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Getting Started 
If  you are just starting digital scheduling or upgrading to Schedule XP from another 
system, this section explains how to get startedé 

elcome to Schedule XP  
Version 6. The purpose 
of this manual is to 
explain the basic 

features of Schedule XP and show 
you how to use them. There are 
several modifications in version 6 
for 2008. The biggest changes are in 
the appointment structure and 
program interface. 

 

Schedule XP New 
Features 
 

1. Added Rich Text capabilities to all memo fields 

2. Improved clinic logo compatibility throughout system 

3. Changed Photos of patients and staff to new attachment system to save space and included to 

ability to have link documents 

4. Added ability to have employee photos in system 

5. Added Office 2007 style ribbon menu 

6. Revised scheduling system to allow multiple openings at a set appointment time 

7. Added filter and sort capabilities to interface forms to make finding data much easier 

8. Revised table access so users can edit and filter main tables with sort features 

9. Increased zip codes to over 44000 from 31000 

10. Upgraded to Access 2007 

11. Changed recurrent events to work with replicating slot blocks 

12. Dual date selection calendar options 

Chapter 
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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 Outcome, Satisfaction, and Follow Up Charts that can be completely filtered and 

customized 

 

 

 

Installation Tips 

Computer Requirements 
Minimum Requirements to run WorldPT Schedule 
XP comfortably.  

Component  Requirement  

Computer 

and 
processor 

500 megahertz (MHz) processor or higher 

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 
system 

Microsoft Windows XP with Service Pack 
(SP) 2, Windows Server 2003 with SP1, or 

later operating system1 

 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 network. 
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Regular Installation 

Install Schedule XP version 6 and the Microsoft Access runtime. You can skip the runtime if the 
computer already has Microsoft Access 2007 installed. 

After installing version 6 it will open up in demonstration mode. Demo mode is limited 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.  
2. Click the Activate Schedule XP button.  
3. You will need the serial number from the top of the Registration form to request a permanent 

code.  
4. Email that code with your name to support@worldpt.com and we will email you your 

permanent registration code. Please note that payment must be received prior sending your 
code. Using the email address you have on you PayPal account or the Name on the check will 
expedite this process. 

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

It is important that you 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 the schedule_be600.accdb file on the server. 

After payment is received you will be sent registration information within 24 hours by email. If you are 
upgrading from version 5 your registration information will automatically carry over. 

mailto:support@worldpt.com
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Free Edition 

 
 
Schedule XP can be registered as a Free Edition. It is fully functional with 5 exceptions. 
1. Only a couple reports are available for printing. 
2. You cannot network Schedule XP across multiple computers 
3. Power features such as Data Tables, Pivot Charts and Tables are not available 
4. User Audit information is not displayed...You can't find out who did what in the system 
5. Tasks including the AutoTask feature are not available. 
 
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 email.  
 
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 scheduling a reality. I 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 no limitations 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 ALL the features. 
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Can I register Schedule XP in FREE MODE and then switch to Demo Mode? Yes, you 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 through the process of backing up and 
upgrading version 4 to version 6. Version 6 uses a different format for appointments. Schedule XP will 
convert all previous appointments to the new format during the upgrade process. There will be a number of 
appointments that will have to be modified in terms of schedule time. These edited appointments will be 
marked as edited during the upgrade process and the original schedule time will be saved in the memo 
portion of each edited appointment. Future appointments that were made using the Over-ride option in 
previous versions will not be imported. You will be notified of which appointments did not import and will 
need to be scheduled again. 

1. Install Schedule XP version 6. Make sure you are not currently running Schedule XP. 
2. After installing version 6 it will open up in demonstration mode which means that it is limited to 

10 patients. You must get a permanent registration code before importing your data if you are 
using version 4. Version 5 will import your registration information for you. 

3. Open the Registration Form from the Help menu.  
4. Click the Activate Schedule XP button.  
5. You will need the serial number from the top of the Registration form to request a 

permanent code.  
6. Email that code with your name to support@worldpt.com and we will email you your 

permanent registration code. Please note that payment must be received 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 Registration Code. 

