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DENTAL SYSTEM LOGIN

1)  Double click the dental system login.

2)  Username Type in your username
3) Password Type in your password, if applicable. Passweandscase sensitive.
4) Click OK.

The default username 8DMIN with no password will be available for selectiohem your server is
first installed to enable you to set up your owarnames (see below for username configuration).
This name then appears in the user box at theftthe aesktop.

User: [ADMIN |

CHANGING USERS

1) Click on the username box and select your user rieonethe drop down list.

2) Type in a password if applicable.



DATA ENTRY AND NAVIGATION
Toolbar

[z Midshire Dental System

Action Edit  View Tools Reports  Administration  Help User: DAl -
‘Q m :\__.,1

: % b 2 w 4
Patient Registration Find Patient | Appointment Book Appointment Finder Treatment Plan  View Open Treatment Plans | List Viewer | My Reports | Clipboard

. Click Patient Registrationto select your default registration option.

. Click the down arrow to select your alternativeisg@gtion option.

. Click Find Patient to search for an existing patient.

. Click Appointment Book to open the appointment book to manually search

for an appointment.

. Click Appointment Finder to define your requirements and search for the
first available slot.

Click Treatment Planto go directly to charting — you will be promptid
search for and select the relevant patient.

Click List Viewer to display your lists.



PRACTICE DETAILS

Your practice details should be entered as follews:

1)  SelectPractice Detailsfrom theAdministration menu and complete all relevant fields.

2)  If your practice is a dental provider, click tReovider box and enter the practice contract
number. Otherwise leave this box unticked.

3)  When all relevant details have been entered, Gikk

USER NAMES AND PERMISSIONS
USER GROUP PERMISSIONS

To create a new user group:-

1) Select theManage GroupgUsersoption from theAdministration menu.

2) Click Groups, type in the name of the group and click @reate Group button.

3) Click OK.

4) Select the group, click tHast Permissionsbutton and all permissions will be displayed.
5) Select the permissions for the group and dligklate Group Permissions

6) Click Closeto exit when all of the groups have been created.

Note: To remove a Group, select the group and clickRémove Groupbutton but make sure that no
users are members of that group before you ddlete i

NEW USERNAMES

1) Select thevianage Groups/Usersoption from theAdministration menu and clickJsers The
screen will default to thAdd New Useroption.

2)  Select atitle from the drop down menu.

3) Type in theSurnameandForenameof the user.

4)  Select a fee scale if applicable (optional).

5)  Select an appointment room for the user if appleébptional and can be added later)
6) Enter a username for this user, eg the initiathefuser.

7) Passwords are optional. They are case sensitiveaanbe a combination of letters, numbers
and symbols — but not spacddser Groups— click the user group from the list displayed.

8) Click Add.
9) Click OK when prompted that the user name has been created.

10) Repeat these steps for each user.



EDIT USERNAMES

1) Select thevianage Groups/Usersoption from theAdministration menu and clickJsersand
click theEdit box.

2)  Select the user name to be edited and make thgebas follows:-
Edit Personal Details

Make the required changes and cliggdate.

Reset a Password

Click theChange Passwordox. Enter and confirm the new password and dliplate.

REMOVE A USER

Click theRemovebox. Select thauser from the drop down box and cliRemove



PATIENT DETAILS SCREEN
PATIENT REGISTRATION OPTIONS

There are two patient registration options — FagRtration and Express Registration and one of
these will have already been have selected asdefault option.

Select whichever registration method you require.

. To select your default registration option, clible Patient Registrationicon
on the toolbar.

. To select your alternative registration optiongklihe down arrow to the right
of thePatient Registrationtoolbar and click on the option required.

FULL REGISTRATION

Fields coloured yellow and marked with a red askemust be filled in. As you complete these must-
fill fields, the asterisk will be removed from tdesplay.

Move between the fields by pressing the tab kdyyaslicking with the left mouse button.

Family Name Type in a family name — usually thenanne.

Title Select a title from the drop down menu.

Active Patient Leave the tick in this box to inde#hat this patient is an active patient.

First Name Complete as appropriate.

Surname Complete as appropriate.

Previous Name Optional - a married woman’s maidemencan be stored in the previous
name field.

