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Chapter 1 - Installation & Quick Start

Installation Requirements
For a complete installation of TRIM Practice Manag@07 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 Coteps!
Pentium IV (or faster) computer
1 Gb memory
120 Giga-byte hard disk (two hard drives recommdpde
100 Mb free hard disk space
Video card capable of hardware video overlay witleast 128Mb memory
TRIM Video Analysis 2007
Windows XP or Vista

Installing TRIM Practice Manager 2007
Insert the TRIM CD into the appropriate CD drivéeTfollowing image should appear: if not,
open the TRIM CD and double click the Install praogr

TRIM Systems Practice Manager and Video Analysis

Installation For Single Desktop System

Insert the CD into your computer. If the instalbgram does not
automatically start, browse to your computers Cbedand double
click the TRIM_Installer program.

™ . T
D) —

Figure 1 Normally you can install the default programs dsected (via the
Install button). For more details on each itemhia installation click

on the ? button next to each option.

The SQL Server install requires both Windows ineta.0 (or greater) and the dot NET
Framework 2.0 or greater be installed. Installimgse programs may require you to
restart your computer and begin the installatiarcpss again.

During the SQL install you will see the followingmdow. There should NOT be any red
Crosses.
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If the SQL server install fails it is most likelyid to you needing to perform Windows Updates
on your computer. Refer to Microsoft's web site ioore details.

After the SQL installation follow the prompts tcstall the TRIM components onto your
PC. Once all the components are installed youlwilshown the TRIM Configuration Wizard.

For a stand-alone or evaluation version of theesysise the default settings as determined by
the install program. For a network system the eatustep 1 should be your network database
server, the value in step 2 should be TRIM or thialdase instance name specified by your
network administrator and the value in 3 is the pampnetwork location for other file storage.

To create this file storage area, use My Compuotérowse to C:\Program Files\TRIM
Video Analysis and Practice Management...
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Right click on the store folder and select Shaand Security...

Select the Share this Folder option and changshee name to trim. Click on
Permissions...
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Give Everyone Full Control and select ok. Close¢hgwindows and continue the installation
process.

Select the Configure button to set the configuratialues in the TRIM Installation program then
close to finish.

You will be prompted to install the Database...

Select YES. The database installation wizard vy
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The Server Name will be set to your computer ndfn@u are installing a database on another
computer use the drop down box to select the coenpatinstall the database on.

SQL Instance name should be TRIM unless theralifexent instance you are using on a
server.

The Windows Username and Password can normallgfbblank.

If this is an evaluation of the software selectliingall Evaluation Data check box. If you will be
converting existing data from TRIM Practice Manatgef RIM Practice Manager or Video
Analysis leave this box blank.

Select the install button.

Once the database and data installation is comypdeiean close the TRIM Installer.

Installing on a network

Installing on a network can be complex for the mexcomputer user. Please contact TRIM
Systems for detailed technical advise on installind running the system on a network.

Quick Start
Start TRIM Practice Manager [3ouble-Clickingthe TRIM icon on your computers desktop. .

You will be shown the splash screen. On some nétsuMbiis screen may remain open for some
time as the system maps servers available on yataronk.

You will then see the login screen.
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The server address and video address will be setulocomputer. If this is a network
installation change these addresses to your sangethe database instance name supplied by
your system administrator.

LOGIN NAME IS master IN LOWER CASE.

Enter the login name and select the Log in buttéau will be presented with the TRIM License
Order Form showing that you have 30 day remainmgaur evaluation license.

If you wish to Order a License for the system pdeager to our website for information.
http://www.trim.com.au

To continue with the evaluation process seleclose and use evaluation button.

Chapter 2 - Features

A Practice Management System Designed For You

TRIM Systems Practice Manager has been designeshisultation with Australian Podiatrists
and Physiotherapists to create a system meetingRY @&éds.

Can be used standalone, on a Peer-to-Peer networklarger networks with a server making it
a truly scalable system that can grow along withrywractice 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 20071s
THE PRACTICE SOLUTION FOR YOU .
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Chapter 3 - Fundamentals

The TRIM main window

The TRIM Practice Manager main window is the cdrgoant from where alFront Desk
operations take place. It is from here that yaueater new patients, enter clinical notes,
produce reminder lists and produce accounts aralptsc There are, of course, many other
operations you can perform (discussed later indetail).

The title bar
The title bar displays the name of the patienttfilet TRIM Practice Manager currently has
open.

The title bar area shows ypu the name of curreoyplgn patient.

You will see the word%new patient”or a specific patient name displayed here. Ifrae&s
visible you have opened a patient file (hame v&iblin such a case this is known asAlstve
file, and indicates that you can now view any @& thient 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 yoe daame in the title bar. That is, you
have either searched for a patient or entered aomeyand 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 dedaihitial 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 @bens 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 paatiduhes
find the first or next available appointment or tiext appointment for a particular patient
print the visible diary
invoice the selected visit using items specifiedh®sy/ practitioner in the patient notes.

The referring specialist menu
This allows you to enter or edit details of refegrspecialists, 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 ationly become available once you have a
patient name visible in the title bar at the tophaf screen. It is here that you can :

Set the time period for which a reminder shouldéet.

Generate / print a batch list of reminders duegtednt.

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 TWfor customisation details)

The reports menu items
The reports menu has access to the report margmgmt 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 akléunctions including :
Printing blank letter-headed pages.
Creating and modifying the various accounts antisitzal categories.
Producing various statistical reports.
Setting all the lookup table details such as ingdgiems, appointment types etc
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Other fundamentals

It is important to understand that TRIM Practicendger is primarily designed to work around a
"currently open patient file" That is, most (not all) functions in TRIM PraaiManager will be
focused towards the name of the patient that isgodisplayed at the top of the screen.

It is especially important to understand how tteenew patients, how to retrieve them, how to
produce and retrieve letters and how to perforroalianalysis.

The golden rule when trying any of the previously rantioned is to check the title bar of the
top of the screen and make sure it displays the aact patient name. If it isn't you may
either enter the correct patient (FILE then NEW), a retrieve the correct patient (FILE
then SEARCH).

The main screen also contains shortcut buttonsdore of the most commonly used functions
such as opening a patient, adding a new patiegdtiog an invoice or receipt, adding an
appointment etc.
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Chapter 4 - Patients

Retrieving patients
Retrieving patients in TRIM Practice Manager isesayMast and easy process. Select the FILE
then SEARCH commands to display the following wiwdo

Enter the name (or partial
name) of the patient you wish
to retrieve here.

Press th6&EARCHoutton.

This list contains any
matching names stored within
TRIM Practice Manager. Use
theUP andDOWNarrow

keys to select a different
name.

Press thé&inish button to
open the currently selected
patient (orDouble-Click
directly on the name with the
mouse).

TRIM Practice Manager searches and retrieves gatised on their last name. Type the last
name (or partial last name) of the patient you vastetrieve. Now press th@nish button or
the[Enter] key to actually begin the search.

This will display a list of any matching names thahtain the text that you typed. A blue
highlight will automatically appear over the firshme in the resultant search list. Useldlre
andDOWNarrow keys to highlight the name that you requi@ce highlighted press the
[Enter] key again to actually open that patient file. sTwill close down the search window and
then display the selected name intilie bar at the top of the screemMow you can access the
various forms relevant to this patient i.e. persoeeord, clinical notes, accounts or video gait
files.
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Deleting patients
Should you decide you need to completely deletati@mt file, proceed cautiously through the

following steps:

Be certain that the correct name is visible inttthe bar at the top of the main window.

Be sure to “clean up” any outstanding accounts;tdeave unpaid accounts in the system.
Select the FILE then DELETE commands from the nnagmu. This will invoke the
following confirmation box :

Press th&/ ESbutton only when you are absolutely sure you wistidlete the patient file.

Press th&/ ESbutton to delete the currently open patient file.
Press thé&lO button to cancel and return to the main window.

Printing patient records
There are two pre-set reports available for prqpatient records. These facilitate printing of

Patient personal record forms.
Patient clinical notes.

To print either of the above reports, select thHeERhen 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 ListCurrent list of patients to be used when prip{frint List).
Press th6&6EARCHhenADD buttons to add a name to tRant List.

Step through the following check-list to print jeeti records:
Type the name of the patient(s) you wish to preaords for in the text entry field on the left
hand side.
Press th6&6EARCHbutton to generate a list of matches in 8sarch Resultsst on the left
hand side.
Use the mouse to highlight the desired name argsh@ADD button to add it to thBrint
List on the right hand side
If required, repeat until you have "built-up” tReint List as you require.
When thePrint List contains the name(s) of the patient whose recardsaysh to print ,
choose a report type from tReeport Typesadio button group (click using the mouse).
Press th&RINTbutton to print the report(s).
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Viewing patient information
The window used to display and enter patient infirom is thePersonal Record FormSelect
the PATIENT then PERSONAL RECORD commands to digghe following :

Press thdab-Card Titlego change the visible details for the patient yauehopen.

NOTE
Opening the personal record form will have onenaf effects.

Will enable you to enter a completely new patient.
Will display the details of the patient name youreatly have in the title bar.

Before opening the personal record form make getlat you wish to enter a new patient, or
alternatively, you have the correct patient namghantitle bar.
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The patient personal record form

The personal record form consists of four sub wivglenown as Tab-card$. You will notice
that by default when you open this form thatt@entact Details'tab-card is open. lItis
possible to change the visible tab-carddigking onto one of the three remaining tatigjtial
Evaluation",or History.

Moving around the personal record form
There are two main ways to get around the pergsecald 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 nuliltie text field i.e. when typing an
Address Otherwise, this key will change the selectiothim a drop-down list box or
combination box.

DOWNarrow key - Will move you down a line when in a tiHihe text field i.e. when typing
an address. Otherwise, this key will change thecten within a drop-down list box or
combination box.

[Enter] key- Will save and close the personal record fornydifi are currently on a single line
text field - i.e.First Namg.

[Enter] key- Will move the cursor down a line if you are cumtg in a multi-line text field i.e.
when typing arAddress.

Using The Mouse To Point And Click

You can move to any desired field on any form inNIRPractice Manager by simply placing the
mouse pointer directly over that field abelft-Clickingonce. This will either place a cursor in
that field or will activate it i.e. clicking on aap-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 NBwirnands from the main menu. If there is a
patient name displayed in the title bar at thedbitne screen the following window will be
displayed:

Do not be alarmed by this message!!! TRIM Pradil@nager is merely asking you for
confirmation to save the currently open patient améite a new patient folder. PressYS
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button to open a new patient folder and displagWpatient]” in the title bar. Press tN®
button to return the main window.

Enter Details Into The Personal Record Form

Select the PATIENT then PERSONAL RECORD commandsfthe main window. This will
display the same form as discusse¥igewing patient information. There are some important
fields that should be used in order to get the rnasbf TRIM Practice Manager statistics.

Setting the patient type

Click on this arrow to display the availalitatient
v\Types

Use the mouse arABkey to move to the patietypedrop-down list. It is important to
remember to use this field so that you recordsttes about the various patient types.

