 
(payments) that have not previously been printed on a receipt,  you will be prompted with the 
following confirmation window : 
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Press the YES button to include any old payments that have not been printed on a receipt. 
Press the NO button to print ONLY the payments that have been Entered today. 
 
Printing duplicate accounts 
There are many occasions when it is necessary for you to print duplicate accounts.   
To do so,  press the REPRINT ACCOUNTS button (or press the "N" key).  This will invoke the 
following window : 

 
 
This window is split into two different areas of operation.  The left hand side contains a list of all 
previously printed accounts.  These are distinguished by the date the account was printed and the 
actual account number contained on the printed account.  The right hand side contains a list of all 
transactions available for printing.  That is,  all transactions that have not previously been printed 
on account. 
 
Selecting The Duplicate Account 
To select the duplicate account for printing,  Click directly onto the desired date and account 
number in the Previous Accounts list box.  Now press the PRINT button to print the duplicate.  
You can view which items were originally contained in the duplicate by matching it to the 
Account No. column when in the main Accounts window. 
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Selecting Specific Items For An Account 
To choose specific items to include on a printed account,  step through the following : 
·  Hold the CTRL key DOWN. 
·  Use the mouse and click directly onto the desired transactions in the Available Transactions 

list box,  one at a time.  You will notice a highlighter appearing on each item that you click 
on. 

·  When finished,  press the PRINT NEW button to print a new account based on the items you 
have just selected. 

 
Printing duplicate receipts 
As with duplicate accounts,  there are many occasions when it is necessary for you to print 
duplicate receipts.   
To do so,  press the REPRINT RECEIPTS button (or press the "I" key).  This will invoke the 
following window : 
 

 
 
This window is split into two different areas of operation.  The left hand side contains a list of all 
previously printed accounts.  These are distinguished by the date the account was printed and the 
actual account number contained on the printed account.  The right hand side contains a list of all 
transactions available for printing.  That is,  all transactions that have not been printed on 
account at all. 
 
Selecting The Duplicate Receipt 
To select the duplicate receipt for printing,  click directly onto the desired date and receipt 
number in the Previous Receipts list box.  Now press the PRINT button to print the duplicate.  
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You can view which items were originally contained in the duplicate by matching it to the 
Receipt No. column when in the main Accounts window. 
 
Selecting Specific Items For A Receipt 
To choose specific items to include on a printed receipt,  step through the following : 
·  Hold the CTRL key DOWN. 
·  Use the mouse and click directly onto the desired transactions in the Available Transactions 

list box,  one at a time.  You will notice a highlighter appearing on each item that you click 
on. 

·  When finished,  press the PRINT NEW button to print a new receipt based on the items you 
have just selected. 

 
Deleting transactions 
To delete a transaction step through the following : 
·  Select a visit from the Visits window or a payment from the Payments window and click 

directly on it using the mouse.  The selected transaction will be highlighted. 
·  Press the DELETE button or Del key. 
 
If you are deleting a visit from the Visits window you will be prompted with the following : 
 

 
 
Press the YES button to delete the transaction (visit) and any payments that are linked to it. 
Press the NO button to return. 
 
If you are deleting a payment from the Payments window you will be prompted with the 
following : 
 

 
 
Press the YES button to delete the payments. 
Press the NO button to return. 
 
Editing transactions 
There are many occasions where it is necessary to change the details of a transaction after they 
have already been Entered. To do so,  step through the following : 
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·  Click the specific visit from the Visits window or payment from the Payments window using 
the mouse. 

Press the EDIT button.  The transaction details will become visible in the Transaction Entry 
area. 

·  This will place the cursor in the Item Code drop-down list box.  Modify the Item Code for the 
transaction. (ie F004,  the case does not matter). 

