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1.0 ChiroWrite Overview

ChiroWrite is the world's first Chiropractic reporting system designed with the Tablet PC component, however, the system can be
used on a desktop computer, laptop computer, or touch screen monitor. Doctors will be able to conduct physical examinations and

complete forms and questionnaires in real time for their patients.

ChiroWrite allows the doctor an easy way to record patient visits and exams so that SOAP Notes and Narratives can be easily
produced. The software consists of all the medical questionnaires and forms that a chiropractor uses on a routine basis when
conducting physical examinations. The system also has the ability to produce a comprehensive list of required reports based on the

information input into the system.
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system preferences
and passwords. System
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also available,

Administration allows you to make custom
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data entry or import information.
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1.1 Security and Encrypftion

ChiroWrite uses a SHA-1 hashing algorithm at 160-bits to check the integrity of information. This assists in determining if
information has been altered prior to receipt. ChiroWrite also uses the Advanced Encryption Standard ( AES) which is a
symmetric-key encryption in a 128-bit block used to safeguard information. ChiroWrite uses the CBC cipher mode and encodes the

information using HEX codes.



2.0 Administration QuickStart Guide

The QuickStart Setup Guide allows you to customize the most popular areas of the system, WorxPhrases and Treatments, but it is
recommended that you take the time to go through all the available customization options that the program offers to obtain the

largest benefit from the system.

System Login
WorxPhrases

Creating a New WorxPhrase

Edit an Existing WorxPhrase

Add a WorxPhrase Category

Edit a WorxPhrase Category
Change the Order of the WorxPhrases
WorxPhrase Symbols

Sharing WorxPhrases

Getting Shared WorxPhrases

Treatments

Change the Order of Treatments

Create a Treatment

Edit a Treatment

Treatment Areas

Changing the Order of Treatment Areas

Create a Treatment Area

Edit a Treatment Area

Backup/Restore Configuration

2.1 ChiroWrite System Login

Once you start the Softworx ChiroWrite program you will see the login screen as shown below.

1. Enter your Login ID and Password, if you have already created one. Otherwise simply click the Login button.

Chiroliate

Welcome to the system logon screen. Please enter your
Id and Password for access.

Login ID: Saftwood

Password: i

Login | Cancel



2. Click the Login button.

Tip: To create a user name and password for employees, select Administration and Employees and refer to section 3.2.16 for
further information.

22 WorxPhrase

WorxPhrase allows you to configure standard sentences and/or paragraphs that you use often and store them for quick

retrieval. An example of what WorxPhrase can do for you is that if you had a sentence, such as, "is complaining of lower back
pain. feels this pain after any moderate activity" the system would convert that information to "Mr. Smith is complaining of lower
back pain. He feels this pain after any moderate activity." The WorxPhrase function can greatly reduce the amount of typing that

has to be performed.

2.2.1 Create a New WorxPhrase

1. Select Administration > WorxPhrase.

2. Click the New button.

3. Select the Area drop down menu and make your selection.
4. Select the Category.

5. Enter the Code.

Tip: WorxPhrases should be typed in complete sentences.

6. Type the custom phrase. You can also utilize the Available Variables by clicking on the blue link to automatically insert that item

into the phrase.

«; Edat Easting Phrase 7 5|
@ Ly ‘ Area Accident Descripbon >
|| == | Category s
| | Save
i Code MVA-D
! m Phrase <TileLastName> stated that <he/she> was the
|
|

restrained dnver of <his/her> car and had come to a
Stop ot 3 rafhic hght

Available Variables
First Name <FirstName>

{ First & Last Name <FustLastiName>
i Title & Last Name <TitleLastName>
{ His/Her (upper case) <His/Her>

E He/She (upper case) <He/She>

I hes/her (lower case) <hizher>

| ha'she (lower case) <helshe>

| him/her (lower case) <hm/her>

Ex <TitleLastName> is complaning of lower back pan
Mr. Smith s complainng of lower back pain




7. Click Save.
8. Select Close.

2.2.2 Edit an Existing WorxPhrase

1. Choose Administration > WorxPhrase.

2. Highlight the phrase to edit.

3. Click Edit to display the Edit Existing Phrase window.

4. The Phrase can be rewritten to meet your needs. You can also use the Available Variable links in the window so that when

reports are run the items are automatically inserted for that patient.

Tip: WorxPhrases should be typed in complete sentences.

«. Edat Basting Phrase 7 5|
\ Ly ‘ Area Accident Descripbon ¢
- Category -
Save
Code: MVA-D

Phrase <TileLastiName> stated that <he/she> was the
restrained dnver of <his/her> car and had come to a
Stop at 3 rafhic hght

1x
s

Available Variables
First Name <FustName>
{ First & Last Name <FustLastiName>
i Title & Last Name <TitleLastName>
: His/Her (upper case) <His/Her>

He/She (upper case)
hes/her (lower case)
heaishe (lower case)
himvher (lower case)

Ex <TitleLastName> is complaning of lower back pamn
Mr. Smith s complainng of lower back pain

5. Select the Save button.
6. Click Close.

2.2.3 Add a WorxPhrase Category

WorxPhrase categories are used to break up many different phrases that may be added to one area so that the phrases are easier
to find.

1. Select Administration > WorxPhrase.
2. Highlight a phrase and click the Category button.
3. The WorxPhrase Categories window appears. Select the New button.

4. Enter a new Description in the Add New CPT Category window.



o<l Add New CPT Category

:

Description: Sub Category 5

< IHN-

Close

5. Select the Save button.
6. Click Close.

2.2.4 Edit a WorxPhrase Category

1. Select Administration > WorxPhrase.
2. Highlight the phrase and click the Edit button.

‘-;- Phrases S
B Area Code Phrase 2
m Accident Description MVA The patent reported that <he/she> was nvolved
Close Accident Description MVA-D <TitleLastName> stated that <he/she> was the n

; Accident Description MVA-DZY Shortly after the accdent <TitleLastName> repot ;
Accident Description LB&SHOU As a result of the accident, the pabent reported th
New Accident Description MVA-WHPLSH Upon impact, the patient's head and neck went t
Accident Description MVA-PSNG <TitleLastName> reports that <he/she> was a re
Edit Accident Description MVA-TRNSP The patent was taken in an ambulance to the enr
Accident Descnption XRAY-CRV-T  X-rays were taken of <his’her> cervical and thor:
Accident Description P <TitleLastName> stated that <he/she> was injure
Assessment - Other In my opinion the patient’s symptoms are progre:
Chief Complaint LBP <FirstName> patient complans of lower back ps
Chief Complaint RSP The patent is complaming of intermittent nght shw
| \Category| | Chief Compiaint PSS-LB <He/She> also complains of of having pain with
Chief Complaint LBP <TitleLastName> is complaming of lower back p
[ Chief Compiaint SHOU-LFT The patient is complaining of intermittent left shot
| | Share Chief Complaint LB-RHT On the nght side of <his/her> lower back, <he/st
Selected| | Chief Complaint LFT-4ARm The patient complains that <he/she> has numbrm
Chief Complaint SHOU-RHT The patent is complaming of intermittent left sho
Get Chief Compiaint CERV-R The patient is complaining of constant pain in the
s'::’:eds f:huc! Complaint CERV-L ) The patient is complaming of constant pain in xr:c -

3. Make the necessary changes to the WorxPhrase Category window.
4. Select the Save button.
5. Click Close.

2.2.5 Change the Order of WorxPhrases

1. Select Administration > WorxPhrase.

2. Highlight the phrase and click the Category button.



3. Highlight the WorxPhrase Category and click the Up or Down buttons to move the category into the desired position.

gl WonPhrase Categories ¥ '@

Description
m Sub Calegory 2
Close Sub Calegory 3
] —

DLA

Plevar

Edit

4. Select Close.

2.2.6 WorxPhrase Symbols

WorxPhrase Symbols allow you to interact with the system to have the system ask you for additional information that may be patient

specific. Reviewing the Dynamic Lists Video will provide you with a better idea of how Worxphrases may be helpful throughout

ChiroWrite. These lists can also be used in the prognosis, narrative introduction and narrative ending sections. Watch the

WorxPhrase Symbols Added to Prognosis, Narrative Intro and Narrative Ending for more details.

1. We can have the system ask us for numbers using ##Title##. Below is an example.

<FirstLastName> is only able to sit for ##CurrentMin## minutes and | want <him/her> to be able to sit for ##PlanMin## minutes.

2. The screen below will pop up to ask you to input whichever number you are requesting.

r al

o WorPhesseSubistuter  ——
Tag
Value 10
1 2 3
4 5 6
7 8 9
Cloar
Last 2

Start Over Finished




3. We can have the system ask us for items that are part of a list using AMTitleAlistltemAlistitem??. Below is an example.

<FirstLastName> is only able to *Activity”sit*walk*stand*run*jog** for ##CurrentMin## minutes and | want <him/her> to be able to

AMActivityAsit*walk*stand”run?jog™ for ###PlanMin## minutes.

4. The screen below will pop up to ask you to select items from whichever list you have pre-defined.

[ — ——
Tag
sil
walk
| stand
n
g
|
Stard Owvor Finishasd

5. Select Save when changes are complete.
6. Click Close.

2.2.7 Sharing WorxPhrases

1. To share WorxPhrases select Administration > WorxPhrase.

(5 Phrases [-%
Area Code Phrase 2
m Accident Description MVA The patient reported that <he/she> was involved
Close Accident Description MVA-D <TitleLastName> stated that <he/she> was the
7 | Accident Description MVA-DZY Shortly after the accdent <TitleLastName> repot ;
Accident Description LB&SHOU As a result of the accident, the pabent reported th
New Accident Description MVA-WHPLSH Upon impact, the patient's head and neck went th
Accident Description MVA-PSNG <TitleLastName> reports that <he/she> was a re
Edit Accident Description MVA-TRNSP The patient was taken in an ambutance to the en
Accident Descnption XRAY-CRV-T  X-rays were taken of <his’her> cervical and thor:
Accident Description Pl <TitleLastName> stated that <he/she> was injure
Assessment - Other In my opinion the patient’s symptoms are progre:
Chief Complaint LBP <FirstName> patient complans of lower back ps
Chief Complaint RSP The patent is complaming of intermittent nght she
Category| | Chief Complaint PSS-LB <He/She> also complains of of having pain with
Chief Complaint LBP <TitleLastName> is complaming of lower back p
Chief Compiaint SHOU-LFT The patent is complaining of intermittent left sho
Shate Chief Complaint LB-RHT On the nght side of <his/her> lower back, <he/st
Selected| | Chief Compaint LFT-4ARM The patient complains that <he/she> has numbe
Chief Compilaint SHOU-RHT The patent is complaming of intermittent left shor
Get Chief Compiaint CERV-R The patient is complaining of constant pain in the
pﬁ:‘;;‘:ds f:hicf Complaint CERV-L . The patient is complaming of constant pain in !r:c -




2. Select the WorxPhrase you wish to share and click Share Selected.
3. You will be prompted to add a message if you wish, otherwise click Add Phrase.
4. When finished click Close.

2.2.8 Getting Shared WorxPhrases

1. To get shared WorxPhrases select Administration > WorxPhrase.

s A=)
Area Code Phrase >
m Accident Descnption MVA The patient reported that <he/she> was involved
| Close Accident Description MVA-D <TitleLastName> stated that <he/she> was the
| Accident Description MVA-DZY Shortly after the accident <TitleLastName> repor -
Accident Descnption LB&SHOU As a result of the accident, the patient reported tt
New Accident Description MVA-WHPLSH Upon impact, the patient's head and neck went tt
Accident Description MVA-PSNG <TitleLastName> reports that <he/she> was a re
Edit Accident Description MVA-TRNSP  The patient was taken in an ambuiance to the e
Accident Descnption XRAY-CRV-T  X-rays were taken of <his’her> cervical and thor:
Accident Description Pl <TitleLastName> stated that <he/she> was injure
Assessment - Other In my opinion the patient's symptoms are progre-
Chief Complaint LBP <FirstName> patient complans of lower back pé
Chief Complaint RSP The patent is complaming of intermittent nght she
Category| | Chief Complaint PSS-LB <He/She> also complains of of having pain with
Chief Complaint LBP <TitleLastName> is complaming of lower back p
Chief Compiaint SHOU-LFT The patent is complaining of intermittent left sho
Shate Chief Complaint LB-RHT On the nght side of <his/her> lower back, <he/st
{Selected| | Chief Compaint LFT-4ARM The patient complains that <he/she> has numbs
G Chief Compilaint SHOU-RHT The patent is complaming of intermittent left shos
Get Chief Compiaint CERV-R The patient is complaining of constant pain in the
‘ s:;’;"s f:hnot Complaint CERV-L " The patent is complamning of constant pain in U:c -

2. Select the Get Shared Phrases button.

*: Shaced Phraves S

Search Critena

m & View All Contribution View Only My Contributions

Gose o View All Areas Limit List To Speciic Area
Area Code Phrase

el Aocidont Description | MVA | The patet reprtod
Assessment - Exacerbation lumiencare In spite of the fact that <FirstName> percesved only tightness in
Assessment - Exacerbabion cenencare In spite of the fact that <FirstName> pecrcenved only ightness in

View Chiet Complant CERV-L The padent is complainng of constant pan in the canvcal area

Final Notes Based on Based on orthopedic, neurclogical and physical exams plus cas
Final Notes AMA & was noted on the discharge exam the pabent has a permanent

Select Final Notes DRE Diagnosis Related Estmates (DRE) category B were used n th
Final Notes adving Addmionally, the Guides state, *if residual symptoms or objective
Final Notes Based 2 Based on the parameters and gudelines, the patent has a 18%
Final Notes FutureCare The patent is nOW prone to complication or exacerbations they
Final Notes Perury I declare under penalty of perury that the information contained i
Final Notes TTD The patent was totally temporanly disabled from 7777
Obgecive Scope There is a thermographic temperature differential measured by a
Plan - Treatment Goals Goal The goals of the treatment &5 to decrease <FustLastName> pal
Plan - Treatment Goals freq Frequency of treatment will decreass as symploms improve. int
Subjective - Comments ROF <FustLastName> returns 1o the office for report of the doctor's f

3. To view what the WorxPhrase says select the phrase and click View.
4. Select the WorxPhrase you want to add to your library and click Select.
5. When finished click Close.



2.3 Treatments

Treatment configurations give you the ability to change the order in which treatments show up to easier access the treatments you
perform in your office. You also have the ability to create new treatments that are not already defined in the system and edit
pre-existing and created treatments within the system.

2.3.1 Change the Order of Treatments

1. Select Administration > Treatment Configuration > Treatments.

Farallon Bath
Russian Stirmulation
Spray & Stretch
Tens Unil

0, Trachon

[om Diatherny

Adjunclive Theragy
Adjunctive Therapy
Adjunctive Therapy
Padjunclive Theragy
Adjunctive Tharapy
Adjunctive Therapy

a Treetments e E
= Category: -

M Treatment Category

s Ultra=aund Adjunctive Therapy

—  hot packs Sdjunctive Therapy

ool packs Adjunctive Therapy

o Electrical Stimulstion Adjunctive Therapy

——  Acupuncture Adjunctive Therapy

lontophoreses Adjunciive Theragy

Edit Meuro-muscular Massage Adjunctive Therapy

Myofascial Releasa Adjunctive Therapy

2. Limit the list to a specific category, then highlight the treatment and click the Up or Down to move the treatment into the preferred

position.

3. Select Close. Your changes will be automatically saved.

2.3.2 Create a Treatment

1. Select Administration > Treatment Configuration > Treatments

2. Select the New button.

Tip: Description, Category and Status are required to create a treatment.



i

#;' Add New Treatment

Ly Descnption

Save Print as entered (do not lower case)

Category -

m Purpose/

Close Goals

Auto Default on Plan screen

Treatment
Default
Auto Default on Treatment screen
CPT Code .
Status Active -

4. When you are finished entering data, click Save.
5. Select the Close button.

2.3.3 Edit a Treatment

1. Select Administration > Treatment Configuration > Treatments.
2. Click the Edit button.

" £ Bristing Trestment N |
.E‘J Description Electrical Stimulation
Save Print as entered (do not lower case)
Category Adjunctive Therapy .
m Purpose/ 10 reduce muscle spasms and pan
Close Goals

7! Auto Default on Pfan screen

Treatment 80-120 freq @ 25volts
Default )

/| Auto Default on Treatment screen
CPT Code 97104/EMS - Electncal Muscie Stimulatiom -

Status Active -

3. When finished, select Save.
4. Select the Close button.

2.4 Treatment Areas

Treatment configurations give you the ability to change the order in which treatment areas show up to easier access the areas you
perform treatments on in your office. You also have the ability to create new treatment areas that are not already defined in the

system and edit pre-existing and created treatment areas within the system.



2.4.1 Changing the Order of Treatment Areas

1. Select Administration > Treatments > Treatment Areas.

2. Limit the list to a specific category and then highlight the treatment. Click the Up or Down button to move the treatment area to
the desired location.

4, Treatment Sreas @
Calagory . | -|
ﬁ Treatmeant Group Category Sequence il
o | e T N T |
— |[CD Cervical Spine 2 [
c1 Cervical Spine 3
e G2 Gervical Spine <
o} Gervical Spine 5
4 Cervical Spine i
Edit Ch Cervical Spine 7
GB Gervical Spine g
(o Gervical Spine g
? Thorace Thoracic Spine 10
Ve T Thoracic Spine 1
T2 Thoracic Spine 12
Dizawn T3 Thoracic Spine 13
| Ta Thearaarsie: Znine 14

3. Click the Close button

2.4.2 Create a Treatment Area

1. Select Administration > Treatment Configuration > Treatment Area.
2. Click the New button.

Tip: All fields need to be filled in to create a treatment area.

3. Enter the Area.

4. Select the Category from the drop down menu.
5. Select the Group.

6. Choose a Status.



o Edit Existing Treatment Area 7

LIJI Area Cervical

Save Category Spine v
Group: Cervical v
m Print as entered (do not lower case)
Close Status: Active -
Region: 1 1 Cervical
2 Thoracic
3 Lumbar

4 Sacro, Pelvis, lllum, etc
5 Occiput, cranial bones, etc.

7. If a region needs to be chosen because you are linked with a billing system then do so.
8. Click Save.
9. Click Close.

2.4.3 Edit a Treatment Area

1. Select Administration > Treatment Configuration > Treatment Area.
2. Highlight a treatment area and click Edit.

3. Make the necessary changes in the window similar to the one shown below and click Save.

Tj Edit Existing Treatment Area R =
| Ly Area: Cervical
L J
Save Category: Spine S
— Group: Cervical v
m Print as entered (do not lower case)
Close Status Active v
Region: 1 1 Cervical
2 Thoracic
3 Lumbar
4 Sacro, Pelvis, llluim, etc.
5 Occiput, cranial bones, etc.

4. Select the Close button.

2.5 Backup/Restore Configuration




Warning: The software backup function is vital to the successful use of the program. If you have any trouble or need assistance
with the backup or system restore, please call 800-642-6082.

1. Select Administration > System Configuration > Backup/Restore.

‘": Beckup / Reslonw —15*“—,!

L Plezse provade a palh 1o a loldse thal you wash (o backup your
;_J ChiroWrite information 0. Sclworx recomends that you pesform a
Save backup of your data daily and place it on external meda such as a
CD, DVD or taps

B Naote: Tha packup file will be named
ChaolWnte_hackup_ YYYY_MM_DD_HH_MM_SS_AMPM dmp

Close
(2T L AN GIE SOFFICE-PCICS U sers PubbicProgram Fss\Softwone Solutions\Cr g
Hackup
Restors

2. A default path is displayed. If you want to save or restore to or from an alternate location, click the Browse button and navigate to

the proper location.

3. Select either the Backup or the Restore button.
4. Click Save.
5. Select the Close button.

3.0 Menu ltems

The menu items located on the top toolbar of the ChiroWrite program are outlined in this chapter. Each topic is broken down into

sub chapters to better assist you in searching for a specific topic.

3.7 File Menu

The file menu allows you the opportunity to change your system passwords, set the preferences, and performing imports and

exports in the system.

3.1.1 Change Password

1. Select File > Change Password.



u=' PasswordChange i|@

E Old Password:

Close New Password:

Verify Password:
Update
Pass

2. Enter the old password.

3. Enter the new password.

4. Re-enter the new password for verification purposes.
5. Click the Update Pass button.

6. Click Close.

3.1.2 Preferences

1. Select File > Preferences.

.o:’ Preferences _ -
Ly | Note: Color scheme changes take effect the next time you
‘ logon
Save | Color Scheme: SummerDay -
X
Close

2. Select the color scheme you prefer for the ChiroWrite program.

Note: The color scheme will not take effect until after you log back into the system.

The color scheme choices are:

o Autumn Burst
. Storm Clouds
o Summer Days
o Summer Night

3. After you have made your selection, click Save.

4. Choose Close.



3.1.3 Import

1. Select File > Import.
2. Choose the system that you are importing from and follow the on screen instructions. The ChiroWrite system allows the following

programs to import data into it:

o Clinic Essentials
o Eclipse

o Ezbis

o Genius

. MediSoft

) LinkRunner

. PMP

o InPhase

3.1.4 Export

1. Select File > Eclipse > Billing.

2. Follow the instruction prompts to export your data from the Eclipse system.

3.2 Administration

Any configuration or customization in ChiroWrite takes place under the Administration section.

3.2.1 WorxFlow

ChiroWrite provides a unique workflow engine, WorxFlow, which allows the doctor to configure the order that the examination and

SOAP screens appear while also allowing for the creation of WorxFlow.

If you have a certain group of tests that you would perform for a knee injury and another set of tests for patients with back problems
you could configure multiple WorxFlows so that a particular group of tests are available for that particular type of injury instead of all

the default tests. This customizable feature reduces the number of items that you go through to complete the examination.



3.2.1.1 Create a New WorxFlow

Warning: If you want to create a new WorxFlow please do so carefully or contact technical support for assistance at
800-642-6082. Please do not change the Standard Template or the SOAP Template try to create a new WorxFlows as you could

severely damage your system.

1. Select Administration > WorxFlow.

" Wondlows 7 = |
m Sequence  Name
1 Standard Template
| Chse | 5 SOAP
3 Detailed Template
Mewr 4 Spinal Exam
5 Outcome Assassment
G SOAP Light
Edit 7 Softwon
i Test Workflow
9 D .G Test
,Q 10 Test
Up n Knes Exam
Down
Screens

2. Select the New button.

i

' Wonflow Categones

m Voexfiow Name:

Close Selected Avadable
Sequence Category Name Category Name
Car Accident
Daily Living Assesment
Dr GExam
Exam
€  examl
X Examinaton
g Finalizo
& Knee Exam
Knoe Tests
| Light
L} Lumbar Tests
L Medical History
{"' Mensurabon Circumferential
Muscle Testing (Kendall's) -

3. Type in a WorxFlow name.
4. Click the Close button.
5. Select the WorxFlow from the list and Click the Edit button.



8. Click the close button.



" Woeflow Categones v @
m Worxfiow Name Example

Close Selecied Available
Sequence Category Name Category Name

1 lBample Dty Living Assesment
New Dr.GExam
Exam
exam]
Edit Q Examination
Finakze
Knee Exam
B Knoo Tosts
Light
Lumbar Tests
Mensuration Circumferential
Muscie Testng (Kendal's)
Neck Disabity index
Neurological Testing

Salls

3

9. Select the category and click the edit button.

10. Select a screen from the available windows and use the left and right arrows to move things in and out of the WorxFlow.

