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Getting Started

If you are just starting digital scheduling or upgrading to Schedule XP from another
sgtem, theection explains how to get started

elcome to Schedule XP:
Version 6 The purpose
of this manual is to

explain  the basi
features of Schedule XP and sh
you how to use thenThere are !
severalmodificationsin version 6#5
for 2008. The biggest chamgein |
the appointment structurend
program interface.

Schedule XP New
Features

1. Added Rich Text capabilities to all memo fields

Improved clinic logo compatibility throughout system

Changed Photos of patients and staff to new attachment system tacsaaedsipegluded to
ability to havéink documents

Added ability to have employee photos in system

Added Office 2007 style ribbon menu

Revised scheduling system to allow multiple openings at a set appointment time
Added filter and sort capabilities to ifstee forms to make finding data much easier
Revised table access so users can edit and filter main tables with sort features

. Increased zip codes to over 44000 from 31000

10. Upgraded té&ccess 2007

11. Changed recurrent events to work with replicating slot blocks

12. Dualdate selectiovalendar options
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13. Added AutoTask system for patient events

14. Added appointment preference and note options to each time slot

15. Added several new pivotcharts and tables

16. Added data filter capabilities to tables customized by users

17. Added Outcora, Satisfaction, and Follow Up Charts that can be completely filtered and
customized

Installation Tips

Computer Requirements
Minimum Requirements to run WorldPT Sched

XP comfortably
Computer 500 megahertz (MHz) processor or higher
and
processor
Memory 512 (MB) RAM or higher, 1gb is best
Hard disk 1.5 gigabyte (GB); a portion of this disk

space will be freed after installation if the
original download package is removed from
the hard drive.

Drive CD-ROM or DVD drive

Display 1024x768 or higher resolution monitor
Operating Microsoft Windows XP with Service Pack
system (SP) 2, Windows Server 2003 with SP1, or

later operating system®

Pk Faster the computer = better performance. 1 gigabyte of ram running Windows XP is great. 2
gigabytes of ram on Vista is just fine. If you are running less ram you will need to keep open
applications to a minimum while running Schedule XP.

» Schedule XP can be networked on a LAN or local area network but cannot be used over a
WAN or wide area netwla
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Regular Installation

Install Schedule X¥ersion 6 and the Microsoft Access runtime. You can skip the runtime if the
computer already has Microsoft Access 2007 installed.

After installingzersion 6t will open up in demonstration mode. Demo motimited to 10 patients.
You must get a permanent registration code before importing your data and entering patients.

1. Open the Registration Form from the Help menu.
>
3. You will need the serial number from the top eRhgistration form to request a permanent

Click the Activate Schedule XP button.

code.

Email that code with your namestgpport@worldpt.corand we will email you your

permanent registration code. Please note that payment must be received prigowending

code. Using the email address you have on you PayPal account or the Name on the check will
expedite this process.

Once you have the permanent registration code enter it in the Registration form and click
Confirm Registration Code.

It is important thiayou register Schedule XP on the computer that you will be using Schedule XP on.
If using Schedule XP in a network environment make sure the computer requesting the registration
code is the server or linked to sesbedule _be600.acddé on the server.

After payment is received you will be sent registration information within 24 hours lhyemaik
upgrading from version 5 your registration information will automatically carry over.
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Free Edition

Schedule XP can be registered as a Free Edition. It is fully functional with the following
exemptions:

You can only print 1 Daily Schedule Report, a Sign In Sheet, and Past and
Future Appointments Cards

You can not network multiple computers to share data
You will not have access to Data Tables, Pivot Charts, or Pivot Tables
No User Audit or Tracking information is available

User defined tasks are not available

To register as a Free Edition type free in the first box of the registration code.

OK ] { Cancel J

Schedule XP can be registered as a Free Bdisdully functional with 5 exceptions.

Only a couple reports are available for printing.

You cannot network Schedule XP across multiple computers

Power features such as Data Tables, Pivot Charts and Tables are not available
User Audit information is ndisplayed...You can't find out who did what in the system
Tasks including the AutoTask feature are not available.

el e i

These limitations can be modified at any time but there are no plans to do so. There is no technical
support provided either by phone or éma

So WHY have a FREE EDITION? Computer scheduling is scary when you first start out. Scheduling
packages are very expansive and usually take a long time to learn. Many offices simply don't have the
resources to devote in order to make computer scigedukality. | think I've come up with an idea

that works. Schedule XP in FREE mode has just enough features to run a clinic. It doesn't cost you
anything. If you like Schedule XP and want to harness its full power then you must purchase it. There
are ndimitations on patients or therapists. This is not a time limited feature either.

