


To fill in the blanks

Edit Exercise E|
Customized Cards  Bookmarks Edit  Languages Help

Edit Text| 1. Click on the blank you want to fill.

ABRLE -1 Biceps
2. Type the value you want to have in the
blank. If it’s a blank that requires numbers,

you will only be allowed to enter numbers.
With arms straight and
fingers interlaced, raise

ﬂm“'“h bg £l 3. You can use the tab key to move to the next

Holg zeconds.
7 blank, or the shift-tab keys to move to the
previous blank.
Repeat Viies 4. When finished editing blanks, you can click
B e—esaiani feades. any place on the card to finish.

[ Elminate &ll Test [ Elminate Tile [

Place Card | Cancel | f | % \«/_’/7

Figure 22b. Filling in blanks

To select an option from a drop-down

1. Click on the underlined word
you want to change.

2. A box will appear around the word
with an arrow on the right.

3. Click on the arrow to display a
drop-down list of choices.

4. Use the up and down arrow
keys or the mouse to make
your selection from the list.

5. You can use the tab or shift-tab keys

to move between the blanks and
drop-downs.

Figure 22¢. Choosing from a drop-down list
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To edit the exercise titles or captions

Edit Exercise gj

Customized Cards  Bookmarks  Edit  Languages Help

Edit Text]

THJ - 1 Mobilization

Flace a pen crosswize in mouth
as far back as possible. Gently
push up on chin with thumb.
Do not clench teeth.

Haold  seconds. Relax)

Fepeat titties pet set.
Do sets per session.
Do sessions per day.

I Elminate &l Text [ Eliminate Tide [

Place Card | Cancel | f | * \y

Figure 22d. Editing titles and captions

To remove the exercise title or captions

. Double-click anywhere in the title or

caption. A box will appear around the
text. If there are more lines of text than
can fit in the box, scrollbars will appear

on the right side of the box.

. Make any desired changes to the text. You

can add, delete or change the text
in any way you want.

. When you are finished, click anywhere

outside the box.

. You can edit the text as many times

as you want by simply
repeating steps 1 through 3.

* To remove all card text and show just the picture, click the Eliminate All Text box.

¢ To remove the card’s title, click the Eliminate Card Title box.

* To restore the title, the captions, or both,

deselect the appropriate box by clicking on it again.

Place Card |

-

Figure 22e¢. Eliminating text and/or titles
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To select a gender from within the Edit Exercise dialog
* Many of the VHI exercise kits contain both male & female images.

* The gender of the exercise image can be selected by clicking the gender button at the bottom of
the Edit Exercise dialog box. See Figure 22a.

* If the gender button is not available, the current kit does not include male and female images.

To select a language from the Edit Exercise dialog
* Many of the VHI exercise collections contain multiple languages for the captions.

* To change the language of the exercise text, choose the language from the Language menu at
the top of the Edit Exercise dialog.

» NOTE: If youwve made any changes to the text, they will be discarded when changing languages in
the Edit Exercise dialog.

Edit Exercise

Customized Cards  Bookmarks  Edit BEERGEEREES Help

v English
French

Edit Text|

TMI - 1 Mobilization | Bkl

Place a pen crosswise in mouth - .
P P B

Figure 22’ Selecting a language
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CUSTOMIZED CARDS

VHI PC-Kits allows you to save the changes you have made to cards so that you will not have to redo them
each time you use the card.

* Each therapist can have his or her own customized cards.

* The Administrator can create customized cards that are usable by all therapists.
This can be used as a tool to standardize care.

* You can make a customized card the default for a given exercise.

* The available customized versions of an exercise card are available through the
Edit Exercise dialog and through the Customized Card Viewer.

For more information on Customized Cards, see Customized Cards in the Advanced Topics section of
this manual.
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BOOKMARKS

VHI PC-Kits allows each therapist to bookmark commonly used exercises. Using the View Bookmarks
dialog, you can quickly recall exercises that you frequently use.

* Each therapist can have his or her own collection of bookmarks.

* There is no limit to the number of cards you can bookmark. When you bookmark cards, you
can assign your own name to the bookmark for easy identification.

For more information on Bookmarks, sece Bookmarks in the Advanced Topics section of this manual.

