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Welcome to Private Practice Software

Welcome to Private Practice Software (PPS). We hope that you enjoy using this software,
and the many benefits it will bring to your practice.

This guide is designed to help you get started. Thigicludes installing the software,

accessing PPS
the main features.
PPS also inclu

from your

des vari

ous

Wi ndowsG Desktop,

other guides incl

as well as a full Referencegde. Once you are up and running with PPS, these guides are
available from the Help menu in PPS. All PPS Help documentation (including this guide) is
included with your PPS Installation, and is also available on the PPS Installation CD.

This document isdivided into sections for you to work through one step at a time. This will
ensure that the software is properly installed on yocmmputer, and that you can start using

PPS straight away.

If you have a previous PPSv4 demonstration version installed ooryeomputer then please
uninstallthis prior to installing the nevdemonstration. You will find the uninstall function in

START>Control Panel.

PC Reguirements

Minimum

"PC with Perdssoume
"512Mb RAM
"500Mb free hard
"Microsofte Windo
"Mouse or other p
“Monitor with 102
Recommended

"PC with Penti umé
* 1Gb RAM (or higher)

10 Gb free hard
"Microsofteée Windo
"Mouse or other p
“Monitor with 102
“Large capacity r
"Microsoft Office

dual

(or high
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Loading the Disc

When you run the PPS Disc on your computer, you will be presented with a screen which
has anumber of different opions:

Option 1: Watch

There are various different video guides offering demonstrations on a range of different
activities within PPS suclas setting up new system users.

Option 2 Install

This option will take you on a live linto our Rushcliff website where you can download the
latest version of PPS. Once you have downloaded, please refer to the next page in this
booklet for advice on installing and setting up the system.

Option 3: Discover

Explore theKnowledge Baseviaour website which provides you with support on numerous

differentfeatures in PPS. It is also useful to note that hitting the F1 key when you are in your
PPS system will take you straight to this page.
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Installing PPS

You can install PPS in one of three way select which one of the following applies to you:

1.  You are using PPS on a single computer

2. You are using PPS on a small netwoi computers

3. You are using PPS on a larger network where there is a central computer (called
a Server) that will host the PP8atabase. This installation is similar to option 2
but please contact the PPS support team for any further advice.

1. Installing PPS on a Single Computer

If you are installing PPS onto a single computer use the PPS Installation calRRS
Installation- Single PC

This will launch the software installatiorSelect the location where you want to install PPS,
and the PPS database(The default is C:PPSv4.0)

Once the installation is complete, there will be a PPS Icon on your Windows Desktop, and a
new PPS option on the Windows Start Menu.

2. Installing PPS on a Small Network of computers

If you are installing PPS onto a small network, you will need to install PPS onto each PC that
requires access to PPS

First decide which of your computers will be thmain PPS computer  this will normally be
the one that perhaps will beused most for PPS. Please remembehat this computer will
need to be switched on when

using PPS from any other computersn your network.

You must install PPS onto the main computdirst. To do this, follow the instructions as if
you were installing PPS onto a single computer by following Option 1 above.

Now you need to install PPS on theetwork computers

From the main menu on the PPS Installation CD select tR€S installatio — Network Only
option (or select to download and run this installation from the PPS Web site installation

page).

When you first access PPS from the network comput
dat abase- . Foll ow t he iisnYot willficdtaisral? $lelpiconacr een t o d«
the screen that you can use if you are unsure what to do.
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Accessing the Demo Database

Once you have
computer, the software will be accessible via
your Windows Desktop. Simply doublelick
on the icon to launch PPS. This will show the
initial PPS Registration screen.

When you have opened PPS on your
computer, you will be presented with two
options: Login or Register. To access the

installed PPS on your|

Private Practice Software

(i ( l)

N

=

private
practice
sofftwaire

Demo Database,

[ Private Practics Software

practice

Select the dsisbase o logirlo  PPS Dalsbase

(O Live Cstobase. (3 Dema Dotobase

Flease Erter Your Logn | SYSTEM

ardPaszword |t

©Demonstration Versi

database for your live records.

choose

L

From here therewill be a further login screen
as shownon the left.