Setting the patient's referring source

Click on this arrow to display the available
Referring Sourcefor this patient.

Use the mouse arABkey to move to the patieReferrerdrop-down list. It is important to
remember to fill this field out so that you recatdtistics 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 arABkey to select ther@ctitioner drop-down list. TRIM Practice Manager
will not let you enter a new patient without chawga practitioner from ther&ctitioner 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 arABkey to select the patief@roupdrop-down list. Filling in this field
ensures that TRIM Practice Manager can bill theemrgroup. Failure to select from this list
will result in only standard accounts being avdédbr this patient.

Identifying patients
Every patient stored in TRIM Practice Manager hagigue patient number which can be used
for identification. It is really only needed tostinguish patients of the same name or date of
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birth. You will find this number displayed in tiRersonal Recordorm title bar, and patient
accounts.

Saving the patient personal record

When you are sure you have completed filling inRleesonal Recorform simply press th©®K
button to save the details. Upon doing so you matice the window closes and TRIM Practice
Manager returns you to the main screen, readyoieron.

Attaching a referring specialist to a patient

Some patients will require referral letters be gertheir referring specialist. TRIM Practice
Manager takes care of this by allowing you to &ttaceferring specialist to any patient by
pressing th&PECIALISTbutton on thd?ersonal Recordorm. Doing so will invoke the
referring specialist window:

Double-Clickon the specialist name to attach it to the curyesyplen patient. Press tRRINT
button to print out the list.

Simply choose the desired specialistiuble-Clickingdirectly on the name shown. This will
then close th®eferring Specialistvindow and display the desired specialist in$pecialist
field :.

The attache@eferring Specialiss shown here. TRIM Practice Manager statisticsrbasrded
this referral and will adjust the various doctatistical reports.
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Entering patient clinical notes
Before entering patient clinical notes you mustehaypatient name in the title bar on the main

screen.

Achieve this by either retrieving an old patiemé for entering a new one. Once you have the
correct name displayed in the title bar, presPAZIENT and NOTES commands to display the

following window.

To start a new note, use the “New / Modify NoteCtgen and press the NEW VISIT menu item.
This will enter the current date and time. Typeryootes in the Notes text box.
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Press th&INISH button to save your clinical notes and return trttain window.
Press th&/ISIT button to display the date and a line designecetp you organise your notes.
You can select the billable Iltems for the visittba “Select Items of Service" page.

Press th&ET PRICINGoutton to bring up the Set Fees Form to enabletiyahange the fee
you wish to charge this patient for this visit anly

Press th&RINTbutton to print a copy of the clinical notes.
Press th€ ANCELbutton to cancel any changes you have made tonaes.

Press thé&dELP button to display help about clinical notes — pirggshe X on the top right hand
side of the help window will close this window aredurn you to the Clinical Notes form.

The notes main window
In general, TRIM Practice Manager notes are useddord treatment types, any special
conditions or any miscellaneous details you mayireq

Recording the visit date into the notes
It is very important that you press tW&SIT button every time you wish to enter new notes for a
specific patient.

This ensures that your clinical notes remain orggohiand easy to read when reviewing at a later
period.

Recording service items provided during visit.
Ticking one or more items of service ensures thesé items are recorded as part of the visit.
This also allows invoices to be issued quickly egldhbly by a receptionist at the close of a visit.

To charge a different fee from the standard omeplsi press the SET PRICING button on the
noes form. This displays the Set Fees form to ajlowto 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 rigtte§New / Modified Notes area of the form.

Cutting, copying, pasting and formatting notes

The patient clinical notes will also allow you twsert text from foreign sources. For example, it
may be useful to add text obtained on a separaticaleCD into the notes file for a specific
patient. For this reason you c@nt, CopyandPastetext into the notes area.
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While typing in this box, click the right mouse tart for a menu of editing tools. Sel€éatT to
“clear” any highlighted text into the clipboatd©OPY to copy any highlighted text from the
Noteswindow to the clipboard dPASTE to paste any text from the clipboard to Mates
window. SelecEFORMATto change font properties of highlighted text.

Standhrd paragraphs

Standard paragraphs or wordings can be saved adritanxts and inserted at will into notes.
Standard text names are found in a drop-down tideuthe‘Standard Paragraph”heading on
the clinical notes form. The actual text associatét this name is displayed beside the
currently selected name. To insert a new standitd press theNSERTbutton beneath the
drop-down list of standard paragraphs, or pres$tABAGEbutton beside it. ThHRIANAGE
button displays th&Standard Notes Paragraph Managemerigrm, which allows you to add a
new note, delete an existing note or to modifyrtame or text of an existing note.

Notes Security

You can modify a particular note (but not deleait any time until you sign off the note. Once
a note is signed off, it cannot be changed in aay.\wdditional notes can be inserted at a later
date, but the notes are always date and time sthtopensure 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 haketiservice items supplied during a visit,

you can quickly issue the invoice for these itetngight from the appointment book, or from the
Patient Menu.
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Chapter 5 - Patient Letters

TRIM Practice Manager boasts a sophisticated builtord processing facility which will aid
you in taking care of your written correspondenbeth 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 TRIRYractice Manager, there are a few basic terms
and concepts that need explaining.

Document (Letter)

A letter can either be prepared using a templat@aorbe typed in directly by the user. In either
case letters can be distinguished from templates dgte appearing next to their name, rather
than the wordtemplate” TRIM Practice Manager automatically organisétetse according to
the patient name you currently have open. Thaivisen you open the letters window you will
only see the letters that you have saved for {tifc patient.

Template
A special file created by the user that can be vspdatedly for letter preparation. Templates

are "pro-formers" that usually contain referenceddtabase fields within TRIM Practice
Manager. Templates are used when the user wishies/e database information automatically
"filled-in" by TRIM Practice Manager. For examplgou could create a simple template which
would fill in the patient name, address and thte da&to a standardised medical certificate pro-
former. Once created this template can be usedameover for each patient, producing
professional looking certificates without the néedype. A template can only be created when
there is a patient name in the title bar. Oncedawhowever, that template will be available for
every patient that you may open. Templates cardmgnised by the word "template” next to
the template name. Once you have prepared a Uesitey a template, you can customise and
then save it as a letter.

Word wrap
When writing letters there is no need to presstiter key when the cursor reaches the right

hand edge of the screen. All word processing pmogrwill automatically wrap a semi-
completed word down to the next line of your lettBemember 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 hapat@nt name open at the top of the screen.
Make certain you have the correct patient openpaiess the PATIENT then LETTERS
commands to display the following window :

The letters main window

The letters window, although seemingly complexagtually simple to use. When entering a
letter, you also have access to almost any ospeci of TRIM Practice Manager
simultaneously. For example, it is possible toknan a letter for one particular patient and
then quickly jump to the accounts screen for armothéhen you have finished the extra task,
you don't have to worry about losing your placedwse your letter remains visible the whole
time.
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The operations area
Menu bar Toolbar Font bar Paragraph bar Ruler Stadun

s

The operations area comprises the various basswiere all the document retrieval and text
formatting functions are available. The buttonselalow you to format text, change page sizes,
adjust margins or open previously saved lettetemiplates.

File Menu

New Opens a new blank window in which to beginrigp

Open Displays a file search form in which to & the file to open

Save Saves current open window into existingdildisplays file save form
Save as ... Displays file save form in which to siyfde name, type and location.

Save as JPEG ... Creates an image of the documenlispldys file save form to save it

Print Prints current open window
Print Preview Displays current open window as atpd document

Close Closes current open window with prompt teesaif it has changed

Exit Exits Trim Letters and returns to previouadtion.
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Letters Menu
Select>

New

Delete

Templates Menu
Select >

New

Edit >

Delete >

Displays list of saved letters for thiemd to select one to open

Opens new blank window for typing letter eport

Displays list of saved letters for thigict to select one to delete

Displays list of saved templates to $elae to use as basis for new letter
Opens new blank window for typing a template

Displays list of saved templates to setewt to edit as a template
Displays list of saved templates to selee to delete

Insert Database Field..Displays list of availakd¢atbase fields to choose one to insert at cursor

Edit menu
Undo Input
Redo

Cut

Copy
Paste
Delete

Search...
Replace...

Select All [CtrI+A]

View Menu
Toolbar

Font bar
Paragraph bar
Ruler

Status bar

Control characters

Layout >
Zoom >

Insert Menu
Text...

Image >

OLE Object >
Table

Undoes last typing, insert, edit onfat function
Redoes last undo

Clears any highlighted text into the cliplbar
Copies any highlighted text to the clipboard

Pastes any text from the clipboard to dleerdent at cursor position
Clears any highlighted text without savirtg the clipboard

Displays search form to find specified text
Displays replace form to search and replace fpddexts

Selects and highlights wholealonent for edit tasks above
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Format Menu

Text Displays font form to change font propertésighlighted text.

Text Colour Displays colour form to change colotihighlighted text

Text Background Colour Displays colour form to cpamackground 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 mostmonly 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 allowirmuyto measure your page width. It has the
additional function of displaying any tab settingat you may have created in your document.
Tab settings are useful for aligning text in unuglaces such as a placing a name or address on
the right hand side of the page, rather than the le

The base measurement unit is inches and tab settargbe either left, right, centre or not
justified. To move a tab settinGlick directly on the appropriate marker and hold theiseo
button down. Now drag it to the new position.etiitering 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 docutiiert . Your position within the letter is
shown by a small flashing vertical line called arsor". 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 anrgar down.

The available viewing modes are: 25%, 50%, 75%18@% modes.

The status bar
The status bar acts as your document "navigafbiné status bar makes it fast and easy for you
to locate where the cursor is currently positiongtiin the document.

The current page, line number, column positiorgfihsiode 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 dais. far easier to "format” your document
and make it look professional after you have entgmir complete letter, rather than in small
repeated stages whilst typing.

Entering A New L etter
To start entering a new letter pressiieVN LETTERspeed button in th®perations Area

This will open a new window and place the cursathimtop left hand corner. You are now
ready to start typing.

Setting Letter Margins
The left, right, top and bottom margins can belga$ianged within TRIM Practice Manager
letters by sliding the left and right markers oa thler.

Choosing Portrait / Landscape
The paper orientation can be toggled at any timprbgsing th€ ORTRAIT / LANDSCAPE
speed button.

The current size of the paper is irrelevant to tiperation Pressing this speed button rotates
your document ninety degrees. It is importantdterthat when printing a landscaped document
you must be sure that the printer properties héselzeen adjusted to "landscape” in order to
match your document.

Saving A Letter
Press th&AVEspeed button :

To invoke the following window :
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Type the name you wish to use for your letter.sPtbe~INISH button to store your letter.
Once saved, you will notice this filename appeanmmthelLetterslist (drop-down list) with a
date beside it.