PREVIEWING A ROUTINE
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Before printing, e-mailing, or exporting your

changes.

vHI ¥HI PC Kits - Stretching Exercises

File Zoom Help

= N

Page #1] Page #2 ]

74 Exit Previe

routine, you

Aoumrs Por:

Creaxcd &: Cwsad Er

LO"EA BALE - | Bacrec ! CQucad

Enreint mooxadbdd Rrnoe ox o, banehoud m
bree o hdd Huld Emndh Ao sxh oher o

Acpoac onice [o EECHE[CT oy

CAONM -1 Thigh Acds o

Chupare Rrcom b bk rd

bz rebrg Plera by sy
B ural mxochin Mc
Hedd [ 3370 ]

Acpcar orice
(=] KD [CF ooy

HesEBTRIHES - 1 Hoad m Encc

A

T ch hudecnandlc, il hod mead e eed hdd
meords Acpeac waeh eoher ioe

Rcpca orcr Bn oo per dey

L¥PUA LOG - = Mmdnccps

17

Mgl gt P wchnphchand, gl Bocmeud ol
il moxhinfic Hdd mx oo Fepoac v oho
hard wrd Pees

RAcpca orcr Bn mcra per day

LOCQA LAC -1 sndic - Comfcaion! Toe Bacrom

pull Pax back unal mxch
Ric Hedd [ 4370 ]
Acpeac wach oohor Moo

Acpoac onice
[ A [or duy

HFELIONE -& Bixmal Ao

X

Ecopne ol nfacon Ao, pol kF oesd Toor ural
ooxhisMc Hudd ccoch Agem wchohor g

RArpeac oncr On wmcra o day

e
Cazpgad-/FFF-J00% THI
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Figure 26a. Print Preview

To preview a routine from the main menu
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can preview it to see if you want to make




1. From the File menu select Print Preview. The Printing Options dialog will appear.

2. Choose any printing options you would like. For more information on this,
see Printing a Routine below.

3. After selecting your options, click the OK button.
4. Your routine will be displayed, as it will be printed.

& 4l 2 Exit Previewy Malify | Pririt |

Figure 26b. Print Preview toolbar

To preview a routine from the context-sensitive menu
1. Right-click on the routine in the Routine Window.
2. Select Print from the menu. The Printing Options dialog will appear.

3. Choose the printing options you would like. For more information ,
see Printing a Routine.

4. After selecting your options, click the Preview button.

5. Your routine will be displayed, as it will be printed.

Other options available while previewing a routine
* You can use the tabs at the top to view the various pages of the printout.
* You can right-click to zoom in and out.

¢ If you want to modify your printing options, press the Modify button on the toolbar at any
time.

* You can also print, e-mail or export your routine from the File menu or using buttons on the
toolbar.

* If you want to change the cards on the routine, exit from preview (using the Exit Preview
button) and edit your routine as desired.
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PRINTING A ROUTINE

There are multiple ways to print an exercise routine. You can
select Print from the File menu, use the print button on the
toolbar or right-click on the routine and select print from the
context-sensitive menu.

Regardless of how you start the printing process, you will be
presented with the Printing Options dialog. This dialog allows
you to specify which types of printouts you want and their
format.

There are three types of printouts available from VHI PC-Kits:

Printing Options

General

Header |nformation

Foutine For: ] LJ
[ ]
Created By: |
Fioutine Title: ]
 piantess | = ||

Printout Selection
v Routine [~ Tracking Grid
[~ Chart Copy °

I~ Clear Boutine &fter Printing

Preview

Cancel Help |

Figure 28. Printing Options dialog

vHI YHI PCKits - Aquatic Exercis
Edit Lawout Kits Browse Fou

Mewy Routine =

Prink Preview. ..

Page Setup...
Prinkter Setup...

Export...
Send To »

Logos L4

Settings...

Backup Database, ..
Restore Dakabase. ..

Exit Alt+F4

Figure 27. Printing from the main menu

Exercise Routine — This is a printout
of the routine as you created it.

Chart Copy — This is a condensed version
of the printout that is more suitable for
storage in a patient’s chart.

Tracking Grid — This printout is for the
patient to record the details about his
or her exercise sessions for tracking and
record keeping purposes.
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For each type of printout you choose, a tab will be added to the Printing Options dialog. On the added tab
will be options which can be used to customize the printout. For example, if you choose to print a tracking
grid, tabs for tracking grid options will appear in the Printing Options dialog.

smeral  Tracking Grid l Advanced Tracking Grid ]

Tracking Gnd Format |'W'e.3k|_|,| j

Diuration: |14 _|:| Daylz]

Figure 29. Printing Options tabs for Tracking Grids

General Options

From the General Options tab, you can specify which types of printouts you want to produce.
In addition, you can specify the following to be printed in the header of the routine,

* The name of the patient or client the routine was created for. You can supply a name to be
printed on the routine without having to save the routine in the patient’s history. For more
information on saving a routine in a patient’s history, sce Saving Exercise Routines.