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

9. After Schedule XP is installed on the workstation open Schedule XP. Click the Network button 
under the Utilities Tab and navigate to the shared directory where you installed Schedule XP 
version 6 on your server. Select the Schedule _be600.accdb file. This 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. Version 4 and 5 users may upgrade to version 6 at no additional cost. Version 5 users will have 
their registration information automatically imported but version 4 users will have to request  an 
upgrade code. 

mailto:support@worldpt.com
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2. After you have a permanent registration code, you are ready to import version 4 or 5 data. You 
may start the process by going to the Prepare Schedule XP for First Use under the Utilities Tab 
at the top of the screen. In order to import version 4 or 5 data into version 6 you must have the 
Schedule_be400.mdb or Schedule_be500.md file located in the c:\ 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 c:\ Program Files\ worldpt folder so version 6 can import the data from it. 
Follow the steps on the form to import your data and set up Schedule XP. 

 

 

What if I want to use a previous version again? 
You must uninstall the Microsoft Access 2007 runtime and WorldPT Schedule XP 2008 from the 
Windows Control Panel. You will lose any changes made to the data in version 6. It is usually a good 
idea to uninstall the Microsoft Access 2007 runtime if you 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 menu 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 on 
what you are trying to accomplish. For example, if you 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 
OT and PT appointments. If you didnõt care about that level of detail you could simply classify the 
appointments as òEvaluationó, òRegularó, ect. Figuring out how you want to use the system obviously 
changes the way you set it up. You can change the type of scheduling resource. Version 4 was hard coded to 
be Therapist but now you may change it to Chiropractor, Physician, or whatever you want. You can do that 
from the Clinic information form. Here are some more of the configurable options in Schedule XP. 

Basic Configuration Options: 
 Number of Resources  

 Openings per day of the week for each Resource 

 Types of Appointments 

 Users that can log on to Schedule XP and their access rights 

 Fee Tickets that are associated with each patient and are customized by Billing Type 

 Marketing 

 Outcome classification 

 Follow-Up classification 

 Satisfaction Level classification 

These variables are what make each clinic unique. Schedule XP also uses patient data for tracking and 
analysis information. The following variables are used in reports to give you a clearer picture of what is going 
on in your clinic. 

 City 

 Referral Source 

 Diagnosis 

 Billing Types 

1  
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 Marketing 

 Employer 

 Insurance 

 Outcomes 

 Follow-Up 

 Satisfaction 

These are just some of the options available. Although some these variables are optional when entering 
patients, they will give you very detailed information on your clinic makeup and help you choose marketing 
strategies. Donõt forget about the customizable text box and three customizable drop downs. 

Where Do I Start? 

 

1. Make sure your computers are all upgraded with the latest patches for Windows and Microsoft 
Office. (If you have Office installed) 
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2. Reset Schedule XP by selecting the Utilities Tab and then [Prepare Schedule XP for First Use]. 
You may change the other user accounts and passwords from the User Preferences form.  

 

3. Get a registration code by selecting the Settings Tab on the top right and then selecting 
[Register] Click on [Activate Schedule XP] to request a registration code online. Note: The code 
you will receive will be computer specific.  

 

 

4. Change the Log In name and password by selecting [User Preferences] from the Settings Tab 

5. Add Resources and customize their schedules next. Select Settings Tab then [Resource and 
Appointment settings]  

6. Add common Doctors, Insurances and Employers. Select [Contacts]. 

7. Customize the Billing Types/Fee Tickets you wish to use. Select the Settings Tab], [Billing 
Types]  

8. Review the Outcome, Satisfaction, and Follow-Up variables. Select the Settings Tab  

9. If setting up a network install Schedule XP on other computers and then link them to the 
network server. Select the Utilities Tab then [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 number one priority is 
to get familiar with Schedule XP. Practice on the demo data doing everything from checking in patients to 
modifying appointment times. Donõt start entering patient data until you are confident in your Schedule XP 
skills. 