Printing A Letter
To print your typed letter press tRRINTspeed button :

The following standard print options window will zgar :

Choosing The/Print Rang
Press th&ll radio byttoprto tell TRIM Practice Manager to prtitthe pages in your document.
Press thé&ggesradig button and then enter values infnem andTofields.

Adjustind ThePrint Quality

UseWe to modify the value in Brént Quality drop-down list box.
Charging/The Number Of Copies

Use the fmouse arABkey to click into the copies field and then type ttumber of copies that
you wauld like.

Modifying The Printer Setup
Press th&ETUPbutton to modify additional details of the currenint job.
Doing so will invoke the following window :

Page 38



TRIM Practice Manager User Guide
TRIM Practice Manager User’s Guide
© Copyright 1998-2008. All Rights Reserved

Selecting The Printer For A Letter

Press th®efault Printerradio button to instruct TRIM Practice Managerdaate your letter to
the printer installed as the windows default.

Press th&pecific Printeradio button and then select a printer from$jpecific Printerdrop-
down list. This instructs TRIM Practice Manageattiiour letter will be routed only to the
chosen printer.

Selecting Paper Orientation
Press thé&ortrait radio button to print your letter on vertical Adpea.
Press théandscapeadio button to print your letter on horizontal p&per.

Selecting Paper Type
Use the mouse to print your letter on the desigaepsize from th8izedrop-down list.
Use the mouse to print your letter from the despaper source from thigourcedrop-down list.

Modifying The Basic Printer Options

Press th©PTIONSbutton to open a printer specific settings winddzach printer will have a
visually different options window, however, theil almost allow you to modify : Economy
settings, graphics intensity, font selection aremory usage.

Selecting text in a letter

Text selection is needed to perform many of thécltasks of the TRIM Practice Manager word
processor, such &wlding copying enlargingor 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-
X Click and
\ HOLD the
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mouse button down, moving the mouse to the enbeofeixt to be highlighted. You will notice
the background of the text become inverted. Yoxiritenow highlighted.

Using Keystrokes To Highlight

Use theUP, DOWN, LEFTor RIGHTarrow keys to move the cursor to the start of éxe¢ to

be highlighted. Hold th8HIFTkey down and use tiéP, DOWN , LEFTor RIGHT arrow

keys to the move the cursor to the end of thetteke highlighted. You will notice as you move
the cursor that your text becomes inverted. Yeut is now highlighted.

Select all
Press th&ELECT ALLspeed button to select and highlight your entireudeent.

This is useful folCopyingyour whole document into the clipboard so you ederlpaste 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. Theolpd is as an "invisible" temporary storage
area that can hold any data that @apyor Cutinto it. The clipboard cannot be seen, itis
simply utilised when yo€Cut, Copyor Paste.

Cutting Text From Your Letter

Select and highlight a portion of text and preeGbT button to remove the text from
your document and place it in the clipboard. TbM can then b&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 preesGOPY button to copy the text into the
clipboard. This text can then beasted"back into the document (or another document) at a
later stage.
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Pasting Text Into Your Document

Place the cursor anywhere in your document and phefASTE button speed button to
place the text from the clipboard into your documen

Finding specific words within text
TRIM Practice Manager letters provides you with féality to locate specific text within you
written text. SelecBearchfrom the Edit Menu to display the following windaw

Type the text you wish to find into tiend Whattext field.

Matching Case
Click on theMatch Casecheck box to force the text search to match the oagour written text
to the text you have just typed.

Choosing The Search Direction

Press th&JP or DOWNTradio button to force the search to loakP' fronmi' or "DOWN froni
your current cursor position.

Press th&IND NEXTbutton to actually perform the search. Upon figdenmatch the text
window will move to the appropriate position wittime document.

Replacing Specific Words Within Text
SelectReplacegrom the Edit Menu to find and replace specificttexhin your document .This
will display the following window :

Type the text you wish to find in tHend Whattext field. Type the text you wish to replace it
with into theReplace Withext field.
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Matching Case
Clicking on theMatch Casecheck box will force the search to match the cds@or written
text to the text you have just typed.

Press th&IND NEXTbutton to perform a search. Upon finding a matitte text window will
move to the appropriate position within the docutnen

Press th&REPLACHEbutton to replace the currently highlighted texthwthe text you typed in the
Replace Withext field. Press thREPLACE ALlbutton to replace all occurrences of the
currently highlighted text with the text you typedthe Replace Withext field.

Changing Font Type

Select and highlight a portion of text and preesRONT button to adjust size, font type
or style of the highlighted text. You will see ttolowing Fontwindow :

Changing Font Size
To change the font size for any highlig

d teXésea size in th&izedropdown box

Changing The Style Of The Text
Change the style of the highlighted text by cligkomto theAttributesradio box. You can
change the appearance of your text by tickigrmal, Italic, Bold, Strike-out.

Bold, Italic And Underline
Text style can also be adjusted by pressin@@@eD, ITALICor UNDERLINEspeed 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 cemtr evenly (justified). This is known as text
"alignment" and can be performed by pressing tHeviing 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 "colunmgbur text document. Text can be aligned
to the left, right or centred within each columepdnding on the type of tab-setting you insert
into your document.

To seta WCentre TABspeed

button. NowDouble-Clickon the correct location on your ruler and the appate Tab-Marker
will appear. Whenever thEabkey is pressed the cursor will move to this maet any typed
text will be of the selected alignment (left, rigin centre).

Paragraph Formatting
SelectParagraphfrom theFormat Menu to invoke the followingormattingwindow :

Changing The Line\Spacing
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Press either th8ingle Lineg One and a half linesr Two Linesradio buttons to adjust the line
gaps between highlighted text. Alternatively, yaun customise the distance between lines by
typing a value into thEreetext field. You can change the scale of this igkahg thein MM
check box on.

Changing Paragraph Indents

Indents refers to the "indentation distance" yoshato apply to &lighlightedblock of text.
You can modify the indentation from the left eddeaur text, the right edge or just the
indentation on the first line. To do so click otie following :

- Click here and enter a value to adjust the left indemtat

- Click here and enter a value to adjust the right indiema

- Click here and enter a value to adjust the left indemtaif the
first &rof the highlighted text.

Modifying Paragraph Alignment
See the sectiobeft, right, centre and justified text.

Line Distances
This section refers to distance between the tdapeohighlighted text and text above it, and the
distance between the bottom of the highlighted aext text below it.

Select theToptext field and enter a value to modify the gaphattop of the highlighted text.
Select theBottomtext field and enter a value to modify the gaphatliottom of highlighted text.
Hiding / Showing Textual Control Characters

Press th€ ONTROL CHARACTERSeed button to show and hide control characters
in the text area. Showing control characters canda¢ul when formatting letters with complex
tab settings, or with spacing between blocks xif tfeat are difficult to standardise.

Retrieving / editing a previously saved letter

TRIM Practice Manager automatically organises sdettdrs according to the patient file that
you currently have open. Retrieving saved leftees simple as clicking on thetters / Select
Menudrop-down list. The letter you selected will immesgiy be retrieved and displayed in the
text area.

Templates

TRIM Practice Manager templates are one the mastieg new innovations in practice
management today. Templates are primarily usetkfr ‘Preparatiorf. Templates are used
for two reasons.

To provide a standardised look and feel for reiateritten letters.
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To "fill in" the commonly used fields in your letge For example, a template could be used
to fill in the Name, AddresandPhonenumber of a patient every time you produce referral
letter.

A template is, in itself, just a letter. Howeviérgontains additionalDatabase Fieldswhich are
utilised and filled in automatically by TRIM Praocti Manager.

Template fundamentals
Three are two phases to creating a TRIM Practicedgar 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 selBl&Wfrom theTEMPLATEmenu. This will open a new window
and place the cursor in the top left hand corngéhetext. You should now enter as much of the
template text as you can. For example, when ewferireferral 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 excessiedc. etc.

Creating aNew Templatés very similar to creating a new letter, with aneeption. The
INSERT DATABASE FIELDSrm is now available.

Inserting Database Fields Into A Template

Start at the top of the text you have Entered saafad start reading your template. Find a point
where it is necessary to eni@gatabase Informatioand decide what type @fatabase Field/ou
require. For example, you may require Batient Namet the top left hand corner of your
template. In such a case, make sure the curgothe correct position.

Now selectPatient Namefrom the DATABASE FIELDSorm and press théNSERTbutton to
insert a direct reference to the appropridé¢abase Fieldstored within TRIM Practice Manager.
Database Fieldsan be anything from theatient Nameo theirReferring Specialisbr Video

Files. The possibilities of letter writing are endlesemplates can be created to handle anything
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from the patient name and addre

ss on a simple,latbesophisticated visual analysis reports

containing full colour stills from their video file

Double-Clickon any of the desireldatabase Field$o insert
it into your template. Alternatively, use tb® andDOWN

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

arrow Keys to highlight the desired database fld press
theINSERTbutton to insert it. Press ti@K button to finish
inserfing database fields and return.
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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
Videol

Video2

Video3

Video4

Video5

Video6

Video7

Video8

Video9

Video Title

Visual Gait

Weight

NOTE
When addingdatabase Field$o a template, remember that the references yomaking will
be solely linked to the patient that is currenthen.

What A Template Looks Like
Below is a sample template for a simple medicaifcezate :
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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 th®©K button or
the ENTERkey to
actually save your
template. You will
notice the extension
"*.sat' is used to name a
template. Your template is now available for eveayient in TRIM Practice Manager !!!

Using / filling templates to prepare a letter

To utilise a specific template first make sure Yawe opened the correct patient file. After
entering TRIM Practice Manager letters, simply selbe desired template from the Templates
Menu. Step-head will first load the template (asas originally designed), and then
sequentially insert any database information thattémplate refers to. For example, after
loading the sample medical certificate (as disalisd®ve) the resultant letter may look like the
following:

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

Deleting a letter
To delete a letter step through the following :

Make sure th&DIT TEMPLATBoutton isup.
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Make sure you have loaded the letter fromRhes drop-down list, and that the letter is
visible in the text window.

Be certain you wish to delete the letter.
Press th®©ELETEspeed button.

The following confirmation box will appear :

Press th&/ ESbutton to delete the currently open letter. Ptiee®O button to cancel and
continue.

Deleting a template
To delete a template step through the following :

Make sure th&DIT TEMPLATBoutton is down.

Load the template from tHeéles drop-down list. The template will be shown at design
stage.

Be certain you wish to delete the template.
Press th®©ELETEspeed button.

The following confirmation box will appear :
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Press th&/ ESbutton to delete the currently open template. $tiesNO button to cancel and
continue.

Performing a spell check
Performing a spell check in TRIM Practice Manag¢iers is a very simple task. When you

completed your document press 8RELL CHECKbutton . This will automatically
execute the spell check procedure starting fromdpéeft hand corner of your letter. Upon
finding an incorrectly spelled word you will be pnpted to repace it.

The misspelled word appears in thet Foundtext field. The closest matching replacement
word appears underneath in Replace Wittiield. Below are explanations of the most useful
choices available :

- Ignore the current spell error, and continuthtonext mis-spelled word.

