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CREATING YOUR OWN EXERCISES

You can add new exercises to VHI PC-Kits. These exercises can be line drawings (as are used in the kits 
you purchase) or they can be photographs that have been scanned or taken with a digital camera.

Here are a few things to note about adding exercises:

• Added exercises are visible to all therapists. Each therapist cannot add his or her own exercises. 
As such, only the Administrator is allowed to add exercises.

• All new exercises are stored in a kit called User Created Cards. This kit is available in the 
Kits menu.

• Line drawings are smaller and hence faster to use with PC-Kits. For best performance, 
photographs should be resized to a reasonable size before importing. If you’re using a digital 
camera, we recommend the lowest resolution setting for best performance.

• The image files can be of any of the following types: .bmp, .dib, .jpg, .jpeg, .png, .wmf, .pcx, 
.pld, or .gif.

To add an exercise card from a file

1. Sign in as the Administrator.

2. From the Cards menu select Add User Created Card. The User Created Card Properties 
dialog will appear.

Figure 64a. User Created Card Properties dialog
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3. Double-click on the words Double-click here to import image.

4. A copyright warning will appear. Please verify that you are not violating  
copyright laws and then click OK.

5. The Open dialog will appear. Navigate to the image file you want to  
use and double-click it.

Figure 64b. Open dialog

6. The Image Type dialog will appear. In this dialog you must specify whether you’re importing 
a line drawing or a photograph. If you don’t know, choose photograph and click OK.

7. Once the image has appeared, click on the Edit Text tab. In this tab you’ll need to specify:

• Short Title - Consider carefully when deciding on a title for this card because 
the User Created Cards appear in alphabetical order by this first title when the 
exercises are viewed by title.

• Long Title – This title is optional. The title entered in this box is the title that 
will appear on the card itself when you print it.

• Caption – This is also optional, but highly recommended. What you type here 
will appear on the card as the instructions to the patient.

8. After supplying all the desired text, you can preview what the card will look like by clicking on 
the Preview tab.

9. When you’re happy with the image and the text, click Save at the bottom of the User Created 
Card Properties dialog.
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Accessing your exercises

As stated above, all cards added by the user are accessible by every therapist using VHI PC-Kits. Therapists 
cannot create their own private cards. The user cards are stored in a kit called User Created Cards and 
are accessible through the Kits menu just like any other kit.

To access your user created cards

1. From the Kits menu, choose User Created Cards. You can also find this option under the 
Cards menu.

2. Use the cards as you would cards from any other kit. You can bookmark them, saved 
customized versions, edit them, etc.

Modifying User Created Cards

You can modify existing user created cards and either replace the image or modify the text.

To modify an existing User Created Card

1. Sign in as the Administrator.

2. View the user created cards by selecting User Created Cards from the Kits menu.

3. Click on the card to be modified in the exercise browser.

4. From the Cards menu, select Modify User Created Card. The User Created Card 
Properties dialog will appear.

5. Double-click the image to replace it with a different one, or use the Edit Text  
tab to modify the title and description.

6. Click Save when you’re done. Pressing Cancel will discard your changes.

NOTE: Replacing the image on an existing User Created Card will have the following effects:

• All bookmarks associated with the old card will be deleted.

• All customized versions of the old card will be deleted.

• The old version of the card will continue to appear in saved routines and patient history 
routines in which it was used. The patient history is part of a permanent record and hence 
changes to cards are not propagated to them.
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Deleting User Created Cards

Only the Administrator can delete user created cards. Deleting a user created card has the following 
effects:

• The deleted card will continue to exist in any saved routines or  
patient history routines.

• All bookmarks associated with the card will be deleted.

• All customized versions of the card will also be deleted.

To delete a User Created Card

1. Sign in as the Administrator.

2. View the user created cards by selecting User Created Cards from the Kits menu.

3. Click on the card to be deleted in the exercise browser.

4. From the Cards menu select Delete User Created Card.
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ADDING LOGOS

Your company, business or personal logo can be added to the header of routines created by PC-Kits.

Here are a few things to note about logos:

• You can import multiple color or black and white logos and select which logo to use at the 
time you print a routine. 

• You can select a logo as your default logo that will automatically appear on printouts unless 
changed at the time of printing.

• All logos are visible to all therapists. As such, only the Administrator is allowed to add logos 
to the program.

