Manual for Practice Records Manager Single User Version





1. General description





2.  Systems requirements





3.  License agreement





4.  Installation





5.  Getting started





6.  Major aspects








1.  General description





This software is a practice records management system designed for use by healthcare professionals.





 Features:





1) A compact client/patient details database;


2) A simplified records keeping system that provides quick access to individual client/patient case notes, easy editing and printouts; 


3) An integrated document scanning facility that allows clinical documents (lab reports and X-ray films/reports, medical reports, hospital discharge summaries,  etc. to be stored digitally and retrieved quickly for review/reprint when required.





Can be complemented by our Appointment Book scheduling software titles.





2.  Systems requirements:





Pentium 100 or later 


Windows 95/98/NT/2000/XP/2003


Display: 800x600 small fonts or higher (set this resolution via Control Panel/ Display/Settings/Advanced applet).





Busy practices with large client/patient base may require zipdrive, tape or CD-RW for future backup of files.





3.  Licence agreement





This license grants you the right to use the software Practice Records Manager Network Version on a single network with any number of users. If you wish to use the software on more than one network, please purchase an extra copy of the software for each additional network.





This software program is protected by international copyright laws which prohibit unauthorised use of intellectual property in any form or content. You may not reverse engineer the program or alter it in any way without the expressed permission of its author.





You may not make pirate copies of the program for sale or distribution.





The author and Itech Software have taken due care to ensure that the program functions properly and safely. In no event shall the author and Itech Software be held liable for any damages whatsoever (including, without limitation, damages for loss of business profits, business interruption, loss of business information, or any other pecuniary loss) arising out of the use of or inability to use this program.





You must accept the terms in the license agreement before using this program. Proceeding to use the program indicates that you agree to the terms of the license.





Thank you for reading this license.








4.  Installation (Please reboot after install)





Run Setup.exe on the CD.  If you have downloaded the program file online, you have to first unzip the file and then run Setup.exe.





( If  you have been using the trial version, please remember to backup up your datafile, uninstall the trial version and reinstall the registered version. Then restore the backed up datafile. You will also have to restore the scanned documents, as follows: 





Navigate to the trial version's application folder:


C:\ Program Files \ Practice Records Manager Trial Version \


Right mouseclick on the folder named  'Documents'. Select COPY from the popup menu.





Navigate to the registered version's application folder:


C:\ Program Files \ Practice Records Manager \


Right mouseclick on any empty space and Select Paste from the popup menu.


You'll be asked if you wish to replace the existing folder 'Document' and all its contents. Answer Yes.





Your datafile and all documents should now be restored intact! )





Extra Installation Notes:





If you get a runtime error 713 ( Class ID not found), it means you forgot to reboot after the install. Please restart the computer and the error should disappear. If the problem persists, please visit our website's FAQ page for further assistance.





5.  Getting started





From the Main Menu, select Option 1 - Records Manager. This will bring up the File Search Menu.  Type in  the Last Name of the client/patient and press ENTER key. This will bring up the list of clients having this Last Name. Locate the correct client from this list, and doubleclick on the selected row. (Alternative keys to use are right mouseclick or press Space Bar). The client/profile page for this client will be displayed.





If you cannot find the client on the list above, select Add New button to add this new client to the database.





Selecting the List All Button will bring up the complete list of clients in the database. This can be useful for looking up Last Names with spaces and/or apostrophes.





There is a demo file Citizen, John - doubleclick on this file to bring it up. You can navigate to the Records Page and take a look at the scanned document samples.





Onscreen Help files are available by pressing F1 or clicking the "?" icon on the toolbar.





6.  Major aspects





Saving Contents of the Page:





Page contents are automatically saved when you exit the page or when you move to another page. There is no need to specifically save any page like you are so used to doing with Document files.





Printer setup:





The program's print routines use Windows' default printer settings. If adjustments to the printer settings are necessary, they can be made via Windows' Control Panel's Printers applet.


The printout format uses the nonprinting areas established for your printer as default printer margins. Those margin settings appear in the Printer Margins dialog box. While you can set margins that fall inside the nonprinting areas, parts of your report may be clipped off if you do.





Search Menu:





 Type in  the Last Name of the client/patient and press ENTER key. This will bring up the list of clients having this Last Name. Locate the relevant client from this list, and doubleclick on the selected row. (Alternative keys to use are right mouseclick or press Space Bar). The client/profile page for this client will be displayed.





If you cannot find the client on the list above, select Add New button to add this new client to the database.





Selecting the List All button will display the list of all existing clients sorted alphabetically.





Client Details Page:





A File No. is automatically generated when a new file is created. The only required field on the page that must always be entered is the Last Name field.





