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EasyTABS Clinic Software

Introduction

EasyTABS has been developed to provide Massage Therapists with an Electronic Records Office Management solution. By
managing clinic and client records electronically, EasyTABS ensures that a therapist is using modern, efficient and exact

record management techniques.

Home

B
EasyTABS Software

License Expiry Date: Mar 13, 2012

The software opens to the Home screen.

‘ Client Records | ‘ Clinic Reports ‘

‘ Product Sales | ‘ Administration ‘

| Tutorials |

| Email Reminder

Calendars

{Daily Calendar][Weekly Cﬂlendﬂr“Munthly Calendar}
{ Web Calendar ] { Web Bnnk24fﬂ

Close Database

EasyTABS opening screen

Overview

EasyTABS contains the following Tables:

. Administrative Table

. Contact . Letters to Others . Inventory

. Health History . Flag System . Email Messaging
. Client Notes . Internal Calendar . Birthday Email

. Receipts e Web Calendar . Gift Certificates
¢ Client Assessment e Product List e Self Care Manual
. Graphics . Product Sales e ToDo List

. Letters to Client . Expenses



Functions of these Tables

YV V V V

Contact
Administrative
Health History

Client Notes

Receipts

Client Assessment

Graphics

Letters to Clients

Letters About Clients

Flag System

Internal Calendar

Web Calendar

Product List

Product Sales

Expenses

Inventory

Email Messages

Birthday Email

Gift Certificates

Self Care Manual

ToDo List

Colours

Contains a list of all of your clients

Allows you to personalize the software for your clinic

Contains records pertaining to the client health history

Allows you to create and manage individual client records
chronologically

Create and manage client receipts; generate Client Statements

Used by some therapists to record ROM, etc.

Available only in the Windows platform, this table provides four views of
the human body which you can “mark up” with colour, marks, etc.
Preformatted letters to clients

Preformatted letters about clients

Flag a condition or service for a client and have the flag popup
whenever you book the client using the Internal Calendar

An appointment booking calendar, internal to the program. Provides
Daily, Weekly and Monthly Calendars.

A web-based calendar is available for those who want to have access to
a Calendar using the web. However, it is NOT CONFIDENTIAL

Create and Maintain a list of products you sell from which invoices can
be created

Create invoices for the sale of products. This table is linked to the
Product List so that a running total of the quantity for each item is
maintained. Flags notify you when the supply drops below a preset
quantity.

Enter and Track expenses for your clinic. Create reports that summarize
your expenses. Grand Totals are available by Year or by Month

Create and maintain an inventory of capital inventory such as
computers, tables, chairs, desks, etc. Grand Totals are available by Year
or by Month

Create email templates that you can use to send to clients regarding
special events, occasions, etc.

Set a default to search for birthdays in the current week. Then send a
personalized email message of congratulations

Create gift certificates, gift certificate receipts and track gift certificate
redemption

A self care manual, developed by Doug Alexander, can be part of your
software package for a small increase in yearly fees. You will need to be
connected to the internet to access this feature

The ToDo list always you to enter tasks that you want to remember to do. The
Due Date, Title, Description (in which you can, for example, enter a person’s
name to remind you to call her/him) and Telephone Number, Completed radio
button, which triggers the Date Completed auto-entry

This table is used in the Event Entry Form to provide users with the opportunity

to colour-code the events that are booked.



Getting Started — The Basics

10.

11.
12.

13.

Set up the Administrative table first so that records you create reflect information that pertains to your clinic.
Then click on the Home button (Top of the screen)

From the Home screen, go to Client Records

Create a client record by clicking on the green + sign beneath the person icon on the left of the screen. A new
screen pops up in which you enter the contact’s first name and last name. (That is all you actually have to enter
to start creating records fro this contact)

Fill in as much info as you have (or that you want to enter right now)

Click “Close” (top right on the screen)

You now see the contact name in the “portal” (a portal is just a “window” that looks at records from a different
area or table)

The eye glass icon on the left of the portal row can be used to go back to the data entry screen that you just left
(If/when you need to go there)

Click on the name that is in the Client List portal — it becomes the “current” record

Now looking at the tabs to the right of the Client List, you see “Case History”, “Client Notes”, “Client
Assessment”, “Receipt”, “Graphic”, etc. When you click on one of those tabs, all of the records for the
current client are displayed. Initially, course, there are no records. So you create a record by using the green +
sign.

Click on the Case History tab, and then on the green + sign. A new window pops up displaying fields that
pertain to the Case History table. There are two tabs at the top of this screen indicating that there are two
screens for this topic. You can complete this screen with the client, or you can print off blank copies (use the
icon “Print Hard Copy) for the client to fill out on her/his own)

After completing that screen, click the “Close” button, top right.

You can now select another tab. Client Notes, or Receipt, for example. Click the green + sign again and a
record for that table is created.

Using these tabs, you can create, manage and print client records very quickly/easily. Refer to the rest of the

manual to get more details as you need them.



Tabs

Tabs are often used in EasyTABS to move from one view of data/information to another. When the button “Client Records”

(on the Home Screen) is clicked, you are first taken to a screen resembling the screen shot below.

The “Client Records” tab has been

EasyTABS
selected. There are several more tabs

=10] x|

Home -

[Daily Calendar & ToDo List ]

[ Weekly Calendar] [ Monthly Calendar ] Google Calendar

across the top of the screen on the same

Client Records | Administration | Gift Certificates | Products | Reports [ Birthdays | Expenses | Inventory [ Email Template [ Labels [ All Bookings | Miscellaneous

Clear

level as the “Client Records” tab. These
Client List
Wiew All

® Active O Inactive

Click Mame to select cliert

'V
other tabs, when selected, change the

+

Filter

Health History | tlient Note | client Assessment | Receipt ‘ Graphic | Letter | Flag | client Bookings | client List Details |

display of the data being viewed.

Hans Backbone

George Brown

However, whenever the “Client Records”

Jenathan Crosier

Lln el

David Dawsan

Inez Gorsg

tab is “active”, you will see the screen

Bobbi Janzen

Don Jones

above.

Sam Jones

pl

Keith Karzon

Larry Loungs

Harry Mosher

Hans Backbone [ Show Racaipt Ijst] ((client statement)

client Receipts | Accaunt |

o Date Tx Fee Duration Tx Category Tx Amount Due Total Rec'd Balance

S apr11. 2007 F70.75 1 Hr Massage Therapy Tx $75.00 $75.00 soon @[
o Marz2. 2007 $70.76 1 Hr Maszane Therapy Tx $75.00 $75.00 soon @
S Mar21, 2007 $7075 1 Hr Massage Therapy Tx $75.00 $76.00 s0.00 @
ot L]

Margaret Masher

pl

Let's go over what is on this screen.

Barry Normand

Ossie Occiput

Oscar Osteopath

Panny Pectorslis

212|288 2(2]8 2 2(2| 222|228

Mary Popping

% Josee Psoas

1. Client List — left side. This is

@ Quigley Quadratus

o Tricla Quarter

AR i T Tl T B Tl et dh dh Ttk dh Tk dh )

a “portal” that allows you to

& Roger Rabbit

1

view all of the client records in your database. There are 21 names visible at any one time.

To create a new client record, click the green + sign just below the graphic of the person. This will create a

new client record and pop up a screen wherein you can enter all of the appropriate information. Within the

Contact Entry Form are two more tabs that will
display the input fields for Emergency Data
and Business Data

To return to the Client Records portal, select
the “Close” button.

When back at the Client Records portal, you
can view the data for an existing client by
selecting the “eyeglass” icon to the left of the
client’s name. Clicking that button will display
the existing data and allow you to
add/delete/modify the data.

To “filter” this list and see only some of the
names, you click on the letter of the last name
(using the alpha list provided). This will insert

the letter into the filter field. Immediately the

n Contact Data Entry

Contact Data Entry

Close

Create Consent Form

Contact Dats| Ermergency DataTBusmess Data]

ContactlD

Salutation  First Mame Last Mame
H H Date Created an 44,201
Status

[Active ]

Organization

Tupe

Address
iClpatient []Gift certificate [ Product Purchs
Suite/Apt -N "
stes

Street H “

City H
Pastal Code |

i Country

Contact Links

HomePhone

Telephone

Fax

Mabile

Email [£]
Birthday

Preferred Tel

k

Mumber

portal on the left is filtered to display only the names of those clients whose first OR last name begins with that

letter. If the resulting list is still “too long”, you can use the scroll bar on the left of the portal, or you can

increase the character left being used for the filter by placing the cursor in the Filter field and typing in the next

1, 2 or more letters in the first or last name.

After having filtered the list to meet your needs, click on the name of the client whose record(s) you want to

view and/or use. That person’s name will appear in blue text at the top of the portal on the right portion of the

screen. This client’s name indicates that he/she is the “current client”. As you select the various tabs

across the top of this portal, all lists that appear will s you select the various tabs across the top of

this portal, all lists that appear will pertain to that “current client”. That is, when you click the “Case



History” tab, any records that get displayed are records for this “current client”. If this client does not yet have a
“Case History” record, the list will show no data. To create a new (first) Case History record, merely click the
Green + sign. A screen will pop up to allow you to enter data for that client. When you have finished with this
Case History record, click “Close” to return to the original portal window.

6. All other tabs across the top of this portal will display only data/records for the “current record”. This feature
allows you to select one client, pop up the appropriate data entry screen for the selected tab, close that window,
select another tab and pop up the applicable data entry screen. There is one tab for which the above does not
apply — Client List Details. This tab displays all of the clients in the database very similar to the Client List
portal on the left of the screen. The difference is that this portal displays more details. It gives phones numbers,
email address and Date of Birth. This allows you to gain access to data that is used often (phone numbers,
email, etc) without having to “pop up” the complete client Data Entry Form.

7. Sort Order -The list of records for each of the tabs has been set as “reverse order by date of creation”. This
means that the most recent record is the first one that appears in the list.