Press the ENTER key to move to the Description drop-down list. 
·  Modify the description by moving the highlighter with the UP and DOWN arrow keys 
Press the ENTER key to move to the Amount field.    
·  TRIM Practice Manager will automatically display the price of the item.  If need be,  you can 

modify this price by typing. 
Press the ENTER key to move to the Date text field. 
·  TRIM Practice Manager will automatically enter today’s date.  If need be,  you can modify 

this by typing a new date.  (Use the '\' key where necessary). 
Press the ENTER key to move to the Payment Form list box  (only if editing a payment). 
·  Use UP and DOWN arrow keys to selected the correct form of payment. (only if editing a 

payment). 
Press the ENTER key to return the focus to the EDIT button. 
·  Press the ENTER key to finalise the transaction and show any changes in the Visits window 

and the Payments window. 
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Chapter 10 - Producing Income Reports 
 
The income reports main window 
TRIM Practice Manager offers you a choice of seven different income reports.  To view these,  
select the REPORTS then INCOME REPORTS commands from the main menu. 
 

  
 
The Start Date field is used to enter either the current date for a Daily Report, or to enter the 
begin date for a report that requires a date range. 
The End Date field is used to enter the final date for a report that requires a date range. 
The Group By Practitioner check-box is used to determine the style of Daily Report that will be 
printed.  When checked,  the Daily Report will contain income figures that are grouped by 
practitioner name.  Additionally,  all totals and sub-totals will calculated for each practitioner 
rather than an overall total.  
The Report Types group of radio buttons displays the current report style that will be printed 
when the PRINT button is pressed. 
 
Setting the date range 
The cursor is initially placed in the Start Date field where the current date is displayed by 
default.  You can modify the Start Date by typing a new date (separated by the "\" character. ie 
"1/1/1998"). 
Click on the desired report style in the Report Type radio group using the mouse. 
If the End Date field changes colour to white then you must enter another date into this field 
(separated by the "\" character). 
 
Printing income reports 
After successfully entering a Date Range (as discussed above),  press the PRINT button to print 
the selected report. 
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Available income report types 
There are currently seven styles of income report available,  ranging from daily banking sheets to 
comprehensive monthly or yearly reports.  TRIM Practice Manager income reports contain 
complete transaction details including visually impacting charts showing any trends that may 
have emerged in your practice.  (You will always find the charts on the last page of any income 
report). 
 
The daily income sheet 
The daily income report has been primarily designed for "cashing-up" at the end of the day.  You 
will find details of the complete days takings,  including all forms of payment that your practice 
accepts.  You will also find details of each cheque recorded and the count of the number of 
cheques.  Transactions appear in the order they were recorded in,  grouped by each given 
payment form.  This way you can get totals for cheques,  cash or credit cards etc. 
 
The daily income sheet (grouped by practitioner) 
Click on the Group By Practitioner check-box to change the style of the Daily Report.  The 
resultant report will contain the same details as the standard Daily Report ,  with the exception 
that transaction details will be grouped by practitioner. 
 
Weekly, monthly, quarterly and yearly income report s 
These reports contain the details of transactions recorded within the Start Date and End Date.  
These can be used to track financial discrepancies,  or to view charts and trends in the practice 
income.  Charts can be viewed by clicking to the last page of any income report.  These reports 
essentially have the same format,  with the income totals being either weekly, monthly, quarterly 
or yearly.  
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Chapter 11 - Options and Settings 
 
Letterheads / practitioners 
TRIM Practice Manager offers you a flexible system for printing professional business 
letterheads.  Amongst the many reports available,  the following include TRIM Practice 
Manager's built-in letterheads : 
·  accounts 
·  receipts 
·  statements 
·  reminders 
·  overdue group bill invoices 
·  blank A4 pages 
·  blank A5 pages 
 
The basic layout of your letterheads can be modified via the REPORT MANAGER menu item 
and  the textual content within can be altered via the practitioner details form.  You can make 
changes to your address,  qualifications,  or business phone numbers at any time.  Additionally,   
each practitioner may have their own letterhead for all of the above reports. 
 
Creating / Editing Letterheads And Practitioners 
Select the SETTINGS  then PRACTITIONERS command from the main menu.  This will display 
the following window : 
 

 
 
Press the NEW button to start 
creating a new letterhead. 
 
Press the EDIT button to 
modify the text details of the 
currently highlighted 
practitioner.   
 