.-. ‘Wondiow Category fems 5 E
E Category Mame Example

Chose Sedected Windows Avaitable Windows
Sequance  Hem Mama Itesrm Marme

Ambulation

Assessment

Body Piciure

Cenncal Spine
‘Q ¢ Cendcal Spine Picture
P Changing Degres Of Pain
Charges
Communication
Concenirabon
Deagnagis
Dragnosbc Requests
Diming
Exam Custom 1 -

\

| Dipam |

Inern Description

11. You can move items up or down in the list, if needed, using the Up and Down arrows.

12. Close out of ChiroWrite to see changes you have made to the WorxFlows.

3.2.1.2 Edit an Existing WorxFlow

The ChiroWrite program allows you to customize the order of the Worxflows. You can also add, edit, remove, or move the

categories in a Worxflow to meet your needs. Please only edit Worxflows you have created or the Spinal Exam Template only!

Warning: If you want to create a new WorxFlow please do so carefully or contact technical support for assistance at
800-642-6082. Please do not change the Standard Template or the SOAP Template try to create a new WorxFlows as you could
severely damage your system.



1. Select Administration > WorxFlow.

2. Select the Edit button.




4. Select a screen from the available windows and use the left and right arrows to move things in and out of the WorxFlow.

..-. ‘Wondiow Cstegory lems ¥ E

E Category Mame Examphe

Close Sedected Windows Avaitable Windows
Sequance  Hem Mama Itesrm Marme
Ambulation
Assessment
Body Piciure
) Cenncal Spine
‘Q ¢ Cendcal Spine Picture
P Changing Degres Of Pain
l Charges
Communication
Concenration
Dragidsis
Dragnosbc Requests
Diming
Exam Custom 1 -

\

| Dipam |

Inern Description

5. You can move items up or down in the list, if needed, using the Up and Down arrows.

6. Close out of ChiroWrite to see changes you have made to the WorxFlows.

3.2.1.3 Changing the Order of the WorxFlow

The WorxFlow system comes with several predefined WorxFlows. The steps outlined below will assist you in changing the order of

the WorxFlows to organize them as you wish them to appear.

1. Select Administration > WorxFlow from the top menu bar.

3 Wondlows T—v
ﬁ Sequence Name
o) Standard Templatc
i SOAP

Detailed Template
Spinal Exam

Outcome Assessment
Tesl Flow A

1
2
3
4
A
6
ot

2. Highlight the name of the WorxFlow and select the Up or Down buttons to change the order.
3. Click the Close button when finished.



3.2.1. 4 Add an Existing Category to the WorxFlow

Each WorxFlow is made up of one or more categories. The WorxFlow system comes with predefined WorxFlows that are
comprised of multiple categories. The steps outlined below will assist you with adding an existing category to one of the

WorxFlows in the system.

1. Select Administration > WorxFlow

2. Highlight the WorxFlow and click Edit to launch the WorxFlow Categories.

7= Wanflow Categeries R ===

m Wondioe Name Lumbar Exam

Closs Sedecled Aiifzsie
Sequencea  Category Mames Category Name *
Diaily Living Assesmsnt
s Exam
Exam A
Frarmingtion F
Edit {:] Finakze
Knes Tasts

Lismbar Tesls
ib Mensuration Circumfersntial
Mizale Teshng (Kendsl's)

I & | Mechk Disablity Index
2 Meaurclogical Testing
Orthapesdc Evaluslion
Oiswastry Low Back
DChonwn Pafiant Compiaints -

3. Highlight a Category name on the right side under the Available window and click the Left arrow to move it to the Selected
window.

4. Click Close when finished. Any changes made will be automatically saved.

3.2.1.5 Edit an Existing Category to a WorxFlow

Each WorxFlow is made up of one or more categories. The WorxFlow system comes with predefined WorxFlows that are
comprised of multiple categories. The steps outlined below will assist you with adding an existing category to one of the

WorxFlows in the system.

1. Select Administration > WorxFlow
2. Highlight the WorxFlow and click Edit to launch the WorxFlow Categories.



o= Wanflow Categories

m Wondioe Name Lumbar Exam
Cloza Sedected Mvatilkle
Sequencea  Category Mames Category Name *
Diaily Living Assesmsnt
s Exam
Exam A
[ Frarmination 3
Edit * Finakze
Knes Tasts

Lismbar Tesls
* Mensuration Circumfersntial
Mizale Teshng (Kendsl's)
Mexck Disablity Index
Meaurclogical Testing
Orthapesdc Evaluslion
Oiswastry Low Back
DChonwn Pafiant Compiaints -

3. Highlight a Category name on the right side under the Available window and click the Left arrow to move it to the Selected
window.

4. Click Close when finished. Any changes made will be automatically saved.

3.2.1.6 Remove a Category from the WorxFlow

The WorxFlow system comes with seven predefined WorxFlows that are comprised of multiple categories. The steps outlined

below will assist you with removing a category from one of the seven WorxFlows in the system.

1. Select Administration > WorxFlow from the top menu bar.

2. Highlight the WorxFlow and click Edit. On the left panel of the Edit screen is the list of categories for the selected WorxFlow.

! Warflow Categeries e
ﬂ Wondfioe Name Lumbar Exam
Cloza Sedected Myaitabie
Sequence  Category Marms Category Name n
1 Exam Ciaily Living Assesment
s 2 Knee Tesls Exarm A
3 Mensuration Circumnfierential Examination
Finalze |
Edit Lwmbar Tests 1
Muscla Tasting (Kendal's)
Meck Disatulity Index
Meurclogical Testing
Oirthapete Evalisation
I = | Diswestry Low Back
._,IQ;: Patient Complaints
Pictures
e‘ Pictures
Do Pictures -

3. Highlight a Category from under the Selected window on the left side and click the Right Arrow to move the item back to the

Available window on the right.

4. Click Close and any changes made will be automatically saved.




3.2.1.7 Creating a New Category from the WorxFlow

The WorxFlow system comes with seven predefined WorxFlows that are comprised of multiple categories. The steps outlined

below will assist you with creating a new category for your WorxFlow system.

1. Select Administration > WorxFlow from the top menu bar.

2. Highlight a WorxFlow and select the Edit button to display the WorxFlow categories.
3. Click the New button.

4. Type a Category Name in the specified box as shown below.

o el Categary Terms =
ﬂ Category Mame: Bckility
Close Selagied Wrdoes Bailabe Windows
Sequence  lem Name Iezm Warme:
After Impact i
Armbulalion
Aussegsmenl
~ Body Piclure
- €5 | Car Accident

Cervical Spine

5 ] Carvical Spires Pictune
Crowen = | Changing Degres OF Pain

- Changes

Gommianication

Compleinls

Concentration
Dizgnosis
Diagnostc Requests -

Itam Description:

5. The next step is to move items from the Available windows to the Selected Windows column. Click the Left or Right arrows to

move items back and forth under the columns. You can also change the order of items under the Selected Window, by clicking the
Up or Down buttons.

6. Click Close. Any changes will be made automatically.

3.2.1.8 Move the Order of an Item within a Category

The WorxFlow system comes with predefined WorxFlows that are comprised of multiple categories. The steps outlined below will
assist you with changing the order of the categories listed for a particular WorxFlow.

1. Select Administration > WorxFlow from the top menu bar.



o= Wanflow Categories

ﬁ Wondfioe Name

Cloza Selecled

Sequenca  Category Mames

Lumbar Exam

1 Exam
s 2 Kriee Tesls
3 Mensuration Circumnfierential

Edit

Up

Do

Aovaitaide
Category Namea
Ciaily Living Assesment
Exarm A
Examination
Finalze
Lumbar Tests
Muscla Tasting (Kendal's)
Meck Disabdity Index
Meurclogical Testing
Oirthapete Evalisation
Diswestry Low Back
Patiant Complaints
Piclures
Pictures
Pictures

2. Highlight the appropriate Category then click the Up or Down arrow to move the items.

3. Click Close.

3.2.1.9 Edit WorxFlow Screen Name

The WorxFlow screen names can be changed on an as needed basis.

1. Select Administration > WorxFlow.

& Wil
E Sequence  MName
. 1 Standard Temnplats
Do | B SOMP
k| Derimlend Terngdain
] L Spinal Exam
5 Chicome Assessrment
8 SOAP Light
Edit 7 SoBWOT
] Tt Workdiow
] D G Test
ﬂ. Lt Tt
g 1 s Exmmi
T 12 Exampie
Cvpam
SHeNE

2. Click on the Screens button.

3. Select a screen to change the name of and click the Edit button.

.l.' FSereeny

Safiedd
FOM Lisnbas
Close FOM Shoulder
RO Wnst
Ssoroliac Tast
Slf CaraHygere
Seousl Funcion
Sitting
Shaep
Slaeping
Shaapandg

Eclt

SOMP Custom 2
S0AP Custom 3

EAD Fyreirems | ke




4. Type in a new screen name.

Ly Warning: You are changing workflow screen names
Save Name ISOAP Custom

Close

5. Click Save.
6. Select Close, when finished.

Note: You must exit ChiroWrite for changes to take effect

Now changes can be seen in the WorxFlow.

£ Crciate < s Ware

Patiet  Bruce Wayne

2 < 1 — J What's New? N\ \/’\-
]J 4 h_) e -‘, / [ &% ::::.: 280 Last Vet 20000 —— What's New \: 8
Brwce Woywe X

2048 *| SOAP Custom 1 H-oYEv & 6202012 -=» ©

SOAP s
Subpectve
Coec tve irderornal Tost
Assessment

|F i UE
Pan . ‘
Tocay's Treatmenss
Charges
Dagnoss
[SOAP Cussom 1 |

3.2.2 Billing Codes

Create and edit customized Billing Codes for use in your practice and also add, edit, map and move categories within the Billing
Codes.

3.2.2.1 Create a New Billing Code

1. Select Administration > Billing Codes.



*/ Bitng Cades v e
m Type: Bding .

Close Code Altlernate Code  Descrption Status Typo

90040 REX Re-Exam Actve Bing

90015 NPE New Patent Exam Detaded HistoryEx Active Biling

New 97014 1 Interferential Actve Biling

97104 EMS Electncal Muscle Stmulsbom Actve Bding

2000 cc Cervical Collar Actve Bilng

: 97010 ThermotherapyPacks Actve Biling

B 97012 Mechanical Traction Actve Biling

97014 EMS/ntecforential Actve Biling

97018 Paraffin Bath Actve Bilng

97063 lontophoresss Actve Bilng

Catagory 97035 Ultrasound P/C Actve Bilng

97124 Deep Muscle Therapy Actve Biling

= 97140 Manual Therapy Techmques Actve Bilng

p:c;‘;‘ 97530 Therapeutc Exercises - Rehab Actve Baling

98940 Manpulation/1 to 2 Regons Actove Bing

2. Click New.
3. Enter a Code.

4. Enter an Alternate Code

Note: The alternate code is used to link to certain external billing systems. If you are linked to an external billing system, generally

billing codes will be added there and NOT in ChiroWrite. Eclipse users will edit in ChiroWrite.

5. Enter a Description.

s Edit Existing CPT Code )
Lﬂ' Code 97104 7 Taxable
Save Alternate Code: EMS
] Description Electrical Muscle Stmulatiom
m Type Biling -
| Close | suas Active &

6. Click Save.

7. Select Close.

3.2.2.2 Edit a Billing Code

1. Select Administration > Billing Codes.

2. Click Edit and make the necessary changes.

o7 Eda Existing CPT Code ) ‘;
l_l)l Code 97104 7! Taxable
‘ Save Alternate Code: EMS
. Description Electrical Muscle Stimulatiom
Type Biling -
Close Status Active -

3. Click Save.




4. Select Close.

Tip: If using an external billing system, generally billing codes will be edited there and NOT in ChiroWrite. Eclipse users will edit in
ChiroWrite.

3.2.2.3 Add a CPT Category

1. Select Administration > Billing Codes.
2. Click the Category button.

3. Click the New button and enter the description in the text window.

"o Add New CPT Category 7 e

Ly I Description: Test 5

Save

[

Close

4. Select Save.

5. Choose Close.

3.2.2.4 Map a Category

1. Select Administration > Billing Codes.
2. Choose the Category button.
3. Click the Mapping button to display the CPT Category window.

'Ju, CPT Categones 7 ﬁ"
Dascnpbon
ﬂ Medicare

Close Blue Cross

Cash

Edn
Mapgping

Up

DI:W“

4. Select a code to highlight under the Available Types window to the right. Click the Left Arrow to move the item to the Selected



Types window on the left side. If you need to move an item back to the right, highlight the item and click the Right Arrow to move it
back to the right column. You can also put the codes into any order you select by using your Up and Down arrows on the left side of

the window.

Category Cash
Ciose Selecied Types Available Types
Code Descriphon Code Descripton
97010 Thermotherapy Packs S001S/NPE New Patent Exam Detaded History
97014 EMS/interferental B0040REX Re-Exam
97012 Mechanical Tracbon
Q 970141 Interferental
@ 97018 Paraffin Bath
Up Q 97033 lontophoress
97035 Ultrasound P/C
Crm;-n ST14EMS Electrical Muscle Stmuatiom
9n24 Deep Muscle Therapy
97140 Manual Therapy Techniques
97530 Therapeutc Exercises - Rehab
98940 Manpulaton/1 to 2 Regions
48941 Manpuiabon/3 to 4 Regions
48942 Manspualbons Regions
98943 ManpulationExtrematy -

5. Click Close when finished making changes. Any changes made will be save automatically.

3.2.2.5 Edit a Category to a CPT Code

1. Select Administration > Billing Codes.

2. Highlight the code and click the Category button.

v, B&dng Codes .' EQ
m Type: Bding -

Closs Code Allernate Code  Descrption Status Type

90040 REX Re-Exam Actve Biling

90015 NPE New Patent Exam Detaded HistoryEx Actve Biling

New 97014 | Interferential Actve Biling

97104 EMS Electncal Muscle Stmulstom Actve Biling

96070 cC Cervical Collar Actve Bing

’ 97010 ThermotherapyPacks Actve Bilng

G 97012 Mechanical Tracton Actve Biling

97014 EMSintecfarential Actve Biling

ams Paraffin Bath Actve Bilng

97033 lontophoreses Actve Bilng

Cadegory 9035 Ultrasound P/C Actve Bilng
97124 Deep Muscle Therapy Actve Biling

= 97140 Manual Therapy Techmques Actve Bilng
pl'c;';‘ 97530 Therapeutc Exsecisas - Rehab Actve  Biling

98940 Manpulation/1 to 2 Regons Actve Bilng

3. Highlight the Description and click the Edit button.
4. Enter a new description.

5. Select Save.

6. Choose Close.



3.2.2.6 Move a Category

1. Select Administration > Billing Codes.
2. Highlight a code and click the Category button.

3. Click the Up or Down to move the categories to the order that you want them to appear.

f : CPT Categories J ﬁl-'

Dascnpbion
ﬂ Madicars
|| Close Blwes Cross
. | Cash

[t
Edn
Mapgping

3

Up

1| Dowm

4. Click Close.

3.2.3 Case Types

The following section will assist you in the steps to create and/or edit a case type within the ChiroWrite program.

3.2.3.1 Create a New Case Type

1. Select Administration > Case Type.
2. Click New and type a new description for the Case Type.

3. You can also add a custom picture by clicking the Browse button to find the picture and click Open.

Note: This option is usually left blank. Please contact technical support at 1-800-642-6082 if you wish to use this feature.

#- Add New Case Type L ==
Ly Description:  Tesy
Custom

| Save | piotyre Path:  WANGIESOFFICE-PCICS\Users\AngiesOffice\Desktop\My C| u

X

Close




4. When you are finished, click Save.

5. Select Close.

3.2.3.2 Edit a Case Type

1. Select Administration > Case Type.
2. Highlight the case type and click Edit.
3. Enter a new description.

4. You can also add a custom picture by clicking the Browse button to find the picture and click Open.

Note: This option is usually left blank. Please contact technical support at 1-800-642-6082 if you wish to use this feature.

u Edit Existing Case Type [ e

Ly Description Lower Back

Custom - . 3
Picture Path: “ANGIESOFFICE-PC\C$\Users\AngiesOffice\Desktop'My C| ’

5. When you are finished, click Save.

6. Select Close.

3.2.4 Contacts

The Contacts section allows the user to create contacts within the system. The contacts can be created for any person or

organization, but they typically are comprised of Insurance and Referral contacts.

3.2.4.1 Create an Insurance Contact

1. Select Administration > Contacts > Insurance.

2. Click the New button and enter the contact information for the Insurance company.

Tip: The Name Field is required to add a contact.



o) Edit EBxasting [nsurance (% !@

Ly Name: Blue Cross Blue Shield
—
Save Address Line 1: 110 Main Street

Address Line 2. PO Box 3345

m City Phoenix

Close

State: AZ =

ZIP 90000

Phone 1 (800) 334-3343 Ext:
Phone 2 (800) 334-3344 Ext:
Fax 1 (800) 334-111

Fax 2: )

3. When you are finished, click Save.

4, Select Close.

3.2.4.2 Edit an Insurance Contact

1. Select Administration > Insurance > Contacts.

2. Highlight the Insurance Company and click the Edit button.

3. Make any necessary changes to the contact information and click Save when you are finished.
4. Click Close.

3.2.4.3 Create a Referral Contact

1. Select Administration > Contacts > Referrals.

2. Click the New button and add the necessary Referral information.

Tip: The Name Field is required to add a Referral.

=' Add New Referrals ¥
LA Title: Dr. -
L:\:i First Name: Gwain
| LastName Zarbuck
m Address Line 1. 3342 Springfield Avenue
L ks | Address Line 2:
City: Urbana
State: IL =
ZIP: 61302
Phone 1: (217) 384-2200 Ext:
Phone 2: CJ_- Ext.:
Fax 1: -

Fax 2 -




3. When you are finished, click Save.
4. Select Close.

3.2.4.4 Edit a Referral Contact

1. Select Administration > Contacts > Referrals.
2. Choose the contact and click Edit.

3. Make the necessary changes.

4. When you are finished, click Save.

5. Select Close.

3.2.5 Custom Screens

Creating custom buttons in your exam or your soap workflow can help you say additional things in the ChiroWrite notes you
produce. They are perfect for adding tests or treatments that you perform in your office that we may not have a specific place in our
screens for you to put them. This is also convenient for you to say exactly what you want to say with just the click of a button. This
section will show you where to go to create these buttons and how to go about creating them in your system. Learn more about the

custom buttons by watching the Custom Buttons Drag and Drop Feature video.

3.2.5.1 Exam Custom

1. Administration > Custom Screens > Exam Custom 1, 2 or 3.
2. After selecting which Exam Custom screen we are going to place buttons in click Edit.
3. You will be presented with a screen with empty buttons or possibly buttons that you have already entered into the system.
4. Select an empty button to begin entering information and you will be presented with the screen below.
r-_‘ Custom Buttom Optices L -!3'-,1
Ly Button Text Test XYZ
g—J Button Color Lme -
Save -
Print In Cervical -
m / Allow editing of the Phrase when selected (Chck here if you
Close may want 10 modify the selected phrase when used kater)
Phrase Test XYZ was ““result”positive“negative™
Remove f
Available Vanables

First Name <FustName>
First & Last Name <k
Title & Last Name

His/MHer (upper case)
He/She (upper case) <He/She>
his/her (lower case) =
he/she (lower case)

him/her (lower case)




5. Select the text for your button to let you know what it is for.

6. Select a color for your button to show up as.

7. Select a section of the exam that you want your button to print in.

8. Check the check box if you would like to be able to edit the text when the button is used later.

9. Enter a sentence, phrase or paragraph for what you would like to print out when this button is selected. You can use the variables
showed below to assist you as well as using the list and number formats to have the system ask you for additional information.

10. Select Save, which finished.

11. Click Close.

3.2.5.2 SOAP Custom

1. Administration > Custom Screens > SOAP Custom, SOAP Custom 2 or 3.
2. After selecting which SOAP Custom screen we are going to place buttons in click Edit.
3. You will be presented with a screen with empty buttons or possibly buttons that you have already entered into the system.

4. Select an empty button to begin entering information and you will be presented with the screen below.

[ Custom Button Options & S|
Ly Button Text inferential Test
| ;J—! Button Color Lime >,
- Prnt in Today's Treatments Y.
m 7 Allow editing of the Phrase when selected (Click here d you
Close may want 1o moddy the selected phrase when used [ater)
Phrase Today, <TwlelLastName> recenved inferential treatments on <his/her>

“Mlocation"neck neck and nght shoulder neck and left shoulder™neck |
and upper back™ upper back and left shoudler™ upper back and nght
shoulder™ upper and mid back™cenacal, thoracic, lumbar and sacrum
cervical, thoracic, lumbar, sacrum and pelvs™

Remove

Available Variables

Fst Name
First & Last Name
Ttle & Last Name

him/her (lower case)

<FirsiName>

<FirstLastName>

<Titlel astName>

His/Her (upper case) <HsHer>
He/She (upper case) <He/She>
his/her (lower case) <hs/her>
he/she (lower case) <he/she>
<hem/her>

5. Select the text for your button to let you know what it is for.

6. Select a color for your button to show up as.

7. Select a section of the exam that you want your button to print in.

8. Check the check box if you would like to be able to edit the text when the button is used later.

9. Enter a sentence, phrase or paragraph for what you would like to print out when this button is selected. You can use the variables
showed below to assist you as well as using the list and number formats to have the system ask you for additional information.

10. Select Save, which finished.

11. Click Close.

Review the SOAP Custom Video for additional information.




3.2.5.3 SOAP Custom Light

1. Administration > Custom Screens > SOAP Custom Light.
2. After selecting the SOAP Custom Light screen in click Edit.

3. You will be presented with a screen with the buttons already filled out. However, you can make changes to these as needed.

. (wmknofa-mv(mtlm v @
(X | o (Ceveat || Covedl Trgger || Genvcal ROM ||\ Subkixaions || Subjectve Misc
Close

i orsora | Thordeic Trae (| Thoracc ROM Fecations Objectve Misc
Spons. || | tmber || tomter T || e ([ omar | Ao
‘;‘;::;:’f i | Secral Tegger || Sacral ROM ‘“;:"" Pian Misc
e | o, | [

soora | e, | e (| asovne (Ao

s [, [ (B e

DLA i Socral Sweling || SacWNL || Pun - Change

Hyperioncity

4. Select a button to begin entering or editing information and you will be presented with the screen below.

-

) Custom Button Options ¥ s
Ly Button Text inferental Test
‘ S.;;! Button Color B Lime v |
= Prnt in Today's Treatments v
‘ B 7 Allow editing of the Phrase when selected (Click here i you
Close may want 1o moddy the selected phrase when used [ater)
Phrase Today, <TwlelLastName> recenved inferential treatments on <his/her>

““location"neck neck and nght shoulder“neck and left shoulder™neck
and upper back™ upper back and left shoudler™ upper back and nght
shoulder™ upper and mid back™cenacal, thoracic, lumbar and sacrum™
cemvical, thoracic, lumbar, sacrum and pevs™

Remove

Available Variables
Fst Name
First & Last Name
Tale & Last Name

His/Her (upper case) <HsHer>

He/She (upper case) <He/She>

his/her (lower case) <hs/her>

he/she (lower case) <he/she> |
him/her (lower case) <hwm/her> |

5. Select the text for your button to let you know what it is for.
6. Select a color for your button to show up as.
7. Select a section of the exam that you want your button to print in.