- Ignore all occurrences of the current spell erieind continue to the next
misspelled word.

- Replace the current spell error with the textve in theReplace Witliield.

- Replace all occurrences of the current spetirerand continue to the next
misspelled word.

- Add the current text in the Not Found field b tcustom dictionary. This
text now becomes a valid word to be used in furtipedl checks.

- Cancel the current spell check procedure andmet

NOTE

When a misspelled word is found you can quicklyngeathe erroneous word by
Double-Clickingon any suggestion in ti&uggestiondrop-down list. Additionally, contact
Trim Systems for details on creating more than@rstom dictionary.

Inserting a video analysis image into your letter
There are two ways to insert video analysis imaggesyour letter:

Using Templates To Insert A Video Image
When inserting database fields into templates yibunatice there are nine video choices
available.
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Each option is linked to the patient's visual asialy
database. "Videol" referring to the "Still 1'Video2"
referring to "Still2" etc. etc. To insert an imagé a
template jusDouble-Clickon the desired item in the drop-

/down list.

Doing so will display the following image settinggndow :

From here you can customise both the size andsameses number
the still will have when used in a template.

Type a value in th&cale Factotext field to set the size
percentage the image will have when displayeds Tan range
from 10% through to %200. The default value is 5ifthe
image's original size.

Select an assessment number fromAbssessment Numbeirop-
down list. This may be a still from either theipat's first video
assessment, their last video assessment or aggsassnt from

two to nine. Press th@K 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" thybwa specific patient's video images and add
them "ad-hoc" to your letter. When entering aeletpress théNSERT VIDEO IMAGEpeed
button:

Inserting an image this way is completely differeminserting an image via a template. You
have the added ability to “browse” through the opatient’s video images before they appear

Page 51



TRIM Practice Manager User Guide
TRIM Practice Manager User’s Guide
© Copyright 1998-2008. All Rights Reserved

on the page. This method is intended for use wherare not sure exactly which images are to
be used in the letter.

Inserting images from an external source

TRIM Practice Manager letters will also displayrstard windows images when needed. Such
images must have been saved using the ".bmp" eaten$o insert an image seldMAGE

from the Insert Menu. You will be presented witlke tbllowing :

Choose the image file
you wish to insert and
Double-Clickto insert

¢ _ it into your document.

Images From The Clipboard

Alternatively, you can insert any image storethia clipboard using theASTEspeed button

(as discussed above). This makes it possibleg@liisrnative 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 windoywpressing th€RINT PREVIEWutton.

This will toggle between 25%, 50%, 75% and 100&twmodes.
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Chapter 6 - Appointments

Using a standard diary view

The diary is the default/front page of TRIM Praétfanager. The Diary Datisplayed is the
date of the currgntly selected time slot, and gfimlmerof days viewedan be changgd using the
Daysfield.

Leafing through the diary
Use theTodaybuttory next to the dateAield to display todayppaitments. Ygu can move a day
at a time foryvard uging tHRight Aryow] key on the keyboard or Ry using therrow displayed
above the gppointment list/To jump quickly to italate, use th€2w button to jump two
weeks ahead, the} w buttoh tg/jump four weeks ahead, and so for 8tesetlve weeks. To

jump a month ahead use/theg’>> arrow. To leaf badakty use the< and<< arrows

Standard appointment diary slot

Appointment slots on the viewed diary page candbdéos any number of minutes from 5 to 60
using the arrows to the right of the field. Appongnts can occupy more (or less) than one slot,
the time being first set at the time the appointhi®added to the diary. This can be changed by
moving the top or bottom margin with the left molbsgton, or by editing the appointment and
changing the duration.
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Different diary views

Different views of the diary can be selected byspiieg the diary notebook tab below the main
diary page.

Diary >

Day |s/

The day’s appointments e viewe a Daydust,printed in this form using the

Week viewis
The week’s appoiptments can be viewed as a We iad printed in this form using the
Appointment Print command.

To-do list
A To-Do List is available in which notes can bg'kepall jobs needing to be done. On
completion of a job, it is removed from the lisfh @ght mouse click inside the Too choose-Do
list, a drop-down menu of Todo Tasks allows yowttde a reminder letter, to add either a atient

remindef for the current patient or to add a gdrterdo message to the list. If there are any
messages in the todo list there is also a choiabled to delete a general todo message.

Mesgsaging
Messaging provides the means whereby different TRictice Manager users on the same

network, local or remote, can send and receive agessto each other.
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The TRIM Practice Manager messaging window consistsur pages:
Send Message
Received Messages
nt Archive

Settings
To use any of these pages, simply click on thelkd tab at the top of the messaging area.

Sending a message

Fill in your name or message identifier in theur Namdield, and either select the computer
from the drop-down list in the Recipient PC fiebd,type the computer name in this field. Then
type your message and pressSamdbutton below. If the system cannot find the resmpj a
message box will be displayed:

Check that the recipient computer is on-line arad th
you have correctly typed its name.

The Sent Archive
Messages are saved in thent Archivauntil they are
deleted.

Receiving a message
You will be notified when a message has been redeand can look at it at leisure. To do so
click the received messages tab. You can send k&ep the message or delete it.
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Messaqing 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 diffsreomputers on the network and to address
messages directly to the relevant computers. TRittiRe Manager also uses hidden messages
to prompt other TRIM Practice Manager systems fiesé their data following changes to the
appointments diary. This keeps all on-line netwdrkgstems synchronised to avoid double
bookings and to make optimum use of opportunibefditcanceled appointments.

Adding an appointment
To add an appointment, selégipointments / Add appointmdrim the main menu, or type

“[Ctr]]JA” as a shortcut.. Alternatively, move to the tina $br the appointment and right click
the mouse on the appointment slot and sélddtappointment. 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, selegppointments / Edit an appointmdram the main menu, or type
“[Ctrl]E” as a shortcut.. Alternatively, move to the tina $br the appointment and right click
the mouse on the appointment slot and s&ddtappointment. from the drop-down menu.
This will bring up the current appointment in thgpaintment form above, allowing you to
change any of its properties.

Deleting an appointment
To delete an appointment, selégipointments / Delete appointmémm the main menu, or
type“[Ctrl]D” as a shortcut.. Alternatively, move to the tina $br the appointment and right
click the mouse on the appointment slot and s&ettte appointmerftom 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 swwer copied and sele&ppointments / Cut
or Copy from the main menu, or typgCtrl]X” to cut or‘[Ctr]]C” to copy as a shortcut..
Alternatively, right click the mouse on the appament slot and sele@utor Copy appointment
from the drop-down menu.

Then move cursor to new appointment slot and sélggbintments / Pastérom the main
menu, or typ€é[Ctrl]V” to paste appointment into that slot. Alternatiyeight click the mouse
on the new appointment slot and seleaste appointmeritom the drop-down menu.
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Finding appointments

Finding first available appointment

SelectAppointments / Find /First available appointmdndm the main menu, or type

“[Ctrl]F” as a shortcut.. Alternatively, right click the nsewon an appointment slot and select
Find /First available appointmenfrom the drop-down menu. The cursor will be mowethe
next available appointment following the currentedand time.

Finding appointment for a patient

SelectAppointments / Find /First available appointmdndm the main menu, or type

“[Ctrl]F” as a shortcut.. Alternatively, right click the nsewon an appointment slot and select
Find /Find appointmen for patierfrom the drop-down menu.

You can ignore appointments prior to the current dae Find Appointment form will display
the first appointment found and you can look forenasing thd=ind Nextbutton. Click theOK
button or typdEnter] 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, selesppointments / Prinfrom the main menu, or type
“[Ctrl]P" as a shortcut.. Alternatively, right click the nsewon 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 theé\ 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, ti@ancelbutton

aborts the print process.

Invoicing directly from appointment

Once the practitioner has seen the patient andeghtiee service items provided in the Clinical
Notes (with cost to be charged if different froraretard cost) the invoice is ready to print. To do
Ihis, selectAppointments / Invoice selectedfrom the main menu, or typgCtrl]l” as a
shortcut.. Alternatively, right click the mouse an appointment slot and seléatoice... from

the drop-down menu.

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

Click thelnvoicebutton to continue, or the
Closebutton to abort this invoice.

Select the treatment type for invoicing. Click thE
button to create the invoice ready for printing/and
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 lisietfils relevant to your referring specialists.
In addition, statistical reports can be producéitciv contain information regarding the
frequency of your referrals, and comparisons efdhe specialist to another.

Select the SPECIALIST... command from the main memeveal the following

window :

The referring specialist main window

The specialist main window contains specialist aontletails, referral counts and dates of
referrals last made to your practice. This windmm also be accessed form Bersonal
Recordform when attaching a specialist to a patient.
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Entering a new referring specialist
To enter a new specialist you must first understarmbasic concepts :

The Database Marker
Using our example, at the left hand side of thecigist list you will notice ®atabase Marker

AN

The Database Markelpoints"” to a particular record in the list. Thatabase Markesimply
indicates your current position in the databaseu ¥an manipulate the database marker by
pressing appropriate buttons on tiNaVigator'.

The Navigator
Manipulate théDatabase-Markeusing theNavigatoras shown below :

Move the database markene Position Priofrom the current.

To make new entries you must create ampty line and then start typing. This can be
achieved by pressing tiEOWNarrow key until a new line appears or by usingNla@igatoras
below :

InSerta Ine
Deletethe ighlighted line (record).

NOTE
When you change the position of thatabase Marker you will notice the specialistsddress
andphone numbealso changing according to your selection. Likewisvhen you enter a new

record, Click into theAddressor Phonefields and enter dataeforeyou 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 sBdhe last time the specialist made a client
referral to your practice.

The number of referrals

This field cannot be modified by the user. It skdhe total number of referrals a specialist has
made since you last reset the count.

Printing the list of specialists
Press th&RINTbutton to print a complete list of referring spdisia and their contact details.
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Chapter 8 - Patient Reminders

Setting a patient reminder

TRIM Practice Manager has the facility to set andtgatient reminders (recall letters) for
every patient entered on the system. Additionathyjll inform you as to whether a patient has
previously had reminders set, what date they wetéor, and if they were actually printed.

The set reminders main window

To enter théSet Reminderaindow select the REMINDERS then SET REMINDERS caanafs
from the main menu. (This is only possible wheyatient file is currently open i.e. you have the
correct patient name open at the top of the mandaw). You will be presented with the
following window :

The Set Period Irgroup refers
weeks, months or years).
The Optionsgroup refers to hgw many periods you will be uging) § weeks orL0 months),
and what type of reminder Iétter you will be pmgiwhen the time p&riod passes.
TheReminder Datdield indicates the date last set for the currenpghR patient. If no previous
reminders have been set you will notice the té&dthing Sétappearing here. Additionally,
you can determine whether a reminder has beeregrbt viewing thé&erased Beforeheck

box. A visible tick here indicates that a reminbas been sent out before.

e base period|you will be ustyglie reminder (days,

Setting the reminder period

To set the reminder perid@lick onto theSet Period Irgroup choosing eithddays, Weeks,
Months or Years You will notice a dark black circle appearingcht® your choice (the default
value is set tlWeeks

Setting the reminder units

The reminders units refers to how many days, weaksnths or years you require to pass
before the reminder is sentlick directly onto theJnits Of Fieldentry area and type the
number of units you require.
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Finalising the reminder settings

When you have finished entering your reminder mkaod units of period you are ready to
finalise your reminder settings. Firstly, prass$ETbutton to generate a new reminder date in
the Reminder Date field. Then press BiRISH button to finalise your reminder and make it
active in the TRIM Practice Manager database.