* The name of the therapist or person creating the routine.

¢ The title of the routine.

* A clinic or company logo to be printed on the routine. For more information on importing

logos, sce Adding Logos.

All of this information is optional.
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PRINTING TRACKING GRIDS

In addition to printing the exercise routine, you can also choose to print a tracking grid. A tracking grid is
a printout that contains thumbnail images of the exercises and provides a grid where the patient can record
their exercise sessions.

The tracking grids are highly customizable. Some of the things you can customize on a tracking grid are,

* There are two types of tracking grids, one designed to record a single day’s activity per page
and one designed to record a week or more of activity per page.

* How often or on which days of the week the patient should be performing
the exercise routine.

* What type of information the patient should be recording
(e.g. Set, Reps, Weight, etc.)

For more information on customizing tracking grids, press the Help button on the Printing Options

dialog,.

To print a basic Tracking Grid
1. From the File menu choose Print.

2. In the Printing Options dialog, click on the Tracking Grid checkbox.
Two more tabs will appear for you to specify the tracking grid options.

3. If the only printout you want to produce is the tracking grid, make sure
all other printout types are unchecked.

4. You can customize the type of tracking grid and other options via the
Tracking Grid and Advanced Tracking Grid tabs.

5. Click OK to print the tracking grid.

Printout Selection

[ Foutine W Tracking Gnd
[ Chart Copy

Figure 30. Selecting to print a Tracking Grid

NOTE: You can use the Preview button on the Printing Options dialog to preview your
tracking grid, just as you would preview a routine.
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PRINTING A CHART COPY

Exercise routines can be printed in a condensed form for storage in a patient’s file. This condensed form
contains 12 exercises per page and is referred to as a chart copy. You can print a chart copy at the same
time that you print the routine for the patient, or you can print it separately.

To print a Chart Copy
1. From the File menu choose Print.

2. In the Printing Options dialog, click on the Chart Copy checkbox.
The Chart Copy tab will appear in the Printing Options dialog box.

3. If the only printout you want to produce is the chart copy, make sure
all other printout types are unchecked.

4. You can optionally add comments to the printout by supplying them
in the Chart Copy tab.

5. Click OK to print the chart copy.

Printout Selection

[ Routine [ Tracking Grid

Figure 31. Selecting to print a Chart Copy

NOTE: You can use the Preview button on the Printing Options dialog to preview the
chart copy, just as you would preview a routine.
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SAVING EXERCISE ROUTINES

There are two ways to save routines in VHI PC-Kits,

* Saved Routine — You can save a frequently used routine as a saved routine.
You can then reuse the routine whenever you like.

e Patient History — You can keep a record of the routines you have given to

patients that you create in VHI PC-Kits.

If you are signed into VHI PC-Kits as the administrator, then any saved routine you create will
be visible to all therapists. This allows you to set standards throughout your organization.

To save a routine as a new Saved Routine

Save Routine E|

1. Onc.e you have Createc.l an exercise From the choices below, select how you want to save this new

routine, you can save It as a saved rauting.

routine by clicking on the save button

on the toolbar, by Selecting Save f* Save az a Mew Saved Routine

As from the File menu or by right— " Save in an Exizting Patient's Histary

clicking the routine and selecting " Save in a Mew Patient's History

Save As.

[ Frint the Routine After S aving

2. The Save Routine dlalog will | Clear the Routine After Saving

appear. Select Save as a New
Saved Routine and click OK.

Cancel Help

Figure 37. Save Routine dialog

Saved Routine Properti X)
GXEE o UReC L Rei s E' 3. The Saved Routine Properties dialog will

In the space below, supply the name for thiz zaved routine. appeatr. You should giVC your routine

[ a name and supply an optional set of
comments. These comments are only seen

'ou may alzo optionally supply additional comments about the zaved by the therapist when Viewing the saved
routing in the space below.

routines and are not printed on patient

copies.