8. Check the check box if you would like to be able to edit the text when the button is used later.



9. Enter a sentence, phrase or paragraph for what you would like to print out when this button is selected. You can use the variables

showed below to assist you as well as using the list and number formats to have the system ask you for additional information.
10. Select Save, which finished.

11. Click Close.

More information can be found by watching the SOAP Custom Light Video.

3.2.6 Disciplines

The Discipline function allows you to create and edit the Disciplines and Disciplines Areas, as well as, the Discipline Area Options.

The Configuration types can also be created and edited in this option.

3.2.6.1 Create a Discipline

1. Select Administration > Disciplines.
.I_ Drsovplenes b E

i Dhscipling
H  crreesssssssssssss———

Cloga

Edit

Config
Typas

. Select New and enter the Discipline description.
. Click the Browse button to search for the image and select Open.

. When you are finished, click Save.

a A~ ODN

. Select Close.

3.2.6.2 Edit a Discipline

1. Select Administration > Disciplines.

2. Highlight the Discipline and click Edit to make the necessary changes.
3. When finished, click Save.

4. Select Close.



3.2.6.3 Create a New Discipline Area

1. Select Administration > Disciplines.

2. Highlight the Discipline and click the Areas button.
3. The Discipline Areas window will appear. Click New.
4. Enter an Area/Description.

5. Enter a Tooltip.

6. Select the Status as either Active or Inactive.

i

o Edit Existing [rnage Anza

Discipline: Charopractic

Ly
'—J Area |

Save Description:

7 Coordinates 1
u Tooltip Constipation

Clogs:

Constipation

Slalus: Active -

Tip: The Area/Description field is the minimum requirement for a discipline to be created. Please do not make any changes to the

coordinates area. If you make changes it will cause critical system malfunctions.

7. Click Save.

8. Select Close.

3.2.6.4 Edit a Discipline Area

1. Select Administration > Disciplines.
2. Highlight the Discipline and click the Areas button and the window below will appear.

3. The Discipline Areas window will appear. Highlight the area and click the Edit button.

Warning: Please do not make any changes to the coordinates area. If you make changes it will cause critical system malfunctions.

4. Edit the Area/Description.
5. Edit the Tooltip.
6. Change the Status.



<L Edlit Existing Image Arsa =

i Discapline: Chiropractic
—J' Area !
Save Deseription Abdomen

Coordinates 714,159, 712,166 683, 203,674 201 672 218 694,221,738 221 760

o
]
]

Tooltip: Abdomen

Stalus: -

7. Click Save.
8. Select Close.

3.2.6.5 Create a Discipline Area Option

1. Select Administration > Disciplines.

2. Highlight the Discipline and click Areas.
3. Select an area and click Area Options.
4. Click New to add a new area option.

5. Select an Option Type. The system has the following predefined options:

o Pallative

o Provocative
o Quality

o Radiating

o Timing

. Side Effects
) Specifics

6. Specify an Option name.

o Add Mew Area Option T'IE‘
[ . Discapline Charopractic
a_J Area Diarrhvea
Save
Option Type '
u Option MName
Close
7. Click Save.

8. Select Close.

3.2.6.6 Edit a Discipline Area Option

1. Select Administration > Disciplines.
2. Highlight the Discipline and click Areas.
3. Select an area and click Area Options.

4. Click Edit to make changes to an existing new area option.



= Ede Eastng Area Opticn e |
Ly Disciphne Chiroprachic
‘—J Area Abdomen
Save
Option Type: | Pallative -
m Option Name:  Palatve
Close
7. Click Save.

8. Select Close.

3.2.6.7 Create the Discipline Area Option Types

1. Select Administration > Disciplines.

2. Highlight the Discipline and click Areas.

3. Select an area and click Area Options.

4. Click Option Types.

5. In order to move items from the Available Types to the Selected Types, highlight the item in the right window and click the Left or
Right arrows to move the items back and forth. If you want to change the order of the Selected Types, highlight the item in the left

column and click the Up or Down arrows to arrange the items.

.'.- Options Types T E‘
] Discipline Chiropractc
m Aoy Abdomean
Clese
Ciplion: Side Effects =
Selacted Types (Limil 20 items) Axalable Types
Sequence Type Typa
1 Bloating Buming
= 2 Brumsing Buzning n Ears
"Q 3 Constpabon Choking
Up | 4 Dsarrhes C' Decreased ROM
5 Mlansen Desap Ereathing
DT & Paresthessa ID Dhzamness
~ r Fagecety Grinchng
8 Skan Changes Increagsad Sensitnaty
9 Vomiling Inflamirmatson
Locking
Loss of Balancs
Mumbnass
Tithar

6. Select Close. Any changes you make will be automatically saved.

3.2.6.8 Create a Config Type

1. Select Administration > Disciplines.
2. Highlight the Discipline you want to configure and click Config Types.

3. Click the New button and the following window will appear.



ol A M Dplion Type Tl

ﬂ Option. r
Save Lrescniplicn
Pt 1
Frint 2
B Print i

4. Select an option from the predefined list which includes the following:

o Pallative

o Provocative
. Quality

) Radiating

o Timing

. Side Effects
) Specifics

5. Enter a description.

6. Enter the appropriate description in the Print 1, 2, and/or 3 boxes.
7. Select Save.

8. Click Close.

3.2.6.9 Edit a Config Type

1. Select Administration > Disciplines.
2. Highlight the Discipline you want to configure and click Config Types.

3. Highlight the item and click the Edit button and a window similar to the one shown below will appear.

o Jragedption Types _'I"F_IIE

ﬁ Typa Diescrition

Closa Palatvs Chiropractic =
Palatve Heaat
Palalwse lezes
Palates Knees to Chest

hesar Palates Laying an left side
Palalwe Laying an righl side
Palates: Leaning Left

Edit Palatws Leaning Right
Palalws Lying Do
Palates Medication
Palatws Moithing
Palales Rangs: OF Molion
Palatwes Resting

Gopy Tal | Palatws Sitting

Pl Slanding
Palates Stretching
Halatvs et
Provocialive Bending
Provocative Bowsl Movements
Prowncative Baght | ights
Provocative Chewing u

4. Make the necessary changes and click Save.

5. Select Close.



3.2.6.10 Copy to Config Type

1. Select Administration > Disciplines.
2. Highlight the Discipline you want to configure and click Config Types.

3. Select the Copy To button and the discipline areas window appears.

4. Highlight the discipline area and click the Copy button.
5. Click Close.

3.2.7 Diagnostic Codes

Create and edit customized Diagnostic Codes for use in your practice and also add, edit, map and move categories within the

Diagnostic Codes.

3.2.7.1 Create New Diagnostic Codes

1. Select Administration > Diagnostic Codes.

w7 Disgnostic Codes o ==
Code Description
m 300 Andety
Close 307.81 Tension Headache
310.2 Post Concussion Syndrom
3379 Arm Neuropathy
New 5 Median nerve compression
346 Migraine
3469 Migraine
Edit 3489 Cephalgia Magraine NOS Unspecified
5 Bell's Palsy
3538 Intercostal Neuntis
354 Carpal Tunnel Syndrome
D T rome
Category 3540 Carpal Tunnel Syndrome
3549 Elbow Neuntis/Neuraigia L R B
168 7 bin Nasptie Naralma
2. Click New.
| o' Add New Diagnostic Code 7 ||mim]
Y ! Code |
|
Save Description:

Status Active -

Enter a Code.

Enter a Description.



5. Click Save.
6. Select Close.

3.2.7.2 Edit Diagnostic Codes

1. Select Administration > Diagnostic Codes.

2. Click Edit.
(‘a7 Edit Existing Disgnostic Code >
L-JI Code 307.81|
éave Description:  Tension Headache
Status Active =
Close

3. Change a Code or Description or you can choose to make the option Inactive.
4. Click Save, when finished.

5. Select Close.

3.2.7.3 Add a Category for Diagnostic Codes

1. Select Administration > Diagnostic Codes.
2. Click the Category button.

3. Click the New button and enter the description in the text window.

a7 Add New Diagnosis Category (9 |[e3e)

Ly Description: |
L J

Save

X

Close

4. Select Save.
5. Choose Close.



3.2.7.4 Put Diagnostic Codes in Categories

1. Select Administration > Diagnostic Codes.

2. Choose the Category button.

3. Click the Mapping button to display the Diagnostic Category window.

4. Select a code to highlight under the Available Types window to the right. Click the Left Arrow to move the item to the Selected
Types window on the left side. If you need to move an item back to the right, highlight the item and click the Right Arrow to move it

back to the right column. You can also put the codes into any order you select by using your Up and Down arrows on the left side of

the window.
=7 Mapping &
m Category Cervical
Close Selected Types Available Types
Code Descnption Code Descniption
7391 Ceracal Region C110 C7 7202 Sacroiims
3469 Migraine 7213 Lumbar Lumbar Spondylosis (DSD)
7222 Cerncal Disc. Herniation 7216 DISH Disease
7224 Cerncal Disc. Degeneration Thinning Q 722 Re-injury of herniated Disc
7229 Cenncal Disc Syndrome 7221 Lumbar Disc Bulgng
Up 7232 Cerwcocranal Syndrome 0 7223 Schmorls Sprain/Strain
c_ | 7371 Cerncal Kyphosss/Hypolordosis 7122 52 Lumbar Disc Degeneration
Down 7226 Degeneration of mervertebral disc
7227 Intervertebral Disc Disorder with Myelpa
722 90 Unspecified region/disc disorder
m TL =7 "/'v AN ;-‘l-. XN M = NP mn WA A
7233 Cervico-Brachial Syndrome
7234 Brachial Neuritis
7235 Torticollis Unspectfied
7241 Pain-thoracic spine

5. Click Close when finished making changes. Any changes made will be save automatically.

3.2.8 Dynamic Options

Dynamic options are additional comments that can be associated with certain orthopedic tests. This section allows the user to enter
in comments that can be used for any patient and makes selection from a drop down box easy for the user. Sentences can be

entered in two different ways as shown below. Learn more about creating dynamic options by watching the Dynamic Notes for

Orthopedic Test Sections video.

Administration

1. Select Administration > Dynamic Options.



Scrwen: [Oytho. Convical Test =|
Ciose | | Cpsion LTLIEUT;:: Mervis Sequence
Carchd MR s and tnghnsg in thesr nght hand 1
Carvical COntho Thoracc Cutlel Tests
Mew Foramina 23<Todac Test _
Facarmanal Comp Lalt
Foramenal Comp Right
Gaorge's Test
Eat Jackson's Comp Both
Jackson's Comp Leh
Jacksan's Comp Right
Ramoves Khrs
Lhermitie™s Sign
O"Donoghue™s Left
O Donoghus™s Right
Up Shoulder Deprassion Both
5 Shoulder Depression Left
Dhereeny Shoulder Degpression Fight
' Solo Hall

2. Sentences can then be entered for each test by selecting a screen from the top, then selecting a specific test and clicking the

New button to enter in a new sentence to be used for that specific test. It's a good idea to have the sentence be as complete as

possible because it will be printing with other sentences in the report.

Entering on the Fly

PERGF /B ot e Q) G
~ Latern Ma " n ~
Vo eSS S e wp— e
Saofl Tasghwe " Ortho Cervical Test - 7S v S 5102012 -« e
or-scemd "] Page Page
Cravenation Donoghom s Left v -
pun's gt deg e
eorge’s Tast Vogave atve
{mtery i<
st Murm N yer
b NegEve .
Ny 3G
v actar " hanOe o~ Teane v
erceal Camjressor Vegatve -
wrarat Comp Left NeGve
- o © Neg I ) i ot s v |8
< Ve e Postve = *
So Lek Nepve F . -
oks gt Negwve n
s = e
Fenemite ¥ Negwrce M
LY N e . o A
: L) = ~

When on certain orthopedic test screens, you can use the drop down to find the sentence you are looking to add to your patient's

note or you can type whatever you would like to say in the box. ChiroWrite will save that sentence so that you are able to utilize it for

other patient's.

3.2.9 Education

1. Select Administration > Education.

The Patient Education section allows you to create links to specific reading material that might be useful to certain patients. It also

lets you link to certain reading material that you may already have on your computer. Learn more about using the patient education



section by watching the Patient Education video.

a Education % sl

Description Status

Arcgety Attacks Active
Close Asthma Active
Avandia Active

Azmacon Active

Bl Bells Palsey Active
Carpal Tunnel Active
Cholesteral Actve

Edit Drabeta (Glybunide) Active
Diabetes Mellitus Treatment Active

Fasting Blood Glucose Active

Migraine: Headache Active

Launch Photophobia Active

Clicking the New button will allow you to create a new education resource and clicking Edit will allow you to make changes to and

existing resource. Clicking the Launch button after selecting a resource will launch the resource you can take a look at it.

Resources can be setup by clicking the New button. A description of the resource will tell you what it is used for as well as the link
or path to where it is found. This can either be a website, online pdf or another document located on a computer in your office in a
shared folder. Key words is used in finding the document by ChiroWrite. A status of inactive will make the resource no longer usable

by the system. Think of it as discontinuing a resource.

(47 Edi Bxisting Education Resource |

LIII Description Diabeta (Glyburide)
Link/Path http://www.ncbi.nim nih.gov/pubmedhealth/PMH0000833/ 2]
Example: 724 2 low back tylenol

Key Words Diabeta Glybunde
Close 2

! Save

Status Active v

Actually using the resource is rather simple navigate to Patient Activities > Education and make your selections as needed. Clicking
New will allow you to access the resources you may have already setup in the system, Launch will allow you to re-access anything
you may have already run and Medline Plus Connect will allow you to access any resources for conditions the patient may have that

you may not have previously setup in the system.

(& Bdrecation T'
Descripion Date Given
m Diabeta (Glybunde) 72arMN
Close Medline Plus
ICD: 250,02 - Diabetes Mellitus, Type 2 71262011
Mew
Launch
Medline
Plus

Connact

Remove




3.2.10 Employees

ChiroWrite gives you the ability to add employee accounts to allow employees to login and make changes to patient files. This is

also necessary if you want the ability to send instant messages using the ChiroWrite system.

3.2.10.1 Create New Employee Login

1. Select Administration > Employees.

2. Click New to enter a new employee.

(a2 Employess Eda U |
o Empioyee Id 1
hJ First Name Softworx
Save
Last Name Solutions
m User Name
Close Password: 0 teeeeee

Verify Password:  *+sese
Security Level Administrator =
Exprres ;
/I Listen For Alerts
Closed
Emergency Security =

Provider Solutions, DC, Softworx v

3. Enter employee information and password. Security level and expiration date can be left blank as well as closed. Selecting closed

will disable the employee account making it no longer usable.

Note: If you are using logins to be able to send instant messages please check the listen for alerts box.

4. Select Save.
5. Click Close.

3.2.10.2 Edit Employee Login

1. Select Administration > Employees.

2. Highlight the employee login you wish to change and select Edit.



(= Employees Edit v l:.;]_
Employee Id 1

-
First Name Softworx
Save
Last Name Solutions
m User Name
Close | Password: =~ seeee

Verify Password: ~ ******
Security Level Administrator -
Expres il
7 Listen For Alerts
Closed
Emergency Security 5

Provider Solutions, DC, Softworx v

3. Enter any necessary changes. This is where an employee login can be disabled by clicking the check box next to closed.

4, Select Save.
5. Click Close.

3.2.11 Image Type

Image Type allows you to create and edit image types that will be use when adding images or scans to a patient file. Using this, you

can determine at a glance, what image or scan you are working with at any time.

3.2.11.1 Create New Image Type

1. Select Administration > Image Types.

5. Image Types =
ﬂ Image Type Copy Local
| Close | Patent Intake Forms Mo
Patient Picture Mo
X-Rays Mo
Mew
Edit

2. Click New to enter a new image type.



o:/ Add New Image Type R

uII Description

Save Scan File Type v

Leave blank to create PDF file (ChiroWrite Default)

ﬁ JPG - use for single image only, no multi page
TIFF - only use if directed to and having problem with PDF files
Open using Microsoft Windows system default program

Close

3. Enter in a Description.
4. Choose a Scan File Type, if needed. If you want images to open using the Windows default image program you can check Open

using Microsoft Windows system default program. Learn more about this by watching Images Should Open using Windows Default

Program video.
5. Select Save.
6. Click Close.

3.2.11.2 Edit Image Type

1. Select Administration > Image Types.
2. Click Edit to edit an image type.

(2 Add New Image Type @ \
Lljl Description
Save Scan File Type v

Leave blank to create PDF file (ChiroWrite Default)

ﬁ JPG - use for single image only, no multi page
TIFF - only use if directed to and having problem with PDF files
Open using Microsoft Windows system default program

Close

3. Change the Description, if needed.
4. Choose a Scan File Type, if needed. If you want images to open using the Windows default image program you can check Open

using Microsoft Windows system default program. Learn more about this by watching Images Should Open using Windows Default

Program video.
5. Select Save.
6. Click Close.

3.2.12 Narratives

Creating customized phrases and sentences is one of the most popular functions of the software. The Introduction Phrases,
Phrase Types and Ending Phrases can be created or edited for the reports system. The system also provides the ability to create

and edit Prognosis Phrases and types for your patients reports.



3.2.12.1 Edit an Introduction Phrase

1. Select Administration > Narratives > Introduction Phrases.
2. Highlight the phrase and click the Edit button.

=/ Introdoctica Phimes Edt

Ly Type

Sa -

o>ave 1”‘(,)51\ 1

m Phrase 2

Close
Plrase 3
Pirase 4
Phyase 5

3. The system allows the creation of up to five Phrases per Introduction.

Personal Injury - Autos

Button Text Phease

MVA Mid <Toel astName> nitialy presented 10 this office
on <VistDate> for MAton, examinabon and

MVA Mod <ToelasiName> r d that <he/she> was
evolved in 8 molor velecle acadent on

Avadable Vanables

First Name <FesiName>

First & Last Name
Tithe & Last Name
Hs/Her (upper case)
He/She (upper case)
his/her (lower case)
he'she (lower case)
his/her (lower case)
Visit Date

Accident Date

R ===

<FestiastName>
<TilelastName>
<HisHer>
<HolShe>
<hisher>
<he/she>
<him/hec>

<AccidentDate>

Each Phrase that is listed has an area called Button

Text. Enter the name that you want to appear on the button in the system.

4. The next step is to edit or create additional phrases for this topic. Type the phrase and use the Available Variables shown at

the bottom of the window to have the system automatically fill in the clients name, visit date, accident date, etc. As you type your

phrase you can click on the blue link next to the available variable you would like to use and it will be automatically entered into the

phrase.

Tip: Phrases must be typed in complete sentences.

5. When you are finished click Save.

6. Select Close.

3.2.12.2 Create a New Introduction Phrase Type

1. Select Administration > Narratives > Introduction Phrases.
2. Click the Types button.

3. Select New at the Introduction Types window.



¥/ Add New Intsoduction Type @

ﬂ Description

Save

X

Close

4. Enter a description and click Save when you are finished.
5. Select Close.

3.2.12.3 Edit an Introduction Phrase Type

1. Select Administration > Narratives > Introduction Phrases.
2. Click the Types button.
3. Highlight the Introduction Phrase Type and click Edit.

. Edet Exsting Introduction Type ==
Ly Description Workers Comp
Save
Close

4. Click Save.
5. Select Close.

3.2.12.4 Edit a Prognosis Phrase

1. Choose Administration > Narratives > Prognosis Phrases.
2. Highlight the Prognosis and click Edit.

e Progmots Phases Ede

vy
- » a 4
Ly Type Excellony
|
—_— Button Text Phrase
Save
Prvase 1 Excellent 1 Prog ¢ improvement of the patient's
COMX S consdered excellent
Close Plvase 2 Excellent 2 The pabent's prognosss for improvement &
consadeied excalent
Phrase 3 o0% The patient’s prognos:s for improvement &
conssdered 10 be better than 50%
Phrase 4

Phiase 5

Avalabio Vanables
Frst Name <EisiName>
Fst & Last Name
T & Last Name
HisHer (upper case)
He'She (upper case)
hisiher (lower case)
ha'she (lower case)

himMher (lower case)




3. The system allows the creation of up to five Phrases per Introduction. Each Phrase has an area called Button Text to enter the
name that you want to appear on the button in the system.

4. The next step is to edit or create additional phrases for this topic. Type the phrase and use the Available Variables shown at the
bottom of the window to have the system automatically fill in the clients name, him/her, etc. As you type the phrase, you can click on
the blue links next to the variable and it will display in your phrase and automatically fill in the client information when you run

reports.

Tip: Phrases should be typed in complete sentences.

5. When you are finished, click Save.

6. Select Close.

3.2.12.5 Create a Prognosis Phrase Type

1. Choose Administration > Narratives > Prognosis Phrases.
2. Select the Types button.

3. Click the New button and enter a description.

,;; Ad& New Prognosis Type ¥ @
Ly Description: |
{ Save |
| Close |
4. Click Save.

5. Select Close.

3.2.12.6 Edit a Prognosis Phrase Type

1. Choose Administration > Narratives > Prognosis Phrases.
2. Select the Types button.

I Prognasis Pheases ¥ ]
. . Prognosis Types

m Excallant

Close Fair
Favorable
Good

Edit Guarded

Poor

Types




3. Select the prognosis type you wish to change and click the Edit button.
4. Make the necessary changes and click the Save button.

5. Select Close.

3.2.12.7 Edit an Ending Phrase

1. Select Administration > Narratives > Ending Phrases.
2. Highlight the phrase and click the Edit button.

v/ (ndng Pheases (2 T 5|

Type Stancaed

Ly L
u—J Bunon Tet Prease

Save oy g
Phrase 1 Sample 1 In conclusion, £ can be seen that

m Phrase 2 Sample 2 Based on the fndngs noted

Cicse

Phrase 3
Plvyaso 4

Phrase 5

Avaidable Variables
First Name <FesiName>
First & Last Name <Fest asName>
Title & Last Name <l ssNamo>
His/Her (upper case) HsHer>
He'She (upper case) SHeShe>
hesher (lower Case) <hahec>
he/she (lower case) <he'she>
himher (lower case) <thymher>
Visit Date <V aDate>
Accdent Date <AccicertDipto>

3. The system allows the creation of up to five Phrases per Introduction. Each Phrase that is listed has an area called Button
Text. Enter the name that you want to appear on the button in the system.

4. The next step is to edit or create additional phrases for this topic. Type the phrase and use the Available Variables shown at
the bottom of the window to have the system automatically fill in the clients name, visit date, accident date, etc. As you type your
phrase you can click on the blue link next to the available variable you would like to use and it will be automatically entered into the

phrase.

Tip: Phrases must be typed in complete sentences.

5. When you are finished click Save.

6. Select Close.

3.2.12.8 Create an Ending Phrase Type

1. Select Administration > Narratives > Ending Phrases.
2. Click the Types button.
3. Select New at the Ending Types window.



o Add New [nding Type v

‘ ‘:J Description
Save

| .

' Close

4. Enter a description and click Save when you are finished.
5. Select Close.

3.2.12.9 Edit an Ending Phrase Type

1. Select Administration > Narratives > Ending Phrases.
2. Click the Types button.
3. Highlight the Ending Phrase Type and click Edit.