Double Clicking on any of the 
names listed will have the 
same effect. 
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The Letterhead and Practitioner Details Window 
This window contains the complete practitioner details that TRIM Practice Manager requires 
when printing letterheads.  It is important to remember that the general Layout of your letterhead 
is pre-determined and created in the Report Manager Design system.  For example,  you cannot 
modify the position or size of your logo,  the position or size of the fonts used,  the number of 
fields and position of any lines or additional markings on your letterheads from here.  You can 
however,  modify the details contained within each of these fields in your letterhead. 
 

 
 
This window displays all the letterhead text fields that can be modified within TRIM Practice 
Manager.  Use the TAB key to move to next text entry field.  Use the SHIFT then TAB keys 
together to move to the previous text field.  When you finished entering the practitioner's details 
press the FINISH button to save your work.   
 
If you are entering a new practitioner letterhead this window will be completely blank,  and will 
require you to fill in each of the fields according to the letterhead structure that has been 
designed for you. 
 
If you are modifying the details of an existing practitioner letterhead,  simply modify the text as 
required and press the FINISH button to save your changes. 
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WARNING 
When modifying the Full Name field you will also modify each and every financial record stored 
towards that practitioner.  If you need to change a practitioner name,  first be certain that this is 
completely necessary. 
 
Practitioner pay rates 
The bottom right hand corner of this window contains the Practitioner Pay Rates button.  It is 
from here that you can enter specific pay information for each practitioner.  That is,  you can 
determine pay based on a percentage of income turned over,  or on base flat rates per item code.  
Press the PRACTITIONER PAY RATES button to display the following : 
 

 
 
Press the BASE RATES button to invoke the following confirmation box : 
 

Press the NO button to cancel 
and return.  Press the YES button 
to confirm that you wish to 
modify the base pay rates for the 
currently open practitioner.  You 
will be presented with the 
following input window : 
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Press the CANCEL button to cancel and return.  If you wish to apply a new flat rate for every 
item in the item code list,  just type the new amount and press the OK button to continue.  If you 
do not wish to apply a flat rate per item code at all,  then make sure there is no value present and 
press the OK button.  The following will appear : 
 

 
 
Press the CANCEL button to cancel and return.  If you wish to apply a new percentage for every 
item in the item code list,  just type the new value and press the OK button to continue.  If you do 
not wish to apply any percentages at all,  then make sure there is no value present and press the 
OK button. 
 
Deleting Letterheads / Practitioners 
To delete any given letterhead or practitioner highlight the appropriate name using the mouse or 
the UP and DOWN arrow keys.  Now press the Delete button. 
 
Press the YES button to confirm the deletion and the NO button to cancel. 
 
Printing blank A4 letterheads 
To print one or more blank A4 letterheads highlight the correct name and press the Print A4 
button.  This will display a Print Preview window displaying the appropriate letterhead.  From 
there you can select the number of copies to make and print your blank A4 letterheads. 
 
Printing blank A5 letterheads 
To print one or more blank A5 letterheads highlight the correct name and press the Print A5 
button.  This will display a Print Preview window displaying the appropriate letterhead.  From 
there you can select the number of copies to make and print your blank A5 letterheads. 
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Payments categories (item codes)  
TRIM Practice Manager facilitates a comprehensive list of payment categories that you can use 
when entering patient accounts.  A "payment category" is merely a way of describing each 
individual financial transaction.  payment categories consist of a Description,  Item Code and 
Amount. 
 
Viewing the list of payments categories 
To view the list of available payment categories choose the SETTINGS, OPTION LISTS then 
PAYMENT CATEGORIES commands from the main menu.  This will display the following 
window : 
 

 
 
Use the PAGE UP or PAGE DOWN keys to browse the available item codes one page at a time.  
Use the UP and DOWN arrow keys to change the position of the highlighter. 
 
Adding new payment categories 
Press the PLUS button on the navigator bar to start inserting a new payment category.   
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First enter the Payment Description and press the TAB key.  Now enter the Item Code and press 
the TAB key.  Finally enter the correct price and press the TICK button on the navigator bar. 
 
NOTE 
If you are entering more than one payment category at a time press the DOWN ARROW key after 
entering each (instead of pressing the TICK button).  This will automatically insert a new line 
and allow you to continue entering payment categories. 

