private
practice
software

Getting
Started




Contents

Welcome
Downloading/Installing
Registering for free
Quick Tour

Client Details
Appointments Diary
Accounts and Billing
Letters, E-Mails & SMS Messages
Client Log

Clinical Notes

And Finally

Purchasing PPS

3
4
5
6
6
7
8
9

L S — S S
W N R R




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. This includes installing the software, accessing
PPS from your Windows™ Desktop, how to Log In to PPS, and a quick tour of the main
features.

PPS also includes various other guides including “Setting up PPS” and “Essential Guides” as
well as a full Reference guide. 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 Knowledgebase by visiting
www.rushcliff.com/hands.

This document is divided into sections for you to work through one step at a time. This will
ensure that the software is properly installed on your computer, and that you can start
using PPS straight away.

If you have a previous PPS demonstration version installed on your

computer then please uninstall it prior to installing the software
again. You will find the uninstall function in START->Control Panel.




Downloading/Installing PPS

To download and install your free version of the software, please follow the helpful steps
below:

Visit http://www.rushcliff.com/ppsdemodownload.php and request your access

code.
Once you have received your access code email, you are free to start the download
of PPS.

3. After this has downloaded, click to launch the installer:

1. Installing PPS on a Single Computer

If you are installing PPS onto a single computer use the normal PPS Installation.
This will launch the software installation. Select 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

1. 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 the main PPS computer — this will
normally be the one that perhaps will be used most for PPS. Please remember that
this computer will need to be switched on when using PPS from any other
computers on your network.
You must install PPS onto the main computer first. 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 the network computers.
Select the Additional Network Licence option from the main download webpage.
When you first access PPS from the network computer, you will need to “locate the

PPS database”. Follow the instructions on screen to do this. You will find a small @

Help icon on the screen that you can use if you are unsure what to do.




Registering Your Free Copy

Now that PPS is installed on your By =)

computer, you will need to launch it

from your Start menu. It will then p"‘,_ate
prompt you with the box below: ruSHOlifF praCtlce

software

Here you have the option to either S i ) RS A
login to our demonstration version of

PPS or to register a free copy of the g | Register
I

‘ Login to the Demo | Internet connected?

. . . Database! Here you can

system limited to 100 patient records - try out PPS and access Register wih us FREE
* help guides and videos and start using PPS for

software. The latter will give you a live

prior to purchase.

To start using PPS as your live
database, you will need to register as

a new system. When you open PPS,
choose the ‘Register’ button.

private | 10 complete the registration,

5 PPS Free Registration mce follow the steps as prompted on

Register your details with us and you can start using the LIVE database now - Completely FREE! 1l screen. |t iS essential that you have

. R an internet connection at this

Company Name

s (=] stage.

First Name

Surname Town
Contact Telephane Numbers Cotly Foaioads You will now be ready to activate
(Work) Region @ ([UK] ©EU  © Restof World ) )
(e} Wihiers ey O btes a7 PPS — hit the Register Now! button.

(Mobile) What is your line of work?

This will issue you with a system

When we set up your system we will set up an SMS
Your Login to Our Website text message account for you with 10 FREE credits.

E-Mail address SMS Message D
Password Your Country Code

Confirm Wemy,ﬁmﬁmwmwdywppsmmi{omam
please tick here f you DO NOT want to receive any information

registration number.

Please read on and we will take you

We do not share these details with anyone eise.

on a quick tour of the main

Register Now! ‘ features in PPS.




A Quick Tour of PPS

When you first access PPS, the main PPS background screen is displayed including the PPS
Task Bar and PPS Help Assistant. The PPS Task Bar gives you quick access to the common
functions within PPS. The Help Assistant will guide you through the demonstration database
and contains links to various online demonstration videos. It also contains a link to the PPS
Set Up guide. Both these functions can be accessed via the Help 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 (or selection of screens) designed to suit each purpose. If you
want to add a new client, you use the Client 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 Client Details screen. With the mouse, either
select the “Client” menu option, and then select “Main Client Details”, or click on the “Client
Details” option on the task bar. This will show the main client details screen, immediately

followed by the Client Search screen. The [ ciem @]

Registered 031052012 ] Ref. [+] status Active  [+]
| Client Name / Address M
use, you will be referring to many different g o

First Name Fred Known as

. Sumame Smith Prime Contact Details (for letters/labels/invoices)
clients. @ Ciont” Sabtoton i St

Sex Male
= © Other [F]

Search screen is a very commonly used

screen in PPS, as during any normal day’s

DOB /1 0 yrs
There is an example client in the database Adress 180 Walrock rve Home

Work

called Mr Fred Smith. Enter the surname of L EoROUGH L2

County Post Code| ML14 25T =

SMITH in the surname field and press enter, e s

|

you will see that Fred is listed in the search

«
b

results; highlight this line with the mouse
and then press the <Select> button. This will return to the main client details screen with
Fred Smith’s details displayed.