[ EdR Bxisting Ending Type Vol
Ly, Descnption Standard
Save

Close

4. Click Save.

5. Select Close.

3.2.13 Note Types

Note Type allows you to create and edit note types that will be use when adding miscellaneous notes to a patient file. Using this,

you can add notes not connected to any particular visit that will not print in your notes; so that you can track things like missed
appointments.

3.2.13.1 Create New Note Type

1. Select Administration > Note Types.



= MNote Types i I---l

ﬂ Note Type Siate
VIISSe0 ADDOMNITTET

Close Standard Active
Visit Notes Active
MNew
Edit

2. Click New to enter a new note type.

e Add New Note Type
L'JI Description
Save Status v
Close

3. Enter in a Description.

4. Choose a Status of active.
5. Select Save.

6. Click Close.

3.2.13.2 Edit Note Type

1. Select Administration > Note Types.
2. Click Edit to change a note type.

| &' Edit Existing Note Type 7

1

1 ;
Ly l Description; Missed Appointment

Save Status Active -

Close

3. Change the Description, if needed.
4. Choose a Status of active or inactive.
5. Select Save.

6. Click Close.



3.2.14 Offices

The Office function is helpful for companies that have multiple locations and/or satellite offices. You can create an office entry for
each location so that the patients can be assigned to a specific location and the company can better track the caseload at each

location.

3.2.14.1 Create Office

1. Select Administration > Offices.

2. Click New and enter the relevant office information.

Tip: Office name, Address, City and State are required fields to create an office location.

= Edit Basting Office ri
LY Name Uptown Wellness Center

Address Line 10 123 Main Street
Address Line 2:

L
City Chicago

Save

Close | Sigte " .
P 60950
Phone 1: 60950
Phone 2 )y -
Fax 1:  J__ -
Fax 22 A
3. Click Save.

4. Select Close.

3.2.14.2 Edit Office

1. Select Administration > Offices.

2. Select the office you want to make changes to and click Edit.
3. Make the necessary changes and click Save.

4. Select Close.



3.2.15 Outcome Assessments

In this section, you will find the ability to make changes to four questionnaires that ChiroWrite provides. These questionnaires
include the Daily Living Assessment, which is the ChiroWrite standard, Roland Morris, Oswestry Low Back Index and Neck

Disability Index. Questions can be hidden or the wording edited depending on the questionnaire you are working with.

3.2.15.1 Daily Living Assessment - ChiroWrite

The Daily Living Assessment Administration function allows you to customize the questionnaire options for the patient when
assessing their functionality and pain.

3.2.15.1.1 Edit a Daily Living Assessment Area

1. Select Administration > Outcome Assessment > Daily Living Assessment - ChiroWrite Standard.
2. Highlight the assessment area and click Edit.

37 Eda Asvessment Ares V- i
l""]‘ Area Ambutation
| am able 10 walk any distance without pan restnctions
Save | Option 1 & S el L s tond S Lo
M Ernied 3 walkk ane i 10 D3N rastnHesor

m Option 2 | am hrmfed 10 walk one mae due 10 pan restn 153
Close

Option 3 | am hmeted to %2 mde of wallkong due to pan

Option 4 Due to pain, | am resticted 1o walking less than % mie

Option 5 | require the use of crutches or a cane 10 855St walking

Option 6 | remain in bed most of the tme due to pan

NOTE: If you wish an opbon 10 not appear, empty the field and Save

3. Edit or type the sentences that you would like to appear.

Tip: Options must be typed in complete sentences.

4. Click the Save button.

5. Select Close.



3.2.15.2 Roland Morris Questionnaire

The Roland Morris Questionnaire assessment options can be customized to assess the patient's functionality and pain.

3.2.15.2.1 Edit a Roland Morris Questionnaire

1. Select Administration > Outcome Assessment > Roland Morris Questionnaire. There are two pages of assessment screens as

shown below:

o Redand Mors Bt EE=
Pags 2
- -
% ;| stay at home mast of the: ime becauss of my back
bty -
5 lchangs position fequenthy b try 1o get my back comortable
= .
g | 'welk minre dowly than sl becsauss of my back
Closa :
4 Becauwss of my back, Lam not doing sny jobs that | uselly do around the hogse
5 Because of my back, | use & handrail to get upstairs.
g Becauss of iy back, |lis down b rest mars oftan.
7 Necauss of my back, | have o hald an o sometteng o oget oul of an easy chair
4 Berauss of my back, |y o get other people to do things for me
q | aetdressed mare sty than usual becauss of my back.
g, |only stand up far shan peneds of ims becauss of miy back.
11 Aecauss of my back, 1 iry not o bend o kneel down
12 | find it difficut to get out of a chair becowse of my back
o Reland Mons B4t EE =
Fags 1
L a
J 15 Wy backis painfu’ almost al of the time.
Sawve :
jg, Vi it AUl o turn over in bed because of My tack
- -
- iK My appalite 15 nal vary good becauss ol my back
Cloza -

15 | b trouble puttivg an my socks (or steckings) becawss of the pain in my beck

- | can only walk short distances because of my back pain.

15 | 'S.|MF| legs wall bscause of my tack

Necauss of my back pain, | gel dressed with he halp of somacnes ese

| sit down Tor most of the day becaese of my back

o7 | avcid heavy jobs around the houze because of my back.

22 Batauss of beck pain, | am mors imtablks and tad termgersd with pecples than usual.
73 Aerauss of my back, | go mpslars mors skwly fan sl

aq | StEvin bed most of the fme beeause of my back

2. Edit or type the sentences for the questionnaire.



Tip: Options must be typed in complete sentences.

3. Click the Save button.
4. Select Close.

3.2.15.3 Oswestry Low Back Index

The Oswestry Low Back Index Assessment options can be customized to assess the patient's functionality and pain.

3.2.15.3. 1 Edit an Oswestry Low Back Index

1. Select Administration > Outcome Assessment > Oswestry Low Back Index. There are several sections that can be editing as

shown in the screen below.

'-.wlu—mumm 3 é

Diady Lrng Asssssmant Aren
Closn Lifting

Fain Inbersiy

Persanal Care

Sitting

Sleapindg

Social Lis

Edit

Seanding
Traresiing
Wialking

2. Highlight the area you would like to change and click edit.
3. Make any changes and click save.

4. Click close for that window and you will be brought back to the screen above.

5. Select additional areas as needed, when finished, click close.

3.2.15.4 Neck Disability Index

The Neck Disability Index Assessment options can be customized to assess the patient's functionality and pain.

3.2.15.4. 1 Edit a Neck Disability Index

1. Select Administration > Outcome Assessment > Neck Disability Index. There are several sections that can be editing as shown in

the screen below.



(o Poock Dvsabaty Aapespmant TE |
m DCradly Living Adssicsiment Aras

Closaé ]
Headsche
Lifting

Pon Intensity
Parsonal Care
Flaadkivg
Recreation

Edt

Sleapang
Wk

2. Highlight the area you would like to change and click edit.
3. Make any changes and click save.
4. Click close for that window and you will be brought back to the screen above.

5. Select additional areas as needed, when finished, click close.

3.2.16 Providers

If you have more than one doctor at your location, branch or satellite office you can add the providers through this function. This will
assist the doctors in keeping track of which patients are being treated by them. Doctors can even add their signature to their file so

ChiroWrite will generate their electronic signature with the note. Review the Provider Signature Video to see how.

3.2.16.1 Create a New Provider

1. Select Administration > Provider.

(TP o ==

Prowveder Names
m Browre, DC, Charles

Close House, DC, Greg
Polo, D.C, D.O, Marco
Rosenburg, DC, ERana

New

Edit

2. Click the New button and enter the provider information.



. tda fuetng Brovnder v

Ly Frst Name Softwong
|

Save Last Name Soksons, DC
Prone 1 Phone 2 )

Closn 2 .
Lcense No TFFEI4F0904 Tax/EN  xd34503485
UPIN upndsse NP1 NPI3435450
Mse

Sagnature Fie

Sgnotre

. Cloar
Sgnatre

Use the g <SugrmdDate> bolow ¥ you wish 10 nciude the date in ihe
Signatire Text The nole wars considered signed. The viskt date will be
used uniess there is an actual signed date for e note

Sgnakre Text Blectroncaly Signed <SignedDate>

Prict Hoader  Prowider (Example - Provider)
Warver Sugned”?

Externd Id (Used by extermal ntertaces)

Roops Id s30Ciond Roops Password.  Juy201)

Tip: The First and Last Name fields are required to add a provider.

3. Click the Save button.
4, Select Close.

3.2.16.2 Edit a Provider

1. Select Administration > Provider.

-

| = Prenaders 5 '

FProwder Names
m Erowree, DG, Charkes

Close House, DC, Greg
Pola, D.C, DO, Mareo
Rosanburg, DC, ERana

New | IO S

Edit

2. Highlight the Provider, click Edit, and make the necessary changes.



v tde (ucting Pronder b

Ly Frst Name Softworg
e Last Name Soksons, [X
Phone 1 ( Proe 2 (
m Fax
Close - -
Lconse No OOFEI49340904 TEN,  xd34503485
UPIN upndss NPt NPI3435490

Saanan ’
Sgnotre
N Cloar
Sgnanre
Use the 1ag <SwgrmdDate> below # you wish 10 nciude the date in the

Signature Text e nole was considered signed. The vist date will be
used uniess there is an actudl signed date for e note

Sgnakre Text Electroncaly Sigoed <SignedDate>

Prict Header  Prowder (Example - Provider)
Warver Signed?

Externd Id (Used by extermal ntertaces)

Roops Id S30CIond Roopss Password. Juy2011

3. Select the Save button.
4, Select Close.

3.2.17 Range of Motion

The Range of Motion provides a default value for each item and allows the creation of a working value if the default values are not

acceptable for your patients. You also have the option to disable items listed so that they do not appear on the questionnaire.

3.2.17.1 Edit a Range of Motion

1. Select Administration > Range of Motion.

o Description Column: Name of the Range of Motion test.
o Default Value: The predefined value in the system.
o Working Value: Double-click the Working Value for the description to change and enter the new value.

o Disabled: Click this box if you want to remove an item from appearing under the Range of Motion exam.



oz Rangedffdction FF@

&
Save Deascriplion Defaull Walue  Working Walue | Disabled 7 =

Cerical . |
m I laxion 50 50 :
Cilorses Extensicn G0 &0

Lateral Flexion - Right 45 45

Lateral Flexion - Left 45 45 O

Rotation - Right a0 &0 O

Rolzlion - Lall a0 &0

Diorsal

Flaxion 00 80

Extension 25 5

Lateral Flaxion - Right 25 20 O

| ateral Flexion - | eft 25 5 O

Rotalion - Righl 25 25

Rolalian - Lal 25 25

Lurmbsar

Flexion 60 &0 i

2. Make the necessary changes and select the Save button.

3. Select Close.

3.2.18 Reaction

This section is used for entering allergic reactions to medications. Patients may have allergic reactions to certain medications. This
area allows those reactions to be entered in ahead of time so that you can just click on a reaction rather than have to type it in. This

section assists you with setup for more information about use these reactions, please navigate to section 3.4.1 Patient Allergies for

more information.

1. Navigate to Administration > Reactions.

2 Reactions Lo ==
. m . Reaction Type Status

Close Nausea ACirve

Menw

Edit

2. Click the New button to enter in a new reaction.

o Edit Existing Reaction (8-

‘ L!JI Description Hives
Save Status Active -

Close




3. Click Save and Close, when finished.

3.2.19 Reports

The Reports Section will allow you to make changes to the way the heading appears when a note is printed and will allow you to

create and edit custom letters that can be printed for patients or other doctors.

3.2.19.1 Reports Admin

1. Select Administration > Reports > Reports Admin.

#; Report Adman =%
Header Informaton
Ly
L Left o Center Right
Print Phone £ o
Save nint Phone o Yes No
Pt Fax & o Yes No
m Priet Doctors Name o Yes No
Print Address o Yes No
Close !
Print Patient Address o Yes No
Priet External Ref 2 Yes o No
Body Informabon
Report Headng Left 9 Center Right
v/ Bold Itahic 7 Underline
Section Heading o Left Center Right
v Bold tahic Underline
Sub Section Heading. o Leht Center Right
v Bold Itahe Underline
Closing h e futher Questions regarding the heakth status of this patient, please do not
hastse 10 Call this office
Footer Infoematon
Footer Text Corfidactial 7 Print Pabiert Name I Footer
Open Report With -

2. Make any changes or configurations to the reports that print and click Save.
3. Select the Close button.

3.2.19.2 Letters

Letters can be pre-configured in ChiroWrite for easy creation. You can create new letter templates, edit existing ones and create

letters tailored to your patients. Additional information can be reviewed by watching the Letters Video.



3.2.19.2. 1 Create Lelter Template

1. Select Administration > Reports > Letters.

2. Select New to customize the body of your letter.

s 1 Bumting Leswr v sl
e Lotier Descrpion Pleass Be Advised - MVA
)
‘ \—J R
Save
Dear <Nrecipmed_tin%> rocipeed_last_name's> .
v,
<Npabent Me%> <%pabent frst name > <%patent Iast NAMON> Came 10 $60 Me 0N <%NCases st st dae™N> dw 108
—- Motor vedech occured on <%cases acodent_dt%>. <%patent he _she PC%> 15 complanng of
Clos - -
s

nadyses and vanous

C care 10 rebeve

| am tresting thes padent with the goal of reduction of SYmgRomMology

<Nphys exam Teatment tresment kst

¥ you1 hayve any Brther Guoeshons, pledss feel free 10 CONLACE M drectly 8t mry OfCe for addnonal detals

3. There are Available Tags at the bottom of the screen to assist you in creating a template letter for your patients.
4. Select Save.
7. Click Close when finished.

3.2.19.2.2 Edit Letter Template

1. Select Administration > Reports > Letters.

" Descrpton
ﬂ Pisass Be Advised - MVA
Close Pisase Be Advised - Workess Comp

Thank yomi kof referral - Datadad

Thank yomi b refermal < Savgia

Edit

Cicram

2. Highlight a letter to be changed and select Edit. There are Available Tags at the bottom of the screen to assist you in editing a
template letter for your patients.

3. Make changes and then select Save.

4. Click Close when finished.



3.2.19.2.3 Print a Letter

1. Select a patient if you have not already done so.

2. Select the ﬂ graph and stethoscope button for patient reporting.
3. Select Letters at the bottom of the reporting list.

4. Click Run and the screen below will appear.

#; Crnsce New Lemw ¥ t:«:i

Letier Pioase Be Advsed - MVA %

m Contact -

s
Tt Dr «' Fust Name Last Name
Address Line 1 Address Lne 2

Create | cay State AKX - P

Leatler
10

Dear <%roopient ttle’e> <Srecipeent last name’>

ent o> <%patent first namee> <%patent last name®%> came 10 S60 me on <%cases fSrst vist date's> due
wdent that cocured on <%cases acodent dt%> <%pabent he she PC%> 15 complaming of

| am treatng thes patent with the goal of reduction of symplomatology. Speciically, my plan will conssst of

<%ephys_coam_treatment treatment _kst%>

¥ you have any further questions, please feel free 10 contact me deectly at my ofice for addeonyl detads

5. Select a Letter from the drop down list you wish to use to create a letter with this patients information.

6. If you have contacts setup and the person you are sending the letter to is a contact select them from the Contact drop down.
7. Otherwise, fill out the necessary information.

8. Click Create Letter and the letter will be generated in Microsoft Word.

9. When finished, select Close.

3.2.19.3 Report Configuration

Additional information can be found by watching the Changing Report Names and Templates video.

1. Select Administration > Reports > Report Configuration.

2. Choose a report to make changes to and click the Edit button.



o Repoet Configuestion 7 Ei:ﬂj

Template file

Close SOAP Notes with exam SOAP Notes with exam StandardTemplate nf
SOAP Notes - Paragraph Style SOAP Notes - Paragraph Style SOAP !
Initsal Exam inibal Exam StandardTempilate 1tf
Intermedkate Exam Intermediate Exam StandardTemplate rtf
Final Exam Final Exam StandardTemplate nf

Edt Dual Listing Examination Report Dual Listing Examinaton Report StandardTempilate ntf

XRay Report XRay Report StandardTomplate rnf
V1 SOAP Notes - Paragraph Style SOAP Notes - Paragraph Style SOAP rtf
V1 SOAP Notes - Detail SOAP Notes By Dr. Greg House TestTemplate rtf
V1 Intial Exam inibal Exam StandardTemplate rtf
V1 Intermediate Exam Intermediate Exam StandardTemplate rnf
V1 Fnal Exam Final Exam StandardTemplate rf s

3. Select the screen title, printed title and which template ChiroWrite should use to create the report. Rich Text Files might be the

best choice.
¥, Report EdR [tam]
L Screen Tith: V1 SOAP Notes - Detail
‘—J Prinbed Tilhe SOAP Moles By Dr. Greg Houss
Save

Template TastTemplate rif

4. Click Save and Close , when finished.

3.2.20 Rooms

In ChiroWrite, you have the ability to differentiate between treatment rooms should you choose. This allows you to assign patients to

treatment rooms or massage rooms during their check in process.

3.2.20.1 Create New Room

1. Select Administration > Rooms.

2. Select New to create a new room as shown below.

{4 433 New Room Code i =%
Ly Code RM1
Save Descnption Treatment Room 1
Close

3. Enter in a Code that will help you easily identify the room.
4. Enter in a Description for the room.

5. Select Save.

6. Click Close.



3.2.20.2 Edit Room

1. Select Administration > Rooms.
2. Highlight the room you wish to edit and select Edit.

'-. A3d New Koom Code . I;i_
Ly Code RM1
Save Descnpton Treatment Room 1
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(
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3. Make any necessary changes.
4. Select Save.
5. Click Close.

3.2.20.3 Assign a Room

1. Select Office Activities > Check In/Out

o2 Check infOu 7|
Last Name First Name Check In Time Room
B  rrasscr-es—TTrT L

Close
In

Out

Assign

2. Select the patient which you want to assign to a doctor and/or room and click the Assign button.



( #; Check In Assignments ¥

Ly Checkin Assignments For : John Smith
Save Room Provider Visit Reason
- EX AGreg House ;Con‘.'e.'smn
m MS1 Charles Neal, DC | Exam
Close MS2 ‘ Softworx Solutions | Final Exam
RM1 Initial Exam
RM2 Scheduled Visit
™>1 | Unscheduled Visit
TX2

3. Choose a room, provider and visit reason for this particular patient. You can choose all three or any combination of what you see.

4. Select Save, when finished.
5. Click Close.

3.2.21 Subluxation

The Subluxation areas can be added, edited, mapped, or the order can be changed to meet your needs. Through the system you

can also create new subluxation listings and/or edit the items.

3.2.21.1 Create New Subluxation Area

1. Select Administration > Subluxation > Areas.
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2. Click New.

3. Enter the Area.
4. Enter a Default value.



5. Select a Status of Active or Inactive.
6. Select the Save button.

7. Select Close.

3.2.21.2 Edit a Subluxation Area

1. Select Administration > Subluxation > Areas. The screen below will show up.
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m Coicad | [i |
Close Chscapunt 3
1 3
c2 4
Mew || C3 5
C4 &
5 ¥
Edit 6 a8
7 8
T1 1]
Listings | | T2 1
Mappang| | T3 2
i 3
TS 4
2| ,
T7 B
ﬂ T8 7
LICAAT T{l 2'

2. Highlight an area and click Edit.

5/ Edn Exnteg Sublusstion Ares . m
Ly Area C4

Save Default

(X

Ciose

Status Active -

3. Make the necessary changes and click the Save button.

4. Select Close.

3.2.21.3 Mapping Subluxation Area

1. Select Administration > Subluxation > Areas.
2. Highlight the listing and select the Listing Mappings button.
3. Highlight an item under the Available Listings in the right window. Click the Left or Right arrow to move the items back and forth

between the two windows. If you would like to change the order of the items, highlight it and click the Up or Down arrow.
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Tip: You can select more than one Available Listing by holding the Control button down while you click listings.

4. Select Close. Your changes will be automatically saved.

3.2.21.4 Change Order of Subluxation Areas

1. Select Administration > Subluxation > Areas.
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2. Highlight the entry to move and click the Up or Down button.
3. Click the Close button when finished.

3.2.21.5 Create a New Subluxation Listing

1. Select Administration > Subluxation > Listing.
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m Listng Status

Close A-LA Active
ALP Active
AR Active
New A-RA Active
A-RP Active
AL InActive
Edt AlLA Active
AILP Active
AR Active
AIRA Active
ARP Active
AS Active
AS lum Active
AS-LS Active
AS-LS-LA Active
AS-LS-LP Active
AS-RS Active

. Click the New button and the window above will appear.
. Enter the Area.

. Select a Status.

. Click the Save button.

. Select Close.
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3.2.21.6 Edit a Subluxation Listing

1. Select Administration > Subluxation > Listing.
2. Highlight the listing and click Edit.

oo Edit Exasting Subluxation Listing i ‘.
Ly Area A-R
Save Status Aclive ~
Close

Note: If you no longer want a certain subluxation listing to show up, change the status to inactive.

3. Select the Save button.
4. Click Close.

3.2.21.7 Prior Subluxations

To enable prior subluxations to be viewed, proceed with the follow steps. Take a look at the Prior Subluxation Video for additional

assistance.



1. Administration > System Configuration > Defaults > Global 3 and click on Enable prior subluxations to be saved.
2. Click Save.
3. Click Close.

Note: You must exit the entire ChiroWrite system for changes to take effect.

The first time you click on a subluxated area, it will turn green, letting you know that area is currently subluxated. The second time
you click it to turn off the subluxated area it will turn yellow, letting you know that this was a prior subluxation. The third time you
click the subluxated area it will turn white, completely turning off the subluxated area letting you know there are no longer problems

with it.
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3.2.21.8 Subluxations on the Travel Card

To enable subluxations to be viewed on the travel card, proceed with the follow steps.

1. Administration > System Configuration > Defaults > Global 2 and click on Display Subluxations on Patient Travel Card.
2. Click Save.
3. Click Close.

Note: You must exit the entire ChiroWrite system for changes to take effect.

The travel card will now look like the one shown below.
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3.2.22 Visit Reason

The system provides several default visit reasons which consist of: the consultation, exam, final exam, initial exam, scheduled and
unscheduled visits. You have the ability to edit the existing visit reasons or create new ones using the directions outlined in this

section.

3.2.22.1 Create a New Visit Reason

1. Select Administration > Visit Reason.

2. Click New and the window below displays.

;' Edit Busting Vise Type %
Ly Descripbon Intsal Exam
Save | Workflow Standard Template v
" Visit Type & Exam SOAP ||nitial Examination -
m Duration 0
Close Color Code - Frebnck v
Status Active -

Tip: The Description and Status fields are required to add a new Visit Reason to the system.

. Enter the Description.

. Select the Workflow type from the drop down menu.

. Select the radio button next to Exam or SOAP.

. Choose Initial, Re-examination or Final examination from the drop down menu.
. Select Status as Active or Inactive.

. Click the Save button.

. Select Close.
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3.2.22.2 Edit a Visit Reason

1. Select Administration > Visit Reason.
2. Highlight the visit type and click Edit.

4 Edat Basting Visit Type <
:,:J Description Initial Exam
Save | Workflow Standard Template v
: Visit Type o Exam SOAP | Initial Examination -
u Duration 30
Close | Color Code I Ficebnick v |
Status Active -

3. Make the necessary changes and select the Save button.

4, Select Close.