• The image files can be of any of the following types: .bmp, .dib, .jpg, .jpeg, .png, .wmf, 
.pcx, .pld, or .gif.

To import a logo from a file

1. Sign in as the Administrator.

2. From the File menu select Logos and then Add Logo. The Logo Properties dialog will appear.

Figure 70. Logo Properties dialog
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3. Double-click on the words Double-click here to import logo.

4. The Open dialog will appear. Navigate to the image file you want to use and double-click it.

Figure 71. Open dialog

5. Once the image has appeared, click on the General tab. In this tab you’ll need to specify:

• Title – Give the logo a name. This name will be how you select a logo when 
printing.

• Description – This is optional. You can give the logo a description if you want to 
further describe the logo for future reference.

• Default – If you want this logo to be used on printouts by default, put a check 
mark in the Default Logo box.

6. After supplying all the desired information, click OK to save the logo.

After a logo has been created, you can modify the logo at any time.

To modify an existing logo

1. Sign in as Administrator.

2. From the File menu select Logo and then View Logos.

3. Click on the name of the logo that you wish to modify.
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4. To delete the logo, press the Delete button. To modify the logo, press the Modify button.

5. The Logo Properties dialog will be displayed. Follow the same procedure as you did when 
adding the logo to make any desired changes.

Formatting the printing of logos

By default, all logos are be printed in the header at the left side of the page and are printed as 1” x 1”. You 
can change the size and placement of the logo using the Format tab in the Logo Properties dialog.

Figure 72. Format tab of the Logo Properties

The following settings are available:

• Units – This indicates what units are used for the width and height settings. By default, Inches 
is selected. Thus the width and height that you specify must be in inches.

• Width and Height – This is the width of the area that will be used by the logo. Similarly, 
Height is the height of the area to be used by the logo. The logo will be stretched or shrunken 
in both directions until it fits into the specified area.
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• Justification – If the logo does not use up the entire width and height specified, it will be left or 
right justified in that area. You can also top or bottom justify logos that are wider than they are 
tall. Or you can have the logo stretched in both directions to fill the entire area.

• Placement – You can choose to have your logo placed on the left or right hand side of the page. 
Most of the time, placing the logo is the best choice.

It is recommended that you specify a height for the logo based on how large you want it to appear on the 
printout. Then specify a width based on the width of the logo at that size plus any margin you want between 
the logo and the other header text. For most purposes, keeping the justification at Left is the best option. 
However, the settings presented allow for a great variety of logo sizing options.
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ENABLING PASSWORD PROTECTION

By default, VHI PC-Kits allows therapists to sign in by simply selecting their name from a drop-down list. 
This is convenient for a small office setting where just a few people have access to the software.

For larger installation, or for installations where security is a concern, VHI PC-Kits allows therapists to be 
password protected. In this configuration, each therapist is assigned a username and password. The therapist 
then uses this username and password to sign in to the program.

To turn on password protection, use the Security tab of the Program Settings dialog. The Program 
Settings dialog is available through the File menu. On the network version, this tab is available through 
the license manager, running on the license server.

Figure 73. Therapist Sign In settings

To enable password protection

1. Choose the option labeled Password Protect Therapists.

2. If you want therapists to be able to sign in using just a username and a blank password, then 
click on Allow Blank Passwords.

3. Click OK to exit from the Program Settings dialog.

After turning on password protection, the Administrator can sign in to PC-Kits using the username 
“Administrator”. By default, the Administrator has a blank password. You should change the Administrator 
password immediately by using Modify Therapist from the Therapists menu. If you forget your 
administrator password, VHI Product Support can help you recover it. 
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Creating therapists with passwords enabled

Once password protection is enabled, only the Administrator can create new therapists. When creating a 
therapist a username and password will need to be assigned as well as entering the therapist’s name. The 
username must be unique. The therapist can change his or her own password at any time using the Modify 
Therapist menu item in the Therapists menu.

To create a therapist

1. Sign in as the Administrator. 
Remember, by default the 
Administrator username 
is “Administrator” and the 
password is blank.

2. From the Therapists menu 
select Create Therapist.

3. In the General tab supply the 
therapists name and optionally 
his or her e-mail address.

4. In the Sign In tab give the 
therapist a username and 
password. If blank passwords 
are enabled, assigning the 
new therapist a password is 
optional.