8. Flags - The Flags tab allows you to pop up a window here you can record data/information about the client that
is particular to the treatment. (It is understood that the CMTO regulations say that any information recorded
must be applicable to the treatment the client receives. Apparently this precludes the recording, for example, of
the condition of the client’s pet unless the pet’s condition can be seen to be having an impact on the treatment
the client needs). Notwithstanding CMTO regulations, whenever a flag note is created, a red flag will appear in
the Client List portal. This provides you with a visual reminder that this client has a note (or notes) that may

bear considering. The flag will appear as long as there are ANY notes pertain to this client.

Deletion of Client Records

1. A Client Record can be deleted from the database in a number of ways. The most efficient method is to delete
the record from the Client List portal.
A Warning dialogue box appears whenever you attempt to delete a record
Warning! The deletion of a record from the Contact table will result in ALL records for this client in
every table being deleted. THIS ACTION CANNOT BE UNDONE. For this reason, when you attempt

to delete a record from the Contact table, you will be given three warnings.

Deletion of records in General

Records Scripts  Tools  Window  Help
1. The deletion of a record in general is not subject to such ominous results. To New Record Tl
delete a record from any portal OTHER THAN THE CONTACT LIST PORTAL will |4 Crl+D
result in the deletion of only that one record. B pelete Record... crri+e
2. Even so, the deletion cannot be undone. Once you have read the pop up L= PN STl o
warning, the next Delete step will cause the record to vanish forever. Go ko Record y
When deleting records that are not displayed in portal, you must be careful. & show All Records bk
Th hic bel h d d £ hich a deleti b [ shaw Ormitted Only
e graphic below shows a dropdown menu from which a deletion can be &3 Omit Record e
carried out. Note that there are two opportunities to select a phrase with the &S omit Multipls. .. Crrl+-shift4T
word “Delete” in them. One is “Delete Record”. This deletes the current Modify Last Find CHIHR
record only. The other is “Delete Found Records...”. When that option is Sart Records. .. CHl+S
selected, all records that are part of the ‘found set’ will be deleted. Unsort




One way to avoid this possibility is to use the keyboard commands. The key stroke “Ctrl+E” will delete only the

current record. Fortunately, this action will always produce the warning dialogue box. Therefore it is not possible

to strike “Ctrl+E” and have a record disappear without a warning.

Other Client Records Tabs

Case History

The Case History tab displays the case/health
history records for the current client. The
records are displayed in reverse order sorted
by creation date.

To view a current record, click on the eyeglass
icon

To create a new record, click on the green +

sign.

The screen shot below shows what the screen
looks like. Several of the fields have small
arrows to the right side of the box. Click the
arrow to view the pop up options. You can

select from the existing list, select “Edit” to

[l Healthhistory Entry Form P =]
. Close
Health History Entry Form
Time Stamp Calc 73962
Health Histary 1 [ Health History 21 Client ID & Case HistoryID 1z Creation Date Jan 11, 2007
&EF  Print Hard Capy
Hans Backbone
Record 1 of 2 Found (Total Records 8)
+ O &
144> >l
Mew  Duplicate Delate Print
Record Record Record  Record
Therapist
[Primary Concerns [Functional Limitati ]
[Ankle v [ifting v

other medical
conditiens

current
medications
\—U

nature of injuries v
other health care| [O ¥es QMo
involvemant
datez of injuries \—‘ specify =
involvement

nature of w] [ pecislnotsz
surgeries

‘ dates of |

surgeries
These 4 fields can be defined by the user. The field on the left is the name of the data; the one on the right will contain the data.

Gther ] v Gther v
[100] ] Browse ~| <] | o

change the list, or type directly into the field without selecting one of the pre-set options.

Note that there are two tabs in the Case History table. Merely click on the second tab to display the fields

for that tab. In both tab displays, there are additional “User Defined” fields. These are fields that you may or

may not want to use. Note that the field name is “global”. That means when you name a field, it will be

named with that text for every record that you create.

On the left side of the Health History 1 screen are 4 icons: “New Record”, “Duplicate Record”, “Delete

Record” and Print Record”. The “Duplicate Record” icon is extremely useful when a client’s yearly review

suggests that there are few changes in the data.

Merely duplicate the existing record and amend
the information to reflect the latest situation.
The new record will be created with the current
date. It will be displayed in the “Client

Records/Case History” tab as the top record.

On the right side of the screen you will see an
icon labeled “Print Hard Copy”. Use this button
to print the 2 pages from which you can make
copies if you prefer to have your clients

complete the form in the waiting area.

[ Clientnote Entry Form =]
= Client ID & Close
Client Notes Entry Form oo =
Time Stamp Calc 151766
Hans Backbone Crestion Date  Jan 10, 2007
= B o Sa [ Records 1 of 2 Found Total Records: 7|
Mew  Duplicate Dalete Print 144> pl
Record  Record  Record  Record
Time of Tw [10:15 AM Duration of T |1 H Harry Pother, LM n
Therapist
Informed Consent Obtained [ ves QMo
v v
i Used Featrient v
stroking [rnpl i
O rocking
#l
el el Findings v
O friction
O wibration
%;"p”tﬁ"‘g"t [Client Reaction & v
s [Feedback to
O myofascial trigger point therapy ok
O high-grade joint mohilization reatmen
%|uw-gr|:dzjmntmuhlhzatlun CPPPPTrr— =
strete] Findings
O intra-oral
[ breast massage
[ other.. [Recommended sndfor v
use of Self-Care
Areas Treated  [JEock NOTES v u
O neck
O shoulders
face
O upper limb L [Hydratherapy v
[ upper limb R
O lower limb L
lower L R [
[Dated Field User
[erroarera|SUCTERUTY | S =
100] ol 5 Browss =4 | |




When you have finished with the data entry for the Case/Health History, click the “Close” button to return to

the main “Client Records” screen.

Client Notes

The Client Note records are accessed and/or created in the same way as the Case History records are.

There is only one screen for the Client Note records. The pop up fields are used in the same way as they

are for the Case History. Likewise, the buttons on the left side of the screen perform functions as indicated

in their labels.

Although not displayed in the screen shot above, there are User Defined fields at the bottom of the screen.

The Time of Treatment, Duration of Treatment, Informed Consent Obtained and Therapist Name fields will

need to be completed according to your jurisdiction..

Client Assessment

The Client Assessment table
contains 10 screens. The Overview

screen is shown here.

You can see the other 9 tabs that

can be accessed easily.

Here is a screen shot of one of

these other 9 screens

Hans Backbone

Therapist Mame

W YO @ &

Record pyplicate Delete Print
Record Record Record

Assessment Entry Form

g

Close
Client 1D 3
AssessmentID g

Date Created Jan 11, 2007

Record# 1 of 2 Found Total Records: 7

Injury History

H_rays

MD Disgnosis

Means of Injury

Previous Injury

Matar Wehice Accident

Surgery

Occupation

Recreation Activiities

Observations

Heat
Readness

Swelling

Scars

Location
Cnset/Origin
Refarral Pattern
Quality/Type
Intensity
Frequency
Duration
Alleviates

Trigger Phenomena

Ass

calf_L
Thigh_L
Forearrn_L
Armn_L

ociated systems

Pain

Girth Measurements

calf_R

Thiah_R

Forearm_R

Arm_R.




Receipt

Assessment Entry Form = 0O
Note that the Range of Motion codes Assessment Entry Form Closel
Client ID I3
can be edited; however, the format of Hans Backbone AssessmentID 8
L. [ | Date Greated  Jan 11, 2007
the text that replaces the existing text Tharapizs Name
. . . - O (o] Za Record# 1 of 2 Found  Total Records: 7
MUST be consistent with the original Record puplicate Delste  Print FEE
. . Record Record Record
format. This means thate |f; for Oueruiew'rshoulder E\bowI.Wr\stIIH\pI.KnEEIIIAnk\eI.Ceruical Spine]'Lumbar spine]'Thoracic spine]
example, you wanted to change the Activa  Left e
(C01 Q03 Q0s O0F O (O01 O3 Qs O0F 009
code “01 — normal” to “expected”, you Flasion (303 0% Goe Ooe O1n Shoulder B0 S0 S Om omn
Extension (D01 Q03 Q05 Q07 Ong [Co1r Qo Qs QoF O
would have to format the new text as G0z Goe Soe Qe G0 G0z Goe Goe Qe O
foduction [O01 O3 005 O0F 009 D0t D0z O OF 0N
« » . D0z Ou4 O CQug O Oz O Ol O On
01 - eXpeCtEd - The numberlng Ext Rotation 001 Q03 Q05 Q07 Q09 D01 Q03 Q05 Q07 Q09
. . D0z O0a Qe Qog 010 D0z O Q0e Oo0g 010
system MUST be retained in order for Interior Rotation [O01 Q03 QU5 Qb7 00 L i it D01 Oz Q5 O 003
0z ©Oo4 Sos C08 O 1001 - nemnal Oz Ood Qs Q08 O10
. . : 102 - weeak wipain
the radio buttons to display properly. Passive o o g7 |03 hardsndied [l Qs Qe O oo
Fledion |50z Goa ok Qo O10 =g‘5‘::';“ol;‘g\;ae":§:;| Coz Coa e Qo O
Extengion (001 Q03 C0E Q07 (09|06 - leathery endfeel [Cor Gz O QoF o0
Oz On4 Oe 008 C 7 - decreazed ROM wjpain (Coz Qod Coe Oo3 Oio
5 - decreased ROM
Aoduction [O01 Q02 Q08 Q07 O 09 - decraased ROM wipsin & stifness| [001 ©'02 005 O07 003
Oz Qo O Qog C 10 - decreased RGM wino painjno stf| (202004 OB Q8 O
Ext Rotarion 201 Q03 Q05 D07 O Cor ez omE Om O
Coz Qo4 Qoe Q0 C Doz S04 Qe Qo3 O
.. [O0L 0@z 05 O O Ot oz 05 O 009
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ool Qo3 O0s O Om ool Qo3 Q05 O o0
Flexion [O02 Q4 006 O 010 00z 04 Om Om On
oo oz Qs OF O oo oz Qe O0F 009
Bdension |00z Qo4 Coe Q08 OW0 Q02 Qo4 Ooe Q08 O10
[Do1 Co0z Qo0 Qo0F Om [oot Co0z Qo5 Qo0F Q09 n
Hoduction | 50> Sgg Gon 08 O 10 (Coz G4 Soe O3 O
Ot oz 05 O 00 Ot oz o5 O 0
Bt Rotation |50z G4 006 008 O10 0z On4 O 008 O
nReceipt Entry Form — |EI
Close
. I Receipt Entry Form
The Receipt tab will display all of the
Hans Backbone

receipts for the current client in reverse

order, sorted by creation date. This means Ll L0 o]
Maw Duplicate  Del
Record Record Rec

that the most recent receipt will appear at

[ Record# 1 of 20 Found  Total Recerds: 225 |

&

Send Email
FDF Attach

Inotca1D
Clientio| & ]