4. Click OK to complete the process.

Save Under: | [&drniniztrator] j

K | Cancel Hel |

Figure 38. Saved Routine Properties dialog
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To save a routine for a new patient

1. Once you have created an exercise routine, you can save it for a new patient by clicking on the
save button on the toolbar, by selecting Save As from the File menu, or by right-clicking the
routine and selecting

Save As.
Patient Properties E'
2. The Save Routine dialog _
will appear. Select Save Estisnt Hamn Ok |
in a New Patient’s History First Name: |l Cancel
and click OK. Laszt Mame: ] Q

Help
Middle Initial: |
3. The Patient Properties

dialog will appear. Enter

the patient information E-Mail Addess: |
and click OK. Account Number: |
Date of Birth: | (mm-dk-yyy]
Azzigned Tao: |[.-i'-.u:|ministrat|:|r] j
4. Next the. Patient History T May 75, 2004
dialog will appear. You can
-

give this routine a title and

description if you like, but it
is not required. When you're
done, click OK. The title and
comments become part of the
patient history but are not
printed on routines you give
to the patient.

Figure 39. Patient Properties dialog

Patient History E|

I the space below, pou may ophionally enter a title faor thiz
routing.

|

I the space provided below, vou can enter any
commentz, notez, etc. about the patient or the routine.
The comments will be saved as part of thiz entny in the
patient's histony,

k. | Cancel

Figure 40. Patient History dialog
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To save a routine for an existing patient
1. Once you have created an exercise routine, you can save it as a saved routine by clicking on the
save button on the toolbar, by selecting Save As from the File menu or by right-clicking the

routine and selecting Save As.

2. The Save Routine dialog will appear. Select Save in an Existing Patient’s History and click OK.

3. The Selef:t Patient c_halog W:lll Select Patient [E|
appear. Find the desired patient
and select it. Click OK. Select a patient fram the following list and press Mew Patient
QK. If you want to create a new patient, press
the "'Mew Patient' button,
4. Next the Patient History Loopepper. David.| Cancel
dialog will appear. You can
give this routine a title and 4

description if you like, but it
is not required. When you’re

done, click OK. The title and [ Include Patients from all Therapists
comments become part of the [ Include Inactive Patients

patient history but are not

printed on routines you give to Figure 41. Select Patient dialog

the patient.

For more information on how to view and edit Patient Histories and Saved Routines, see Editing Patient
History and Saved Routines in the Advanced Topics Section.
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CHIROPRACTIC TREATMENTS MENU

vHI ¥HI PC-Kits - Chiropractic Rehabilitation

File Edit Lawout Kits BEGEEAEEEN Browse  Rout
Ehl % Lf;l Cetvical Spine "
Thoracic Spine k

Lumbopelvic Spine ¥

Figure 41a. Chiropractic “Treatments” menu

For example, to see which exercises are
suggested for Cervical Spine, Hypolordosis,
you would select Cervical Spine and
Biomechanics from the Treatments menu.
Clicking the Hypolordosis tab would show

you those suggested exercises.

When using the Treatments menu,
please note the following:

* The treatments menu contains
only those exercises that are in the
Chiropractic Rehabilitation kit.
Exercises from other kits that you
may have purchased and installed
will not be included in the suggested
exercises.

* To return to viewing the entire
Chiropractic Rehabilitation kit,
reselect it using the Kits menu.

* The suggested exercises are futher
classified by treatment stage (Initial,
Intermediate and Advanced). To
select a treatment stage, use the
category drop-down list as shown
in figure 41c.

When the Chiropractic Rehabilitation kit is installed in
VHI PC-Kits, a special Treatments menu appears in the
Main Menu. This treatments menu allows you to see the
Chiropractic Rehabilitation Kit organized by treatments
and conditions. This menu is only available when the
Chiropractic Rehabilitation kit is installed.

hiropractic Rehabilitation Kit
INGEW == Browse  Rootines  Patients  Therapisks  Cards

Cervical Spine Conditions L3

4 Biomechanics .

Lurnbopelvic Spine * | French
Spanish

Thoracic Spine

vHI ¥HI PC-Kits - Cervical Spine (Biomechanics)
Fil=  Edit

Lavout  Kits  Treatments Browse FRouktines  Patient:

I% = @ RN % Therapist: 17

Cervical Spine (Biomechanics), Engi

Hypermakility ] Special Cards]

I-Iypulurdusis] Hyperlordosis | Forward Head1 Hypomokbility ]