These are the standard Logn and Password
details that you can use to access the
database initially (you can change this later
for security if you need to).

Once logged in, the standard PPS
background screen is displayed. This displays
on - across the middl

Login Register

Login to the Demo. Intermet connected”

Gatabase Hore you con_ —

oy access

nhTEiss g Lliegres e on.

e

If you wish to register for a live copy of PPS after trying the demonstration version, please

follow the steps on the next page.
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Registering PPS for the First Time

To start using PPS as your live database, you will need to register as a ngstesn. When
you open PPS, choose the "~ Register' button.

To complete registration please follow the [ wmaais: =
steps as prompted on screen. It is essential |

that you have an internet conndion at this J
stage. Pr

You will now be ready to activate PPS hit
the Register Now! button. This will issue you

with a 55" contract nugmber Ragister

R Regaer win us FREE
[rTe— (] help guites and videos

a PPS Free Registration

To access the live database initially, use the
Log4in: SYSTEMand the password ADMIN

If you have any problems logging in, check that
the location of the database is correct, and that
no one else has changed the password!

Register Now! 0 Po=

When you register PPS a PPS Registration File will automatically letedmined at our
Headquarters. This file contains your own personal details, and key information about which
PPS components and conarrent users you have registered.

Please refer to our Knowledge Base for guides on how to change your login detaNdhen
you are in PPS, hit the F1 key on your keyboard for a live link to our Knowledge Base.

It is important to note that this is a live database although you will be limited to 100 records
prior to purchasing the system outright.

Please read on and we willake you on a quick tour of the main features in PPS.
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A Quick Tour of PPS

When you first access
PPS, the main PPS
background screen is
displayed including the
[onstration Version PPS Task Bar and
PPS Help Assistant.
The PPS Task Bar
gives you quick access
to the common functions within PPS. The PPS Help
Assistant will help guide you through the
demonstration database and contains links to
various online demonstration videoslt also contains

practice

a link to the PPS Set Up guide. Both these functions

can be accessed via the HEip option at the top of
the screen.

PPS is divided into several key areas, represented by

the different menu and task bar options. These are
Client, Consultation, Accounts, Appointments, and
Activities. Each of these areas has its own screen (o
selection of screens) designed to suit each purpose.
If you want to add a new client, you use the Client

B November 2000 [§

MTWTF S s
1

2345678

91011 12 13 14 15

1617 16 19 20 21 22

23 24 25 26 27 28 29

Ell

Tue 24 Nov 2009

[ T T —

My name is Private Practice Peta and [ am here
T ne,

16y are using PBS for the first tims, then the

eounts raconds craad Look SUt fr tha
following chents on the diary:

Gurmma Fraoch - Badiatry disnt
Siman viald - Podiatry cliant
Frad Smith - Physiotharapy clant

Vou can highight these sppntments and use the

accaunts racords we nave 38t up for thess

A1 s gt o iy e 0 3 heouh 42t
up PPS {0 suit your practice requirsments, ‘we
e s ne Scrser (ks e ova Tt i guce
¥ou through this proce

16 you 4re ready 10 go thrasgh settng up BPS

Heip Maru option 3t any time.

Click here to go to the PPS Set Up guide

Altermatively, if you are ersire and connected to
the intemet at the mement, you can watch amy
of ot intiadactien vidss

screen, if you want to book an appointment, use the Appointments diary screen, and so on.