&

ate Print
ard Receipt

. Date Invoice |(Sep 28, 2008 Gelect Fee $70.00] Total Received
the top of the list. Fes Taral Received
Duration Tx 1 Hour v Eate Balance this Tx
h hot bel h | Cateqory Tx | Massage Tharapy 7= [¥ Due [ $3.9¢] Total Balance
e screen shot below shows a newly Twpe Tw ¥ | At Dus $70.00] Gift Cetificate 0[]
created receipt. Some data has been Round Fee (@725 Oiio | pate Last Receipt Show Balance [Oves Oto |
i Therapist | |
entered automatically, based on the
. ) ) Payment Info Payment Number 1 Adjust Account Balance For Payl
selections made in the Preferences tab in [[_cash___ | Eep ze, 2o0e[E] [_g7mag | $3.5¢)
. . ) Method of Payl  Date Paymenti Amt Recdl Recl
the Administration section Payment Numbaer 2 Adjust Account Balance For Pav?
] [ ] [ $0.00]
Method of Pay2 DateAmtRecs Amt Recdz Recz
Account Info
The following features have been included in Date Transaction amtDep At WO
[ [E[Ccepasit_O withdrawall| 1 EI=

the Receipt form.

Account Balance

Category of Treatment — the text selected

here will be the text that is inserted on the printed receipt. This allows you, for example, to select Massage

Therapy Tx for a treatment that could be claimed from a benefits plan and a “Gift Certificate” selection for

the purchase of a Gift Certificate (that, of course, cannot be claimed from a benefits plan.

Select Fee — this amount is an amount that you select. If you have chosen “RoundFee” in the Preferences

table, the software will calculate the amount of fee that needs to be entered in order for the end result

Amount Due to be a “round fee”. However, if you have chosen

“No” to the “RoundFee” option, the Select

Fee is the Fee that you are charging for the treatment. Taxes that apply in your jurisdiction are then added



Graphics

to the Select Fee to give the Amount Due. (In the above shot, the therapist has select “No” to “RoundFee”;
the Amount Due becomes $79.50.

Payment — There are two Payment Date options. This allows you to collect part of the payment at one time
and the remainder at another time. As soon as the Method of Payment is selected, the current date is
entered automatically. (If the date of payment is not the current date, merely select the appropriate date
using the pop up calendar provided).

If you are a single user in your clinic, make sure you select your name in the Default Settings pop up. This
will result in your name and data being entered automatically in any receipt that is created.

If there are 2 or more therapists using the software, you can choose to have one of the names entered
automatically (And then any therapist other than the one selected will be required to select her/his name for
each receipt created), or you can leave the Default Selection blank, where by all users will have to select
the appropriate name whenever a receipt is created.

There are 4 values displayed at the top right of the Data Entry screen. Total Received, Total GST Received,
Balance this Tx and Total Balance. Total Received displays the total amount that has been received from this
client; Total GST Received is the total GST amount received for the current client; Balance this Tx gives the
balance owing for this current treatment; and the Total Balance shows the total owing for this client. These

data are for your convenience. They do not get printed on a receipt.

Account — To address requests from a number of therapists, an Account table has been included. This table
works as follows:

o Client pays for several treatments with one payment (usually in advance)

0 You enter the day’s current date in the Account portal followed by selecting the Deposit button
from the Type of Transaction field; then the Amount of the deposit

0 When the client receives a treatment, you fill in all fields normally. In the Method of Payment field,
you select “Account”.

o Click the button Adjust Account Balance For Payl, (or Adjust Account Balance For Pay2, depending
on which Payment field is being used) to adjust the Account balance. The transaction is recorded
in the Account table, and the portal on the Receipt Entry Form shows the results of the
transaction.

o The Account Balance is displayed to the right of the portal.

o0 When the Receipt is printed, all information that is appropriate for the treatment is displayed on

the receipt, giving a professional form that can be submitted from a benefits carrier.

Send Email with PDF Attachment — This feature is available ONLY with FileMaker Pro full License. It

is NOT AVAILABLE in the Runtime solution

In the “FileMaker Pro” version, using the button “Send Email PDF Attach”, you can send an

email message to the email address of the current record. The software grabs the relevant data
and inserts it into an email message. It also saves a copy of the PDF in the folder “PDF_Records”,
which is stored with the program. (Usually this is at C:\Program Files\MTR\EasyTABS\PDF_Records
in the Windows version; the Macintosh version will have been stored according to the Users own

selection)



n Bodygraphic Entry Form ;LE
Body Graphics For Windows Users Close

Hans Backbone

Harry Potter, LMT Record # 1 of 2 Found  Total Records: 5
format, which is required to perform the Therapist Name 14402

The Graphic table is available for Windows

users only. Macintosh does not support bmp

Client 1D &
modifications that are needed in the figures. + 9 @

Mew  Duplicat  Delete Print
Record & Record Record

The four views of the body can be modified e ot o o

(Windows Users) by double clicking the el L

N
=

graphic.
7
GraphicID

The Bitmap Image shown below pops up. You

{§f Bitmap Image in Bodygraphic Entry FollRer-1a W B I= T A4 ]=)
File Edit WYiew Image Colors Help

tools from the

toolbar on the

left to ‘mark up’

the graphic. A ‘ =

colour palette (Not shown in this screen shot) is available to provide colour options.

010/ ¢ =|8|% |1z

The magnifying glass provides you with the opportunity to increase the size of the figure

so that more accurate ‘mark ups’ can be made.




After a few practice sessions, you will be able to manipulate these figures quickly.

Features:

i) If an error is made in the work on one of the graphics, merely click on the text button (left, right, back or , front)

located just above the graphic. This will provide you with a new graphic for that view only, leaving the other 3 views

unmodified.

i) You can duplicate an existing graphic using the duplicate button. This is very helpful if you want to

modify only one or two of the views from a previous entry.

iii) You can move back and forth between graphics records by using the arrows located in the middle of

the screen at the top.

Letters

The screen shot to the right shows the Letter display. Within it,
there are two tabs: “Letter to Client” and “Letter About Client”.

By providing these two options, you can more quickly and more

accurately created letters appropriate to your need.

Letter To Client

When you select “Letter to Client” and create a letter using
the green + sign, the client address information gets
inserted automatically. When you select the salutation, the
appropriate name gets inserted. For example, by selecting
“Dear”, the name that gets inserted is “Mr. Backbone”. If
you were to select “Hi”, the name inserted would be
“Hans”.

At the bottom of the screen you select the appropriate

therapist name and indicate if there is an enclosure.
Note that you could “pop up” a previous letter to a client
(Using the eyeglasses icon) and then create a new letter

from this screen.

Printing the Letter — You can print the letter or you can

send the letter as an attachment to an email message. In

Case HlstwyTChent NutaTchent AssassmentTRE:elpt Graphic | Letter [ Flag | Client List Deta.ls]

Hans Backbone

Lerter to Client | Lerter About Client |

ol Date Crested Regarding Therapist Body Text Introduction
o dan 11, 2007 Janathan Jones, LS
o Mov 10, 2006 Resultsfrom Latest  Jonathan Jones, o
& L
n Letter Entry Form — E||
Close

Letter Entry Form

Record 1 of 1 Found (Total Records 1)

&+ 144> > e =
Letter ID 1
Hans Backbone
2345 Middle Ave e; @
(Otkawa, OM KiT 4R& Print  Send Email
Lettet  PDF Attach

[bear | [Mr Backbore

Re: [rour Request |

When you select "Lerter to Client” and create a letter using the green + sign, the client address
information gets inserted automatically, When you select the salutation, the appropriate name gets
inserted. For example, by selecting "Deat”, the name that gets inserted is "Mr. Backbone®, If yau
were to select "Hi*, the name inserted would be "Hanz",

At the bottem of the screen you select the appropriate therapist name and indicate if there iz an
enclosure,

Closing

Signature Maqaie Mugqins, RMT

the PDF Attachment process, the software grabs the relevant data and inserts it into an email message. It also saves a copy

of the PDF in the folder “PDF_Records”, which is stored with the program. (Usually this is at C:\Program

Files\MTR\EasyTABS\PDF_Records in the Windows version; the Macintosh version will have been stored according to the

Users own selection)



Letter About Client

When you want to create a letter about a client, you use the tab
“Letter About Client”. When the letter gets created, the field “Re:”
gets filled in with the client’s name.

(In the process of creating this letter, a dialogue pops up to ask if
you want to enter the data into a blank form or do you want to
use an existing name. The screen shot to the right was created by

the latter method — a blank form).

You then enter the information regarding to whom the letter is
being sent. When it has been completed fully, you can add this
person to your Letters Contact List by selecting “Insert Contact”.
The program will than create a new contact for your Letters table

and place the data you have entered into the appropriate fields. If

nLetterpuinc Data Entry ==
= Close
Letter About Client Entry Form
Record 1 of 1 Found (Total Records 1) ClientID {6
+ @ @ 144> pl Leter 1D L...1
Print Delets Send Email
Letter Record PDF Attach 7 [Gnsert contact]
Mrs. Get Infa fram
Tidle - Enisting
Firstname Y20 f Non_client
% Contact
Lastname |
SuitelApt Apr 24, 2007
Street
City Prow/State [_on_|
Postal Code | Country Eanada
Hi dan

Re:  Hans Backbone |

When you select *Letter to Client” and create a letter using the green + sign,

the client address infarmation gets inserted automatically. When you select the
salutation, the appropriate name gets inserted. For example, by selecting
Dear’, the name that gets inserted is “Mr. Backbone”. If you were to selact
Hi", the name inserted would be *Hans",

D

lat the bottom of the screen you select the appropriate therapist name and
indicate if there is an enclosure,

you do not want to add this person to your list, just leave it as it is without clicking the “Insert Contact” button.

