PPM Quick Setup
This short guide provides an introduction to setting up the software prior to entering patients

Opening Private Practice Manager from the Computer Desktop

· Click the icon on the desktop or click Start and select from the program list
· This will open the log on screen

· In the name box type ‘Admin’

· In the password box type ‘admin’.

This should be typed in lower case and will appear as ‘*****’

· Click OK. This will open the Consultant Selector screen

· Click the Open Consultant button.

The program will now load the consultant’s data files and the Private Practice Manager Main Menu will appear

Click F1 to display the help file, which explains the functions accessed from this screen
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Entering Base Data and setting up the software

Please note that this guide only explains the setting up of the basic functions of the Private Practice Manager software. 
The software includes facilities for considerable user customisation.

Full details of all aspects of the software are provided in the user guide which can be found on the installation CD

From the Main Menu screen click the Setup & Maintenance button to go to the Setup and Maintenance Menu

The functions below apply to all of the data set up screens

· To add an entry, click the ‘New’ button to open a blank record

· All records are displayed on the screen as a table. If you wish to view or edit an individual record double click on the ID number on the left of the screen, or click on anywhere on the line detail and click the view details button on the screen
Start with Accommodation Codes and then select each item in turn and enter the required information.

Accommodation Codes

First enter a unique code e.g. AC001, next enter a description e.g. In-patient Care, finally enter the fee for one night in the required fee table boxes.

Agents

Enter the details as required. 

Anaesthetics

On this screen you type in the description.  

Anaesthetists

Complete the details as required.  

The Full Name box must show the Anaesthetist’s name, which is entered automatically by the computer once the title initials and last name have been entered.

Bank Accounts

For a bank paying in slip to be generated this record needs to contain the bank name, sort code account number and account name. Other information in this record is optional.

Enter details into the boxes as required.

Complication Codes

These are used in conjunction with Procedures carried out entries are all user defined
Consultations

On this screen enter the description and charge.  You may select an industry standard code by selecting the required one in the Industry standard code box

Expenses Main Categories

Some categories are preloaded. These may be renamed if required

Click the New Expense Category button to enter further categories.

Expenses Sub Categories

Some categories are preloaded. These may be renamed if required

To enter further sub categories, first select the Main Category using the Go to Main Category box, and clicking on the required category. The list of items already stored will be displayed, Click the new Expense category button to display a box where a new sub category description can be entered 

G.P Details

Complete the details as required.

The practice name box may be used or the practice name may be entered instead as the first line of the address (If the practice name box is used it will appear as the cc recipient on auto-generated cc letters. If it is not used then the recipient would be the named GP)
The Full Name box must show the GP’s name, which is entered automatically by the computer once the title and last name have been entered.

Hospitals

An extensive list is included within the program.

To add extra hospitals open and complete the screen in the same manner as for Anaesthetists. 

ICD9 Diagnoses

PPM has the ICD9 Codes preloaded. Should it be necessary to add further codes this may be done clicking on the ICD9 button to open a screen where the code and description may be entered. The screen works in the same way as the user diagnoses screen below.

Insurance companies

This list is created in the same manner as for Anaesthetists. There is however no blue box on this screen

Interventions

To add an intervention, enter the text required for the invoice in the Description box and enter the fee in the Standard Charge box.

Medical Report Charges

Clicking on this box opens a screen, which works in the same way as the interventions screen

Next Action (Medical Reports)

Clicking on this box opens a screen, which works in the same way as the anaesthetics screen

Next Action (Private Patients)
Clicking on this box opens a screen, which works in the same way as the anaesthetics screen

Occupations

These are entered in the same manner as Anaesthetics 

Outcome Codes

These are used in conjunction with Procedures carried out entries are all user defined
Patient Categories (Primary)

Entered in the same way as Complications

Patient Categories (Secondary)

Entered in the same way as Complications

Payment Methods

List is already populated but can be edited or added to as necessary

Prepend Codes

These are entered in the same manner as Anaesthetics 

Procedure Categories
The BUPA procedure categories are preloaded with the most recent values available.

You may create your own procedure categories by clicking the New button on the screen and adding a category and fee.

Procedure Discount Tables

Table names

The table names may be changed by highlighting the table name box and typing in required text. 

The names should be kept as short as possible

The percentage discount should be entered as described on the screen

Table type

There are 4 types of table available

They are selected by clicking the down arrow to the right of the table type box

· Type 1
 

This applies the BUPA discount structure of calculating all fees as a % of the most expensive, and calculates the fee to the nearest penny

· Type 2

This applies the PPP/NU/WPA discount structure of calculating each fees as a % of its own value, and calculates the fee to the nearest penny

· Type 1(R)

This applies the BUPA discount structure of calculating all fees as a % of the most expensive, and calculates the fee to the nearest pound

· Type 2(R)

This applies the PPP/NU/WPA discount structure of calculating each fees as a % of its own value, and calculates the fee to the nearest pound

Procedures

The system comes loaded with the CCSD codes and descriptions and BUPA categories.

Fees for other companies may be entered manually or by using the ‘Copy fees from one fee table to another’ button

You may add your own codes and descriptions by carrying out the following:

· Click the New button to open a blank record

· Enter your code number

· Select the appropriate procedure category (A fee category is required by the program for every procedure. You may use an existing category or create one of your own)

· Enter text in the short and long description. Note that it is the long description which will appear as text on the invoice, text in the short description is optional
· The BUPA fee is entered automatically from the category selected. Enter fees as required for the other fee tables

Referrals

These are entered in the same manner as Anaesthetics 

Service Codes

A complete list of codes is included in the table. Fees should be entered as required

Solicitors

These are entered in the same way as G.P.s

Specialists

These are entered in the same manner as Anaesthetists 

The Full Name box must show the Specialists name, which is entered automatically by the computer once the title, initials and last name have been entered.

