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LICENSE AGREEMENT — IMPORTANT

READ THIS AGREEMENT CAREFULLY BEFORE INSTALLING THE SOFTWARE. BY
INSTALLING THE SOFTWARE, YOU ACCEPT THE TERMS OF THIS AGREEMENT. IF YOU
DO NOT ACCEPT THE TERMS OF THIS AGREEMENT, DO NOT INSTALL THE SOFTWARE,
AND PROMPTLY RETURN THE ENTIRE PACKAGE AND YOUR RECEIPT TO YOUR PLACE
OF PURCHASE WITHIN 30 DAYS FOR A FULL REFUND.

Carefile Medical Systems Inc. grants you a non-exclusive “single-user” license to use the
enclosed computer application and any final edition thereof (the “Software”) and the related
documentation (the “Documentation”) according to the terms set forth in this agreement. All
rights reserved. Copying, duplicating, selling or otherwise distributing any part of this product
without the prior written consent of an authorised representative of Carefile Medical Systems Inc.
is prohibited.

You may:

Use the Software on only one computer at a time; make one backup copy of the Software that is
automatically subject to this agreement. You may transfer the Software, including all copies and
the Documentation, to another party if the other party agrees to accept the terms and conditions
of this agreement and if you notify Carefile that you have done so. Your transfer of the Software
terminates your license from Carefile.

You may not:

Make the Software or Documentation or copies thereof available in any manner or form or use,
copy or transfer the Software, in whole or in part, except as provided above; alter, merge, modify,
adapt, de-compile or reverse engineer the Software; remove, obscure or alter any Carefile patent,
copyright or other proprietary rights notices.

The license granted to you by this agreement is effective until terminated. You may terminate the
license at any time by destroying all copies of the Software and Documentation. Carefile may
terminate your license if you violate any part of this agreement. In the event of termination, you
must immediately destroy all copies of the Software and the Documentation or return them to
Carefile.

In developing the Software, Carefile has attempted to offer the most current, correct and clearly expressed information
possible. Nonetheless, errors can occur. Carefile does not warrant that the Software is free from bugs, errors or other
application limitations.
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Limited Warranty and Disclaimers

Limited Warranty on Media.

Carefile warrants the disks on which the Software is recorded to be free from defects in materials and faulty
workmanship under normal use for a period of ninety (90) days from the date of delivery as evidenced by a
copy of the sales receipt. Carefile will, at its option, replace or refund the purchase price of the diskette at no
charge to you, provided you return the faulty diskette with the sales receipt to Carefile or an authorised
Carefile Dealer. Carefile shall have no responsibility to replace or refund the purchase price of a diskette
damaged by accident, abuse, or misapplication. ANY IMPLED WARRANTIES ON THE DISKS,
INCLUDING IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR
PURPOSEM, ARE LIMITED IN DURATION TO 90 DAYS FROM THE DATE OF DELIEVERY.

Disclaimer of Warranty on Software.

THE SOFTWARE IS PROVIDED “AS I1S” WITHOUT WARRANTY OF ANY KIND, AND Carefile
EXPRESSLY DISCLAIMS ALL IMPLIED WARRANTIES, INCLUDING BUT NOT LIMITED TO THE
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE.
Carefile DOES NOT WARRANT, GUARANTEE, OR MAKE ANY REPRESENTATION REGARDING THE
USE OR THE RESULTS OF THE USE OF THE SOFTWARE OR ANY ACCOMPANYING WRITTEN
MATERIALS IN TERMS OF THEIR CORRECTNESS, ACCURACY, RELIABILITY, CURRENTNESS, OR
OTHERWISE. YOU ASSUME THE ENTIRE RISK AS TO THE RESULTS AND PERFORMANCE OF THE
SOFTWARE AND WRITTEN MATERIALS. CAREFILE DOES NOT WARRANT THAT THE SOFTWARE
WILL WORK CORRECTLY IN YOUR MULTI-USER OR NETWORK ENVIRNOMENT. IF THE SOFTWARE
IS DEFECTIVE, YOU, AND NOT Carefile OR ITS DEALERS, DISTRIBUTORS, AGENTS, OR
EMPLOYEES, ASSUME THE ENTIRE COST OF ALL NECESSARY SERVICING, REPAIR, OR
CORRECTION.

Complete Statement of Warranty.

THE LIMITED WARRANTIES PROVIDED IN PARAGRAPHS A AND B ABOVE ARE THE ONLY
WARRANTIES OF ANY KIND THAT ARE MADE BY CAREFILE ON THIS CAREFILE PRODUCT. NO
ORAL OAR WRITTEN INFORMATION OR ADVICE GIVEN BY CAREFILE, ITS DEALERS,
DISTRIBUTORS, AGENTS OR EMPLOYEES SHALL CREATE A WARRANTY OR IN ANY WAY
INCREASE THE SCOPE OF THIS WARRANTY, AND YOU MAY NOT RELY ON ANY SUCH
INFORMATION OR ADVICE. THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS. YOU MAY
HAVE OTHER RIGHTS, WHICH VARY FROM STATE TO STATE.

Limitation of Liability.

IN NO EVENT WILL CAREFILE, OR ITS DEVELOPERS, DIRECTORS, OFFICERS, EMPLOYEES, OR
AFFILIATES BE LIABLE TO YOU FOR ANY CONSEQUENTIAL, INCIDENTAL, OR INDIRECT DAMAGES
(INCLUDING DAMGES FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION, LOSS OF
BUSINESS INFORMATION, AND THE LIKE) ARISING OUT OF THE USE OF OR INABILITY TO USE THE
SOFTWARE OR ACCOMPANYING WRITTEN MATERIALS, EVEN IF CAREFILE OR AN AUTHORIZED
CAREFILE REPRESENTATIVE HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

BECAUSE SOME STATES DO NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR
CONSEQUENTIAL OR INCIDENTAL DAMAGES, THE ABOVE LIMITATIONS MAY NOT APPLY TO YOU.
CAREFILE’S LIABILITY TO YOU FOR ACTUAL DAMAGES FOR ANY CAUSE WHATSOEVER, AND
REGARDLESS OF THE FORM OF THE ACTION, WILL BE LIMITED TO THE GREATER OF $500 OR THE
MONEY PAID FOR THE SOFTWARE THAT CAUSED THE DAMAGES.
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Welcome

Welcome to CareOffice 2000

Welcome to the CareOffice application. CareOffice is a powerful application that
will help you keep your patient information up to date, schedule appointments,
book examination rooms, find doctors when referrals are needed and perhaps
most importantly bill medicare in a very efficient manner.

The CareOffice 2000 package

Here’s what you'll find in the CareOffice 2000 package

A set of diskettes (or a CD-ROM) containing the application, the installer, and the
program that runs the online help

Carefile CareOffice User’s Guide

CareOffice Registration Card

About this Guide

This guide contains start-up instructions, step-by-step tutorials, and reference
information with brief explanations of what every command and icon can do for
you.

Conventions used in this manual

The CareOffice documentation uses the following conventions:
Italics are used when referring to chapters or sections in this manual.
Bold is used when referring to command you must issue the computer; for
example Double-click on the Setup icon.
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General Conventions

“Choose” when used in reference to commands means to carry out the command
by clicking it with the mouse or by using keyboard equivalents — for example, the
Del key used in place of the Delete command.

“Choose the OK button” means to click the OK button with the mouse or press
the Enter key to carry out the action.

A dialog box is “enabled” when a check mark appears beside it, or its’ button
contains a black dot (blue on colour monitors). The absence of a check mark or
black dot means the option is “disabled”.

Mouse Conventions

CareOffice uses both mouse buttons. Each application assumes you have
programmed the left mouse button as the primary mouse button. Whenever a
procedure requires you to use the secondary mouse button, the documentation
refers to it as the right mouse button. Single-click means to click the left mouse
button once. Double-click means to click the left mouse button twice in rapid
succession.

Keyboard Conventions

Carrying out commands or procedures with keys frequently involves pressing two
or three keys - whether together or in succession. For example, Ctrl+P means to
hold down the Ctrl key while pressing P, and Alt, C means to press the Alt key,
and then release it, before pressing C.

“Arrow keys” or “cursor keys” are collective terms for the Up, Down, Left and
Right Arrow keys.

For Explanations of Commands and Features

If you wonder what a command does or what some icon means, turn to the
reference material in Chapter 8. Chapter 8, “Command Reference”, provides
details about each command on the menus. The menus appear in the same
order as they do in the application.

How to Use the CareOffice99 Help System

You will notice that in many locations within the software simply moving the
mouse arrow onto a symbol will cause a keyword indicating the use of the symbol
below.
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Chapter Overview

Starting Up gives instructions for registering your ownership, for installing the
application and for everything else you need to do before you begin. The
information here is relevant to all users.

Patients goes through the necessary steps to enter the relevant information for a
new patient and the procedure of modifying an existing patient file, along with
printing labels and envelopes and using the automatic dialer.

Doctors explains how to look up a doctor in the Doctor database using the
various views, how to add new Doctors and edit an existing Doctor record in the
database, along with printing labels and envelopes and using the automatic
dialer.

Billing provides the user with a tutorial style look at the Billing procedure; covering
both government and private billings.

Schedules instructs the user on how to use the appointment scheduler to book
time for meeting or examination rooms, doctors and nurses if required.

Reports demonstrates how the various reports are produced and how they might
be used.
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First Things First

What you will need

System Requirements

Registering with Carefile Medical Systems Inc.

When the Carefile representative installs your software on your system he/she
will ensure that your license is registered with Carefile Medical Systems Inc. so
you will receive new update notices, monthly newsletters, new product notices
etc.

Making a Backup Copy

If your installation came on 3% diskettes, then it's a good idea to make backups
of the CareOffice 2000 software diskettes and keep the originals in a safe place.

To make a backup copy of the disks, follow these steps for each one:

1. Lock the CareOffice disk.

2. Insert the CareOffice disk into your disk drive.

3. Double left-click on the “My Computer” icon on the Windows Desktop.

4. Click on the 3%” Floppy [A:] icon.

5. Click on the File Menu and select “Copy Disk...”

6. Inthe Dialogue Box that is presented, click on “3%2” Floppy [A:]” in the
Copy from and Copy to boxes

7. Click on the Start button.

8. Insert a Blank Diskette when prompted. (It may ask you if you want to format

the disk — if it does then do it.)

Installing CareOffice 2000

Installing CareOffice 2000 on your hard disk is easy — the CareOffice Setup
program does everything for you. All you do is start the setup program and tell it
where you would like it to install it to, i.e. which folder on which disk. The installer
puts everything in its proper place on your hard disks.

1. From the Windows Desktop, insert Disk 1 of the CareOffice installation
diskettes into the floppy drive and double click on My Computer. You will
see a window similar to the illustration below.

E. My Computer

Eile Edit “iew Help

ty Computer

=
a Floppy [&)

Figure 1 — Find the floppy drive on your desktop
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2.  Find the icon labelled 3% Floppy [A:] in the My Computer window and
double-click it to open it.

3. Double click on the program file called Setup.exe which is located in the
window of the 32" floppy.

=

Setup.exe
Figure 2 — Find the Setup program

4, Setup will guide you through the rest of the steps. When asked where to
install the program icons select the Programs folder in the Start Menu.
When the installation is complete you will need to define the user
characteristics with the CareUser software.

5. If your installation came on a CD-ROM, then the above still applies but your
drive letter will be different (use your CD-ROM’s drive letter) and there is
only one disk to process.

Defining User Characteristics

Now that the software has been installed we need to define who the users of
CareOffice will be, which privileges they will have, which accounts they will bill
from etc...These tasks are performed using CareUser.

1. From the Windows desktop click on Start. You will see menus similar to the
following illustration.
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Figure 3 — Start Menu Options
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2. Select the CareUser program as shown above. You will see a window open
similar to the following. CareOffice has been set up with an example user.
Take a look at the user characteristics by clicking on the tabs labelled User
Defaults, Billing Setup, E-Mail Setup and Miscellaneous.

@& Carefile User Profile [ %]
o e e EE—
RN P[H | =] |\/ H ('l/ X Cancel o Ok I

User Info |User Qefaults' Billing Setup' E-Mail Setup | Miscellaneous'

User Name IBuh |

Password I

Figure 4 — Carefile User Profile — User Info

3. With the User Info tab selected click on the + button to add a new user. The
| Bar will be blinking in the User Name entry area.

4. Type in the User Name. It can have up to 30 characters. ( You may include
letters, numbers, symbols, spaces and punctuation marks — the full ASCII
character set - in the User Name if you wish.)

5. Type in the Password to be used. The password can be up to 10
characters in length and again the full ASCII set of characters may be used.
Note that the password is Case sensitive. You must use it the same way as
it was typed, i.e. UPPER CASE or lower case or Both. Notice that for
security reasons the password is not displayed onscreen but is instead
represented by *’s.

6. Click on the User Defaults tab. You will see a window similar to the

following.

L« I““ll“\.r * | = Alr/‘ i ("l/ X Cancel q/le

User Info User Defaults |ﬁilling Setup | E-Mail Setup | Miscellaneous'

— Access Rights Default Entries
W City IMontreaI
¥ Billing (R/0) provjoc |
¥ AutoBill sex [F
M Patient (RW) I—
¥ Patient (R/0)

I Editor
¥ Analyser

Figure 5 — Carefile User Profile — User Defaults

This is where we will set up the Access Rights and Default Entries of the
users. You will notice that the Access Rights are divided into 2 categories;
billing and patient. For example you can set up your accountant to have
Billing (R/W) , that is Read and Write, privileges by clicking in the box next it
and Patient (R/O) so he/she can do the billing but also see the patient

Carefile Medical Systems Inc 9



10

10.

information if necessary. You may want to assign the secretary and nurses
with Billing (R/O) or Read Only privileges so they can see the billing
information and with Patient (R/W) privileges so they can enter or edit new
patient information, book appointments etc...

You will also note that there are some Access Rights, which have been
greyed out, which are not selectable. These are for future releases of
CareOffice software.

Assign the appropriate privileges to the new user by clicking on the radio
button next to the privilege(s).

The Default Entries; City, Prov and Sex are timesavers if most of your
patients are from the same city, province and are of the same sex. When
entering patient information the information you insert into the text boxes
next to these defaults will be automatically inserted into the patient record.
The city, province and sex of the patient on the patient record will of course
be editable if necessary.

Click on City and enter the default city of your choice then press the Tab
key to go to the remaining fields and enter the default province and sex.
Note: CareOffice does not require you to enter anything in these default
fields if you prefer not to.

Click on the Billing Setup tab. A window similar to the following will open.

e £ - # - # # -
+|—|/ v | X ("l/ xgancell/ W Ok |

User Infol User Defaults Billing Setup |E-Mai| Setup | Miscellaneousl

=
o P[H
[ |

Billing Files Path |

Private Bill Close IPayment is due upon receipt]

¥ Print Private Bill Header Print Private Bill Copiesl 2
v Begin Bill In Actes Ceiling Amountl $46,000.00

¥ Use Last Mod
I¥ | Diskette Copy. Yerify

¥ Lower Case Mag Swipe

Figure 6 — Carefile User Profile — Billing Setup

Move through the fields by pressing on the Tab key and inserting the correct
information. If you find a need at some time to change any of these defaults
the following explains what each field represents.

Billing Files Path — This tells the software where on your hard disk(s) to find
the Billing Files. CareOffice will by default store these files in the CareOffice
2000/Data directory. If you wish to change this you must include the entire
path to the data files, i.e. D:\Dr.Rousko\Bills

Private Bill Close — Whatever is in this text box will be printed at the bottom
of all the private bills you prepare.
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Print Private Bill Header — If you are not using your own pre-printed
stationary with the practice’s name, address etc... on the top you may want
CareOffice to create a header for you. If so, check this box.

Begin Bill in Actes — There are two parts of the Regie bill; Actes and Visits.
If you would like to have the bill start with the Actes at the top of the bill then
check this box.

Use Last Mod — Modifiers may be used in conjunction with certain billing
codes. If in your practice you are often using the same modifiers you may
want to specify here that the last used modifier be applied to the next billing
code you use. If so, check this box.

Diskette Copy Verify — Not available in this version of CareOffice.
Lower Case Mag Swipe — Not available in this version of CareOffice.

Print Private Bill Copies — If you require only 1 printed copy of the bill you
would place a 1 in this box. If however you want to print a copy for the
patient and a copy for your files then you must specify 2 here. Please note
that if 0 is entered then you can generate private bills without the bill being
printed.

Ceiling Amount — The ceiling amount is the maximum the doctor for whom
you are billing, can bill the government within a trimester. This amount is
dictated by the government is frequently changed. You can run the
Projection Ceiling Report to estimate when you will reach this ceiling
amount.

11. Next click on the E-Mail Setup tab. A window similar to the following will

appear.

ey EA o - E 5 B #~ #~ B
| 5 4|b[H|+ - |v| x ("l/ anncell/ Ok I
User Inful User Qefaullsl Billing Setup E-Mail Setup |Misce|laneuus|

— SMTP (Send Mail Setup)

Server Addreslsmtp.lotal.net

Your Addresslfrank@mckelship.cum Name IFrank J. Casteman
EncodingIMime 'l Character SetIUSASCII 'l

Log File NamelC:\Temp

— POP3 (Receive Mail Setup)

Server Addresslpup.total.net Leave Messages On Server [

User Name |franld Password [~

Save Messages IC:\Temp

Figure 7 — Carefile User Profile — E-Mail Setup

Complete this screen according to the information your Internet provider
gives to you. Note that CareOffice will automatically use your regular e-mail
program by default if one is installed. If you do not have one installed, then
CareOffice will use its own built-in e-mail program. Only in this case do you
have to enter this e-mail information.
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12. Finally click on the Miscellaneous tab to complete the information there.
The window will look similar to the following figure.

@& Carefile User Profile [ %]
e A - o s S E - o s
Jijkad *lr[H|+ =] x (-I/ anncell/ ' Ok f

User Infu| User Qefauhs' Billing Setup' E-Mail Setup Miscellaneous |

" Preferred Internet Browser

i |Netscape Navigator/C i :-tnrlI ° Micosoft Internet Explorer

¥ | Display Time As AM/EM Network TimeOut (Secs) 1800
¥ | Display. Cell Text Start Profile
¥ Enable Humlock
Status Board # 1
Priority 1

Figure 8 — Carefile User Profile — Miscellaneous

You can choose your Preferred Internet Browser by clicking on the radio
button next to Netscape Navigator or Microsoft Internet Explorer. Tab to the
other fields to complete the information that your Internet provides.

13. Click on the Post Edit button — ¥  — to save changes. If you need to
create more than 1 user click on User Info and press 4 o create another
user.

14. Click OK to finish and save all changes.

CareOffice 2000 Files

CareOffice will install the files needed in a location directed during the installation
process. To make backing up easier and quicker, the data files contained in the
user folder should be in a different location than the program files.
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Starting the Application

1. From the Windows desktop click on Start. You will see a cascading menu
similar to the following illustration.

4
& Windows Update
‘ INEW Office Document
~—
E 1 Open Office Dacument
- (2
‘@ @Home Assistant G
pe c
@ @Home Network =
T G
mifl Netscape SmertUpdate
G

iobe Acrobat

= Fisher-Price® » 3 CareOfice Table Restructure
SFUJIFILM > Pcereuser

FEHMI

(HHasbro Interactive

(Hintemet Explorer

(HlomegaWare

(FMecAfes VirusSean

* | (SHMicrosoft Reference

- tscape Communicator Professional Edition
o =jPaint Shop Pro 5

j Docurments (EQuickTime

(ZQuickTime for Windows

@ Setings el
- (EISETI@home
(ZShackwave
Q) s
@ Help SWinzip
& Microsoft Access

gu‘ >+ Run ¥ Microsoft Binder
& Microsoft Chat
€ Microsoft Excel

@ Log Off Jacquie. ZMicrosoft Outlook.
& Microsoft Photo Editor

T [=IMicroscft PowerPoint
E @ ShitDown BF MicrosoftWord
e #SMsDOSPrompt -
iBStan | € 4 2 @ B S K| 3)Windows Explorer Microsaft Word .| () CareUser

(Hsiera

(HstartUp
(HWinFaxPRO
G

Figure 9 — Launching CareOffice 2000

2. Highlight CareOffice 2000 as shown in the illustration above and then
release the mouse button. You will see a message indicating that CareOffice
2000 is loading, please wait and then you will be presented with the Billing
Accounts dialogue box.

3. You will see the following dialogue box allowing you to select the billing
account(s) you have access to.

B Billing Accounts

Select Account:

«-:AII Accounts= %l

Enter password:

0] Cancel |

Figure 10 — Billing Account, Select Account

If you have authorisation to access all the billing accounts, press the Tab
key, enter in your password and click on the OK button.

If you don’t have authorisation to access all the billing accounts, click on the
down arrow next to Select Account, highlight the account you will be
working with and then press the Tab key to enter in your password and click
on the OK button.
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When CareOffice 2000 was installed on your system, the Carefile representative
set up the Billing Accounts for you. Your license depends upon how many
doctors you will be billing for or how many billing accounts you will need. If more
physicians need to be added to your facility in the future, you may contact
Carefile to have your license upgraded to include billing accounts for each of the
additional doctors. It is important to note that a doctor may be a part of several
different billing groups depending on how your clinic or practice is run.

If you need to change the Billing Account you are working with to another you
can do so within the CareOffice software.

1. From the menu bar at the top of the screen click and hold Tables.
2. Highlight Select Accounts, as shown in the illustration below, and release
the mouse button

g‘ CareOffice 2000 for Windows Version 1,

File “iew Eruwse|1ab|es Freferences

/_, Patl Billing Codes
A
= ]

Diagnosis Codes
Patients

Modifiers
Establishments

Select Account

Figure 11 — Tables, Select Account

3.  You will see the same Billing Accounts dialogue as in the illustration
above. Click on the down arrow next to Select Account, highlight the
account you now want to work with and then press the Tab key to enter in
your password and click on the OK button.

You are now ready to begin work with CareOffice 2000 and will be presented with
the CareOffice main desktop.

If you would like CareOffice to start up automatically each time you turn on your
computer follow the instructions in Windows Help. To access Windows Help do
the following

Click on Start at the bottom left of the Windows desktop
Click on Tips and Tricks

Click on For Running Programs

Click on Having a program start when you start Windows

PN~
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The CareOffice Main Desktop

The CareOffice main desktop is the first screen you will see. From the
CareOffice main desktop you can access all the modules of CareOffice. The
following illustration has been labelled to present to you some of the terminology
that will be used throughout this manual.

Maximize Window \

= Close box
Title bar

Minimize Window

@ CareOffice 2000 for Windows Version 1.0
Menu bar File View Browse Tshles Preferences Tools Help
Doctors (by Name)
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Figure 12 — CareOffice Main Desktop \‘!"Vinfiovn "
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Patients Module Overview

The Patients module is used to input new patient information and update the
existing patient records. CareOffice allows you to keep track of pertinent patient
information such as their address, birth date, special notes and cautions,
insurance information, their Medical Record Number (MRN) and attending
physician to name a few. The Patients Module of CareOffice will allow you to
search through your patient database in several ways to make it easier to find the
patient information you are looking for. This module will allow you to create a
new bill for office procedures or office visits and the necessary patient information
will be automatically put into the RAMQ or private bill saving you time. It also has
the time saving ability of printing Labels and Envelopes

Sorting the Patient Database

There are four different fields you can sort the patient database on if you choose
to View the patient database:

1. By RAMQ Number
2. By Last Name

3. By Married Name
4. By MRN Number

When the patient database is sorted by RAMQ Number the patients’ RAMQ
numbers are sorted alphabetically and then numerically. For example: the patient
with RAMQ number CASF-5202-0302 will appear before CASM-5202-0301. The
same sort is carried out if you select to search by MRN (Medical Records
Number).