Printing the Letter — You can print the letter or you can send the letter as an attachment to an email message. In the PDF

Attachment process, the software grabs the relevant data and inserts it into an email message. It also saves a copy of the

PDF in the folder “PDF_Records”, which is stored with the program. (Usually this is at C:\Program

Files\MTR\EasyTABS\PDF_Records in the Windows version; the Macintosh version will have been stored according to the

Users own selection)

When the Insert Contact Button is used, a screen

Contact Non_Client Popup

pops up to show the data that has been entered Harris Samantha 34 723 First Aue Ottaws KEl 4l 8
and allows you to enter other info such as Jackson Larry Apt 2B 345 High St Low K&K SKE 4
Jones Mary Suite 401 234 Boother Ave Regiz H21JeH 21
telephone numbers and email address. Rabbit Peter Apt 1z 235 Barton Ave Ottawa K2F 3F4 1
Safton Sheila Apt 2B 34 Harbet 5t Jackszon, J717I17 [
Smithzan v, Maomi Suite 401 234 Boother Ave Regis HE1J6H <l

If in the process of creating this letter you chose

“Existing”, a list of existing contacts from the letter contact table is displayed. The screen shot to the right shows a sample

list. Merely click the name of the person to whom you are directing the letter and all of the info relevant to that contact will

be inserted into the fields in the letter.

Complete the letter as need/desired. Click “Print” to complete the process.

Flags

The “Flag” table provides you with a means of recording info that is

treatment specific for individual clients.

You can navigate (browse) between various ‘flags’ for the current client Note

by using the buttons just above the text of the note.

The first few words of the text are displayed in the portal on the Client

Records/flags screen.

i Flags =lolx|
Client Flag Notes Close =
Clienttt ] FlaglD
Hans Backbone
Therapist Hame
[ Record # 2 of 2 Found  Total Records: 5|
ICall Back ASAR

100| o 5 Browse | 4| o




On the Client Records/Client List portal, a red flag appears for each client for whom a flag text has been created. This

provides a “heads up” for the therapist to check the Client Records/flags screen.

In addition, a red Flag appears in the Calendar on Daily & Weekly layouts. It also appears in the screen used to entry
appointment details. In each display, you can jump to the applicable person’s “Flag” by clicking on the flag itself. After

viewing/reviewing the information, merely click “Close” to exit that screen.

Non-Client-Specific Tabs

On the main Client Records screen which displays the client list along with many other tabs, the first tab at the top left is the
Client Records tab. When that tab is active (that is “selected”), all information in the second row of tabs refers to the client
that has been made “current”. That is, when a client name is selected from the Client List portal, all info that gets displayed
as you tab across from Case History, to Client Notes to Client Assessment, etc., is information that pertains to the selected

client.

When you tab away from the Client Records Monthly Calendar wWeb Calendar
tab at the tOp Ief_t (Say, to Glﬁ Certiﬁcates), Wproduds]Admin\stration]Schedu\e.l’Tasks]Raports]Birthdays]Expanses]

the information displayed is no longer

. “ . - . 533 Date Crested  Name of Furchaser Nare Receiver Dur=tion Redeamed Date Redeemed
related dlreCtIy to a “current Cllent ) Thls o Mo 26, 2006 Lary Lounge Manmy bMoniker 1 Hr 01/09,2007 es s
means that the information in the Gift oo Decd 2006 Josee Psoas Burr Rabbit 1Hr Ho @
S Dec20, 2006 Ossie Occiput Mary Foppins 1442 hr 12/20/2006 Tes o]
Certificate portal “stands alone” in that you Go Dec20, 2006 Geaige Jones Norma Jones T Hr No &

can have records displayed there that are
not part of the Contact table.

This portal shows the date created, name of purchaser, name of receiver and duration. When the Gift Certificate is redeemed,
you can insert the current date into the field “Redeemed Date” and the field “Redeemed” displays “Yes” in red text. Note that
you cannot type or select “Yes” directly — you must enter a date to trigger the “Redeemed” flag to display “Yes”. (The easiest
way to insert the date is to use the keyboard — place the cursor in the “Redeemed Date” field and select “CTRL —“ from the

keyboard). In addition, on the Receipt Data Entry screen, there is a field in which you can insert the Gift Certificate ID. Then,

by clicking the text “Gift Certificate I1D”, the current date is inserted into the Gift Certificate Date Redeemed field.

GiftCertificateDecision

To create a new Gift certificate record, use the green + sign. To display an 9 42 e 5 i i e, e (et

existing record, select the eyeglass icon in the appropriate portal row. When Otherviise, sslect New!

you click the green + sign, this decision box pops up. If the purchaser is an

existing client, select “Existing”; if the purchaser is a new client, select Cancel Hew | Existing |

“New”. Of course, to cancel the process, select “Cancel”.

Existing Client

n Gift Certificate Entry Form -
Close
When the “Existing” option is selected, the screen to the left pops up GIFT CERTIFICATE CONTACT POPUP
displaying the Contact list. Browse/find the client name desired and click on Clear
ABCDEFGHIJKLMHNOPQRSTUNMMWRY Z
that name. The appropriate information about that contact is recorded and 0123458783
First Mame Last Mame ContactID
then inserted into the appropriate fields in the second screen shot to the e Antetior L =
ans Backbane &
) Margie Masseter 2
right. Ossie Geeiput 7
Penn Pecto.ra\is S
In this case, Quigley Quadratus was selected as the purchaser of the Gift e — i
uigle uadratus 4
Certificate Rogar Rabbic 2
Sue Scalenes 3
. . . . . S Whit 11
(Note that when the popup list is very long, you can “filter” the list using the - "




alpha list at the top of the screen).

If you had selected New in the decision box on the previous page, you |Gift Certificate Entry Form

would have arrived at this screen having empty fields where Quigley’s + © @

dada is now displayed.

If that happens, and you change your mind and want to access the e BT EFIE R

popup Contact info shown above, use the “Pencil” icon labeled “Get

Gift Certificate Entry Form M=

Close

Mew  Duplicat  Delete Print @ift Print Gift
Recard e Record Certificate Certificate

: Receiot
Purchaser rirst nsme Guglsd I &
Last Harne {Quadratus I Get Info from
Ernail j[gq@hatmail.corn ? Enisting Client

Contact

lient ID | 4 Record# 5 of 5 Found  Total Records: §
Info from Existing Contact”. The popup above will appear and you can

. Recepient

select the name from the list. )

First Mame Duration Tx I

Last Hame Telephone |

Streat Email .

If you arrive at the popup and discover that the person whose data City Date Created Jan 15, 2007

Prov/Sate Date Expiry |
you need in fact is not an existing client, merely click the “Close” Postal Coda | aift cartn | 18 | Gontact 10174

Country Redeemed
button in the popup window.
|
Therapist

New Gift Certificate Contact

[100] dull Y s ] 4]

If you need to create a new Gift Certificate Contact, the decision box below will popup.

GiftCel ateDecision

Would vou like to add this Purchaser to vour Contact Table?
OR

Would vou like to enter only the Purchaser's name For this
transaction only?

Cancel Mame Only | Add I
&

You can then decide whether or not you want to add this new contact to your database or just enter the person’s info for this

transaction only. In the former case, you will end up with a new Client Contact Record; in the latter case, you will not have

access to this person’s data for future Gift Certificate purchases..

If you choose “Add”, a Gift Certificate Data Entry
screen will popup (See next page). This screen allows
you to enter information that you will need to
complete the Gift Certificate record. However, it does
not contain fields that you would need if this person
were a client for a massage treatment. Should this
happen (that eventually the person becomes a
client), you would need to access the person’s data
from the Client List portal on the opening screen.
Using the eyeglasses icon, you would be able access
a screen that would provide the added fields that are
required by governing colleges.

In point of fact, there is much more info on this
screen than you would require to complete the Gift
Certificate record. All you would really need is the

person’s First and Last names. The other fields need

Giftcertificate Data Entry

. e Close
Gift Certificate Data Entry
+ =]
Create
Receipt
_kpIn_contactID [z4
Salutation FirstName LastMName Designation Status
| [Aactive ]
Type
O Patient O Gift Certificate O Prog
Address Notes -
Suite/Apt
Street
City

Postal Code |

Contact Links

HomePhone

Telephone

Fax
Muobile

Email [&]
birthday

only be completed if/when this person becomes a massage client.



Creating the Gift Certificate Receipt

]
Gift Certificate Entry Form

+= © @

After having filled in the information in the Gift Certificate Entry

Form, click “Create Receipt” to popup a second Gift Certificate New Duplicat Delsts  Brint Gift Prink Gift
Record & Record Certificate Certificate
. B Recein
screen (Shown beneath the one to the right.) Purchaser First name ez : | P
Last Narme iGorag H Gat Info fram
Ernail : i Enisting Client
Telephone | Cantact

In this screen, complete the form as appropriate, including the

Recipient’s First and Last Names, the Duration of the Client 1o | ETTT Record # 6 of 6 Found Tatal Records: 6

Treatment, the Therapist name and any other information that

i i Recepient
you would like to retain about the Purchaser and/or the A N
Recipient. Lot o S :
Strest Ernail |
City Date Crested d
i i . . Prow/Sate Date Expiry
The Expiry Date is entered based on the information that was Postal Code | aift Cert 1D | 11| ContsstIDI 347}
i Country KCanada T Redesmned
entered in the Preferences table.
1
Therapist

When all information has been entered, you can print the gift
certificate (icon labeled “Print Gift Certificate”) on the left of the screen) or print the receipt (click the icon that is labeled

“Print Gift Certificate Receipt”).