Customize Schedule XP 
Customizing Schedule XP is the next step. Enter your Resources 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 your clinic you are ready to enter patient data. The 
fastest way is to sit down with a coworker and input the patient names and primary Resources for each 
patient. Unless you will be using the Fee Ticket function those are the only two pieces of info that are 
required. The insurance, doctor, and even demographic data may be entered later or during down time. If 
you enter the information in 2 steps it becomes much less of a headache. For all new patients enter all the 
information that you will be using into the system when they register. You will have to play catch-up for 
about a week before all the demographic and insurance information is in the system for the whole case load. 
I would make sure all the patients are at least in the system before you start using it even if itõs just their name 
and primary Resource.  

Schedule XP no longer requires 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 but 
can be whatever you want it to be and is not required. If you are using a billing software package most of 
your patients will be assigned a unique account number. Down to road when youõre searching through 
1000õs of Inactive Patients the Account # or SS# are the fastest.  
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Detailed Information on Setup Options 

This section of the manual was designed to give you a detailed description of what does what and how. Each 
section has been broken down into, What does it do?, Basic Usage, Advanced Usage, and Tips. Tables under 
each heading show step by step tutorials on how to use each component and define the variables that are 
used. Each variable is explained with the advantages you gain by using them. Schedule XP has been broken 
down into the forms you use. 

 

Schedule XP Interface 
Log On 

 

BASIC USAG E:  

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

 

Chapter 

2 
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TIPS:  

 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 the Quick Log On is enabled you have to option in 
the User Preferences form to disable Quick Log On for your username. 

 

ACCO UNT TYPES:  SET I N USER PREFERENCES F O RM 

Guest 
Only allowed to view the Basic and Advanced Reports. Used for 
administrative people who just check on how the clinic is running. 

Student Not allowed to view Settings form.  All other permissions must be set up. 

Office Basic 
Can schedule patients but has no over ride ability. Minimum permissions 
needed to schedule a patient. 

Office Standard Allows all scheduling features and access basic clinic settings 

Office Advanced 
Allows all scheduling features and the ability to access almost all clinic 
settings. 

Resource 
Limited ability to change clinic settings. Can only schedule on their 
schedule. Used for treatment personnel. 

Admin Can access all settings. 
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Networking 
 

  

RE-L INK SCHEDULE XP:  

Step One Open Schedule XP and log on 

Step Two Select the Utilities Tab menu and then the [Network] option 

Step Three 

Hit the [Browse] button to locate the Schedule_be600.accdb file which will 
be in the installation directory. If you are setting up a network browse to the 
installation directory on the server. The default installation directory is 
c:\ worldpt. Click the open button and re-linking will start 

Step Four Log Off Schedule XP and Log On again. 
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Control Center 
 

 

BASIC USAG E:  

 The Control Center provides summary information about your clinic. 

TIPS:  

 Double clicking on a patient name will pull up their file in the Active Patients form  

 Use the Patients Not Scheduled to maximize your clinic productivity  

 The Schedule Rate at the top of the Control Center shows the percentage of active patients 
that are currently scheduled and turns Red is < 80%, Black is 80-90%, and Blue is 91%+ 

 Productivity Rate calculates the as follows. ((Appointment Values x Appointments)/Slots 
per week) Note. You can adjust the appointment values on the Appointment Type form.  
Red is < 80%, Black is 80-90%, and Blue is 91%+ 

 

file:///C:\Documents%20and%20Settings\Eric\My%20Documents\My%20Webs\WorldPT\SHelp\ActivePatients.htm
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Check In 
 

 

BASIC USAG E:  

The Check In form summarizes the current dayõs activity for your clinic. It shows who is scheduled to come 
in and whom they are scheduled to see. You can print daily notes and fee tickets from this form. You can 
also enter no show information. In version 6 you can no longer walk in patients.  

TIPS:  

 To enter a patient as a No Show select the patients name on the left list box and click the No show 
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 Check In data by changing the date and hitting [Enter] or clicking 
the ò+ó ô-ò buttons beside the date. 

  

 

 