If you select to view by Married or Last Name the patient data is sorted by
Married or Last Name and then by first name.

Note that the system is smart enough to remember your current sort selection
and will default to that field the next time you run CareOffice.

How to View the Patient Database

You can select to view the Patient Database in a number of different ways, by
clicking on the Patients icon or by choosing View from the menu bar.

Click on the Patients icon on the left side of the CareOffice desktop. (You'l
notice that the icon changes colour to indicate that it has been selected.)

Carefile Medical Systems Inc 19



You will see a cascading menu as shown in the following figure.

@ CareOffice 2000 for Windows VYerg

File  ‘“iew Elruwse Takbles Preteret

By BAMO Number

By Last Name
atle,rffs | By Married Name

By MRN

Figure 13 — Patients cascading menu

You can access the same sorting options by clicking on View on the menu bar at
the top of the screen and highlighting patients. A cascading menu will appear
with the same options.

@ CareOffice 2000 for Windows Yersion 1

File | Wiew Browse Tahles FPreferences

i FEatients ¢ By BAMO Nurnber
| Doctors  » By Last Name k

By Married Name
Aal L gy MRN

GaL

Figure 14 — View Patients by Last Name

Once you have the cascading menu, select the sorting method you wish to
implement by highlighting the sort option and then clicking on it. (The sort may
take a few minutes depending on the capabilities of your computer, how many
other applications you have running at the time and how large your patient
database is.)

The patient information displayed contains the patient's RAMQ number, last
name, first name and finally their MRN number.

E.tq CareOffice 2000 for Windows Yersion 1.0

File  Yiew Browse Tahles Preferences Tools

[

Patients (by Last Name)

ANDC-5852-1018 ELLJ-640

Andrew, Christopher EEIIiaS,JaSDn
123466789 £ 225898500

/

Figure 15 — View Patients (by Last Name)

Moving through the

20

Sorted Patient Database

Once you've sorted through the Patients Database you can use any of the four
ways following to view a group of patients.

1. Click on any of the alphabetised tabs to the right of the sorted patients
record to see the patients whose last name begins with the letter on the tab
selected. The first patient found will be highlighted.

2. Click on the right or left arrow on the scroll bar at the bottom of the screen to
move through the patient data one column at a time.

CareOffice 2000 User's Guide



3. Click on the light grey space on the scroll bar to move through the patient
data one screen at a time
4. Drag the scroll bar to move several screens at once.
5. Use the AutoSearch feature.
a) Click on the Patients Browser on the CareOffice desktop
b) Select any of the available views
c) Start typing the patient’'s name, MRN number or Insurance number.
You will see the search criteria you've typed appear as in the following

illustration
lg_i CareOffice 2000 for Windows Version 1.0 [_ O] ]
Eile ‘iew Browse Tables Preferences Tools Help

il Patients (by Last Name) Find: Finney ANDC-VESF

ANDC-5952-1018 : ELLJ-6403-1708 - - VESF-6504-2810 a
Andrew, Christopher  : Ellias, Jason Tuhetti, George Angelc Vespers, Frank ]
133456789 jZ25890900 124589499 23bu0a0 _c |

Figure 16 — AutoSearch Feature

Whatever you’ve typed will appear after Find:. As soon as you pause
CareOffice will move to the first name in the database containing the
search criteria and will highlight that name.

Note: By default, The AutoSearch feature is enabled. If you prefer, you can
turn it off via the Preferences -> AutoSearch option. If you turn it off, then
you must press Enter after you finish typing to activate the search.

The illustration below shows the locations of the tabs, arrows and etc...

B CareOffice 2000 for Windows Version 1.0 [[=] B3

Fle View Biowse Tobles Repots Preferences Took Help
4| Patients (by Last Name) 3G
. ASKD-4212-1242 FINJ-9802-1701 KLER-6308-0909 PELT-10100103 a
atients | askand, David Finney, Jacamo Kleurn, Rolfe Peltier, Tilley b
|1 5562122 11233784 688991111 258097771 B
ASKD-2811-1100 FINA6301-1801 KLUM-2501-0508 PENF-5903-1703 d
Askille, Danna Finnnley, Allan Klug, Martin Penney, Frances B
}/oct S || 537884115 68559311 128687745 398995511 i
|
BAKG45020211 FORI-3510-1002 LIPK-6201-0307 PROL-6102-1211 =
% Baker, George Forsythe, Isabelle Lipskin, Karol Prometheus, Lynx I Alphabetized Tabs
33344451 1228883 899992222 60458868 |em
il CORP6008-1902 ~ GOOR5810-2406 MACK-5901-0502 ROBC-8003-1201 | —1—|
Carmier, Patricia Goodine, RoseAnne  MacKenzie, Klark Rabb, Corinne 4
S 22588874442 899225511 236898874 11223344 —
e CRIT-6201-1303 GRAJ-2201-2400 MACC5308-1504 ROBS-6303-1302 3
hedules || Cristapher, Thomas  Graham, Juliette MacLean, Claire Rabb, Sharan 5
82119934 11112222 89662211442 11559881
" DEMA®209:1303 HILB67010101 MART-5402-1408 STEC-6508-1709 q
Deagle, Angela Hill, Bruce Martins, Thomasina  Steele, Claire v
3668555442 55669994 652447122 552226699 A
DO0I4402-0203 JUIK-1201-1518 MCC0-2512-1211 TASS02010502 t
| Doode, Izzak Juin, Kasset McCormick, Oscar  Tasco, Sam u
12558877 893331112 25899771 1287994 v
/R/ep s EVAD-9801-0133 JUMC-4208-0307 NEVR-3912.2508 ZEBG-6612-1200 57
Evans, Dean Jumelle, Cecile Neville, Rabert Zebh, Gilian X
10223335 551118663 5608641 663388593 Y
Al | «<4 =]
FriciaeAbril 16, 1993 | 1248:35 Pt | Double-click to view/editrecord - Right-Click to view optighS ™| NUM _ CARG | /

Left Arrow Scroll Bar Right Arrow

Light Grey Space ‘

Figure 17 — Location of tabs, arrows etc... on Main Desktop

Carefile Medical Systems Inc 21



Viewing a Patient Record

When you have the sorted database and wish to view a patient’s record you need
only double left click on the Patient Information Box.

Patients (by Last Name)
CASF-5202-0302 ROBS-6412-1202

Casio, Frances Fobb, Sharon
ATTIF34550RM ALC3IIII3IIFTE

Patient Information Box |

Figure 18 — Patient Information Box

Browsing the Patient Database

22

\ Top /{A;{B;(C,(D;{E;(F}\GAH,{Z,{J/{K}{L;(M;{N/{O;{PAQ;{R/{S,{T,{U,{V;{W}{X;{Y;{Z;

The Browse menu option may be used to very quickly find a patient’s record. It
allows you to sort the database or to search through the fields in a database

gi CareOffice 2000 for Windows Vg
Eile Miew | Browse JTables Frefer

Fatients and Billing
BAMO Bills
Frivate Bills
Doctors

Figure 19 — Browse, Patients

Once you have clicked on Browse and selected Patients as in the figure above
you will see a window similar to the following illustration.

Tah Operation ~ | Search — // —
/{r Fiter & Inclex /P Field [RAMQ Number | veiue [o " {1 Close [/
FA, mber Last Mame First Name harried Name RN SB Feferring Doc
BAKG-4502-0211 Baker Geaorge 33344451
CORP-6008-1902 | Cormier Patricia 225998744...
CRIT-6201-1303  Cristopher Thornas 82119934
DEAA-B209-1303 Deagle Angela 3669555442
DOOI-4402-0203  Doodle lzzak 12858677
EVAD-9801-0133 Evans Dean 10223335
FINJ-9802-1701  Finney Jacamo 11233764
FIMA-G301-1801 | Finnnley Allan GBE5EET1

FORF3510-1002  Farsythe Isabelle 1228683

GOOR-5810-2408 | Goodine . . I
GRAJ-2201-2400 Grsham Juliette 11112222
HILE-6701-0101 | Hil Bruce 55669994
JUIK-1201-1518 Juin Kasset 893331112
JUMC-4208-0307 | Jumelle Cecile 551113663
KLER-8308-0909 Kleum Rolfe 683991111
KLUM-2501-0508 | Klue Martin 12907745
LIPK-6201-0307  Lipskin Karal 869992222
MACK-5301-0602 | MacKenzie Klark 236998874
MACCE308-1504 MacLean Claire 898622114

Figure 20 — Patient Browser
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There are five different ways to browse through the patient database:

RAMQ Number
Last Name
Married Name
MRN

Status Board

aorON =

Note that the ‘Status Board’ index is for future use only.

Toward the centre of the Patient Browser window you will see an area labelled
Search. When searching for a particular patient you will need to tell the Browse
tool which field in the database you want it to look at and the value of that field
you are searching for. If you click on the down area beside Field, you will see
the following pop-down menu.

- Tab Operation Search =
4(" Fiter & Index BN R RAMQ Numbe iR Ealﬁe/l

RAMQ Number Specify the sort order [Le. finde:-:].l
FAMO Mumber ] Last Name Married Name I
BAkG-4502-0211 Baker Married Name 333

_ MRN
CORP-B008-1902 Cormier StatisBoard 225

Figure 21 — Search Fields in Patient Browser

The white box next to Value is where you tell the Browse tool the value of the
Field it should look for.

For example:

You would like to find a patient whose married name is Dionne and whose Last
Name is Tubetti.

Left Click on Field and without letting go of the mouse button
Select Last Name

Notice that the | bar cursor is blinking in the text insertion box to the right of
Value.

Type “Dionne” in the Value insertion box
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The Patient Demographics Screen

The snapshot below is the Patient Demographics screen that you will use to Input
new patient information, update existing information and bill the patient for
services rendered.

# Patient Demographics ‘_ Close Box
e o =

e —
e I I - [JLEBBAMQ $Prigate|$ﬂistury 24 Print v|/ XK Cancel| & Ok r

X

OK Button \

Caution

Health Card ast Name | First Seen [1998/12:09
Number First Name | LastSeen| Cancel Button
Married HName | Admission Date l—
Medical Records Parent Hame I Accident Date li
Number Expiry Date I Q Hote I Sex
Hidth D ate li i " Male < Female
Address 1 | & Work|( ) - Ext. |
Address 2 | 5 Humel()+
City [Montreal & cell( ) - Fax[( ) -
Province IQC— Postal Code l— & Rzl - f
Attending Dr. l— | = E-Maill
Referring Dr. I Ass. I Chartl

Figure 22 — Patient Demographics screen
Most of the fields on the Patients Demographics screen are self-explanatory but
there are some buttons at the top of the screen, which need some explanation.

If you simply position your mouse pointer over any of the buttons a little yellow
box with a word or two of text will tell you what the button is used for. The
following briefly defines these buttons and their uses:

N.B. The order of the patients in the database depends on the view you have
selected or how the database has been sorted.

I First Record — Pressing this button will show you the first record of the
— patient database.

- Prior Record — Pressing this button will show you the previous record
- in the patient database.

Next Record — Pressing this button will show you the next record in the

- patient database.

- Last Record — Pressing this button will show you the Last Record in
— the patient database.

-+ Insert Record — If you click on this button while editing a new or

existing patient record it will be assumed that you want to save your
changes and a new record will be inserted
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Delete Record — Clicking on this button will cause the record currently
on screen to be deleted from the patient database. You will be asked to
confirm that you want to delete the current record on screen if you press
this button.

= Edit Record — Clicking on this button will allow you to edit the record
displayed.

Post Edit saves the changes made in Edit mode to the current record.
At this point, you can proceed to make other changes to the database
but the data is not actually written to disk until you click on the form’s
OK button. This allows you to perform a number of transactions
together and then save them all to disk at the same time.

N.B. Pressing Alt and the underlined letter seen on the button can
alternatively access the following options. For example: to go to the
RAMQ Billing Screen simply pressing the Alt key on your keyboard and
thenr.

$RAMQ brings you to the RAMQ Billing Screen, filling in the
demographics for the patient being viewed automatically for the bill
creation.

h BAMG

$Private brings you to the Private Billing Screen, filing in the
demographics for the patient being viewed automatically for the bill
creation.

EB Frivate

‘ $H' ' $History will show you the billing History of both RAMQ and Private
DISOr  Bjlis which have been invoiced for the particular patient you were
viewing before clicking on this button.

| By Print |+ sz If yOU click on the Print button the Patient Demographic screen will be
B printed on your default printer. You may alternatively click on the down

arrow to the right of the Print button to make the choice of printing the

patient’s Demographics, Envelope, Address Labels or ID Labels.

Envelope
Address Label
1D Labels

| Ok Clicking on the OK button will save to disk all the changes you’ve made
= while in the Patient Demographics screen and exit.

Clicking on Cancel will exit the Patient Demographics screen without
saving any changes made.
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Adding New Patient Records

26

It is very simple to add a new patient to the patients database if you have the
necessary privileges. If your user account has not been set up with Patient Read
and Write permissions contact your system administrator. When in the
CareOffice main desktop, click on the File menu at the top of the screen.

You will see the following menu:

B CareOffice 2000 for Wind

[Eile “iew Browse Tahkles

Mew Patient ... Cirl+F k
Mews BAMO BIll . Cirl+B
Mews kixte Bill Cirl+b4
Newe QuickBill... Ctrl+2
MNewe Private Bill .. Cirl+L
MNewe Doctar... Ctrl+D
Expart k
Import *
Update *
Frinter Setup ...

Exit

Figure 23 — File, New Patient

Without letting go of the mouse button select New Patient and then release the
mouse button.

You can also use the Hot Key Ctrl+P to access the Patient Demographics
screen.

CareOffice 2000 User's Guide



Alternatively if you have the Patients Module selected and are viewing the
database you can right click on any of the patient records or in the white space
around them to access the New Patient option.

lﬂl CareOffice 2000 for Windows Version 1.0

File Yiew Browse Tahles FPreferences Tools He

Patients (by Last Name)

ANDC-5952-1018 |
Andrew, Christord we
123456760 | ewCer
ELLJ-6403-1 MewRAMO Bl
Ellias, Jason MNew Private Bill...
225899900

Tubetti, George
124583383 Brint Envelope

VESF-6504-2  [Dial Telephane

Delete Patient

Figure 24 — New Patient

Below is a snapshot of the Patient Demographics screen that will appear when
you select New Patient...

@ Patient Demographics B Close Box
— —

e P
PR I S S A [VLH:}BAMC! $Prizate|$ﬂistory| & Print 'l/ X Cancel Jgkk

T
OK Button |

Caution

Health Card Last Name | First Seen [1998/12/09
Number First Name | LastSeen| Cancel Button
Married HName I Admission Date li
Parent Name | Accident Date l—
Expiry Date | s Note | Sex
Birth Date l— Pae © Male  Female
Address 1 | & Work|( ) - Ext. |
Address 2 I = Hnmel[)%
City [Montreal = Celll( JE - Fax |( ) -
Province IQC— Postal Code l— =1 Rxl( Je s I
Attending Dr. l— | i E-Maill
Referring Dr. | Ass. | Chartl

Figure 25 — Patient Demographics screen

The blinking | bar on the tab of the patient record is the field for the Medicare
(Provincial Health) number. If the patient has a Medicare number, type in the
patient’'s number and CareOffice will check that it is a valid number. The program
validates that the first 3 characters of the RAMQ number match the first three
characters of the patient’s last name. It also checks that the 4" character of the
RAM number matches the 1st character of the patient’s first name. The sex of the
patient is automatically extracted from the RAMQ number. If the date of birth
extracted indicates a patient age of 100 years or older, a warning is issued.
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It is interesting to note how the government of Quebec assigns RAMQ numbers.
The first three letters are the first three letters of the patient’s last name. The next
letter is the first letter of the patient’s first name. The next two digits represent the
year in which the patient was born. The following two digits represent the month
the patient was born (plus 50 if the patient is female). The next two digits
represent the day of the month the patient was born. The last 2 digits are derived
from a mathematical calculation the Regie uses to validate the RAMQ number.

If the birth date isn’t valid an error message will appear similar to the following.
W aming

& Rk number iz invalid!

Figure 26 — Warning Dialogue

Click on the OK button to make the Warning dialogue go away. Type in a valid
Medicare number or press the delete key to erase the Medicare number if the
patient does not have a valid number. You can then tab through the various fields
to input the information you have on the patient.

If CareOffice has accepted the Medicare number, you will notice that a few fields
in the Patient Demographic screen have been filled in for you. The first three
letters of the patient’s last name and the first letter of the patient’s first name are
part of their Medicare number so this information has been inserted automatically.
Within the Medicare number is information regarding the patient’s date of birth
and their sex. This information is automatically inserted and their age is
calculated and displayed. The date First Seen takes on today’s date and may
not be changed. The City, Province and Sex have been filled in according to the
User Defaults set up in the Carefile User Profile. For more about the Carefile
User Profile see Chapter 1 — Starting Up.

To save the new patient information you must click on the OK button at the top of
the screen. If you click on the Post Edit button you can add another patient
record and then click on the OK button when you’ve finished adding new patients.
When you click on the OK button, CareOffice will save all the changes to all the
records you have accessed or added while in this Patient Information session and
you will be brought back to the main screen. If you click on the Cancel button or
the Close box you will see the following Dialogue

Confirm

|® Yau have modified thiz record. Do you want ba loze theze changes?
L]

Cancel |

Figure 27 — Confirm loss of changes
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Or you will see this message

Confirm

|® IInzaved changes, exit anyway?
L]

Caricel

Figure 28 — Confirm exit

Click on the Yes button to lose all your changes to the Patient Information
database and exit the Patient Demographics screen or click on the Cancel
button to go back to the Patient Demographics screen.

Editing Existing Patient Records

To edit a patient’s record you must have the Patient Demographics window
displayed. You can get there in a number of different ways.

1. Click on the Patients icon on the CareOffice desktop and select any of the
views available.

: E‘ CareOffice 2000 for Windows Vers

File %iew Browse Tahles Preferer
‘ ;

2 [ By BAMO Number
!/ Pl By LastMame 3

|’/ atlerifs By Married Name
I /' By BN

o

Flgure 29 — Viewing Patients on the desktop

2. Click on View on the menu bar at the top of the CareOffice desktop and
select Patients and then choose one of the views.

gi CareOffice 2000 for Windows Version 1

File | Wiew Browse Tahkles Preferences

i FEatients ¢ By BAMO Nurnber
| Doctors  » By Last Name

/Eatie S/‘;-

Figure 30 — View, Patients, By Last Name

By Married Name
ANCE By MR

1794
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3. Click on Browse on the menu bar at the top of the CareOffice desktop and

then select Patients from the pop-down menu.

B! CareOffice 2000 for Windows V8
File Miew | Browse Tables FPrefer

Patients

Patients and Billing
BARMO Bills

Private Bills

Doctors

Figure 31 — Browse, Patients

After you have found the patient using either the Patient Browser or the Patient
View screen you can double click anywhere on the information displayed about

that patient and CareOffice will bring you directly to the Patient Demographics
window in edit mode.

Patients (by Last Name)

CASF-5202-0302 ROBS-6412-1202
Casio, Frances Hobb, Sharan

ATT3I334555RM R ALCI33335FTE
A

Double click on the
Patient Information Rox

Figure 32 — Patient Information box on desktop

Or
Tak Operation i / Search 7 // e
/(r Fiter & Index = Eiel%Last Name 2| wewee " i Close

FAMO Number Last Name
BAKG-4502-0211 Baker

First Mame Iarried Mame RN E Feferring Doc

George 33344451
CORP-6008-1902 | Cormier Patricia 225998744,
CRIT-6201-1303 Cristopher Thomas 82119934

Double click on the
natient’s information

Figure 33 — Getting to Patient Demographics screen
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Alternatively if you’re using the Patient Browser you can right click on the
patient’s information and select Edit as shown below.

B Patient Browser

Tab Operation ———
/‘Vf" Filter & |ndex j

CORF-6008-1902  Carmier

F
CRIT-6201-1303  Crigtopher T g:r:te
DEAAE203-1303 Deagle A Copy

Figure 34 — Right click and select Edit

The Patient Demographics screen looks like the following illustration:

i Patient Demographics

//////////

///////////////

CASM-5303-0111

Caution

Last Name [Casio First Seen [1998/12:09
First Name [Marianne Last Seen [1998/12/09
Married Namel Admission Date ,M
Parent Name [Casio Accident Date [1996/12/06
Expiry Date [1999:0101 Hote Sex
Birth Date [19610106 Age 37 years, 11 months WUED 7ol
Address 1[5151 & work[( ) - Ext.|
Address 2 | & Homel( ) -
City [Montreal & cel() - Fax[i ) -
Province IQC Postal Code I & Rxl( | I
AttendingDr. [ == B
Referring Dr.l Asl Charll

Figure 35 — Patient Demographics screen

Once you have the Patient Demographics screen displayed you can either;

Highlight a field and then type over the field contends to change the information
displayed,
or

Press on the Tab key until you've reached the field to edit and then type over the
contents to change the information displayed.

When inputting the name of either the Attending Dr. or Referring Dr. you can
double click on the input area next to these fields and CareOffice will bring up the
Doctor Browser. Find the Doctor involved and double click on his record and his
name will be automatically placed in the Attending Dr. or Referring Dr. fields.

To save the changes you have made click on the OK button on the top right
corner of the screen.

If there are other patient records that you would like to edit or view before exiting
the Patient Demographics screen click, simply double-click on the patient record
or you can use the arrow buttons to go to another patient’s record. When you are
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finished editing the Patient record you must click on the OK button to have the
changes you made in the edit session written to disk.

Deleting a Patient Record

A Before you follow this procedure be sure you really do want to delete the patient’s
- information, as it will be irretrievable after you confirm the delete process. Note
that if there are any RAMQ or private billing claim records attached to the patient
you wish to delete, the system will not allow you to delete the patient record. You
must first manually delete all of the patient’s billing records before you can delete
the patient record.

You can delete a patient’s record or file from the following program locations:
CareOffice Desktop

Patient Demographics Window

Patient Browser

CareOffice Desktop

While viewing the patient database from the CareOffice desktop you can right
click on the patients information box and select Delete Patient from the
cascading menu. In the illustration below, David Askand’'s record would be
deleted.

gl CareOffice 2000 for Windows Yersig

File “iew Browse Tahles Preferenc

PAVES! Paticnts (by Last

i ;‘2
8= :
o= <2 ANDC-5952-1018
A atl/e 5/ Andrevy, Christopher

o //D 1 Wiew Card

s
= e MNew BAMO Bill...
/g/c;ct/of/g 3 Hew Private Bill...
s / 7
A Bew Patient...

i ’ﬁi ll  Declete Patient
A s =

eiling

i // // s, Dial Telephone

Print Envelope

Figure 36 — Delete Patient from desktop

You will receive the following message asking you to confirm your action.
Confirm E3

@ fure pou sure you wank to delete this record?

Figure 37 — Confirm deletion
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Patient Demographics Window

While in the Patient Demographics window you can click on the delete button to
delete the patient information onscreen.

@ Patient Demographics

- - Fa -~ ra ra -
| A e | -RAl/f/‘[/
Delete record

CASF-5202-0302

Lf

Last Name ICasiu

First Hame IFrances

Married Name IDemitre
Figure 38 — Delete Record in Patient Demographics

You will be asked to confirm the deletion.

@ Delete record?

Cancel

Figure 39 — Confirm deletion

If you click on the Cancel button the record will not be deleted.

If you click on the OK button the record will be deleted but the changes will not be
written to disk until you have exited the Patient Demographics window by
clicking on the OK box on the top right hand corner of the Patient Demographic
screen. N.B. You will not be asked to confirm your changes when you click on
the OK box.

If you click on the Cancel box beside the OK box none of the changes you
requested since entering the Patient Demographics window will be written to
disk and you will receive the following message:

Confirm

@ Unzaved changes, exit aryway?