You also use this 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 <New> button on the search screen instead. This then displays a blank client
details screen where you can enter all the details as appropriate about your client before
pressing the <Save> button on the Tool Bar to save the details you have entered.

The Client Details screen for Mr Fred Smith shows a range of details including name,

address, contact details, and a variety of other important information about this client that
we either use for reporting purposes (such as Source of Introduction) or to assist with our




general use of Mr Smith’s details as a client. You can set up your own profile of details on
this screen to suit the way that you work.

You can also assign various third-parties to Mr Smith’s details such as Insurance Companies,
or Doctors (GPs or Consultants). We can use these details either for billing purposes, or to
write letters to.

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

Appointments Diar

[2 e D sty oo Dos D Rgtiwe Rgas w0 ret ZJueten
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The Appointments Diary is one of the key main

areas of PPS, if you choose to use the

Appointments Diary in PPS rather than using a

traditional “paper” diary, then you can set up

the diary to 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 look at the PPS Appointments Diary. With the mouse, either select the
“Appointments” menu option, and then select “Appointments Diary”, or click on the “Diary”
option on the task bar. This will show the appointments diary for today.

This example shown here is a diary for Laura

Wednesday 2 May 2012 at 12:00 pm 60 Mins Temple for one day. Notice that the

Appointment with  Miss Laura Temple appointments are displayed in a variety of
Department  Purchasing colours depending upon the status and type of

Lacetion the appointment. If you double-click with the

Room

mouse on a free appointment slot, you can add a

Equipment
. , . new appointment. The New Appointment screen
Date 02/0512012[2] Time 12:00 | Duration 01:00 7

[P— e e allows you to search for a client — enter SMITH in
i Frod Swth ~ .. | thesurname entry and press Enter. This will

Appointment Type | NTIAL ASSESSMENT show the Search screen (as before) and allow
Treatment Episode you to select Mr Fred Smith from the list. When
you select Mr Smith, you will immediately see
that Mr Smith’s appointment is displayed in the

diary. Adding appointments is as easy as that!

[[] Arrived at
["]Being Seen at :

| Col g i H
e — Now that we have entered Mr Smith’s

["] Re-Open Appointment

Appointment, we can highlight the appointment,
and access any other part of PPS for 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 “completed” in the diary. To do this, simply highlight the appointment with the
mouse, and use the Green or Purple button on the diary (towards the top of the 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 parts of PPS all interact
with each other: from the diary we have very quickly used the Accounts and Activities
systems in PPS with just the click of a button!

Accounts and Billing

PPS allows you manage your practice 3
revenue by raising invoices and MrFred Smith (00005855853)

recording payments received. There are 12:00 - 60 Min. Appointment with Miss Laura Temple is Complete
1) Mark this Appointment as Completed

many flexible ways of using PPS to keep @ © arkas Compited @ ® Do ot Mark as Compited
your accounts records up-to-date; some | 2) charge for this Appointment

of these are very quick and easy, as Mr Fred Smith
Charge Code/Desc [ZXZINANMNN ~ Intial Physiotherapy Assessment = £30.00

with the previous appointments Addtionai Notes

example. 88 e e || e | Soa pevvow || g comnoest |

The basic Principles of accounts in PPS | seiectyourtime frame and press the buton to gt i page in the diry ) Book Another

Appointment

Next appointment is required in| 2 [%1| Weeks []

is that each time we see a client we

Create a ”Charge”, thlS Charge iS then An automated follow up cannot be scheduled for this dient because there are no le
. " . ) . automated follow up details associated with this appoi type. You can g’ Schedule an
turned into an “invoice”, which is then schedule  normal PPS activity i required. oy

paid off by recording a “payment”. You ) concel o
have complete flexibility within PPS 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
third-parties directly, if required, on behalf of your clients — you can also split invoices
between third-parties and clients, design your own invoices and receipts, customise what to
include on a printed invoice — PPS has a comprehensive range of accounts options!

In the example of completing 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 select from 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 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 option, simply 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 point-of-sale style screen that can be used to manage your billing.
PPS Cash Desk can be called from anywhere in PPS by using the @‘ key on the keyboard, or

by selecting Cash Desk from the PPS Accounts menu, of the Task Bar. When you select one of the
above, the Cash Desk screen is displayed.