Figure 74. Sign In tab in Therapist Properties

 Again, individual therapists can change 
their password by using Modify Therapist 
from the Therapists menu.

Figure 75. Modify Therapist menu item
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Therapist Sign In with passwords enabled

When passwords are enabled, a therapist must use their username and password to gain access to VHI 
PC-Kits. When the program is first started, the Therapist Sign In dialog will appear.

 
Figure 76. Therapist Sign In dialog

To sign in to VHI PC-Kits

1. Type your username in the space provided.

2. If you’re not using a blank password, type your password in the space provided.  
The password will not be displayed as you type it.

3. Click OK to sign in.

4. When you’re done using VHI PC-Kits, be sure to remember to sign out.  
To sign out, press the Sign Out button or exit the program as you normally would.

5. After signing out, the Therapist Sign In dialog will appear to allow another therapist to sign in.

Figure 77. Sign Out button

CURRENTLY SIGNED IN THERAPIST

THERAPIST SIGN OUT BUTTON

For more information or assistance with enabling password protection, please contact VHI Product Support 
at support@vhikits.com.
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USING INTEGRATED WINDOWS AUTHENTICATION

By default, VHI PC-Kits allows therapists to sign in by simply selecting their name from a drop-down list. 
This is convenient for a small office setting where just a few people have access to the software.

In enterprise network environments, this has two limitations. First, this provides no security for the therapists’ 
data. Second, a network administrator would have to create a sign in for every user of the program.

VHI PC-Kits can be configured to identify the therapist running the program by their Windows login. 
Thus, when they run VHI PC-Kits it will not ask them to sign in. Rather it knows whom they are by who 
is signed into the workstation they’re using.

To turn on Integrated Windows Authentication, use the Security tab of the Program Settings dialog. The 
Program Settings dialog is available through the File menu. On the network version, this tab is available 
through the license manager, running on the license server.

Figure 80. Therapist Sign In settings

To enable Windows Authentication

1. Choose the option labeled Sign in therapists using Windows Authentication.

2. If you want therapists to create their own accounts in VHI PC-Kits upon their first sign in, 
then check the box labeled Automatically create new therapists.

3. Click OK to exit from the Program Settings dialog.

If you selected to automatically create new therapists, then the first time anyone runs PC-Kits they will 
be asked to specify their first and last name to create an account for them. It’s your job as the network 
administrator to restrict who can use the software by setting appropriate permissions on the database. If a 
user cannot access the database, he will not be allowed to create a sign in.

Alternatively, if you did not select to automatically create new therapists, then the Administrator will have 
to create an account in PC-Kits for each user they want to have access to the program. Upon creating each 
user, the Administrator will need to specify the user’s first and last name, as well as the domain and/or user 
name to be associated with the account.
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The Administrator can modify the links between a therapist sign in and a domain account using the Modify 
Therapist item in the Therapists menu. To sign in as the administrator, you need to run PC-Kits using 
the following command line:

vhi /u administrator /p password

Administrator passwords can be generated in the license manager on the license server. They are specific to 
your installation of PC-Kits and cannot be used between installations. For further assistance in planning 
and configuring VHI PC-Kits for Integrated Authentication, contact VHI Product Support at 
support@vhikits.com.

NOTE: Integrated Authentication is available with NT 4.0, Windows 2000, Windows XP, and Windows 2003 
or later. It is not available in the demo version of VHI PC-Kits or with Windows 95, 98, or ME.
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AUDIT LOG

VHI PC-Kits allows you to create a log of user activity. This feature may be useful in fulfilling your HIPAA 
compliancy requirements. Using PC-Kits you can create a queryable log of user activity and export it to many 
common file formats, including TSV, CSV, HTML and XML. In addition, you can specify that the audit 
log automatically purge after a specified time period, or you can manually purge the log as required.

To enable audit logging

1. Sign into VHI PC-Kits as the Administrator. In the network version, you’ll need to be running 
the License Manager instead.

2. From the File menu, choose Settings or choose Configure Client Parameters  
in the network version.

3. In the Program 
Settings dialog, click 
on the Audit tab.

Figure 81. Audit tab of Program Settings dialog

4. Click on Enable 
Audit Logging for the 
Following Activities.

5. Select which user 
activity you want to log.

NOTE: The more activities you 
select, the faster the audit log will 
grow in size and the more time 
the program may spend logging 
activity. For the network version, 
if you have a slow network (such as 
a dialup connection) this could be 
significant.