Cancel

Figure 40 — Confirm exit

Carefile Medical Systems Inc 33



Patient Browser

You can also delete a patient’s file while in the Patient Browser window. Simply
right click anywhere on the Patient information and select Delete as shown
below.

Tab Clperatiu:un—/ |/ Searph
If" Filter & Index }f Field
FARMO Mumber Last Mame
ASKD-4212-1242 |, d
ASKD-2811-1100  Askille

BAkG-4502-0211 Baker
CORP-6008-1902  Cormier

Copy
Figure 41 — Delete patient’s record from Patient Browser

You will be asked only once to confirm your action. You will see the following
message:

@ Are you sure you want to delete this patient's file?

Cancel |

Figure 42 — Confirm deletion

If you click on the OK button, the patient’s file will be deleted and the change to
the database will be immediately written to disk. If you click on Cancel, no
change to the patient database will be made.

The Patient Card

The Patient Card is a quick way to see some basic information about a particular
patient.

View Patient Card

While in the patient’s view mode right click on the patient’s information and you
will see the following cascading menu.

Patients (by Last Name)

[ _CASF-5202-0302  [N-Iel=IF7H

Casio, Frances | Rnkh Sharn
ATT3334555RM

CASM-530301  NewBAMOBiL.
Casia, Marianne Mews Private Bill...
A333377T772 Mews Patient...

CASF-520203 Delete Patient..
Castlernan, Frani  pnt
A123486B7X Biaj

Figure 43 — View Card
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Select View Card and a patient card similar to the following will appear.

ﬁ Patient Card

Mr. Frank Vespers

5678 Ste. Catherine West Voice (514) 5251010
Seaforth Building Cell { )

Montreal, QC Fax ( )

H3Z 1B6 E-Mail franki@anywhere.com
RAMQ # VESF-63504-281 MRHN # GFT1333333RM

i | P G &

Figure 44 — View Patient Card

Viewing Other Patient Cards

On the bottom right of the Patient Card you see two arrows labelled Back and
Next. You can click on these arrow buttons to scroll through the patient database
and look at the cards of other patients.

Dialing the Patient

From the Patient Card you can click on the telephone icon and CareOffice will
automatically dial the patient whose card is displayed, if your modem and
telephone have been connected properly. You will then see the following

message:

Iaspers

(514) 5251010

()
Mo ()

@ Abaut to dial 1 [514) 5251010, Proceed?

frankganywhere.com

RAMQ # VESF-6504-281 MRBRN# GFT1333333RM

m & &€

Figure 45 — Confirm dialing number

If you don’t want dial the number shown in the Confirm dialogue box then click on
No and you’ll go back to the Patient Card.

If the phone number is correct and you want to dial this person to speak to them
click on Yes.
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The following dialogue message will then appear:
Dialing EHE
Diling Yezpers, ... at 1 (514] 5251010

fram Dr. Mario Kreder
uzing Maone [Direct Dial]
[dialed a= " 1 514 525-1010")

Mame to place in call log:

LChange Options....

Figure 46 — Dialing message

If you don’t do anything CareOffice will continue dialing and you’ll get the
following message:

Call Status EE3 |
f Lift the receiver and click T alk.
&

To dizconnect, chick Hang Up and replace
the receiver,

| Hatg Lp |

Figure 47 — Call Status

Simply follow the onscreen directions to Talk or Hang Up.

If the Dialing Dialogue above contains incorrect information click on either the
Hang Up or Change Options buttons.

If you click on Change Options the modem will hang up and you will see the
following dialogue box:

Change Options and Redial EH

Humber ta redial;

T 15145251010 Redial

Dialing Properties... | Cancel

Figure 48 — Change Options and Redial

You can then position your mouse over the white box under Number to redial
and click to edit the phone number there and select Redial or Cancel.

Alternatively, if the Dialing Properties must be changed, click on Dialing
Properties. CareOffice accesses the Phone Dialer that comes with Windows.
When you click on Dialing Properties the Phone Dialer Accessory is
automatically started in the background. To access it first move the mouse
pointer to the bottom of the screen to see the Windows Task bar.
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| Staltl [ﬂ CareQffice Faor Windnw...l @ Photie Dialer

Figure 49 — Windows Task bar
Click on Phone Dialer and you will see a window similar to the following, which
you can modify according to your needs.

Dialing Properties HE |

My Locations |

—where | am:

| am dialing fram:

i1, M Mew... Remove |
The area code is: ISDE

1amin: IEanada 1) j

—How | dial fram this location:

To access an gutside line, first dial: I far lacal, I for long distance.

I™ Dial using Caling Card: [Ehatiae... |
¥ This location has call waiting. To disable it, dial: I vl

The phone system at this location uses: & Tone disling ¢ Pulse dialing

Mumber to be dialed: 1 514 363-2222

I | Dl s ot distariee call

oK I Cancel |

Figure 50 — Dialing Properties of Phone Dialer

N.B. For more information on the Phone Dialer accessory see your Microsoft
Windows 95/98/NT User’s Guide.

Dialing the Patient from the CareOffice Desktop

You can also access the automatic dialer from the CareOffice desktop. While
viewing the Patients right click on the Patient Information box and select dial from
the pop down menu as shown below.

Patients (by Last Name)

CASF5202-0302 ROBS-641:
Casio, Frances Fokb, Sharon
ATTIZ34555RM ALC333335F

CASM-5303-0111 | - -
Casio, Marianne V': “‘&"é"' S
A33FITTTITL il

CASF-5202030 = BAMOEIL.

MHew Private Bill ..
Castlernan, Franci
A123456854 Hew Patiert...

DIOC-E006-170 Delete Patient. ..

Oion, Celine Brint
| Addd4aaRD

Figure 51 — Dialing Patient from desktop
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Dialing from the Patient Demographics Screen

From the Patient Demographics Screen you can click on any of the telephone
icons for which there is a corresponding telephone number and CareOffice will

automatically dial that patient’s number.
il Confirm l

e

Admiss
i About to dial 1 [416) 393-1111. Proceed? |
Accid

e :[

&3 Work](416) 6551212

ﬁ Hume|[41ﬁ) 3931111
& cenfl) -
" Postal Cudel— o RXI( Jo = |

Figure 52 — Auto-dialing from Patient Demographics

If you click on a telephone icon for which there is no associated telephone
number you will receive an error message that the telephone number is blank.

Exiting the Patient Card

To exit the Patient Card you can either click on the Exit Door or in the Close
Box.

ﬁ Patient Card

.l.
i
a Mr. Frank Vespers
.l.
EII 5678 Ste. Catherine West Voice (314) 5251010 Close Box
:}: Seaforth Building Cell { ) -
:I: Montreal, QC Fax { )
:I: H3Z 1B6 E-Mail frank@anywhere.com
Exit D o
)
X eoer )+ RAMQ # VESF 6504 281 MRN # GFT1333333RM
M
Je &7
Tl =3 &
ae

Figure 53 — Closing the Patient Card
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Printing Patient Name and Address

You can print a patient’'s name and address very flexibly in CareOffice from

several locations within the program.
envelopes and labels to suit your needs.

options of the Printing Envelopes/Labels feature.

Choosing the Printer

CareOffice will always send any print jobs you have requested to the printer
selected in the Printer Setup. To select the printer follow the following steps:

1. Click on the File menu item on the CareOffice main desktop
Click on Printer Setup as shown below.

B} careOffice 2000 for Wind

(Eile Yiew Browse Tahkles

Mew Patient ...
MNew BARMC Bl
Mews kixte Bill
MNew QuickBill...
MNew Private Bill ...
Mew Doctor...

Ctrl+F
Ctrl+E
Ctrl+bd
Ctrl+0)
Ctrl+L
Ctrl+D

ExmEEt
Import
Update

Frinter Setup ...

Exit

Figure 54 — File, Printer Setup

3. Select the printer of your choice by clicking on the down arrow next to the
printer Name: and then highlighting the printer.

Print Setup

— Printer
MName:

Status:
Type:
where:
Comment:

Fropertiez |

— Paper

Size:

ILetter

Source: IAuto Feeder

Orientation

& Portrait

" Landscape

ak. I Cancel

Figure 55 — Print Setup
4. Click on the OK button when done.
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Selecting Print

CareOffice allows you to print envelopes or address labels from three different
areas in the program; from the Patient Card; from the Patient Demographics
Window or from the CareOffice Main Desktop.

Printing from the Patient Card

Once you've chosen the correct default printer click on the Printer icon at the
bottom of the Patient Card to print envelopes or labels.

¥ Patient Card

Mr. Frank Vespers

5678 Ste. Catherine West Voice (514) 5251010
Seaforth Building Cell { )} -

Montreal, QC Fax [ ) -

H3Z 1B6 E-Mail frankg@anywhere.com
RAMO # VESF6504-281 MRN # GFT1333333RM

&

Printer Icon

Figure 56 — Printing from the Patient Card

Printing from the Patient Demographics Window

You can also print labels from the Patient Demographics window as illustrated
in the following figure.

@& FPatient Demographics
> s s - - & & Es s & & Ea “ s & s s e /I - ~ rd I, & s s
= A : : N o ;
PR N R a [ L % rana| Brrivate| BHistory| 2y Brint |~ e ¥ Ol

Ermelope

ASKD-4212-1242 e

Figure 57 — Printing Labels

If you click on the down arrow next to the Print button you will see the above pop
—down menu. Then you can choose Address Labels and you will see the Print
Envelopes & Labels window
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Printing from the CareOffice Main Desktop

While viewing Patients on the CareOffice Main desktop you can right click on any
of the Patient Information Boxes and select Print as shown in the following figure.

Patients (by Married Name)

VESF-6504-2810 STEK-950

Vessella, Frank | Steele. Kare
GFT1333333RM Yiew Card

CASF520203  MewRaMGO Bill..
Castel, Fulvio Mew Private Bill..
A1234568°K N ;

Mew Patient...

FINJ-5209-011 Delete Patient. ..
Finney, Jacquie
F44488B888222

Dial

Figure 58 — Printing while viewing Patients on desktop

Once you've selected Print you will see the Print Envelopes/Labels window as
in the examples above.

Printing Options

If you choose to print from the Patient Card, the CareOffice Main Desktop or
from the Patient Demographics window you will see a window similar to the

following where you can choose from amongst many options to customise the
look of your envelopes and labels.

ﬁ Print Envelopes & Labels - Untitled =10 =]
Fie Edt

DEES ¢ =R ||abec 525821

Frank Vespers =

5678 Ste. Catherine West
Seaforth Building
Montreal, QC

H3Z 1B6

Grey Text Box

— Form Type

& Envelope (#10)
 Enwvelope (Monarch)
" Envelope (B-3/4)
 Label (AL-100; 3-Up)
 Label (AL-120: 2-Up

e,
[

Page View

N

— Feed Qrientation

@ Horizontal Yertical

—Feed Side
« Left  Right

- Lahel Mo, |
|15 —:IH ¥l Ciose

Figure 59 — Printing Options

|Line: 3 col: 18| Modified |
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File Operations

CareOffice also allows you to save the information in the Print Envelopes &
Labels window to be printed at a later time. The primary use of the Save File
feature is to save any formatting changes the user may want to use again (i.e.
font, style, etc...) To do this click on the Save File icon and give the file a name in
the Save As dialogue box. When you want to open that file later just click on the
Open Existing File icon to locate the file to be printed.

You can also create a new file with name and address information to be printed
or saved by clicking on the New File icon. This will clear the Text Box of all
information previously shown.

¥ Print Envelopes & Labels - Untitled

Eile  Edit

Mﬂ'%' 5 2 |
Open Existing F|Ie /41“ VESPEI’S

5678 Ste. Catherine West
i K Seaforth Building
Save file
Montreal, GC

H3Z 1B6

Figure 60 — File Operations in Print Envelopes & Labels

Editing Text in the Print Box

When you move your mouse on top of the Text Editing Box you will notice that
the cursor changes from an arrow to an | Bar.

You can change the contents of the Text Editing Box by simply positioning the |
Bar over the text and then click and drag — while holding down the mouse button
— over the text to be changed. Then type in the correct information.

To add additional text to the Text Editing Box, position the | Bar at the location
where the new text is to be added and then click and type.

N.B. The Grey Text Box will show you where the text will be printed on the label
or envelope chosen. If the Grey Text Box is larger than the envelope or label
you will want to change the font type or font size to make it fit into the required
space.
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Editing Tools

As shown below, at the top of the Print Envelopes & Labels window some
editing tools are provided for your convenience.

ﬂ Print Envelopes & Labels - Untitled Cut

File  Edit

D& H &S| & BB+ uno
Paste

5678 Ste. CatherineWest
Seaforth Building copy
Montreal, QC -
H3Z 1B6

Figure 61 — Editing Tools in Print Envelopes & Labels

If you highlight a word or group of words in the Text Editing box you will notice
that all the editing tools are activated. If you then click on the Cut icon the text
will be deleted. Clicking on the Copy icon will copy the selected text to the
clipboard. Clicking on the Paste icon will paste the clipboard’s contents where
the blinking | Bar is located. If any text has been highlighted the highlighted text
will be replaced with the contents of the clipboard. The Undo icon will undo the
last action whether it is cutting, typing, changing font or font attributes. If the
Undo icon is greyed out it cannot be used at this time.

Formatting Text in the Print Box
The following figure illustrates the various formatting options available.

| Arial =4 B~ o

Figure 62 — Formatting Options

To change the font click on the down arrow next to the font name and select the
font you wish. To change the size of the font click on the down or up arrow next
to the font size and select the font size you want. Any changes to the font used
or the font size will apply to all the text in the Text Box if no text has been
selected. If you have highlighted a word or group of words the font change will
apply to that selection only.

You can also change the attributes of the text to include bold, Italic or underline.

Simply highlight all or part of the text and click on the Bold, Italic or Underline
symbols.
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Setting a Default Font

If you usually use the same font you may want to set it as the default. To do this

1.
2.

Click on Edit

Select Set Default Font... as shown in the figure below

: E* Print Envelopes & Labels -

sy Edit

| M 7 Unda Ctil+=

E $ Cut Chil+

Copy Ctrl+C

96 & Paste Chrl+

| Se Eont...

.| M Set Default Fant...
H3Z 1B6

Figure 63 — Set Default Font...

You will see a window similar to the following where you can select your default

Use the mouse arrow to highlight the font and other font attributes you would

font.
Font
Font: Font style: Size:
rial Bllack. Eold [ ok |
I Arial | [Regular EREE Carcel
Jtali 3
Aial Marow 10
T Atlantic rline Eold ltalic 11
ey i
I Bollon L BT =l = e =]
~Elfeol ~ Sampl
™| Strikeout
™ Undeine AaBbeZz
LColor:
[ [N - Script:
Westerm -
Figure 64 — Select Font Attributes
3.
like to make default.
4. Click on the OK button.
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Page View

Changing the Form Type, Feed Orientation and Feed side

The Form Type Box allows you to select the type of paper or envelope the Text
Box’s contents will be printed on. You can choose from 3 envelope sizes and two
types of label paper. Click on the various radio buttons and watch the Page View
change. If you select a type of Label paper the Feed Orientation and Feed Side
options will be greyed out and cannot be selected.

¥ Print Envelopes & Labels - Untitled HE E3
File Edit

0O @ué‘ o B "7|Ar|aIEIack v”l?é“ B /- U

Frank Vespers

5678 Ste. Catherine West
Seaforth Building
Montreal, QC

H3Z 1B6

— Formn Type
 Envelope (#10)

i Envelaope (Manarch)
i~ Envelope (6-3/4)

& Label [AL-100: 3-Up)
© Label (AL-120: 2-Up)

— Feed Orientation————————— Label N
& Hureanial (E 8 erice] S
FeedSide

& [L=ff 1 it

"""" """"" """" Label No. y
R R S|

[Line: & Col: 1 |Modified |

Figure 65 — Changing the Form Type

The illustration above shows that the Page View shows the text will be printed on
the third label down from the top. This option is controlled by Label No. You can
choose to print anywhere on the label paper by clicking on the label you'd like to
print to or by changing the number in Label No. The label number can be
changed by either typing in the number or using the up and down arrows to the
right of the number.

Feed Orientation allows you to select to feed in the envelope either horizontally
or vertically.

Feed Side controls which side of the printer you will be feeding the envelope.
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The use of the Feed Orientation and Feed Side options is illustrated in the
figures below.

¥ Print Envelopes & Labels - Untitled

[T B Print Envelopes & Labels - Untitled

[T~
File  Edit Eile  Edit
D@E§|$En‘f&namlack 'Hlﬁﬂ|nlﬂ D@Eé‘%ﬁn‘r&na\ﬂlack 'I”ﬁiﬂﬂlﬂ
Frank Vespers Frank Vespers

5678 Ste. Catherine West
Seaforth Building
Montreal, QC

H3Z 1B6

5678 Ste. Catherine West
Seaforth Building
Montreal, QC

H3Z 1B6

- Earm Type

 Envelope (#10)
" Envelope (Monarch)
" Envelope (6-3/4)

- Eom Type
 Envelope (#10)
 Envelope (Monarch)
@ Envelope (6-3/4)

O Label (AL-100: 3-Ug)
' Label (AL-120: 2-Up)

Feed Orientation

€ Label (AL-100 3-Up)
€ Label (AL-120. 2-Up)

Feed Orientation

jﬁ' Harizontal € Yertical
Feed Side Feed Side
jﬁ Left = Right jF Left " Right
Labe\ Mo, Labe\ Mo
13 T% I Close I> |13——H 110|use'>

Figure 66 — Feed Orientation and Feed Side

€ Horizantal & Vertical

[Line: 1 col: 1 |Modified |

|Line: 1 Col: 1 |Modified |

Print Current File

When you are ready to print click on the printer icon.

ﬁ FPrint Envelopes & Labels - Untitled
File  Edit

FEH& & BB e [

Frank e Frint cument filz [I:trI+F']|
5678 Ste. Catherine West
Seaforth Building
Montreal, GC

H3Z 1B6

Figure 67 — Ready to print
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Doctors Module Overview

The Doctors module is used to input new doctor information and update existing
doctor records. CareOffice allows you to keep track of pertinent information such
as their address, phone numbers, specialities etc... to make finding the doctor
you need easy. The Doctors Module of CareOffice will allow you to search
through the database in several ways to make it easier to find a particular doctor
or group of specialists you are looking for.

Sorting the Doctor Database

There are two different fields you can sort the doctor database to view it
onscreen:

1. By Number — license number
2. By Name — last name

When the doctor database is sorted by Number the doctors’ license numbers are
sorted numerically in ascending order.

If you select to view by Name the doctor data is sorted by last name and then by
first name.

How to View the Doctor Database

You can select to view the Doctor Database in a number of different ways, by
clicking on the Doctor icon or by choosing View from the menu bar.

Click on the Doctors icon on the left side of the CareOffice desktop. (You’ll notice
that the icon changes colour to indicate that it has been selected.) You will see a
cascading menu as shown in the following figure.

@ CareOffice 2000 for Windows Versi

File “iew Browse Takles Preferenc

///[j Doctors (by Nam
= A ;
P /nt/s

e
Patie
o __ By Hurnber g
E" // By Namg

octp’{s Urology
I/ I/

o ———

Figure 68 — Viewing Doctors on the desktop
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You

can access the same sorting options by clicking View on the menu bar at the

top of the screen and highlighting Doctors. A cascading menu will appear with
the same options.

Eﬂ CareOffice 2000 for Windows Ve

Eile

“iew Browse Tables Prefers

- & K

Eatignts  *
By Nurnber

Figure 69 — View, Doctors, By Name

Once you have the cascading menu, select the sorting method you wish to
implement by highlighting the sort option and then clicking on it. (The sort may

take

a few minutes depending on the capabilities of your computer, how many

other applications you have running at the time and how large your doctor
database is.)

The

doctor information displayed contains the Doctor’s License number, last

name, first name and finally their speciality.
@ CareOffice 2000 for Windows Version 1.0

File

i
o
7

S RE]
=T

L

View Browse Tables Preferences Tools Help

| Doctors (by Name)
Pati

e | MM s

e i
42

v __ [
/ . 00 378

Figure 70 — View Doctors (by Number)

Moving through the
Sorted Doctor Database

Once you’ve sorted through the Doctors Database you can use any of the four
ways following to view a group of doctors

50

1.

o M

If the Doctors Database was sorted by name you can click on any of the
alphabetised tabs to the right of the sorted doctor records to see the doctors
whose last name begins with the letter on the tab selected. The first doctor
found will be highlighted.

If the Doctors Database was sorted by their license numbers, you can click
on the numeric tabs to the right to see the doctor whose license number
begins with or is closest to the number on the tab selected.

Click on the right or left arrow on the scroll bar at the bottom of the screen to
move through the doctor data one column at a time.

Click on the light grey space on the scroll bar to move through the doctor
data one screen at a time

Drag the scroll bar to move several screens at once.

Use the AutoType feature.

a) Click on the Doctor Browser on the CareOffice desktop
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b) Select any of the available views
c) Start typing the doctor’'s name or license number. You will see the
search criteria you've typed appear as in the following illustration

fg-i CareOffice 2000 for Windows Version 1.0

File View Browse Tahbles Preferences Tools Help

G Doctors (by Numben) ___________Find: 2511

Figure 71 — AutoType illustrated

The search criteria you've typed will appear after Find:. As soon as you
pause CareOffice will move to the first name in the database containing
the search letters and will highlight that name.

The illustrations below show the locations of the tabs, arrows and etc...

B CareOfiice 2000 for Windows Version 1.0 [_[O]x]

File View Browse Tables Preferences Taols Help

' ja
?

Alphabetized Tabs

/

B EEEEE

3

17

<

g fa b
B

=

i

i it gl
Tuesday Sfember 21,1 \nauAUM@\E{MEMUwew/emuecmd Right-Click to view options | NUM =

Left Arrow Scroll Bar Right Arrow

Light Grey Space ‘

A

Figure 72 — Location of tabs, arrows etc... on Main Desktop (a)

Numeric Tabs ‘

B CareOffice 2000 for Windows Version 1.0 _[O]x

File View Browse Tables Preferences Tools Help

@l Doctors (by Number) 974211-6000715
k=) -4 71—

octors

e ]

o

al ! o
Tuesday September 21,1993 | 024411 PM | Double-click to view/editrecord - Right-Click to view options | NUM ~ CAPS

Figure 73 — Location of tabs, arrows etc... on Main Desktop (b)
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Viewing a Doctor Record

When you have sorted the database and wish to view that doctor’s record you
need only double left click on the Doctor Information Box.

Doctors (by Number)
BT 1331255

Goodine, Rose Angne Lizotte, Fernand
Family Medicine ’K General Practice

\
Doctor Information Box

Figure 74 — Doctor Information Box

Browsing the Doctor Database

The Browse menu option may be used to very quickly find a doctor’s record. It
allows you to sort the database or to search through the fields in a data base

B! CareOffice 2000 for Windows V8
File Miew | Browse Tables Frefer

Eatients
Fatients and Billing
BaAMO Bills
Frivate Bills

Figure 75 — Browse, Doctors

Once you have clicked on Browse and selected Doctors as in the figure above
you will see a window similar to the following illustration.

Wiew Index Tabs Bl
{(" Yes £ ko 7
Mumbe asth

- Ty ——- T P, -
‘.. e # —— e | a— ‘..
C- - e—— e & - 1 m— T -
e g [rp— | me— . .rn
wru Vv e e tes 28 1 .r
-mr e Ml e s Ul -rn

=l
- g, e LI S e 3 L
- ! g e - | e o L )

-
4 4

\0£1A2K3A4K5A6K7A8K93

Figure 76 — Doctor Browser
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Searching for a Doctor

There are three different ways to Search through the Doctors data base for a
particular doctor or group of doctors:

1. Number
2. Name
3. Specialty

At the top toward the centre of the Doctor Browser window you will see an area
labelled Search. When searching for a particular doctor you will need to tell the
Browse tool which field in the database you want it to look at and the value of
that field you are searching for.