3.2.23 System Configuration

The System configuration allows you to do the following:

o Setup System Defaults

o Configure Custom Reports

o Create and Edit System User Profiles
o Backup and Restore Data

) Import and Export Data

Remember changes made to the system defaults will take place once you have exited the system and logged back in.

3.2.23.1 Default System Configuration Options

The system configuration allows you to make changes to the Global, Global 2, Global 3, Global 4, SOAP, Printing, Scanning, Copy
Options, Patient Check In and Misc windows. Below are instructions on how to access these options and also screen shots of all

six options so that you can better see what items are customizable in this menu.

1. Select Administration > System Configuration > Defaults.
2. After making changes to the menu, click Save.
3. Select Close.



3.2.23.1.1 Global 1

The configuration that takes place under the Global 1 tab is as follows:
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have

Exstrg images Path .

Aulc

Load images when patent sslocCiad

Ao select Current Pabents when Home Dution & pressed

Hide SSN n search results on Search window Hide Fhone 2 n search results on Search window
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Qe

Travel card subkocations il leegtt Subiuxanons ford

1. Display the following when entry fields are double clicked/tapped on:

double click.

2.4

this gives you the ability to use worxphrases when you

2. My Picture 1-5 Paths allow you to view images that you can then draw on in the ChiroWrite system.

3. Copy image drawings from visit to visit will copy what you've drawn from visit to visit. If this is not checked drawings will not copy.

4. Auto select Current Patients when Home button is pressed will take you out of all the patient files and open up Current Patients

so the next patient to work with can be selected.

5. Hide SSN in search results on Patient Search window will hide the SSN from the list that is shown.
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6. Enable Visit Surfing will give you access to move through visit to visit. Learn more by watching the Visit Surfing video.
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7. Travel Card subluxations full length will show subluxations on the travel card as shown below. You also have the ability to choose

font size for that. Learn more by watching the Expanded Subluxation List on the Travel Card video.
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8. Hide phone number in search results on Patient Search window will hide the Phone number from the list that is shown. Learn
more about this by watching the Hide Phone Number in Search Window video.
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The configuration that takes place under the Global 2 tab is as follows:
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1. The default combo boxes for adjustment, adjunctive and rehab are all used so that you can decide which treatment to begin the
list on in your Today's Treatment's screen.

2. The default combo boxes for exam and SOAP worxflows designate which worxflow to begin on when you click your Exam Today
and SOAP Today buttons.

3. ROM Default will determine what is first shown to you on the ROM pages. The inclinometer side of things deals with degree
values and the visual side of things will give you drop down boxes. You can also choose to set pain to "No" when you select your
default button. Learn more by watching the ROM Default - Pain Default "No" Added video.

4. Display Images instead of Contraindications means that the contraindications will show up on the travel card instead of images as

shown below.
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5. Save "Medical Assist" into Medical Closing field means that the medical history will be saved in the closing section so that you

can use the middle section for anything additional you want to type or use in worxphrases.
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Save Medcal
L= Hstory
Opening S

Medcal Mr. Wayne has recorded that his famdy doctor is Dr. Knyio. The pabent  *
History roports that he had surgery on 912009 He had PCL reconstruction
Closing surgery. Mr. Wayne states that he currently has allergies, hay fever and .

6. Enable Canadian setting will setup the system to use the time and date formats that they use in Canada.

7. Display subluxations on travel card will display any subluxations that your patient has on your travel card. You can see an
example of this on the travel card shown above or below.

8. Display My Notes instead of image drawing on patient travel card will do just that. It will show your my notes section instead of

the image of the body that you draw on.
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9. Auto check out patients when Note is indicated as complete will check patients out of ChiroWrite so that they no longer show up
on the Current Patients list.
10. Show external patient number on main screen will show the patients number that they have from the external billing system.

This will show up below their name.

File Adminstration Office Activties  Patient Activities  Current Patients  Help

3 - Patieet Bruce Wayne 3
]J fj,_) &;] & _é / (E\ Total Visits: 98 LuleY&IHDOH What's New? Q’/ J}

ExternNa: WAD13M

11. Order Treatments on Travel Card and Today's Treatments will either group treatments together or list the treatments in
alphabetical order by area. In the travel card image above they are ordered by treatment.
12 Order charges will either group together the charges as they were entered or by their number depending on which option you

choose.

3.2.23.1.3 Global 3

The configuration that takes place under the Global 3 tab is as follows:
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1. Current patients in default sort order either by patient name or time they came in will sort the patient names in the Current
Patients section by the selection you make.

2. Incomplete notes default sort order either by visit date, patient name or provider will sort the patient names in the incomplete
notes section by the selection you make.

3. Current Patients name display will show your patients full name, their first name and their last initial, or their first initial and their
last name. You can also choose to have the incomplete notes section follow this selection as well.

4. On Exit, ask if notes are complete always or if note was marked incomplete will give you a pop up box upon exit to make a
distinct selection on whether you are done with your note or not.

|82 Visd Validation  —— oY

Is This Note Complete?

u Yes, These notes are complete

— \

e No, Flag these noles for follow up later

\ y

d Cancel. Oops didn't mean to exit workflow

5. Launch Assignments after patient check-in will launch the screen below so that additional information can be added on the
current patients screen.
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6. Do not show missed checked in appointments will do just that. If a patient has been checked into a billing system and they really
missed the appointment and are checked out they will not be shown in the check in area.

7. Default Diagnosis and charges Category will begin the respective pages on the default category that you have selected here.

8. Print providers signature on will allow you to determine whether your signature, if in ChiroWrite, gets printed on the SOAP Notes,
the Exam Notes or both.

9. Enable erase screen option will give you an extra icon that looks like a lightning bolt in the worxflow windows that will allow you to
erase what's on the screen.

10. Use the term joint dysfunction instead of subluxation will use joint dysfunction instead of subluxation throughout the system as
well as in your printed reports.

11. Enable patient scenarios will allow you to setup predefined exams that you can use to copy to any patient exam. For instance, if
you see a lot of low back patients you can create an exam with all that data that you would simply have to adjust to the specific
patient you are working with.

12. Enable prior subluxations to be saved will allow you to view subluxations that may have previously been a problem, but are no
longer a problem. Previous subluxations will be highlighted in yellow instead of the common green color. Learn more by watching

the Subluxation History video.

13. Exam type when exam button is clicked on via the travel card will pop up a screen that asks you what type of exam you are

completing.
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14. SOAP type when SOAP button is clicked on via the travel card will pop up a screen that asks you what type of SOAP you are
completing.
15. Nick Name Rule will allow you to display your patient's nickname on the travel card if you choose to do so. The nickname will

not print in your reports, but is mainly just for your reference.
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3.2.23.1.4 Global 4

The configuration that takes place under the Global 4 tab is as follows:
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1. Use Classic Single Patient vs. Multi Patient will allow you to use ChiroWrite the original way, one patient at a time rather than

multiples. Learn more about the multi patient option by watching the Multi Patient File Option video.

2. Do NOT print SOAP opening sentence about patient being evaluated for care plan is now a global setting in addition to it being a
patient by patient setting. Making the selection will not print the sentence that opens the subjective section stating that the patient
was evaluated today to determine progress and response to the current treatment plan.

3. Show subluxation/joint dysfunction items first in the list means they are at the top of the list when you navigate to the subluxation
screen, like the right side.
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4. Make assigned provider the treating provider of the encounter means that if a provider is assigned to a patient when checked in,
the assigned provider will be the treating provider for the note that is created. Learn more about the treating provider defaults by

watching the Treating Provider video.
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| Save Room Provider Visit Reason
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™ Unscheduled Visit
™

5. Make logged on provider the treating provider of the encounter means that if a provider is logged in as himself or herself then

they will be the treating provider for the note that is created.
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6. Motor vehicle accident label means that you now have a choice between accident or collision as the descriptive word that is used
in the accident assist area.
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Opening
m Accident Mr. Wayne advised that he was involved in a motor vehicle Be e e ion
Close Descripon.  ¥26/2011 in which he was the driver. He stated that he was driving his
mid-size car and was stopped when the colision occurred. The colksion
occurred dunng the day, road condbons were damp and visibdity was
good Mr. Wayne stated he was rear ended by a mini van According 1o
Accident the padent, the damage 10 hes vehucle cause by thes impact was mmimal
Assist The patient also mentioned that besides coming i contact with a vehicle
Copy healso came in contact with a bght pole.  Thes occurred on the front
Other passenger comer of the vehicle  The patent further stated that there was
Case a second vehicie involved in the coliision. The vehicle was a mini car
This collsion occurred when the vehicie in which the pabent travelled was
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NOt weanng a seatbelt and the airbags were not deployed. The pabent
further stated that he was not prepared for the colksion, Mr. Wayne sad
hes body was positioned facing forward. In addmon, his body was not
thrown from the seat as a result of the collision.  He reported that his
head posibon was straight at the time of the colision. He stated that his
head moved from forward and then back duning the impact He reported
Accident
Descripbon
Closing

3.2.23.1.5 SOAP

The configuration that takes place under the SOAP tab is as follows:
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1. Select the level that you wish patient complaint data to be copied will allow you to select between minimal and all. Your system is
set to minimal to begin with. This will copy over the pain rating and the subjective. Choosing all will copy additional information
including where the pain might be radiating or what makes it better or worse.

2. Open SOAP Obijective to Subluxation Tab will begin your objective section on the subluxation tab rather than the cervical tab.

3. Enable "Remove All" button on Today's Treatment screen will allow you select the remove all button which removes all the
treatments from the Treatments Performed list.

4. Display Listings on Today's Treatment screen will allow you to display and use the listings in your listing section on the Today's
Treatment screen.

5. Auto select all subluxation areas on Today's Treatment screen will automatically select any subluxation areas that have been
highlighted by you on your treatment window. In the image below, you can see how you can choose listings and you'll notice that

three vertebra are already selected. Those are the automatic selections from the subluxation area.
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6. Treatment Areas: Do not allow long names to carry over into "To" column so that listings in the drop box will show. If we look at
the image above, under sacrum, you will see sacro-joint and it's cut off to allow listings to appear in there and be utilized by the
doctor.

7. Show listings only on Today's Treatments in "To" list will only show the listings and not the other vertebrae you can choose from.
8. Enable Dual Treatment Areas on Today's Treatments will show you the treatment areas in a two column listing as it shows you in
the image above. Otherwise the left hand side is going to be images of the spine that you can draw on. Review the Dual Treatment

Areas Video for further information.

322316 SOAP 2

The configuration that takes place under the SOAP 2 tab is as follows:

o Syttern Settings X
Global | Global 2 Global 3| Gicbal 4 | SOAP Printng | Scanning | Copy Options | Pabert Check In| Msc
Ly
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Save

w
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1. Default image on Today's Treatments to LATERAL will allow you to change the image to another one, if you choose.



For additional information on this system feature, review the Dual Image Video provided.

3.2.23.1.7 Printing

The configuration that takes place under the Printing tab is as follows:
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Giobal | Global 2 Global 3| Gictal 4| SOAP | SOAP 2 Scarveng | Copy Optons | Patient Check In | Mese

Troatment Presng
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1. Print Treatment Plan always on SOAP in plan section will always print the plan instead of just proceed with therapies as directed.
2. Print Treatment Purpose when printing Treatment Plan will print the purpose of why you perform each treatment if it was included
in your treatment plan. This will happen in parenthesis after the treatment is named.

3. Print linked Diagnosis when printing Treatment Plan will print the diagnosis followed by the treatment that is planned for that
diagnosis.

4. Print Today's Treatments in Narrative Reports will include the treatments you performed on the same day as your examination in
the Today's Treatments section.

5. SOAP Range Printing allows you to determine if you would like the range of soap notes that are printing to be printed starting with
the most recent visit and working backwards OR starting with the oldest and working forwards.

6. Print subluxations on Exam reports will print the subluxation complexes on the exam reports.

7. Print subluxations on SOAP notes will print the subluxation complexes on the SOAP notes.

8. Print subluxation notes on reports will allow any notes that you have added on the subluxation screen to print into your notes.

9. Print Outcome Assessments in SOAP Notes will allow the score and answers of the outcome assessment taken to show up in
your SOAP note.

10. Print Social Security Number with patient information will print the patient's SSN in the patient information header on the SOAP
note or narrative.

11. Print Date of Accident with patient information will print the date of accident in the patient information header on the SOAP note
or narrative.

12. Print Insurance Company Name with Claim Number will print the insurance company name and claim number, if provided, in the
patient information header on the SOAP note or narrative.



SoftworxD630
370 CenterPointe Cir
Suite 1166
Altamonte Springs, FL 32701
800 642 6082
Prowvider. Softworx Solutions

John Smith
5465 Whitehall Rd
Orlando, FL 45657

SSN 555.55-5555
Date of Injury. 51072010

Blue Cross Blue Shield
Claim# ZKG544656

SOAP Notes - Detail
3112011

Subjective Complaint

Mr. Smith was assessed today for progress and response to the plan of care. The patient was
asked about his pain ey ch he rated as follows. Overall pan leved today on 8 scale of 0
(no pan) 1o 10 (unbearable pain) 5 consxdered a 4. Overall health on a scale of 1 1o 10 1S rated
as 6 Today the patent says there are improvements m his left shoulder. During today's vist
the patent réported that hes lower back showed no change since the [ast vist, On a scale of 0
to 10 with 10 beang the worst, he rated hes left shoulder as a 3 and bwerback asa3 The
patient also noted the following about his symptoms
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13. Print providers signature on will allow you to determine whether your signature, if in ChiroWrite, gets printed on the SOAP

Notes, the Exam Notes or both.
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14. Print Diagnosis in Assessment area of SOAP note will print the diagnosis information in the assessment area of the SOAP note

rather than the Today's Treatments area.

15. Print Log in Today's Treatment area will print the exercise log in the Today's Treatment area of your SOAP note. Here you can
also change the title of your log.

16. Do NOT print examination dates when printing SOAP range stops the examination dates from being printed as SOAP notes

when printing a range of notes. You currently cannot print proper examination notes with SOAP notes in a range format.

3.2.23.1.8 Scanning

The configuration that takes place under the Scanning tab is as follows:
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1. Scan device shows the device that you are using as your scanner. Clicking the Get Devices button will show this information.
2. Scan path is the area where your scanned documents will be stored.

Note: Please make sure your scanned documents are saved in a shared folder that all computers can view on the network
otherwise you will see can't load as shown below.
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3. Compression and Scan Protocol are things that the ChiroWrite technical support staff uses to help get your scanner working
correctly, if needed.

4. Enable logging is a feature that the ChiroWrite technical support staff uses to help get your scanner working correctly, if needed.

3.2.23.1.9 Copy Options

The configuration that takes place under the Copy Options tab is as follows:
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1. This page is used for the doctor to determine which areas of the SOAP note he/she would NOT like to copy from day to day.

For additional assistance, please view the No Copy Option Video.

3.2.23.1.10 Patient Check In

The configuration that takes place under the Patient Check In tab is as follows:

%)
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Siee
When patents scan ther 1D card o1 & provider workstabon, open
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1. Enable Patient Check-In will allow you to use the kiosk, if it has been purchased and we have installed it for you.

Note: The kiosk is an additional module that you can purchase from ChiroWrite to allow patients to check in and enter subjective
information, if you choose.

2. When patients scan their ID card at a workstation, if this is configured, you can choose to open that patient's travel card or their



SOAP note for the day.

3.2.23.1.11 Miscellaneous

The configuration that takes place under the Misc. tab is as follows:

Giobal | Global 2| Global 3| Global 4| SOAP | SOAP 2| Printing | Scarreng | Copy Options | Patient Check In

Enabie Automanc Logoff (Any nfomaaton not sived whon the automatc ogolf s rated wil be losl)
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Recorve User Name

Recotve Password

Tax Rate

1. Enable automatic logoff will set ChiroWrite to automatically log off and close after the program has been idle for a certain amount
of time. Certified users will find that this is automatically set for you if you are completing the meaningful use program.

2. Mail settings allow the setup of the doctor's or office email so that notes can be directly emailed to another provider, insurance or
other legal entity.

3. Tax rate can be set here for those who are using the ChiroWrite Scheduler. This is a separate module is mostly used by doctors
who have cash practices since ChiroWrite does not do billing.

4. Default Pen Settings allow the user to choose a default color that is used to draw on images throughout the system. The most

widely recognized image being found on the travel card. The normal default color is blue, but now it can be any color you choose.

3.2.23.2 Security Configuration Options

Security Configuration allows for the creation of new system users and the ability to edit existing users in the system. Each user of

the ChiroWrite system should have his or her own login.

3.2.23.2.1 Create a New System User

1. Select Administration > System Configuration > Security.
2. Enter the User's name.

3. Select the security features for the user by clicking the appropriate check boxes. This gives certain users in the system different



privileges and capabilities.

o Add New Security Group |
Ly Name Jason
Save View/Enabled Edit
- Workflow 7
u Patients J
Close
; Admin: J
Reports: 7
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4. When you are finished, click Save.
5. Select the Close button.

3.2.23.2.2 Edit an Existing System User

1. Select Administration > System Configuration > Security.
2. Highlight the user and click the Edit button.

3. Make the necessary changes and click Save.

4. Click Close.

3.2.23.3 Import/Export Configuration

ChiroWrite allows the ability to import or export data from the Solution Providers shown below.
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3.2.23.4 Kiosk Settings

Information regarding the ChiroWrite Kiosk Settings can be found in the Kiosk Manual. This can be accessed through ChiroWrite by

navigating to Help > Kiosk Online Help. You can also contact the ChiroWrite technical support team at 1-800-642-6082 for

additional information and instruction.

3.2.24 Predefined Plans

In ChiroWrite, you now have the ability to create patient treatment plans based on the types of treatments you provide your patients

over a period of time. It allows you to create and use a treatment plan to quickly select the treatments your patient will undergo over

that period of time and allows you to make changes to the plan as necessary.

3.2.24.1 Creating a New Plan

1. Select Administration > Treatment Configuration > Plans.

2. Click New to begin creating a new treatment plan.

3. Enter in a Description for the plan to give yourself an idea of what that plan may be for.

4. Select Treatments over the next period of time as you normally would.
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5. When finished select Save.
6. Click Close.



3.2.24.2 Edit Existing Plan

1. Select Administration > Treatment Configuration > Plans.
2. Click Edit to begin editing an existing treatment plan.

3. Edit the information that you would like.
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4. When finished select Save.
5. Click Close.

3.2.23.3 Using a Predefined Plan

To use a predefined treatment plan that has already been created, begin in an exam note or a SOAP note for the patient you are

working with.

1. Select the Plan screen and select Change Plan to activate the screen.
2. Select one of the predefined plans that have been created.

3. Select Add Treatment and all of the treatments associated with the predefined plan will be added to the patient's plan.
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4. Enter any additional treatments that you would like your patient to have in their personal plan.
5. Enter any additional information that your patient needs in their exam or SOAP note.

6. Click the Exit Workflow button to save all changes.

3.2.25 Exercise Log

The exercise log section will show you how to configure ChiroWrite to allow you to begin working with the exercise log found on

Today's Treatments. Learn more by watching the Exercise/Activity Log video.

3.2.25.1 Creating Exercises

1. Administration > Treatment Configuration > Exercises.
2. Click on New to create an exercise.

3. Enter a Description of the exercise and select the Units in which the exercise is measured.

- Edit Existing Exercise = =

Ly Description: Bicep Curl
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seconds
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4. Click Save and Close when you have finished.



3.2.25.2 Editing Exercises

1. Administration > Treatment Configuration > Exercises.
2. Select an exercise from the list that you want to edit and click the Edit button.

3. Click Save and Close when you have finished making changes.
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3.2.25.3 Mapping Exercises

Once you have created exercises that you perform in your office, you need to map those exercises to certain body parts that will

utilize them. If you do not have the body parts that you need please see section 2.4 Treatment Areas to add them. If all of your body

parts are present then continue on with the steps provided below.

1. Administration > Treatment Configuration > Exercises.

2. Click on the Protocol Areas button.
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3. Now select an area where you would like to map exercises to and click to Mapping button.
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4. Using the green arrows select the exercises you would like to add to that body part.
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5. Click Close when finished. There is no need to exit ChiroWrite for changes to be seen.

3.2.25.4 Entering Exercises

Once the configuration has taken place for the exercises, you can begin utilizing the exercise log for your patients. Remember this

information will copy from visit to visit.

1. Today's Treatments > Log Tab.
2. Click the Add button to begin making selections.
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3. Select from the drop down boxes in each section to begin creating an exercise log for the specific patient you are working with.
4. Type any additional comments in the comment box at the end of each exercise or use the comment box at the bottom.

5. You can also add the duration and start and stop time for the exercises completed.

6. Click the Treatment tab to return to the treatment screen or click on the next item in your worxflow. The information will be

automatically saved.

3.2.26 Login Audits

ChiroWrite keeps a log of who logs into the system and the date and time.

1. Select Administration > Audits > View Logon Audits.
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2. Select Close when finished viewing.

Note: The New and Edit buttons do not do anything on this screen.



3.3 Office Activities

Office Activities assists with checking patients in and out, a comprehensive list of the patients that received care during a specified
time frame, the ability to configure and run reports not pertaining to a specific patient, and the ability to view what changes were

made and when they were made.

3.3.1 Check In A Patient

1. Select Office Activities > Check In/Out.

== Check In/Out 7
= Last Name First Name Check In Time
u Little Missy .08 PM
Close

7

In

Ot

2. Click the In button to launch the search screen.
3. Search and highlight the patient you want to check in.
4. Click the Select button.

5. You now can see that the patient is listed as checked in for today. Click Close.

3.3.2 Check Out a Patient

1. Select Office Activities > Check In/Out.
2. Highlight the patient you want to check out.
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3. Click the Out button.
4. Select Close.

3.3.3 Show Daily Visit

1. Select Office Activities > Show Daily Visits.

2. Choose the date or date range for your Daily Visit list using the Calendar buttons.

3. Click the Charges check box and/or Diagnosis check box to include in the report, if desired.

4. Click Search and a list of patients for the dates specified will appear. Notice in the visit type area there are numbers in
parentheses that reflect the unit amount for each CPT code. Learn more about the unit charges by watching the Report Unit

Charges video.
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. BE041(1) - Manipulaltion3 lo 4 Regic
Make BP0104 1) - Thamoherapy Facks
Actve B7014{1) - EMSnlerferanhal
Ih o
I:L":_‘? 5242012 Gaffin Chiis Sehdubid Wil

GEGA0( 1) - Maniputabion'] o 2 Regice
G010 1) - ThermoSwrapyPacks
7014( 1) - EMSnlgrferantial

3
Freg List 7221 - Lumbar Disc Bulging
7393 - Lumbar Sublcabon

BAT 2 - Lumbar Sprain
5242012 Lynch dana Exam

! 722 1 - Lumbar Disc Bulging
T30 3 - | ismbae Seihlspeadbsnn

5. In order to make a patient active, highlight the name of the patient and click the Make Active button. This will take you to the
patients travel card.