Setting reminders for all patients
The Set All Patientgheck box will allow you to apply the settings ylwave just entered across
the entire patient database stored within TRIM ttadanager.

WARNING

This option will generate reminders for every pattieAdditionally, any reminders that have
already been set will be overridden after using tption !!! You need to be certain that you
wish to use this option before choosing it.

Clicking on this option and pressing tB&Tbutton will invoke the following confirmation box :

Press th&/ ESbutton to go ahead and set reminders for all patieRress thslO button to
cancel this operation and return to the remindexs mwindow.

Viewing The Reminder List

TRIM Practice Manager gives you complete freedortoashen you print out your reminders.
You can do this daily, weekly monthly or even yg&it To generate a list of patients that are
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due for reminding, select the REMINDERS then VIREMINDERS commands from the
main menu. Doing so will display the window shoaove.

Reminder basics

To print your list of reminders step through thédwing basic steps :
Select the reminders you wish to print from Bagients Requiring Remindélist.
Press th&RINTbutton to print them.
Erase your selection of reminders by pressingslRASEoutton.

Choosing the reminders to be printed
ThePatients Requiring Remindédiist contains all the patients that are due to hameinders
printed. There are several ways in which you eecs patients for printing from this list.

Selecting an individual patient
To select an individual patie@ick directly on the name with the mouse. You will geta
single blue highlighter appearing around the name.

Selecting all patients for reminding
Press th&ELECT ALlbutton to select and highlight every name withie teminder list.

Selecting specific patients for reminding
Press and hold tHeTRLkey down. Click directly on one or many specific names that yothwis
to print reminders for. You will notice individublue highlighters appearing around each.

Printing reminders
Press théRINTbutton to print reminders for the names that youehaurrently selected and
highlighted. After doing so it is recommended that erase them from the list.

Erasing reminders after printing

It is highly recommended that you erase the narhasyselected patients immediately after
printing. Failure to do so will result in eachipat receiving another reminder the next time you
print them. To erase your selected patient nanoes the reminder print list press tBRASE
button immediately after successfully printing theiou will be presented with the following
confirmation box :

-~ T

Press th&/ ESbutton to erase your selected patients. Pregd@heutton to cancel and return.
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Chapter 9 - Patient Accounts

Viewing patient account details
TRIM Practice Manager accounts contain compreherns$etails 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 selectingQEOANTS then PAYMENTS commands
from the main menu. You will be presented with plagient search windowYou must now
choose the patient name for which you will disph@yaccount. If the search window already
contains the correct name just use the mous®andle-Clickdirectly on it. Should you wish

to view an alternative patient's account, sim@g the search window to find the correct name
andDouble-Click See the chapt&etrieving Patientsfor further information. You will be
presented with the following\ccountsVindow :
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The currently opeRatient Name The current list o¥/isitsmade to the practice (accounts). The
current list ofPaymentsnade to the practice. The curr@atlancefor the open patient.

TheTransaction Buttonare normally the first buttons used when recordingtient’s
transaction. Upon opening this window, you wadkice they are initially coloured red
indicating that no transaction is currently in pegg. After making a choice they change to
green indicating that a transaction is currentippentered.

This row contains all the available TRIM PracticamdgerPrinting Buttons From here you can
print accounts, receipts or duplicates. You daa ehoose which individual items will appear
on a given account or receipt.

NOTE

The initial search window has been provided tovajou to perform two tasks simultaneously.
For example, you may be working on a letter ospeal record form for "Bill Bloggs", and
then be required to take a payment or produce ecabat for "Fred Fredericks". The search
window allows you to choose an alternative pat{émeeded) before the account window is
displayed. When finished, you will immediatelyum to the patient you were last working on.
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The accounts main window
Don't panic !!! Although there appears to be mapifans 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 thdsifetaany visit or payment a patient makes to
your practice.

TRIM Practice Manager will "guide" you through thecessary fields based on the transaction
type you selectedThis is primarily done by remembering to press theENTER key when
completing each stage of a transaction

The Visits Window

The Msitswindow provides you with a complete "visit" histdior the currently open patient.
Visits can be thought of as the charges you hagriad for each client. Those shown in red are
outstanding.

A visit may be thought of as a customer’s "chamge™account"”.

The Payments Window
The Paymentsvindow provides you with a complete "payment” higttor the currently open
patient.
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A payment refers to any income you receive at tbietfcounter. This will normally be cash,
cheque or credit (TRIM Practice Manager does aftawothers ). You can view which visit
(account) a specific payment is linked to by fofstking on the appropriateaymenivith the
mouse. You will notice the indicator change positaccordingly in th&/isitswindow,
indicating the matching visit for the selected pawpmn
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The Patient Balance
The patient balance can be obtained at any timedkyng at the top central area of the accounts
window.

The patient balance is a "yellow" field, and canm® modified by the user.

The Printing Buttons
ThePrinting Buttonsare only used when printing is required.

Use these when you need to print a receipt, anuat@y duplicates.

The Transaction Buttons
The transaction buttons will normally be the fisittons you use when your open facounts
Window.

Use these when you wish to charge the customexcord any payments.

Miscellaneous Buttons
These buttons allow you eleteany of theVisitsor Paymentgou have previously recorded.

You should consider restricting the use of thes&bs to only the highest security access levels.
See the chapt&ecurity for further information.

Special keys

After pressing any of th&€ransaction Buttongou will notice all the remaining buttons change
colour to "grey". This indicates that you have s# your transaction type and that there are no
other possible buttons to select. When enteritigresaction it is recommended that you let
TRIM Practice Manager "guide" you along, step teps

The ENTERkey has been specifically designed for this purpden entering a transaction
(account or payment) press tBRTERKkey to force TRIM Practice Manager to "guide" you
along to the next logical field. Additionally, oafamiliar with the accounts window you will
notice that you rarely have to press anything aotih@n theENTERkey to process transactions.
This makes entering transactions a very simplefasidorocess.
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NOTE

- If you have started a transaction and need tométuthe previous field, press tBellFT
(hold DOWN) andTABkeys. You can then modify your previous selectiad press the
ENTER key to move forward again.

If you have started a transaction and decide thathave chosen incorrectly, press the
CANCELbutton to clear what you have typed and start again

Transaction scenarios

TRIM Practice Manager accounts have been spedyfidasigned to process patients quickly
and efficiently. With the exception ofSpecial Requestyou will normally record transactions
in the following order :

1) Select &ransaction Buttorgpossibly more than one) from theansaction Buttonarea For
every patient visit, you should repeat this stepl @all items in the treatment have been Entered.

2) Select @rint Buttonfrom thePrint Buttonsarea. This is normally only used after all
transactions have been Entered and you requifzaountor Receipt.

Stage 1 - Transactions

Before you press @ransaction Button you must first be certain of the corrdcansaction
Scenario The are only a handful of these to choose frdfou may need to combine one or
more scenarios to suit every situation which magear

The patient requires an account.

The patient pays fullyor their treatment on the day (receipted).
The patient is making a partial payment towardaytsivisit.

The patient is making a partial payment on an agkalance.
The patient is paying off multiple outstanding saations.

The Patient Requires An Account
When the patient wishes to take an account witmthstep through the following :
Press th&/ISIT button (or the V" key).
This will place the cursor in théem Codedrop-down list box.
Type theltem Coddor the transaction. (ie FOO4, the case does raditem).
Press th&NTERKey to move to th®escriptiondrop-down list.
Choose the correct description by moving the hggtiér with theJP andDOWNarrow keys
Press th&NTERkey to move to thémountfield.
TRIM Practice Manager will automatically displayetprice of the item. If need be, you can
modify this price by just typing.
Press th&NTER key to move to th@ractitionerdrop-down list.
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TRIM Practice Manager will automatically select twrectPractitionerfor the currently
open patient. If need be, you can modify thiplgssing th&JP andDOWNarrow keys.
Press th&NTERkey to move to th®atefield.
TRIM Practice Manager will automatically enter &gt date. If need be, you can modify
this by typing a new date. Use the '\' key whereessary.
Press th&NTERKkey to return to th¥ISIT button.
Press th&NTERKey once again key to finalise the transactionraadrd it in theVisits
window.
Press thCCOUNTbutton (or ‘T’ key) to print the account.

The Patient Pays Fully For Their Treatment On Tt/ [Receipted)
When the patient wishes to pay the whole amounigelabfor their treatment (on the day), step
through the following :
Press thé&AID button (or the A" key).
This will place the cursor in théem Codedrop-down list box.
Type theltem Coddor the transaction. (ie FOO4, the case does rdtem).
Press th&NTERkKey to move to th®escriptiondrop-down list.
Choose the correct description by moving the hgdtier with theUP andDOWNarrow keys.
Press th&NTERkey to move to thdmountfield.
TRIM Practice Manager will automatically displayethrice of the item. If need be, you can
modify this price by typing.
Press th&NTER key to move to th@ractitionerdrop-down list.
TRIM Practice Manager will automatically select twrectPractitionerfor the currently
open patient. If need be, you can modify thiplgssing th&JP andDOWNarrow keys.
Press th&NTERKey to move to th®atefield.
TRIM Practice Manager will automatically enter tgadate. If need be, you can modify
this by typing a new date. (Use the '\' key whezeessary).
Press th&NTERKey to move to th®ayment Forntist box.
Use theUP andDOWNarrow keys to select the correct form of paymaatcésh, cheque,
credit card etc).
Press th&NTERKey to return the focus to tfAID button.
Press th&NTERKey to finalise the transaction and record it BOfkheVisitswindow and
the Paymentsvindow.
Press th&ECEIPTbutton (or ‘R’ key) to print a receipt.

The Patient Is Making A Partial Payment Towards &8sl Visit

When the patient wishes to only make a partial payrtowards the amount charged on the day,

step through the following :
First record &/isit for the amount charged as in the sectibhe patient requires an
account" above.
Press th AYMENTbutton (or the P* key). This will select and highlight the firsbn-fully
paid transaction in theisitswindow.
Make certain this is the corre¢isit to make a payment towards. If not, uselireand
DOWNarrow keys to move the highlighter and select threectVisit.