 
Printing payment categories 
It can be useful to print the list of payment categories and have them available for staff to refer 
to.  To print the payment categories press the PRINT button. 
 
Group billing categories 
Group billing categories refer to any groups which require a single invoice (containing many 
patients) for your services.  For example,  you may treat many patients at a nursing home or 
medical centre  In such cases,  you will be required to send out a single invoice containing a list 
of all the patients you treated (and the totals for each).  The group billing category therefore 
refers to the name and contact details for each billing group that may deal with. 
 
Viewing the list of group billing categories 
Select the SETTINGS, OPTION LISTS and BUILD GROUP BILLING CATEGORIES from 
the main menu,  revealing the following window:  
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Adding new group billing categories 
 
Press the PLUS button on the navigator bar to insert a blank line and start entering a new Group 
Billing Category.  
  

 
 
After typing the description press the TAB key to move to the Phone field.  Type the Phone 
number and then use the mouse to Click into the Address field and type the group biller's 
address.  Finally,  press the TICK button on the navigator bar to save the new entry.  You will 
find your new entry available immediately on the Personal Record Form. 
 
Patient Types 
Each patient Entered into TRIM Practice Manager can be classified by a Patient Type.  This 
refers to the general way in which you wish to distinguish each client,  and is a simply a list of 
generic descriptions.  Some common Patient Types include : 
 
·  DVA 
·  Military 
·  Pensioner 
·  Private 
·  TAC 
·  Work Care 
 
It is important to remember to choose from this list when entering new patients into the Personal 
Record Form.  This is will provide useful statistics at a later date. 
 
Viewing the list of patient types 
To view the list of Patient Types select the SETTINGS, OPTION LISTS then PATIENT TYPES 
commands from the main menu. 
 
  

 
Adding new patient types 
To add a new Patient Type press the PLUS button 
on the navigator bar.  This will insert a new line 
allow you to enter a new description.   
 

 
 
When finished,  press the TICK button on the 
navigator bar.  Your new category will be 
immediately available on the Personal Record 
Form. 
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Referral Sources 
Each patient recorded in TRIM Practice Manager can be thought of as being "referred" to your 
practice.  The "referring source" of a client is a loosely used word referring to the means by 
which the patient has found your practice. It refers to the general way in which each client 
became aware of your services. 
 
·  Doctor 
·  Friend 
·  Newspaper 
·  Pamphlet 
·  Yellow Pages 
·  Journal 
·  Street Sign 
 
It is important to remember to choose from this list when entering new patients into the Personal 
Record Form.  This is will provide useful statistics at a later date. 
 
Viewing the list of referral sources 
To view the list of Patient Types select the SETTINGS, OPTION LISTS then PATIENT TYPES 
commands from the main menu. 
 

 
Adding new referral 
sources 
To add a new Referring Source 
press the PLUS button on the 
navigator bar.  This will insert a 
new line allow you to enter a new 
description.   
 

 
 
When finished,  press the TICK 
button on the navigator bar.  Your 
new category will be immediately 
available on the Personal Record 
Form. 
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Reminder Messages 
When generating reminder letters,  you will often require slight variations on the type of 
reminder letter that you wish to send out.  For example,  a patient who has specialised treatment 
will require a “specialised” reminder letter to match it.  On the other hand a patient who has only 
a general treatment will require only a generic reminder letter.  This can be easily achieved by 
select the SETTINGS, OPTION LISTS then BUILD REMINDER MESSAGES commands from 
the main menu.  The following window will be displayed: 
 

As a golden rule you should always have a 
“Standard” letter entered in the system,  this 
letter should also be named “Standard” 
accordingly.  This name allows TRIM Practice 
Manager to automatically choose  a “Standard” 
letter for you each time you go to set a 
reminder. 
 
 
 
 
 
 

Entering A New Reminder Message 
 
Press the PLUS button to enter a new reminder message.   
Type the message name in the Reminder Name field. 
Press the TAB key to move to the Reminder Message field. 
Type the message for the reminder. 
Press the TICK button to save your reminder message. 
 