6. Copy List will allow you to copy the information and paste it into another program.



7. Print List will run a report that can be printed.

6. When you are finished, select Close.

3.3.4 Reports

The reports menu provides reporting options that are not patient specific. Here you will find ChiroWrite’s patient intake forms and
reports that can be generated for the entire practice. For example, the Welcome to the Practice Letter is designed to work from the
date range specified and produce a welcome letter for all patients that were added during that range. The intake forms can be

printed and given to patients to collect information from them while they are in the waiting room.

) SOAP Notes - Paragraph Style

. SOAP Notes - Detail

o Welcome to the Practice Letter

. Referral Letter

o General Marketing Letter

o Daily Living Assessment Form - Patient Intake Form

o Vehicle Accident Information Form - Patient Intake Form
) Medical History Form - Patient Intake Form

o Patient Complaints Form — Short - Patient Intake Form

) Patient Complaints Form — Detailed - Patient Intake Form
o Oswestry Low Back Index - Patient Intake Form

o Neck Disability Index - Patient Intake Form

o Roland-Morris Questionnaire - Patient Intake Form

o Provider Exam Form - For the Provider

The Provider Exam Form will assist the doctor in taking notes that match screens in ChiroWrite to assist them in getting used to the

ChiroWrite system.

3.3.4.1 Run Reports

1. Select Office Activities > Reports.



o Rapcang v

Report Filers

m From Date 6252012 + ToDate: 6252012

Close Office
Provides
Run Case Type -
External Type -
View
Pnor
Report Reports

SOAP Notes - COPY

Notes with exam

0s - Paragraph Style

Report
Config

Tip: Selecting SOAP notes for a date range here will give you SOAP notes for all patients found within that date range. For SOAP

notes for one patient, select that patient and click the Patient Reporting icon.

2. Choose the To and From Dates for the Report.

3. Depending on which report is chosen you may need to select the Office, Provider, Case Type, and/or External Type from the
drop down menu.

4. Select the Report.

5. Click the Run button and your report will display in Microsoft Word or Wordpad.

6. Click Close when finished running reports.

3.3.4.2 View Prior Reports

1. Choose Office Activities > Reports.

2. Select View Prior Report.

3. A listing of prior reports that were generated will appear. You can then select to View, Mark the report as sent, or print the report.
4. Click Close.

3.3.6 Patient File Audits

ChiroWrite gives you the ability to view any changes that have been made to any patient file at any time. Learn more by watching
the Audit Log video.

1. Select a patient by either searching for them by clicking on the magnifying glass button or picking them up from current
patients.
2. Select Office Activities > Audits.



Search Crters

m Cusrent Screen o Al Screens Other

Close Use CasaVisa Case Vs
Use Date Range From Date To Date

Get Use Employee Employes

Audns

Date Freldiicson Detore

‘; 72010 343PM | Add Toduy's Treatment

D10 343 M Add Today's Treatmect W Solssons. Sotwon

0343PM Add Todey's Treawment T2 Solutons. Solworn

All audits will be shown when this screen pops up. The number of audits can be filtered or limited by making selections above.

4. Selecting Current Screen will show changes made to the previous screen you were on. Selecting All Screens will show all
changes made to the file. Selecting Other will allow you to choose specific sections of the system to view changes.

5. Checking Use Case/Visit will allow you to select a specific case or visit that you want to see what changes were made.

6. Checking Use Date Range will allow you to select a range of dates where changes may exist.

7. Checking Use Employee will allow you to see if a specific employee made any changes to the patients file.

8. Select the Get Audits button after making your selections to refresh the list.

9. Click on Close when finished.

3.3.7 Print Signatures

A report can be generated that contains all the signatures for a all patients who have come into the office and signed in for a given

time period.

1. Click on Office Activities > Print Signatures.

3. Choose the office and the date range for which the report should be run. Then click the Run button.

7 — ™
s Patient Signatues ¥ !ﬁ

Select the Office and the Date Range from which you would like to run the patient list
m Then click the "RUN" button
| Close
Office Name EI
|Greg House Chiropractic
{SoftworxD630
Run Date Range
From: | 5/14/2012 ~| 5/14/2012
= = —d

The report that gets generated looks like the one seen below.



Printed Date: 514/2012

Softworx D630

370 CenterPointe Cir
Altamonte Springs, FL 32701
800.642 6082

Signature History
From: 5122012 To:5/21/2012

Patient Date Signature

Wayne, Bruce S$/14/2012 10:56:00 AM b‘,‘_ﬂ/

Duck, Donald $/14/2012 1:01:00 PM @“W
P,

Smith, John $/14/2012 1:02.00 PM M —

Fiintstone, Pebbles 5/1412012 1:03:00 PM %GW Flhtsiane,

3.3.8 Print Checked-In History

A report can be generated that contains all the patients who have been checked-In either using the patient check-in module or the

scheduler module come into the office and signed in for a given time period.

1. Select Office Activities > Checked-In History.

2. Choose the office and the date range for which the report should be run. Then click the Run button.

= Patient Logln Summary 2 X

\ 7/ Select the Office and the Date Range from which you would like to run the patient list
Then click the "RUN" button

Close

Office Name -

| Run Date Range
From: 5212012 @~  To 5/21/2012 O~

The report that gets generated looks like the one we see below.



Printed Date: 5/14/2012

SoftworxD630
370 CenterPointe Cir
Altamonte Springs, FL 32701
800.642 6082

Log-In Summary
From: 5/10/2012  To:5/14/2012

Patient Check-In Time Check-Out Time
Wayne, Bruce 5/11/2012 4:29:00 PM 5/14/2012 10:56:00 AM
Cho, Margaret 5/11/2012 42900 PM 511172012 4:29.00 PM
Wayne, Bruce 5/14/2012 42000 PM 5/14/2012 4.21.00 PM

3.4 Patient Activities

Patient Activities assists with various things relating directly to the patient. Here we can input patient allergies, patient medications,
and get education pieces that can be given to the patient. Mass maintenance can be completed to a patient's file to add diagnostic
codes or complaints to several visits at once. A patient's diagnostic history can be viewed and orders can be created for x-rays, an

MRI or a laboratory test.

3.4.1 Patient Allergies

In ChiroWrite, you can input allergies that patient's may have to certain medications. If you are using the certified version of

ChiroWrite please refer to the meaningful use manual for assistance.

1. Navigate to Patient Activities > Patient Allergies.

"o Patars ABargies |
Inchude Fmacine medication allenges

E [Medicanon Reachon Drabe Ackve Stalus

B Poricin Hwes (602007 lAdwe |
Amaaciln Mausea, Vomiting, Consiipal 7122010 Acve
Sulfides Hives G511 Active

Mew | |

Edi

Remove

2. Click the New button to enter in a new allergy. You can select from allergic reactions you may have already entered in from the
drop down or enter one in on the spot. Also be sure to type in the medication they are allergic to and the date. Could be the date

entered, if they are unsure of the date they knew about the allergy.



;' Add New Medication Allergy 7 foiam

Ly Medication:
T Reaction | v
: 71 Date v Friday November 04, 2011 )
m Status: Active -
Close 4 InActive as of

3. Click Save and Close, when finished.

3.4.2 Patient Medications

In ChiroWrite, you can now input the medications your patient may be taking two different ways. You can input medications patients
may be taking ahead of time or while in the patient's file. If you are using the certified version of ChiroWrite please refer to the

meaningful use manual for assistance.
Ahead of Time

1. Administration > Medications.

2. Click New to enter in a new medication.

3. Enter in the Medication Information as shown below.

Name, Dose, Form, Route, Frequency, Status and generic drug name if needed.

4. Select Save and Close, when finished.

Madicabion Form Roula Freguency Slalus
X W claabn I]I-E:- Ol liperday [Adve |
= || | Prilosac - (Omeaprozole) 30 mg Tablal Cval 1 per day Active

Ly e 10/mg Tabdal el 1 per day Active

[ Mide:abion Brard Mame: Metommn

S‘T: Dosa 500 mg
Foimn Tablat
Roub Oral
Close Frapasmcy 1 pasr day
S Actren =
Mo Ciode
Caardraz D Mams Glacophags

While in the patient's file

1. Open a patient's file to work with by using the magnifying glass )-) or by selecting someone from current patients.
2. From the topmost menu, select Patient Activities > Patient Mediations.

3. Click New to put in a new medication for the patient you are working with.



.'.A Medicabon Brand Name (genenc O - e Date Date
, name) Dose Form Routo Froquency Started Stopped
* AL Vem Mescaton o )
Modcaton
Modicaton Detais
Ly Ao Medcason Detad
hJ - Dose 200 mg
Save Claratn
Metiormen Form Tablet
Priosec
Zyriec Route: Oral
ke Froquency svery 46 hours for pan
Swius Actvo .
Date Started ¢ Thursday Juy 152010 -
Date Stopped
RxNorm Code
Full Gerwre Name buproten]

4. Now you can either select a medication from the list or enter it in right here.

5. Be sure to include the date when they started the medication and if no longer taking it change the status to inactive and change
the stopped date.

6. Select Save.

7. Click Close.

3.4.3 Education

In ChiroWrite, patient education resources can be brought up by selecting a patient and navigating to Patient Activities > Education.

= ==

E Dascnpbon Diata Grvan

Closa i R h s llr ey
Miesclline Plus
20 739 3 - Lumibar Subdsaalon

2201

Miascllines Flus Ern A
L 10 739 3 - Lumbar Subhocson SR

Now, depending on how you have setup your system you may choose to click the New button, if you already have resources you
already like to give to patients. If this is the case, you will have static ( resource is housed on a computer in your office) or
dynamic ( web based) resources for medications and laboratory results as well. Otherwise, most doctors are going to choose the

Medline Plus Connect button and choose a diagnosis for which they would like information for.



¢ add Patvest L shon Madine P
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Save Addticend
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§ Hip Pan
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Clicking the save button after selecting a diagnosis will pop up an internet browser to Medline with information regarding that

diagnosis. This can then be printed and given to the patient.

3.4.4 Mass Maintenance

Mass Maintenance is our way of easily allowing doctors to add diagnosis codes or complaints to several visits at once. In the

diagnosis section, you are allowed to add from the list of diagnosis codes as well as copy codes from other visits. In the complaints

section, you are allowed to copy complaints from one visit to another. Learn more by watching the Mass Maintenance video.

Diagnosis

1. Patient Activities > Mass Maintenance > Diagnostic Codes.

o7 Mats Mastarance - Dugnosn

Critona

m Case Unknown, Fest Vst 5212000

Close Vist

on Headache

ONCUSSION Synarom

346 Mgraine
M6 9 Mgraine

pa Migraine

Falsy
woostal Neunbs

Capal Turnel Syndrome

) Carpal Tunnel Syndrome
35 Elbow NeuntsNewalgia L R B
3557 Hip NeumsNeuralga

Add selocied o

NOS Unspecte

* Top Botiom

Pos

4

- Include InActive

Add To | Delete From

Visits
2712011 - Schoduled Vist
126/2011 - Scheduled Visit
121132010 - Schaduled Vst
121102010 - Schodulod Vist
12972010 - Scheduled Visit
127772010 - Scheduled Vist
12172010 - Scheduled Vst
110
a7

Schoduled Visit
) - Scheduled Visit
22872010 - Scheduled Vst

S2172010 - Indtial Excaen

2. Choose if you want to copy codes from another visit or from the general list where available codes are shown.

To view codes that are part of an already created visit, select the visit from the drop down box near the top of the screen.

To view codes that are just part of the system see the list of available codes. Here you can search by selecting part of an ICD code,

part of a keyword or by using your categories just as you would on the diagnosis screen.



3. Click Close when finished.

Complaints

1. Patient Activities > Mass Maintenance > Complaints.

*. Mas Martenarce - Dagnou

Cose

Case Unknown, First Visa 5212010

Vanms

2712011 - Schedulod Vst
172872011 - Schoduled Visit
12132010 - Scheduled Vist
121002010 - Scheduled Vist
1292010 - Schoduled Visit
12/772010 - Scheduled Visit
12/172010 - Schaduled Visit
Aad 11/412010 - Schoduled Vist

‘ Add To / Delete From

27772011 - Schadulod Vist
V2872011 . Schedulod Visit
12132010 - Scheduad Vist
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Remove

1292010
12772010
1212010
1142010
8172010
5282010
5212010

Schadulod Visit
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Schaduled Vist
Scheduled Visit
Schaduled Visit
intial Exam
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| 2 Lower Back
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E 3 Bilateral Postenor Neck
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Pan Today 0 10203
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400607 8090 N

M 10 Moderane ALOGew vin
Severe
Qccasonal 25% - S0%

Corstant > 75%

2. Choose the visit you want to copy complaints from, then choose the visit or visits you want to copy the complaints to an click the
Add button. From here, you are also able to add information to a complaint including how it's doing, the pain level, the severity and

the frequency. You can also remove complaints if needed using the same method.

Note: You cannot add any complaints that have not already been created in a visit here. This means they have to at least exist in

one visit for them to be copied.

3. Click Close when finished.

3.4.5 Diagnosis History

Should you want to know about the patient's diagnosis history click on Patient Activities > Diagnosis History and you can view
diagnosis codes that were used in the past for this particular patient. You can view diagnoses that have been resolved, entered by

mistake or were made inactive. Learn more about this by watching the Diagnosis History video.
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3.4.6 Orders

The Orders section allows you to create specific tests that you might normally request so that they can be selected for any given
patient. This is configured by navigating to Administration > Order Settings > Orders.

V“: Add New Order 2
| l—"' Type: XRay MRI Lab

Sa—ve\ Description |

Test resuits are Positive/Negative or numerical in format ‘

Close Status: Active > ’

Select the type of order you are entering, a description for that order and also be sure to check if the test results are
positive/negative or in numerical format. This check is especially important for meaningful use. The orders as they are entered will
show up in the section much like the image shown below. Learn more about using the orders section by watching the Diagnostic

Orders video.

| = Crders g

COrder Type Status -
E Complate Blood Count wDifferantial (CBC) Lab Active
Closa Creatingne Lab Active
! i Fasting Blood Glucose Lab Active
High-sensitraty C-reactve protein (HS-CRP) Lab Actve
Hew Thyrend Strmulabing Harmone (TSH) Lab Actnre
Trnghrcendes Lab Active
Meck MRI Active
Edit Shoulder MRI Acthve
fith Contrast MR Active
Withoaut Contrast MRI Active
AF Hip XRay Acine
AP Pehis XRay Active
Bilatesral Hip XRay Active

Marsiral W A rina =




3.4.6.1 Order Options

The Order Options section allows you to create specific instructions that might normally be included in an order that can be used for

any patient. This is configured by navigating to Administration > Order Settings > Order Options.

E 7 Add New Order Option 3 “
1 L'JI Type XRay MRI Lab Al
\
L Save Description
m Status: Active -
Close

Select the type of instructions you are entering, the actual instructions and select it as active. The instructions could potentially be

used for all types, if needed. The instructions as they are entered will show up in the section much like the image shown below.

..u_ Order Options cJ E

Dascnpbon Type Status

X Il R I TActve |

Close AM Test Lab Acthve
Every other day times 3 Lab Active
Fasting Lab Acinee

Mew PM Test Lab Active

Eda

3.4.6.2 Order Indications

The Order Indications section allows you to create specific indications that might be revealed by a specific test again these can be

included in an order that can be used for any patient. This is configured by navigating to Administration > Order Settings > Order

Indications.
(%) Add New Order Option B @N
Ly I Type XRay MRI Lab All
. Save Description
m Status Active -
Close

Select the type of indication you are entering, the actual indication and select it as active. The indications could potentially be used

for all types, if needed. The instructions as they are entered will show up in the section much like the image shown below.
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3.5 Current Patients

Current Patients allows you to see which patients are checked into the office and ready to be seen. As patients are checked out,
they will be removed from this list. This is where you can also view a list of patients that may have incomplete notes. More

information can be found by watching the Current Patients Video.

1. Select the show Patients With Incomplete Notes button.

m Show Checked In Pabents ‘7 Show Pabents Wih Incomplete Notes i
Close | sonby & Visit Teme Pasent Name Provider Provider .

Provider Visit Reason

Patent 5/24/2011 Meg Griffin Softworx Solutic Initial Exam
5/24/2011 BamBam Rubble Softworx Solutic Scheduled Visit
C;;;o 6/1/2011 Paula Deen Softworx Solutic Scheduled Visit
8/10/2011 Paula Deen Softworx Solutic Scheduled Visit
Remove 9/7/2011 Paula Deen Softworx Solutic Scheduled Visit
9/8/2011 Paula Deen Softworx Solutic Scheduled Visit
10/14/2011 Paula Deen Softworx Solutic Scheduled Visit
ANMAIINAA Drriia Mann Cnbhrinms Caliitin Caladidad \finit

2. Select the Patient for which you would like to complete notes for.
3. Click Select Patient to simply just select the patient or Go To Note to go to the note for that specific date of service.
4. Click Close, when finished.

3.5.1 Patient Travel Card

The Patient Travel Card consists of five areas: Summary 1, Summary 2, History, Trends and Notes. The Summary window will

provide a snap shot overview of the patients information.
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3.5.1.1 Summary 1 Tab

The Summary 1 tab allows you to add information on the patients visits, SOAP, and regular exams. The Summary screen will allow

you to expand the body images, review patient images, read patient complaints, treatment and diagnosis information.

&) Patient Summary

| Summary 2| Histery | Trends |

[(Expand

Cases: |Unknown, First Vist: 514/2008

Select a specific case for

- = ¥ .

Chose the patient from the drop
When selecting down menu.
the Expand button
a pop up window =
with front and ';;lasttii, l::lse

vsi el Chief Complaini(s D s

s so that the Delails 0~ J
complaint areas | 1. Posterior Left Hip
can be |Onset: After the accident
diaarammed. = | Frequency: Frequent, Sevanty: Moderate, Pain Level: 5

SOAP 2 Displays the | Better When: lying down, medication, strelching, ice, resting

Today 3 treatment the |Worse When: bending, prolonged walking, laying fo standing, standing to lay

= s patient received | Quality: sharp, shooting

|Radiating: left knee, left lower back

= on the last visit
©am | LastVisit Treatments to your office.
Area LURB Treatment

Cco m Spinal Manipulation
c1 Left Spinal Manipulation -
c2 Left Spinal Manipulation Patients
cs Right Spinal Manipulation diagnosis
T Left Spinal Manipulation Di 5
lagnosis
|T12 Right Spinal Manipulation - =1agnoes
769 Hip Joint Inflamation
Treatments Tolerated With: 7243 Solalica

The Summary window will also display subluxations and your My Notes section of the Today's Treatment Screen if you setup your
configuration that way.



3.5.1.1. 1 Visit Dates

1. Select the patient.
2. Choose the Summary 1 tab on the travel card, if it hasn't been chosen already.

3. Select the Visit Dates button and a calendar will appear highlighting in bold the dates that the patient has visited the office.

e Patiern ¥aa Calende = |
m lanizary 2012 February 2012 March 2012
Su Mo Tu We Th Fr 5a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr 5a
Chosa i 3 3 4 i s 3
1 2 3 4 % & 7 S5 & 7 8 9% 011 4 5 6 T & 9 10
B & 10 11 12 13 1 12 13 14 15 16 17 18 11 12 13 14 |18 18 17
15 16 17 18 19 20 2 19 20 21 22 23 24 25 1B 1% |30 21 22 28 M
22 23 24 35 X X7 B XN 27 2B X 25 26 27 28 29 30 M1
29 30 3
April 2012 May 2012 June 2012
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr S Su Mo Tu We Th Fr Sa
1 2 3 4 5 & 7 1 & 3 4 5 1 2
B 9 10 11 12 13 14 & T 8 9 10 11 17 31 4 5 & T & @
15/16 17 18 18 20 1 13 14 15 16 17 18 1% 10 11 12 13 14 15 1&
22 23 24 25 X 2 ¥ XN 2 22 2P M 25 2 17 15819 38 XA 2 23
29 30 77 28 |28 30 |81 24 |25)26 27 28 29 30
4. Click Close.

3.5.1.1.2 SOAP Today

If the system is being used in a real time mode, or the SOAP note you wish to enter is for a current date, then you may use the
SOAP Today button. The system will take you into the SOAP Worxflow.

1. Select the patient.
2. Choose the Summary 1 tab on the travel card, if it hasn't been chosen already.

3. Click the SOAP Today button and the Subjective window appears with the following icons:

allows you to edit case information

allows you to display the summary information
allows you to add visit notes

allows you to apply the defaults

allows you to erase the contents of a field

CHIN AL

allows you to exit the Worxflow

4. Enter the patient SOAP information and click the Exit Worxflow button when finished.



3.6.1.1.3 Exam Today

If the system is being used in a real time mode, or the EXAM you wish to enter is for the current date, then you may use the EXAM
Today button. The system will take you into the Exam Worxflow.

1. Select the patient.
2. Choose the Summary 1 tab on the travel card, if it hasn't been chosen already.

3. Click the Exam button to access the Complaint window in the Exam Worxflow.
4. Select the Complaint Assist button to step through the questionnaires.

Brwin Worps =
Aandad Template
Patier] Complaini

Complaints Bl =3+ & 46262012 -|mp td

Caperang Commeents
Cusity Livang AsidEmen

k. ATy

LI Thirlaids

1 Foght Severity: Mid, Pon Level 1
e BT N Comenants: COMPLAINT - Fight Shoulder i skghtly betier

LI

. Foghit Hag Comments: Faghl Hip & slghily wiorse

Closing Comments

Tip: Please enter information in the Opening and Closing section below in complete sentences.

5. Click the Exit Worxflow button when finished.

3.5.1.2 Summary 2 Tab

Summary 2 provides the same options as Summary 1 with the Visit Dates, SOAP Today, and Exam Today buttons while also

allowing you to view the patients medical history, x-ray notes, management plan, and accident description.



®p

Visit
Dates

SOAP
Today

Exam
Today

atient Summary

Summary 1
Medical History”

Mr. White has recorded that his family doctor is Tom Jones. His
last visit date was 11/25/2006. The name of the patient's
chiropractor is Jill Til. His last exam date was 11/1/2006. The
patient denies any surgeries within the past five years. Mr. White
states that he currently has allergies and high blood pressure. He
reports a family history of arthritis and cancer

Patients Medical History

Evaluation of X-
Ray

Patients
Management Plan as

Cases: [MVA, First Visit

Management Pla prescribed by the

XRay Notes
Cervical
The following views were taken: A-P Lower Cervical, lateral

dislocations or osseous blasticlytic lesions. Cervical listing is
considered normal. Spinous processes are noted to be largely
midline The cervical lordosis is within normal limits

cervical, flexion and extension. In general there were no fractures,

doctor.
BEST Tech /
2x per week / duration of 3 weeks
cold packs

3Ix per day for 15 minutes / duration of 2 weeks
Electrical Stimulation

3x per week / duration of 3 weeks

to reduce muscle spasms and pain
Neuro-muscular Re-education

2x per week for 30 minutes / duration of 4 weeks
Spinal Manipulation

2x per week / duration of 2 weeks

Full description of the accident
the patient was in.

Mr. White advised that he was involved in @ motor vehicle -~
accident on 1/5/2007 in which he was a passenger. He stated

that he was being driven in a full-size car and seated in the rear

row on the right side while the vehicle was traveling at a speed of
approximately 20 mph when the accident occurred. The accident
occurred during the early morning hours, road conditions were

dry and visibility was good. Mr. White stated he was rear ended

by a mid-size car. The patient also mentioned there was another —
vehicle involved in the accident. The other vehicle was a full-size

car. The vehicle Mr. White occupied was involved in a frontal
collision. The patient further stated that he was not prepared for

the accident. He stated that his head moved from left to right %




3.5.1.3 History

History provides access to the patient's subjective notes and treatments performed for the block of time selected allowing the doctor

to see treatments they have been performing over a period of time and the patient’s responses to the treatments.