Exercise Category ][.-'J-.II Hypolordozis] (46 exercises) ﬂ

Figure 41b. Viewing suggested Hypolordosis exercises

Hypermokility ] Special Cards]

H].rpulurdusis] Hyperlordozis ] Forward Head] Hy pomobility ]

Exercise Category I[AII Hypolordozis] (46 exercizes) LJ

Phasze 1 (Week 1-3), Initial (13 exercizes)

Phaze 2 (Week 4-6), Intermediate (41 exercizes)

Fhaze 3 (Week 7+), Advanced (9 exercizes)
[&1l Hypolordozis] (46 exercizes)
B ag! AN eld’,

Figure 41c. Selecting treatment stage
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ADVANCED TOPICS

EDITING CARDS IN SPLIT LAYOUT

The split layout is chosen through the Layout menu, either from the main menu or by right-clicking on
the exercise routine. Unlike regular layouts where the text is formatted around the exercise image, the split
layout places the images in a column down the left side of the routine and the text in a column down the
right. This permits the following,

* There’s more room for text on the card. Hence you should use the split layout if you're going to
be adding a lot of additional instructions to the card.

* You can flip the orientation of the image. So if you want to make the image right or left
handed, you should use the split layout.

When editing an exercise for a split layout, the Edit Exercise dialog has two tabs. The first tab shows you
the exercise image and allows you to reverse its orientation. The second tab gives you space to edit the text

of the card.

Edit Exercise E|
Customized Cards  Bookmarks  Edit  Languages Help

Yiew Image] Edit Text ]

I~ Eliminate &l Test I Eliminate Tittle [ Flip Image (Split Layaut Only)

Place Card | Cancel | I | * \fﬂ

Figure 42. Edit Exercise dialog

Editing the text in the Edit Text tab is the same as editing text on a normal card. You can fill out the
blanks by clicking on them, or you can edit the text in its entirety by double-clicking on the paragraph
you wish to edit.

NOTE: Flipping the exercise’s image is only available in split layouts. Therefore if you flip the image and then

change the layout of your routine back to one of the regular layouts, the orientation will revert back to the default
for that exercise.
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SPECIAL CARDS

Each kit contains a tab labeled Special Cards. Contained in this section are cards that are generally
applicable to every kit. Currently, the following two cards are in every special cards section,

* Office Card — This card contains your office information such as address and phone number.

You can also add comments to this card. _
L L WL N I I Y S ) ]_n’lléll;'.'lll

. . Tty Special Cards Page #
* Blank Card — This card had no picture. You can ] ]
use this card to write additional directions or | 1
comments to the patient. Figure 43a. Special Cards tab

Using the Office Card

Before you can use the office card, you'll need to supply your office information. You only need to do this
once. VHI PC-Kits will remember the information you provide.

To supply your office information Program Seltings X

General | Advanced | Secuity Offics l

1. In the main menu, choose
Settings from the File menu. Dffice Mame: [

Street Address:

2. The Program Settings
dialog will appear. Click

|

Ciy, State. Zi: |

on the Office tab. Rifice Ribne |
|

|

Emergency Phone:

3. Fill in any of the information Business Hours:
you want and then click OK.

Alternatively, the program will ask you
to supply this information the first time

you try to use an office card.

QK | Cancel | Help J

Figure 43b. The Program Settings dialog with the Office tab

10 add an Office Card to your routine

1. Click on the Special Cards tab in the exercise browser and use the Office Card just as you
would any other exercise card.

2. A special Edit Exercise dialog appears. In this dialog, check any information
you want to show on the office card and add any comments you want to make.

3. Click on Place Card to put the office card in the routine.
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Using Blank Cards

The Blank Card is useful for adding more instructions or comments to the exercise routine. Just like any
other card, you can save text that you put on a blank card as a customized card. For more information see

Customized Cards.

10 add a Blank Card to your routine

1. Click on the Special Cards tab in the exercise browser and
use the Blank Card just as you would any other exercise card.

2. Using the Edit Exercise dialog, enter comments or instructions
in the space provided.

3. Click on Place Card to put the card in your routine.
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CUSTOMIZED CARDS

Changes you make to exercise cards, including modifications to the text or filling in the blanks, can be
saved as customized version of the card. That way, you do not need to redo the changes each time you use
the card. You can save as many customized versions of a card, as you like.