 
Viewing Various Reminder Messages 
To edit or view each individual reminder press the NEXT and PREVIOUS buttons.  You can also 
press the FIRST and LAST buttons to switch to the beginning or end of your reminder messages. 
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Changing Report Settings 
 
Commonly used reports are pre-configured for your use.  The report manager allows 
modification to reports from within the system BUT it requires an understanding of report 
design, SQL and coding in either PASCAL, JAVA, C++ or Basic. 
 
Select REPORTS, REPORT MANAGER from the main menu. 
 

 
 
The tree on the left shows the various report categories and the reports below that.  At the right 
are report settings for default printers etc. 
 
Below this is an area for SQL creation that goes with the selected report.  The queries you see 
with the standard reports are for testing those reports only, as the SQLs used by the system to run 
standard reports are not modifiable. 
 
If a new customised report is created, this area is used to designt the query to be associated with 
the report.   
 
If you require customised reports contact TRIM Systems for assistance. 
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Selecting the Design Report button will display the Report Designer.  An area intended for 
advanced users only. 
 

 
 
There is a separate document (downloadable from the we site) that covers the use of the report 
designer. 
 
 
Intended users 
 
The MANAGE REPORTS  option is really only intended for those users who understand 
Windows printer setup and advanced report design.   
 
DO NOT attempt to change any report settings if you do not understand each and every 
setting available in this window. 
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Upon first use of TRIM Practice Manager 
It is very important to setup all the TRIM Practice Manager reports to run correctly with the 
printer(s) you currently have installed.  When you first run TRIM Practice Manager proceed 
through the following : 
 
·  With the REPORT MANAGER window open, select each report in turn on the left of the 

screen. 
·  At the right upper part of the screen select the desired printer settings. 
 
In-built report descriptions 
When changing report settings you will be presented with a list of report files that contain the 
file extension "rpt",  standing for "report".  It is necessary to know the meaning of each file name 
so you know what report you are modifying : 
 
·  a4foot - blank A4 footer. 
·  a4title - blank A4 title. 
·  a5foot - blank A5 footer. 
·  a5title - blank A5 title. 
·  agedanal - aged analysis report (30,60 90 days etc). 
·  daily - daily banking sheet, grouped by practitioner,  totals for each payment category. 
·  dailyseq - daily banking sheet, grouped by order of transaction entry,  totals for each payment 

category. 
·  docivrep - individual doctor statistical report. 
·  docrep - overall doctor comparison statistical report. 
·  doctor - list of all referring specialists stored in TRIM Practice Manager. 
·  export - list of all transactions in the export file ready for M.Y.O.B. (raw data). 
·  genrep - general statistics report,  number of new patients versus number of visits made to 

practice. 
·  heada4 - blank A4 sheet, includes header (a4title) and footer (a4foot). 
·  heada5 - blank A5 sheet, includes header (a5title) and footer (a5foot). 
·  itemcode - list of all Payment Categories stored within TRIM Practice Manager. 
·  itemrep - sales comparison statistical report. ie one item code versus another, includes sales 

totals. 
·  itemrepd - sales details statistical report. ie complete sales information for a particular item 

code. 
·  monthly - straight sales report,  totalled monthly.  Includes every transaction for every client. 
·  outpodet - pay slip (transaction list) for selected practitioner - detailed.  Contains full 

transaction details for the given practitioner. 
·  outpodtr - pay slip (transaction list) for selected practitioner - detailed.  Contains only 

summary transaction details for the given practitioner. 
·  overblk2 - outstanding account invoice for group biller.  Only summary total outstanding 

shown at bottom of report. 
·  overbulk - outstanding account invoice for group biller.  Each patient / transaction shows 

individual outstanding total charged. 
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·  overlds - summary outstanding accounts information sheet,  contains outstanding accounts 
and patient contact information. 

·  ppassess - patient assessment sheets. 
·  ppnotes - patient clinical notes. 
·  pppers - patient personal record form. 
·  quartly - straight sales report,  totalled quarterly.  Includes every transaction for every client. 
·  referrep - referring source statistical report.  Shows comparison of one referring source to 

another. 
·  reminder - A5 personal reminder report. 
·  statacc - patient account. 
·  statment - patient statment.  Generated when producing overdue accounts. 
·  statrec - patient receipt. 
·  typerep - patient type statistical report.  Shows comparison of one patient type to another. 
·  weekly - straight sales report,  totalled weekly.  Includes every transaction for every client. 
·  yearly - straight sales report,  totalled yearly.  Includes every transaction for every client. 
 
