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1.0 Introduction

ChiroAdjustor is a patient management system designed by chiropractors and IT specialists, particularly for
the use of chiropractors. The system especially takes into account all the specifics of managing patient
information at the chiropractor’s practise. With the ChiroAdjustor program you can manage appointments,
patient details and monetary transactions and produce various reports. The program is also accessible
remotely with a high-speed internet connection.

The program is also suitable for other types of specialists providing manipulative treatment such as naprapaths,
osteopaths and OMT-physiotherapists.

The core idea in designing this program was to make it easy and fast to use without losing the
comprehensiveness of the record keeping. It is also very easy to learn to use CA without great computer
skills. This detailed manual should quide you through using the program. However if you have any problems
using the program, do not hesitate to contact us (support@chirodjustor.com).



2.0 System Requirements

Desktop:

Windows XP- or Windows Vista- 32-bit operating system

500 MB free diskspace

512 MB free RAM memory (XP), 1 GB free RAM memory (Vista)
Screen resolution at least 1024x768 pixels

100/12000 MB network interface card

Microsoft Office for reporting

Server:

Windows XP, Windows Vista or Windows Server 2003 —operating system
5 GB free diskspace, RAID 1,5 or 10 recommended

1 GB free RAM memory

100/1000 MB network interface card

The workstation and server can be installed on the same computer, for which 1.5 GB of free disc space is
required.

The demo version can be used with the administrator user ID’s, which are root/password and/or with normal
user ID’s test/user. With administrator user ID’s you can manage users and set up new users.

The functionality of the demo version is the same as the licensed version but the number of patient’s is
limited to 50 and the appointment amount to 5oo0.



3.0 Installing ChiroAdjustor

Download the latest version of CA from the internet. Run the installation program and follow the instructions
below. If you are installing network installation it is recommended that you contact our support beforehand
(support@chiroadjustor.com).

[ Installer Language Lﬁ] |
q Please select a language.
| Engiish -
| (4 | | Cancel |

Please select the installation language. ChiroAdjustor is currently available in English or in Finnish.

€ ChiroAdjustor Setup e o

Welcome to the ChiroAdjustor Setup
Wizard

This wizard will guide you through the installation of
ChiroAdijustaor,

It is recommended that you dose all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot your
computer,

Click Next to continue.

Mext = | | Cancel

- i

Click next to continue.



Q) Chirodjustor Setup

License Agresmen

Press Page Down 1o see the rest of the agreemant,

Please revizw the fcense terms before instaling ChiroAdjustor. q

the terms of ths confract.

EHT OF LISE

CADIUSTOR USER, LICENSE
is user ficense is a contract between Adjestor Lid and the end wser of ChiroAdjustor
frware, The contract = vaid with appropriate use of keensed software in supported E|
mvironments, Lisage of the software is probbited if the end user does not conform to

user has 3 nght to use the software in & manner stated in the user manusl or other
formation supplied by the company, The user may nstall the software into amount of
workstatons stated durng purchase of the license. It s allowed to take backup coples of
the saftware and the generated databases and Res, The user does not have theright =

If you-accept the terms of the agreement, dide ] Agree in confinue, You mast accept the
agreement to install Chirobdstor,

| <@sck || ragree | | cancel |

.

Read the ChiroAdjustor License Agreement and pres “l Agree”-button to continue. You can stop installation

by clicking “Cancel”-button.

@) ChiroAdjustor Setup

)

Choose Components

install. Click Next to continue.

Select components to install:

Space required: 252.6MB

Choose which features of ChiroAdiustor you want to nstall,

Chedk the components you want to install and undhedk the components yvou don't want to

@

B cier] i
[#] server VEt 8 CiraneE |
| <Back || mext> | [ concel |

Select components to install, selecting “Client” will install all components needed for client side. Selecting
"Server” will install all component needed for server side e.g. Database. you can install either client or server

components or both at the same time.

Note! If you want to install ChiroAdjustor for single computer you need to select both Client and Server
components. In the network installations you might want to setup one computer as a database server and
for example two computer as desktops. Install server component to database server and client component

to the both desktop computers.

Click “Next” to continue or “Cancel” to quit installation.



q ChiroAdjustor Setup
Choose Install Location
Choose the folder in which to rstal ChiroAdjustor, q

Setup wilk install ChiroAdjustor in the following folder. To install in 3 different folder, dhok
Erowse and select another folder. Chidk Next to continue,

Space required: 252 6MB
! Space svalable: 3,860 I

tidleef Trict o gy

| <ok | Met> | | cConcel |

Select destination folder for installation.

Click “Next” to continue or “Cancel” to quit installation.

Q) Chirodjustor Setup e e e
Choose Sorver Settings
Enter server netwark location q
N
localhost

Please enter databage server name or ip-address,
Use lacalhost for single maching installation,

[ <eack |[THext> ] [ concel

In this screen you can enter server network address. Network address can be either ip-address (in format )
or server name (like dbserver.yourdomain.com). If you are using name please be sure that server will have
access to correct domain name resolution (dns) server.

In the single computer installation use “localhost” for the server network location.

Click “"Next” to continue or “Cancel” to quit installation.