If you click on the down arrow beside Field you will see the following pop-down

menu.
/ Search =
- | ]
" FEield TEA v]/ Value [Goo
Number | _ _
lame Name | Speually#l Specially
Special [ General Practice

Figure 77 — Search by Field

The white box next to Value is where you tell the Browse tool the value of the
Field it should look for.

For example:

You would like to find a Doctor whose last name is Goodine and whose Specialty
is General Practise:

1. Left Click on Field and without letting go of the mouse button
2. Select Name

Notice that the | bar cursor is blinking in the text insertion box to the right of
Value.

3. Type “G” in the Value insertion box

The first doctor found whose name begins with “G” will be displayed and
highlighted. To narrow the search further:

4. Type “0” after the “G” in the Value insertion box.

The first doctor found whose name begins with “Go” will be displayed and
highlighted.

You can continue in this manner until you have found Dr. Goodine or you can
simply type the entire last name in the Value insertion box.

You can follow the same procedure when searching for a doctor when you know

his/her License number by selecting Number in the Search Field area and then
typing in part or all of their license number in the Value entry box.
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To search on Specialty you will select Specialty in the Search Field area and
then insert the number corresponding to that Specialty in the Value entry box. All
specialities are assigned an integer value that makes the search on specialities
much faster.

Using the Index Tabs to Browse the Doctor Database

At the top left of the Doctor Browser you will see View Index Tabs with two radio
buttons Yes and No. If you have selected the Yes button when you search on
the Name field, you will see alphabetised tabs at the bottom of the screen which
you can then click on to see all the doctors whose last name begins with C as
shown in the example below. You can then use horizontal scroll bars to find the
doctor you’re looking for.

Doctor Browser
; 7

Wiew Index Tabs / Sear;h - e - 3 / = -
/‘7(-‘ her “ Mo 4:’ E\eld‘,{Name +| " welue |Painchaud ] 1 Cose

- g - " - N e - Horizontal
Scroll Bar

-_ary P — I -

"N . ¥ St - A Foa e,

e | - 1 ——

b " 1 —— L Lt RS
e T — — | .
L | —— - | -
KN

A"BKC#DKEKF‘G#H:(IKJ:(K#L‘M#N#O#PKQﬂRﬂSiTﬂUﬁVﬁWﬂXﬁYiZ

Alphabetized Tabs M

Figure 78 — Using Alphabetised Index Tabs

You can also use the Index Tabs if you've selected to search on either the
doctors license Number or Specialty. In these cases the Index Tabs will be
numeric as shown in the following figure.

Doctor Browser
ViewIndexTabs | | Search — 7

— = g
/| & vas Mo J ’/ Field [specialty L]"'/ :yg\us/[ﬁ | 1 Clos=

\Uﬂ];{ZK}A:ﬁA.ﬁAdKﬁK&AQ/

Figure 79 — Using Numeric Index Tabs
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The Doctor Information Screen

The snapshot below is the Doctor Information screen that you can use to input

new doctor information or update existing.

@ Doctor Information E? Close Box

- A v ~ ~ Es e // e B - s e 7 Z
i ; | I:
- / [
L el [ >+ (] |/ o B Bint |'|/ X Cancel||

OK Button

\ Cancel Button

Last Name IGoo(Iine Suffix I
First Name |RoseAnne Doctor No. IW
Address 1 [1211 Av De Lafleur =7 EMail |
Address 2 |
City IRiviele DuLoup £ Tel l{}—
Province W £ Cell l{]—
Postal Code W Fax I{]i
Specialty I_JIMedical Microbiology LI Em":":s " No

Figure 80 — Doctor Information screen

Most of the fields on the Doctor Information screen are self-explanatory but
there are some buttons at the top of the window, which need some explanation.
Note the Active status located on the bottom left is for future use only at the

present time.

If you simply position your mouse pointer over any of the buttons a little yellow
box with a word or two of text will tell you what the button is used for. The

following briefly defines these buttons and their uses:

N.B. The order of the doctors in the database depends on the view you have

selected or how the database has been sorted.

I First Record — Pressing this button will show you the first record of the

doctor database.

- Prior Record — Pressing this button will show you the previous record

in the doctor database.

- Next Record — Pressing this button will show you the next record in the

doctor database.

- Last Record — Pressing this button will show you the Last Record in

— the doctor database.

-+ Insert Record — If you click on this button while editing a new or
existing doctor record it will be assumed that you want to save your

changes and a new record will be inserted

Delete Record — Clicking on this button will cause the record currently

on the screen to be deleted from the patient database. You will not be
asked to confirm that you want to delete the current record on screen if

you press this button.

displayed.
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Edit Record — Clicking on this button will allow you to edit the record
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Refresh Data will update the screen of doctors. This is especially

ﬂ useful for networks where many users are entering or changing doctor
information at the same time. The refresh button will display any new or
changed doctor information entered by another user.

Brint | If you click on the Print button you will be brought to the Printing

Envelopes/Labels window. The doctor information you were viewing
before clicking on this button will be copied into the Text Editing box of
this window.

" Ok Clicking on the OK button will save to disk all the changes you’ve made

while in the Doctor Information screen and exit.

Clicking on Cancel will exit the Doctor Information screen without
saving any changes made.

Adding New Doctor Records

56

It is very simple to add a new doctor to the doctor database. When in the
CareOffice main desktop, click on the File menu at the top of the screen.

You will see the following menu:

B CareOtiice 2000 for Wind
File ¥iew Browse Tables
Mew Patient .. Ctrl+P
Mew RAMG Bill .. Ctrl+B
e Mite Bill Crl+hd
Mew QuickBill... Crl+0
Mew Private Bill ... Ctrl+L
MNew Doctar... Ctrl+D

Exart 3
Impart 3
Update 3

Printer Setup ...

Exit

Figure 81 — File, New Doctor...

Without letting go of the mouse button select New Doctor and then release the
mouse button. You can also use the Hot Key Ctrl+D to access the Doctor
Information screen.

Alternatively if you have the Doctors module selected and are viewing the
database you can right click on any of the doctor records or in the white space
around them to access the New Doctor option.

E‘l CareOffice 2000 for Windows Yersid

File “iew Browse Tables Preference

// @3] Doctors (by Name

v coces
Patients F “iew Card
# o 2l | T
o A f5- e AR
. ﬁﬂ [h sy Brivate Sill
S e, -
tew Doctor
B Delete Doctor
et [
. L printEnval
A Allc B il s
_Billing Dial Telephane

Figure 82 — New Doctor...
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You can also access the Doctor Information screen from the Doctor Browser
by double left clicking on the data for any of the doctors or right click and select
New from the pop up menu. In either case you will be brought to the Doctor
Information screen where you add a doctor to the database.

Doctor Browser

“iew Index Tahs /Searg:h -
#Yes € No ,(/ _Eiel%

b

Murmber

Figure 83 — Add new doctor from Doctor Browser

Below is a snapshot of the Doctor Information screen that will appear when you

select New Doctor...
Close Box

@ Doctor Information

— " 3 F Fa = - ~
e P e a [ ]S |/ Erint
4 gl
e I Suffix I
xlione | Doctor No. | OK Button
Address 1 | &7 EMail |
e I Cancel Button
Directional City |M0ntreal & Tel l()i
buttons Province IQC £ Cell l()—
Postal Code I Fax I()—
i Active—————————
s I_I j C'Yes  No

Figure 84 — Doctor Information screen

Notice that the City and Province have been filled in automatically. The City
and Province fields receive their values from the preferences set up in the User
Defaults of the Carefile User Profile.

You can now tab through the various fields to input the information you have on
the doctor. To insert the Specialty of the Doctor simply click on the scrollable
field as shown in the illustration below.

Specialty I_ j

Anatomical Pathology =
Anesthesia

EEE ¢ Cardiology

Cardiovascular & Thoracic Surc
23,1938 | 12494 Clinical Immunology & Allergy

— 1 *F % |Clinical Patholog
P Community Health h{

Dermatology Ll

Figure 85 — Selecting Doctor’s Specialty

Highlight the correct Specialty and then click on the little square to the left of
Specialty and the correct Specialty Code will be inserted. CareOffice has been
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written so that if you enter a speciality number the correct speciality text is
automatically highlighted in the adjoining dropdown list. Also, if you first select
the speciality text the correct speciality code will automatically be inserted in the
adjoining field.

Specialty I 38 lCummunity Health _v_l

Figure 86 — Inserting Specialty code

To save the new doctor information you must click on the OK button at the top of
the screen. If you click on the Insert button you can insert another record or you
can click on one of the directional buttons to edit another doctor’s information. If
you click on the OK button CareOffice will save the changes you have made and
you will be brought back to the main screen. If you click on the Cancel button or
the close box you will see the following one of the warnings:

Confirm

|® 'ou have modified thiz record. Do you want to loze these changes?
L]

: Cancel |

Figure 87 — Confirming cancel

You will see the above warning if the record displayed is one that you've recently
edited. If you have moved through the database to view or edit other records and
click on the Cancel button or close box you will see the following warning.

|® Unzaved changes, exit anypuay?
-
Cancel |

Figure 88 — Confirming exit

Click on the Yes button to lose your changes and exit the Doctor Information
screen or click on the Cancel button or the close box to go back to the Doctor
Information screen.
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Editing Existing Doctor Records

To edit a doctor's record you must have the Doctor Information window

displayed. You can get there in a number of different ways.

1. Click on the Doctors icon on the CareOffice desktop and select any of the
views available.

By Humber

General Prac
Figure 89 — Viewing Doctors on the desktop

2. Click on View on the menu bar at the top of the CareOffice desktop and
select Doctors and then choose one of the views.

@ CareOffice 2000 for Windows Ve

File | wiew BErowse Tables Frefer

' Fatients *» = e AT

atia

Figure 90 — View, Doctors, By Number

3. Click on Browse on the menu bar at the top of the CareOffice desktop and
then select Doctors from the pop-down menu.

E:i CareOffice 2000 for Windows Vg
Eile Miew | Browse JTables FPrefer

iy Patients
fﬁ Fatients and Billing
atli:é s BAMO Bills
Frivate Bills

—

Figure 91 — Browse, Doctors

After you have found the doctor using either the Doctor Browser or the Doctor
View screen you can double click anywhere on the information displayed about
that doctor and CareOffice will bring you directly to the Doctor Information
window in edit mode. You can also access the Doctor Information screen from
the Doctor if you right click on the doctor’s information and select edit from the
pop up menu.

Doctors (by Name)

X
\

Doctor Information Box ‘

Figure 92 — Doctor Information Box on desktop

Or
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Doctor Browser

{yiew Index Tabs
i

* Yas " No

Double click on the Doctor’s information |

Figure 93 — Doctor’s Information box in Doctor Browser

Alternatively if you're using the Doctor Browser you can right click on the
doctor’s information and select Edit as shown below.

Doctor Browser

Figure 94 — Right click and select Edit
The Doctor Information screen looks like the following illustration

# Doctor Information

~ s ~ s -~ e s //
o

=iz i

L« b-[H + ('I/ G o

E e 2 e -~ . &
//’ 2 Brint Ij/ xgancell W Ok I

Last Name IGootIine Suffix I

First Name IRoseAnne Doctor No. I'IZSOGBT
Address 1 |121-| Av De Lafleur =57 E-Mail |
Address 2 |

City IRiviele DuLoup £ Tel I{ |
Province IDC £ Cell I{ ¥
Postal Code |H'IT 4P2 Fax |{ =

Specialty I_.-IIMerIicaI Microbiology LI

Figure 95 — Doctor Information screen

Once you have the Doctor Information screen displayed you can either

Highlight a field and then type over the field contents to change the information
displayed

or

Press on the Tab key until you’ve reached the field to edit and then type over the
field contents to change the information displayed.

To save the changes you have made click on the OK button on the top right
corner of the screen.
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If there are other Doctor records that you would like to edit or view before exiting
the Doctor screen you can use the arrow buttons to go to another Doctor’s
record. You can continue to make editing changes until you are ready to leave
this screen.

To save the new doctor information you must click on the OK button at the top of
the screen. If you click on the Insert button you can insert another record or you
can click on one of the directional buttons to edit another doctor’s information. If
you click on the OK button CareOffice will save the changes you have made and
you will be brought back to the main screen.

If you click on the Cancel button or the close box you will see the following one
of the warnings:

Confirm

|® 'ou have modified thiz record. Do you want to loze these changes?
L]

Cancel

:

Figure 96 — Confirm loss of changes

You will see the above warning if the record displayed is one which you've
recently edited. If you have moved through the database to view or edit other
records you will see the following warning if you click on the Cancel button or the
close box and haven’t saved your changes.

Confirm

|® Unzaved changes, exit anyway?
L]

Cancel

:

Figure 97 — Confirm exit

Click on the Yes button to lose your changes and exit the Doctor Information
screen or click on the Cancel button or the close box to go back to the Doctor
Information screen.

Deleting a Doctor Record

oy If you delete a Doctor’s record or file you will be deleting all information about that
b Doctor. Before you follow this procedure be sure you really do want to delete the
Doctor’s information as it will be irretrievable after you confirm the delete process.

You can delete a patient’s record or file from the following program locations:
CareOffice Desktop

Doctor Information Window

Doctor Browser
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CareOffice Desktop

While viewing the doctor database from the CareOffice desktop you can right

click on the doctor's information box and select Delete Doctor from the
cascading menu.

In the illustration below the doctor’s record whose information box is highlighted
would be deleted.

@ CareOffice 2000 for Windows Yersio

File %iew Browse Tables Preference

Doctors (by Name

= Yiew Card

M O e i
[a v Prisate Eilll

Fr

Mew Doctar..

(RDE i REERE

Print Envelope

Lz

Dial Telephone

Figure 98 — Delete Doctor from desktop

You will receive the following message asking you to confirm your action.
Confirm E3

@ Are wou sure you want to delete this recard?

Figure 99 — Confirm deletion

Doctor Information Window

While in the Doctor Information window you can click on the Delete record
button to delete the Doctor information currently displayed.

. Doctor Information
3 - = 72 o P o7 T
| | bt i
oL [ne[q Lo}
e o

. Delete record
Last Name |Painchaud

i

First Name IJeinn

Figure 100 — Delete record in Doctor information
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You will be asked to confirm the deletion.

@ Delete record?

Cancel

Figure 101 — Confirm deletion

If you click on the Cancel button or the close box the record will not be deleted.
If you click on the OK button the record will be deleted but the changes will not be
written to disk until you have exited the Doctor Information window by clicking
on the OK box on the top right hand corner of the window. N.B. You will not be
asked to confirm your changes when you click on the OK box.

If you click on the Cancel box beside the OK box none of the changes you

requested since entering the Doctor Information window will be written to disk
and you will receive the following message:

|® Unzaved changes, exit anwway?
Cancel |

Figure 102 — Confirm exit

Doctor Browser

You can also delete a doctor’s file while in the Doctor Browser window. Simply
right click anywhere on the Doctor information and select Delete as shown below.

Doctor Browser

—iew Index Tabs )/[ Search -
7| ves  CMa | Eield

|

Figure 103 — Delete a doctor’s record from Doctor Browser

You will see the following message: to confirm your action.
Confirm

|® Are pou sure pou want to delete this doctor's record?
:

Cancel |

Figure 104 — Confirm deletion
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If you click on the OK button, the Doctor’s record will be deleted and the change
to the database will be immediately written to disk. If you click on Cancel or on
the close box, no change to the Doctor database will be made.

The Doctor Card

The Doctor Card is a quick way to see some basic information about a particular
doctor.

View Doctor Card

While in the Doctor’s view mode right click on the Doctor’s information and you
will see the following cascading menu.

[E:i CareOffice 2000 for Windows Yersio

File “iew Browse Tahles Preference

Doctors (by Name)

Wiew Card

M e EAR S
[ EvriPrivate Bl

New Doctor...
Delete Doctor

Print Envelope
Dial Telephone

Figure 105 — View Card

Select View Card and a Doctor card similar to the following will appear.

Dr. Wallace Pain

Voice (514) 6668899

1241 Av DuPrix Cell {514} 6879999
Chateaugay, QC Fax (514) 6668891

G1S 3K2 E-Mail wpain@home.com
Number 1280681 Specialty Medical Microbiology

a P a &

Figure 106 — View Doctor Card

Viewing Other Doctor Cards

On the bottom right of the Doctor Card you see two arrows labelled Back and
Next. You can click on these arrow buttons to scroll through the doctor database
and look at the cards of other doctors.
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Dialing the Doctor

From the Doctor Card you can click on the Telephone icon and CareOffice will

automatically dial the doctor whose card is displayed, if your modem and

telephone have been connected properly.

You will then see the following message:

i

19

Dr. Wallace Pain |

1241 Av DuPrix
Chateaugay, QC
G15 3K2

Mo |

Number 1280681

@ Aboutta dial 1 (514) GEE-8399. Proceed?

Figure 107 — Confirm dialing number

CareOffice assumes you want to use the doctor’s voice number.

Ll va &/

If you don’t want dial the number shown in the Confirm dialogue box then click on

No and you’ll go back to the Patient Card.

If the phone number is correct and you want to dial this person to speak to them

click on Yes.

Dialing HE
Dialing Pain, Wallace at 1 (514) 6EB-8599

tram Horme
using MNane (Direct Dial)
(dialed a5 " 1 514 BAB-5599")

Mame to place in call log:

Change Options...

Figure 108 — Dialing message
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If you don't do anything CareOffice will continue dialing and you’ll get the
following message:

Call Status EH |
G Lift the receiver and click T alk.
&

To dizconnect, click Hang Up and replace
the receiver.

Hang Up |

Figure 109 — Call Status
Simply follow the onscreen directions to Talk or Hang Up.

If the Dialing Dialogue contains incorrect information, then click on either the
Hang Up or Change Options... button.

If you click on Change Options... the modem will hang up and you will see the
following dialogue box:

Change Options and Redial E
Murnber to redial:

1514 EEEREA9 Eedial

Dialing Properies... | Cancel

Figure 110 — Change Options and Redial

You can then position the cursor over the white box under Number to redial: and
click to edit the phone number and select Redial or Cancel.

Alternatively, if there is something about the Dialing Properties, which needs to
be changed then click on Dialing Properties. CareOffice accesses the Phone
Dialer that comes with Windows. When you click on Dialing Properties the
Phone Dialer Accessory is automatically started in the background. To access it
you have to first move your mouse pointer to the bottom of your screen to see the
Windows Task bar.

iz | Startl [,ﬂ CareOffice Far Windnw...l @ Phone Dialer

Figure 111 — Windows Task Bar
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Click on Phone Dialer and you will see a window similar to the following, which
you can modify according to your needs.

Dialing Properties EHE
My Locations |

—here | am:

| arn dialing frorn: I FEE RS Mew... Remaove |
The area code iz ISDE

1 am in: IEanada 1 j

—How | dial fram this location:

To access an putside line, first dial: I far local, I for long distance.

™ Dial using Calling Card: [Ehange... |
¥ This location has call waiting. To disable it, dial I vl

The phone system at this location uses: & Tone disling ¢ Pulse dialing

Mumber to be disled: 1 514 369-2222

™| Dl &z alona distatice call

()3 I Cancel |

Figure 112 — Dialing Properties of Phone Dialer

N.B. For more information on the Phone Dialer accessory see your Microsoft
Windows 95/98/NT User’s Guide.

Dialing the Doctor from the CareOffice Desktop

You can also access the automatic dialer from the CareOffice desktop. While
viewing the Doctors, right click on the Doctor Information box and select dial from
the pop down menu as shown below.

gl CareOffice 2000 for Windows Version

File  Yiew Browse Tahles FPreferences

Doctors (by Numbe

HilkH
Pai  iew Card
B
[8 e Private Bl
Fre
Mew Doctar..
Delete Doctor
Laf ;
Gl Frint Envelope
Dial Telephone

Figure 113 — Dialing Doctor from desktop
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Dialing from the Doctor Information Screen

From the Doctor Information Screen you can click on any of the telephone icons
for which there is a corresponding telephone number and CareOffice will
automatically dial that doctor's number.

N ~ |

@ About ta dial 1 [514) 3932222 Proceed? h593

Ho

Ey  Tel[i514) 3932222
&3 Cell [514) 5941211
Fax [(514) 3932223

Figure 114 — Auto-dialing from Doctor Information

If you click on a telephone icon for which there is no associated telephone
number you will receive an error message that the telephone number is blank.

Exiting the Doctor Card

To exit the Doctor Card you can either click on the Exit Door or in the Close
Box.

Dr. Wallace Pain
Voice (514) 6668899 _Close Box |

B RS

e
=

1241 Av DuPrix Cell {514) 687-9999
Chateaugay, QC Fax {514} 6668891
G1S 3K2 E-Mail wpain@home.com
Exit Door
ﬁ Number 1280681 Specialty Medical Microbiology

&

Figure 115 — Closing the Doctor Card

Printing Doctor Name and Address

You can print a Doctor's name and address very flexibly in CareOffice from
several locations within the program. You can customise the look of your
envelopes and labels to suit your needs. The following discusses the various
options of the Printing Envelopes/Labels feature.

Choosing the Printer

CareOffice will always send any print jobs you have requested to the printer
selected in the Printer Setup. To select the printer, follow the following steps:
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1. Click on the File menu item on the CareOffice main desktop
Click on Printer Setup as shown below.

B} CareOffice 2000 for Wind

File “iew Browse Tahles

Mew Batient Citl+F
MNew BAMO BIll .. Ctl+B
MNew Mixte Bill Cirl+hd
MNew CuickBill... Ctr|+0
MNew Private Bill ... Cirl+L
Mew Doctar. . Cirl+0
ExEart e
Import L
Update L4
| PrinterSeup |

Exit

Figure 116 — File, Printer Setup...

3. Select the printer of your choice by clicking on the down arrow next to the
printer Name: and then highlighting the printer.

Print Setup EHE
— Prinker
Marne: IEanon BJC-4000 Properties |
el F Laserlet 5P/GMP Postaoript
Type: Microzoft Fax
Where:
Caomment;
— Paper Orientation
Size: ILelter j & Porrait
Source: IAuto Feeder j " Landscape

ok, I Cancel

Figure 117 — Print Setup
4. Click on the OK button when done.

Selecting Print

CareOffice allows you to print envelopes or address labels from three different
areas in the program; from the Doctor Card; from the Doctor Information
window or from the CareOffice Main Desktop.
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Printing from the Doctor Card

Once you've chosen the correct default printer click on the Printer icon at the
bottom of the Doctor Card to print envelopes or labels.

Dr. Wallace Pain

Voice (514) 6668899

1241 Av DuPrix Cell (514) 6879999
Chateaugay, OC Fax {514) 6668891

G1S 3K2 E-Mail wpain@home.com
Number 1280681 Specialty Medical Microbiology

2 &

Printer Icon

Figure 118 — Printing from the Doctor Card

Printing from the Doctor Information Window

You can also print labels from the Doctor Information window by clicking on the
Print button as illustrated in the following figure.

. Doctor Information m
v A s o Ea & // o // Fe s
> [ |+ a i =

s o
Ll - ale| 5 By Print
- P o

#
vI’\l.H

Address Labe
Last Name |Pain Suffix I 1
I 1D Label

First Name IWaIIace Doctor No. I'I23DGB1

Figure 119 — Printing from Doctor Information

Printing from the CareOffice Main Desktop
While viewing Doctors on the CareOffice Main desktop you can right click on any
of the Doctor Information boxes and select Print as shown in the following figure.
@ CareOffice 2000 for Windows Versio

File Yiew Browse Tables Preference

g/ﬁ/ Doctors (by Name)
=

=

/ % e P —
Wiew Card

Patients | .. ¥

G e BAE Bl

[ ey B ate Bl
A
Iy Mew Doctor.
Delete Doctar
A
G

I Dial Telephone

Figure 120 — Printing while viewing Doctors on desktop
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Once you've selected Print you will see the Print Envelopes/Labels window as
in the example above.