6. If you only want to keep the audit activity for a specified number of days, place a check mark 
in Automatically Purge After and specify a number of days (recommended).

 
Figure 82. Specifying a number of days

7. Click OK for the settings to take affect.



PC-Kits Manual | 87

To disable audit logging

1. Sign into VHI PC-Kits as the Administrator. In the network version, you’ll need to be running 
the License Manager instead.

2. From the File menu, choose Settings or choose Configure Client Parameters in the network 
version.

3. In the Program Settings dialog, click on the Audit tab. See Figure 81.

4. Click on Disable Audit 
Logging.

5. Click OK for the settings to take 
affect.

To purge the audit log

1. Sign into VHI PC-Kits as the 
Administrator. In the network 
version, you’ll need to use the 
VHI PC-Kits client program to 
purge the audit log.

2. In the File menu, choose Audit 
Log.

3. Under Audit Log, choose Purge 
Audit Log.

Figure 83. The Purge Audit Log menu item

4. The Purge Audit Log dialog 
will be displayed.

Figure 84. The Purge Audit Log dialog

5. From here, specify whether you want to 
delete all audit log entries, or only those 
before a certain date.

6. Click Purge.
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To view the audit log

1. Sign into VHI PC-Kits as the Administrator. In the network version, you’ll need to use the 
VHI PC-Kits client program to view the audit log.

2. In the File menu, choose Audit 
Log.

3. Under Audit Log, choose  
View/Export Audit Log.

4. The View Audit Log dialog will 
be displayed.

Figure 85. The View Audit Log dialog

5. Specify the type of audit log 
entries you want to look at and 
then hit the query button. For 
example, if you want to see 
everything done by therapist 
“Diane Akana”, place a 
checkmark in the Show only 
actions carried out by box 
and select the therapist “Diane 
Akana” from the list.

Figure 86. Example of forming an Audit Log query

6. Press the Query  
button.

To export entries from the audit log,

1. Sign into VHI PC-Kits as the Administrator. In the network version, you’ll need to use the 
VHI PC-Kits client program to export entries from the audit log.

2. In the File menu, choose Audit Log.

3. Under Audit Log, choose View/Export Audit Log.
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4. The View Audit Log dialog will be 
displayed. See Figure 85.

5. Specify the type of audit log entries you 
want to export and press the Query 
button to find them.

6. Press the Export button and the Export 
Audit Log dialog will be displayed.

Figure 87. Export Audit Log dialog.

7. Select the format you want to use for the exported entries. The following formats are available:

• TSV - Tab separated values. Each field is separated by a tab (useful for importation into 
Microsoft Excel).

• CSV - Comma separated values. Each field is separated by commas and enclosed in quo-
tations.

• XML - Extensible Markup Language. A tag delimited file useful for importation into 
databases and report writers.

• HTML - Hypertext Markup Language. Useful for generating a human readable file.

8. Click OK and specify a file name in the Save As dialog which appears.

General recommendations for the Audit Log

• The more activities you select, the faster the audit log will grow in size and the more time the 
program may spend logging activity. For the network version, if you have a slow network (such 
as a dialup connection) this could be significant.

• Exporting and purging the audit log on a regular basis will allow you to archive the 
information, while not growing audit files to large sizes.

• When running queries against the audit log, be as specific as possible. Otherwise it might be 
difficult to navigate through the thousands of entries it might contain. Exporting the audit log 
and processing it in a spreadsheet is often useful.

• The audit log provided in PC-Kits should not take the place of proper network and operating 
system auditing and security policies.
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PROGRAM SETTINGS

Certain features of VHI PC-Kits can be customized for your needs. The Program Settings Dialog presents 
these options on six different tabs and allows you to modify them. This section of the manual summarizes 
the meanings of the various settings. For a more detailed discussion, see the help topic presented when 
clicking Help from the Program Settings dialog.

Figure 90. Program Settings

Some of the tabs shown in Figure 90 are only available to the Administrator. Therefore, if a user is not 
signed in as the Administrator, the set of tabs they see might be different.

NOTE: Except where specifically stated, changing a setting will not take effect until the OK button is pressed. 
Pressing CANCEL will discard your changes.