[ @ ChiroAdjustor Setup jrizif

Choose Start Menu Folder
Choose & Start Menu folder for the Chiroddiustor shortouts, q

Select the Start Meru folder in which you would ke to create the program’s shor telts, You
can also enter & name to create a new folder,

| ACcessories
| Acronis
i Administrative Togls
|| Ahead Nero [324:“}
ArcSoft PhotoStudio 5.5
| A5US
| AVG 7.5
|EifLord
| Canon 13 Mebwork Liiitbes
i | Canon MPS70 seres
| Canon MPY 70 series kayHaisn relistercint
| Canon MPY T seres Marual -

LI »

mifsalt Tt sl Svskniil ¥2

Choose Start Menu Folder for ChiroAdjustor shortcuts.

Click "Install” to start or “Cancel” to quit installation.

B ChiroAdjustor Setup o=l
installation Complete
Setun was completed suctessfly, q
Completed
|
L
Exfract: errmag,txt.. 100% -

Output folder: C:'rogram Fles {x86)\ChiroAdpustorMySOL Server 4.1

Dutput folder: C:'Program Fles {1856} \ChiroAdjustor

i Created uninstaler; C:\Program Files (xB6) \ChiroAdjustoe lunirstall exe

Output folder: C: \Wsers{Tuome WppDiata Woaming WMiorosoft Windows (S tart Menu'fr...
Create shortout: Cisers \TuomoAopData\Roaming Wioosoft\Windows \Start Menul, ..

| Cutpist folder; C:'Program Fles {xB8)\Chiroadiustor

Create shortout: ©: \Users\Tuomo\AonData \Fosming MicosaftWndows \Start Manul, .,
Create shortaut: C:\sers\Tuoma Deskiop\ChroAdjustor 3.0k (3]
Completed =

Nubsiilt Lnstak Sem=in

Click “"Next” to continue.



Q) ChiroAdjustor Setup

Completing the ChiroAdjustor Setup
Wizard

ChroAdjustor has been installed on yvour computer,

Click Finish 0 dose this wizard,

Click "Finish” to finalize installation.
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4.0 Settings

Settings > Calendar settings (choose from the toolbar at the top of the screen)

In settings you can modify some of the Calendar and Patient file functions.

4.1 Time grid dividing

In the calendar settings you can set the Time grid dividing to an automatic basic setting of 20min, 20min,
30 min, or a time period of your choice. The setting you choose will be the default setting for each time
you open the programme. You can also change the Time grid dividing from the calendar toolbar on your
screen, where the given times are 10, 20, 30, xx. The changes made via the toolbar will not be saved for
future use, because the changes made in your calendar “Settings,” are the ones that are used by default,
and therefore, in use on reopening the programme.

4.2 Snap sessions to grid(1-60min)

This is the length of the steps in minutes when you change the duration of appointment by dragging the mouse.

4.3Working Hours

Choose the working hours for the day displayed on the calendar.

ChiroAdjustor - Calendar settings B
- Grid dividing
TimeGrid Dividing___ | /* ¢ 1 mines

15 minutes

3

| Snap sessions to grid

Sriap bogrid {1 - 60 min] I5

™ 20 mirutes

k |5 mintites

Wi k H mﬁ
orking OUrS\< [07.00 . 200 >

— Lunch time:
{1200 - [1zm

— Other setting:
Show notices ir calendar: v
Cancelled appaintments: ICanceIIed SaHoien. vI

Ma. of custemers in appaintment IB

— Persorial setting:

Wew data update interval (seconds); IBD
Directory far report models: IC:\F‘rogram Files\Chiratdius

Directory for reports: IC:\Documents and Settings
Test automove [0-10 sec]: |1

0K I Cancel |

1



4.4 Lunchtime

The time interval you select will repeat automatically for each working day. However, changes or adjustments can
be made to the times shown as your lunch break on the calendar display.

4.5 Show notice in the calendar

(Other settings) - when you tick this option, notices you have made will appear on the calendar screen. Otherwise,

notice made will only be displayed by opening the appointment window in question.

4.6 Cancelled sessions

(Other settings) - all the cancellations ticked in the appointment window will be transferred under this name that
you choose from the menu.

4.7 Number of customers in Appointment slot

(Other settings) - You can choose a preference number of patients for each Appointment slot. The number shown
in the right hand corner of each appointment is only preference and can be exceeded.

- Girid dividing
10 mingtes Snaptogid (1 -60minl[5s
18 minutes
20 minutes

™ Own zetting I5 mintes

~Warking hours

Iﬁﬁg_ - |21:DD
Lunchtime T | e
. |13:Q

/N

|12:DD

ShOW n0t|ce in — Other zetting:

calendar \< Show natices in calendar: v
Cancelled appaintments: |Cancelled appointments, YI

CancelledSessions/i Noofowslomesnapponine> £

Numbe_r of customers
n appOIntment - Personal setting:

New data update interval [seconds): Isg
Directory for repart modsls: [E:\Frogram Files\Chirotidius:

NV L

Directary for repoits: |C:\Documents and Settings
Test automove [0-10 sec]: |1
4 I Cancel |
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4.8 New data update interval (seconds)

(Workstation Settings) is the time interval how often the computer should automatically update itself.