Client Details

To start with we will take a look at the main ClieDetails screen. With the mouse, either
select the ©Client:- menu opti

Det ail s- option on the
followed by the Client Seath screen.

t ask

The Search SCreen IS @  VEIY [frcum st of e msemh o nome o o tokown e s pess contr-

commonly used screen in PPS, as| ==
during any nor mal L.,.pamyxm
be referring to many different clients. e —

There is an example client in the
database called Mr Fred Smith. Enter
the surname of SMITH in the

aarear1 9

use,

oon | 1)

you wi ||l
e

OB Coent warsr Aswesa rat podl e o gy

The
53 e |0 2 4T (AT SIS et
T [FARROGATE

Wi

on, and then
bar . Thi s

surnane field and press enter, you will see that Fred is listed in the search results; highlight
this line with the mouse and then press the <Select> button. This will return to the main
th Fred Smith'

client details screen wi
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PPS v4 Getting Started

You also use his screen to enter new clients you can either click on the <New> button on
the Tool Bar along the top of the screen, or if you have tried searching for a client using the
search screen and decided that the client

you are searching for is not in the - = =
database, you can use the <News button | X =0 e $wn [l = [t |

50053 Mr Fred Smith Name/éddress  Profle  Contacts  Notes  Preferences

on the search screen instead. This then [ /1 [ 5 st Aot anee ] stslocive 3
displays a blank client details screen |disme/admes A
where you can enter all the details as| ™™ = ;
appropriate about your client before | cunme smin
pressing the <Save> button on the Tool

Bar to save the details yohave entered. SO 5 e

> » o3

o a5 Freckle
Prime Gontact Detats (1o etersfabelsinoices)
€ Clert - Sebtaton i Smith

@ other [F]see Postal Aceress

Address 123 Wellrook Drive Home 01234 93999
work 01234 111111

The Client Details screen for Mr Fred Town HaRROGATE .

Smith shows a range of detailsncluding o T

name, address, contact details, and a |weie =
variety of other important information | s simessm mes ovemsmen 8 (1o e e
about this client that we either use for = =

reporting purposes (such as Source of
Introduction) or to assist with our general

Contacts

»

- 2 Dostors Surgery Lakeside Surgery % x 0O
use of Mr Smith's detakdwse as a cl i ent You
can set up your own profile of details on
this screen to suit the way that you work. |* < g

Default Motes Entry ¥ Wheelchair Access required

Criical Information €3
You can also assign various thirarties |2 e @
t o Mr Smith's det aijues. such as | nsur anxc|e
Companies, Or  DOCtOrs (G Or | e e e o £
Consultants). We can use these details e e A
either for billing purposes, or to write Apoortment R (] O oyt 3

Appaintment Folow Up Reminder [] [m] [0 n daysiwesks et ¥

letters to. Marketing & Mail Shots [] 0 [ onlesss [ Exclucs from sl Mail Shots

You can also record a Medical history (case history) for each client. This is a custom
questionnaire that you set up, and can be includeds part of the new client registration
process.

Appointments Diary

The Appointments Diary is one of the key main areas of PPS, if you choose to use the
Appointments Diary ilPPSr at her than using a traditional ®©paper
the diaryto exactly suit the way that you work, including a variety of display options. In-day

to-day use, you can quickly access all other areas of PPS including Client Details, Accounts,

Letters, etc.

Let's have a 1l ook at t he PP SuseAqithemnselact the nt s Di ary

©Appoint ments - menu option, and then select O©AppoO]
option on the task bar. This will show the appointments diary for today.
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This example shown here
is a diary for several
practitioners for oneday.

PPS v4 Getting Started

Notice that the
appointments are

W Lo e [FGATHE CONGILTATION

displayed in a variety of |
colours depending upon |
the status and type of the |..

appointment. Within this T ——

WS e DY FOT ASSTE ST

oo

[ o Ty hmskrar seces regeed [FOOTHE]

demonstration database
appointments have been

Vs Jarvs Rotets DOUBLE LENGTH CONSLLTATION] ‘ PRACTICE VEETHG

set up for Tuesday 1
December 2009 ~ Click
the date in the calendato |~
display the appointments

o0 T en 100

2o m

for that day If you double

02 T ow icin Portes IADETY P07 ASSESTINT

click with the mouse on a
free appointment slot, you |

can add a new

appointment. The New Appointment screen allows you to search for a clienénter SMITH
in the surname entry and press Enter. Thisillwshow the Search screen (as before) and
allow you to select Mr Fred Smith from the list. When you select Mr Smith, you will

i mmedi ately see
appointments is as easy as that!