Massage Therapy Resources
-—t
A
Gift Certificate

This certificate entitles

Paul Smith

toa

Massage Therapy Treatment
of
1 Hr

This gift has been given to you by

Inez Gerag

Certified By

Harry Potter, LMT

A sample of what the certificate will look like is shown to the right. There is more data at the bottom of the screen that has

not been displayed here.

Gift Certificate tracking is not an easy task, whether you are using paper records or Electronic Records. To help with this, we
have added a field and a button to the Receipt screen. The field is to enter the Gift Certificate ID when the certificate is
presented for payment. Then, you just click on the blue underlined text Gift Certificate 1D. That will set the “Date Redeemed”

field in the Gift Certificate table to the current date. That in turn will trigger the Redeemed flag to read “Yes”.



Product Sales

Monthly Calendar — Web Calendar

When the Product tab is selected, you |Gz Records | Gift Gertficates | Praducts | Administration | Schedule/Tasks | Reports | Birthdays | Expenses |

will see a screen with two more tabs

Praduct List | Product Purchase

— Product List and Product Purchase. P Froduct Code  Description Cost Price  ApplyTax1  Apply Tax 2
do LOTZ00 Maszage Lotion 200 ml $10.00 1500 [@y ON [Ov ON i
Managing these tables is moderately S LaT500 Massage Lotion 500mI 52000 $2600 [ ON [Ov ON | @
¥ LOT1000 Massage Lotion 1000 ml $20.00 §2700 (@Y N [8v OH @
easy.

To view an existing Product data, select the eyeglass icon; to create a new Product record, select the green + sign. The

information that gets filled in is quite basic — the Product Code must be unique. Various fields in the Product Purchase Invoice

screen will draw data from this record, so make sure all fields are filled in.

Close
Product Table ﬂ
+
Mew Delate

Record  pacord

Record # 1 of 3 Found Total Records:

Product Code  [LOT200

Product Deseription  |\fassage Lotion 200 ml

Cost #1000

Frice F16.00
Tax Rate#! o Apply Tax1  [@v ON
Tax Rate#z  10.06 ApplyTaxz [0 ON

Product Purchase Monthly Calendar  Web Calendar
Cliant Records | aift CertificatesTDroducts administratian | SchedulefTasks | Reports | Birthdzyz | Expanses |

The Product Purchase portal shows a EETCERTEE

+ Client 1D Date Cliert Name Tctal Price Total Inwvoice At Paid At Due
list of products that have been sold, S i Fred Fargo $111.00 $126.54 $126.54 s0.00 B |2

S Kerry Cathoart FE7.00 $76.38 $76.38 $0.00 m
the date of sale, client name, etc. St Fred Famo $15.00 $17.10 $10.00 $7.10

. 5“:{‘_ Keith Horman $150.00 F171.00 F171.00 $0.00 @

Agaln’ the eyeglasses take you to an o 1 Fred Fargo F37.00 Faz.18 F24.00 1818 m
existing record — the green + sign icon F EEE Y SAil=S5 puzes w000 @

creates a new record.

The new record pops up a decision box asking if the purchaser
is a new client or an existing client. Selecting “Existing” pops up
the dialogue box shown to the lower right (Product Sales
Contact Popup). If you have existing records showing the
contact information for people who have previously purchased
products from you, the list of names will be displayed. Click on
the name of the person who is purchasing the product. The
appropriate information will be inserted into the Product Invoice

record.

ProductsalesDecision

If the Purchaser is an Existing Client, select 'Existing'

Otherwise, select Mew'

Cancel Mew | Ezxisking I




Please note the following

The Product Sales Contact List, unlike the Gift Certificate

Contact table, is not connected to the Client Contact table. Here

n Productsalespopup

=10

Product Sales Contact POPUP

is the reasoning — a Gift Certificate purchase will eventually lead lear

to a client receiving a massage. That info, ultimately, will be

part of a client contact record. On the other hand, the sale of a

First Mame Last Mame CantactID
Product may not ever result in a person becoming part of the Fred Farqo 1 -
massage business.
For this reason, we have elected to create a Product Sales Contact list FiErErrng
that stands completely separate from the Client Contact table. As Product Sales Data Entry S
previously noted, if the popup list does not contain the name you & =
need, merely click “Close” and re-create a new record, this time Receint contactn
H @ LI @ H H ” Salutati First N; LastN Statu
selecting “New” instead of “Existing”. C g Tremo | Dadive Oinamiva]
Address Type
Suite/Apt |Apt 21 | ‘ \Fttlf’.‘n:rt\ﬁ(atE
New Product Sales Contact Street [45 Traget 5t | |OPreduct Purchase
City [West Island BB
Postal Gede [B7R 4R5 | Country [Canada |  Motes
Contact Links H
The screen on the right shows the view you will get when you select "h'es:o-'e EEERTERT) | |
omeFhone 505,245 5655
“New” in the Product Sales Decision popup. The fields here resemble Fax  [505.234.2345 |
Email [F]
those in both the Contact Entry and the Gift Certificate Entry screens.
There is some data that would appear to be essential (Name, Address,
etc.); however, we have included other fields that you may or may not
want to use.
In future Product Sales, this person’s data can be I Productzales Fate TS =S
accessed by clicking the “Existing” option in the s Closel =
Product Invoice
decision dialogue box and then selecting the
Frad Fargo &
appropriate name. ot Dt of Inusice Jan 10, 2007
West Island, NB Invoice ID 7
el Gl Clint I 1
Click “Create Receipt” to create an invoice for the — R S T
1 [STs00 + Massage Lotion S00ml 3 $28.00 B 3400 @ |
sale of a prOdUCt D T Massage Lotion 200 i 1 $i500 B $1500 @
1 L)
Enter Payinent Details
Pay hethod Pay Oate Pay Amount. Taxable Subtotal $99.00
Wizs 1/10/2007 $112.86) Tanl Total $5.94
W | Tax2 Total §7.82
Total Invoice $112.86
Product Sales Invoice Amount Received $112.86
Amount Due $0.00
| h d de f h [enathan Jones, RMT ] b
Select the Product Code from the pop up menu; e —— el




several fields are populated automatically, with the quantity set to 1. Enter the quantity being purchased and make sure the
appropriate tax code is selected. This will give an Amount for the sale for that item (those items) without taxes added in.
Below the portal, to the right of the Payment Details, the totals for tax 1 and Tax 2 are displayed, along with Total Invoice

amount.

Complete the invoice by selecting the method of payment. The current date is inserted into the “Pay Date” field. Fill in the

“Pay Amount”. Click the button on the upper right “Print Invoice”, to complete the transaction and print the Invoice.
Tracking Product Sales

When products are purchased and an Invoice is printed, the software takes the information in the Invoice portal and adjusts
the quantity of that product in stock in the Product List. For each item in the list, you can set a “Reorder Quantity”; that is, if
you set a reorder quantity for LOT1000 (Massage Lotion 1 L, for example) at 10, then a green flag will appear in the Product

List when the quantity in stock is reduced to 10 or lower.
Each product can have its own unique “reorder” number.

When a product gets returned after the Invoice has been printed, you can return to the invoice and click on the garbage can

at the end of the portal row to delete that part of the purchase. The quantity is readjusted in the Portal List.
Administration Tab

The Administration tab displays 6 or more other tabs. The first deals with the clinic address, logo, etc. The Default Settings

screen lets you set automatic entry data for the client receipt.
Labels

You can print mailing labels. The default format is Avery 5160. There are two options
. Print All

. Search for records having specific criteria

When you want to print all records in the Contact table, you are shown

the pop up screen to the right. If there are some records that you do Here is a list of contacts that match your request.

not want to print (perhaps there is an incomplete mailing address, for ¥au can OMIT a recard from the list withaut having t2 conduct anather
search,

example), you can Omit that record from the list by clicking the field
Merely click on the field containing the person's name and the record will be

containing the person’s name. omittad
Make sure you have the labels inserted into the printer and follow the {This does not Delete the record - it just amits it from this list)
prompts. Click 'Continue' in the left margin to pront the labels

When you conduct a Search for client names, a pop up that appears 4

that gives you a prompt as to what you are to do. The search feature

is quite powerful — you enter a criterion in the field where you want to You can search for client names that meet sat cirteria.

conduct the search. You can enter multiple criteria. Here are some Enter the criterion (criteria) in the fields that you want to serch on, then click
the 'Continue’ button in the left margin

guidelines.




1. When you first enter the “Find” Mode, you will see a Find

screen that resembles the one to the right (There are

Layout:
more fields at the bottom of the screen, not displayed T -
I

Find Entry Form

Last Name

1 [ | Date Greated

here). You must place a criterion in at least one of the | - O —
Suite/Apt "

fields. e I } Epchm [TGif Certficate_[1Prad Purchase
ciy [ 1

. . . . . R t astal Gode ountr, Gender (L Female ) Male
2. When you can put criteria in multiple fields, you are B ! ‘

Home Phene Motes

asking the software to conduct an “AND” search. This Teie: Bus Phone Y ] =

Fai

Qmit N |

means that if you put a letter “S” in the First Name

Sympols o || e ®m [ ]

field and the Letter “P” in the Last Name field, you will - :K:“m F{
Murmber
find all records where the first name begins with “S” =

AND the Last Name begins with “P”. Note that in the grey area on the left, you see “Request 1; Total 1”

3. You can create a search that is an “OR” search. This means that, for example,

whose Last Name begins with “P” or with “S”, you do the following:

you want to find all those clients

. Enter “P” in the Last Name field Find

. Using the keyboard, select “Ctrl + N”; a new blank |'| : | |

Layout:
screen appears. IFInd Entry vI

Salutation  First Hame Last Name

Find Enti

HE]

. Enter “S” in the Last Name field. Note that in the grey

area on the left, you now see “Request 2; Total 2”. Ik Suite/Apt
. . _I Street
Using the arrow | the booklet in the grey area, you can city i
Reguest Postal Code |
scroll back and forth through your find criteria. [2 Contsctlinks
Home Phone |
e  Select “Continue” to complete the search Joet Bus Phane
Qienit u :II
Symbals || Email @
Birchday
SCI’Ipt: Preferred Te