4.9 Directory for report models

(Workstation Settings) - appear automatically —no need to change

4.10 Directory for reports

(Workstation Settings) appear automatically —no need to change

4.11 Test automove: (0-10sek)

(Workstation Settings) Choose the automatic cursor automove time for recording test results.

NB. If the time is too short, the cursor moves to the next field before you have had time to record the

results.
ChiroAdjustor - Calendar settings B
= Giid dividing
10 minutes Snap to grid {1 - 60 min) i5
15 minutes
20 minutes
¢
" Own sefting |5 minutes
~Whorking hours
|07.00 - |2t00
= Lurch time:
[12:00 T
- Othey setting:
Show notices in calendar: v
Cancelled appoirtmerts: ICanceIIed appointments, ‘;I
Mo of customers in appaintment IE
New data update
interval
~ Personal zettin
Directory for I’epor't : Mew data update interval (zeconds); Igu
models T Directory for epor models: [ \Program FilesChiroddius
rrs/( : Directary for raports: IC:'\Documents and Settings
Directory f0r I‘epo/( : Test automove (010 sec): |1
Testautomove ok | Cancal
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4.12 Settings > Days Off

(Select from the top row

of your screen)

Here you can specify days off for each chiropractor and feed in general days off and holidays.

For Example: Choose” public holiday” from the chiropractor menu. In the Explanation field provided, write
in the holiday in question as (Good Friday). If the specified day is a holiday on the same day every year, write
the date in the first field and the month in the second and click "ADD".

When you want to choose a holiday time period, choose the employee in question from the chiropractor
menu. Write the reason (for example, holiday). Add the start date and the end date (dd, mm, yr—dd, mm,

yr) and click ADD.

Chiropractor menu—__|

Explanation—__

Date—___

Same date
everyyear |

Date changes
every year —

 Days off =
Chiropractor: i hilida Q
wplarTation: Good Friday
Date: 10 i 2004 >
| Add || Modh || Remove |
Daps off Person Explanation
Carmman Mew Years Day
Comman Christmas eve
Common Christnas Day
Common Boxing Day
Carman Easter Monday
04.05.2009 Cormmon Early Map
Ok,

4.13 Program Language - Settings > Language (Select from the top row of your screen)

Here you can select the language which the ChiroAdjustor uses. NB. You will have to restart the ChiroAdjustor

to apply the change.

Language version

~Select language
" Finnizh
* English
" Gemar:
" French
" Spanizh

The Chireadjustor needs to be
restarted to apply the
languanes chahgé.

...........................................
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5.0 Functions of the Calendar display

In this window you can make appointments for different chiropractors and days.

5.1 Selecting the chiropractor

Select the chiropractor you require from the chiropractor menu on the right. By holding down the ctrl-
button and clicking a chiropractor on the list with the left mouse button, you can choose several
chiropractors. Choose the date or time interval you require from the calendar to the right of the page. The
current day is displayed circled in red. NB. You can only display a maximum of seven days at a time.

5.2 Making an appointment

Step 1: Drag the mouse over the required day by holding down the left button of the mouse. Move the
cursor onto the highlighted area and right click. Select”Add appointment”. Step 2: This will open the
window for making appointments, where you can add, for example, the patients name, phone number
and date of birth. After this click "OK". If the patient is not already in the database, this will be followed
by a confirmation question:"The patient first name, last name not found, add a new customer?” You can
also stop appointments from being made for certain time intervals in the same way but choose: “No
appointments” by right clicking the mouse.

= =
T ChiroAdjustor - Appointments l&lliﬂi

File Customer PatientFile Settings Help
& & 4 4 » w10 15(20)30 Xx B

Mo. 12.5.2008 Tu. 13.5.2008 ‘We. 14.5.2008 Th. 15.5.2008 Fr. 16.5.2008 -
08:00 j ‘ huhtikuu 2008 3
08:20 He &ppaintments, CHIROPRACTIC ma ti ke to pe la su
0840 [ Godnen i \IBTEAE__) S WE 1z 34 s

15
16
17

7 8 910 11 12 13
14 15 16 17 18 19 20
21022 23 24 25 26 77

08:00 Heizen Jan, +034 674 68 73
09:20

09:40 Ambrose Mary, +44 187 78.32

18128 29 30
10:00 Sparks Joseph, 44 65 60 057 %00 - 10:40

10:40 Add No Appaintments ma ti ke to pe la su
2

18 1 3: 8
11:00 | Dot Lunch 195 6 7 8 91011
- i 2012 13 14 15936317 18
e skl 219 20 21 22 23 4 35
11:40 Fil Wb, 03301 56 5678 i il Fiandal Bes, +023 338 98 23 22|26 27 28 23 30 31 1
12:00 Lunch Lunch Lunch Lunch Bl 2 3 4 5 6 7 8
12:20 Day backwards
1240 Week backward

iSALL Tameson James, BE379879
13:20
e Teminky Andress, 03 123 4567

14:00
14:20
14:40
15:00
15:20
15:40
16:00
16:20
16:40
17:.00
17:20
17:40
18:00
18:20
18:40
19:00
19:20
19:40