The customized versions of the card are associated with the original card. That is, to access the customized
versions of a card, you simply bring up the original card and select which version you want to use. There’s
also a Customized Card Viewer which will show you all your customized cards in one place. For more
information on the viewer, see Customized Cards in the Advanced Topics section.

Customized cards, like other information in PC-Kits are private to the therapist that created them. Only
the therapist who created a card is able to use it. The exception to this rule is customized cards created by
the Administrator user. These customized versions are usable by all therapists, which provides a way to
standardize exercise variations throughout your clinic.

Just like the original card, bookmarks can be placed on customized versions of cards. Bookmarking a
customized card provides a quick and easy way to recall the card for later use. For more information on
bookmarks and bookmarking customized cards, sce Bookmarks in the Advanced Topics section.

To create a Customized Card

1. Select and edit the desired exercise. This can be a Edit Exercise

normal exercise or any of the Special Cards including

Bookmarks  Edit
the Blank Card. i

Save o Card...

Save Modifications

2. After modifying the card, select Save as Customized Delete Customized Card

Card from the Customized Cards menu in the Edit Properties. ..

Exercise dialog. Make Default

3. The Create Customized Card dialog will appear; give
the card a name to help you identify it and click Save. Figure 45a. The Customized Cards menu
This name is not printed on the card, it’s just for your
reference.

Create Customized Card

4. The name of the card you just created will
now appear in the Customized Cards drop- G
p_p P b ake any modifications to the card name below.
down list. Then press the "Save" button to create the custom
card..

|S itting M0 Sel-Biofeedback]

Save | Cancel J

Figure 45b. The Create Customized Card dialog
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To use a Customized Card

1. In the exercise browser, double-click on the original exercise to bring up the Edit Exercise

dialog.

2. If any customized cards exist for the exercise, a dropdown list of their names will appear at the

top of the dialog.

3. Click on the arrow to the right of the list to see the available
customized versions of this card.

4. From the list, select the customized version you want to use.

5. Click Place Card to add the card to the routine.

Edit Exercize
Customized Cards Bookmarkz Edit Languages Help

Cuztomized Cards Exist: | Crunch [Dumbbell), Y ariation 1 _"_'I
Crunch [Dumbbell], W ariation 1

Edit Text|

dDriginaI Card [default]
LBS -1 Cromch {Chabbell)

Hold durebbell on uppet clest, low back supported. Tighten
ahdorninals by bringing rbs toward pelvis until shoulders
clearball. Do sets. Complete repetitions.

[ Eliminate &l Text [ Eliminate Tile [T Elip [rmage (Sl Lapaut Ol
Place Card I Cancel I Helm |

Figure 45¢. Edit Exercise dialog with drop-down list of Customized Cards
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To modify an existing Customized Card

1. Follow the procedure above for Using a Customized Card to select
the Customized Card you want to modify.

2. Make the desired changes.

3. When editing is completed, select Customized Cards from the Edit Exercise dialog box
menu, then select Save Modifications. Remember, this card will replace the customized
card you modified.

To change the name of an existing Customized Card

1. Follow the procedure above for Using a Customized Card to select
the customized card you want to modity.

2. From the Customized Cards menu, select Properties.
3. Make the desired changes and click Save.

It is also possible to make a customized card the default card which is then used when choosing a card.

To make a customized version the default version

1. Follow the procedure above for Using a Customized Card to select the
customized card you want to make default.

2. From the Customized Cards menu, select Make Default.

3. The name of the customized card moves to the top of the list, followed by “(default)”.
Follow these same steps to change the default to any other custom card.

To set the default back to the original card
a. In the exercise browser, double-click on the card you wish to change.

b. When the Edit Exercise dialog appears, select Clear Default
from the Customized Cards menu.

c. The original card will now be used by default.
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Viewing all the Customized Cards

Normally, customized versions of cards are accessible through the Edit Exercise dialog when placing a card
in a routine. You may also use the Custom Card Viewer to view all your custom cards in one place.

To view all of your customized cards

1. From the Cards menu, select View Customized Cards.

2. The View Customized Cards dialog box will appear.

View Customized Cards g|
Kitz |Clc-sed Chain j Sections |Lower Extrernity j Madify
Custom Cards: Exercize Preview: Delete
- Sitting W1 f-Biofeedback

Sitting WO Self-Biofeedback Il
Sitting ¥MO Self-Biofesdback, Advanced Use Card
Gota Card
Cloze
£ | > f
[~ 5 | Sitting WMO Self-Biofeedback.