Sex The sex field will default if linked to a titleOtherwise, select from the

drop-down list.

DOB The date of birth can be selected by usingitbe down calendar or
entered manually.

NHS Number Complete as appropriate.

Insurance Plan Number

Address The address can be typed in manuallyterezhusing the postcode quick
entry facility.

Home Address/Work Click as applicable.

Address

Ethnicity Select from the drop down list.

General Notes General notes about the patienteatobed in this field.
Future/Previous Previous and future appointments are displayedatioally at the
Appointments bottom of the patient details screen.




Home Phone
Mobile Phone
Work Phone

v

Enter the relevant telephone numbers. Click theabongside the mobile
phone number if the patient would like a text mgss@&minder when the
next check-up is due.

Additional Contacts

Click the button and enter the contact name and numberk OKc.
Add further contacts in the same way.

Primary E-malil
Additional E-mail

Enter an email address if appropriate. Click tbe &#longside if the
patient would like an email reminder when the rardck-up is due.

Contact Preference

You can record the patientfepee method of contact in this field.
Select from the drop down list.

Occupation

Optional - complete if required.

Fee Scale

Optional. If you are using the systeenter treatment, you can select
the default fee scale that applies to this pati&glect from the drop-
down list.

Paying Patient

. If the patient pays for treatment, either Private o
NHS, selecPatient not exemptfrom the drop down menuy.
The Maximum Charge field will remain inactive.

If the patient is an NHS patient and is:-

. fully exempt from charges - select the appropriate
exemption from the drop down menu.
. partially exempt from charges — select the

appropriate exemption from the drop down menu gpd t
the payment amount in thdaximum Charge field.

Default Dentist

Select the usual dentist for tragignt from the drop-down list.

Referred By

. A list of referring practices can be maintainedlios
system and the relevant option displayed in tleklfi
. Alternatively, you could also use this field to oed

how the patient heard about your practice, eg YieRages

Pasition in Family

Select the relevant family pimsitfor the patient.  If no other family
members attend the practice, sel@ter.

Family Members

If family members are linked, atet family members are displayed o
each patient’s record.

=)

Recall

The recall date can be updated manuallyibyeu are using the system
to enter treatment, it will be automatically upabtehen a new course of
treatment is opened.

. Once the patient details have been completed, Blezkister Patient If the
RegisterPatient remains inactive it is because one of thst#ill fields has not been
completed. Check your data entry if this happens.

. Once the record has been saved, you will be praihtpte patient registration
is complete. CliclOK.



FAMILY MEMBERS
Add a New Family Member to an Existing Record

1) Display the patient’s details and click thew Family Member button.
2) Fillin the relevant details and click teld to Family button.

3) You will be then prompted that the family updateasnplete. The original record will be
redisplayed.

4) Repeat steps 1-3 for each family member.
Remove a Family Member

1) Left click on the family member.

2) Right click and seledDelete Family Member.
3) Click OK at theAre you sure?prompt.

4) Click OK.

Merge Family Members

1) Display the record for one of the family memberséamerged and click tiderge Family
button.

2) You will then be prompted to search for and seleetrecord for the other family member. Both
family members will then be displayed.

3) Select the correct family position for each patient
4) Choose which family name is to be used.
5) Click theMerge button.

EXPRESSREGISTRATION
Configure the Express Registration Screen

1) Select théPatient Registration\Express Registration MandatoryFields option from the
Maintenance menu.

2) Click each option that you would like to be essarftil fields on the express registration screen.
Register an Express Patient

1)  Select théExpress Registrationoption — see page 8.

2) Al of the fields must be completed - excepthlogesfield, which is optional.

3) If you add a contact number, select which fielctiates to, ie home, work or mobile.

4) When you have completed the entries, ctidk. The registration will be saved and the partially
completed patient details screen will be displayéh the express patient symbol

Note: If you attempt to edit an express patient’s detadifore they attend their first appointment, you
will need to complete all of the standard mustffélds before you are able to save any changes.

SEARCH FOR PATIENT DETAILS
1) Click Find Patient on the toolbar.
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2) Type in the information that you know about theigrat

. The Surnamefield is a beginning with search.
. TheAddressfield is a containing search.
. ThePhonefield is a beginning with search. You can typ¢he phone

number without the spaces.