Address

- Number
Continue

57 Close
. . P Print Sort Records
4. After a list has been obtained, you can sort the list e 1P Mome Phone  Steat ity prov comty At
. . « . Sir Ratus Anteri z12,212,1212 |34 Low 5t | ot lon  [canad l102
alphabetically using the “Sort Records” text button § PRy ] - e anase
' |Hans Backbone |z13.322.3131 2345 Middle Ave | Ottawa |on  Icanada |
5. Finally, when you view the list and see that some | seorse erown ' ' ' loijllcess
b |inez Gorag | | | | | |
records do not contain a complete address, you can [ [Lam Loungs I I I lon lcanaga |
i . i ! b |Cssie oeiput |g18.838.3838 |45 Horth Crese |ottawa [on  |canada |
Omit these records by clicking on the field that b | Penny Pectoralis |s15.050.5151 |78 Karcher Ave | Ottaua lon  lcanada |
. R N R » |Mary Pappins |717.616.5151 |67 Box Ave |ottawa [on  |canada |
contains the client name. The record is “Omitted ’ b |losee Psoas |414.232,4242 | 789 Laiter Blud |ottawa [on  |canada |
10 | Quigley Quadratus |e16.232,4242 | 456 Guest 5t |ottawa [on  |canada |
not deleted. 11 |Rager Rabbit |e98.458.7172 |5 Fifth Ave |ottawa [on  |canada |
12 |5ue Scalenas |456.456.4564 | 7e Fox Put |ottawa [on  |canada |
13 |Paul smith | | | | | |
14 |Snow White | 717.717.7777 |12 Hull Private |Edrnontan [ap |canada |

Birthday Check
On that screen also you will find a radio button that lets you set the software to search, on

the current week. A screen pops up to let you view and/or print the list.

startup, for client birthdays for

If you do not want to have this search conducted on each startup, set this radio button to “No”.

Tax Settings

In this screen, set tax values that are appropriate for your jurisdiction. In addition, you can set the software to set your

invoice values to “Round Fee” or not. A “Yes” to Round Fee means that the calculation will be carried out so that the final

amount due will include all taxes. A “No” to Round Fee means that taxes will be added on to the fee at the end of the

calculation.




Users
The Users tab allows you to create user profiles for each of the people who will be using the software. The fields are self-

explanatory.



Other Preferences

In this tab, you can set Gift Certificate Expiry duration, the Cancellation Fee value and the Cancellation Notification duration.

These values will be used in the Consent form and the Gift Certificate form.

In addition, you can modify Techniques Used and
Areas Treated check box display in the Client Notes
table. When modifying the Areas Treated values, you
must make sure that you retain the 4 areas named
“medial thigh”, “gluteals’, “chest”, and “breast”. In
addition, these values MUST be in positions 9, 10, 12
& 13 respectively in the list. This will ensure that
they align with the check boxes that confirm that
client consent has been obtained for the treatment
of these areas.

Import/Export

This tab provides you with buttons that can used
during the Import and the Export of the data. (In
truth, few therapists will use these buttons — they
are primarily for the use of MTR staff. However, as
the software evolves, there MAY become a time
when end-users will need to export and/or import

data.

Delete All Records

This is the most dangerous button in the software. For that reason, there are three (3) warnings given whenever this button

(Slinic Address | efault Settings | Tax settings | Users | Gther Freferences | Impert/Export | Miscellan=ous |

The Export function in MOMSWorks provides for the saving of all records in the Export folder.

These data are then available to be transferred to a newer version of the program

Export Data

to the individual tables in a newer version of the program.

Import Data

The Import function in MOMS Works provides for the transfer of all records from the Export folder

The Delete All Records function in MOMS Works provides for the deletion of all client records
in the database

This action cannot be undone

Delete All Records

Home
MOMSWorks

Monthly Calendar  Web Calendar

Client RacmdsTGi& Cer’tificatesTDmductsTAdministratinn‘TRepm’tsTB\r’thdays]‘Expenses‘]

Q

zddglicenseDate [lan 10, 2008

imic ress [ Default Settings [ Tax Settings | Users et Preferences | Impar/Expol iscellaneous
Clinic Add Default Setti Tax Sett u Cther Pref I H/E: H M Il

Province or State |0

city  [Oftawa
Courtry  (Canada
Mame of this Solmien  MOMSWWorks
Logo
-t
N\

Address Blockl  [Massage Therapy Resources

Address Blockz (350 Pleasant Park Rd

Address Blacks  [Ottawa, ON

Address Block4  [Canada

Address Blacks  [K1H 5M8

Address Blacke  |[L'300.715.6160

Address BlockT
Addrezs Black  |Massage Therapy Resources

350 Pleasant Park Rd

Ottawa, ON

Canada

KLiH SMms

1.800,715.6160

is used. You will have to confirm your wish to delete all records 3 times before the action is finally taken.




Reports

The Reports tab reveals 6 further tabs. It is within these
tabs that you can locate buttons that will create reports
that pertain to many aspects of your clinic activity. In the
screen shot on the right, the top portion will give reports
that will search all records for your complete database,
irrespective of the year or month. Use these buttons when
you want to create a report that displays data for all

activity since you began using E-Records.

The bottom portion allows you to select a specific year.
The other buttons are best explored when you have
several months of data to display. They do not reveal

much when you are first starting out.

Some of the tabs have limited buttons in them at the time

buttons will appear in these tabs.

Home 0
MOMSWorks ; [t

Monthly Calendar  Web Calendar

Client RecordsTG\ft Certificates | Products | Administration | Reports 'BmhdaysTExpenses]

Receipt Reports | Product Sa|E;TG\ﬂ CErtiFmatEsTA(munts REEEiuab\ETTrEatmEnt DataTCuntaEt Repurt;]

The following buttons create reports for the complete Receipts table

Clients By Year/Month - With Client Names - All Month All Names.
Clients By Year/Month - Without Client Names - All Manth All No Names
Clients By Year/Quarter - With Client Names - All Quarter All Names

clients By Year/Quarter - With Client Names - All Quarter All No Names

The following buttons create reports for the Year Selected

Clients By Year/Month - With Client Names _ Select Year Select Year With Names

Clients By Year/Month - Without Client Names _Select Year Selact Year Without Names

Clients By Year/Quarter - With Client Names _ Select Year Select Year By Quarter with Names

Clients By Year/Quarter - With Client Names _Select Year Selact Year By Quartar No Names

of the writing of this manual. As the software evolves, more

T
. Client Recards ..GiFt Certificates | Products ..Administration ‘Reports | Birthdays ..Expenses
Birthdays 1 T ] 1 ]

This tab displays two sub_tabssub tabs;
Birthdays By Month | Birthdays Mll

Birthdays By Month and Birthdays All.
Birthdays By Month will show all clients whose
birthdays are in the month selected. In the

portal you will find the client’s Date of Birth,

email address, home phone number and age.

Birthdays for the Month of February
Select Month Sorted by Month & Day of Birth

Client Mame Date Birth Email Address

Josee Psoas Feb 7, 1975 chsaycanu@see, com

Snow White Feb 27, 1934 whitey@dwarf. ca

There is a button attached to the email address

that can be used to create an email to the Birthdays By Month [ Birthdays Al
client. Birthdays for All Clients
Sorted by Last Name
Client Name Date Birth Email Address Home Phone  Age
The Bll’thdayS a” tab reveals a” C|ienC|ient Sir Ratus Anterior Mar 17, 1945 sta@yahoo.cpm FE 2122121212 61 |4
Hans Backbone Mowv 19, 1956 hansb@hotrail. com FE =13.213.2131 50
names, sorted alphabetically by last name. The LICT] g
Margie Masseter Dec 20, 1386 mm@yahoo, com [F 717.717.1717 i)
same fields are displayed in this layout as are [ T [}
Ozsie Occiput Jun 13, 1964 occi@rogers. com [F] =18.838 3838 4z
disp|ayed in the Month view. Penny Pectoralis Sep 28, 1933 pennyp@hotrmail.cam [ 515.151.5151 73
Mary Poppins Aug 10, 1939 rnary@urnbrella,com [ 717.6165151 &7
Josee Psoas Feb 7, 1972 ohzaycanu@see.com FE 414.232.4342 28
Guigley Quadratus  Jun 23, 1968 qq@hatmail.com [F) si6.232.4242 38
Roger Rabbit Apr 27,1973 rr@briarpatch.net E] 38,456, 7172 33
Sue Scalenes Mow 16, 1935 scalenez@elbow.com [ 456.456.4564 71
Paul srith (]
Snow White Feb 27, 1934 whitey@dwarf.ca [F] 717.717.7777 7z




Expenses
Monthly Calendar  wWeb Calendar

This tab displays two other tabs -— liert RecordsTGi& Cel’tificatesTProductsTAdrnmistrat\onTReportsTBirthdaysTExpenses}

View all Months

Reports. Year Month

Expenses Summary and Expenses

Expenses Summary shows a portal
that summarizes expenses that have " Dpate Purchased From Ttem Name Category Paid By Amount
dg ilan 5, 2007 Grand & Tay Print Cartridges Cffice Supples Master Card SE.00 @
been entered. The summary can be Syt ilan 10, 2007 & Canadian Tire Carpeting Equiprment Debit Card 34,65 1
dor {lan 10, 2007 i Future Shop Print Cartridges Office Materisls Visa 47,900 i
by Year & Month or by Year only. To St dan 10, 2007 & Canadian Tire Larnps Equiprnant DDebit Card TE Eol @
) o ilan 10, 2007 i Future Shop Cornputer Mousze Equiprnent Debit Card 45,000 i
enter an Expense, click the green +
sign. You will then see the screen to
the lower right.
When the eyeglass Close
icon is clicked, you Expense Data Entry Form
) L. Paid To Date Created  Description Category Amount Tax Code Taxl Tax? Total Amt MOP
will see the existing
1 ¥ [Grand & Toy  [¥]|Jan 5. 2007 [Print Cartridges | ¥ | [Office Supples [*][ 45200 E ]| PR $4.64 [ $66.12] [Master Card[ 7]
expense data; when 2 X [Staples | v|DecS5, 2006 [Software [ 7] [office Materials | v | [ $z39.00|] G [ #1434 $0.00 [ $253 34| [Visa [v]
you click the green + 3 X [Future shep [ v]|Feb 5, 2007 [Computer Mousze | 7 | [Equiprent [*][ #$z7.00 B ]| $2.22 [ $z.96] [ $42.18 [Cheque [*]
4 X [Canadian Tire | ¥]Jan 10, 2007 [Carpeting [ ] [Equiprmert [*][ $34.65 [ ]| $2,08 [ $2.77 [ $39.50/[Debit card [7]
sign icon, you will see S X [Future Shop | ¥|Jan 10, 2007 [Print Cartridges | 7| [Office Materials | v | [ $47.90/[ B $z.87 [ 33,83 [ $54.61|[visa [¥]
the existing data and & X [Canadizn Tire | ¥]Jan 10, 2007 [Larnps [ 7] [Equiprnert [v][ #7e.29[ E ]| £4.61] [ $6.15/ [ $27.65 [DD=bit card][ 7|
) 7 ¥ [Future Shop | ¥|Jan 10, 2007 [Computer Mouse | 7 | [Equiprnent [*][ #$4s.00 [ ]| 2,70 [ $2.60/ [ $51 30/ [Debit card [7]
a new record with the
BE[ [v]ianig 2007 | [l [v]] I1 1 11 11 I [*]
cursor placed in the