Cosh Desk S If you have highlighted Fred Smith’s

appointment before selecting Cash Desk then

Client | Mr Fred Smith 00009 | [ search|
1APHY -

Practionsr s Loura el = his details will already be displayed at the top

Code Descripti = Total =S L

CHRGE B T 000 wco-resmeoseemmcmiie | Of the screen. The quick buttons in the top right

RC PHY - Routine Physiotherapy Consult

of the screen is a list of charges that we have

1A OST - Initi
£0.00 |

selected to include on the Cash Desk screen — if

Enter Code ( * or double-click to look up)

Total £30.00 [ o f— you have more than six items, use the <More>
Paid £0.00 Discount Quantity

I button to display the next six item and so on.
Amount Due | £30.00 || uwadinoies | oter craces
Change Held on Account 7 £0.00 £0.00 =000 | Clicking on a quick button will add the charge to
|| e || 9o ||| the Cash Desk transaction list on the left. You
can also enter a charge code in the Enter Code field if the charge is not available within the

quick buttons list. 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, and confirm the amount to be paid by
simply pressing Enter. Then press the <Cash Desk Complete> button, and confirm if you wish
to print or e-mail an invoice/receipt for the sale.

In this example, with three or four clicks of the mouse you can produce all the 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 you deal with 3" parties including insurance companies and PCTs then it’s even easier! 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 subsequently be sent or e-mailed to
the relevant parties.

PPS also includes a central “Accounts” screen that can be used for clients, or third-parties to
manage their account, check balances, record payments, print statements etc.

In our next stop on our quick tour of PPS, we will take a look at part of the PPS Activities
system.




Sending E-Mails, Letters and SMS Messages

T T Whenever you use PPS to send an e-mail,

Person responsible for completing this action System Administrator

- - letter or SMS message, you are using the
Sose i part of PPS called the Activities System.

This E-mailis for @ a Cikent () a Third Party © None

oalirodsen = There are variety of activity types including

Category

 r—— Letters, E-Mails, Personal Actions, and
Template | Appointment Confirmation (] (ptionan

e - | Telephone Calls. Each of these can be used

3May 2012

. to assist you in managing your daily tasks.

1 woukd ke to confirm your next appointment on 02/05/2012 at 12:00 pm.

[ ——— Activities can be (but do not have to be)

Best Regards

e related to clients. All activities in PPS include
a “due date and time” which means that

- | when you select a new activity record, you
Treatment Episode 53] . ..

— I e e can either complete the activity record now,
Completedon / / (] By []Notified  [] On Diary Print [System Administrator

@] =1 = o=1 °" schedule it to be completed at some

stage in the future.

The activities system in PPS includes auto-notification so that when a future scheduled
activity becomes due, you will be automatically notified with a pop-up message on the
screen, or a prompt when you log in.

To send an e-mail, you can select a client from the appointments diary (or while you are
recording clinical notes, or viewing the client details, etc.) and simply click on the “Send an
E-Mail” from the task bar. This shows the activity screen for an “E-Mail” type activity (each
activity type has a similar style screen). Here you can select which E-Mail to send from your
list of standard templates, and press the <Send> button.

You can either send E-Mails using basic text, or by using the HTML editor in PPS, which
allows you to add images to your template.

Select from a list of standard templates. These templates can contain data merge fields as
well as your own text which means that with some e-mails you can print or send them as
letters without having to edit the document. Merge fields automatically insert information
into the e-mail and include everything from client demographics, appointment details, 3"
party 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 configure PPS to work
out the most appropriate way of contacting each client, either by letter, text, e-mail or a
telephone call.




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

[ s  ue To0AY s o OvEvE Once you have completed the
Person responsible for completing this Activity System Administrator L. . .
= activity, you can “complete” it. This
e is common to all PPS activities where

This Sms is for @ a Cient ©) a Third Party ©) None

to e red s D completing the activity means that is

Mobile Tel. (Used to send the SMS to) .
Cotegory ) it no longer due to be completed.
Subject Appointment Confirmation (Not sent with the message)
Template Appointment Confirmation E] (Optional)
Message Dear Mr Smith -

1 would like to confirm your next appointment on 02/05/2012 at 12:00 pm. You Can InCIUde any aCtIVity on your
Best Regards

Fystem Adwiicraton @ Sesvetuu PPS Task List. The Task list (available

(©) Send Via Direct Post
[] Receive Notification

Jz= from the Activities menu and the

. | Task Bar) is your personal “to-do” list

Treatment Episode [+

that shows your activities that are

Outcome. [] Auto-Notify [¥] On Task List

gmeminl ' JulE Clotted (100 Dary P due today — and overdue! You can
8: Q) Yoeuss || v ox || o

quickly process your activities

directly from the task list and also mark them as completed.

PPS also includes an internal messaging system as part of the activities system. You can use
this to send instant messages to other PPS users on your network. Messages pop-up
automatically and you can quickly read them and reply to them if necessary. All PPS
activities appear along with all other client records (appointments, accounts, clinical notes,
etc.) on the PPS Client Log screen.