Select the To
and From
dates for the
History.
7 e
From: Thursday , March 13,201~ To: Saturday , April 12,20~ Show All _ Refresh
AN
Visit Date Subjective Treatments Performed
1. Right Shoulder Same, 8 CltoC4 Spinal Ma if you want
2. Headaches:Better, 3 C6 Right Spinal Mani} the history for
3. Right Posterior Neck Same, 5C7 Bilaterally ~ Spinal Manij all the
T2 Activator patient's
VISItS.
4/12/2008 T5 Activator
T9 Activator
Thoracic Electrical Stimulation
25 htz
Treatments Tolerated With: Mild Pain
Clto C4 Spinal Manipulation
C6 Right Spinal Manipulation
Bilaterally Spinal Manipulation
Activator
4/9/2008 Activator
Activator
Electrical Stimulation
25 htz
Treatments Tolerated With: Mild Pain
1. Right Shoulder:  Same, 8 CitoC4 Spinal Manipulation
2. Headaches:Better, 3 C6 Right Spinal Manipulation
3. Right Posterior Neck Same, 5C7 Bilaterally Spinal Manipulation
T2 Activator
3/26/2008 5 Activator
19 Activator




3.5.1.4 Trends

Trends allows you to view the patient's progress under chiropractic care using graphical representations. The graphics are
generated based on the subjective responses the patient has been giving over the date range specified. The graph can be

generated for either Symptoms ( Better/Same/Worse) or Pain Scale ( 1-10 ratings)

Choose whether to
graph the trends
of patients pain or
Sy mptoms.

=Tory Cases | Unknown, First Visit: 5142008

E Symploms @ Pain From: |5(14/2008 ~| Teo [sr1arz008 - [ Graph l Brint
Close T 7 — 2
# Left Hip Select the dates
S to include in the Pick whetheryou
¥ Onearall Pain o Crverall ¥ graph. want the graph to
print to the screen
or the printer.

Visit Place a Patient Pain Responses
Dates checkma_wk next From 5M4/2008 To 5/19/2008
L to each item to
include on the
T 1 10| report.
SOAP g 5
Tockay .
| ., "
Esxam T 5 __d--"_____ *
I Legend
Today i - p
L _ E A il Leh Hip
-9 5
il Owerall Pain
34 A— Overall Health
7 =
14
1] T 1
1 2 G
Visits

The Trends tab will also let you graph outcome assessment scores for the Owestry, Rowland Morris, Neck Disability Questionnaire

and Pain Disability Questionnaire.

3.5.1.5 Notes

Then notes tab will allow you to view information from the My notes section of the Today's Treatment Screen as well as general

notes in the system from click in on the pencil icon.
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3.6 Help

There are two ways you can access the ChiroWrite help area.

1. Select the button F1 on your keyboard.

2. Select Help > ChiroWrite Online Help. Either way will take you to the help section where you can search any help topic you
desire.

3. When finished, select the red X on the top right hand portion of the window that popped up and this will take you back into the
ChiroWrite system.

[ Help

| ChiroWrite Online Help F1
Kiosk Online Help

License Information
Update Configuration
Check For Updates

Join a Meeting

Release Notes

Lock System F12
About

3.6.1 Kiosk Online Help

1. Select Help > Kiosk Online Help.
2. When finished, select the red X on the top right hand portion of the window that popped up and this will take you back into the



ChiroWrite system.

[ ChiroWrite Online Help F1
Kiosk Online Help

License Information
Update Configuration
Check For Updates

Join a Meeting

Release Notes

Lock System F12
About

3.6.2 Licensing Information

The licensing information can be accessed by clicking on
1. Help > Licensing Information

This will show you the office information as well as the current status of your license.

‘.A-. Licensing ¥ @

WMMoftworx|
m | J/olutions

Close

Update

Licenseo
Note: You will need to provide the information below and press the "Update

License™ button. If this information changes in the future, you will need to
obtan a new hicense Key. This icensng window can be found under the Help
menu

Office Name
First Name
Last Name

Address

City

State ZiP

Phone :

Emai k twonksolut f (Not Requred)

Licence Status

3.6.3 Update Configuration

The Configuration Editor is where you can find information about your server's name and whether or not the specific machine you

are on is listening for updates from a billing system. It is also used by technical support to assist in troubleshooting your system.



1. Help > Update Configuration.

£ ¢ Configuestion Editor o @

- 1. i this 1s a CLIENT machine, then update the database server location. The value 1o
m pat in this fiedd can be determined by running ChroWrite on the machine where you

. installed the Server program and locking at the Licence Information under the Help
Ciose | many

Server SOFTWORXDE30-PC\SOFTWORX
Update
Config
2. Only modify the following ine ff instructed by your vendor. It should be blank normally

Viewer Obtain

Updates From

3. Iif thus machine s used to listen for updates from another system, sefect the system
below 10 have this machine auto start the istening process.

System v

3.6.4 Check for Updates

The Check for Updates option will allow ChiroWrite to check the Softworx Solutions website for any new updates that might be
available.

1. Help > Check For Updates. But remember ChiroWrite does this for you automatically.

Note: Firewalls or anti-virus software may keep ChiroWrite from obtaining updates.

3.6.5 Join a Meeting

The Join a Meeting option will allow ChiroWrite to navigate to the GotoMeeting website, where a member of our technical staff can

assist you with any issues you may be experiencing while using ChiroWrite.

1. Help > Join a Meeting.

Note: A member of our technical support staff will already need to be on the phone with you to use this feature.

3.6.6 Release Notes

The Release Notes section just like our What's New? link will take you to the Softworx Solutions website for a look at our release

notes. Here you can find valuable information about new features and how to configure them in your system.

1. Help > Release Notes.



3.6.7 Lock System

The ChiroWrite system is able to lock itself so that unauthorized users cannot access patient information. To lock the system click

on
1. Help > Lock System OR Push the F12 button
To unlock the system, simultaneously push

2. Control and F12

When the system is locked you will see the screen below and you will not be able to access anything in ChiroWrite. The system will

need to be unlocked in order to regain access.

~ ChiroWrite is
currently locked.

3.6.8 About

The version of ChiroWrite that you are running can be accessed by clicking on

1. Help > About

Below, you will see an example of what will show up when you make this selection.

=) About (654)

X EMoftworx
Crone |wiP|olutions
ChiroWrite 2.0.0.0

Copynght 2003-2011 Softwoex Solutions
All Rghts Reserved

Waming: This computer program is protected by copynght low snd
intemabonal trestes.  Unauthorized reproduction or distrbution of
this program, or any portion of &, may resull in civil or caminal
penaities

4.0 System Icons




System icons allow you to search for patients, edit patient information, and add new patients to the ChiroWrite system. You are also
able to view patient history, run reports for patients, add general notes for patients, and add patient pictures, x-rays or scanned
documents. Finally, you can add patient alerts to notify you at certain intervals, send an instant message to another ChiroWrite user

within your office and navigate to the home screen.

4.1 Searching for Existing Patients

1. Click the magnifying glass button and the search window below will display.

o Pesiernt FF'E

Search Criteria

E Last Mame: | ﬂ Sort By & Last Marme

Close First Wams

First Nam+: |

=l | B
Slalus -
i Provider: -
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[nllo [rllallrlls] 7] w]llw |[{w]lx|[r [z]
Mgtchng Fatents

e Last Nam« First Name hddress 55N

|

2. The system allows you to search using any one of the following criteria:

o Last Name

o First Name

o Social Security Number ( SSN)
o Provider

o Status

To search for the information, you can type the information into the search window box and click the Search button or click the
lettered buttons to pull all records for that particular letter. You can also use the alphabetical letters to begin typing into the search

fields above.
If you need to erase the contents of a search window you can click the Eraser button to delete what was typed in the field.

3. Once the patients name shows up under the Matching Patients window, highlight the patients name.
4. Click the Select button and the patients records will display. You will also notice, as shown below that the patients name, number

of visits, and the date of his/her last visit is displayed on the toolbar.

. : ; .-7_- Petiest  Bruce Wayne - :
)') {j_] fj_,_;,] e —é / r.} £ 01 Visits: 2 unmz::rmulu Whats New? '\::, h?.':




4.2 Add New Patient Information

1. Select the button.

Tip: The First and Last Name as well as the patients sex is required to add a patient record.

2. The new patient window will display with the following two windows. Fill in the information necessary and click Save.

Tip: Do not use this icon to add patients if you are linked with an external billing system.

3. Select Close.

4.3 Edit Patient Information

&

1. Click the on the toolbar to edit a patients information.
Tip: Do not edit patient's information here if you are linked with a billing system.

2. The patient's record will appear on two pages. Make any necessary changes and click Save.

3. Choose Close.

4.4 Patient History

&

The patient history menu option allows you to search for existing cases the patient may have; you can create a new case for the
patient and edit existing cases. It also allows you to search for visits the patient has already had and edit the visit while also allowing

you to create new visits.

4.4 1 Start a New Case

1. Search for the patient.

-]

2. Select the doctor's bag button to display the Patient History screen as shown below.
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2. Click the New Case button.

Tip: If using a linked external billing system DO NOT create new cases here.
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Users can click the Copy Other Case button to copy information from one case to another. Learn more about copying case

information by watching the Copy Case Information video.

The accident screen will appear with six different tabs that are outlined in this section. They are:
o Main

o History

o Accident Description

o Misc

o Summary

. Final Notes

4.4.1.1 Main Tab




1. select a case, if you haven't already.
2. Select the Main tab.
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3. Enter information required.

Tip: Only the Office and Provider are required on this tab, everything else is optional.

4. Click Save.
5. Click the Close button.

4.4.1.2 Medical History Tab

1. Select a case, if you haven't already.
2. Select the History tab.

Tip: Information entered in the Medical History Opening and Closing sections should be written in complete sentences.

3. Enter a Medical History Opening if you would like any customized information to appear on the report.

4. Select the History Assist button to display the Medical History form.
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5. Fill out the information on the Medical Care tab.

6. Select the Current Conditions tab selecting the appropriate items.
7. Choose the Family History tab and enter the information.

8. Enter the Social History.

9. Select the Exit Worxflow button and you will find a custom paragraph summarizing the information input into the system.

IMPORTANT: Make sure that you do not type anything where the custom paragraph appears.

10. Enter a Medical History Closing if you would like any customized information to appear on the report. Information is
automatically saved so you can nhow move on to another tab to enter information.
11. Click Save.

4.4.1.3 Accident Description Tab

1. Select a case, if you haven't already.

2. Select the Accident Description tab.

Tip: Accident Description History Opening and Closing sections should be written in complete sentences.

3. Enter an Accident Description Opening if you would like any customized information to appear on the report.
4. Click the Accident Assist button.
5. Enter Accident and Post Accident information in the multiple windows.

6. Click the Exit Worxflow button. You should now see a custom Accident Description paragraph that has been created.



%7 €t busting Case )

Man | Hstory Msc. | Summary | Finad Notes | Kiosk |

Accident
Descripbon
Opening

Mr. Wayne advised that he was imvolved in & motor vehicke colision on
2772070 i wiech he was the drver.  The colision occuered dunng the
day, road cond@ons were damp and wisibiity was good.  The pabent also
menboned that besides comng » contact with 8 velucie healso came in
contact with a jeep cherokee second.  This collksion occurred when the

Accident velucie 1 winch the padent traveled was rear endad Al the time of the

Assst colson the brakes were apphed.  The headrest on the driver's seat was

Copy sot 10 a low posibon.  The patent further stated that he was not prepared
Other for the colision  Immedately folowing the colision Me. Wayne feilt
Case dzzyidazed transporied by patents' fnend.. He speat 3 days in the
hospial  He was grven prescnbed medicaton. A neck brace was pul on
untl tosang was completed. As a result of the colision, Mr. Wayne is
complaring of headaches He expenences neck pan when he i$ moving
s neck towards te left and towaeds the nght.  The pabent is also
compianing of low back pan. His lower back pain is worse when he 1S
bendng Sivce the colision the pabent reported feeling irmitable and
fatigue. He indicated that he &5 losing 2 heis of sleep per naght

Accdent
Descnpbon

Accident
Descrpbon
Ciosing

7. Select Save.

8. Select Close.

4.4.1.4 Misc Tab

1. Select a case, if needed.
2. Select the Misc tab.

3. Enter all available information.

Tip: If this is a Workers Comp case, Employer Information may be important.

4. If you have entered Contra Indications, you may wish to select to have the indications pop-up when the patient record is loaded

by placing a check in the box.
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5. Select Save.



6. Select Close.

4.4.1.5 Summary Tab

1. Select a case, if you haven't already.
2. Select the Summary tab.
3. The Summary tab allows you to draw and write on the front and back profiles that are troubling to the patient. As you can see

from the example below, the neck and lower back region are highlighted as problems for the patient.

The drawing tools built into the software are the:

Pen ( tool in blue) : You can adjust the color, size, tip, transparency, and smoothness by clicking the drop down arrow next to the
pen icon. You can then draw and write anything on the picture. Users can default the pen color so that it always starts on a certain

color. Watch the Default Drawing Pen Color video to find out how.

Highlighter ( tool in green) : You can adjust the color, transparency, tip, size, and smoothness by clicking the drop down arrow

next to the highlighter icon. You can then highlight any area on the picture.

Eraser ( tool in pink) : You can select the mode and size of the erase by clicking the drop down arrow next to the eraser

icon. You can then erase any markings you have made on the picture.

Lasso ( toolin orange) : You can draw around a large area with the lasso tool and it will then create a box around that area that

you can use to move the marking you have made to different areas on the screen.

o= Edil Bxialirg Coree B P
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Save

4. Select Save and Close when you are finished.



4.4.1.6 Final Notes Tab

1. Select a case, if you haven't already.
2. Select the Final Notes tab.

Tip: Final Notes should be written in complete sentences.

3. Enter any final notes or analysis that you would like to appear on the patients Final examination report.
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4. Select Save.

5. Select Close.

4.4.1.7 Kiosk Tab

1. Select a case, if you haven't already.
2. Select the Kiosk tab.
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If the patient you are working with has more than one case, you want to make sure you select which case will be used for check-in
using the kiosk, if you are using the kiosk. If the patient you are working with falls into a population that you feel couldn't use the
kiosk or is fearful of the kiosk, then you can check sign in only, no need to do subjective questions. On this tab, you also have the
ability to choose specific outcome assessments for this particular patient to take when they are using the kiosk. Choose how often

you want this patient to take this assessment and you can choose to make them take this outcome assessment on their next visit.

4.4.2 Edit a Case

1. Search for the patient.

2. Select the &

doctor's bag button.
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3. Highlight the case and select the Edit Case button. Make changes as needed.
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Users can click the Copy Other Case button to copy information from one case to another. Learn more about copying case

information by watching the Copy Case Information video.

4. Select Save.

5. Choose Close.

4.4.3 Add a New Visit

1. Search and select a patient.

2. Select the &

3. Click the New Visit button.

4. The Add New Visit window will appear. Select the date of the visit using the calendar button as shown below.

doctor's bag button to display the Patient History screen.

¥ Wednesday, April 09, 2008 B- |

5. Select a Visit Reason from the drop down menu. The visit options are:

o Consultation

o Exam

o Final Exam

o Initial Exam

J Schedule Visit

o Unscheduled Visit
6. Click Save.

7. Choose Close.
8. Depending on the type of visit for the patient, you will have the option of beginning a SOAP or an Exam. Click either the Soap

button or the Exam button to continue entering notes.



4.4.4 Edit a Visit

1. Search and select a patient.

2. Select the & doctor's bag button to display the Patient History screen as shown below.

New

3. Choose a visit and click Edit Visit.
4. Make the necessary changes, then select Save.

5. Choose Close.

4. 4.5 Add New Miscellaneous Note

Information regarding the creation of a new miscellaneous note can also be found by watching the Miscellaneous Notes/Missed

Appointments video.

1. Search and select a patient.

2. Select the & doctor's bag button to display the Patient History screen as shown below.
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3. Click the New Misc. Note button to create a miscellaneous note that will print along with SOAP notes the patient has.
4. Select a Date and Note Reason. Note reasons can be created under the Administration tab > Misc. Note Types.

5. Enter information needed in the note to print.

# Add Mew Hote o |
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Mote Missed Appo Al
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6. Click Save and Close , when finished.

4. 4.6 Edit Miscellaneous Note

1. Search and select a patient.

2. Select the & doctor's bag button to display the Patient History screen as shown below.
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3. Select the miscellaneous note to be changed.

4. Click the Edit Misc. Note button to edit a miscellaneous note that will print along with SOAP notes the patient has.
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Save
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Provider Solutions, DC, Softworx >

5. Click Save and Close , when finished.

4.5 Patient Reporting

Patient Reporting allows you to configure customized reports, view specific patient reports, run reports to be printed and email

reports.

4.5.1 Run a Patient Report

1. Search and select a patient.

2. Clickthe graph and stethoscope button and the Patient Reporting window will appear.
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3. Select the case from the drop down menu to print the report. Then select the time frame for which you would like to run the
report; you can select a specific date or print it for a specific time frame, you can select the last visit or a specified range of dates

and print those visits.
Tip: For exam reports, run against the exact exam date. For example, initial exam run against the initial exam date.
4. Select the type of report from the listing in the reports window and click Run and your report will print to a Microsoft Word

document.

5. Select close when you have finished.

4.5.2 View a Prior Report

1. Search and select a patient.

2. Click the _g graph and stethoscope button and the Patient Reporting window will appear.
3. Select the View Prior Report button and you will be given a list of reports for that patient.
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4. There are three options in the Existing Reports windows.
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Jun, 22 2012 042221 PM Intial Exam 200002
Jun 212012 022431 PM Final Exam 2010:0209
Jun, 212012 013913 PM SOAP Notes - COPY 2002062
Jun, 21 2012 01:36:49 PM SOAP Notes - COPY 201 2
View Jun, 21 2012 012422 PM SOAP Notes - COPY 20020621
Jun, 21 2012 012255 PM SOAP Notes - COPY 2012067
Jun 142012 051312 PM Interrmediate Exam 2012
MarkAs| | jun 142012  051223PM  SOAP Notes - Paragraph Style 201206113
St Jun, 14 2012 051141 PV SOAP Notes - COPY 20120613
May 252012 112233 AM SOAP Notes - COPY 2012/08N3
Print May, 252012 111352 AM SOAP Notes - COPY 200120521
May 252012 111326 AM SOAP Notes - COPY
May, 252012 111200 AM Inal Exam
May 252012 111134 AM SOAP Notes - COPY
oMad May, 212012 124239 PM SOAP Notes with exam
Sass 21 200 17 AN AL DA SN Matnn  Nasancant ol

a) Highlight the report and click the View button for the report to appear in Microsoft Word for viewing, editing, and/or
printing.
b) Highlight the report and click the Mark as Sent button for the report to be logged as sent out and highlighted.

Tip: When a report is Marked as Sent, it will show up highlighted in the list and on other machines. Otherwise, these reports will
only show up on this machine.

¢) Highlight the report and click the Print button to print the report immediately.

5. Click Close when you are finished.

4.5.3 Report Configuration

1. Search and select a patient.

2. Click the "é/ graph and stethoscope button and the Patient Reporting window will appear.
3. Highlight the report to configure.

4. Select the Report Config button to see a screen similar to the one shown below.
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Report Name : Initial Exam

m Inesal Exam

\
Close roducton
Medical History
= Acodent Descripbon
Edt & Chief Complaints
» Histoey
[ + Socil History
‘ » Complaints Text
- Capabittes of Dady Living - Header
« Capabates of Daldy Living
Physical Examinabon
Dmém < Physical Examination

S

* Review of Systems

= Mensurabon Circumferencial - Header
» Mensuration Circumferential

« Posture

7 ROM - Cervical Header

< ROM Cemvical

* ROM Lumbar - Header

© ROM - Lumbar

& ROM Dorsal - Header

+ ROM Dorsal

= ROM - Shoulder Header

» ROM Shoulder

& ROM Elbow - Header

¥ ROM - Elbow *

5. You can now make changes to the organization of the report by using the Up and Down arrows. Select the information you would

like to move using those arrows.

6. When you are finished making changes click close. Changes will be automatically saved in the system.

4.5.4 Emailing a Report

1. Search and select a patient.

2. Click the ‘é/ graph and stethoscope button and the Patient Reporting window will appear.

=, Reponting - ﬁ;,;
Pavent Reporing
m Producing Reports For | Bruce Wayne Include InACtve
A8 Case Unknown -
Time Frame @ Last Visit Other
Run i)
From Date V7 22011 ’ ToDate. 11/ 220N ‘2
View
Pnoe Reports
Report XRay Repon

SOAP Notes - Paragraph Style
SOAP Notes - Detad
initial Exam
intermediate Exam
Final Exam
Report Permission to Work
Config Excuse from Work
Letter Of Intent
Dual Listing Exammnaton Repont
Compare Visits

Letters =

3. Click on View Prior Report.



(47 Viem Euiting Reponts ==
x Reports For Bruce Wayne
(% Date Time Report Name Contains -
Oct, 272011 113844AM  SOAP Notes - Detsd 20111027
Oct 182011 054556 PM Final Exam 2010:06720
Oct, 132011 113453AM  Letters 201111013
Oct 72011 115336AM  SOAP Notes - Detat 201111007
Sep, 272011 O40428PM Intermediate Exam 2010927
View Sop, 232011 (044543PM SOAP Notes - Detal 201108023
Sep, 232011  (43902PM  SOAP Notes - Detal 20110923
Sep, 232011 (43754PM  SOAP Notes - Detal 20110823
MarkAs| | gep 232011 043020PM  SOAP Notes - Detad 20109723
s Sep, 232011 (42832PM  SOAP Notes - Detad 201110823
Sop, 232011  101058AM Intial Exam 2011108723
Pant | | S9,232011  101009AM  SOAP Notes - Detsi 20110823
Sop, 232011 100647AM  SOAP Notes - Detad 201170923
Sep, 222001 095159AM  SOAP Notes - Detad 20110022
Sop, 22201 095122AM  SOAP Notes - Detad 201170922
oMal | Sep 202011 015437PM Initisl Exam 20100211
Con WL 014490 Par COAN Motar  asad 241 1

You will see all the reports that you have run for this patient on this machine. Other reports that have been run for this patient, but
not marked as sent can be viewed on the machine that the report was originally run on. If it was marked as sent you will find the
report her highlighted in yellow.

4. Click on the report you wish to email.

Note: You may only choose one report at a time to email.

5. Click on the eMail button to send the document to another doctor, attorney or receiving party.

- Etenafepeng e
' Faclty Downtown Office -

Close | Fie CSoftworx Sokons'ChiroWrae\outpufi1_535_SNP_2011_10_27_11_33 44 AM C|

Transier Method FTP e E-Mad

: Anonymous Secuer

Host Name Port

Send Sty X Passive Mode impct SSL.
madl Soor Nixne: o SS

E User Nam: Exphon SS4

Password

Uphoad Folder

Emad

To User Name Ksisneros@softwonsol

Ce Password

Sty Advanced Emad Setirgs

Message

Server Address  Mad softwoncsolutions co
Port 2%
Secure 7 Autheciicate
Impiot SSL
Exphet SS1

If you have not configured your email settings ahead of time this information will be blank, but you will need it to send an email from
ChiroWrite. Configuration ahead of time is normally easier in this case. Please contact our office at 800.642.6082 so that we might

assist you with setup. You can also head to section 3.2.23.1.11 Misc for further instructions or you can learn more by watching the

Email Patient Notes video.