Press th&NTERkKey to move thémountfield. (TRIM Practice Manager will enter the full
amount of thé/isit by default).
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Type the partial payment amount.
Press th&NTERKey to move to th®atetext field.
TRIM Practice Manager will automatically enter tgdadate. If need be, you can modify
this by typing a new date. (Use the '\' key whezeessary).
Press th&NTERkKey to move to th@ayment Forntist box.
Use theUP andDOWNarrow keys to select the correct form of paymaatcésh, cheque
credit card etc).
Press th&NTERKey to return the focus to tfAID button.
Press th&NTERKey to finalise the transaction and record itieRaymentsvindow.
Press th&ECEIPTbutton(or ‘R’ key) to print a receipt.

The Patient Is Making A Partial Payment On An Agddalance
When the patient has Entered your practice andesish pay an amount off a visit they have
made at an earlier date, step through the follgwin
Press th€ AYMENTbutton (or the P" key). This will select and highlight tHest non-fully
paid transactionn theVisitswindow.
Make certain this is the corre¢isit to make a payment towards. If not, uselireand
DOWNarrow keys to move the highlighter and select threectVisit.
Press th&NTERkKey to move thémountfield. (TRIM Practice Manager will enter the full
amount of thé/isit by default).
Type the partial payment amount.
Press th&NTERKey to move to th®atefield.
TRIM Practice Manager will automatically enter tgdadate. If need be, you can modify
this by typing a new date. (Use the '\' key whezeessary).
Press th&NTERkKey to move to th®ayment Forntist box.
UseUP andDOWNarrow keys to select the correct form of paymaatcésh, cheque credit
card etc).
Press th&NTERKey to return the focus to tfAID button.
Press th&NTERKey to finalise the transaction and record itieRaymentsvindow.
Press th&ECEIPTbutton(or ‘R’ key) to print a receipt.

The Patient Is Paying Off Multiple Outstanding Tsantions

When the patient wishes to completely pay off atlstanding monies, step through the

following :
Press th&AY ALLbutton (or the "Y" key). This will select and hlgght thefirst non-fully
paid transactionn theVisitswindow.
You can change the starting point Raying Allby pressing th&P andDOWNarrow keys
to move the highlighter.

Press th&NTERkey to move thémountfield. (TRIM Practice Manager will enter tiel
amountowing by default).
If need be, enter an alternative amount by typihgis will "dissect” the amount being paid
off across the older accounts through to the neegon

Press th&NTERkey to move to th®atetext field.
TRIM Practice Manager will automatically enter tgdadate. If need be, you can modify
this by typing a new date. (Use the '\' key whezeessary).

Press th&NTERkKey to move to th®ayment Fornlist box.

Page 73



TRIM Practice Manager User Guide
TRIM Practice Manager User’s Guide
© Copyright 1998-2008. All Rights Reserved

UseUP andDOWNarrow keys to select the correct form of paymaatcésh, cheque credit
card etc).

Press th&NTERKey to display a transaction confirmation boxed3rther ESbutton if you are
sure you wish to go ahead.
TRIM Practice Manager will make all the necessayrpents in th&aymentsvindow.
Press th&ECEIPTbutton (or ‘R’ key) to print a receipt.

Stage 2 - Printing
You should now have some transactions display¢ldeNisitswindow, Paymentsvindow or
both. First decide whether you need to prinAanountor Receipt

Printing an account

TRIM Practice Manager makes the printing of acceantery easy and very fast process. To
print an account press tA&COUNTbutton or press thel™ key.

TRIM Practice Manager will print an account dirgdth the printer. If there are any transactions
(visits) that have not previously been printed nraecount, you will be prompted with the
following confirmation window :

Press th&/ESbutton to include any old transactions (visitsk tha@ve not been printed on an
account.
Press thé&lO button to print ONLYthe transactions (visits) that have been Enteydayt

Account Letterheads

TRIM Practice Manager will automatically change kbtterhead details to match those of the
consulting practitioner. You will never need taolye letter-headed paper again !!! Although
the basic layout of printed letterheads do not gearyou will notice the appropriate practitioner
name, provider number and qualifications will.

Printing a receipt

TRIM Practice Manager makes the printing of recegtery easy and very fast process. To
print an receipt press tiRECEIPTbutton or press theR" key.

TRIM Practice Manager will print a receipt directtythe printer. If there are any transactions
(payments) that have not previously been printed oeceipt, you will be prompted with the
following confirmation window :
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Press th&/ESbutton to include any old payments that have nehl@inted on a receipt.
Press thé&lO button to print ONLYthe payments that have been Entered today.

Printing duplicate accounts

There are many occasions when it is necessaryfotg/print duplicate accounts.

To do so, press tHREPRINT ACCOUNTButton (or press theN" key). This will invoke the
following window :

This window is split into two different areas ofeygtion. The left hand side contains a list of all
previously printed accounts. These are distingeddby the date the account was printed and the
actual account number contained on the printeduatcaol he right hand side contains a list of all
transactions available for printing. That is, tedinsactions that have not previously been printed
on account.

Selecting The Duplicate Account

To select the duplicate account for printir@lick directly onto the desired date and account
number in thdPrevious Accountkst box. Now press theRINTbutton to print the duplicate.
You can view which items were originally containedhe duplicate by matching it to the
Account Nocolumn when in the maiAccountsvindow.
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Selecting Specific Items For An Account

To choose specific items to include on a printezbaat, step through the following :
Hold theCTRLkey DOWN.
Use the mouse and click directly onto the desiradstactions in thAvailable Transactions
list box, one at atime. You will notice a higitlter appearing on each item that you click
on.
When finished, press tiRRINT NEWbutton to print a new account based on the itemas yo
have just selected.

Printing duplicate receipts

As with duplicate accounts, there are many ocoasighen it is necessary for you to print
duplicate receipts.

To do so, press tREPRINT RECEIPTButton (or press the "I" key). This will invokeeth
following window :

This window is split into two different areas ofeyption. The left hand side contains a list of all
previously printed accounts. These are distingaddby the date the account was printed and the
actual account number contained on the printedwatcaol he right hand side contains a list of all
transactions available for printing. That is, tedinsactions that have not been printed on
account at all.

Selecting The Duplicate Receipt
To select the duplicate receipt for printing, kldirectly onto the desired date and receipt
number in thd’revious Receiptisst box. Now press theRINTbutton to print the duplicate.
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You can view which items were originally containiedhe duplicate by matching it to the
Receipt Nocolumn when in the maiAccountsvindow.

Selecting Specific Items For A Receipt

To choose specific items to include on a printexti@, step through the following :
Hold theCTRLkey DOWN.
Use the mouse and click directly onto the desiradsactions in thAvailable Transactions
list box, one at atime. You will notice a higitlter appearing on each item that you click
on.
When finished, press tiRRINT NEWbutton to print a new receipt based on the items yo
have just selected.

Deleting transactions

To delete a transaction step through the following
Select a visit from th¥isitswindow or a payment from tHeéaymentsvindow and click
directly on it using the mouse. The selected tatisn will be highlighted.
Press th®©ELETEDbutton orDel key.

If you are deleting a visit from théisitswindow you will be prompted with the following :

/

Press th&/ESbutton to delete the transaction (visit) and angnpents that are linked to it.
Press thé&lO button to return.

If you are deleting a payment from tRaymentsvindow you will be prompted with the
following :

Press th&/ ESbutton to delete the payments.
Press thé&lO button to return.

Editing transactions
There are many occasions where it is necessatyatoge the details of a transaction after they
have already been Entered. To do so, step thrihegfollowing :
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Click the specific visit from th¥isitswindow or payment from thBaymentsvindow using
the mouse.

Press th&DIT button. The transaction details will become visiiol theTransaction Entry
area.

This will place the cursor in théem Codedrop-down list box. Modify thééem Coddor the
transaction. (ie FOO4, the case does not matter).

Press th&NTERKey to move to th®escriptiondrop-down list.

Modify the description by moving the highlighterttvtheUP andDOWNarrow keys

Press th&NTERkey to move to thdmountfield.

TRIM Practice Manager will automatically displaetprice of the item. If need be, you can
modify this price by typing.

Press th&NTERkey to move to th®atetext field.

TRIM Practice Manager will automatically enter tgdadate. If need be, you can modify
this by typing a new date. (Use the '\' key whezeessary).

Press th&NTERKey to move to th®ayment Fornlist box (only if editing a payment).
UseUP andDOWNarrow keys to selected the correct form of paym@mtly if editing a
payment).

Press th&NTERKey to return the focus to thieDIT button.

Press th&NTERKey to finalise the transaction and show any ckang theVisitswindow
and thePaymentsvindow.
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Chapter 10 - Producing Income Reports

The income reports main window
TRIM Practice Manager offers you a choice of sedfierent income reports. To view these,
select the REPORTS then INCOME REPORTS commands tine main menu.

The Start Datefield is used to enter either the current dateafdaily Report,or to enter the
begin date/for a repgort that requires a date range.

TheEnd Datefield is used to enter the final date for a rephoat requires a date range.

The Group By Practitionecheck-box is used to determine the styl®afly Reportthat will be
printed. When checked, tibaily Reportwill contain income figures that are grouped by
practitioner name. Additionally, all totals angbstotals will calculated for each practitioner
rather than an overall total.

TheReport Typegroup of radio buttons displays the current reptyte that will be printed
when thePRINTbutton is pressed.

Setting the date range

The cursor is initially placed in tHetart Datefield where the current date is displayed by
default. You can modify th8tart Dateby typing a new date (separated by the "\" charaee
"1/1/1998").

Click on the desired report style in tReport Typeadio group using the mouse.

If the End Datefield changes colour to white then you must ent@tlaer date into this field
(separated by the "\" character).

Printing income reports
After successfully entering@ate Rangdas discussed above), pressRRINTbutton to print
the selected report.
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Available income report types

There are currently seven styles of income repail@ble, ranging from daily banking sheets to
comprehensive monthly or yearly reports. TRIM HcgcManager income reports contain
complete transaction details including visually anpng charts showing any trends that may
have emerged in your practice. (You will alwayxifthe charts on the last page of any income
report).

The daily income sheet

The daily income report has been primarily desigioedcashing-up” at the end of the day. You
will find details of the complete days takingscluding all forms of payment that your practice
accepts. You will also find details of each cheereorded and the count of the number of
cheques. Transactions appear in the order they rgeorded in, grouped by each given
payment form. This way you can get totals for clesxy cash or credit cards etc.

The daily income sheet (grouped by practitioner)

Click on theGroup By Practitionecheck-box to change the stydétheDaily Report The
resultant report will contain the same detailshesstandar@daily Report, with the exception
that transaction details will be grouped by pramtier.

Weekly, monthly, quarterly and yearly income report s

These reports contain the details of transactiecsrded within th&tart DateandEnd Date.
These can be used to track financial discrepan@e$y view charts and trends in the practice
income. Charts can be viewed by clicking to ttst fage of any income report. These reports
essentially have the same format, with the inctoteds 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 systemprinting professional business
letterheads. Amongst the many reports availatiie,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 matlifia the REPORT MANAGER menu item
and the textual content within can be alteredivéapractitioner details form. You can make
changes to your address, qualifications, or lmssipphone numbers at any time. Additionally,
each practitioner may have their own letterheadfioof the above reports.