. The Anywhere field is a containing search and will search fa tlata that
you have entered where this appears on any fietti@uolient record. You can type in
more than one word — leave one space between each w

Note: You can either use tHeurname, AddressandPhonefields togethe©OR the
Anywhere field, but not both. If you enter anything into theywhere field, all other entries
will be cleared. If you use thEnywhere field, therefore, you must type all of the entiiles
that field, even if one of them is a surname.

3) Click theFind Personbutton.

Custom Search =

The custom search provides you with more advanearts options. e

1) Click theCustom Searchink to display the following screen i e e
which allows you to search for patients based wgpgnof the e e ot o
displayed fields. Q o — T

2) Click the selection box alongside the requiretiifend:-
a) for those fields with a drop down menu, selectréwuired option from the menu; or

b) for those fields that are completed with a free &xtry, enter the relevant value when
prompted.

From Clipboard

Click theFrom Clipboard option if you wish to limit the search to thosdi@ats in the current
clipboard .
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APPOINTMENT BOOK

NAVIGATION

Movement Bar

Bm l 3m l im l 1w l 1d l Today H id Jl 1w H im H 3m Jl Bm ]
Today Display today’s date
1d Back one day 1d Forward one day
1w Back one week 1w Forward one week
im Back one month 1m Forward one month
3m Back three months 3m Forward three months
6m Back six months 6m Forward six months

Calendar - see pagé&rror! Bookmark not defined. for details |yiewing Date: ||:|3 January 2008 ¥ )
of how to use the calendar to select the requiede. d

The bottom part of the screen comprises of the sotbiat are available for booking. Each column is
the equivalent of a room and each room is brokevndato bookable slots. The length of the slots
can vary according to your own requirements — s&gstem Maintenance/Application
Preferencesfrom theAdministration menu and click thé&ppointment Book tab.

Rooms should be created according to how many ttorgguooms you have available — users can be
linked to a room so that each time an appointrehboked into that room, then the correct provider
(dentist) will be automatically selected for thapaintment.

LT T A
Jan 2 2008

Thursday
Jan 2 2008

Friday
lan < 2008

Appointments ¥iew: II"-’I:::nu:Iay

It is possible to create views for the main
appointment book and for each view you can specify
which rooms should be displayed when that view is
selected.

RS )

SET UP THE APPOINTMENT BOOK

Views

Create a New View

1) Make sure that all of the rooms to be includechmtiew have been created.

2) Select theAppointments\Views option from theMaintenance menu and leave th&dd box

ticked.
3) Type in a name for the view.

4) Click on one of the rooms to be included in thewand click the right arrow to move the room
name from the left-hand to the right-hand pane.

5) Repeat until all of the relevant rooms have beéscssd and click thédd button.

6) This view will then be available for selection lretappointment book.
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7) If that room has been associated with a providentfdt/hygienist) then the room name and the
provider name will be displayed at the top of them column.

Edit a View

1) Select theAppointments\Views option from theMaintenance menu and click th&dit box.

2) Make the required changes and click thgdate button.

Delete a View

1) Select theAppointments\Views option from theMaintenance menu and click themovebox.
2) Select theview to be deleted from the drop down box and clickReenovebutton.

Notes:

» Deleting a view does not delete any rooms assatiaith that view.

* A room can be added to more than one view.

Rooms

Create a New Room

1)  Select theAppointments\Roomsoption from theMaintenancemenu and leave th&dd box
ticked.

2)  Type in the room name, default start time and timalrer of hours that you wish the room to
remain open and click th&dd button.

Note: If you wish to associate the new room with a prevjdhis should be entered on the user name
details. Select th®lanage Groups and User®ption from theAdministration menu.

Edit an Existing Room

1)  Select theAppointments\Roomsoption from theMaintenancemenu and click th&dit box.

2)  Make the required changes and click thedate button.

Delete a Room

1)  Select théAppointments\Roomsoption from theMaintenancemenu and click th®emove
box.

2)  Select the room to be deleted from the drop downdal click theRemovebutton.