Printing Options
If you choose to print from the Doctor Card, the CareOffice Main Desktop or
from the Doctor Information window you will see a window similar to the

following where you can choose from amongst many options to customise the
look of your envelopes and labels.

ﬁ Print Envelopes & Labels - Untitled

File  Edit
Formatting Opti
DEEE| ¢ 28> [aabek o[z Bz o« ormatting &p 'ons‘

<«——— Text Editing Box
Grey Text Boj .

— Eorm Type
" Envelope (#10)

 Enwvelope (Monarch)
& Envelope (B-3/4)

" Label (AL-100: 3-Up)
 Label (AL-120: 2-Up)

Page View

|

— Feed Qrientation
& Horizontal ¢ Werical

—Feed Side
= Left " Right

— Lahel Mo,
|13 —:I‘ 1 Close

|Line: 5 Col: 8 |Modified |
Figure 121 — Printing Options

File Operations

CareOffice also allows you to save the information in the Print Envelopes &
Labels window to be printed at a later time. To do this click on the Save File
icon and give the file a name in the Save As dialogue box. When you want to
open that file later just click on the Open Existing File icon to locate the file to be
printed.
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You can also create a new file with name and address information to be printed
or saved by clicking on the New File icon. When you do this, the Text Box will
be cleared of all information.

ﬂ Print Envelopes & Labels - Untitled

File  Edit

Nowrie— S FHE | L 8 0 [aialBlack ]
Open Existing File‘/

Save fiIeF

Figure 122 — File Operations in Print Envelopes & Labels

Editing Text in the Print Box

When you move your mouse on top of the Text Editing Box you will notice that
the cursor changes from an arrow to an | Bar.

You can change the contents of the Text Editing Box by simply positioning the |
Bar over the text and then click and drag — while holding down the mouse button
— over the text to be changed. Then type in the correct information.

To add additional text to the Text Editing Box, position the | Bar at the location
where the new text is to be added and then click and type.

N.B. The Grey Text Box will show you where the text will be printed on the label
or envelope chosen. If the Grey Text Box is larger than the envelope or label
you will want to change the font type or font size to make it fit into the required
space.

Editing Tools

As shown below, at the top of the Print Envelopes & Labels window some
editing tools are provided for your convenience.

Cut

ﬁ Print Envelopes & Labels - Untitled

File  Edit

hEES| %\WBlack -

Undo
Paste
Copy

Figure 123 — Editing Tools in Print Envelopes & Labels

If you highlight a word or group of words in the Text Editing box you will notice
that all the editing tools are activated. If you then click on the Cut icon the text
will be deleted. Clicking on the Copy icon will copy the selected text to the
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clipboard. Clicking on the Paste icon will paste the clipboard’s contents where
the blinking | Bar is located over will replace the highlighted text with the
clipboard’s contents. The Undo icon will undo the last action whether it is cutting,

typing, changing font or font attributes. If the Undo icon is greyed out it cannot
be used at this time.

Formatting Text in the Print Box

The following figure illustrates the various formatting options available.

| Arial =4 B~ o

Figure 124 — Formatting Options

To change the font click on the down arrow next to the font name and select the
font you wish. To change the size of the font click on the down or up arrow next
to the font size and select the font size you want. Any changes to the font used
or the font size will apply to all the text in the Text Box if no text has been

selected. If you have highlighted a word or group of words the font change will
apply to that selection only.

You can also change the attributes of the text to include bold, Italic or underline.

Simply highlight all or part of the text and click on the Bold, Italic or Underline
symbols.

Setting a Default Fault

If you usually use the same font you may want to set it as the default. To do this
1.  Click on Edit

2.  Select Set Default Font... as shown in the figure below

ﬁ Print Envelopes & Labels

File: =3
& K7 |Ihdo Chrl+2
ut brl+
E $C Chil+3
01 LCopy Chrl+C
Os E Faste Chrl+
k2 Eont...
Set Default Fant. .

Figure 125 — Set Default Font...

You will see a window similar to the following where you can select your
default font.

Font: Fanl style: Size:
[arialBlack [Bold \ oK. |

T Arial «| [Reguiar il =
Fm_ﬂ Iigic = _Cered |
Arial Marow 10
B Atlantic Infine Bold ltalic 11
% Aurora BACn BT
Baloon BABT 14
I Balloon Lt BT = AR

E Sampl

I™ Stikeout

I Undeiline AaBbYyZz
Color

G ack =] | Seipt
wiestem -

Figure 126 — Select Font Attributes
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3. Use the mouse arrow to highlight the font and other font attributes you
would like to make default.
4.  Click on the OK button.

Changing the Form Type, Feed Orientation and Feed side

The Form Type Box allows you to select the type of paper or envelope the Text
Box’s contents will be printed on. You can choose from 3 envelope sizes and two
types of label paper. Click on the various radio buttons and watch the Page View
change. Notices that if you select a type of Label paper the Feed Orientation
and Feed Side options will be greyed out and is not selectable.

E Print Envelopes & Labels - Untitled [_ O] =]
File  Edit

DEE&| & =R ||mvases iz 2B 7~ 0

— Form Type
 Envelope (#10)
 Envelope (Monarch)
 Envelope (B-3/4)

@ Label (AL-100: 3-Up)
" Label (AL-120: 2-Up)

— Feed Qrientation—————————

; : Label No.
& Harieantal € Erical
~FeedSide—————————— /

| -
| [ o W

Label Mo, -
i { 13 4 ficmse

Figure 127 — Changing the Form type

Page View

|Line: 4 col: 13 Modified |

The illustration above shows that the Page View shows the text will be printed on
the third label down from the top. The Label No. option controls the position of
the text to be printed. You can choose to print anywhere on the label paper by
simply changing the number in this box by either typing in the number or using
the up and down arrows to the right of the number.

Feed Orientation allows you to select to feed in the envelope either horizontally
or vertically. This is best illustrated in the figure below.

Feed Side controls which side of the printer you will be feeding the envelope.
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The use of the Feed Orientation and Feed Side options is illustrated in the

figures below.

i Print Envelopes & Labels - Untitled
File Edit

[_[CTx]

= = =R P | [ P

ﬂ Print Envelopes & Labels - Untitled

File  Edit

TS B3

DSESG 4 e ||[vdeee -]z /B 7O

rFormType ——————
 Enwelope (#10)
@ Envelope (Monarch)
 Enwelope (5-3/4)
© Lahel (AL-100: 3-Up)
" Label (AL-120: 2-Up)

Feed Qrientation
 Horizontal & Verical

Feed Side
........ © Pight

Lahel Mo
IL Close

- Eorm Type
" Envelope (#10) H
= Envelope (Manarch)
 Envelope (B-3/4)
 Label (AL-100: 3-Up)
 Label (AL-120: 2-Up) i

Feed Crientation t
@ Hotizantal € “erical i

Feed Side
) Left

& Right

Lahel Mo
13 IL Close

[Line: 4 Col: 13| Modified |

Line: 4 Col: 13| Modified |

Figure 128 — Feed Orientation and Feed Side

Print Current File

When you are ready to print click on the printer icon.

ﬁ Print Envelopes & Labels - Unhit

Eile  Edit

= e R

Dr. Elizahb.Frint curent file [EtrI+F']L

Figure 129 — Ready to print
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Billing Module Overview

This module is used to create and track the payment of both private and RAMQ
bills. The government provides tables of billing codes and their error checking
values. You will use these codes to create your bills. CareOffice will then allow
you to automatically submit all claims not previously submitted and reconcile the
RAMQ claim. You can also print the private bills for presentation to the patient.

In this chapter we will cover the tables used in billing, creating and printing a bill,
browsing through the bills and tracking the payment of a bill.

Tables

The Tables used in the creation of a bill can all be accessed from the main menu
of CareOffice as in the following illustration.

Eg'i CareOffice 2000 for Windows Version 1.

Eile “iew Browse | Tables %Pre!erenu:es
/ //|; Billing Codes
=

= Diagnosis Cades

S ; Bl oo

I i i Aalar Establishments
7 7 Gene

o /[\ ...................

A

(A2 ) Select Account

Figure 130 — Tables Used in Bill Creation

Billing Codes

The Billing Codes are provided to Carefile by the government and are a part of
the CareOffice installation. As the Billing Codes are continually updated by the
government CareOffice provides you with the means to manually change the
values or add more codes as the requirement presents itself. Customers with a
support contract from Carefile will automatically receive all Billing Code updates

as they are required which will replace the table in use with the newer one in
effect.

You may access the Billing Codes table from the CareOffice main desktop as
shown in the following illustration.

| g‘ CareOffice 2000 for Windows Version 1,
, File  “iew Browse | Tables Preferences

s e =
e ey, Billing &
(= Do

i Diagnosis Codes
~ | vodifiers

Patients |- o5 ;
b - o Establishments

! o ’/D Gene
// ﬂﬁ o Select Account

Figure 131 — Accessing Billing Codes
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Tab

The Billing Codes table or Service Code Browser is similar to the following
figure. An explanation of all the parts of the table and how the various fields are
updated will follow.

B Service Code Browser [_ o] x

- Teb Operation '/‘/ ~ Search -~ i ——g = = 7 — /| Tme—
 CRier  ©des || Field [code + Specialy ] Value| ,

. . Description

aa 8] 0
ono $14.95 GP O 1886/08/01 noom
onoz $36.10 GP 0 1883/03/01 nooz
0003 $14.70 GF || 1983/03/01 0oo3
0nos $10.00 (] I 1983/03/01 0oo&
000g $38.05 GP I 1983/03/01 0oo&
ono? $65.00 GP 0 14398/05/01 ooo?
0nog $100.00 GP O 18436/08/01 nong
onn $26.00 1 1984/06/01 no1o
omz $39.95 GP O 1893/03/01 ooz
0ms3 $1470 GP B 1893/03/01 0013
o4 $38.08 GP B | 1893/03/01 0o14
omsa $0.50 (& B 188311/01 0o1s
oms $0.54 || 1982/09/01 0o1s
Ime $14.70 GP B 1897/07/01 ooe
ommz $58.90 GP I 1385/04/01 oo?
noa $38.05 GP B 1957/07/01 oo1a
o014 $6315 GP || 1985/04/01 0o1a
onzn $10.35 GP I 1883/03/01 noza .
K ;IJ

Tap 30 41 24{3/{4}{5,{6,{7,{8;{93

Figure 132 — Service Code Browser

Operation

The Tab Operation option at the top of the window is used to control how the
Tabs at the bottom of the window work when searching on Code + Specialty or
Code. It provides two choices, either Filter or Index. If you have Index selected
and click on one of the numeric tabs at the bottom you will notice that the
highlighted selection moves to the first code starting with that number as in the
following illustration.

rIﬁb Operafion '/‘/ = Se'arch 27 - > 7 —— 7 — i - — 7 /_‘, ; = 7
| CFiter @ Index | ] Eielq,ICode+5pecialty = vame 3 1 - ML Close

: . . . - -
2994 £410.00 B 1994/0313 2994
2995 $30000 GP B 1988/05/01 2995
2995 £410.00 B 1394/0313 2995
2995 $40000 GP B 1888/05/01 2095
2995 49500 B 1994/03/13 2095
2997 $550.00 B 1984/07/01 2997
2997 $550.00 GP B | 1988/06/01 2997
2998 49800 GP B 1988/06/01 2998
2995 $105.00 B 1394/0313
3000 52150 GP B | 1988/06/01
3001 46500 GP B 1988/06/01 3001
3001 $30.00 B | 1892/03/01 3001
3002 $33.00 B 1885/02/01 3002
3002 $3300  GP B | 1988/06/01 3002
3003 498.00 B 1985/02/01 3003
3003 43800 GP B | 1988/06/01 3003
3004 46500 GP B 1988/06/01 3004
3004 £100.00 || 1985/09/01 w4
<1 _’_l'J
\Top fofirfzhafafstof7lafo]

Figure 133 — Indexed Tabs of Service Code Browser
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If you have Filter selected and click on one of the numeric tabs at the bottom you
will notice that the tab selected shows only the codes starting with that number as
in the following illustration. All the other codes are filtered out.

ﬁ Service Code Browser
i
L

I Tab Operation
iter ¢ Index

> Search —
Field [Code + Spe

cialty ;|/§a|ue/|

GFP B | 1988/06/01 3000

GP B 1988/06/M 3001

B | 1992/03/M 3001

B 1985/02/M 3002

GP B | 1988/06/01 3002

B 1985/02/0 3003

GP B | 1938/06/M 3003

GF B 1988/06/01 3004

$100.00 || 1985/04/0 3004

$65.00 GP B 1930/04/M 3005

$100.00 || 1995/04/0 3005

$109.00 GP B 1986/06/0 3008

$135.00 B | 1994/07/m 3008

$255.00 GP B 1988/06/0 imz

$245.00 GF B | 1988/06/01 3ms

$167.00 GP B 1988/06/0 3ME

$315.00 B | 1934/07/M 3ME
$26.00 B 1985/02/M mz -
o

DN A2 A3 AEATAOATAE NG

Figure 134 — Filtered Tabs of the Code Browser

Search

In the search area of the Service Code Browser are four inputs you can provide
CareOffice with to narrow and speed up the search through the thousands of
billing codes available.

In Field there are several selections as illustrated in the following figure.

B Service Code Browser
 Tak Operation [~ r Segarc - - - =
&+ Filter € Index //‘ Field |Code + Specialty :J/Egllue |4101

Code Number

012 Code Description $3000 GP B 1938/06/01
4013 Specialty $250000 GP | B 1988/06/01
4013 $285.00 B 1989/08/01 199
4014 $390.00 B | 1935/02/01 | 199¢
4014 $39000 GP B 1988/08/01
4015 $250.00 B | 1985/02/01 | 193¢
4015 $25000 GP B 1988/08/01
4016 $110000 GP | B | 1988/08/01
4016 $260.00 B 1989/09/01 199

$145.00 | 19800970
1M $145.00 GF B 1988/06/01
Figure 135 — Search Options of the Service Code Browser

Code + Specialty will sort the billing code database first on the billing code and
then on the Specialty. If you want to search for a specific code value then you
must insert that value into the Value box.
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Table Column Headings

Code Number will sort the database using the billing code as the only search
key.

Code Description will sort the billing code database alphabetically according to
the contents of the Description field. Note that there are no descriptions in the
above example, as this is how the billing codes are presented to Carefile from the
Quebec government. You may however insert your own descriptions if you wish.

Specialty will sort the database alphabetically in ascending order according to
the Specialty assigned to the billing code.

ﬁ Service Code Browser M= 3

Search

—Tab Operatlon /
“| & Filter ™ Index /{

Flelyc‘ode + Specialty J/\/alue |

B 1988,-"06,-"01
3001 $65.00 GP B 1988/06/01 3001
3001 $40.00 B | 1992/03/M 3001

Figure 136 — Column Headings of Service Code Browser

Code refers to the 4 digit Billing Code for a service as assigned by the
government.

Description is a text field 40 characters in length which you may use to assist
you in identifying or search on the various billing codes. The user may enter the
descriptions if they wish.

Basic Value is the value for the service as assigned by the government. In the
claim, this value may be increased or decreased by the use of modifiers.

I/0 may have the value of | for an Inpatient service, O for an Outpatient service,
or B for Both. Some of the billing codes represent services, which may only be
performed in the Hospital, and this field would then have a value of I. Some
services will only be performed at the clinic or office and would have a value of O.
Services, which can be performed, at both the clinic and the hospital would
therefor contain a B in this field.

Start Date represents the date upon which this particular billing code became
effective.

End Date represent the date upon which used of this particular code was
discontinued.
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Changing the Contents of the Table

All of the fields in the Billing Codes table are editable. You can also add new
codes or delete codes your clinic doesn’t use. To see the options available, right
click anywhere on the table and the following pop up menu will appear.

ﬁ Service Code Browser

Tah Operation arch -2—< £ -
/17(3' Filter  Index

& /Se.
/{ Field [Code + Specialty

Figure 137 — Changing Billing Code Table Contents

If you select Edit the following screen will appear allowing you to make the
necessary changes. Alternatively you can double click anywhere on the row
containing the billing code you wish to change and you will also see the following

window.
Billing Code Information E3

Es - s EA 'l s & - Es
PR H|-|- —[/l\/lxl/ anncell’ o Ok

Blll Code I3000 Specialty I

Description I

BasicYalue I $21.50 Unit“alue/Units I I
Raole 7 Yalue I Role & Yalue I

Start Date |1935f02f01 End Date I
Start Age I End Age I
Danys I {v'ou cannot reuse code for this many days)

—Allow Roles Raoles
wiYes O Mo M1 W2 Wa T 406 C7CH
— &llow Modifiers — — InfQut Patient

* Yes ¢ Mo |5 ModifierTable|| ¢ n Oyt & Both

— Allow Units Fef. Doc. Reg. — — Site
C Yes & Mo  Yes & MNo  Office © Ingt. & Both

— Allow Wisits CEST ———— Form 1606
" Yes  No C Yes & Mo iYes ¥ o

Figure 138 — Editing the Billing Code

If you have a support contract there are only 2 fields that should concern you;
Description and Days. You will be sent regular updates from Carefile for all the
other fields of the billing.

You can press the Tab key until you reach the Description box and then enter
your description of this billing code.

Press the Tab key again until you reach the Days field. In here you would type in
the number of days which must pass before this billing code could be used again.
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When you’ve completed making the required changes you can press on the
check mark or Post Edit button and then press on the arrow keys to go to another
billing code to make changes there or you can press on the OK button to exit. No
changes are recorded to disk until the OK button is clicked.

The following discussion will briefly define the other fields in the Billing Code
Information to give you an overview of their functions.

The Specialty field is used to represent the various specialities in the Medical
Industry. In it you will find codes like GP, or a two-character numeric
representing the speciality. The government will supply you with a list of the
speciality codes and what they represent. If there is nothing in the Specialty box
it means that any physician of any particular speciality can use this billing code. If
there is a Specialty listed in this box it means that only that particular billing code.
Many codes have different fees depending on their speciality. So, for example
you could have many billing codes of 9150 and only one for each speciality
allowed.

The Basic Value represents the amount the government will pay the physician
for the service provided under this billing code.

If there is a value in Unit Value/Units it means that the Basic Value of the service
is for 1 unit of this service. If more than one unit applies to the billing code then
there will be a dollar value associated here with the additional units.

Role 7 and 8 values represent different fees that must be used if the code is to be
used with a modifier of 7 or 8. If there is a value in either of these boxes and you
use this billing code in the Actes portion of the bill along with 7 or 8 in the Role
position, CareOffice will automatically pickup the value in the Billing Code
Information. The government dictates which roles may be used with which billing
codes and what values they may have.

Start Date is the date at which this billing code was registered with the
government.

End Date is the date at which this billing code was discontinued by the
government.

Start Age indicates the age of the youngest patient for which this billing code
may be used.

End Age indicates the age of the oldest patient for which this billing code may be
used.

Days is the number of days before this billing code may be used again for a
particular patient.

Roles are used by the government to modify the basic value and interpretation of
a service rendered. If the Allow Roles indicates that Roles may be used for this
billing code then the various roles allowed by the government for this code will
have a check mark next to the Role number. An example of a role would be 4,
which indicates that an assistant to the physician performed this service. In which
case when the bill was prepared with Role 4 associated with the billing code for
the Actes, then CareOffice would automatically calculate that the service should
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be billed at 25% of the regular physician’s fee. If Role 4 was not flagged then this
code cannot be used with Role 4

Modifiers also may be used with certain billing codes to modify the value of a
particular service. Examples of modifiers would be services rendered on
weekends or in the evenings whereby the value of the service would be
increased or decreased somewhat. You can click on the Modifier Table button
on the screen to view all of the modifiers that may be used with this particular
billing code. If the modifier is not flagged then it cannot be used for that billing
code. Please note that all 3-digit modifiers (i.e. those with a number of 100 or
greater) have been hard coded into the CareOffice software so the user doesn’t
have to maintain them.

In/Out Patient refers to whether this service may be used for a patient that has
been admitted to a hospital (In-patient) or is visiting the doctor at an office or
hospital (Out-patient). If the Both button is checked then the billing code can be
used for any kind of patient.

Allow Units refers to whether units are allowed to be billed in the Actes part of a
RAMQ claim.

Ref. Doc. Req. represents Referring Doctor Required. Certain codes may only
be used if another physician referred the patient to the specialist.

Site refers to whether this billing code can be used for services rendered only in
an office, only at an institution (hospital) or at both sites.

Allow Visits refers to whether this billing code may be used in the Visits portion
of the bill or must be used only in the Actes portion.

CSST refers to whether this service was rendered to a patient who was for
example in an accident and therefor this would be a CSST billing code.

Form 1606 is used for Radiology. Instead of billing one claim at a time Radiology
uses this form to sum up their claims, thereby saving time.

Diagnosis Codes

The Diagnosis Codes are provided to Carefile by the government and are a part
of the CareOffice installation. As the Diagnosis Codes are continually updated by
the government CareOffice provides you with the means to manually change the
values or add more codes as the requirement presents itself. Customers with a
support contract from Carefile will automatically receive all Diagnosis Code
updates as they are required.
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You may access the Diagnosis Codes table from the CareOffice main desktop as
shown in the following illustration.

@ CareOffice 2000 for Windows Version 1.

File “iew Browse | Tables Preferences

7
4=

Patients

Billing Codes
Diagn Co

Modifiers
Establishments

Select Account

Figure 139 — Accessing Diagnosis Codes

The Diagnosis Codes table is similar to the following figure. An explanation of all
the parts of the table and how the various fields are updated will follow.

Salmanellose
Toxi-infection bactérienne

Colite gastro-entérite infectieuse
Tuberculose pulmonaire

Pleurésie tuberculeuse

Tuberculose os et adiculations
Tuberculose autres organes
Brucellose SAI

Scarlatine

Erysipéle

Meéningite cérébro-spinale épidémique
Encéphalite & méningocoques
Tetanos

Septicémie

B Diagnostic Code Browser M= B3
Tab Operation [ Search : —— [ .=/ -
{r Filter ' Indlex /l:E\eId’ICOde Number =] yalueJ i 11 Close r

Al ppT p2 a7 AL A AT AT AE 4T

Figure 140 — Diagnostic Code Browser
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Tab Operation

The Tab Operation option at the top of the window is used to control how the
Tabs at the bottom of the window work when searching on Code Number. It
provides two choices, either Filter or Index. If you have Index selected and click
on one of the numeric tabs at the bottom you will notice that the highlighted
selection moves to the first code starting with that number as in the following
illustration.

Tabk Operation
,{'(_ Filter & Index

28966

B2 Search :
/l:Eie\d’ICode Number

Psychose mania

2969 Mélancalie 2964

2971 Faranoia 2971 Ll
2979 Etat délirant 2979

2989 Contusion mentale 2989

2989 Fsychose 2959

2999 Fsychose specifique de 'enfance

3000 Etat anxisux

3000 MNéwrose d'angoisse 3000

30m Hystérie 300

30m MNéwrose hystérigque 300

ann2 Etat phobigue annz

3002 MNéwrose phohigue 3002

3002 Fhobies 3002 i
KN ;l_l

AT O AT 2 AT AL AT AC AT 3800

Figure 141 — Indexed Tabs of the Diagnostic Code Browser
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If you have Filter selected and click on one of the numeric tabs at the bottom you
will notice that the tab selected shows only the codes starting with that number as
in the following illustration. All the other codes are filtered out.