Appoirtmert with Miss Laura Temple: v
Locstion v
Trestment Room v
Ecuipmert v

oste otnzaoa[] Time 10 )

or No_ 50053 8

Client | Fredt Smith Ref

Durstion 0015 5

Search for Sumame

Appointment Type [ICIRISH
Trestment Epicode Trestment v

Notes \hesichsir Access required ~

[JMew Client
at 0 mins
[Jeeing Seen at
[Ccompleted ot mins
[JoNA. why v

t hat Mr Smith's appointn

Now that we hae entered Mr Smitts Appointment,
we can highlight the appointment, and access any
other part of PPSfor Mr Smith, for example send Mr
Smith (or his doctor) a letter, create a charge, record
consultation notes, etc. by using the other options on
the PPS Menu or the Task Bar. When Mr Smith
arrives for his appointment, you can also mark him as
©arrived: , or ©compl et ed-
simply highlight the appointment with the mouse, and
use the Green or Purple button on the diary (towards
the top ofthe screen).

When you use the Purple button, this gives you the
chance to quickly raise a charge for the appointment,
record a payment, and book another appointment or
schedule a future reminder. This is a good quick

demonstration on how the various p& of PPSall interact with each other: from the diary
we have very quickly used the Accounts and Activities systemdiRSwith just one click of

a button!

Read on and we will discuss this example in more detail with a quick introduction to the
Accountsand Activities systems iPPS

Page 10
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Accounts and Billing

PPSallows you manage your practice revenue by raising invoices and recording payments
received. There are many flexible ways of usifRPS to keep your accounts records uso-
date; some of these are verguick and easy, as with the previous appointments example.

The basic Principles of accounts irPPS is that each time we see a client we create a

©charge-, this

charge is

then turned i

nto

©p ay me n thave convptete flexibility withifPPS to include as many charges as you
want per invoice and to record as many payments as you need to per invoice (or one
payment per several invoices). In addition you also can invoice tipedties directly, if
required, an behalf of your clients” you can also split invoices between thiggarties and
clients, design your own invoices and receipts, customise what to include on a printed
invoice” PPShas a comprehensive range of accounts options!

In the example of compléng
an appointment discussed in the
previous section above, we can
quickly create a charge for the
appointment ~ the charge may
already be selected if the
appointment that we selected
has an appointment type that
uses a standard charge code
We can selectfrom the quick list
of charges codes and
descriptions this is our
standard list of goods and
services that we charge for, you
can set up your own items in
this list. Select a charge from the
list, then use one of the three
buttons to either: Create the
charge and invoice later use
this if you want to bill the client
perhaps at the end of their
treatment; Raise the invoice now

.Appninlmenl Completed E
Mr Fred Smith (50053999999)
11:30 - 15 Min. Appointment with Miss Laura Temple is Complete

1) Mark this Appointment as Completed

\'g’ @) Mark as Completed ‘%X € Do Not Mark as Completed

2) Charge for this Appointment

Charge To: Mr Fred Smith

Charge Code/Desc | | Disketic Foct Assessment v

Adltionai Notes
Create Chargs, Inwvoice Now, % %
ié Theons L || 8 Pay Later [ Bahony Cash Desk

£50.00

Client Balance
£0.0

3) Make Another Appointment

Select your time frame and press the button 1o go to this page in the diar
i i 2 b= i ©J Book Another

Next appoirtment is required in |- 6 |2 Months | % Appointment

or ... Schedule an Appointment Follow Up

Schedule a

This clint normally has a reminder scheduled. Click hers to schedule the reminder.
ggl Reminder

but pay later™ use this if they want to take the bill with them but are not paying now; Pay
now ~ when you select this optionsimply confirm the payment method and confirm if you

want to print an invoice/receipt.

In another example we will see how easy another method of billing is. This example uses
PPS Cash Desk which is a pointfsale style screen that can be used to managgour
billing. PPS Cash Desk can be called from anywhere iRPS by using the F11 key on the
keyboard, or by selecting Cash Desk from tHePS Accounts menu, of the Task Bar. When
you select one of the above, the Cash Desk screen is displayed.