2. Blyton, Sussn
3.Fem, James
NCancalled, Not amived, sic

Ha Appointments

e Appointments

Ho Appaintments

T Appoirtments

|~/ [ Undate v || Hep |

demo 01:04:53

10.00 - 10:40 /

Step 1 / - Selecting the

Making an appointment chiropractor
Date: IW Cancelled appaintment; T
Time: s
Fetson D/58 a Seaich custornes I cm:l\
Tstomername: [Todls [Ferathan
< Telephone EEEC New customer:
Chitapractar: [1. Pekkarinen, Hani =l
/ Nos
Step 2 | -
Making an appointment O ey |
et Jagls, Jonathan 060330 Add
Modify
Remove
I e Inweice ok Remove Cansel

15



5.2.1 Making an appointment slot (several customers in same appointment slot)

Step 1: Clear the customer name field by clicking the Clear button. Step 2: Search as in making an appointment
a customer you would like to add into this Appointment slot. Step 3: Click the Add button. Do the same in
order to add more customers to the Appointment slot.

5.3 Appointment window

Appointment window includes the date, and start and end time of the appointment, the patient’s date of
birth, name, phone number, a comments field and a section for the type of payment used, and a possibility
to write down whether the customer has a referral, or if the patient is a new customer.

Appointment

Date: |D2.03.2D‘I1 Cancelled appaintment; [

Tirne: 13:30 — [14:00
| | | |_ Clear
Perzon IDFSSN: IDBDSBD- | Search customer I Clear I
—
Custamer name: IJ ools IJ anathan
Telephone: |usn 5 E5 67 @

Chirapractar: |1. Pekkarinen, Harri ;I \
Motice:
= P New Customer

Show in calendar iCommon setting ;I

Fayment Ealance
=] [Enon Diunu Fiefenal [
| Add Customer
Joals, Jonathan 0R0330-  4dd D
/ Cvissiy _P— Modify
.Hemove »
Notice . Remove
Customer

{

Paymen

[ Mo appoihtmehtg@ ok | Remowve Carical |
e

Invoice button  Treatment menu

In the notice field you can write down any comments or notes regarding the specified appointment. From
the show in the calendar menu, choose whether the comments are displayed on the calendar display.

In the payment section, select how the customer has paid for their treatment from the menu. In the next
field, add how much they paid and the balance due shows how much customer still has to pay.

The new customer tick box automatically updates, when making a first appointment. However, it is possible
to tick the box later on too. New customers are displayed in the calendar with a red dot in the top left corner
so as to be able to differentiate them from other customers.

The invoice button in the Appointment window will open the Invoice window. If the customer has any invoiced
treatments, they will appear in the product field. In this window you can also add more products to be
invoiced by choosing the products from the Product Search menu.

You can choose an appropriate treatment/product from the Treatment menu when you are invoicing your
customer.

With the Add button you can add a chosen customer to the appointment slot (See 5.2.1)

With the Modify button you will save the changes to the Payment and Product fields

With the Remove button you can remove the chosen customer from the Appointment slot

The Clear button empties the Customer data fields and you can search for new customer for Appointment
slot booking.

16



5.4 Searching for a Patient

If the customer is in the database already, you can search for them, for example, by feeding in some of the
letters of the surname and then clicking “Enter” or the “search customer” button (Picture 1). This will display
a list of customers starting with the letters you fed in (Picture 2), then you can choose the right patient by
double clicking, by pressing “enter”, or the “OK"- button. This operation functions in the same way on the

Patient File display.

You can also search patients by clicking the “search customer” straight away, which brings the whole customer

list on display.

Picture 1

Appointment

Diate: |02.03.2m1

Time: |13;3n - |14:DD

Person |DAS5HN: ||]50930-

(| Search custamer

Search Customer

Cancelled appaintment; [

Clear |

Crestomer n'ame:%

//\Fonathan

Telephone: |usu 345 55 67 Mew customer: v
Chiropractor I'I. Pekkarinen, Hari LI
Motice: |

Show in calendar, lCommon zetting LI

FPayment Balatice due

Baiiant | =] [Eo.00 [0.00 Referral: [
Product: IKiropraktinen hiita 1 LI
Asiakkaat Jocls, Jonathan OE0930- Add

Modify

Remowe

i

™ Mo appointments Inwaice | oK Remove Carnicel
Picture 2
Customer search i

1rin7a- Wilde, Payton

z30881- Willieam, Bruce

13027Z- Williams, Andres

170Zaz— Willismson, Joetta

040345 William=zgon, Merrit

200583- Wilson, Raymond

O ]

Cancel
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5.5 Deleting an Appointment

With the cursor on top of the appointment you wish to delete, right click and choose delete (Picture 1). After
this, a confirmation question will appear:” Delete appointment?” If a customer cancels an appointment and
you wish to save the information, for example, for statistical work, you can tick the cancelled appointment
box in the top right corner (Picture 2). B by pressing the “OK” button the appointment will automatically be
transferred to the (Cancelled/DNA) list. Then a confirmation text will appear (Session was made to a
chiropractor who is not displayed. Session added but it will not be displayed — confirm by clicking *OK"). The
list is available from the right edge of the calendar display on the chiropractor menu.