To access case notes related to the Client, click the Case Notes Button. If the Client is new, a new page will automatically be created. If the Client already has existing case notes, the last page will be displayed.





To scan in documents related to this client, select the Scan Documents button.





Clinical Records Page:





This is where the case notes are written. You can move back and forth the existing pages, add new pages, do printouts, view print previews, etc. The Page Lock  prevents accidental erasure of existing notes - it can be toggled off and on. 





You can use all the standard wordprocessing routines: Text copy-and-paste, cut-and-paste, etc. For example, you can copy-and-paste relevant case notes to Wordpad or any word processor for writing client reports to other healthcare professionals, employers, insurance companies or lawyers.





To use the copy-and-paste routine:





Place the mouse caret at the beginning of the text to copy. Hold down the left mouse button and drag over the text to highlight it in blue. Then click right mouse button over the highlighted area and select Copy. Move the mouse caret to desired destination on the word processor. Click the right mouse button and select Paste.





Scanned documents belonging to this client/patient are listed on a datagrid, sorted by date. Doubleclick on any document to bring it to view.





Records Summary Page:





You can access this page via the Records Page..





Here you can view the Client's records database in full. Press the space bar to bring  up any selected record , or just doubleclick on the row.





Scanning Documents:





Select the Scan Documents button on the Client Profile page to scan and store documents belonging or related to this client. 





First set your scanner's resolution (standard is 72 dpi) and color palettes:





  black-and-white  (for text only documents)


  color RGB  (for color documents) 


  grey-scale 8  (for small print text documents and Xray films)





Depending on the quality of your scanner/printer, you may have to experiment with different settings to get the best results. For fine prints, increasing the  Zoom  factor will make them more legible.





Select Start Scan button when ready. 





The default setting for displaying the scanned image is gray-scale 8 - most suitable for clinical documents.


You can reset the Color Palette to display in color or black-and- white.


You can adjust image size using the Zoom factor.





When the image displayed is satisfactory, you can save it after entering the document ID details. 





You can also open any scanned document for review  - select File \ Open. Doubleclick on any document on the datagrid to bring it to view.





The documents are stored in the C:\prmServer\Documents folder on the server harddisk.


Each is identified by its unique FileNo.DocNo. 


The image format used is TIFF.





Preview Option:  The default setting is OFF. This allows scanning to proceed without previewing the image on the scanner's own software interface. The image displayed on the page is in fact a preview. You can rescan any number of times and re-adjust the image setttings until a satisfactory image is obtained before saving it.   Some brands of scanners (e.g. HP multifunction scanners/printers)  require the scanner's own software interface to be called up for re-setting color palette output and image preview. For these scanners, you have to reset the Preview Option to ON. Otherwise, you may obtain a blank or pitch black image on the page. You may also need to reset the color palette output  to B&W,  RGB 256 colors or Gray 8 (see above) from the scanner's own software interface.





Backup Files:





File backup can only be carried out at the Admin/server station.


Please backup regularly in case of hard disk failure or datafile corruption. Datafile corruption usually occurs with electric power surges (thunderstorms, switching on power appliances like vacuum cleaners, etc). Installing surge protectors will help prevent this.





Datafile corruption can also occur when file backup is done without first logging out all clients. Please log out (or better still, shut down) all client stations when doing file backup at the Admin/server station.





When the datafile exceeds 1.44MB in size, it cannot be saved to a floppy disk. You will need to backup to a more spacious medium - another hard drive, a zipdrive, tape media or CD-RW.





Please note: The program's built-in file backup routine only saves the case record files. It does not save any scanned documents. You need to manually backup the scanned documents yourself - just copy-and-paste the whole folder Documents (in the application folder  C:\Program Files \ Practice Records Manager \  ) to the desired backup destination. To restore the documents, reverse the procedure.





Changing the Color Scheme:





The program uses Windows standard color scheme for the user interfaces. You can customize the color scheme to suit your preference using the Display applet, via  Start \ Control Panel \ Display \ Appearance.


                 Start \ Control Panel \ Appearance and Themes \ Change


                            Computer's Theme \ Advanced  (Windows XP)


Color Schema:





Application background    =   application background


Frame background           =  3D Objects


Button                            =  3D Objects


Label text                         =   Selected items


Textbox background        =   window background


Textbox text                     =   window text


Help File textbox background       =   tooltips


Help File textbox text                   =   window text





Have lots of fun!  Let us know if you think you've got the perfect color match.


(Tip - colors with the same Hue value will always match!)





And feel free to email us if you have any queries related to the use of this software, or if you need any technical support.





Sonny Tham


Itech Software


August 8, 2006


email - itechsoftware@yahoo.com 


website - http://www.itechsoftware.8m.com/index.html