Block Off Times in a Room

Use custom days and dates to modify the timesathadm is open.

* Customdayscan be added whereby you can specify differemt atel end times for a
room for a particular day of the week. These timvesld then apply for that day for
every week.

» Customdatescan be added whereby you can specify different atedl end times for one
particular date only. This option can be usedocgy a one-off change of hours on a
particular day or to record bank holidays and/omeh holidays. The custom dates,
therefore, are the exception to the normal or cosdays.

Select theAppointments/Custom Rules/Room RulesCustomize Daysor Customize Dates- from
theMaintenancemenu.

13



Custom Days
To Add a Rule

1) Room - select the room name from the drop-down list.

2) Day - select the first day from the drop-down list.

3) All existing entries for that room and that daylv# displayed. (If you are amending one,
remove the existing rule and add it again othertiseblocked off sections may be duplicated —
see notes below.)

4) Open-if the room is to be open for any part of thg,ddick theOpenbutton and enter the
Start Time and enter the number of minutes that the room fsrnain open in thelinutes
Openbox.

5) Closed- if the room is to be closed all day, click thisedbutton.
6) Click theAdd button to add the rule.

7) Repeat for the other days.

To Remove a Rule

1) Display theCustomizing Daysoption as above.

2) Click theRemove Rulebox.

3) Tick the rule(s) to be removed and click Removebutton.

Note: Check All selects all of the custom days rules dimtheck All deselects all of the custom
days rules.

Custom Dates

This option works in the same way@astomising Daysas outlined above, but has a date range
selection so that you can use this for blockingaofénge of days for annual holidays, etc.

Also, there is &ilter Date option for theRemoveRule section so that you can view the current rules
for the specified dates. If this box is not tickduen all dates for that room will be displayedtie
Remove Ruledisplay box.

Block Off Emergency/Meeting/Break Slots

To close off slots:
1) Select the required day.
2) Right click on the start of the required slot.
3) Select from the following options.

a) Emergency Slots

b) Meeting Slots

c) Lunch and Break Times
4) Complete the required details and cli&#ok.
Edit Emergency/Meeting/Break Slots

1) Right click the slot and select the relevixlit option.
2) Make the changes and clitlpdate.
NOTE: These slots can be dragged and dropped to nésvilstequired.
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Remove Emergency/Meeting/Break Slots

Right click the slot and select the relev&a&moveoption.

Copy Forward Emergency (Meeting or Break) Slot Pattrns

Set up your pattern for these slots and selecAgipintments/Block Book/Emergency
Appointments (or Meetingsor Break Times) option from theMaintenancemenu. Patterns should
be in multiples of 7 days.

Source: Specify the room number, the start date of theepatind the length of the pattern in days.

Destination: Specify the room number, the first date to whiad plattern is to be copied and the
number of times the copy is to be repeated.

A similar procedure can be followed to block boo&dk, lunch and meeting times.

Appointment Categories

New Cateqories

1) SelectAppointments/Categoriesfrom theMaintenancemenu. Leave thadd box ticked.
2) Type in aNamefor the category.

3) Type in a default appointmehéength.

4) Choose an associated colour from the drop dowrirbthe Colour field.

5) Click theAdd button.

NOTES:

You can select a category as the default categorydur appointments. To do this, selSgstem
Maintenance/Application Preferencefrom theAdministration menu. Choose the default category
from the drop down list on th&ppointments tab.

Editing and Deleting Cateqories

Click theEdit box, make the necessary changes and tljate or click theRemovebox, select
the category to delete in tieamebox and clickRemove

BOOK APPOINTMENTS
Manually Enter Appointments

1) Patients must be registered before appointmentbedooked — either as fully registered or
express registered patients.

2) Click Appointment Book on the toolbar oApp Book on thePatient Detail screen.