General Settings

• Use Friendly Name Ordering - This setting dictates how therapist and patient names appear 
when printed on routines and clinic cards. If this option is checked, then names will appear 
first name, middle initial, then last on printouts. If this option is not checked, names will be 
printed with the last name first, then first name, then middle initial. 

• Show All Patients - By default, when a therapist browses his or her Patient Histories, all 
patients are shown in the patient list. If there are hundreds of patients being stored in VHI 
PC-Kits, then this list will take a long time to initially populate. Hence, switching into Patient 
Histories could take a significant amount of time.

 If this is the case, turn off the Show All Patients preference. This causes the patient list to be 
initially empty when browsing patient histories. When you start typing a name, the patient list 
will be populated according to the characters you type. 
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• Show Account Number - When this option is checked, the patient’s Account Number (as 
entered when creating the patient) will appear where ever the patient’s name appears. This 
applies to both patient lists within the program, as well as on routine headers and other items 
you print.

• MM-DD-YYYY: Dates shown both in the program and on printed copies will be shown in 
MM-DD-YYYY format. For example, May 23rd, 1969 will be displayed or printed as 05-23-
1969. 

 • DD-MM-YYYY: Dates shown both in the program and on printed copies will be shown 
in DD-MM-YYYY format. For example, May 23rd, 1969 will be display or printed as 23-
05-1969. NOTE: Day and month have been reversed from the standard date format used in the 
United States. This alternate date format is used in Europe.

 • DD MM YYYY: Dates shown both in the program and on printed copies will be shown in 
DD MMM YYYY format. For example, May 23rd, 1969 will be displayed or printed as 23 
May 1969. Only three letters will be used for the name of the month. 

 • MMM DD, YYYY: Dates shown both in the program and on printed copies will be shown in 
MMM DD, YYYY format. For example, May 23rd 1969 will be display or printed as May 23, 
1969. Only three letters will be used for the name of the month.

• Show Current Exercise - There are multiple ways of browsing through the exercises in a kit. 
You can view them 1 at a time, 4 at a time, 9 at a time, or by title only. When viewing by title 
only, this setting controls whether the image for the selected exercise is displayed in a window 
below the list of exercises. 

• Show List in Language - When viewing exercises by title only, the exercise titles appear in 
the default language of the kit (English for U.S., Canada, and Australia) regardless of which 
language you have selected for the exercise cards If you also want to see the exercise title list in 
the selected language, place a check mark in this preference. 

• Start Maximized - This preference determines the size of the program on the video display 
when it is run in Windows. If this option is checked, then VHI PC-Kits will always start 
full-screen. You can change the size of it after it is running, but, the new size will not be 
remembered upon exit, and VHI PC-Kits will again start full screen next time it is run. 

• Print Therapist Name - When a routine is printed for a patient, the name of the therapist 
who created the routine is printed in the header of the routine. Removing the check from this 
preference will prevent the therapist name from printing in the headers of routines. 

 • Default Layout - When you print a routine you can have 1, 2, 3 (split layout), 4, 6, 9, or 12 
exercises per page. This setting allows you to choose what layout you would like VHI PC-Kits 
to use as default, or you can choose to have VHI PC-Kits always default to the last used layout.
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Advanced Settings

• Print After Saving - When this setting is turned on VHI PC-Kits will always bring up the 
Printing Options Dialog after you have saved your routine. 

• This setting causes the card titles to be removed from the cards when they are placed on an 
exercise routine. When this preference is checked, cards will appear and be printed without 
their titles. Cards already placed in saved routines are not affected by this setting.

• Clear After Printing - When this setting is turned on VHI PC-Kits will automatically clear the 
routine after you print it and you will not be given a chance to save it. 

• Clear After Saving - When this setting is turned on VHI PC-Kits will automatically clear the 
routine after you save it. 

• Title Settings - These settings tell VHI PC-Kits how to refer to the Therapists and Patients 
who are using the program. All the menus, dialog boxes, and popup messages in the program 
will refer to the Therapists and Patients by these titles. NOTE: You will need to exit and 
restart VHI PC-Kits in order for this feature to take effect. 

• Professional Title - This is the profession of the person who is signing in to VHI PC-Kits 
and creating the exercise routines. Your choices are: Chiropractor, Coach, Doctor, Instructor, 
Physiologist, Therapist, and Trainer. 