Creating / Editing Letterheads And Practitioners
Select theSETTINGSthenPRACTITIONER8ommand from the main menu. This will display
the following window :

Press th&NEWbutton to start
creating a new letterhead.

Press th&DIT button to
modify the text details of the
currently highlighted
practitioner.

Double Clickingon 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 dethat TRIM Practice Manager requires
when printing letterheads. It is important to rember that the generhhyoutof your letterhead
is pre-determined and created in the Report Mangsign system. For example, you cannot
modify the position or size of your logo, the pimsi or size of the fonts used, the number of
fields and position of any lines or additional mags on your letterheads from here. You can
however, modify the details contained within eatthese fields in your letterhead.

This window displays all the letterhead text fieldat can be modified within TRIM Practice
Manager. Use thEABkey to move to next text entry field. Use ®idIFTthenTABkeys
together to move to the previous text field. Wheun finished entering the practitioner's details
press thd-INISH button to save your work.

If you are entering a new practitioner letterhdad window will be completely blank, and will

require you to fill in each of the fields accorditegthe letterhead structure that has been
designed for you.

If you are modifying the details of an existing giifaioner letterhead, simply modify the text as
required and press tf#@NISH button to save your changes.
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WARNING

When modifying thd=ull Namefield you will also modify each and every financiatord stored
towards that practitioner. If you need to changeagtitioner name, first be certain that this is
completely necessary.

Practitioner pay rates

The bottom right hand corner of this window congatimePractitioner Pay Ratebutton. It is

from here that you can enter specific pay infororaftor each practitioner. That is, you can
determine pay based on a percentage of incomedwvex, or on base flat rates per item code.
Press thRACTITIONER PAY RATHBtton to display the following :

/

Press th8ASE RATES®utton to invoke the following confirmation box :

Press thé&lO button to cancel

and return. Press theESbutton

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 th€ ANCELbutton to cancel and return. If you wish to applyew flat rate for every

item in the item code list, just type the new amtaand press th@K button to continue. If you

do not wish to apply a flat rate per item codellatthen make sure there is no value present and
press thé@K button. The following will appear :

Press th€ ANCELDbutton to cancel and return. If you wish to applyew percentage for every
item in the item code list, just type the new eadund press th@K button to continue. If you do
not wish to apply any percentages at all, thenensake there is no value present and press the
OK button.

Deleting Letterheads / Practitioners
To delete any given letterhead or practitioner gt the appropriate name using the mouse or
theUP andDOWNarrow keys. Now press tlizeletebutton.

Press th&y ESbutton to confirm the deletion and tR€ button to cancel.

Printing blank A4 letterheads

To print one or more blank A4 letterheads highlitiie correct name and press Brent A4
button. This will display &rint Previewwindow displaying the appropriate letterhead. From
there you can select the number of copies to ma#eent your blank A4 letterheads.

Printing blank A5 letterheads

To print one or more blank A5 letterheads highlitiie correct name and press Brent A5
button. This will display &rint Previewwindow displaying the appropriate letterhead. From
there you can select the number of copies to ma#eent your blank A5 letterheads.
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Payments categories (item codes)

TRIM Practice Manager facilitates a comprehengsteoff payment categories that you can use
when entering patient accounts. A "payment catggemerely a way otlescribingeach
individual financial transaction. payment categerconsist of ®escription Item Codeand
Amount

Viewing the list of payments categories

To view the list of available payment categoriesage the SETTINGS, OPTION LISTS then
PAYMENT CATEGORIES commands from the main menuis™ill display the following
window :

Use thePAGE UPor PAGE DOWNKeys to browse the available item codes one pagdimate.
Use theUP andDOWNarrow keys to change the position of the highlighte

Adding new payment categories
Press th&LUSbutton on the navigator bar to start inserting\a payment category.
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First enter thé?ayment Descriptioand press theABkey. Now enter thiéem Codeand press
theTABKkey. Finally enter the correct price and pressIii@K button on the navigator bar.

NOTE

If you are entering more than one payment categbaytime press tieOWN ARROWey after
entering each (instead of pressing TW€K button). This will automatically insert a new line
and allow you to continue entering payment categori

Printing payment categories
It can be useful to print the list of payment catégs and have them available for staff to refer
to. To print the payment categories pressRRENTbutton.

Group billing categories

Group billing categories refer to any groups whieguire a single invoice (containing many
patients) for your services. For example, you mnegt many patients at a nursing home or
medical centre In such cases, you will be reguioesend out a single invoice containing a list
of all the patients you treated (and the totalsfrh). The group billing category therefore
refers to the name and contact details for eadihdpiroup that may deal with.

Viewing the list of group billing categories
Select the SETTINGS, OPTION LISTS and BUILD GROURIBNG CATEGORIES from
the main menu, revealing the following window:
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Adding new group billing categories

Press théLUSbutton on the navigator bar to insert a blank &nd start entering a ne@roup
Billing Category

After typing the description press thidBkey to move to th@honefield. Type thePhone
number and then use the mous€liak into theAddresdield and type the group biller's
address Finally, press th@ICK button on the navigator bar to save the new entigu will
find your new entry available immediately on thersonal Record Form

Patient Types

Each patient Entered into TRIM Practice Managerlzaclassified by Batient Type.This
refers to the general way in which you wish toidgtish each client, and is a simply a list of
generic descriptions. Some comnieatient Typesclude :

DVA
Military
Pensioner
Private
TAC

Work Care

It is important to remember to choose from thiswken entering new patients into fRersonal
Record Form This is will provide useful statistics at a latiate.

Viewing the list of patient types
To view the list ofPatient Typeselect the SETTINGS, OPTION LISTS then PATIENT TYSPE
commands from the main menu.

Adding new patient types

To add a new Patient Type press BidJSbutton
on the navigator bar. This will insert a new line
allovwyou to enter a new description.

;

When finished, press tAdCK button on the
navigator bar. Your new category will be
immediately available on thHeersonal Record
Form.
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Referral Sources

Each patient recorded in TRIM Practice Managerklmthought of as being "referred" to your
practice The "referring source" of a client is a looselydiseord referring to the means by
which the patient has found your practice. It referthe 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 thiswken entering new patients into fRersonal
Record Form This is will provide useful statistics at a latiate.

Viewing the list of referral sources
To view the list ofPatient Typeselect the SETTINGS, OPTION LISTS then PATIENT TYSPE
commands from the main menu.

Adding new referral

sources

To add a new Referring Source
press théLUSbutton on the
navigator bar. This will insert a
new line alloy you to enter a new
description.

!

When finished, press tAdCK
button on the navigator bar. Your
new category will be immediately
available on th&ersonal Record
Form.
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Reminder Messages

When generating reminder letters, you will oftequire slight variations on the type of
reminder letter that you wish to send out. Fomepie, a patient who has specialised treatment
will require a “specialised” reminder letter to mlatt. On the other hand a patient who has only
a general treatment will require only a genericinglar letter. This can be easily achieved by
select the SETTINGS, OPTION LISTS then BUILD REMIER MESSAGES commands from
the main menu. The following window will be dispéal:

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 théLUSbutton to enter a new reminder message.
Type the message name in Beminder Naméeld.

Press th& ABkey to move to th&eminder Messadeeld.
Type the message for the reminder.

Press thdICK button to save your reminder message.

Viewing Various Reminder Messages
To edit or view each individual reminder pressieXTandPREVIOUSbuttons. You can also
press thd&-IRSTandLASTbuttons to switch to the beginning or end of ymminder messages.
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Changing Report Settings

Commonly used reports are pre-configured for yaar. uThe report manager allows
modification to reports from within the system Bl Tequires an understanding of report
design, SQL and coding in either PASCAL, JAVA, Cer+Basic.

SelectREPORTS, REPORT MANAGHEBmM the main menu.

The tree on the left shows the various report @categ and the reports below that. At the right
are report settings for default printers etc.

Below this is an area for SQL creation that godh wie selected report. The queries you see
with the standard reports are for testing thosentspnly, as the SQLs used by the system to run
standard reports are not modifiable.

If a new customised report is created, this aresésl to designt the query to be associated with
the report.

If you require customised reports contact TRIM Syséms for assistance.
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Selecting the Design Report button will display Beport Designer. An area intended for
advanced users only.

There is a separate document (downloadable froméhsite) that covers the use of the report
designer.

Intended users

The MANAGE REPORT®ption is really only intended for those users whderstand
Windows printer setup and advanced report design.

DO NOT attempt to change any report settings if you do nainderstand 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 Practidanager reports to run correctly with the
printer(s) you currently have installed. When ywst run TRIM Practice Manager proceed
through the following :

With theREPORT MANAGERiIndow open, select each report in turn on thedéthe
screen.

At the right upper part of the screen select therdd printer settings.

In-built report descriptions

When changing report settings you will be presemtgd a list of report files that contain the

file extension "rpt", standing for "report”. # hecessary to know the meaning of each file name
so you know what report you are modifying :

adfoot - blank A4 footer.

adtitle - blank A4 title.

a5foot - blank A5 footer.

abtitle - blank A5 title.

agedanal - aged analysis report (30,60 90 days etc)

daily - daily banking sheet, grouped by practitignmstals for each payment category.
dailyseq - daily banking sheet, grouped by orddrarisaction entry, totals for each payment
category.

docivrep - individual doctor statistical report.

docrep - overall doctor comparison statistical repo

doctor - list of all referring specialists storedliRIM Practice Manager.

export - list of all transactions in the exporefready for M.Y.O.B. (raw data).

genrep - general statistics report, number of patients versus number of visits made to
practice.

heada4 - blank A4 sheet, includes header (adétid)footer (a4foot).

heada5 - blank A5 sheet, includes header (a5éitid)footer (a5foot).

itemcode - list of alPayment Categoriestored within TRIM Practice Manager.

itemrep - sales comparison statistical reportnie ilem code versus another, includes sales
totals.

itemrepd - sales details statistical report. ie pl@te sales information for a particular item
code.

monthly - straight sales report, totalled monthlycludes every transaction for every client.
outpodet - pay slip (transaction list) for selegpedctitioner - detailed. Contains full
transaction details for the given practitioner.

outpodtr - pay slip (transaction list) for selecfdctitioner - detailed. Contains only
summary transaction details for the given pracigio

overblk2 - outstanding account invoice for grouliebi Only summary total outstanding
shown at bottom of report.

overbulk - outstanding account invoice for groultebi Each patient / transaction shows
individual outstanding total charged.
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overlds - summary outstanding accounts informagioget, contains outstanding accounts
and patient contact information.

ppassess - patient assessment sheets.

ppnotes - patient clinical notes.

pppers - patient personal record form.

guartly - straight sales report, totalled quaytethcludes every transaction for every client.
referrep - referring source statistical report.o®8f comparison of one referring source to
another.

reminder - A5 personal reminder report.

statacc - patient account.

statment - patient statment. Generated when pnogleaverdue accounts.

statrec - patient receipt.

typerep - patient type statistical report. Shoasigarison of one patient type to another.
weekly - straight sales report, totalled weeliycludes every transaction for every client.
yearly - straight sales report, totalled yeatiycludes every transaction for every client.