3) Make sure that the correétew is displayed and select the date in o 08 10:00
the ViewingDate window or use the movement bar to scroll throu % 20
the book. %%:‘?E?nm
Appointments \Wew:  Apps ) -

Viewing Date: 02 July 2010 =

Bm l3m llm llw l 1d l Today H 1d H 1w Jl 1m H 3m H Bm J
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Today Display today’s date 1d Forward one day

1d Back one day 1w Forward one week

1w Back one week Im Forward one month

im Back one month 3m Forward three months

3m Back three months 6m Forward six months

6m Back six months

1) Scroll through the appointment book to find a saléaappointment or to find the first available

2)
3)
4)
5)

6)

7
8)

appointment in a particular room, click the sedratton at the top of the room.
Double click the slot required or right click thetsand selecEnter Appointment.
Specify theCategory and confirm the length of the appointment.

Select theProvider if this isn't already displayed.

If you navigated to the appointment book from Bratient Detail screen, the patient details will
already be displayed. Otherwise, clieftient Lookup to search for and select the patient.

If it's a family appointment, click thBamily Booking button, otherwise leave the Individual
Individual Booking button selected. Family bookings will displayiarage of two heads on the
right hand side of the appointment details onceafffmintment has been confirmed.

Type any other relevant information in tAdditional Information box — optional.

Click Book Appointment.

NOTE: The appointment details will be displayed onFuture Appointments section of the
Patient Detail screen.

Appointment Finder

1)
2)

3)
4)

5)
6)
7

Click Appointment Finder on the toolbar or on tHeatient Detail screen.

Search for and select the patient if you have eticthe toolbar. The patient details will defatilt i
you have navigated from ti&atient Detail screen.

Select the room — you can only search in one raoartiane.

Select the booking interval by one of the followimgthods:-

Next Available After: ASAP will search for the next available appointment;
Use the drop down arrow to sel&¢eeksand insert a

number in front to look for the first available apptment
after x number of weeks.

Use the drop down arrow to selébnths and insert a
number in front to look for the first available apptment
after x number of months.

OR
Require Appointment Select adate from the calendar to look for the first
After: availableappointment after that specific date.

Click the box alongside the option required andccBpe/our requirements.
Select the appointment length.

Specify the patient availability.

16



8) Tick thelnclude Emergency Slotsbox if relevant.
9) Click theFind button to display the first suitable, availabl@aintment.
» Click Book if the appointment offered is acceptable.

» If one of the other appointments on the same dagagsptable double click that
slot or single click and clicBook.

» Search again if all appointments for that day arguitable. You can click
forward one day, forward one weekor forward one month. At any relevant
point, you can cliclreviousto return to a previous selection.

10) When a suitable appointment has been selectedrroathie appointment:-

For a single appointment

Click on theFurther Appointment box to remove the tick and cli@ook Appointment.

For a series of appointments

» If a further appointment is required for the saragnt(s), leave the tick in the
Further Appointment box and clickBook Appointment. The system will then
automatically continue to search for the next apipoent.

* Remember to change the room and patient availaitpplicable. You can
reset the date to start looking from today’s dastaad of from the previous
appointment by clickindReset

* Remove theick in theFurther Appointment box before clickingBook
Appointment for the last appointment in the series.

11) Once the last appointment has been booked, & liseagelevant appointments will be
displayed for you print or to confirm to the patien

Booking a Treatment Plan

See separate notes for those practices usindifuttal charting.

Edit or Resize an Appointment
1) Right click the appointment and sel&atit Appointment.

2) Make the necessary changes and diokfirm Changes

Cancel/Cancel and Rebook an Appointment
Right click the appointment and select:-
» Cancel-to cancel the booking; OR

» Cancel and Rebook- to cancel the existing appointment and reboolafamther date
and/or time. If you select this option, origingl@intment details will be redisplayed
when you double click the new appointment slot.th&Are you sure prompt, clickOK
to move the appointment Qancelif you change your mind and wish to leave the
appointment in its original position.

NOTES:

If you can see the existing and new appointmerts slo the screen at the same time, you can drag the
appointment from its existing position and dromib its new position.
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You can view a patient’s future appointments frovaRatient Detail screen. If you click one of
these appointments, the appointment slot will Ispldyed in the appointment book ready for you to
edit or cancel, if required.

You can view a list of cancelled appointments ligkithg the : : : :
. . 09:00 10:00 11:00 12;00
Cancelled Appointmentsbutton on the appointment book |[;
viewer. If the patient has a future appointmem Ruture ul2z010
- . . Tul ikl
Appointment column will be ticked. You can restore - + (coeted sppsnmers |

appointments by clicking on one of the entries diaking the
Restore Selectedbutton.