• Client Title - This is the type of person who the routines are being created for. Your choices 
are: Athlete, Client, Patient, Employee, and Student.

Export Settings

The settings on this tab are used to configure options for exporting routines to PDF files.

• Thicken Lines in PDF - When exporting a routine to a PDF file, this setting causes the lines in 
the exercise images to be thickened. This is useful when the PDF is to be displayed very small 
as is the case in some electronic documentation systems.

• Export File Naming - This allows you to specify a default naming convention for patient 
routine’s being exported to PDF files. By default, the therapist performing the export must 
supply a name for the exported PDF file. Alternatively you can choose one of the naming 
conventions presented on this dialog.

• Custom Export File Naming - Custom formats for exported PDF file names are specified here. 
This can be any letters, numbers or symbols that are allowed in Windows for file names. In 
addition, you can embed “%p” for the patient name, “%t” for the therapist name, and “%d” 
for the date.
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Office Settings

The information you fill in here will be used in the Office Card located in the Special Cards section of 
each kit. The Office Card allows you to include specific information about your business in a routine. This 
information is optional and you may leave it blank. VHI PC-Kits does not impose any format or restrictions 
(other than length) on the information you provide.

Security Settings

If you are running the network version of VHI PC-Kits these options are not configurable from the client. 
Instead, you will need to modify them from the VHI License Manager. In the desktop version only the 
Administrator is allowed to modify these settings.

• Separate Data By Therapist - By default, VHI PC-Kits separates patient and other information 
by therapist. When a therapist uses the program, the therapist first signs in under his or her 
name. This feature can be turned off. Doing so will cause all data to be saved under the 
Administrator. There will be no sign in dialogs presented, and the therapist list on the toolbar 
will not be available. 

• Administrator Can Delete Any Data - By default, the Administrator can delete any Patient, 
Saved Routine, etc. from the program regardless of which therapist owns the information. If 
this presents a problem with accidental deletion of information, this feature can be turned off. 
While turned off, only the therapist who owns the data can delete it.

• Disable Email - If you do not have your email properly set up, or you do not want your 
therapists emailing their routines to their patients, you can use this setting to disable the ability 
to email routines.

• Therapist Sign In Preferences - These settings pertain to how the user will sign in to VHI PC-Kits.

• Do Not Password Protect - This setting allows anyone to sign in to VHI PC-Kits under 
whatever account they want. When the program starts up the user selects what therapist they 
would like to sign in as from a drop-down list.

• Password Protect Therapists - This setting requires that anyone signing in to VHI PC-Kits 
has to provide a username and password. The sign in information for each therapist is saved 
in the VHI PC-Kits database and the passwords are encrypted. You can choose to allow blank 
passwords or not. 

• Sign In Therapists Using Windows Authentication - This setting uses the Microsoft Windows 
account that the user logged on to the computer with, to sign in to VHI PC-Kits. No 
usernames or passwords are required because your Microsoft Windows logon signs you in to 
VHI PC-Kits. To sign in to VHI PC-Kits as someone else you will need to log off Microsoft 
Windows and logon to Microsoft Windows under a different account. 
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Audit Settings

These settings are only viewable when signed into PC-Kits as the “Administrator”. If you are running the 
network version, these options are not configurable from the client. Instead you will need to modify them 
from the VHI License Manager. See the section titled Audit Log for more information about using the 
auditing feature.

• Enable Audit Logging - When this is selected, various activities performed by therapists will be 
stored in an audit log. The more types of activities you choose to audit, the faster the audit log 
will grow in size.

• Creating and Deleting Patients - Selecting this option will cause the creation and deletion of 
patients to be logged.

• Viewing and Modifying Patient Properties - Selecting this option will log any access to patient 
account information, both for viewing or changing.

• Viewing, Creating or Modifying Patient Routines - This option will log all viewing or 
modifying of the routines in the patient’s history.

• Therapist Creation and Login Activity - All therapist creation, deletion or sign in activity will 
be recorded.

• Automatically Purge - Use this option to specify how long audit events should be stored in 
the audit log. Since the audit log can grow rapidly, it’s recommended that you specify a time 
period for which audit log entries should be kept. Removing the check mark from this item 
will cause all audit log entries to be kept until manually purged.