Client Log Screen

The Client Log is a comprehensive Grom | Xowe Jwen ome [Glueien

50092: Mrs Rosemary Gellar, Female,Aged 0, / /

central point of information for each e ————————

Medical History: Heart/Chest : Yes, Last Updated: 09/02/2012 11:52:525A

client. The screen includes a summary TE— e T——— ey

03052012 E-mak 1349 030572012
031052012 Appt. Conf 1349 03052012

of all the client’s personal details, e e e s

16032012 Appt. Conf 1724 16032012

important information from the main ' e —— e
client details screen, plus a complete e & 5 et

. eoazots sop con ir2z tenszors
jou rnal of all records you have created 020302 Aporimen 1250 pn T S ar 012 NTAL ASSESSHET s Lot Terge 1230 w0l
07/03/2012  Appointment 1:00 pm Wed 7 Mar 2012 INTIAL ASSESSMENT  Miss Laura Temple. 13:00 6000/ /
07/0/2012  Appointment 4:30 pm Wed 7 Mar 2012 DIABETIC FOOT ASSESSK Miss Laura Temple 16:30 8000/ /
. TR2a012 Aporiart 1138 am¥id 2013 DOUBLE LENGTH GOSN L Terge 1120 ww0/1
for the client. e Now T S
oz sm e Fsn
oresaots agp cont sty
07/03/2012 Charge Diabetic Foot Assessment Miss Laura Temple 80000/ 1

You can highlight any of the records in e e e
the list to display the details of the e — = I

12z esimote w00 15122011
recora. (@101 CusimForn et ot Hedeai oy Takg Shest 1

181172011 CustomForm  Mental Heath Medical History Taking Sheet "
181172011 Letter 1 mental heath 1208 18112011
181172011 Letter 1 06. o 1208 18112011 L8

[ P— — »

B O Cosmeae) . Gowssa)




Clinical Notes

PPS Clinical Notes is a full
Consultation and

Mrs Rosemary Gellar, Female,Aged 0, / /

Commenced 3 May 2012, First Consultation
Update  F2-New Treatment Episode [ p

[t oneaion it S — Treatment Episode

Complete aForm  Quick Chart  Attach Document  Send aLetter  PhysioTools
Consultation Notes ~ Problem  Examinaton ~ Assessment Treatment Plan Date/Time BUIAFEE=om

Pt management system. You
%ﬁunaapwhwmem with abduction showing greatest functional loss. can design your own

[Exercise and massage.

Plan:
Exercise sheet to be given to patient. | Cllnlcal notes forms and

F9-Save Cancel F7-Print F12-ConsultationComplete  SgnOff ‘ZfPublic Include your own Charts
Euﬁesh [Consultation History for Treatment, Commenced: 03/05/2012.
@) Treatment, Commenced: 03/05/2012.

-89 0310572012 with System Administrator Quick Chart 03/05/2012 show History : and diagrams. YOU can aISO

% Quick Chart

# aukcon build your own clinical

note-taking framework, by
creating ‘text sets’ allowing
you to write your notes

[\his Treatment / Al Treatments J Ths Consultaton / Al Consultations | WithOUt even using the

keyboard!

To access your clinical notes simply highlight the relevant client in the appointments diary
and click Consultation on the task bar. The Consultation screen shows a full history of your
previous notes.

PPS allows you to manage your client’s treatments by storing all your notes by Treatment
Episode. PPS uses a central Consultation screen to allow you to record notes for your
current consultation whilst also being able to review your notes for this treatment episode,
or other previous treatment episodes on the same screen.

Full treatment episode management allows you to monitor and progress your treatments
through to their completion. Your comprehensive treatment episode details also allow you
to produce a wide range of statistics reports.

And Finally!

There are many areas of PPS that we have not covered in this quick tour, including a wide
range of options to customise PPS to suit the way that you work.

Please spend as much time evaluating the software as you need to — there is no time limit
on it, and you can log into the database at any time, even after you have registered PPS and
are using the “Live” database. The only limit is that you can only add 100 records to each
part of the system.

If you have any questions or wish to book a free 30 minute demonstration with our
dedicated training team, then please do not hesitate to contact us on 0845 0680 777 or by
e-mailing sales@rushcliff.com.




Purchasing PPS

To purchase PPS you can either call the Sales department on 0845 0680 777 or click the ‘Purchase
PPS’ button when you are in your database. This will take you on a live link to our website where you

can choose the different modules and add-ons for your PPS System.

Purchasing PPS will grant you a system with no limits to your patient records. You will be up and
running with the “Live” version in no time.

Many thanks for reading this Getting Started Guide. We hope that you have found it informative and
useful.

If there is any aspect of PPS you would like to discuss with us, then please do contact us:
Visit our web site: www.rushcliff.com

E-Mail us: sales@rushcliff.com

From the UK call us on local call rate: 0845 0680 777
From outside the UK, call us on: +44 1283 542729
Thank you,

From the PPS Team