E_'l Diagnostic Code Bmwser [_ =] =]
-~ Tah Operation 7

z # = - z -

LI /EalugJ ]

Search
J_F|e|d1t:ode Number

3000 Etat anxicux ETA 3000
3000 MNéwrose d'angoisse MNEY 3000
30Mm Hystérie HY'S 3001
3001 MNéwrose hystérigue MHEW 3001
3002 Etat phohigue ETA 300z
3002 MNéwrose phohigque MNEY inonz
300z Fhohies FHO 3002
3003 MNéwvrose obsessionnelle MNEW 3003
3004 Dépression anxieuse DEF 3004
3005 Asthénie psychogene AST 3005
3005 MNeurasthénie HEL 3005
3006 Syndrome dépersonnalisation SN 3006
3007 Hypocandrie H¥F 3007
3009 Etat névrotigue ETA 3009 =
< | s

Al A0 AT 42 p3 AL 0T A6 AT A8 8T

Figure 142 — Filtered Tabs of the Diagnostic Code Browser

Search

In the search area of the Diagnostic Code Browser are two inputs you can
provide CareOffice with to narrow and speed up the seach through the thousands
of billing codes available.

In Field there are two selections as illustrated in the following figure.

" Diagnostic Code Bmwsel == =
J-- Tab Opetation Search - I/J'/ =" —

g @ Filter © Index ‘ J7F|eldjcode Number I l& M1 Close [
9ma Traurnatisme valsseauxthoramques TRA 490ma

9025 Trauratisme vaisseaux abdomen - bassin TRA 9025

9039 Traurmatisme vaisseaux membre supérieur TRA 9039

9045 Traurmatisme vaisseaux membre inférieur TRA 9045

9059 Séquelles - Brilures traurnatisme os, mus SEQ 9059

9069 Séquelles - Brilures traurnatisme peau, t SEQ 9069

9073 Séquelles - Brilures traurmatisme systéme SEQ 9079

9089 Séquelles - Brilures traurnatisme autres SEQ 9083

9040 Sequelles - Brilures intoxication par me SEQ 9040

9091 Sequelles - Brilures effet toxique de su SEQ 9091

9092 Sequelles - Brilures radiation SEQ 9092

9093 Sequelles - Brilures complications des s SEQ 9093

9219 Cantusian oell COoN I

9224 Contusion organes genitaux externes CON 9224 -
L | _'.IJ

A A0 p T a2 g3 AFAS ARG AT a8 58

Figure 143 — Search Options of the Diagnostic Code Browser
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Code Number will sort the diagnostic code database in ascending numerical
order. If you want to search for a specific code value then you must insert that
value into the Value box.

Specialty will sort the diagnostic code database in ascending alphabetical order.
If you want to search for a specific code description then you must insert that
value into the Value box.

Table Column Headings

i

— Tab Operation e Search : =
4 & Fitef € Index /l:Eield’ICode Number  =| Value
i o

Etat anxieux
3000 MNéwrose d'angoisse NEY 3000

Figure 144 — Column Heading of the Diagnostic Code Browser

Diagnosis Code refers to the Diagnostic Code for this diagnosis as assigned by
the government.

Diagnosis Description is a text field 40 characters in length which you may use
to assist you in identifying or search on the various dignostic codes. You will note
that the diagnosis descriptions are all in French as this is how the Quebec
government provides them to Carefile. These descriptions may easily be
changed to English or to another language if you prefer and we’ll cover editing
later in this chapter.

Speed Code is used to increase the speed of the database sort. When
CareOffice is installed the Speed Code used by the system will consist of the first
3 letters of the diagnosis. The user can change the speed code to help them
more quickly find the diagnosis they are looking for in the future.

Changing the Contents of the Table

All of the fields in the Diagnosis Codes table are editable. You can also add new
codes or delete codes your clinic doesn’t use. To see the options available to
you right click anywhere on the table and the following pop up menu will appear.

ﬁ Diagnostic Code Browser

{Iab Operation |7 Search —<—

" Filter & Index /l:EiB|dICOdE Nurr
- .

Disproportion pi

F534 Disproportion fo  Delete

Figure 145 — Changing Diagnostic Table Contents
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If you select Edit the following screen will appear allowing you to make the
necessary changes. Alternatively you can double click anywhere on the row
containing the diagnostic code you wish to change and you will also see the
following window.

#E Diagnosis Code Information Ei
-~ -~ s - e - - -
[T IR I +[—|/A|/r/‘|$f ("r v Ok

Diagnosis Code IEEBB Speed Code IDIS

Diagnosis Name IDisprupnniun foeto-pelvienne SAl

Figure 146 — Editing the Diagnosis Code Information

You can press the Tab key to go to any of the input fields to change their
contents. Once you have finished you can click on the check mark to save the
changes and then use the arrow keys to view other diagnoses which you can edit
or delete if you wish. No changes will be saved to disk until you press on the OK
button to exit this window.

Modifiers

The Modifiers are provided to Carefile by the government and are a part of the
CareOffice installation. If the government updates the Modifiers, the user can
manually change the values or add more codes as the requirement presents
itself. Customers with a support contract from Carefile will automatically receive
all Modifier updates as they are required which will replace the table in use with
the newer one in effect.

You may access the Modifiers table from the CareOffice main desktop as shown
in the following illustration.

Eﬂ CareOffice 2000 for Windows Version 1,

File “iew Browse | Tahles FPFreferences
Billing Codes
Diagnosis Codes

Estahlishments

Select Account

Figure 147 — Accessing Modifiers
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The Modifier Table is similar to the following figure. An explanation of all the
parts of the table and how the various fields are updated will follow.
Modifier Table

0009|1049 | 2029 |30-39 | 4049|5069 | 6089 | 7079 |eo-8s | s0-ga |

tadifier Twpe | “alue | Description |
Mod 000 || % © § | [100.00 |

Mod 001 || % C § | [10000 |

Mod 002 || % 3§ |'IUU.UU |Examinationperformedinconjundionwith professional service (154)
Mod 003 || % C §|[10000 |New

Mod 004 ||~ % ¢ g][10000 |

Mod 005 (& % (& |mu.uu ISemices rendered between 7 Phi and midnight

Mod 006 ||© % € §|[10000 |[Services rendered between B AM and midnight (weekends & public holid

Mod 007 |[& % ¢ g I?E.DD |

Mod 008 | & % ¢ § I'IDD.DD IReview of a radiograph done elsewhere or report already done ata doct

Mod 009 | & % (% |1DD.DD IAdditiDnaIexaminatiunduetoclinicalindications

Figure 148 — Modifier Table

The Tabs at the top of the window allow you to see the modifiers in groups of 10.
To see a different group than the one displayed simply click on the tab
representing the group in which the modifier you are looking for may be found.

The following explains what the various column heading represent.
Modifier — Modifier code number

Type — May have a value of % or $. The Basic Value of a service will be some
percentage of its original value if the radio button next to the % sign is selected.
The Basic Value of a service will be replaced if the radio button next to the $ sign
is selected.

Value — If the Type is % then the number in the Value field represents the
percentage which must be multiplied by the Basic Value of a service to determine
the modified value. For example Mod 7 has a % of .75 which means that when
this modifier is used in conjunction with a billing code the modified value of the
service will be 75% of the original Basic Value.

If the Type is $ then the number in the Value field represents the modified value
of the Basic Value of a service.

Description — This field contains the descriptions provided to Carefile by the
Quebec government. You can use more than 100 characters to describe any of
the modifiers in this table.

Changing the Contents of the Table

The Modifier Table is also a part of the CareOffice installation with information
given to Carefile by the government. If you have a support contract with Carefile
for your software then you will receive all updates and will probably only want to
make changes to the Description field to make the modifiers easier to remember
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and identify or to otherwise suit your personal preferences. It is not
recommended that you modify the other field in this table.

All of the fields in the Modifier Table are editable. To change the Type simply
click on the other radio button. To change the Value or the Description,
highlight the current value and type in the replacement. No changes are written
to disk until the OK button is pressed to exit the window.

Establishments

The establishments associated with billing are the hospitals or clinics the doctors
have admitting privileges at or work in. As the establishment associated with a
claim must be identified to the government when making the claim it is important
that the establishment information is correctly recorded.

To access the Establishments database, click Tables and select Establishments
as in the following illustration.

g‘ CareOffice 2000 for Windows Version 1,

File “iew Browse | Tahles FPreferences

i = o
e m Billing Codes

A RE) o Diagnosis Codes
Patierts || NI Modifers
’/_ ) & el Establishments
o s Gene
P r=a Select Account

Figure 149 — Accessing Establishments

The Establishment Information window is similar to the following figure. Each
record of the Establishment database may be updated in the same manner as in

the Patient Demographics or Doctor Information windows. An explanation of all
the fields in the database follows.

E‘! E stablishment Information E
- - - b o o -~ EA - r'd
Lol el H+|—A|r/‘|5(|("

Number II]I]183

Name |Muntrea| General Hospital
Address I1I35I] Cedar Avenue
City IMuntreaI

Province IQ[:

Postal Code |H3G 1A4

Percent 100

IOFlag [I

Figure 150 — Establishment Information

Number is a unique number assigned to the establishment by the government.
Name, Address, City, Province and Postal Code represent themselves.

Percent is the percentage value of the Basic Value for a billing code that a
physician will receive if the service was rendered at this establishment.
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IOFlag indicates whether the physician usually sees his patients at this
establishment on an Inpatient or Outpatient basis.

Select Account

CareOffice provides a practice the flexibility to allow the physicians to bill under a
group or privately. When CareOffice is installed the Carefile representative will
discuss with you the billing practices of your office and configure the necessary
groups.

For billing purposes a physician may have a private account for private or non-
governmental billing and may also belong to one or more billing groups. When a
physician bills the government as part of a group the government pays the group.
The group may then divide the payment as per any existing agreement.

It is important to select the appropriate billing account when creating or sending
bills. To access the accounts, click Tables and choose Select Account as in the
following illustration.

ﬁ CareOffice 2000 for Windows Version 1.

File Wiew Browse | Tahles Preferences
Billing Codes
Diagnosis Codes
kModifiers
Estahlishrments

Select Account

Yespers, Frank
2345678480
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Creating and Printing a Bill

94

CareOffice allows for the creation of RAMQ or government bills or private bills
where the patient pays the clinic or practice directly.

RAMQ Billing

RAMQ Billing may be accessed in several different ways.
Choose New RAMQ Bill or New QuickBill... from the File menu on the
desktop
Right-click on the patient's name from the Patient Browser on the desktop
and choose either NEW RAMAQ Bill or New QuickBill
Click on $SRAMQ on the Patient Demographics screen

8 Poiient Demographics

File View Browse Tahles e e T e e I I N T Y O
MNew Patient ... Ctrl+P i | A (RIeS] SR ] S| F=mi] i $ BATTLQ $Prigate| $ﬂist0r}""
I Q Bill AR
New Mbde Bill - Cirlet Create Rt Q) bil
MNew QuickBill Ctrl+0 = =
New FPrivate Bill ... Ctrl+L ANDC 5952 1018
MNew Doctar Ctrl+D
Bt y Caution I
Irnpon 3
Update 4 Last Name IAndersnn Spence
Frinter Setup . . . . .

Figure 151 — Creating RAMQ bill from Patient Demographics

Exit

Figure 152 — Accessing New RAMQ Bill from CareOffice desktop

Patients (by RAM(

N 1 Bill...
MNew Private Bill...

Mew Patient...
Delete Patient

ANDC-5952-1018 B CareOffice 2000 for Wind
'ﬁ Wiew Card | File ¥iew Browse Tahles
. New Batient CHi+P

MNew RAMC Bill Cirl+B
Crl+hd

<Bi Ctrl+(
WNew Private Bill . Cirl+L
MNew Doctor. Ctrl+D

Y
z Print Envelope Expart b
Dial Telephane Import 4
_— Update »
Figure 153 — Right Click on Patient Printer Setup .

in Patient Browser =T

Figure 154 — Accessing New RAMQ Bill from
CareOffice desktop

If you choose to create the RAMQ bill from the Patient Demographics window
then all the relative information will be transferred from the patient’s record onto
the RAMQ bill.

If you choose to create a New RAMQ Bill from the desktop, once you input the
patient’'s RAMQ number, if this patient is in the database, all the relevant fields
will be input automatically onto the bill.

If the patient is not in the database and you choose New QuickBill from the File
menu, you may manually insert the patient’'s demographics into a RAMQ bill.
When the claim has been completed the patient database will be updated to
include the new patient’s information.
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Components and Features of RAMQ Billing Window

The New RAMQ Bill resembles the following illustration.

e s - Ed . - o s # s # Ed “ # s e Ed - / o o ~ . - J
- o= 2 b, . o
i | = || e e [/ z ﬂelpl 95 Tren | Print | B cac| C)Mem | i XCancell o OK h
v {
[ FAMG NUMBER S
5 9 B LAST BILLED
ANDC-5952-1018 # e
LAST NAME Andrew
. ACTES
FIRsTNamE  Christopher V" oate  |PH|cooe | R [moo[unms| @ TOTAL
MARRIED NAME
EXFIRY DATE
BIRTH DATE 1969/02/10 SEX M 200040501
ADDRESS 2 Abernethy Cres. POSTAL CODE
CITY Lakeridge L2 4kE
ACCIDENT DATE i DIST
¢ BILLING DOCTOR NAME DOC NUMBER | GROUF
Carefile 1234567 1234
a b WISITS <
REFERRING DOCTOR NAME DOC HUMEER DATE DarYs CODE UNITS | % TOTAL
I
7 DIAGNOSIS DI4G CODE
[Abces face ~| 6820 =]| | -----
ADDITIONAL INFORMATION
" [ /j
CLAIN INFORMATION =
DATE BILLED EILLED BY User
- 4 DATE FAID TOTAL PAID
TS - ESTABLISHMENT — TRANSACTION CODE EXFLANATION CODE
AOMISS N LISERARGE LOT NUMEBER TRAIL BACK
00181 = :
STATUS Mot Submitted  TRAIL FwD

Figure 155 — New RAMQ Bill

The following explains the various different features of the RAMQ bill.

Insert Record - If you click on this button after editing a new RAMQ bill
+ it will be assumed that you want to save your changes and a new
record will be inserted.

Delete Record — Clicking on this button will cause the record currently
on the screen to be deleted from the patient database. You will not be
asked to confirm that you want to delete the current record on screen if
you press this button.

Edit Record — Clicking on this button will allow you to edit the record
displayed.

Post Edit saves the changes made in Edit mode to the current record.

At this point you can proceed to make other changes but the data is not
actually written to disk until you click on the form’s OK button. This
allows you to batch a number of transactions together and commit them
to disk all at the same time.

"= .| 2 Help will provide you with assistance in bill creation in a later version
of CareOffice. This feature has not yet been implemented.

$;r_'r.an| $ Tran is used to mark a bill as being paid. The RAMQ bills will be
marked as being paid after they have been reconciled.
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| $ﬂi'st0ry!

| Erint ‘

. Qalc:l

(9 e |

$ History when clicked will automatically display the billing history for
the patient whose name is currently displayed. This is an important
feature because it can be used to look up diagnosis and billing codes
used in the past and may be a time saver for the creation of a bill
pertaining to continued treatment of a particular condition. This feature
may also be used to quickly determine for example when the date of the
last general check-up was performed.

The Billing History
i for a particular client

will show all relevant
RAMQ and Private
claims.

Private Claims

Sve. Code | Amt Billed Amt. Paid

0oos ) 1898/08/13 noid $38.05 $0.00 Mot Printed
0oog 1999/08/13 00e $14.70 $0.00 Mot Printed

Print will print a copy of the bill.

Calc will access and display the Windows Calculator accessory.

Mem will memorise and allow you to apply a name to the type of bill just
created. This is also a time saver for creating bills for standard office
visits or other types or services a physician frequently performs. When
more than one claim type has been memorised you can click on the
Mem button to see a scrolling list of the claim types available and then
highlight the claim. The memorised claim will automatically be inserted
onscreen with the current date. It can then be edited in the normal
fashion.

Clicking on the OK button will save to disk all the changes you’ve made
while in the RAMQ Billing screen and exit.

3 Clicking on Cancel will exit the RAMQ Billing screen without saving

“ any changes made. You will be warned that changes have been made

and if you exit these changes will be lost.

[ANDC—5952-1 018 =

RAME HUMEBER . . . . .
patient information box directly below it comes

The information displayed in this box and in the
] directly from the patient card when $RAMQ is

selected to create a new claim for that patient. To create a claim for a
different patient simply click on the down arrow to the right of the RAMQ
Number displayed. A list of the RAMQ Numbers available to choose
from will appear. Select the correct RAMQ Number and the
demographics for the patient, which corresponds to that number will be
automatically inserted into the patient information box.

CareOffice 2000 User's Guide



LAST NAME Andrew The patient’s demographics are
FIRSTHAME  Christapher brought directly from the Patient
""""""""""""""""""""""" Card into the RAMQ bill.

MARRIED HAME

EXFIRY DATE
BIRTH DATE 195802410 SEX M 20000501
ADDRESS 2 Abernethy Cres. POSTAL CODE
CITY Lakeridge L2 4ks
Information regarding the
BILLING DOCTOR NAME DOC NUMBER | GROUF Y . .
(Careﬁle 1234567 | 1234 consulting  and  referring
REFERRING DOCTOR NAME DOC NUMBER [ DATE physicians will al§o be
transferred from the patient card
directly to the bill. If no

information regarding the consulting and referring physicians is present
on the Patient Card the information can be typed here directly. There
may also be a need to replace the name of the consulting doctor with
the name of another doctor in the practice. Simply click on the text box,
highlight the existing information to delete it if necessary, and type the
correct information. N.B. The BILLING DOCTOR NAME may also be
the name of a group of doctors who have agreed to submit their claims
to the government as a group rather than individually.

/ DIAGNDSIS oz cane | 1he DIAGNOSIS part of the RAMQ claim is
|Abces face ~]| [6820 =] | critical. The claim must contain both the
ADDITIONAL INFORMATION diagnosis and the diagnosis code before

DIAGNOSIS OlAG CODE the claim will be
Salmonellose ~|| (o030 ~] accepted by the Regie
Rupture splénique 2895/~ | for payment. You can
Rupture utérine SAl 665 choose a DIAGNOSIS
S.1.D.A. avec ou sans autre affection 0429

b, Salmonellose 003(] OF kPIAG CthODEd by
Salpingite ou ovarite 6142 clicking on e_ own
Sarcoidose 1359 arrows to the right of
Sarcome de Kaposi 1739.x these scrolling fields.

If i's more convenient the user may also simply click in the DIAGNOSIS
field and start typing the first few letters of the diagnosis and the
software will fill in the rest of the diagnosis description. You may also
want to type in any additional information required by clicking in the box
labelled ADDITIONAL INFORMATION and inserted the desired text.
Alternatively you can click in the field and type the correct information.
Additional information is usually used when the government requires
more information about the procedures performed. This is most
frequently required with surgical operations. When it is necessary to
resubmit a claim CareOffice will automatically input the previous claim
number and the lot or submission number in the ADDITIONAL
INFORMATION box. The software will also put in a B in the CS box of
the ACTES portion of the claim when a claim is a resubmission of a
previous claim.

ESTABLISHMENT details are required if

ESTABLISHMENT
ADMISSION

DISCHARGE

s Jditen the patient was seen in the hospital or
1N0330 _ BSUIAL 4 another government recognised
ﬁuu1a3 Montreal General Hospital eStab“Shment, Othel’ than the dOCtOF’S

office. The establishment code will default
to the first establishment on the list of establishments created during
setup. This should be the establishment most frequently used by your
practice. You can select another establishment by clicking on the down

Carefile Medical Systems Inc 97



arrow to the right of the scrolling field and beneath CODE. The date of
admission and discharge must also be completed before claim
submission. These are text entry boxes where you can simply click to
start typing. When you click in the ADMISSION box, the system will
automatically insert the current date. If it needs to be changed you can
simply click on the text and replace it. Note that the format of the date
is standardised to be year/mm/dd.

LAST BILLED CareOffice will automatically insert the date of the last bill or
Today claim in the LAST BILLED box. The user can then click on

the $HISTORY button to see the details of the last claim.

ACTES The user must have entered

4 DAIE:. | [FRH EROE ]k [METHUNITE) TaTAL N jnformation in at least one line in
1999/09710| | 0202 | 1 ! 390 Gither the VISITS or ACTES part
1999,09/10 0201 1| 50 1 $5.17 of the RAMQ claim. If you click
on the area below DATE the

system will automatically insert

ACCIDENT DATE cs oisT today’s date or the date of

admission. The date may be
changed if necessary. If the Date in either the VISITS or ACTES portion
is changed the system will remember the change and will insert the new
date into any subsequent claims

The service code must be input under CODE. CareOffice provides
extensive error checking. If the user tries to input a service code that
isn’'t allowed for a particular speciality, establishment or which will cause
the amount of the claim to exceed the maximum allowed the software
will warn the user. It will also attempt to provide the user with a suitable
substitute code to insert in the event there is an acceptable code that
closely matches. If you double click the left mouse button in the box
under CODE the Service Code Browser will automatically be
activated. The user can then locate the appropriate service code,
double left click the mouse button anywhere on the row pertaining to
that service code and the system will return to the RAMQ bill and insert
that service code into the appropriate area.

By clicking in the UNITS area, the user may change the number of units
if necessary. CareOffice will check with the Billing Codes table to
determine whether units may be used with this particular service and
will notify the user if they may not.

CareOffice will automatically compute the total amount of each row in
VISITS and ACTES and calculate the total amount of the claim.

If this claim is a resubmission of a previous claim the software will
automatically insert a B in the CS field.

VISITS The user must have

‘/- DATE DAYS CODE LNITS og TOTAL -\" entered information in
1999/09/07 | 010203040506 | 0055 7 $205.10 b
at least one line in

1999/09/07 | 010203040506 | 0096 7 s37a70  Sither the VISITS or
ACTES part of the

_____ RAMQ claim. If you

b # click on the area

below DATE the system will automatically insert today’s date or the
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date of admission. The date may be changed if necessary. If the Date
in either the VISITS or ACTES portion is changed the system will
remember the change and will insert the new date into any subsequent
claims.

Under DAYS the user can input up to 6 dates, which including the day
of DATE will total 7 days of visits during a week of hospitalisation where
the same service was performed during each visit.

The service code must be input under CODE. CareOffice provides
extensive error checking. If the user tries to input a service code that
isn’'t allowed for a particular speciality, establishment or which will cause
the amount of the claim to exceed the maximum allowed the software
will warn the user. It will also attempt to provide the user with a suitable
substitute code to insert in the event there is an acceptable code that
closely matches. If you double click the left mouse button in the box
under CODE the Billing Codes Browser will automatically be activated.
The user can then locate the appropriate service code, double left click
the mouse button anywhere on the row pertaining to that service code
and the system will return to the RAMQ bill and insert that service code
into the appropriate area.

By clicking in the UNITS area and typing over the existing information,
the user may change the number of units if necessary. CareOffice will
check with the Billing Codes table to determine whether units may be
used with this particular service and will notify the user if they may not.

CareOffice will automatically compute the total amount of each row in
VISITS and ACTES and calculate the total amount of the claim.

CLAIM INFORMATION When a claim is
DATE EILLED BILLED BY User | submitted CareOffice will
DATE PAID TOTAL PAID automatically update the
TRANSACTION CODE EXPLANATION CODE DATE BILLED and LOT
LOT NUMEER TRAIL BACH NUMBER or submission
STATUS Mot Submitted  TRAIL Fwd number. The LOT

NUMBER is a 7-digit
number, the first number is the last digit of the year, the next number is
a Julian date, and the last 3 digits are incremented sequentially. Most
offices will submit their claims once a week but larger clinics typically
submit their claims once a week. When the claim has been submitted
the STATUS will change from Not Submitted to Not Reconciled.

When the user requests an automatic reconciliation from the
government, the government will transfer a file called The Statement of
Accounts which CareOffice will use to automatically reconcile all the
claims. The system will find the claim that has been reconciled and
insert the date in the DATE PAID field.