Changing the reports designated printer
To change the designated printer for the curresyign report, choose from tReinter drop-
down list box.

NOTE

The final destination for a specific report canelitber a locally installed printer or any printer
connected and shared across the network. Thisga®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 chookmyg thePaper Sizelrop-down list box.

The paper size you choose must be compatible htlpte-designed paper size of the report you
are choosing. That is, a report designed for A¥net 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 paper source, allowing you to print accounts
and receipts on small A5 size paper, and othertepn larger A4 paper. In such cases,
change the paper source accordingly by making eceticom thePaper Sourcelrop-down list
box.

Changing the report orientation

Paper orientation refers to the either the "velftioa"horizontal” printing of any given report or
document. Click on thBortrait radio button to print your report in the standawpto bottom"
format. Click on thé.andscapeadio button to print your report across the pagthaugh
rotated ninety degrees.

Page 93



TRIM Practice Manager User Guide
TRIM Practice Manager User’s Guide
© Copyright 1998-2008. All Rights Reserved

Direct Printing

Click on theDirect Printingcheck box (a tick becomes visible) to print theorgplirectly to the
printer. Clicking the check box off will displal¢ report in a "print preview" window before
being sent to the printer. This option allows youview" the report before actually printing it.

Changing the report quality

Click on the Quality radio buttons to modify thenprquality of your report. Some printers may
be too slow when printing commonly used reportglisas Accounts or Receipts). Overcome
this by lowering the print quality to a setting whimakes your report print faster.
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Refreshing the network

This option is rarely used and should be restritbeshly users of the highest access levels. Itis
primarily intended as a "kick-start" function fohen the network has "crashed" or "fallen over".
For example, you would use this option in the ¢wém complete power failure, or when the
power is accidentally cut while there are patidesfare open.

To perform aNetwork Refreskelect the FILE then NETWORK REFRESH commands ftioen
main menu.

Press th&/ESbutton to go ahead and refresh TRIM Practice Manage
Press thé&lO button to cancel and return to the main menu.

NOTE

Be sure that any work-stations on the network aggeéd out of TRIM Practice Manager before
you attempt to refresh the network. That is,cafhputers can remain in Windows '95 but must
have exited TRIM Practice Manager.

When do you need to performa Network Refresh ?

The most common sign that you need to perfoldefvork Refresis when one of the following
message box appears :

or when attempting to execute a visual analysisiyjay encounter :
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Do not be alarmed ! These messages are simpiggsiou that you are trying to access patient
files that were open at the time an unexpected péailere occurred. In essence, TRIM
Practice Manager has been fooled into thinking tilvatpatient files are being accessed at
precisely the same time. That is, TRIM Practicaniger thinks that the "patient you selected is
currently being modified" and therefore cannot ékely accessed.

NOTE
You do not have to be running a network for thevaébmessage to appear !!!' It can occur on

any computer if the power is completely cut attthee a patient file was open.
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Chapter 12 - Tracking outstanding
accounts

TRIM Practice Manager facilitates a very fast aadyeway of finding out which patients owe
you money and keeping track of them. You can eregérdue summary information sheets,
individual statements, statements for all overaceounts or an aged debtor analysis.

The overdue accounts main window
To view the overdue accounts window select ACCOURNTeh OUTSTANDING ACCOUNTS

from the main menu.

This window will give you complete control of angtgent who owes you money. You will be
instantly empowered with the ability to "chase" lolibtors, directly send out statements, or
analyse how much they have owed during the coursme.
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Obtaining a list of clients with overdue accounts
There are five steps to generating a list of ontfiteg accounts :

Choose one or all practitioners
Make a choice from thBractitionerdrop-down list. This may be any practitioner ltsteor
choose "ALL" should you require overdue accountsefeery practitioner listed.

Exclude one or more groups from the overdue acclsint
There will be times when it is handy to excludecsfpegroups from your general overdue
accounts list. For example, you will not wansemt out “individual” statements for any patient
who is normally billed on one group invoice (D.VoAnursing homes). To exclude one or more
groups from the outstanding accounts list, chdlseppropriate group from tiexcludedrop-
down list.

Set the period or set the date range
When producing outstanding accounts there are tayswf telling TRIM Practice Manager
what date range to use :
1) Choose a "pre-set" period from tRerioddrop-down list. ieToday Only, 14 Days, 28 Days
etc.
2) Click into theStart Datefield and type a beginning date. Click into thed Datefield and
type the bounding date for the overdue accountgisea

Retrieve the patients who owe you money
Press thiRETRIEVE OVERDUE ACCOUNTAtton 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 tbebtorslist box you are ready to print one of four
available reports. To do so, select the desipdnt type from th®eport Typesadio group and
then press thERINTbutton.

Overdue account reports
You may require one or all of the available repoitswhich case you simply click into the
Report Typesadio boxes and hit tHeRINTbutton for as many report types that you require.

The Summary Information Report

The summary information report is primarily intedder "chasing UP" patients who owe you
money. It contains a list of patients, contacadetoverdue accounts and a grand total. Select
this as the current report type by clicking on $uanmary Infeadio box at the bottom of the
window.

Individual Statements
Press th&tatementadio button to select a single statement as themureport type.

Batch Statements
Press théll Statementsadio button to select statements for every patisrthe current report

type.
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Aged Debtor Analysis
Press théll Statementsadio button to select statements for every patisrthe current report

type.
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Chapter 13 - Tracking outstanding
accounts for group billers

TRIM Practice Manager provides a very fast and @&y of generating single invoices to group
billing entities. Such invoices include each patiegistered under that group name, and details
of their transactions.

The overdue group bill accounts main window
To view the overdue group billing accounts windalest ACCOUNTS then GROUP BILLING

ACCOUNTS from the main menu.

This option gives you the abililty to generatest tif people who belong to a group and who owe
you money. You will be instantly capable of prothgcprofessional looking business invoices
and sending them out.

Obtaining a list of clients with overdue accounts
There are five steps to generating a list of ontfiteg accounts :

Choose a group
Make a choice from th&roupdrop-down list.

Set the period or set the date range
When producing outstanding accounts there are tayswf telling TRIM Practice Manager
what date range to use :
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1) Choose a "pre-set"” period from tRerioddrop-down list. ieToday Only, 14 Days, 28 Days
etc.

2) Click into theStart Datefield and type a beginning date. Click into thed Datefield and
type the bounding date for the overdue accountgisea

Retrieve the patients who owe you money
Press thRETRIEVE OVERDUE ACCOUND8tton 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 tbebtorslist box you are ready to print one of two
available reports. To do so, select the desiepdnt type from thédccount Styleadio group
and then press tHERINTbutton.

Group billing report styles
You may require one or both of the available repoinh which case you simply click into the
Account Styleadio box and hit th@RINTbutton for each report you require.

The "Standard" Report Style

This report style consists of single invoice comitag FULL detail of each and every patient
registered to that group. Details include : thiegod name, overdue transactions and the
individual total for each. Click th&tandardradio button to select this report befamnting.

The "Client Names Only" Report Style

This report style consists of single invoice caomiag only partial transaction details of each
patient registered to that group. Details incluttee patient names, a summary total for all
transactions outstanding. Click théedt names onlyadio button to select this report before
printing.

Printing the selected overdue group bill invoice

Once you have produced a list of patients for wimoomey is owed, press tRRINTbutton to
print the report. The report style printed is lshea the selection you have made in Aogeount
Styleradio group.
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Chapter 14 - Tracking pay for employed
practitioners

Many practices pay their staff based on a percentghe revenue they generate, or a flat rate,
or a combination of both. Before calculating weehlx and final pay figures it is handy to have
a list of all the transactions a particular staéfimber has accumulated since the last pay. TRIM
Practice Manager makes this task faster and méogeet than ever before.

The practitioner accounts main window
To view the pay details for staff members selecCARLNTS then PRACTITIONER

ACCOUNTS from the main menu.

This window will give you complete control of thaydetails for each practitioner. You will
have instant access to every transaction accrilisdamount you owe in pay, and how much
practitioners have generated within each of theigtalling entities.
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Obtaining a list of transactions used for pay
There are two steps to generating a list of outstenaccounts :

Choose a practitioner
Make a choice from thBractitionerdrop-down list.

Choose the detail level of the report
There are two types of detail level available wpénting pay reports :
1) Click theShow Full Transaction Detadheck box on (visible tick) to generate a list
containing every transaction and it's associatkzs saformation.
2) Click theShow Full Transaction Detadheck box off (no visible tick) to generate a list
containing only summary totals for transactiong&eit to group bill entities.

Overdue practitioner account reports
The style of report printed is pre-determined ley dletail level you select with ti&how full
transaction detail€heck box.
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Chapter 15 - Security

TRIM Practice Manager offers a completely flexiblestem for restricting the access of your
various users. For example, you may only want yasual staff to be able to enter accounts
and receipts but to have no access to financialrtep Alternatively, you may wish for your
practitioners only to have access to the relevesgssment files but to have no access to front
desk operations. TRIM Practice Manager allows tgoeasily make such choices.

The security main window
To view theSecurity Windowgelect the FILE then SECURITY commands from themmagnu.

This will reveal the following :

ThePasswordist box on the left hand side contains all thespawds currently available for use
when logging on to TRIM Practice Manager. Hrzessible Windowsst box on the right hand
side shows all the restrictions attached to thallgbted password in thitasswordist box.

Adding a new password
To add a new password to TRIM Practice ManagerspgresNEW PASSWORDButton. You

will be presented with the following :
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Type the Friendly Name to associatre with the nasspord and press tliK button. This
will display the name in theasswordist on the left hand side. Now enter the passworoe
used at login for this new user and select OK.

ImmediatelyClick directly onto the password you have just entengal) will notice a list of
choices becomes available in thecessible Windowst box.

Restricting access to TRIM Practice Manager

Once there are choices available in Areessible Windowsst box you are ready to start
making decisions about the restrictions the news\wasd should have. To make a specific
TRIM Practice Manager windownavailableto the currently highlighted password, step
through the following :

Decide which window you wish to make unavailable.

Hold theCTRLkey DOWN andClick the mouse pointer directly onto your choice in the
Accessible Windowist. TRIM Practice Manager will verify your ch@of restriction by
highlighting it.

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

When finished, press ti®AVE SETTINGButton 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 Basswordist box.
Press th®©ELETEDbutton. This will invoke the following confirmatnobox :

PressYESto delete the selected password.
PresdNOto cancel and return to the m&ecuritywindow.
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Clearing access restrictions
Press th€ LEARDbutton to clear any highlighted restrictions yowdaurrently chosen.

Restricting All Windows
To "bar" access to all windows in tAecessible Windowsst box, press thRESTRICT ALL
button. This will highlight every window in th&ccessible Windowsst box.

Page 106