Attend Appointments

Express registered patients will need to have tygiointment details updated before their
appointments can be marked as attended.

If you are using a waiting list, right click themgpntment and sele@end ta Select the relevant list
and the patient will be added to that list andappointment marked attended. Once attended, the
colour of the appointment will change dependingrupour chosen colour scheme. (Tavigate
option when selected from the waiting list, will rkdhe appointment as completed.)

It is possible to manually mark appointments indppointment book as attended, even if you choose
not to use a waiting list. If you are using lidtewever, this option is not normally activated
otherwise someone may inadvertently mark an apmeint as attended but not put the patient onto
the waiting list.

If you are not using a waiting list, appointmeras e marked attended and completed as follows.
Mark an Appointment Attended
Right click a slot and selebdark Attended.

Mark an Appointment Unattended
Right click a slot that has already been markeatt@nded and selebtark Unattended.

Mark an Appointment Completed

Right click a slot that has already been markeati@nded and selebtark Completed.
Mark an Appointment Incomplete

Right click a slot that has already been markecbaspleted and selebtark Incomplete.

NOTES: If you have marked the wrong appointment bothteended and complete, you would need
to mark it as incomplete first before you woulddide to mark as unattended.

Double Book an Appointment
1) Right click the appointment slot and select Erauble Bookoption.

2) Enter the relevant details and cliBkok Appointment.
3) Both appointments will be displayed side by side.

Emergency, Meeting and Break Slots

Slots can be blocked off for emergency appointmenésetings, or lunch/breaks. Once inserted, these
slots can easily be cancelled or dragged and dcoppi® alternative slots.

To block off your appointment book in this way,higlick an appointment slot and select the
required option. Complete the relevant details @ivtt Book.
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NOTE: If you set up a pattern of regular emergency,tings or break slots, this can be copied
forward throughout your appointment book.

Edit an Emergency, Meeting, or Break Slot
Right click the option and selegdit.

Cancel an Emergency, Meeting or Break Slot

Right click the option and seleRemove

Move an Emergency, Meeting or Break Slot

Can be dragged and dropped to a new time.

Book Into an Emergency Slot

Patients can be booked into emergency slots itii®mes necessary.
1) Right click the emergency slot and selectBo®k Appointment option.
2) Enter the relevant details and cliBkok Appointment.

The emergency slot and the appointment will belajsal in the same way as a double booking, ie
with both the original emergency slot and the appoént being displayed alongside each other.
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RECALLS

SelectRecall Runfrom theReports menu.

PATIENT AND DATE SELECTION

Obey Patient’s Contact Preference

Checks for preferences on the patient details
screen.

All Dates

Specify the date range to be included in the
search.

Ignore Recall Year

Click if you wish to search on the day and mor)
only and ignore the year.

Ignore Patients with Appointments Booked

Specify the required number of months so that
patients with existing appointments can be
excluded.

Exclude Email Preference

Tick this box to exclude patients who have the
Email Preferencebox ticked. Only applicable i
you intend to email these patients separately.

Exclude Mobile Preference

Tick this box to exclude patients who have the
Mobile Preferencebox ticked. Only applicable
if you intend to send text reminders to these
patients separately.

Filter by Provider

If you wish to filter the recalls by provider, diic
this box and select the provider from the drop
down list.

These last two options would allow you to printdisbor letters to patients who would not receive an
Email or SMS text message. If you are not usingiEor SMS, then leave these two boxed unticked.

Once you have specified the patient and date rexpaints, select the required output of your report.

Printed Output

LABELS

Labels

This will print labels to a label printer. If yalo
not have a label printer, then you can still print
labels using théabels (Word Merge) option.

Labels (Word Merge)

This will print onto a page of A4 labels on your
default reports printer. There is a direct lintoin
MS Word. You need to create a label template

MS Word before you can start using this option.

in

N

If you do not have a copy of MS Word, you col
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export the data to a csv file and use this to prin
labels using any other word processing packag
that supports mail merge.