“Paid To” field. Click on the down arrow in that field to check if the Paid To business has been used previously. If “Yes”, then
select the name of the enterprise from the list. If “No”, type the name of the enterprise into the Paid To field. The Date
Created will be filled in automatically; complete the remainder of the fields either by typing the text into the field or by
selecting it from the pop up menu, viewed by clicking on the down arrow in the field. (The Tax Code is “B” for both GST & PST
in Canada — Tax1 & Tax2 elsewhere; “G” is for GST (Tax1), “P” is for PST (Tax2), and “H” is for Harmonized tax, used in
some of the provinces in Canada.)

Expense Reports

Main M -2
The second tab reveals two buttons (more to
e IR
come) that allows you to create a report that R/ FH0 Expenses for Massage Therapy Resources
Layout:
displays where money was spent sorted by [[Reper EL1f | 2008 Description Categor Amount Tant Tauz
T Dec 5, 2006 Software Office Materials $239.00 $14.34 $0.00
AL
year and a report that sorts expenses sorted Lo Total for the Momth of December 4230.00 orse 4000
1 H Ir—— Total for the ¥, 2006 $239.00 .
by the enterprise to which the payment was i e ——
Page:
made [ 2007 Description Categor: Amount Tau1 Tauz
Total Jan 5, 2007 Print Cartridaes Office Supples $£58.00 $£3.48 $4.649
I
Jan 10, 2007 Carpeting Equipment $34.65 $z.08 $2.77
Jdan 10, 2007 Print Cartridges Office Materials $47.90 $z2.87 $z.22
Jdan 10, 2007 Lamps Equipment $76.89 $4.61 $6.15
Jdan 10, 2007 Computer Mouse Equipment $45.00 $z.70 $3.60
Jan 18, 2007 Massage Table Equipment $1389.00 $583.24 $111.12
Total for the Month of January 165144 $09.00  $132.12
Feb 5, 2007 “<Computer Mouse Equipment $£37.00 $2.22 $£2.96
Total for the Month of February £37.00 $2.22 $2.96
Total for the Year 2007 $1688.94 $101.21 $135.08
Grand total $1927F.44 $115.65  $135.08




Expense Report All

On the right is the Expense Report for all expenses since you started recording this data.

Expense Report by Enterprise
. Prewview
The report on the right shows the Expenses that |[y[|2[5 Expenses for Massage Therapy Resources
Lepent Sorted by Enterprise
have been incurred sorted by Year and by the [Repor o]l — -
Categor Amaune a1 Tz
. . S Staples
name Of the enterpnse tO WhICh the payment :}: Dec S, 2006  Software office Materials £zz9.00 £14.24 £0.00
d Total for Staples 4230.00 $14.33 £0.00
was maade. IF'age Total for the Year 2006 $2390.00 $14.34 $0.00
1
Yearly totals are also shown. Inlal 2007 Description Categor Amount Taut Tauz
Canadian Tire
Jdan 10, ZO0O7 Carpeting Equiprent $34.65 $2.08 $2.77
Jan 10, 2007 Lamps Equipment f7e.29 f£4.61 te.15
Total for Canadian Tire 411153 46.69 $8.02
Future Shep
Jan 10, 2007  Print Careridges Office Matarials ta7.90 tz.87 $3.83
Jan 10, 2007  Computer Mouse Eauipment +45.00 +z.70 $£3.60
Total for Future Shop $02.00 43.57 $£7.93
Feb 5. 2007 Cemputer Mouse Eauipmeant $27.00 $2.22 $£2.96
Total for Future Shop $37.00 $2.22 $2.06
Grand £ Toy
Jan 5, 2007 Print Cartridges Office Supples $ss.00 $3.a8 ta.64
Total for Grand & Tow +58.00 $3.48 $4.64
Great West Supply
Jan 18, 2007 Massage Table Equipment t1z=9.00 £23.24 f111.12
Total for Great West Supply $1389.00 $83.34 $111.12
Total for the Year 2007 $1688.44 $101.31 $135.08
Grand total HS192F.44 $115.65 $135.08
Daily Calendar weekly Calendar Monthly Calendar Googlecal
Inventory ent Records | Gift Certificates | Products | Administration | Reports | Birthdays v Self Care Manual |
. - - Wiew all Manths
We have included an Inventory table in which veu ]
you can keep track of the non-product items
that yOU have purchased. Use the Green + sign 5  Dpate Item Name Description Category Qunatity Cost Total Cost
dor |Jan 16, 2007 || TableoD1 Computer table Equipment 1 $173.00 179,00 5
to create a new item and use the glasses icon to do | dan 23, 2007 | TableD02 Computer Table Equipment 1 £179,00 $179.00
view an existing inventory.
We have also placed a field at the bottom of the
Inventory portal that gives you a Grand Total of H
GrandTotal For this Period
the amount you have spent on these items. The
portal can be displayed for the complete year or
for any given month in the year.
Calendars in EasyTABS
There are two Calendar options in the software. The first is computer based — it is resident on your computer only. The
second is web based.
1. The computer based calendar is accessed by clicking the icon/text from any number of locations in the program.

There are several text buttons — on the Home screen, there “daily”, “Weekly” and “Monthly” buttons. From other

screens, the 3 buttons are displayed at the top of the portals. The strength of this calendar is that it can be used

to search for client appointments AND connect these records to an email to remind them of the appointment.

2. The web based calendar can be one of your choosing. The Google web calendar has been set as the default. The

advantage to the web calendar is that you can access it from any computer anywhere in the world. In addition,

the web calendar offers many more options when it comes to screen displays. Note that you must create a

Google Email Account to use the Google web based calendar.



You can use a different Web Calendar by inserting the web address for the calendar of your choice in the
Administration/Other Preferences screen. Please note that we do not provide training and support for the web

calendar. Contact the supplier for details on how the calendar that you use functions.

Recording/Making an Appointment

Using the program-based calendar, an appointment (or a booking) can be made from several screens.

. From the “Client Records” screen, you can select the Daily, Weekly or Monthly calendar

. From the Monthly calendar, click the word “Book™ (Vertical text orientation) in the day of the date you want. A
screen pops up with the chosen date inserted in the “Activity Date” field. In this screen, you can choose from these
three options:

» Enter the name of the person or event in the “Name” field; select the Time Start — the Time End will be set
according to the Preference setting for Default Duration; enter other data that you have or want to record. (Note
that an appointment created using this method will not be displayed in the Individual Appointments tab portal)

» Using the “Add Existing Client Info” button, you can pop up a list of existing client names; from that list,
merely click the name you want and his/her data will be inserted in the appropriate fields. (Note that if you have
created a new record by selecting “Book” above, there is an intermediary step whereby you choose to insert the
data in the current record or choose a new record — if you have just created a record using the “Book” button,
you most likely will select “Insert”). When selecting an existing client, information such as telephone number,
email address and ClientID will be included in the data inserted. The Client ID will enable the software to display
the appointment in the “Individual Appointments” tab of the “Client Records” screen.

» If the person is not yet in your client contact table, you can create a new client record for this client by selecting
the green + sign just below the person graphic on the Event Entry Form. This button pops up a screen into
which you can enter the person’s data/information. Note that all fields do not have to be completed at this time
— the only data that is absolutely necessary to create Client Contact record is the person’s first name and last
name. (This is useful to know when a new client is on the phone and you want to get the booking done quickly —
the full client details can be added to the Contact record at a later date/time).

. From the “Weekly Calendar”, navigate to the appropriate week using the forward and back buttons and, in a
similar way as for the Monthly booking, click on the word “Book” in the selected date. The steps shown above for the
Monthly calendar booking are the same for the Weekly booking.

. From the “Daily” button, you will pop up a screen that displays the current date. Use the green + sign to create a
new appointment. Select “Insert” in the first dialogue box. Follow the above instructions to complete the booking

. From the “Client Records” screen, you can select a client and then select the “Individual Appointments” tab;
again, using the green + sign, you can pop up the Event Entry Form and proceed as you would for the above
options. Note that the only way you can ensure that the client telephone number and email address appear in the
booking of the event is to use the “Get Information from Existing Client” button (short of typing the information
into the fields manually). So, if you do pop up an event record with the clients name already inserted, AND you want
to include the email address and telephone number, merely use the “Get Information from Existing Client”

button and select “Insert” when that dialogue box is displayed.



Colour Coding Event Entries

In the Event Entry Form (see diagram on the right), there is a
series of radio buttons next to the title “Colour Type”. These
selections can be modified by clicking on the “Colour Type”

phrase. This will pop up a screen that allows you to assign text

to a colour. Then, when creating the appointment, you merely

&l Event Entry Form _ o] x|
Close -
Event Entry Form 7 8
Harry Mosher
, )
Add Existing O
Client Infa s
Event Date Wednesday, April 18, 2007 Contact 1D

{Hamy Mosher

select the appropriate radio button to have the selected colour

Mame

iDate Opened [Apr 11,2007 |

Time Start

displayed in the Daily, Weekly and Monthly calendars.