How is this Free Edition different than Demonstration Mode? Demo mode is fully functional but
limits you to no more than 10 patients. Demo mode is for trying out Aldathees.
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Can | register Schedule XP in FREE MODE and then switch to DemoYdgge® will lose all but 10 of your
patients in the process.

Upgrading from version 4 or 5

It is always important to back up your data. This list will take you thropgicéiss of backing up and
upgrading version 4 te@rsion 6Version 6 uses a different format for appointsneécthedule XP will

convert all previous appointments to the new format during the upgrade process. There will be a number c
appointments that Wwihave to be modified in terms of schedule time. These edited appointments will be
marked as edited during the upgrade pracesthe original schedule time will be saved in the memo
portion of each edited appointmdfiiture appointments that were made using theri@geoption in

previous versions will not be importédu will be notified of which apptiments did not import and will

need to bechedulgagain.

1. Install Schedule X¥ersion 6Make sure you are not currently running Schedule XP.

2. After installingzersion 6t will open upn demonstration mode which means that it is limited to
10 patients. Yomust get a permanent registration code before importing ydiyaatae
using version 4. Version 5 will import your registiafamationfor you.

3. Open the Registration Form from the Help menu.

4. Click the Activate Schedule XP button.

5. You will need the seri@imber from the top of the Registration form to request a
permanent code.

6. Email that code with your namestgpport@worldpt.corand we will email you your
permanent registration code. Please note that paymehemaecsived prior sending your
code. Using the email address you have on you PayPal account or the Name on the check
will expedite this process.

7. Once you have the permanent registration code enter it in the Registration form and click
Confirm RegistratioBode.

8. If you are running Schedule XP on a network. Go to the workstations and install Schedule XP
version 6If they were running SchedXile version 4r 5in the pastyou still need to install
the Microsoft Access 2007 runtime from the website, CD, osdflidipdate.

9. After Schedule XP is installed on the workstation open Schedule XP. Click the Network button
under theUtilities Takand navigate to the shared directory where you installed Schedule XP
version ®n yourserver. Select the Schedule _be600.flecThis will link the workstation to
the server. If no one else has Schedule XP open the process will take about 1 minute. If other
people have Schedule XP open it will take up to 15 minutes.

Importing Version 4 or 5 data

1. Versiond andb users may upgrade to version 6 at no addition®ezsgin 5 users will have
their registration information automatically imported but version 4ili$ergano request an
upgrade code.
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2. After youhave a permanent registration code, you are r@agpitoversion 4r 5data. You
may startite process by going to the Prepare Schedide K5t Use under the Utilities Tab
at the top of the screen. In order to import versarbdlata intosersion 6/ou must have the
Schedule_be400.moibSchedule_be500.1ild located in the\ Program Files worldpt
folder of the computer you are upgrading. If you normally have this file in an alternate directory
simply copy it to the\ Program Fil&ésvorldptfolder soversion @&an import thelata from it.
Follow the steps on the fotmimport your datand set up Schedule . XP

=

Q\ Schedule XP Data Import and Erase = X

This form will help you erase the current data in version 6. You need Admin level access in
Schedule XP to perfom these tasks.

Step 1: Reset Schedule XP and import previous data if any. Schedule XP
will guide you through the process of importing you version 4 or 5 data
into version 6 if needed. Please copy the Schedule_be400.mdb or
Schedule _be500.mdb into the C:\Program Files\WorldPT folder if you
need to import it BEFORE formatting this database.

¥ Format Schedule XP

Step 2:Print list of active appointments that need to be rescheduled. {éa Print Missing ]
Schedule XP can not import future appointments that were made using Sppopmoils

the over-ride feature in previous versions. These appointments will

need to be rescheduled in Version 6.

Step 3: You must compact and the repair the new data file before using {J? Open Compact Repair
Schedule XP version 6. Open form and choose the Repair option. ¢ o

Step 4: Exit Schedule XP and re-start it. Reschedule any appointments

it Schedul
listed in Step 2. [ @ Exit Schedule XP }

What if | want to use a previous version again?

You must uninstall the Microsoft Access 2007 runtime and WorldPT Schedule XP 2008 from the
Windows Control Pané&fou will lose any changes made to the da&sion 6t is usually a good

idea to uninstall the Microsoft Access 2007 ruiftyoe are not going to be using Schedule XP 2008.
Microsoft sometimes gets confused on which version to open up the database. If you get an error
attempting to open Schedule XP version 5 after installing version 6 you must use the shortcut on the
Start mau which references the Access 2002 runtime.
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How to Customize Schedule XP
What are my options?