Picture 1

Ahwiond Hal, 044 56 34 230 Fern James, 01201 123 456

| |
| Lewinsky Andreas, 08 123 45 67 |
| |
| |

Teller Kazzy, 0600 673 243 Flanagan Kimberly, 11204 234 678

Susskind Leyla, 202 456 783

| Feist Rina, 01 Delete App Dir'l'tDEDEtta, 02021393 432

| G alzworthy Wallisj Moy Appomiment

| Corrad Carrie, om, 072 56 71 876 |

| Ambrose Mary, Customer display ririe, 072 987 263 |
Patient File .

[ wikan Fia_l,lmu:und:.m 205 927 483 | | Morberg J-;reth, 05012367 29 |

| Pemy Bill. 01202 67 58 358 |

Picture 2
Date: |DZ.DB.2011 Cancelled appaintment; { ]
Tirme: |13;3n = |14:nu
Ferson IDAS5H: |DBDSBD- | Search cuztomer i Clear
Customer name: |._|cu3|s iJonathan
Telephone: |E|9E| 245 EEE7 Mew customer: [
Chirgpractor: |'I. Pekkarinen, Harri ﬂ
Motice: |
Show in calendarn il:ommon zetting ;I
Pavment Balance dus
Bairmait | j !Eg_gg ig_ng Refenal: [~
Praduct: |Kir0praktinen bt 1 Li
Asiaklaat Joals, Jonathan 060930- £idd
bmdify I
Remowve |
™ Mo appointments Invaice | at, Femove Cancel
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5.6 Modifying an Appointment

With the cursor on the appointment right click and press”Change appointment”. This will open the appointment
in question. You can also open this window by double clicking on the appointment with the left button of
the mouse.

5.7 Changing an Appointment time

Changing an appointment time to days that are already displayed on the calendar screen is easiest by
dragging the appointment with mouse by holding the left button down simultaneously. You can also change
the appointment by opening the appointment in question by double clicking, or by changing the date and
time of the appointment. Save the changes by clicking *OK". You can, of course, delete the old appointment
and make a new one in its place. (See: Deleting an Appointment and Making an Appointment)

5.8 Changing the Duration of Appointments

Open the appointment window and change the time settings for appointments. You can also change the
amount of time directly on the calendar screen by holding the left mouse button down and dragging when
the two-way arrows up and down are displayed. NB. There has to be free space in the dragging direction.

5.9 Hiding the names from calendar display

It possible to hide the names from calendar diplay by clicking an icon at the toolbar at the top of the display.
(Picture 1).

Hiding the names icon

Picture 1 /
[t& ChircAdjustor - Appointments
File Custormer Patient File SEgtings_- Help
- “ 4 r»1u152i13u:n:
Mo, 5.5 2008 Tu, 6.5.2008
Bujold K.eme, +450 E53 287 | Mo Appointments
Orell Diaizy, 7834 389 82 23 |
08:40 | king Ginry, 10202 54 67 58 |
03:00 Haddoh Petronella, 01203 456773 45 | Stewart Quanna, 01202 354 B7 47 |
093:20 | Byrmne Gudmn, +303 453 95 34 |

5.10 Appointment slot view

In the Appointment slot bookings you can see the number of the patients/preference number of customers
for each Appointment slot (See Picture below). The Appointment slot is also color coded, green indicating
lot of space, yellow indicating some space and red indicating full. This refers to the preference number you
have fed in the Calendar settings .

13:20
1340 ¢ 245
14:00 45
14:20 | E/E
14:40
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6.0 Adding a Chiropractor

Open the customer display. Write at least the first and last names of the chiropractor. You may also add other
information. Tick the chiropractor box in the left bottom corner of the customer display. Add the chiropractor

by clicking the red plus sign at the top. As you close this window, the added chiropractor’s name appears to

the right of the calendar display under the calendar (See picture 5.1 Selecting the chiropractor).

| 7] ChTroAdjustor--tﬁstomar
File | Customer | PatientFile Settings Help
e 85 e @ 4 po® 10 15 20 30 Xx B

Perzon ID/S5M: |

Surhame;

First Mark
Sumame 1. Johnsson
Shrest

Postal code / city:

E-mail:

Telephane 044123 45 67

Telephone

Date of birth / 55M: 120171-

Oceupation: Years ()
Emplaper:

Chirapr. compenzation:

&8

Physioth, compensation:

@

Marital status; i
Feferrad by: i
How did vou hear about us: -
Red Flags:

Inesses:

[ Search customer ]| Inyoice

| | Customer's invoices:

Medication;

Fractures:

Accidents:

Operations;

Previous treatments)

Hobhies:

=l e

Clear

Close

Ready \

demo

01:13:14

Chiropractor tick box
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6.0 Customer Display

>Customer (the toolbar at the top of the calendar display)

This display includes basic customer information, such as their address, phone number, date of birth,
occupation etc. Text fields have also been added regarding the general health of the patient. The Red flags
data files are automatically transferred to the customer file display.