 
Changing the reports designated printer 
To change the designated printer for the currently open report,  choose from the Printer drop-
down list box. 
 
NOTE 
The final destination for a specific report can be either a locally installed printer or any printer 
connected and shared across the network.  This provides the flexibility to ensure your practice is 
fully tailored to your needs. 
 
Changing the report paper size 
Modify a report's designated paper size by choosing from the Paper Size drop-down list box.  
The paper size you choose must be compatible with the pre-designed paper size of the report you 
are choosing.  That is,  a report designed for A4 will not completely fit and print when changed 
to a smaller paper size like A5. 
 
Changing the report print source 
Various printers offer the choice of more than one paper source,  allowing you to print accounts 
and receipts on small A5 size paper,  and other reports on larger A4 paper.  In such cases,  
change the paper source accordingly by making a choice from the Paper Source drop-down list 
box. 
 
Changing the report orientation 
Paper orientation refers to the either the "vertical" or "horizontal" printing of any given report or 
document.  Click on the Portrait radio button to print your report in the standard "top to bottom" 
format.  Click on the Landscape radio button to print your report across the page as though 
rotated ninety degrees.   
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Direct Printing 
Click on the Direct Printing check box (a tick becomes visible) to print the report directly to the 
printer.  Clicking the check box off will display the report in a "print preview" window before 
being sent to the printer.  This option allows you to "view" the report before actually printing it. 
 
Changing the report quality 
Click on the Quality radio buttons to modify the print quality of your report.  Some printers may 
be too slow when printing commonly used reports (such as Accounts or Receipts).  Overcome 
this by lowering the print quality to a setting which makes your report print faster. 
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Refreshing the network 
This option is rarely used and should be restricted to only users of the highest access levels.  It is 
primarily intended as a "kick-start" function for when the network has "crashed" or "fallen over".  
For example,  you would use this option in the event of a complete power failure,  or when the 
power is accidentally cut while there are patient files are open.   
 
To perform a Network Refresh select the FILE then NETWORK REFRESH commands from the 
main menu. 
 

 
 
Press the YES button to go ahead and refresh TRIM Practice Manager. 
Press the NO button to cancel and return to the main menu. 
 
NOTE 
Be sure that any work-stations on the network are logged out of TRIM Practice Manager before 
you attempt to refresh the network.  That is,  all computers can remain in Windows '95 but must 
have exited TRIM Practice Manager. 
 
When do you need to perform a Network Refresh ?  
The most common sign that you need to perform a Network Refresh is when one of the following 
message box appears : 
 

 
 
 or when attempting to execute a visual analysis you may encounter : 
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Do not be alarmed !!! These messages are simply telling you that you are trying to access patient 
files that were open at the time an unexpected power failure occurred.  In essence,  TRIM 
Practice Manager has been fooled into thinking that two patient files are being accessed at 
precisely the same time.  That is,  TRIM Practice Manager thinks that the "patient you selected is 
currently being modified" and therefore cannot be safely accessed.    
 
NOTE 
You do not have to be running a network for the above message to appear !!!  It can occur on 
any computer if the power is completely cut at the time a patient file was open. 
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Chapter 12 - Tracking outstanding 
accounts 
 
TRIM Practice Manager facilitates a very fast and easy way of finding out which patients owe 
you money and keeping track of them.  You can create overdue summary information sheets,  
individual statements,  statements for all overdue accounts or an aged debtor analysis. 
 
The overdue accounts main window 
To view the overdue accounts window select ACCOUNTS then OUTSTANDING ACCOUNTS 
from the main menu. 
 

 
 
This window will give you complete control of any patient who owes you money.  You will be 
instantly empowered with the ability to "chase" bad debtors,  directly send out statements,  or 
analyse how much they have owed during the course of time. 
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Obtaining a list of clients with overdue accounts 
There are five steps to generating a list of outstanding accounts : 
 
·  Choose one or all practitioners 
Make a choice from the Practitioner drop-down list.  This may be any practitioner listed,  or 
choose "ALL" should you require overdue accounts for every practitioner listed. 
 