CareOffice will also insert the applicable TRANSACTION CODE upon
reconciliation. The most commonly encountered transaction codes are:
1 = fully paid, 15 = fully paid but under investigation and 4 = will not be
paid. An EXPLANATION CODE will be filled in if the claim was not fully
paid. The user should consult the tables available from the government
for further information on the transaction and explanation codes used.

The system will also input the TOTAL PAID amount upon reconciliation.
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CareOffice provides an audit trail such that when a claim has been
resubmitted the TRAIL BACK area will automatically be filled in with the
claim number of the previous claim. The system will also fill in the
TRAIL FWD area of the previous claim with the claim number of the
resubmitted claim.

In the BILLED BY field, CareOffice will insert the username received
when the software was launched.

Private Billing

The Private Billing screen may be accessed in from several different locations
within the software.

Choose New Private Bill from the File menu on the desktop.

Right-click on the patient’'s name from the Patient Browser on the desktop
and choose New Private Bill.

Click on $Private from the Patient Demographics screen.

. . #f Patient Demographics
fg‘ CareOffice 2000 for Wind — e ¥ e e
File “iew Browse Tahles | A el ]| = a |/f’"L EBBAMQ' B erivate ﬂ:‘.ﬂistoryl
INew Patient Chl+FP f
:ew mwéﬁ'”- gr:*a Create private bill
e MIxie Ol Fl+
MNew QuickBill... Cirl+0 ANDC 5952 1018

MNew Private Bill .. Ch

MNew Doctar... Cirl+D 123456789 Caution I
Expntt

[ ' Last Name IAndrew

Updlate i First Name IChlistopher

Printar Setup ...

Figure 156 — Creating Private Bill from Patient Demographics
Exit

Figure 157 — Accessing New Private Bill from CareOffice desktop

Patients (by RAM{

'i . “Wiew _C.ar.d

Mew Patfient...
Delete Patient

[

Print Ervelope
Dial Telephone

Figure 158 — Right Click on Patient in Patient Browser

If you choose to create a private bill from the Patient Demographics window then
all the relative information will be transferred from the patient’s record onto the
private bill.

If you choose to create a New Private Bill from the desktop, you must input the
patient's RAMQ number and if this patient is in the database all the relevant fields
will be input automatically onto the bill.

If the patient is not in the database you will not be able to create a new private bill
from the File menu until you have first created a new patient card for the patient.
You can then click on the $Private button in the Patient Demographics window to
create a private bill for that client.
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Components and Features of the Private Billing Window
The New Private Bill resembles the following illustration.

B Private Billing Claim [ x]
I | - | i | 4 D 7 Hel | $Pa§g's| $ﬂistory| By Print [ (] Qalcl & Mem |/ xCancell W Ok |
RAMG NUMBER _VJ' ADDRESE 1 80 rue Champlain
LAST HAME Tubetti ADDRESS 2
0005 FIRST NAME George Angelo LIty Maontreal
MARRIED NAME PROYV (IC
BIRTH DATE 1936/05/24 SEX M POSTAL CODE M7 4H1
-EEIE Code Description T G BT
[EEENERE 0014 | General Check Up $38.05 $38.05
ADDITIONAL INFORMATION Total Billed $38.05
Total Paid
Balance $38.05
Status _ Not Paid | DatePaid |

Figure 159 — New Private Bill

The following explains the various different features of the private bill.

Insert Record - If you click on this button after editing a new private bill
+ it will be assumed that you want to save your changes and a new
record will be inserted.

Delete Record — Clicking on this button will cause the record currently
on the screen to be deleted from the patient database. You will not be
asked to confirm that you want to delete the current record on screen if
you press this button.

Edit Record — Clicking on this button will allow you to edit the record
displayed.

Post Edit saves the changes made in Edit mode to the current record.

At this point you can proceed to make other changes but the data is not
actually written to disk until you click on the form’s OK button. This
allows you to batch a number of transactions together and commit them
to disk all at the same time.

? Help will provide you with assistance in bill creation in a later version
of CareOffice. This feature has not yet been implemented.

?Eip

1 $Pay will allow the user to change the status of a bill from Not Paid to
et Paid. When a bill has been created and the $Pay’s button is clicked the
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following window will appear allowing the user to input the details of the

payment.
CareOffice will

=l Ivlxl o 2w | xee| o | automatically  insert

today’'s date into the
PA;?_",ENT %%%% Date Paid field. The
user can input the
Payment Amount by
simply clicking on the
field next to it. The
system also allows for
several methods of
payment. The
Reference  Number
field could be used to track the authorisation number received from the
creditor or perhaps the cheque number. At the bottom of the Payment
History window the system displays the most pertinent details of all the
transactions associated with this particular claim number.

Date Paid 1999/09/16 Payment Amount $50.00

Transaction Code Payment Method |Cash

Explanation Code Reference NumbeA

Memo

Diner's Club
Date Paid | Amount Paid | Transaction Code | Explanation CgMasterCard
1339/03/16 $50.00 MISA

| $ History when clicked will automatically display the billing history for

I the patient whose name is currently displayed. This is an important
feature because it can be used to look up diagnosis and billing codes
used in the past and may be a time saver for the creation of a bill
pertaining to continued treatment of a particular condition. This feature
may also be used to quickly determine for example when the date of the
last general check-up was performed.

| B History

B! Billing History for: Frank Vespers (VESF-6504-2610) The Billing History
for a particular client
will show all relevant
RAMQ and Private
claims.

Claim # |Diagnosis B Amt. Billed Amt. Paid
0oos $38.05 $0.00 Mot Printed
0oog 1999/08/13 00e $14.70 $0.00 Mot Printed

| B4 Print ‘ Print will print a copy of the bill. Once the Private bill has been printed
~ you will notice that the Status at the bottom of the bill will change from
Not Printed to Printed.

E Qalc:l Calc will access and display the Windows Calculator accessory.

) e | Mem will memorise and allow you to apply a name to the type of bill just
created. This is also a time saver for creating bills for standard office
visits or other types or services a physician frequently performs. When
more than one claim type has been memorised you can click on the
Mem button to see a scrolling list of the claim types available and then
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highlight the claim. The memorised claim will automatically be inserted
onscreen with the current date. It can then be edited in the normal
fashion.

0k | Clicking on the OK button will save to disk all the changes you’ve made
while in the Private Billing screen and exit.

Clicking on Cancel will exit the Private Billing screen without saving
any changes made. You will be warned that changes have been made
and if you exit these changes will be lost.

RAMG NUMBER ﬂ ADORESS 1 50 rue Champlain |nf0rmatI0n from the Pat'ent
LAST NAME Tubetti ADDRESS 2 . .
FIRST HAME George Angelo CITY Mantreal ‘ Demog raph|CS Wl” be
MAR;:HNI::Z 1936/05/24 SEX M POSTAL ;;E: SA?Y 4H1 aUtomatlcally Inserted |nt0 the

header of the claim. If while in the
Private Billing Claim window the user needs to create a private claim for
another patient, select another patient's RAMQ Number by clicking on
the down arrow to the right of that field and select the patient's RAMQ
number.

The Invoice # is applied to the Claim automatically by CareOffice when
0005 | the user clicks on either the Post Edit button or the OK button. The

Invoice # cannot be changed.

m‘ The details of the claim
0014

General Check Up $3305| w5 are  inserted in  the
much the same manner
as for the RAMQ bills. When the user clicks in a space in the Date
column today's date is automatically inserted. This date can be
changed by highlighting the date and replacing it's contents. In the
Code column the user has the option of manually inserted the
appropriate Billing Code or double clicking in the column under Code to
activate the Service Code Browser. The user can then find the
appropriate code and double click on it to return to the Private Billing
Claim. The Code, Description and Amount will automatically be
inserted into the claim. The number of units, which is found in the No
column defaults to 1. This can be changed if necessary. CareOffice’s
extensive error checking will ensure that units are not applied to
services inappropriately.

ADDITIONAL INFORMATION The Additional Information box can be used
Payment is due in full upon receipt. at the user’s discretion. It is a fully editable
text field.
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Total Billed ¢33.05 | The values of the Total Billed, Total Paid, Balance
Total Paid and Date Paid fields are automatically calculated by
CareOffice. Partial payments are acceptable. The
claim is updated when the user clicks on the $Pay
button and records a payment. The Date Paid will be
Date Paid:j the date shown on the Payment slip. To see which
claims have been paid in full use the Private Billing
Browser which will show a difference in the Amount Billed and the
Amount Paid as shown below.

Balance $38.05

E%i Private Billing Browser ! X

~ Sorted By +L/I .f\EED\/.II’]t Filter o — — -/' - Search For - ~ l//= W

'{ Claim Mumber vH /I;éllAcuDunls % | !Caref\le _vJ/Il j’l < Hl Close |
L -~ r — ! z s

ate | Doctor

Carefile

403 ot Paid
/09 Carefile Mot Paic
1598709416 $100.00 1999/09/16 Carefile Faic

9/09/13
0ona 1998/09/16 $100.00

oo 1999/09/16 $58.90) 19599/09/16 $58.90 1999/09/16  Carefile Paic
0ot 1998/09/76 $80.00 1989/09/16 $50.00 1999/09/16 Carefile Faic
ez 1938/09/17 $39.95 1989/09/17 $30.00 1999/0917  Carefile Faic

When a claim is first created the status field will be empty until the OK
or Post Edit button is clicked. It will then change to Not Paid until a
payment is applied against the claim. The status will change to Paid
after a payment has been received and recorded.

Keyboard Shortcuts

The following are the keyboard shortcuts available while in the edit mode of either
the RAMQ or the Private billing screens.

F1: Go to the RAMQ number field
F2: Go to the attending doctor field
F3: Go to the diagnosis field

F4: Go to the establishment code field
F5: Go to the additional info field
F8: Go to the CS field

F9: Set the CS field to 'S

F10: Save changes

Up Arrow: Move to the previous field
Down Arrow: Move to the next field

PgUp: Move to the previous section
PgDn: Move to the next section

+:

Increment date by one day (on date fields only)
- Decrement date by one day (on date fields only)
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Browsing the Bills

The Billing Browser provides the user with the means to view the various types of
bills created and also to access them for updates such as bill payments. The
Billing Browser is accessed from the CareOffice desktop. Simply clicking on the
Billing Browser will gain access to the various views available.

ﬁ CareOffice 2000 for Windows Vers

File  %iew Browse Tahles Preferen

3l Patients (by RAM
atin .

=

e/nt/s Tubetti, George Angelc
5 12458949939
ANDC-5952-1018

Andrew, Christopher
1234567849

El1l 1 £24AA% ATARD

Fatients & Billing
BAMO Billing
tdixte Billing
Briwvate Billing
Global Adjustments

e P

Figure 160 — The Billing Browsers

Patients & Billing

The Patients & Billing browser allows the user to view all the patients in the data
base along with the government and private claims associated with the selected
patient. The patient information that is selected or highlighted will be the one for
which the claim information is displayed.

@ Patiant/Billing Browser
o2 S e o A

//

Search

First Name

= = Tubett George Angelo 124589999
ANDC-5952-1018  Andrew Christogher 123456789
ELLJ-G403-1708  Ellias

WVESF-6504-2810 |

ot wil

Figure 161 — Patient/Billing Browser
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Most of the fields in the above illustration are self-explanatory but it is useful to
not that the status of the private claims may be 0 if the claim has not been paid or
1 if there has been a payment on that claim.

Moving Through the Patient/Billing Browser

At the top of the Patient/Billing Browser are directional arrows which can be used
to move through the records of the browser.

IR RS

From left to right these symbols represent first record, prior record, next record
and last record. The last symbol on the right when depressed will refresh the
data. This is particularly useful in a networked environment where several users
may be simultaneously working on the same database.

The user may also use the up and down arrows on the keyboard, or the scroll
bars to the right of the patient and billing informaiton to move the selection up and
down.

At the top of the screen is a Search option which will start searching through the
patient’s last name to find a match as soon as you start typing. Typing “T” for
example will bring the user to the first patient record whose name begins with T.
If you type more of the patients name the search will be narrowed further. The
user can continue typing the letters of the patient's name until an exact match is
found.

Moving from the Patient/Billing Browser to other screens

Double-clicking on any of the rows of the patient information at the top of the
Patient/Billing Browser will bring you directly to the Patient Demographics
window, illustrating the relevant patient’s information. Here you can make any
necessary changes and when you click on the OK button you will be
automatically returned to the Patient/Billing Browser.

Similarly double-clicking on the patient's RAMQ or Private claim information will
bring up the corresponding billing screen. The user can then make changes or
record payments as required. As above, when the user clicks on the OK button
the billing window will close and the user will be brought back to the
Patient/Billing Browser.
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RAMQ Billing Browser

Choosing the RAMQ option from the Billing Browser will bring up a window
similar to the following.

B! RAMQ Billing Browser

i O,
f\cc.aynt Fllter 7 > Z ] e
A Eecauts 5 ICarefiIe

0003 1993/09/13 Mot Submittec
ooo4 1999/09/13 $65.00 Mot Submittec
0014 1993/09/18 $38.05 Mot Submittec
005 1993/09/18 $14.70 Mot Submittec

0me 1999/09/18 Mot Submitter

R4 urmnber
YESF-RE04-2810 Wespers Frank 234567890 2000406701

_L_a.-;:t l'--!:a.r_'ne | !j_ir-;:_t l"-JE!I'r:lE_‘ | !-.-j1a.rr:iE_'_w:i _l'-.!aa.rrjE_' MEN Laa.-;¢ E:!I_Ieci_[:ns_‘_tE' Expiry E‘I_Ede

Figure 162 — RAMQ Billing Browser

N.B. The patient information displayed at the bottom of the screen relates to the
selected or highlighted claim in the top portion of the billing browser.

If you double-click on any of the rows of the browser, CareOffice will open the
RAMQ Billing window to allow the user to view more of the information onscreen
or to make any necessary changes.

Sorted By

This option will allow the user to sort all the RAMQ bills in the database by the
Claim Number, Service Date or Bill Status. The Bill Status may be either Not
Submitted or Submitted.

Account Filter

By clicking on the arrow to the right of the scrolling field the user can filter out all
claims pertaining to accounts other than the one selected. This feature is
especially useful in larger clinics where physicians or groups of physicians are
separately billing the government.

Search For

What the user can use the Search For field is dependant on how the RAMQ bills
have been sorted. For example, if the database has been sorted by Claim
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Number the user can type in a claim number in the Search For field and
CareOffice will automatically locate that claim and highlight it.

Private Billing Browser

Choosing the Private Billing option from the Billing Browser will bring up a window
similar to the following.

=

Search For =——~——

G 4 A 1
/|, f\ccoynt Fllter i - /!,|' i ]
Al Aceanme 15 ICareﬂIe A {

i -

1133 [ e t [=

1999709413 $14.70 1999/09/13 Carefile Mot Paic
0009 19990916 $10000 19990916 $100.00 1999/09/16 Carefile Paic
0010 1999/09/16 $58.90) 1999/09/16 $58.90) 1999;09/16 Carefile Paic
0011 1999/09/16 $90.00 1999/09/16 $50.00 1939709716 Carefile Paic
0012 1998/08/17 $39.95 1999/09/17 $30.000 1999;09/17 Carsfile Paic
0013 1999/08/17 $14.70 1999/08/17 Carefile Mat Paic
0017 1999/09/18 $65.00 1999/09,18 Carefile Mot Paic

||LastBilled Date

 Tubsti 124589999

Figure 163 — Private Billing Browser

N.B. The patient information displayed at the bottom of the screen relates to the
selected or highlighted claim in the top portion of the billing browser.

If you double-click on any of the rows of the browser, CareOffice will open the
Private Billing window to allow the user to view more of the information onscreen
or to make any necessary changes.

Sorted By

This option will allow the user to sort all the Private bills in the database by the
Claim Number, Service Date or Bill Status. The Bill Status may be either Not
Paid or Paid.

Account Filter

By clicking on the arrow to the right of the scrolling field the user can filter out all
claims pertaining to accounts other than the one selected. This feature is
especially useful in larger clinics where physicians or groups of physicians are
separately billing the government.

Search For

What the user can use the Search For field is dependant on how the Private bills
have been sorted. For example, if the database has been sorted by Claim
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Number the user can type in a claim number in the Search For field and
CareOffice will automatically locate that claim and highlight it.

Global Adjustments

From the Billing Browser icon on the CareOffice desktop the user also has
access to an accounting feature, Global Adjustments that allows the user to
account for negative transactions by the government such as deductions in
payment due to a physician exceeding the earnings ceiling for that year or
subscription or federation fees which are automatically deducted by the

government.
Global Adjustment List B
) # B 7 ¥ ,/ 2 o = 5 2 B - A
B B R I (e I/‘,»" yd ‘,»” 2y print | X Qancell " Ok I
Date | Amount | Comment |:!
1999/09/19 $5,000.00 Gowvernment deducted said amount as physician exceed

[ 1asa/09/19

%2.000.00 |Federation Fees far Dr. Paul Romera

| _>IL|
GLOBAL ADJUSTMENT SLIP _

Processed Date 19939/09/19 Armount $2.000.00

Reference Mumber 165851

Memo Federation Fees for Dr. Paul P@mero

e
Global Adjustments For: lCarefiIe
A, e 2 -

/ / // //
Ll/ShDW&I! AccElnts I_/I
5 E: : e |

i

Figure 164 — Global Adjustment List and Slip

To make a new global adjustment click on the *at the top left of the
window and fill in the information in the Global Adjustment Slip at the bottom of
the screen. If it becomes necessary to delete a global adjustment, click on the =
symbol. You can review previous adjusments made on a particular billing
account by clicking on the You can make global adjustments which will apply to
any of the previously set-up billing accounts at your site. To change the Billing
account click on the [ . next to the scrolling field of Global Adjustments
For.
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Mixte Billing

Mixte billing is used for “Rémuneration Mixte”. This is for per diem and hourly

claims to the government. The Mixte Billing is accessed from the Billing Module
in the manner illustrated in the figure below.

lﬂl CareOffice 2000 for Windows Vers

File “iew Browse Tahkles Preferen
Patients (by RAM

Tubetti, Gearge Angelc
124589934
ANDC-5952-1018

Andrew, Christopher
123456784

E1l 1 £#£4A% ATAD

| Fatients & Billing
Ay BAMOBiling

/’E’ﬂmﬁ/
pmy  Global Adjustments

e

Erivate Billing

Figure 165 — Mixte Billing
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Schedules Module Overview

The Schedules module is an Appointment Scheduler used to schedule time for
staff and facilities at your location. It can be used to schedule appointments for
Doctors, Nurses or other health care workers and it will also allow you to book
meeting, surgical and examination rooms. CareOffice allows you to have an
unlimited number of schedules with password protection so only authorised users
may access secure scheduling information.

This chapter will cover the creation of new schedules for staff and facilities;
booking, viewing, searching and cancelling appointments.

Accessing the Scheduler

Click on the Schedules icon on the CareOffice main desktop to access the
Appointment Books.

B CareDffice 99 for Windows Version 1.0
File Wiew BHrowsze Tables FHeportz Preferences

Doctors (by Numb

1280593
Fainchaud, Charles-A.
Medical Micrabiology

1300219
Frenette, Edmour

1310267
Laflamme, Charles
General Practice

1310598
Tessier, L-J.
Cphthalmology

1320118
Bohemier, J.-A.

Figure 166 — Selecting Schedules from desktop
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The illustration below shows what the Appointment Book window looks like and
labels some of the important options we will be covering.

|[E|1] Appointment Book

M= E3
File Search Help
IAdams, M.D. R | = @| G -+ T @ Monday January 4, 1999 72
110 A4 444 44 2AAMA0 % B
78 /] | L\ |
Schedule Mame | / | | | | I\ Caendar
12ﬁ—ﬁelect schedule| / ll II | \\ \\ TDday‘sDatei
“Find next available appoitment [dnwn]! / II \\ \
| |
|

Find next available appoitment [up]!
T
15

Frint Day 5 heet|

30 f bt b s i |
45

ﬂ‘! Goto t.:.da_|,|| Back ane week|
Time Slots |

7 :z . Back aone d-El_'r'l: Fonward one da_l,ll

15 |
30
45

4 9 | [Steele [karen [¢ yezaq222
5 | N P 4 .

1
Fatient's Last Hame | | Comments |

W—F‘atien‘t’g First Hame I—P‘atien‘t‘s Phone Humber
1

IConsuItatmn

[ Monday Jgnuany 4, 1999 | 01:43:56 PM | Enter any comments far this appointment

D ate Time /
Appointment E ntry Irs ructions |
Figure 167 — Appointment Book

The Schedule Information Screen

The Schedule Information screen uses the same buttons for moving through the

schedule records and editing them as Patient Demographics and Doctor
Information do. The following is a recap of the use of these buttons .

If you simply position your mouse pointer over any of the buttons a little yellow

box with a word or two of text will tell you what the button is used for. The
following briefly defines these buttons and their uses:

I First Record — Pressing this button will show you information about the
— first schedule entered.
- Prior Record — Pressing this button will show you information about the
— previous schedule.
- Next Record — Pressing this button will show you the next record in the
Schedules database.
L2 Last Record — Pressing this button will show you the Last Record in

_ the Schedules database.
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Insert Record — If you click on this button while editing a new or
existing schedule it will be assumed that you want to save your changes
and a new record will be inserted

Delete Record — Clicking on this button will cause the schedule
currently on screen to be deleted. You will be asked to confirm that you
want to delete the current schedule if you press this button.

= Edit Record — Clicking on this button will allow you to edit the record
displayed.

Post Edit saves the changes made in Edit mode to the current record.
At this point you can proceed to make other changes but the data is not
actually written to disk until you click on the form’s OK button. This
allows you to batch a number of transactions together and commit them
to disk all at the same time.

Refresh Data will update the screen of appointments. This is

\il especially useful for networks where many users are entering
appointments at the same time. The refresh button will display any new
appointments entered by another user.

N.B. Pressing Alt and the underlined letter seen on the button can
alternatively access the following options

Ok Clicking on the OK button will save to disk all the changes you’ve made
= while in the Schedules screen and exit.

Clicking on Cancel will exit the Schedules screen without saving any
changes made.

Creating New Schedules

Within the Appointment Book you can have several different schedules. You may
want to set up a separate schedule for each of the Doctors, Nurses and Meeting
Rooms in your facility. The following procedure outlines the steps required to
create a new schedule.

1. With the Appointment Book window open, click on the File menu and
select Schedule Info as in the following figure.

|[E]1] Appointment Book
Search Help

Mew Appaintment ... Chrl+M

h it Mayls Sppoimtments
[Eop i Erked Sppaimtments
eveld arted Sppoihtmernts
Welete karked Sppamtments

Schedule Info Ctrl+l

Print Day Sheet k
Frinter Setup ...

Cloze

Figure 168 — File, Schedule Info
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A window similar to the following will appear:
wfofme]=[a] [ fe] xoe|[vo]

Schedule Name ICmefiIe

Password

Address 1 |I3 10 Greene Avenue
Address 2 [Suite 270

City IMonllenI
Province |Gc Postal Code |H3Z 2B2

Telephene {Home) |(314) 9319117 Work) I
Telephone (Fax) |(514) 931-1625
Interval |15 Stale Window 30

SIS IR 2 1o[11[1z[ 1|2 |- | + (SIS

Abd Fhi

Figure 169 — Schedule Information

2. Click onthe '* atthe top of the screen to insert a new record.

3. Click in the text entry box next to Schedule Name.

4. Type the name of the schedule, which may be the Doctor or Nurse’s name
or perhaps the number/name of the examination or meeting room.