Field tokens to be included in the merge are as
follows:-

Title, Forename, Surname, Address1, Address
Address3, Address4, Postcode.

—

je

2,

Reminders (Mail Merge)

You can print a reminder letter using a direct n
merge into MS Word, as with the A4 label
option. As with the labels, you will need to
create a letter template in MS Word before you
can start using this option.

Field tokens to be included in the merge are as
follows:-

Title, Forename, Surname, Address1, Address
Address3, Address4, Postcode, RecallDate

nail

~

Preview Button

Tick this box before clicking either of the above

options to preview the results before printing.

DIt

PRINTED LIST

Preview List Select this option to preview a report of all
patients whose recalls are due in the specified
date range.
Once the preview has been displayed, the rep
can be printed by clicking the print icon at thp t
of the preview screen.

Print List Select this option to print a report without
previewing it first.

File Output

FILE EXPORT

Export to .xml

Exports the data in xml format.

(xml is a generic framework for storing any
amount of text or any data. Its primary purpos
to facilitate the sharing of structured data acros
different information systems, particularly via tl
internet.)

eis
5S
ne

Export to .csv

Exports the data in csv format. If you do not
have a copy of MS Word, this file could be use
for example, as a hit file to create a mail merg
(either to letters or labels) in another word
processing package that supports mail merge.

© o
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Excel Sheet Exports the results and displays them in MS
Excel.

Electronic Output

If you have printed recalls and excluded eitherBh®il or Mobile preference in thBatient and

Date Selectionsection, you can subsequently choose to send £o1a8MS text messages to those
patients excluded from any printed output. Youl@paf course, choose to send Emails and SMS text
messages as well if you prefer.

Templates would need to be set up for both texsages and Email and your system configured to
send text messages and Emails before these optiefiisst used. For text messages, you would need
to sign up to a text message provider and for Eyaill would need to be connected to broadband.
Please contact our Support Department for furteéails.

Once your system has been configured, select otte dbllowing options from the drop down menu.

Email Only Will send an Email to those patients where the
Email preferencebox is ticked.

SMS Only Will send a text message to those patients where
the Contact by SMSpreferencebox is ticked.

Email then SMS This will send either an Email or SMS or neithe
depending on the following order of precedenge.
It will check each patient’s record and send:-

-

. an Email to those patients
where theEmail preferencebox is
ticked,;

. where theEmail preference

box is not ticked, it will send a text
message if th€ontact by SMSbox is

ticked; and
. if neither is ticked it will send
neither.
SMS then Emaill This option is the same as the one above, except

that the order of precedence is SMS first and
Email second

Both Email and SMS This will send both Email and SMS where the
preference boxes are ticked.

Send Messages Once one of the above options has been selegted,
press thé&send Messagebutton.

SMS Credits There is an option in thedit menu that allows
you to record that you have purchased SMS text
credits from your text provider. If you record &
purchases using this option, this display will give
you an indicatiorof how many text credits you
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have available. The actual amount of credit yqu
have available will be handled by your text
message provider. Once the text messages have
been sent, thEMS Creditsfield will be updated.

SMS Template Click this button to set up your SMS text message
template — ie the default text message that will be
sent to each patient. See notes below.

Email Template Click this button to set up your Email template
ie the default message that will be Emailed to
each patient. See notes below.

SMS Template

The SMS template file is called SMS.xml. There altleady be a default template in existence, as
follows. This should be displayed ready for setect

From: This should be your Email address for your text povider account.
Subject: Will default toRecall but can be edited.
Body: This box should contain the text message that yish @ send to your patients. The

default message can be edited and the text caaindhe field tokens listed below.
Makethe necessary changes and click$laeebutton.

Email Template

The Email template is called Email.xml. There willeady be a default template in existence, as
follows. This should be displayed ready for sétect

This is set up in a similar way to the SMS templa#ake your changes and click tBavebutton.

Tokens for Electronic Output

The following tokens can be embedded in the texithier SMS or Email templates. When the SMS
messages and Emails are sent, the following ddtdevinserted in place of these tokens.

“PATIENT NAME” Patient’s title followed by patietg surname
“DUE" Recall date — as displayed on fatient Detail screen
“DATE" Today’s date
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