6.1 Adding a customer to the database without making an appointment

Empty all the fields by pressing the Clear button in the right bottom corner. Write in the customer information
(NB. You don't need to fill all the fields) and click the red plus button (+) at the top to add the customer to
the database. When the customer has been added to the database, a text will appear at the bottom
left:"Customer added”. When adding several new customers, clear the display in the same way after every
time you save information.

Red plus button (to add a customer to the database)

e Chir ar - Customer I&I
File stomer Patient File  Settings Help
e $F e @ 4 poW 30 15 20 30 xx BB
Perzon ID/SEM;:
Surhame; g3 [ Search customer ] | Inwiice || Customer's invoices.
Medication;
First Leyla L =
5 - Allergy medication
it Susskind Aathma medication
Street 16 Brocklands Averiue
Postal code / city: B2 1RF E.ambri.dge Fractures;
E-mail: levla.suzskind@vodafone. co.uk, "
B il L wrist fracture
Telephane 01202 456 729 Mavicular bone B
Telephaone
Date of bith # S5M: 170872 e
Oeccupation:; Unemplayed Years [ .
) 2 RT4 2006 - whiplash injury
Emplayer:
Chiropr. compensation: g =2
Physicth. compensation: % Ooerai
perations;
Marital status: Divarced =t Appendictomy
Riefened by: Other prafessianal v | Physiotherapist
How did pow hear about us: | Bilbaard o
Red Flags; Previaus treatments;
Mo prior treatments
Ilnesses: Hobbies:
Allergy Metbal
Asthna Dancing
Swimming
"] Chiropractar Cleat | | Cloge
Ready demo 01:22:02
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6.2 Deleting a customer from the database

Display the customer information on your screen. Click the yellow minus (-) button at the top. This will be
followed by a conformation question.

6.3 Editing customer information in the database

Display the customer information on the screen. Make the necessary changes and click the green arrows,
which are one above the other to save the changes. In the medical information text fields you can write
freely, or use the ready templates that you can edit as you wish. The templates you can retrieve by double
clicking the text field in question. (See 7.2 Adding and Editing Text Templates and 7.3 Using Text Templates)

6.4 Adding a Chiropractor

Open the customer display. Write at least the first and last names of the chiropractor. You can also add other
information. Tick the chiropractor box in the left bottom corner of the customer display. Add the chiropractor
by clicking the red plus sign at the top. As you close this window, the added chiropractor’s name appears to
the right of the calendar display under the calendar.

Green arrows (to save changes)
Yellow minus (to delete customer from database)

f e} thTmA&*}ustr‘.r - Customer E l

File Cdstorner PatientFile Seftings Help
g £ e @ 4 »oB 10 1520 30 X0 B

Persan ID/S5M:

Surharne: s L Search customer ] | Invoice | | Customer's invoices.
Medication;
First Leyla L SR
- Allergy medication
Sumame Suzskind Asthma medication
Shrest 16 Brocklands Avenue ¥
Postal code / city: CE21RF .C.ambrildge Fractures;
E-mail: levla.suzskindi@vodafone. co.uk "
B i L wrist fracture

Telephone 01202 456 783 Mavicular bone B
Telepkione
Date af bith / S5M: E

el ." 170872 N Accidents:
Decupation: Unemployed Years: )

2 RT4 2006 - whiplash injury

Employer:

Chiropr. compenzatior: 4

Physioth, compensation:

Ed

Operations;
Marital status: IDivmced = | ee—
Rieferred by: |Dther professional v| Physiotherapist
Haw did you hear about us; | Billboard v‘ o
Fied Flags: Previous treatments,
Mo prior trieatments -
llhesses: Hobbies:
Allergy - Metball
Asthma [ancing
Swimming
< W | Clear | | Cloze |
Rea‘uy—‘ dermo 01:22:02

\
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7.0 Patient File Display

Go to the customer’s Patient file display by taking the cursor over the appointment. Right click and select
"Patient File”. You can also go to the display by clicking the ” Patient File” button on the toolbar in the top
corner of the calendar display, and search for a customer by writing in the first letters of the customer’s
surname and then clicking “Search for customer”, then choose the customer from the list.

This is where the customer history, diagnosis, appointment related fixation diagrams /adjustment diagrams,
different types of test results, imaging findings, red flags, pain charts and notes of each appointment time
are displayed.

7.1 Patient History

This section includes text fields for Reason for Appointment/Pain Area, Reason/Cause for Pain, Current
Situation, Duration, Related Symptoms, Aggravating, Relieving and Previous episodes. You can write freely
in these text fields, or use the ready templates that you can edit as you wish. The templates you can retrieve
by double clicking thetext field in question. Choose the template and click”"USE”. There is also possible to
choose pediatric history by clicking the Pediatric circle beside Normal. These histories can be used simultaneously.

NB. The text fields in the history section only open, when a new symptom box has been ticked by double
clicking to the left side of the appointment notes. The history is also automatically opened when the patient
comes as a “new patient for the first time”. Otherwise, the same history is displayed on the grey background
until the new complaint box has been ticked again.