5. Press Tab to move to the next field. The Password field is where you will
enter the password for this particular schedule. Once a schedule has been
given a password it is secure from anyone who doesn’t know the correct
password. Please note that the password is case sensitive

6. Continue to press the Tab key and enter the data into the remaining fields.

N.B. You can also press Shift-Tab to go to the previous field or use your
mouse and click in any of the fields to edit them

All of the text fields in the Schedule Information window are self-explanatory with
the exception of Interval and Stale Window.
Interval refers to the length of the appointments. In the above example
Interval is set to 15 which will set the length of each time slot on the
appointment calendar to 15 minutes.
Stale Window refers to the number of days old appointments should be kept
on line before they are deleted in an automated clean-up procedure.

7. The matrix at the bottom of the Schedule Information window illustrates the
working hours to be applied to this particular schedule. When creating a
new schedule a standard 9 to 5, Monday to Friday workweek is applied. The
hours available for appointments are highlighted in white. Simply click on
any of the boxes within this matrix to activate a time slot if it was not
previously activated or to deactivate a time slot if it was previously activated.
You can also click on any of the numbers in the top row of the matrix to
activate or deactivate that time slot for the entire week.

8. You may click on the check mark to post the edit and continue making
changes to other schedules in place or insert or delete schedules. When
you’ve completed the changes, click on the OK button at the top right hand
side of the Screen Information window to save the new schedule. If you
click on the Cancel button none of the changes you’'ve made will be saved.
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Selecting a Schedule

1. With the Appointment Book open on screen, click on the down arrow next to
the name of the schedule currently open.

|Gl Appointment Book

File Search Help

Dr. Bernie MacLean [@ 5 o |
EheleFom ea Selectlschedule

Examination Room #2

Dr. Michaeal Noterandrea
Nurse Allison Jeffreys 1
Dr. Marion Kreder

Dr. lzzak Renfrew

Dr. Bernie Maclean

an ||
Figure 170 — Select a schedule

2. As in the picture above a list of schedules will appear. Highlight the one you
want to use to select it. The following dialogue box will appear.

il 5chedule: Examination Boom #2

Pleasze enter thiz zchedule's pazsword:

k. I Cancel

Figure 171 — Enter the schedule’s password
3. Type in the password associated with the selected schedule and press the
OK button.

If the Schedule selected was chosen by mistake, click on the Cancel button
and select the appropriate schedule as in Step 2.
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Moving around the Appointment Book

The Schedule Module of CareOffice allows for movement throughout the
schedules quite flexibly. The illustration below shows the buttons you will use to
move from one time frame to another.

(A | @\ G @« = 7% @ 3| ThursdayJanuary 21,1999 @|

“Find next available appoitrnent [dnw:h \ Cdendar
Find nest available appoitment [up]| Fonward one mDnth|
Week Wiew

Back one month
o to hoday Fonmard one week,

. Back one u:Ia_l,l| Back one week|

Forward one day

Figure 172 — Moving through the Schedules

Find next available appointment (down)

If you click on this button the next available appointment will be selected. For
example: if you are viewing the schedule for next Tuesday it will select the next
available appointment on or after next Tuesday.

Find next available appointment (up)

If you click on this button the available appointment previous to the one selected
will be highlighted. If no appointments are selected it will find an available
appointment prior to the time slots displayed.

Week View

If you click on this button you will see the entire schedule for one full week.

Examination Room #2 R = ED January 18, 1999 - January 24, 1999
Time | Monday | Tuesday | Wednesday Thursday IHEIum’_lc.l Ilﬁ)ay\f I Saturday | Sunday I
9:00 -
315 Go to Date selected

9:30
Figure 173 — Return to Day View Option

You will notice that there are several buttons here that are seen in the Day View
and they have exactly the same function. The Return to Day View option is the
only new one.

To go back to seeing the schedule one-day at a time, you can click on the Return
to Day View. If you would like to see the appointments of a specific day, click on
the name of the day or on any of the time slots within the column for that day.

While viewing the appointment book one week at a time you may want to resize

the width of the day columns. This will allow you to see more details about any of
the appointments. You can resize the columns by positioning your cursor on the
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line separating one day from another. You will notice that your cursor will change
to appear as in the illustration below.

R —
'IExaminatiun Room #2 v| _(E)J

Tirme honday 4-|-»- Tuesday |

3:.00

315

330 Cursor will change
945 to appear like this

Figure 174 — Adjusting the column size

Once you have a cursor which looks like the above, hold down the mouse button
as you drag the mouse right or left to make the column larger or smaller.

Go to today

No matter where you are in the Appointment Book if you click on this button it will
always bring you to today’s date in Day View mode.

Back one day

Clicking on this button will display the appointments one-day previous to the day
presently shown.

Forward one day
When you click on this button the next day will be displayed.

Back one week

Clicking on this button will display the day’s appointments one week previous to
the day presently shown.

Forward one week

When you click on this button the appointments for the day one week ahead will
be displayed.

Back one month

Clicking on this button will display the day’s appointments one month previous to
the day presently shown.

Forward one month

When you click on this button the appointments for the day one month ahead will
be displayed.

Calendar

If you click on this button you will see a monthly calendar as shown below.
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Move one
month forward
or backward

| Monday January 18, 1999 I_E

Move one year forward
or backward

3 4

m 11 12

17 [18 ] 19

24 25 76
3

Notice that January 1, which is a holiday has been highlighted to indicate that this
is a holiday. All of the Canadian statutory holidays are marked as such. You will
also note that the date currently being viewing on the Day View mode is also
selected. If you move the cursor over the holiday, a little hint window will pop-up
with that holiday’s name.

Booking Appointments

120

There are three methods to book an appointment within the Appointment
Scheduler. You can type in the patients name and phone number manually, you
can have CareOffice search for the patient and then type in the information
manually or you can drag and drop the patient’s information from the Patient
Module.

To enter an appointment you must first of all have the Appointment Book open
and the appropriate schedule selected.

Click on an available appointment time slot or choose from the Search Menu,
Find Next Available Slot as in the following illustration

B Appointment Book

File B=Fi=sN Help

Dr. | Find Appointment [T kis Schedule] Chl+F
— Find Appointrment [Al Schedules]  Chrl+d,
g Find Prew Available Slat F2

Find Mext Available Slat

Goto Today Clrl+T

— G0 to Yesterday Ctrl+F1
1 I::I o to Tamorow Chil+F2
Go Back 1 wWeek Chril+F3
o Forward 1 Week Chrl+F4
GoBack 1 Month Chil+F5
o Farward 1 Manth Cil+F&

4 4

Figure 175 — Search, Find Next Available Slot
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When the appointment time has been selected you will notice a blue box around
that entire time slot. As soon as you start typing, boxes, which define the fields
you have to enter, will be visible and at bottom of the screen a prompt is given to
you to enter the patient’s last name as in the following illustration.

10 L
13
30
45 | [Tusket f(y -
2 o
15
a0
45
3 m
15 Ad
[ honday April 19, 1999 [ 124935 PM | Enter patient's last name v

Figure 176 — Time slot has been selected

Manual Entry of Appointment

With the time slot for the appointment selected

1.  Enter the patient’s last name

2. Press the Tab key and enter the patients first name

3. Press the Tab key and enter the telephone number
If you need to enter the area code, click in the area between the () and
enter the number

4. Press the Tab key and enter any comments you wish to add, i.e. reason for
visit.

5. Press the Insert key.

Automated Appointment Entry

There are three methods to automatically enter the patient information into an
appointment: Search for Patient or Drag Patient Information from either the
CareOffice desktop or from Microsoft Outlook.

Search for Patient

With the appointment time slot selected

1. Type the first few letters of the patient’s last name

2. Double left click on the box containing the Patient’s Last Name
3. A window similar to the following will appear

([ Search for a patient )
(o IAskl b
First Mame I
RAMO# | - -

[ )
[(a StatSearch [y ) (@  Finished )j

Figure 177 — Search for a patient

If information from the last search is contained on this window highlight the
information in the first name text box and press delete then highlight the
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information in the last name text box and type in the name of the patient you
wish to search for.

Click on the Start Seach button.

If more than one patient has a name beginning with these letters, click on
the down arrow to see the names found.

[ Search for a patient )

<

'rLaSt Mame IAsk

First MNarme I

meaﬂ T

Ihskﬂnd, David : ASKD-4212-1242

Ackand, David : ASKD-4212-1242
Agkille, Donna : ASKD-2811-1100
— . — =

- o

Figure 178 — Select patient from list of patients found

Click on the Patient’'s name you wish to select.

You will notice that the patient’s first and last name, along with their home
phone number has been inserted into the appointment time slot.

Press on the Insert key to accept this appointment.

Drag Patient Information from Desktop

1.
2.

Go to the day you wish to book the new appointment for.

Move the Appointment Book window over to the right so you can see the
main CareOffice desktop.

a) Position the cursor over the title bar of the Appointment window.

b) Hold down the left mouse button and drag the window to the right.
Select the Patient view you wish to see.

On the CareOffice desktop, find the patient by clicking on the alphabetic tabs
at the bottom of the screen or by scrolling through the patient database.
Click on the Patient Information Box and drag the mouse on top of the
Appointment Book. The Appointment Book will now become the active
window.

ﬁ Appointment Book

File Search Help

Dr. Passeo jﬁ ﬂ‘|@|@’ += =

Qam | |\ Tomas, Jefferson - ) 455-7888 - Maybe has the FLU
13 Mavbeline, Donna - [ 1514-8388 - Sprained Ankle

30
[
45 i

10 oo

Notice that the cursor now has a little box attached to it, indicating that some
information is available to be copied to this time slot.
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5.

With the left mouse button still depressed move the arrow onto an available
time slot and then release the mouse button. The patient’s information will
be copied onto that time slot.

Press the insert key to accept the appointment information.

Notice that the block next to the appointment time slot changes to a light
blue colour which shows at a glance by highlighting which time slots for that
day are already booked.

Drag Patient Information from Microsoft Outlook

1.
2.

3.

Contact Title Bar ‘

4.

5.

Go to the day in the Appointment Book you wish to book the new
appointment for.

Click on the Start Button of the Windows Task Bar and start Microsoft
Outlook.

Select Contacts from Microsoft Outlook as in the following figure

2= Contacts - Microsoft Outlook

H Eile Edit Wiew Go Tools Contacts Help

”v = | |§@.| 5] |I%‘ > |@-@|Detailed.ﬂddre
Outlook =
Contacts
& | p—
= G T Cromwell, Patricia

e [5

Inbax [5] Use Contacts to keep your Full Mame: Patricia Cromuwell
conkact information current and Blsiness: 21 Redstone Drive
easy bo find, You can sort and Thrambry, MAN
file conkacks any way ywou wantk; L3F 557

Calendar skore several eu:lclre_ssnasJ phone Home: (316) 777-1345
numbers, and e-mail addresses ;

E-mail: poromwel@ha, ..

—,‘h— for each contack; and go
Iy ‘E directly to any contact's World
- wide Web page..

Donaldson, Dave
% Full Mame:  Dawe Donaldson
Anton, Mark Home: (905) B66-7559

Lo LN P ¥ lo mmbam

|: (n]g ::t:E:

Figure 179 — Microsoft Outlook, Contacts

Move the Microsoft Outlook, Contacts window to the left so you can see the

CareOffice Appointment Book underneath and to the right of the window.

Select and drag the contact in Microsoft Outlook you want to book an

appointment for:

a) Position the cursor over the Contact Title Bar of the Contact window.

b) Click and Hold down the right mouse button and drag the mouse to the
right onto the CareOffice Appointment Book. The Appointment Book
will become the active window

Notice that the cursor now has a little box attached to it and a + sign,
indicating that some information is available to be copied to this time slot.

With the right mouse button still depressed move the arrow onto an available
time slot and then release the mouse button. The patient’s information will
be copied onto that time slot.

6. Press the insert key to accept the appointment information.

Notice that the block next to the appointment time slot changes to a light
blue colour which shows at a glance by highlighting which time slots for that
day are already booked.

Carefile Medical Systems Inc 123



If there isn’t enough room to display both the Microsoft Outlook window and the
Appointment window on the screen you can initiate the click-and-drag as
described above and then drag the card to the CareOffice icon on the taskbar at
the bottom of the screen. Hold the mouse there for a second or two and the
CareOffice window will be automatically brought to the forefront. You can then
complete the drag by dropping the contact on the appropriate slot.

Searching Appointments

124

CareOffice allows you to search through a particular schedule or through all the
schedules in the Appointment Book for all the appointments booked by a specific
patient.

To search for these appointments, you must first have the Appointment Book

opened.

1. On the Menu Bar, click on Search and select Find Appointment (This
Schedule). The following window will appear

ﬁ Appointment Book

File

Dr. | Find Appointment [This Schedule) Chrl+F
— Find Appointrment [All Schedules]  Chlsd,
(| Find Prev Available Slot F2
6 Find Mext Available Slot F3
Goto Today Chrl+T
G0 to Yesterday Ctrl+F1
Go to Tomarrow Chil+F2
_7 GoBack 1Week Chil+F3
Go Forward 1 'Week Ctrl+F4
GoBack 1 Month Ctil+F5
Go Forward 1 Month Ctil+FE

Figure 180 — Find Appointment (This Schedule)

Type in the last name of patient you wish to search for.
Click on the Start Search button.

[ Searchfor an appointment |

@n

Last Name IAskl

First Name I

u ]

[(0 Start Search % ) [+ Finished j

Figure 181 — Search for an appointment
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4.

(

)

”

=

Last Mame IAS ki

lle

First Name |

iAskille, Donna
Askille, Donna
Askille. Donna
Askille. Donna

Askille, Donna. Date: 1999704721 10:45 AM

. Date
. Date
. Date
. Date

- 1999704421 10:45 AM
- 1999704721 10:30 AM
- 1999/04/19 4:15 PM

1 1999/04416 11:45 PM

Figure 182 — Selecting a particular appointment

To find a specific appointment when more than one appointment was found,
click on the down arrow as illustrated in the following figure.

Search for an appointment

To go to a particular appointment slot found click on it and you will be

automatically brought to the appropriate schedule, day and the time slot in
question will be highlighted.

Changing the Status of an Appointment

To the right of the patient appointment information is a box that is used to indicate
the status of a particular appointment. You may want to change the status of an

appointment.

To do this simply right click anywhere on the appointment

information whose status is to be changed and select the status you wish to
record with this appointment and release the mouse button.

ﬁ Appointment Book
File Search Help

IDr. Passeo

dF s B e+ T EEF

IS[=1 E3

Wednesday April 21, 1999

1100

Thomas. Aguinas - 1 224-9958

13

Patricia, Gordon - [ 17831587

30

John, Kenzington - [ ] BE3-9957

45

Mike, Henderson - [ 15521122

B
:

12pm

15

Thomas, Aquinas - [ ] 224-9988

Steele, Joff - [ 19381111

30

Go to Today

Dial Telephane

43

q oo

15

30

45

200

13

30

45

Patient Shawed
Fatient Mo-5how
Patient Cancelled
Clear Status

Cut Appointment
Copy Appaintment
Paste Appointrment
Delete Appointment

Frint Screen

N I

300

E Indicates Patient Showed

El Indicates Patient No-Show

x

Indicates Patient Canceled

You can also clear the status of an appointment by selecting Clear Status.
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Printing Appointments

126

Notice that by right clicking on a particular appointment you can also cut, copy or

paste or delete an appointment.

You can at any time select to print the appointments for a schedule by selecting
File, Print Day Sheet as in the following illustration.

RN

Search Help

M ew Appointment .. Chrl+r

-k ark. 0 ay's Appointments
LCopy M arked Appointrments
Mowve Marked Appointments
Delete Marked Appointment s

A-H455

Schedule [nfo Chrl+

Print Day Sheet
Printer Setup ...

Cloze

Figure 183 — Print Day Sheet

Single Spaced

Double Spaced

Triple Spaced

You will then see the Print Dialogue where you can select the printer and number

of copies.

Working with Marked Appointments

CareOffice will allow you to highlight or mark all the appointments on a specific

day and then copy or move them to another day.

If you copy the marked

appointments you will still retain the original appointments and then a copy of the

appointments is copied to another day.

If you move the marked appointments

there will only be one copy of that particular appointment which has been moved

to a new time slot.

To mark the appointments click on the File menu and select as in the following

illustration.

ﬁ Appointment Book

Search Help

Mew Appointment .. Chrl+r

b ark Day's Appointments

[Eapy i arked Sppamtmerts
tmve Martked Sppomtments
elete i arked Sppaintments

Schedule [nfo Clrl+l

Frint Diay Sheet
Frinter Setup ...

Cloze

Figure 184 — Mark Day’s Appointment
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You will notice that the appearance of the day’s schedule has changed; the white
background has changed to grey. Once the appointments have been marked
you can unmark, copy, move or delete them. If you want to unmark or delete the
marked appointments you simply click on File and select Un-Mark Day’s
Appointments. If you want to Copy or Move the appointments to another day
then you must first go to that day and then click on the File menu. Notice the new
options available.

B Appointment Book
Search Help

Mew Appointment ... Chrl+M

n-tark, Day's Appointments
Copy Marked Appaintrients

tove b arked Appaointments
Delete Marked Appointments

Schedule Info Chrl+l

Erint Day Sheet b
Printer Setup ...

Cloze

Figure 185 — Copy Marked Appointments
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RAMQ Module Overview

This module is the user’s interface with the government. When CareOffice was
installed at your site, the Carefile representative configured your modem to allow
direct access to the host system at the government using CareOffice and the
modem connected to your computer. With the RAMQ module the user can
submit their claims and download various reports.

This chapter will cover what the RAMQ options are and how they are used.

You will notice that within the RAMQ module there are three main options; Submit
Claims, Download Error Report and Download Reconciliation. For each of these
options CareOffice also allows the user to resubmit or reprocess the claims,
reports or reconciliations. These options are made available to the user so that if
for some reason the connection between the user’s system and the government
host system fails while the submission is being uploaded or any of the reports are
being downloaded then the user can easily recover by choosing to resend or
reprocess the report without creating any problems with their data within
CareOffice.

Submit Claims

130

L //_, e Submit Claims

// = Diownload Error Report »
i RA/MQ 4 Download Beconciliation 2
| o iy

= ) L
S D/ Fesend Previous Submission
o 7

. Reprocess Last Error Report ¥

Reports _ s
i Py Feprocess Last Reconciliation  »

The user will select Submit Claims at a frequency determined by the amount of
claims generated at the clinic or practice. Some practices submit their claims
once a week, some clinics submit claims every day, while some other physicians
submit their claims only when the deadline to submit them is approaching.

To submit all previously unsubmitted RAMQ claims and claims to be resubmitted,

the user will select Submit Claims from the RAMQ module. This will open the
Submission Control Panel
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E¥ Submission Control Panel From the Submission Control

= Panel the user must first
[ Submission Control Panel

select and account if more
[@ Selectan Account [ All 7 | {eEIETE

than one account is in user.
>
® ©® FAMO Submission © tMixte Submission

The second step is to select
either RAMQ Submission or
Mixte Submission. Finally
the user will click on the
Filename Lot# Date 1339;09,20 Finished button at the bottom
of the screen.

AT

Current Account

CareOffice will automatically

Total Number of Claims Total Submitted )
gather together the claims
Flease wait until the submission is complete. fyou and using a program called
really MUST interrupt this procedure, press the « » oo : :
Blast” it will direct the

Cancel button below to safely stop this submission. .
modem to dial up the host

@ Cancel Submission system at the government
> | offices and submit the

[@ & “iew/Print Source Document @ Finished j claims.

Figure 186 — Submission Control Panel

At the time of claim submission, CareOffice will create and print out a Source
Document which is a very important file. The physicians and clinics must
maintain this file for a minimum of 5 years to provide the government with
information they need in case an audit is performed. The Source Document
contains every single field of every claim submitted at that time. At the very end
of the Source Document there is a statement to the effect that undersigned
physician swears that the information on this submission is correct and that the
work claimed was performed. There will be a place for the physician to sign his
name and to date this document. The practice must keep all such source
documents for up to 5 years after the initial submission of the claims.

Download Error Report

The day after the claims have been submitted the user will select Download
Error Report from the RAMQ module as in the following illustration.

Submit Claims

Download Errar Report

Download Beconciliation » Erevious

Fiesend Previous Submission

Feprocess Last Error Report »
L s/ Reprocess Last Reconciliation ¥

Figure 187 — Download Error Report

This function will automatically dial up the government host system to obtain the
error report. The error report contains information such as how many claims
were received and of them how many had an incorrect Medicare number. The
last digit of the medicare number contains a mathematical modifier to check the
validity of the health insurance number but it could happen that the medicare
number used is not the one for that particular patient. For example, the
government records indicate that this patient is deceased.
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CareOffice will name the report, save it to the hard disk in a predetermined data
folder and then automatically print a copy of the report. The user can then
examine the claims which were unacceptable, make the corrections as required
and resubmit these claims without delay. If necessary the user can review these
error reports in the future with any text processing application.

The download error report will give the user access to the previous or the current
error report as the government currently keeps a copy of 1 or 2 prior error reports
on their system.

It is very important that the error report be downloaded as soon as possible after
the initial submission of the claims. The government can and does withhold
payment if the error report has not been downloaded.

Download Reconciliation

132

CareOffice uses information in the Statement of Accounts which is produced by
the government to automatically update the system to indicate which claims have
been paid and which ones were not and for what reason they were not
acceptable. The Reconciliation Report is produced automatically by CareOffice to
assist the user in determining which claims were not accepted by the government
so that any problems can be found and the claim resubmitted. The government
provides to the users a scehdule of when the reconciliation reports can be
downloaded by each biling account. Generally the users download the
Statement of Accounts every 2 weeks.

Submit Claims

Download Error Repont *

Download Beconciliation Current

i - Previous
Fesend Previous Submission

Reprocess Last Error Report »
Reprocess Last Reconciliation  *

Figure 188 — Downloading the Current Reconciliation

When the user selects Download Reconciliation as in the illustration above,
CareOffice will automatically connect to the government host system and
download a very large file. When the file has been successfully downloaded a
message will appear on the screen indicating that the automatic reconciliation is
in progress. It matches all the claims and inserts the transaction codes, the
payment value and any related explanation codes into the claim. Two reports are
then created and automatically printed; the Statement of Accounts which is the
government report and the Carefile report which is called the Reconciliation
Report and is a summary of the information contained in the Statement of
Accounts. The Statement of Accounts will also display the information about all
the claims submitted during the last period whereas the Reconciliation Report
displays information relating to only the claims which were erroneous. The user
would then use the Reconciliation Report to locate the claims within the Billing
Browser and correct those which need to be resubmitted.
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If for some reason the reconciliation reports are lost the user may select to
download the previous reconciliation report. The government will have available
on their system 2 or 3 previous reports.
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Chapter 7

Reports
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The Reports Module of CareOffice provides the user with alternate ways to look
at the data created by the system. Within this module there is also the option to
reprint the reports which were previously created by CareOffice or downloaded
from the government system.

Billing Reports

136

The Billing Reports available on CareOffice provide the user with many different
ways to view the activities of the practice or clinic which have been recorded
within the system.

' Wi g Bl Eilling Reports
L+ | ti
- o Reprint Source Documents (RARMD)

,«’Beegﬂs < Reprint Source Documents (Mixte)
< Reprint Statements of Account

',«" ',«" o Reprint Beconcilistion Reports

Figure 189 — Billing Reports

When the user selects Billing Reports from the Reports Module, as in the above
illustration, the following window will appear allowing the user to customise the
report.

Billing Reports !Elm
Carefile Billing Reports
— 2elect Carefile Repart — Account Filter
Al Acers I |Cavefile ~]

 Detailed Claims

- BAMO or Private
& BAMO Claims

¢ Mot Submitted Claims " Summary of the Year

" Outstanding Claims " Summary of the Manth  Private Claims
" Paid/Reconciled Claims € Cailing Projecion - Date Range
s e From To
et [ag-09-20 [99-09-20
Ereviewl Brint: | j"L Close I

Figure 190 — Carefile Billing Reports

The user can then preview the report onscreen or they may choose to have the
report printed.

The following are examples of the reports which may be produced by CareOffice.
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