·  Exclude one or more groups from the overdue account list 
There will be times when it is handy to exclude specific groups from your general overdue 
accounts list.  For example,  you will not want to sent out "individual" statements for any patient 
who is normally billed on one group invoice (D.V.A or nursing homes).  To exclude one or more 
groups from the outstanding accounts list,  choose the appropriate group from the Exclude drop-
down list. 
 
·  Set the period or set the date range 
When producing outstanding accounts there are two ways of telling TRIM Practice Manager 
what date range to use : 
1) Choose a "pre-set" period from the Period drop-down list. ie Today Only, 14 Days, 28 Days 
etc. 
2) Click into the Start Date field and type a beginning date.  Click into the End Date field and 
type the bounding date for the overdue accounts search. 
 

·  Retrieve the patients who owe you money 
Press the RETRIEVE OVERDUE ACCOUNTS button to produce a list patients who have money 
owing from within the date range you have specified. 
 

·  Print the outstanding accounts report 
Once you a list of debtors visible in the Debtors list box you are ready to print one of four 
available reports.  To do so,  select the desired report type from the Report Types radio group and 
then press the PRINT button. 
 
Overdue account reports 
You may require one or all of the available reports,  in which case you simply click into the 
Report Types radio boxes and hit the PRINT button for as many report types that you require. 
 
The Summary Information Report 
The summary information report is primarily intended for "chasing UP" patients who owe you 
money.  It contains a list of patients, contact details, overdue accounts and a grand total.  Select 
this as the current report type by clicking on the Summary Info radio box at the bottom of the 
window. 
 
Individual Statements 
Press the Statement radio button to select a single statement as the current report type.  
 
Batch Statements 
Press the All Statements radio button to select statements for every patient as the current report 
type. 
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Aged Debtor Analysis 
Press the All Statements radio button to select statements for every patient as the current report 
type. 
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Chapter 13 - Tracking outstanding 
accounts for group billers 
TRIM Practice Manager provides a very fast and easy way of generating single invoices to group 
billing entities.  Such invoices include each patient registered under that group name,  and details 
of their transactions. 
 
The overdue group bill accounts main window 
To view the overdue group billing accounts window select ACCOUNTS then GROUP BILLING 
ACCOUNTS from the main menu. 
 

 
 
This option gives you the abililty to generate a list of people who belong to a group and who owe 
you money.  You will be instantly capable of producing professional looking business invoices 
and sending them out. 
 
Obtaining a list of clients with overdue accounts 
There are five steps to generating a list of outstanding accounts : 
 
·  Choose a group 
Make a choice from the Group drop-down list.   
·  Set the period or set the date range 
When producing outstanding accounts there are two ways of telling TRIM Practice Manager 
what date range to use : 
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1) Choose a "pre-set" period from the Period drop-down list. ie Today Only, 14 Days, 28 Days 
etc. 
2) Click into the Start Date field and type a beginning date.  Click into the End Date field and 
type the bounding date for the overdue accounts search. 
 
·  Retrieve the patients who owe you money 
Press the RETRIEVE OVERDUE ACCOUNTS button to produce a list patients who have money 
owing from within the date range you have specified. 
 
·  Print the outstanding accounts report 
Once you a list of debtors visible in the Debtors list box you are ready to print one of two 
available reports.  To do so,  select the desired report type from the Account Style radio group 
and then press the PRINT button. 
 
Group billing report styles 
You may require one or both of the available reports,  in which case you simply click into the 
Account Style radio box and hit the PRINT button for each report you require. 
  
The "Standard" Report Style 
This report style consists of single invoice containing FULL detail of each and every patient 
registered to that group.  Details include : the patient name,  overdue transactions and the 
individual total for each.  Click the Standard radio button to select this report before printing. 
 
The "Client Names Only" Report Style 
This report style consists of single invoice containing only partial transaction details of each 
patient registered to that group.  Details include : the patient names,  a summary total for all 
transactions outstanding.  Click the Client names only radio button to select this report before 
printing. 
 