6. Click the Send Email button if everything is filled out concerning who the email is to, the subject and an additional message you

may want to send.

7. Select Close when you have finished.



4.6 Patient Notes

If you would like to add patient notes to the record you can follow the procedures in this section. These notes are not tied to any

particular visit, but rather general notes specific to the patient. These notes will not print in the reports you run.

4.6.1 New Notes

1. Search and select a patient.

2. Click the /

3. Choose the New button and a screen will appear with two tabs: Hand Notes and Converted.

pencil button and the Notes window will appear.

Using the pen tool or your Tablet PC pen write your notes on the screen for the patient, similar to the example below.

Note: Any notes enter for the patient here will not print on any of the reports.
The drawing tools built into the software are the:

Pen ( tool in blue) : You can adjust the color, size, tip, transparency, and smoothness by clicking the drop down arrow next to the

pen icon. You can then draw and write anything on the screen.

Highlighter ( tool in green) : You can adjust the color, transparency, tip, size, and smoothness by clicking the drop down arrow

next to the highlighter icon. You can then highlight any area on the screen.

Eraser ( tool in pink) : You can select the mode and size of the erase by clicking the drop down arrow next to the eraser

icon. You can then erase any markings you have made on the screen.

Lasso ( toolin orange) : You can draw around a large area with the lasso tool and it will then create a box around that area that

you can use to move the marking you have made to different areas on the screen.
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4. When you are done adding notes, click the Convert button.

5. View the notes after they have been converted to text by clicking the Converted tab. Using your keyboard, you can also add
notes directly into the converted tab, by typing them in.

6. Click Save.

7. Select Close.

4.6.2 Edit Notes

1. Search and select a patient.

2. Click the pencil button and the Notes window will appear.

3. Highlight the notes file to edit.

4. Choose the Edit button and the screen will appear with two tabs: Hand Notes and Converted.
5. Make any necessary changes and click Save when finished.

6. Select Close.

4.6.3 Print Notes

1. Search and select a patient.

2. Click the /

3. Highlight the notes file and select Print.

pencil button and the Notes window will appear.

4. After printing the notes, click close.



4.7 Patient Images or Other Documents

The patient images section is where you can upload patient x-rays or other images to the patients profile. The images can be linked
to be seen on the patients travel card for further use. This section can also be used for uploading other documents including
scanned items or even video. You can also choose to have the images or scanned documents open using a native Windows

program. Learn more by watching the Images Should Open using Windows Default Program video.

4.7.1 Add New Patient Images

1. Search and select a patient to add images.

i -
2. Select the —

3. Click the New button.

4. Select the type of image from the drop down menu, which consist of the following:

camera button.

o Mock-up

. Patient Intake Forms
o Patient Picture

) X-Rays

5. Select whether these are image files, by selecting the appropriate radio button.
6. Click the Browse button to select the path of the image file. When you have navigated to the proper path, highlight the file and
select Open.

Note: Images must be in a shared directory that can be seen by all network computers.

7. Enter a description if necessary.

Tip: The Description should be written in complete sentences.
Tip: Images should be kept somewhat small so they don't interfere with system performance. Using a program like Microsoft Picture

Manager can assist you with compressing the image, so that quality is not lost.

8. Place check in the box if you would like the image to display in the Summary window on the patients Travel Card.
9. When you have completed entering information into the Patient Image window, click Save.
10. Select Close.

A completed Patient Image screen would look similar to the screen shown below.

a7 Add Mew Image IT E‘
o | Tyee [%-Rays .
covs | Select & Images Cnly A Files
Image Fis VWANGIESOFFICE-POVC S sers\ingiesOffice’\ Desktop'My Docur | 7%
E Dlezcripticn: This is & ==t of x-rays of the lower back from the referring
Closa phiysician.

#| Display image: on Summary wandow




4.7.2 Edit an Existing Patient Image

1. Search and select the patient to edit the image.

E =
2. Select the —

3. Highlight the image you would like to edit from the list that appears.
4. Click the Edit button.

5. Make any necessary changes and click Save.

camera button.

6. Select Close.

4.7.3 View Patient Images

1. Search and select the patient to edit the image.
i e

3. Highlight the image you would like to edit from the list that appears.
4. Click View.

2. Select the camera button.

The drawing tools built into the software are the:

Pen ( tool in blue) : You can adjust the color, size, tip, transparency, and smoothness by clicking the drop down arrow next to the

pen icon. You can then draw and write anything on the image.

Highlighter ( tool in green) : You can adjust the color, transparency, tip, size, and smoothness by clicking the drop down arrow

next to the highlighter icon. You can then highlight any area on the image.

Eraser ( tool in pink) : You can select the mode and size of the erase by clicking the drop down arrow next to the eraser

icon. You can then erase any markings you have made on the image.

Lasso ( tool in orange) : You can draw around a large area with the lasso tool and it will then create a box around that area that

you can use to move the marking you have made to different areas on the screen.



5. Make any necessary changes and click Save.
6. Select Close.

4.7.4 Change the Order of Patient Images

1. Search and select a patient whose images you need to view.
2. Highlight an image and click the Up and Down buttons to move them into the appropriate order.

3. Click Close when done.

4.7.5 Add a New Document

1. Search and select a patient to add images.

i -
2. Select the —

3. Click the New button.

4. Select the type of document you are adding from the drop down menu. Remember this can be edited to fit your needs.

camera button.

5. Select all files, by selecting the appropriate radio button.

6. Click the Browse button to select the path of the file you wish to attach. When you have navigated to the proper path, highlight the
file and select Open.

Note: Documents must be in a shared directory that can be seen by all network computers.

7. Enter a description if necessary.

Tip: The Description should be written in complete sentences.

8. Place check in the box if you would like the document to display in the Summary window on the patients Travel Card.

9. When you have completed entering information into the Patient Image window, click Save.
10. Select Close.



A completed Patient Image screen would look similar to the screen shown below.

o_ Add New Image o @
UJI Type Patient Intake Forms -
Select Images Only o All Files

Save

Image File: \SOFTWORXD630-PCuesting\MaryPaltrowPatientintakel docx

X
Description This 1s a patient intake form
Close

7! Display image on Patient Travel Card

4.7.6 Edit an Existing Document

1. Search and select the patient to edit the image.
-—
r:
2. Select the camera button.

3. Highlight the document you would like to edit from the list that appears.
4. Click the Edit button.

5. Make any necessary changes and click Save.

6. Select Close.

4.7.7 View a Patient Document

1. Search and select the patient to edit the image.

p——

[ {&
2. Select the camera button.
3. Highlight the document you would like to edit from the list that appears.
4. Click View.

Depending on the type of document that is attached will dictate what program opens the document. For instance, PDF documents

are usually opened with Adobe Reader and Word documents are usually opened in MS Word.

4.8 Alerts and Messages

In ChiroWrite, you have the ability to create reminders for re-exams, filling out forms on a certain visit or setup other such warnings
about other office protocols. You can also send messages from one ChiroWrite user to another. This is useful in a paperless

environment where the doctor would like to communicate with the staff up front. Watch the Alerts and Messages Video for further

information.



4.8.1 Creating an Alert Type

1. Select Administration > Alerts.

2. Click on New to create a new alert type.

v (g Lusting Mlert Type 5|
Ly Descrpbon Every 12th vist
| ._J Type & Scheduled Alert Instant Message
Save
Ocours Every ? Visits M
m Count 12 Specéc Visas
[ L2952 | ShowWhen @ Patient Selected Vis# Started
Mossage Thes 15 the 1 2th wisit, 218 time for <FirstLastName>

te-exam today

l Status Actren -

‘ Avadable Vanables

Fest Name

| Fest & Last Name

Title & Last Name <Tatlel asiName>
HisHer (upper case) Hig/Hee>
He/She (upper case) HoShe>
hsher (lower case) <ha hee>
he'she (lower case) <he'she>
him/her (lower case) <hmhec>

3. Enter in a Description that will allow you to easily tell what the alert type is.
4. Select Scheduled Alert as the type.
5. From the occurs drop down, select the interval in which this alert is to take place. The options include:
o Next Time
e Every Time
e Every ? Visits
o After ? Date
e Between ? Dates
6. Count allows you to determine the number of visits that need to occur before the alert goes off.
7. Specific Visits allows you to have the alert go off at a number of intervals. For example, you can put 3, 6, 9, 12 to have to alert go
off on the 3rd, 6th, 9th and 12th visit.
8. Show When allows you to indicate when the alert shows up, if it is when the patient is selected or when their visit is started.
9. Enter a specific Message that you want to remind yourself of or alert your self to. There is no need to put in a specific message if
the title or description is enough of a reminder.

10. Select Save and Close.

4.8.1.1 Creating an Alert

To create an alert, select a patient to work with by either searching for them using the magnifying glass button or

selecting them from current patients.



N/
1. Select the clock button.

2. Select New to create a new alert and a screen like the one below will appear.

*/ Add New Patient Alent s
:J ' Schedule Alert | Send Message Now

! Save Type -

g - Occurs -
Ck@, Court Specic Vists

Start Date 7 Monday February 15,2010

End Date v Mondsy February 15 2010

Show When Patent Selected Vist Started

Case v
Message

Status Actve -

3. Select the Type of alert you want for this patient. The information will fill in accordingly and you can make changes as needed.

Note: If you do not have a type you can select from please proceed to section 4.8.1 to Create an Alert Type first.

4. Select Save.
5. Click Close.

4.8.2 Creating a Message Type

1. Select Administration > Alerts.

2. Click on New to create a new message type.

Show When

v Edt Lty Rt Type o)
L Descrpbon oe a Week
[ Type Schoduled Alert & rstant Message
(-Jr"
B Ocours
' m Court Spectc Vises
| Kse
|

Message Reschedule <FustLastName> 101 once & week

‘ Status. Actve -
Avalatie Varabies

‘ Frs1 Name <FirgtName>

| Frs1 & Last Nome <Fustl asiName»
Ttte & Last Name
Hus/Her (Upper case)
Ho'She (Loer Carse)
Feshex (lower case)

ba'she [lower case)

Pemiher (lower Case)




3. Enter in a Description that will allow you to easily tell what the message type is.

4. Select Instant Message as the type.

5. Enter a specific Message that you want to send to another user. There is no need to put in a specific message if the title or
description is enough of a message.

6. Select Save and Close.

4.8.2.1 Creating a Message

To create an alert, select a patient to work with by either searching for them using the magnifying glass button or

selecting them from current patients.

N
1. Select the clock button.

2. Select New to create a new message and a screen like the one below will appear.

3. Select the Send Message Now button to get to the message screen shown below.

o 1 Vo Pitnt Fart 8 =
5 Schedule Aler f SN )
Save Type Onoo & Weok =
X =ndle 'Max Eisenhardt
Cioze |Kim Sisneros

' Softworx Solutions
‘Charles Xavier

Message Reschedule Bruoce Wayne for once & week

Swntus Active .

4. Select the Type of message to be sent to another user currently on the system.

Note: You cannot use the messaging feature if users have not been setup in ChiroWrite. Refer to section 3.2.8 for further

information on creating users.

5. Select the Recipient of the message. To Whom is this message being sent.
6. Select Save.
7. Click Close.



4.9 Home

@

The home icon take you out of all patient files and back to the original ChiroWrite home screen as it looked when you

first opened ChiroWrite.
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From here, you can navigate anywhere in the system or select File > Exit to close the system.

5.0 What's New?

The What's New? section provides users with a web-based document that has information about the current and previous releases.
The information contained describes how to configure certain areas in the system, any new changes that have been added for a

certain release and video tutorials that can assist users with configurable items within ChiroWrite. View What's New?

6.0 Patient Scenarios

In ChiroWrite, you now have the ability to create exams of symptoms that you most often see in your office. It allows you to create
and use a dummy patient to copy over exam information and allows you to make changes as necessary. Take a look at the

Scenario Patient Video for additional assistance.

Note: This dummy patient only needs to be created in ChiroWrite and not in any external billing system if you are using one.

To turn this feature on, go to Administration > System Configuration > Defaults > Global 3 and check Enable Scenarios. You must

exit the entire ChiroWrite system for changes to take effect.



* System Settnge . 5 |
Globad | Global 2 Glodal 4| SOAP | SOAP 2| Printing | Scanning | Copy Optons | Pasent Check In | Misc
Ly
Current Patents Defaut Sort Order Patert Name Tme In
Save Incomplete Notes Default Sort Order Visa Date Patent Name Provider
Current Patents Name Dsplay @ Full Name Frst & Intisl Intisl & Last
m Incompiete Notes should follow this rule also

On Exat. ask f notes are complete * Aways Only d note was marked ncompiete
Launch Assignments after patent check-n (Room, Provider, Vist Reason)

Do NOT show msssed checked-in appomtments

Detauk Dagnosss Category v
Default Charges Category -
Print Provider Signature on Soap Notes Narratives ¢ Both

7 Enable erase screen opbon (Enables the erase screen bulion on the workflow windows)

Use the term “Jomnt Dysfunction” instead of “Subliocabon®
v Enatie Sconancs (Systen will ask 4 you wish 10 copy predefined Vst Scenancs)
¥ Enable pnor subluxabons to be saved
v Ask exam type when Exam bution s chcied on Patent Travel Card

Ask SOAP type when SOAP bution & chcked on Patert Travel Card
Nck Name Rule - how 10 Gisplay the pabert name f they have a nick name

Repiace First Name with Nock Name (does not effect reports)
& Combine Nick Name mio patent name (does not effect reports)

Do Notheng

Now when you click on Exam Today, the system will ask you whether or not to use a patient scenario to begin your exam rather

than beginning from scratch.

r 5

Scenario Check |

9 D& you wish to copy a predefined Scenano?

Yes Ne

6.0.1 Creating a Dummy Patient

g

1. Select the contact card with the green plus button.
2. Select a whether the dummy patient is male or female, and then enter in a first and last name for them. ( I.E. Low Back, Neck

Injury)
3. Select page 2 and check the Scenario Patient check box.



7'. £t Pationt Bruce Wryne b ‘_-!g
Page 1

Ly
Extemal Case
Save Reference Number WADT334
Exvernal Patent No WADNIZZ2ZZZ (Number visible 1 exiernal System)
m License No
Close
Mantal Status -
Race Whae -
Ethmictty Not Hispano or Latno v
Scan Orod
/= Freferred Langua Enghsh -
Code onide

Prolorred Contact Phone -
Extermal Pabertt id
Scarned i

Check the box Delow 10 Indhcate that thes pabent IS 8 SCenano
patent that will be used 10 copy predefined scenanos

7 Scenano Pasent

Satus -

4, Select Save.
5. Click Close.

Now click on Exam Today, using your dummy patient the system will ask you whether or not to use a patient scenario to begin your

exam rather than beginning from scratch. Select No.

- &

Scenario Check ——

9 Do you wish to copy a predefined Scenano?

Yes Ne

1. Enter in information for the dummy patient's exam based on common symptoms and findings found in your office.

2. Save the information by exiting, using your exit work flow ——— button.

Now you are ready to begin using the dummy patient's exam as a template for new patient exams. Simply click yes when prompted

if you wish to copy a predefined scenario.

6.0.2 Using the Scenario Patient

Whether you have a new patient or an existing patient for whom an examination is being completed, the scenario patient can be
used to save time. The scenario patient can only be used with examinations at this time. If you have not setup patient scenarios yet,

navigate to section 5.1 Patient Scenarios to begin the setup process first.

1. Select a patient either by searching for them using the magnifying glass )J or through current patients.



Exam
Today
2. Click the Exam Today button found on the patient travel card.

Scenario Check |_|

9 Do you wish to copy a predefined Scenano?

Yes Ne

3. The system will ask if you wish to copy a predefined scenario. Click Yes.

r-; PrioeVisits k - “ " ——
= Select 3 scenarno to copy

m Patent. |Low Back -
Ciose |

Select the Neck Injury
If you wis Test Scenario

i | Copy Case. | Unknown, First Visit: 31072010 -

Date Type
32010 Exam

4. Select the scenario patient you want to copy information from in the drop down.
5. Be sure the exam shows up in the visits you can copy. Select the Visit.

6. Click the Copy button.

7. Simply tweak the exam based on the needs of this particular patient.

=

8. Exit the note when finished by clicking on the Exit Worxfow button.

7.0How To

The how to section will be your guide to using the ChiroWrite system. In this section, you will be shown how to create an Exam

Note, a SOAP Note, and how to print notes.

/. 1 Exam Note

There are a couple of different ways to create an Exam Note. First, we need to select the patient we are going to be working with by



selecting the magnifying glass icon -7) or selecting from the patients listed under current patients. Then, we need to determine if

the note is for today or for a different date. If it is for today, then we can begin by clicking the Exam Today button found on the
patient travel card. If the note is for a different day, then we can begin by clicking on the doctor's bag.
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7.1.1 Exam Note for Today

1. Select a patient either by searching for them using the magnifying glass 7) or through current patients.

Exam
Today
2. Click the Exam Today button found on the patient travel card.

3. Now you can begin entering information for your patient including their complaints, findings of their exam and their diagnosis.
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7.1.2 Exam Note for Another Day

1. Select a patient either by searching for them using the magnifying glass j) .

2. Select the doctor's bag == to enter the patient's visit history.

3. Click on the New Visit button to create a new visit for the patient with a different date.

*/ Patiert Hatory B ==
Cases Inchuce InActve
No.  Descrpton Farst Vst Last Visa No Visas Sudus Kiosk
ose 1 Personal kegury 202010 2 6 Actve Y
2 Lower Back 22000 207 Actvo
Neen
Case
Visis | C
Eat No. Date Reason
Case 207 6212012 Exam
206 Ny2012 Scheduled Vist
205 2002 Schedued Vist
New 204 362012 Scheduiod Vise
Vst
203 w2012 Scheduied Vist
22 22012 Scheduied Vist
Et 201 02 Scheduled Vist
Visk 200 2202012  Schedued Vist
199 2282012 Schedued Vist
198 22772002 Scheduled Vist
m 197 22602012 Schedued Vist
Noto 196 2252012 Scheduod Vist
195 2242012 Scheduied Vist
£t 194 2232012 Schedued Vist
| et

4. You can choose to copy an existing visit by selecting the visit you wish to copy and then clicking the Copy button. If you choose
not to copy an existing visit simply click Close.

[ Prioevisio T ™)
Select a scenano 10 copy
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5. Change the date to the date of the exam and select the type of Exam it was.
6. Click Save.

7. Click Exam to go directly into the Exam note to enter information.
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7.2 SOAP Note

There are a couple of different ways to create a SOAP Note. First, we need to select the patient we are going to be working with by

selecting the magnifying glass icon )-) or selecting from the patients listed under current patients. Then, we need to determine if

the note is for today or for a different date. If it is for today, then we can begin by clicking the SOAP Today button found on the

patient travel card. If the note is for a different day, then we can begin by clicking on the doctor's bag.

7.2.1 SOAP Note for Today

1. Select a patient either by searching for them using the magnifying glass )J or through current patients.

2. Click the SOAP Today button

3. Now you can begin entering information for your patient.

SOAP
Today
found on the patient travel card.
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7.2.2 SOAP Note for Another Day

1. Select a patient either by searching for them using the magnifying glass }) .

2. Select the doctor's bag == to enter the patient's visit history.

3. Click on the New Visit button to create a new visit for the patient with a different date.
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4. You can choose to copy an existing visit by selecting the visit you wish to copy and then clicking the Copy button. If you choose

not to copy an existing visit simply click Close.
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5. Change the date to the date of the SOAP and select the type of visit it was.
6. Click Save.
7. Click SOAP to go directly into the SOAP note to enter information.
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/.3 Printing

The printing section covers how to print Exam notes and how to print SOAP notes. It also covers how to print notes that have

already been sent out of your office.

7.3.1 Printing Exam Notes

1. Select a patient by searching for them using the magnifying glass )J .

2. Select the graph and stethoscope reporting icon '6 .
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3. Select the Type of Report to be printed under reports section.
4. Select Other for the time frame and select the actual Exam Date from the drop down.
5. Click the Run button to create the report in Microsoft Word.

To exit the report, Close the document and you will be returned to ChiroWrite.

6. Click Close, if finished.

7.3.2 Printing SOAP Notes

1. Select a patient by searching for them using the magnifying glass j) .

2. Select the graph and stethoscope reporting icon '6 .
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3. Select the Type of Report to be printed under reports section. Paragraph style prints the same information as the Detailed does
just without headings.
4. Select either Last Visit or Range for the time frame and select the dates for the reports to run from the drop downs.

5. Click the Run button to create the report in Microsoft Word.

To exit the report, Close the document and you will be returned to ChiroWrite.

6. Click Close, if finished.

7.3.3 Printing Sent Notes

1. Select a patient by searching for them using the magnifying glass )-) .

2. Select the graph and stethoscope reporting icon -ﬁ .
3. Click on the View Prior Report button.
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4. Select a report that has been highlighted yellow because it has already been sent out of the office.

5. Click View to bring up the report in Microsoft Word. There you can print the note as you normally would. OR click Print to simply
print the note.

6. Click Close when finished.

8.0 ChiroWrite Video Library

The ChiroWrite Video Library was created to give providers resources they can access 24 hours a day 7 days a week to learn and

understand how to use the software to their advantage. The lists are organized by release.

Release 2.1
Overview 2.1

SOAP/Exam more Integrated

Report Sentence Structure




Multi Patient File Option

Miscellaneous Notes/Missed Appointments

Treating Provider

Changing Report Names and Templates

Custom Buttons Drag and Drop Feature

Copy Case Information

Default Drawing Pen Color

WorxPhrase Symbols Added to Prognosis, Narrative Intro and Narrative Ending

Release 2.0

Overview 2.0

.NET Update

ROM Default - Pain Default "No" Added

Dynamic Notes for Orthopedic Test Sections

Images Should Open using Windows Default Program

Hide Phone Number in Search Window

Expanded Subluxation List on the Travel Card

Kiosk Force Complaints

Diagnostic Orders

Patient Education

Generate Patient Lists

Diagnosis History

Email Patient Notes

Release 1.7

Overview 1.7

Patient Check-In Module - Kiosk
Exercise/Activity Log

Mass Maintenance
Visit Surfing
SOAP/Exam Integration
Report Unit Charges

Didn't Mean to Close?

Release 1.6.

Overview of 1.6

Release 1.5
Overview 1.5

Patient Scenarios

Subluxation History

No Copy Option

Dual Treatment Areas

Dual Images in Today's Treatments

Release 1.4

Overview 1.4



Current Patients Screen
SOAP Light
SOAP Custom

Letters
Alerts and Messages
Audit Log

Provider Signature

Dynamic Lists

9.0 ChiroWrite 101

ChiroWrite 101 was created to give new and regular users alike a video tutorial area of how to do things in ChiroWrite. Enjoy!

ChiroWrite Icons

Configuration 101
SOAP Note for Today
SOAP Note for a Different Day

Exam Note for Today

Exam Note for a Different Day

Print Reports