Schedule XP is a very flexible scheduling system. There are many different ways of using it depending
what you are trying to accomplish. For examybe Want to track visits for the Occupational Therapy side

of you clinic as well of the Physical Therapy side you could customize the Appointment Types to include
SE=—Fr e P R e e |=E VeSSl eEE=e=——c)
appointments as OEvaluationé6, ORegul ar 6, ect .
changes the way you set itYiqu can change thgoe of scheduling resourcerdion 4vashard coded to

be Therapist but now you may changeGhimpractor Physician, or whatever you want. You can do that
from the Clinic information forrilere are sommoreof the configurable options in Schedule XP.

Basic Configuration Options:
> Number of Resources

> Openings per day of the week for eacloiRee
> Types of Appointments
P Users that can log on to Schedule XP and their access rights
P Fee Tickets that are associated with each patient and are customized by Billing Type
» Marketing
P Outcome classification
» FollowUp classification
P Satisfaadn Level classification
These variables are what make each clinic unique. Schedule XP also uses patient data for tracking
analysis information. The following variables are used in reports to give you a clearer picture of what is goi
on in your clira.
» City
P Referral Source
» Diagnosis

P Billing Types
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P+ Marketing
P Employer
P Insurance
P Outcomes
» FollowUp
B Satisfaction
These are just some of the omianailableAlthoughsomethese variables are optional when entering

patients, they will giyeu very detailed information on your clinic makeup and help you choose marketing
strategeondt forget about the customizable text b

\Nhere Do | Start?

Y Schedule XP Data Import and Erase = X

This form will help you erase the current data in version 6. You need Admin level access in
Schedule XP to perfom these tasks.

Step 1: Reset Schedule XP and import previous data if any. Schedule XP
will guide you through the process of importing you version 4 or 5 data
into version 6 if needed. Please copy the Schedule_be400.mdb or
Schedule _be500.mdb into the C:\Program Files\WorldPT folder if you
need to import it BEFORE formatting this database.

¥ Format Schedule XP

Step 2:Print list of active appointments that need to be rescheduled. Print Missing ‘
Schedule XP can not import future appointments that were made using Sppoiments

the over-ride feature in previous versions. These appointments will

need to be rescheduled in Version 6.

Step 3: You must compact and the repair the new data file before using ':/? Open Compact Repair
Schedule XP version 6. Open form and choose the Repair option. C form

Step 4: Exit Schedule XP and re-start it. Reschedule any appointments

it Schedul
listed in Step 2. \ it ‘

1. Make sure your computers are all upgraded with the latess pat \Windows and Microsoft
Office. (If you have Office installed)
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2. Reset Schedule XP by selecting/tiiges Taband therfPrepare Schedule XP for First Use].
You may change the other user accounts and passwotte fus@r Preferendesm.

3. Geta registration code by selectings#itings Tabn the top right and then selecting
[Register] Click dictivate Schedule XB]request gegistration code onlif¢ote: The code
you will receive will m®mputer specific.

B3 Registration

Frontend Version 5

W‘ rI d P I Serial Number 25693147

System is in demonstration mode. If you have purchased Adale
Schedule XP you must click Activate Schedule XP to request a :
permanant Registration Code online. If you are setting up
Schedule XP on a network, please run this from the server.

S Network

|8 Enter New Code

Enter Registration Code
| | |

Confirm Registration Code Close Exit Schedule XP

4. Change the Log In namalgrasswortly selectinfyser Preferenddsom theSettings Tab

5. Add Resources and customize their schedulesSelext Settings T#fien [Resource and
Appointment settings

6. Add common Doctors, Insurances &mployers. Select [Contacts].

7. Customize théilling Types/Fee Tickets you wish to use. SblecBettings Tb[Billing
Type$

8. Review the Outcome, Satisfactiad,ollowUp variables. Select the Settings Tab

9. If setting up a networistall Schedule XP on other computers and then link thdma to t
network server. Sel¢oe Utilities Talthen [Network]
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How to Make the Transition from Paper to Digital Scheduling.

Get Familiar with Schedule XP

There are several keys to making the transition from paper to digital scheduling. The nuioilgrisne p

to get familiar with Schedule XP. Practice on the demo data doing everything from checking in patients t
modi fying appointment times. Dondt start enter
skills.

Customize Schedule XP
Cuwstomizing Schedule XP is the next step. EnterReaources and their schedules. Add your clinic
demographics to print on the appointment cards and fee tickets.

Inputting Your Case Load

After you practice using Schedule XP and customize it for yoyoulaie ready to enter patient data. The
fastest way is to sit down with a coworker and input the patient names and primary Resources for eac
patient. Unless you will be using the Fee Ticket function those are the only two pieces of info that are
requirel. The insurance, doctor, and even demographic data may be entered later or during down time. |
you enter the information in 2 steps it becomes much less of a headache. For all new patients enter all t
information that you will be using into the systé@n they register. You will have to play -catdor

about a week before all the demographic and insurance information is in the system for the whole case loz
| would make sure all the patients are at least in the system before you start usifigitevend s | u st
and primary Resource.