User Diagnoses

You may use this screen to enter your own diagnoses. 

To do this, complete the code and short description boxes.

This completes the entry of base data

You should now follow the instructions below to set up various aspects of the program

User Templates

From the Set up and Maintenance screen click the User Templates button.

General Information

Why are the Letter Templates different from to Financial Templates?

Letter Templates are linked to PPM, whereas Financial Templates are embedded in PPM.

Letter Templates are standard Microsoft Word Documents that are used by PPM. For example: - when you send a letter to a patient, PPM tells Word to load itself and create a new document based on the Patient Template 
The information required for the fields in the template (names, addresses etc) are then sent by PPM to the new letter and merged into the fields. Then PPM creates a unique filename for the letter. This is based on the first three letters of the Patient’s surname, followed by a unique number. It then tells Word to save the letter using this unique filename. The letter is then displayed on the screen 
Financial Templates are Microsoft documents that are stored in PPM the same way that the Patient Information is stored (embedded) in the database. When you attach a financial header, mid or footer to PPM, you are taking a copy of the template from the Private Practice Manager Directory and saving it inside PPM. When you send an invoice (or other financial document) PPM then places the header at the top, the mid in the middle and the footer at the bottom.

Microsoft Access requires that the templates be attached after installation .

Attaching Financial Templates

From the User Templates screen click the Modify Financial Documents button to display the financial documents screen

Click in the white area with the left mouse button and the system will then carry out the process of attaching the template. You will know when it has been completed because the white box will be filled with the relevant data i.e. the default Invoice Header in this case. A message saying ‘template linked’ will be displayed                 

Click OK to clear this message but DO NOT click the Modify button, this follows later.

Next use page down or click the record bar to go to the next template and the above template linking will be repeated.  Carry out the same process for each of the templates.

Modify the Financial Templates

Click the Modify Financial Templates button and select each document in turn by using the record bar or Page Up/Down.   Click the MODIFY button and the Word Processor will be loaded and the existing template or a dummy template screen displayed.  The default is a 1.9” area to set up the letterhead.  Type into the letterhead as required.  You can also copy the letterhead to a clipboard using the copy button on the screen. When you get to the next document with a header you can use the paste header button to insert the letterhead into the new template. 

The template ‘Mid’ options allows you to change the wording and typestyle of the description. E.g.To Professional Services You have a 0.4” band across the page to do this.

The template ‘Footer’ option allows you to enter any information that you want to include at the bottom of your Invoice, Statement, Receipt or Reminders. The default is 0.6” band to do this. This equates to 3 lines of 12-point text.

Other sizes of header and footer are available. Please refer to the User Guide for more information

Modify Letter/Medical Report Templates

Click the Modify Letter Templates button to open a list of letter templates

Select the required template by double clicking on the ID number on the left of the screen or click and where on the line entry and then click the Modify button to open the template. 

The Word Processor will be loaded and a Sample template screen will be displayed.

Set up your letterhead for the document first. There are no restrictions upon the size of the letterhead, the margins used, or the font selected for these documents.

Once you have set up the letterhead you may wish to copy it to the Word clipboard so that it is available to paste in to subsequent documents.

To change the Merge data contained in the document template.

· To change from viewing the field names to viewing the data in Office XP/2003 click on the button to the right of the ‘Insert Word Field’ on the Mail merge toolbar. This is the button marked with red Chevrons and abc underneath. 
For Office 2007 select the mailings tab and the preview results button
· To remove fields, highlight the field including the << >> and press the delete key. Say ‘Y’ to delete if necessary. 

· To add fields click on ‘Insert Merge Field’ on the toolbar and a list of fields will appear.

· Select the field required and it will be inserted at the cursor position 

When you have finished save the document in the following manner 

Exit Word by a single click on the X in the top right hand corner.  You will then be asked if you wish to save the Changes. Click ‘Yes’ if you do and ‘No’ if you do not.

You may then move on to the next document

When you have completed all documents you should return to the Set up and Maintenance Menu screen

Set up Diary

Click on the External Applications tab then Diary Setup
The Day Start and Day End times can be changed by using the drop down menu arrows to the right of the boxes, click on them with the cursor and left mouse button and select times.

The day start time should not be left at 00.00 Midnight.

The diary will display times only between those set.

The Normal Start and Normal End times can be changed. These become active when using the appointment time search facility.

Appointment duration can be changed using the drop down menu arrow and the diary will display appropriate time slots. 

Locations 

Click the Locations button on the Diary Setup screen to view and enter locations
These are entered in the same way as for entries on other screens and can be colour coded
Resources Button

Click the Resources button on the Diary Setup screen to view and enter resources
These are entered in the same way as for entries on other screens and can be colour coded

System Set up

On the Setup tab click the button system Setup
Set the default procedure table to BUPA unless you wish to default to a different procedure table
You should not change or add any other information on the left side of this screen. This is where the client data is inserted to enable a full working version. Once this information is entered the software needs a license number, which can only be provided by PPM. If you attempt to add information here you will lock the data files and be unable to use the program.

You have now completed all of the steps necessary for setting up Private Practice Manager

You should now refer to the document entitled Using Private Practice Manager
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