Page11
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PPS v4 Getting Started

If you have Hhghlighted [ [2EA™
Fred Smith's [app o
before selecting Cash

Client | Mr Fred Smith 50053

Desk then his details Will | oo vssrors Temple G [o1roos] |ttt P sitheropy Assessmer
al ready be d ISplayed at the T Descrpiion o . || RePop - Routine Padiatry Treatment
top of the screen. The DF Diabetic Foot Assessmen 20.00 RC 0ST - Routine Osteopathy Consultatio

quick buttons in the top
right of the screen is a list
of charges that we have

RC PHY - Routine Physiotherapy Consulta)

DF - Diabetic Foot Assessment

“) || 1A OST - Initial Osteopathy Assessment

selected to include on the ||| 0w

Cash Desk scren "~ if you Enter Code (= or couble:-click 10 1ok Up) Payment More
have more than six items, Total £50.00 o P
use the <More> button to Paid £0.00 P o
display the next six item Amount Due £50.00

and so on. Clicking on a I—l

[Change Held on Account[ £0.00 £0.00

quick button will add the
Charge to the Cash Desk l/geatechavgeson\yl l/cashoeskcamp\ete! Pracess your selected transactions. .. l [ If)gancel ]
transaction list on the left.
You can also enter a charge code in the Enter Code field ietbharge is not available within
the quick buttonslist. Add as many charges as you want to before pressing the <Payment>
button. The quick buttons on the right will then change to display your common payment
methods. Select the required payment method, dnconfirm the amount to be paid by
simply pressing Enter. Then press the <Cash Desk Complete> button, and confirm if you
wish to print or email an invoice/receipt for the sale.

In this example, with three or four clicks of the mouse you can produce thié necessary
PPS accounts transactions and produce a receipt this is an ideal way of managing all
those clients at the reception desk waiting to pay for their treatment!

If youdealwith ¥ parties including insurance easempan
As all you need to do at the end of each appointment is to raise a charge or charges. Then

at the end of the month (or any time period) you can run the Invoice Processing option to
create all the necessary invoices in one go. These can subseqtige sent or emailed to

the relevant parties.

PPSal so includes a central ©Account s -parties r e e
to manage their account, check balances, record payments, print statements etc.

In our next stop on our quick tar of PPS we will take a look at part of thé®PS Activities
system.
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Sending a Letter

Whenever you usePPSto send a letter, or an enail, you are using the part oPPS called

the Activities System. There are variety of activity types including LettE#glails, Personal

Actions, and Telephone Calls. Each of these can be used to assist you in managing your

daily tasks. Activities can be (but do not have to be) related to clients. All activitieBRIS
include a ©due dat e and yduiseeetanew hctiviyhreconkyn s t hat
can either complete the activity record now, or schedule it to be completed at some stage

in the future.

The activities system ifPPSincludes
autonotification so that when a future
scheduled activity becomes dueyou
will be automatically notified with a
pop-up message on the screen, or a
prompt when you log in.

To send a letter, you can select a

client from the appointments diary (or

while you are recording clinical notes,

or viewing the client details, etc.) ah

simply c¢click on the ©Send a Letter:-
from the task bar. This shows the

activity screen for a ©l etter - type
activity (each activity type has a

similar style screen). Here you can

select which letter to send from your

list of standard letters, and press the

<Send> button.

You can either send letters using Microsoft® Word, or the standaRiPS letters screen,
which is like a simple word processor.

Select from a list of standard letters. These letters can contain data merge fields as well as
your own text which means that with some letters you can print oreail them without
having to edit the document. Merge fields automatically insert information into the letter
and include everything from client demographics, appointment detail&! Barty information

and clinical notes.

These merge fields are especially useful when creating appointment confirmations,
reminders and follow ups as they can all be automated. You can even configeS to
work out the most appropriate way of contacting each client, eithey ketter, text, enail or a
telephone call.

If you are using thePPS letter editor, you can simply type your letter and print it. You can
set up thePPSletter layout to include your own letterhead and logo.
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