Schedule XRo longerequires a unique [Patient Name] for each patient. In the Active and Inactive Patient

forms you can search for patients by Name, SS#, and Account #. The account number must be unique bt
can bewhateveryou want it to be and is not required. If you are using a billing software package most of
your patients wil.l be assigned a unique accou
10006s of Inactive Rdhefastestt s the Account # or S

10
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Detalled Information on Setup Options

This section of the manual was designed to give you a detailed description of what does what and how. Eg
section has been broken domin, What does it do?, Basic Usage, Advarsegg: LhTips. Tables under

each heading show step by step tutorials on how to use each component and define the variables that
used. Each variable is explained with the advantages you gain by using them. Schedule XP has been brc
down into the forms youels

Schedule XP Interface

Log On

WorldPT Schedule XP Version 6

License Purchased Photo
Frontend Version Beta 6.15
Most Recent Backup

User 8

EXXXXXX

Password

Access Rights [Admin

(2 LogOn |ihj Log Off ﬂ Exit

BASIC USAGE:

The log on form allows users to log on to Schedule XP with their own customized preferences. Giving user
different log on names allows the administrator to control access to sensitive data anealbitiity do
add or delete settings.

11
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EEEEES
» For data security and patient privacy make sure you log off when leaving your workstation.
» Note. If the Quick Log On is enabled on the Clinic Form you password will be

automatically entered for you. Even if thekQuog On is enabled you have to option in
the User Preferences form to disable Quick Log On for your username.

e R R S s e s SR R S e SR S e S T

Only allowed to view the Basic and Advanced Reports. U

e administrative people who jaseck on how the clinic is running.
Student Not allowed to view Settings forAll other permissions must be set L
: : Can schedule patiemist has no over ride abiliiinimum permissio
S B2 needed to schedule a patient.
Office Standard Allows all scheduling features and access basic clinic settings
Office Advanced Alloyvs all scheduling features and the ability to access almost
settings.
Limited ability to change clinic settings. Can only schedule
Resource
schedule. Usddr treatment personnel.
Admin Can access all settings.

12
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Networking
.
& Network Schedule XP Q@@

Step One: Browse for Schedule_be500.mdb. You will find it in the
default installation directory for Schedule XP. "C:\Program
Files\WorldPT\" is the default directory. If using a network browse to the
shared network folder. When you locate the file double click on it.

Step Two: When the Log On form appears, log off and then select your
user name to log on to the new backend file.

If you know the path to Schedule_be500.mdb enter it here and click the
Re-link Tables button, otherwise use the browse button.

Connected to c:\documents and settings\eric\my documents\worldpt\version 5 developmen

w Browse
RE-LINK SCHEDULE XP:
Step One Open Schedule XP and log on
Step Two Select théltilities Talmenu and thetine[Network] option

Hit the [Browse] button to late theSchedule be600.acditdb which wi
be in the installation directory. If you are setting up a network brow

Sz UrEe installation directory on the server. The default atistalldirectory
c\worldpt. Click the open button aminkingwill gart
Step Four Log Off Schedule XP and Log On again.

13
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el
% Control Center

& Control Center = X
View Patients Scheduled Today E] Saturday, February 23, 2008 Pass Physical Therapy
Time Patient Name Type

Productivity Rate 70.81%

Schedule Rate 63.89% $ \ .
i \

-

WorldPT

Tasks for Adorador
Due Date Priority Task

Eed Ao s =2

The Control Center provides summary information about your clinic.

EERES
» Double clicking on a patient name will pull up their file #ctivee Patients form
» Use the Patients Not Scheduled to maximize your clinic productivity

» The Schedule Rate at the top of the Control Centes #fwercentage of active patients
that are currently scheduled and tiatis < 80%, Black is &%, andBlueis 91%-+

» Productivity Rate calculates the as follows. ((Appointment Values x Appointments)/Slots
per week) Note. You can adjust the appointianes on the Appointment Type form.
Redis < 80%, Black is &%, andBlueis 91%-+

14
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Check In
’%6/@08
BASIC USAGE:
The Check In form summarizes the current dayds

in and whom they are schedutede. You camrint daily notes and fee tickets from this form. You can
also enter no shanformation In version 6 you can no longer walk in patients.

[EES=

» To enter a patient as a No Show select the patients name on the left list box and cbkwhe No
button on the right menu

» To print an appointment card or fee ticket, select the patient from the list on the left and click the
appropriate button

» You can change the date for the Checlala by chaintg the datend hitting [Enterdr clicking
the 0-66bdttons beside the date.
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