Time End

Email {

Elapsed Time 1 hr Telephone |

Description {1 hr massage

Therapists
in Clinic

) Jane Johnzan
hn Doe

Therapist

There are two methods for displaying Appointments:

CMary Bathsan () Tharapist - &

O Marrns Jones

[0 Blank
) Chire

ol Tup
° olour =

When the “Individual Appointments” tab is selected,

you will see appointments for the “current” client only.

) Equine Affair

Colour Shading

That is, the lest you see is for the client whose name is

displayed

100] oaf ] 51| Browse

-[4]

When the “All Appointments” tab is selected, you will

see a list of all appointments that have been filtered using the StartDate and EndDate fields. More about this feature

below.

Email Appointment Reminder
This software provides users with an option to send “reminder email messages to cli

appointment. Because of the need to merge data from a Template record and an Ap

ents giving them the date and time of the

pointment record, it is important that the

“Reminder of Appointment” template adhere to a set format. Here are some screen shots that show how this works:

1. Click the tab “All Toda i
: » : : 4 € [Feb 21, 2007 [ & [nar7. 2007 [ B Print List or
Appointments”; or Click Email StartDate EndDate Send Email
Reminder” on the Home <= Date Created Client Name Tinve Appoi Teleoh Descripti Email Address
. & Feb 24, 2007 RogerRabbit 300 PM 602 456.7172 m@briarpateh.net (=
Screen. You will see the screen do* Feb24, 2007  Sir Ratus Anterior 3.00 PM 212.212.1212 sta@yahoo.cpm
h igh & Feb 25, 2007 Quigley Quadatus 7:15 AW 6102324242 Testing Sunday qq@hotmail.com
on t € rlg t o Feb 28, 2007 Margie Masseter 700 AM TV ATT MMm@yahoo.com
H o Feb 28, 2007 Mary Poppinz 8:15 AM T17.616.5151 Test Monday manf@umbrella.com
2. There are two fiel h o obe
ere are two fields that g Feb 27,2007 George Brown 6:15 AM ab@yahoo.ca
COntrOl the dISplay —_ StartDate o Feb 23, 2007 Raoger Rabbit 10:30 Al 698.456.7172  Monday Feb 26 ni@briarp atch.net
& Feb 28, 2007 George Brown 2:45 FM gb@yahoo.ca
and EndDate. You can adjust 4o Feb28,2007  Mary Poppins 745 AM FATRAGES man@umbrella.com
) i 3 S Mar2, 2007 George Brown 8:30 AM (132466785 TestMonday gb@yahoo.ca
the display be changing either
of these two dates using the next and previous arrow buttons. The single arrow moves the date by 1 day, while the
double arrow moves it by 7 days.
3.  When you get the date range you want, select the icon “Print List or
Send Email”. You will see the dialogue box. T
. i i A A Frint this list, or
4. If you want to print the list, select “Print”; if you want to send an Email :
Wigw the list, from where you can send emall messages
message, select “View”.
5.  You will see a second dialogue box, explaining how to manage the list.
Wiew f
After you select “OK”, you can omit records from the list by clicking on
the “CIient/Event Name” fleld You can omit any records/tlients that:
: 1. Do not have an email address
2. You do not want to receive this email
6. After you have fine tuned the list, you can send the email using the By clicking on the ‘ClientyEventhame! field
Text button “Appointment Reminder” This will 'Omit' the record from this list - it WILL NOT DELETE the record
4




10.

11.

12.

Do not use either of the other two buttons. The

This massage has rot bean sent.
Appointment Reminder button invokes a o | [rerreec
) e |
template that merges the date and time of the f [Famir of epspimant

. . . Wi Matgie
appointment into the email message. The other

Thiz is just & short note to cemind you of your appointment on Monday, Februacy 26, 2007 at 7:00
M

two buttons do not do that.

Should you need to contact us regarding this appointment, you can do so using the telephone
number below

When the button has been selected, you will get
another dialogue box giving additional

instructions.

After editing the Template fields, select the “Set

Variables” button. The next screen shows you a list of the recipients — merely select “Send” to send the messages.
You can opt not to send the message at this point by closing the message box in the email client
program.

The default email program on your computer will pop up with the first person’s email address and the text that you
entered into the template fields. Note that the message is personalized with the client’s first name in the body.
You must select “Send” in your email program to send the message. The next client’s message will pop up and you
select “Send” again. Repeat this until the messages stop popping up.

The final dialogue box reminds you to open your email program to ensure the messages were in fact sent

Calendar Filters

The internal calendar offers three filters: Therapist Name, Description, and Type (colour). These filters are available on

the Daily, Weekly and Monthly displays. Using these filters, you can see only the bookings for a selected therapist, or

description or type. After selecting one of the filters, a second filter can be applied to get, for example, all appointments for

Therapist #1 followed by, for example, Cranial Sacral as a description. This will display all cranial sacral appointments for

Therapist #1. The third filter can also be applied to reduce the appointments displayed further.

Repeat Appointments

Repeating appointments can be booked using the Repeat Appointment feature. Follow these steps:

© o N0~ eDd

[y
o

11.

Go to the Event Entry Form and enter all of the information for the first date.

Click button “Set Up Repeat”

Fill in the fields “Repeat Every” (select the number of weeks between each appointment)
Fill in “This Number of Times”

The Total Number of Appointments will read 1 more than the number of times

Close the window

The Repeat Start Date will be shown as well as the Repeat End Date.

Click “Book Repeats”

The appointments are booked and you are shown a screen that displays the appointments.

. Please Note: The booking process does not cross check to see if the therapist has been booked in any

one of these spots. You must click on each Date from the displayed list. The listing of the appointments for that
day is shown. By selecting the Therapist name from the filter, you can easily check to see if there is a conflict. Pop
up the Event Entry Form using the eyeglass icon to modify the appointment appropriately.

You can then Print this list or just close the window.



Generic Email Messages

ﬁReminder of Appointment - Message (Plain Text)

File Edit Wiew Insert Format Tools  Actions  Help

Using the tab Email Template,
i=dgend | Accounts v | = | 0 S 2 0 | @ ] options... AF -@E| v|| v| \ | B I U

you are taken to two more

| This message has not been sent.

tabs, one labeled “Email

. R Tou.. rabbit@bomm.ca
Appointment Reminder” 4| :
Eaaa |
(Explained above) and the - - -
Subject: IRemlnder of Appointment
other named “Email Hi Peter

Generic”. This second tab This i=s just a gquick note to rewmind you of your appointment on Tuesday, February 6, 2007 at 7:00 AM

shows a portal that contains a If there are any guestions regarding this appointment, please contact us at telephone nuwber bhelow.

list of email templates. At the

Otherwise, we will see you then.
top of the portal is a button
Parad details
labeled “Email Generic”.
Best wishes
Here is an outline of how
Carryl
these features work: HTR

. You can create an email template by clicking on the green + sign.

. You then enter data/information that you want to have in the email. The fields that show a red * next to their right
edge are fields whose data will appear in an email. The other fields are provided for you to use to categorize and
label your email templates. They will not appear in the email message.

. Before selecting the “Email General” button, select from the radio button how you want to have the message sent.
Select “Group” when you want to send an email message to a large number of people. The individual email
addresses will not be shown to other recipients, so confidentiality is retained. This method/option is best suited to
the sending of large numbers of messages. Make sure that the salutation reads something generic such as
“Hello everyone”. The individual names will not appear in the message.

e When the radio button “Group” is selected, one email is sent to everyone that ends up being part of the ‘found set’.
The email addresses are all inserted in the “BCC” field of the message. (For those who are not aware of this, the
“BCC” field allows you to send email messages to groups of people without the individuals being able to see who else
received the email — very important for privacy).

e  When the radio button “Individual” is selected, one email is sent to everyone that ends up being part of the ‘found
set’; however, in this case, the person’s first name is inserted into the salutation. Therefore, the salutation in the
template would be, say, “Hello”. The software then finds and inserts the person’s first name in the email message.
Please note that when “Email Individual” is used, the software loops through everyone in the found set
— you will be required to select “Send” after each person’s individual message appears on the screen.
(This same process is used in the “Email Appointment Reminder” message described above. The caution here is
that, if your found set is 250 clients, it will take a long time to click each person’s message to send it). When there

are large numbers of people in the found set, it is recommended that you use the “Group” radio button.

Tech and Database Support
When you purchase a License Agreement for this software, you receive 3 months of free training and support. After the first 3

months, additional support can be purchased by contacting us.

It is important to note that we do not provide computer literacy training. Our support is focused on the database and its
functions. The full power of databases in general can be explored through many online training modules. Further to this, it is
extremely important that you learn how to backup your software on a regular basis. See the section on backing up the

database elsewhere in this manual.



Licensing of EasyTABS Software
The license for the software can be purchased in various lengths with the minimum length being 1 year. Most users will want

to opt for the yearly license, which gives the best duration per dollar rate.

1. Yearly License Price - $79.00

2. Two-Year - $149.00
3. Three-Year License - $199.00
4. Life Time License - $429.00

e You will be reminded by the software when you are within 1 month of the license expiry. That reminder will run for 3
openings.

e With 10 days remaining, you will again be reminded of the coming expiry. This reminder will run for 3 openings.

e When you are within 5 days of the license expiry date, you will be reminded each time you open the software until
you have exceeded the expiry date

e  After expiry, you will have full access to all functions in the software except the creation of new records. This will
mean that you can get Reports, print Receipts, etc. However, you will not be able to create any new records until the

license has been renewed.



Loyalty Pricing of EasyTABS Software

Effective January 1, 2008, users of the MOMS software program will be eligible for assistance in the transfer of data/records

to the EasyTABS program. Below are the fees that will apply:

Transfer of the Preferences, Contacts and Receipts data - $50.00 CDN
2. Transfer of data as noted in #1 AND
Case History, Client Notes and Calendar data - $75.00 CDN

3. Transfer of Data from other databases (for example, Excel) - Please contact us for an estimate.