Printing the selected overdue group bill invoice 
Once you have produced a list of patients for whom money is owed,  press the PRINT button to 
print the report.  The report style printed is based on the selection you have made in the Account 
Style radio group. 
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Chapter 14 - Tracking pay for employed 
practitioners 
Many practices pay their staff based on a percentage of the revenue they generate,  or a flat rate,  
or a combination of both.  Before calculating weekly tax and final pay figures it is handy to have 
a list of all the transactions a particular staff member has accumulated since the last pay.  TRIM 
Practice Manager makes this task faster and more efficient than ever before. 
 
The practitioner accounts main window 
To view the pay details for staff members select ACCOUNTS then PRACTITIONER 
ACCOUNTS from the main menu. 
 

 
 
This window will give you complete control of the pay details for each practitioner.  You will 
have instant access to every transaction accrued,  the amount you owe in pay,  and how much 
practitioners have generated within each of the group billing entities. 
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Obtaining a list of transactions used for pay 
There are two steps to generating a list of outstanding accounts : 
 
·  Choose a practitioner 
Make a choice from the Practitioner drop-down list. 
 
·  Choose the detail level of the report 
There are two types of detail level available when printing pay reports : 
1) Click the Show Full Transaction Detail check box on (visible tick) to generate a list 
containing every transaction and it's associated sales information. 
2)  Click the Show Full Transaction Detail check box off (no visible tick) to generate a list 

containing only summary totals for transactions linked to group bill entities. 
 
Overdue practitioner account reports 
The style of report printed is pre-determined by the detail level you select with the Show full 
transaction details check box. 
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Chapter 15 - Security 
TRIM Practice Manager offers a completely flexible system for restricting the access of your 
various users.   For example,  you may only want your casual staff to be able to enter accounts 
and receipts but to have no access to financial reports.  Alternatively,  you may wish for your 
practitioners only to have access to the relevant assessment files but to have no access to front 
desk operations.  TRIM Practice Manager allows you to easily make such choices. 
 
The security main window 
To view the Security Window select the FILE then SECURITY commands from the main menu.  
This will reveal the following : 
 

 
 
The Password list box on the left hand side contains all the passwords currently available for use 
when logging on to TRIM Practice Manager.  The Accessible Windows list box on the right hand 
side shows all the restrictions attached to the highlighted password in the Password list box. 
 
Adding a new password 
To add a new password to TRIM Practice Manager press the NEW PASSWORD button.  You 
will be presented with the following : 
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Type the Friendly Name to associatre with the new password and press the OK button.   This 
will display the name  in the Password list on the left hand side.  Now enter the password to be 
used at login for this new user and select OK. 
 

 
 
Immediately Click directly onto the password you have just entered,  you will notice a list of 
choices becomes available in the Accessible Windows list box. 
 
Restricting access to TRIM Practice Manager 
Once there are choices available in the Accessible Windows list box you are ready to start 
making decisions about the restrictions the new password should have.  To make a specific 
TRIM Practice Manager window unavailable to the currently highlighted password,  step 
through the following : 
 
·  Decide which window you wish to make unavailable. 
·  Hold the CTRL key DOWN and Click the mouse pointer directly onto your choice in the 

Accessible Windows list.  TRIM Practice Manager will verify your choice of restriction by 
highlighting it. 

·  Repeat steps 1 & 2 until you are happy that the password has all the appropriate access 
restrictions 

·  When finished,  press the SAVE SETTINGS button to save your password restrictions 
permanently. 

 
Deleting a password 
To delete a password and it's access restrictions : 
·  Click directly onto the appropriate password in the Password list box. 
·  Press the DELETE button.  This will invoke the following confirmation box : 
 

 
 
Press YES to delete the selected password. 
Press NO to cancel and return to the main Security window. 
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Clearing access restrictions 
Press the CLEAR button to clear any highlighted restrictions you have currently chosen. 
 
Restricting All Windows 
To "bar" access to all windows in the Accessible Windows list box,   press the RESTRICT ALL 
button.  This will highlight every window in the Accessible Windows list box. 
 
 
 