Pediatric history (mark the circle)

Normal History
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7.2 Adding and Editing Text Templates

Double click to open the text template window. Write the desired text in the text field. Click the”ADD” button
at the bottom (Picture 1). The text will then be transferred to the ready section with the same heading as
the text has. Add others in the same way, but first clear the text and the heading with the "CLEAR" button,
then add new ones. You can also combine and edit text templates that already exist (Picture 2). If you wish
to combine already existing texts, (Step 1) get the texts you wish to combine and (Step 2)write a new heading
and click "ADD".

Existing text templates can be deleted by choosing the text you wish to remove and then clicking”CLEAR".

7.2.1 Using Text Templates

The templates can be retrieved by double clicking on the desired text field. Choose the text and click
“"USE” See: Adding and Editing Text Templates.

NB. Text fields for the history section open up for use by double clicking the new complaint box on
the left of the appointment notes. The history section is also automatically open to be filled when
the patient comes as a”new patient for the first time”. Otherwise, the same history is viewable on
the grey background until a new complaint has been ticked in the box.

Picture 1
Heading
Text field
Ready Templates
Picture 2

Step 2:
Write a new heading\

T

Step 1:

Choose the texts —___ |
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7.3 Diagnosis

You can add text in the field provided, or use a ready template you can freely edit. The ready templates can
be retrieved by double clicking on top of the text field. Choose the texts, and click”"USE". See: Adding and
Editing Text Templates.

7.4 Appointment Notes (S.0.A.P.)

The black arrowhead on the left side shows the appointment time in question. You can change the location
of the black arrow by double clicking on the left side of the date.

You can write text in the field provided, or use a ready template for the notes regarding each individual
appointment. The templates can be retrieved by double clicking on the text field. Choose the text and click
“"USE"” See: Adding and Editing Text Templates.

NB. Text fields for the history section open up for use by double clicking the new complaint box on the left
of the appointment notes. The history section is also automatically open to be filled when the patient comes
as a”’new patient for the first time”. Otherwise, the same history is viewable on the grey background until a
new complaint has been ticked in the box.

7.4.1 Expanding S.O.A.P. Notes

You can expand the S.0.A.P. notes by clicking the arrow on the upright corner of the S.0.A.P. notes
By doing this you can see more rows at the S.O.A.P. notes without scrolling the field. Clicking the
arrow again returns the rows back to the normal.

>

\ \Diagnosis
Appointment notes

New complaint tickbox (S.0.AP)
and . . . .
Black arrowhead showing

the appointment in question
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7.5 Fixation diagram

In this section you can record adjusted levels, palpation findings and ROM findings for each appointment,
so you can mark each visit again. Previous ones can be browsed by clicking open the notes for previous
appointments on the desired date. A VBAI test has also been added above the fixation diagram.

Step 1: Marking is done by clicking the appropriate boxes to an active state under the SPINAL MOTION text.
You can activate more than one option by a click. Step 2: Click the markings on to the fixation diagram
and/or on to the ROM diagrams. You can delete the markings from the fixation diagrams by deleting the
SPINAL MOTION boxes and then clicking on the mark to be deleted. The ROM diagram can be deleted from
markings by taking the cursor on top of the diagram and right clicking and choosing "CLEAR".

Step 1: Tick the appropriate boxes

\

Step 2: Click the markings
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7.6 Tests taken and Results

In this section there are new tabs for Muscle tests, Orthopaedic tests, Neurological tests, Vital Signs and
Paediatric tests. You can open the tabs by double clicking (left mouse button). Orthopaedic, Paediatric and
Neuralgic tests are still divided as separate tabs that open with one left click of the mouse. Tests taken and
their results are displayed in a window underneath the main tabs. The”ALL" tab displays all test taken with
their results, and appears by default when browsing notes for appointments. Tests are also appointment
related.

7.7 Dermatomes chart

Here you can draw the pain areas and/or numb areas by holding down the left button of the mouse. You can
choose the colour underneath the picture (Pain - red, numbness — blue). By pressing the clear button you can
clear the whole picture.

Tests Taken and Results

Dermatomes chart
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7.8 Imaging findings

In these fields you can write text, or use ready templates you can edit. The templates can be retrieved by
double clicking on the text field. Choose the texts and click”USE". See. Adding and Editing Templates.
7.9 Red Flags

In this field you can write text or use ready templates that you can edit. Templates can be retrieved by double
clicking on top of the text field. Choose the texts and click”USE". See: Adding and Editing templates.

NB. The Customer displays Red flags information is automatically transferred into this field.

Red flags
Imaging findings
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8.0 Billing

8.1 Invoice Window

Click the invoice button in the Appointment window. This will open the Invoice window. If the customer has
any invoiced treatments, they will appear in the product field. In this window you can also add more products
to be invoiced by choosing the products from the Product Search menu.

You can also edit, print or remove invoice from this window.

NB. You can feed in more products or edit the Product Search menu products in the product section
(File>Product 9.2).

Product field /©

8.2 Making an Invoice

Product search
—  menu

Open the appointment window by double clicking customer’s appointment in question. Choose Invoice from
the payment menu. If the first product is not suitable then choose another from the treatment/ product
menu. Confirm by clicking OK. Confirmation question "Do you want to make a new invoice for the customer?”
will follow. By clicking Yes an invoice will be saved for the customer.

Payment menu

Treatment menu\\_>
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8.3 Editing Invoices

Open the appointment window by double clicking customer’s appointment in question. Click the Invoice
button from the appointment window. This will open the Invoice window. Here you can see all customers
invoices lined up and the total amount to be invoiced.

8.3.1 Modifying an existing invoice
Step 1: Highlight the Invoice to be edited by clicking the product/treatment in question at the product

field. Now the text will appear above at the Invoiced item line. Step 2: Make necessary changes and
click Modify.

Invoiced item
line —

Product field\(

8.3.2 Adding more products/invoiced items for the bill

Open the Invoice window. Here you can see all customers invoices lined up and the total amount to be
invoiced. If you want to add more products/treatments for the same bill click Product search button
(Picture 1). Select the desired product and press OK (Picture 2, next page). Now the product is on top
at the Productitem line. Click Add in order to add a new product/treatment for the bill (See 8.6 Products
for adding, modifying and removing products from the Product menu).

>

1. Click Product search

Product search
- menu

30



2. Choose the product you want to add and click OK.

8.4 Printing an Invoice

Open the appointment window by double clicking customer appointment in question. Click the Invoice
button from the appointment window. This will open the Invoice window. Here you can see all customer
invoices lined up and the total amount to be invoiced.

If you want to print the invoice, click Print. This will open printing window where you add up the due date
and click Print. If you want to preview before printing, click Preview. Reference number is automatically
generated.

[~ Due date

—~ Reference
number
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8. 5 Cumulating invoices

You can use this function if your customer has several appointments and wants them on a same invoice. You
will do the same procedure as in Making an Invoice each time (8.2). From second visit onward the confirmation
question “Customer has an open invoice. Do you want to add this session to the open invoice?” will appear.
If you want to cumulate the invoices confirm by clicking Yes.

Invoice window will show all the cumulated invoices

8.6 Products (Invoice)

File>Products

In this window you can add, modify or remove products that are found from the Product menu in the Invoice
window (See also 8.2 Making an invoice).

Product line

Product field

\

T———

>\
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8.6.1 Adding products

Start filling in the name of the product, unit price, VAT and Product number on the Product line. Then
click Add button. Product will be added to the product list. Clicking Clear will empty the Product line
if you are adding more products.

NB. The product number one appears automatically on top of the list in the appointment window when
you make an invoice. If you do not choose another product number one will appear on the invoice.

Product line —_|

T i

Product field

8.6.2 Modifying products

Choose the product by clicking over the chosen product at the Product field. When the product is
highlighted the text will appear above on the separate Product line above the Product field and is ready
to be edited. Make necessary changes and click Modify button to confirm.

Productline__|

[ E—

Product field
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8.7 Invoice search

In the Invoice search window you can view, cancel and print invoices. The input of payments for paid invoices
is also through this window.

From view menu you can choose which invoices you want to view. Available views are Open invoices, Cancelled
invoices and all invoices. Choose the desired view and click Search again button. The Invoices are put in order
by creation date. You can also see reference number, name of the customer, due date, printing date, status
and total of the invoiced amount. You are able to limit the search by inserting due date interval on the due
date line.

8.7.1 Payment input

Registering the payments to the system is done by choosing a desired invoice by clicking over the invoice
Picture 1 and then clicking Payment Input button (Picture 1). Payment input window will open now.

The total amount of the invoice will appear automatically but you can change the amount if necessary
(Picture 2). The payment due will be left on the invoice search and is also updated to patients appointment

windows.
Picture 1 ) Payment input button
Picture 2

: |- Payment amount
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9.0 File

(Choose from the toolbar at the top of the screen)

9.1 Reports (File > Reports)

Here you can printout reports regarding customer visits, numbers of referral patients, references etc. Here
you can also find the income reports and number of customers for each chiropractor in a given time frame.

9.1.1 Customer reports > Customer appointments, Customer card

Customer appointments- If you want to display all the appointments for a customer leave the time
field blank. If you wish to view the appointments in a specific time frame, write the dates in the field
reserved for this. The report shows the appointment dates, the start and end times, the chiropractor
and notes if any have been made.

Customer card- You can get printouts from your patient records in this section. If you leave the time
field blank you will get the printout from all the records concerning the chosen patient.

9.1.2Time interval reports > List of Customers alphabetically, Number of visits for each chiropractor,

Customers with referrals, Referees, How did you hear about us, New Customers)

Choose the required report type. If you need to see the visits in a specific time interval, fill in the
required dates.
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9.1.3 Chiropractor printouts > Chiropractor’s income reports

Select the chiropractor and write in the dates when you want the report for a certain time interval.

Chiropractor printouts > Chiropractor’s appointments — Select the chiropractor and fill in the dates, if you
need the report for a certain time interval.

NB. You can print the reports directly or preview them. You can also save reports in the preview section
where they will be displayed using Word.
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9.2 Products
(File>Products)

See 8.6 for instructions

9.3 Invoice search
(File > Invoice search)

See 8.7 for instructions
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9.4 User Information
(File > User Information)

You can change your password (Picture)

User Information

test

9.5 Remove license
(File > Remove license)

Exits the licensed programme and goes into demo mode for a certain time.

9.6 Exit
(File > Exit)

Closes the programme
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