Figure 46. The View Customized Cards dialog

3. From this dialog you can use the card (i.e. place it in the routine), view a card,
delete a card, or find the card (i.e. which kit and section it’s from).

NOTE: You can view all your Customized Cards at one time or by individual Kits
or by sections of individual kits.
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BOOKMARKS

Bookmarks give you fast access to the exercises you use frequently. By using bookmarks, you can jump
rapidly to any exercise that you have marked. You can place bookmarks on,

* Any card in any exercise kit.
* Any custom version of an exercise card.
* Any language version of an exercise card.

Bookmarks are separated by therapist, so each therapist sees only his or her own bookmarks.

To create a bookmark you can do any of the following

* Select an exercise in the exercise browser, then click the paperclip icon at the lower right-hand
corner of the exercise browser.

* Double-click on an exercise to pull up the Edit Exercise dialog. From the menu in the Edit
Exercise dialog, select Bookmarks and then Set Bookmark. You may also click on the
paperclip icon in the lower corner of this dialog.

* Rightclick the desired exercise in the exercise browser. Select Sez Bookmark from the context-
sensitive menu.

Any of these four ways of bookmarking the exercise Set Bookmark E|
Wlu Caflse th_e Set Bookmark dlalog to appear. I the space provided. supply a title for thiz
This dialog is used to name your bookmark. By Bl
default, the title of the card is used. You can name

Title:
your bookmark any way you like. I

|S itting Wk0 5 eli-Bicfeedback|

Set Cancel |

Figure 47. Set Bookmark dialog

To bookmark a Customized Card

1. Bring up the customized card in the Exercise Edit dialog by double-clicking
the exercise and selecting the customized version you want to bookmark.

2. Bookmark the card using either the Bookmarks menu of the Edit Exercise dialog
or the paperclip icon in the lower right corner.

PC-Kits Manual | 43



Viewing and using bookmarks

From the main menu, select Bookmarks and then View Bookmarks. This displays the View Bookmarks
dialog, which lists all the bookmarks created and saved by the therapist.

View Bookmarks @

Kitz ||:I|:|$eu:| Chain LJ Sectionz |L-:uwerE:-:tremit_l,l LJ Modify

Eookmarks: Exercize Preview: Delete

Sitting MO Self-Biofeedback.

ze Card
Goto Card

Cloze

P BB

Sitting %M0O Self-Biofeedback

Figure 48. View Bookmarks Dialog

To narrow the range of bookmarks to view, you can select a specific kit and section using the drop-down
list boxes at the top of the View Bookmarks dialog.

From the bookmark dialog, you can place a bookmarked card in the routine by selecting the exercise and
clicking the Use Exercise button. You can find which kit and section an exercise came from by selecting
the exercise and clicking the Go to Exercise button. This moves you quickly to the kit and section that
contains the exercise.

Modifying a bookmark

To change the name of a bookmark
1. Select the one you want to change from the list in the View Bookmarks dialog box.

2. Click the Modify button. The Bookmark Properties dialog will appear. Supply the new
name for the bookmark and click Sez.

Bookmark Properties

In the space provided, supply a new title far this
bookmark.

Title:
|S itting M0 Sel-Biofeedback]

Set Cancel |

Figure 49. Bookmark Properties dialog
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EDITING AN EXERCISE ROUTINE

VHI PC-Kits features great flexibility in allowing you to revise and modify exercise routines.

10 add a page to a routine do one of the following
* Click on the New Page Tab located at the top of the routine.

* Right-click on any image on the routine window and select
Add Page from the context-sensitive menu.

To delete a page from a routine
1. Click on the tab of the page to be deleted so it is highlighted.

2. Place pointer over routine window and right-click. From the context-sensitive menu,

click on Delete Page, and the displayed page will be deleted.

To move exercises
1. Place your pointer on the exercise you want to move.
2. Click and drag the exercise to the desired location on the same page.

3. Release the mouse button.

To swap exercises
1. Place your pointer on one of the exercises you want to swap.
2. Click and drag the exercise over the other exercise you want to swap.

3. Release the mouse button, select Swap from the Move Exercise dialog.

Move Exercise

P | There iz already an exercize in position 2. Do you want bo ovenwrite
the exercize or swap their pozsitiong?

Dvenrite | LCancel

Figure 50. Move Exercise dialog
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To overwrite exercises
1. Click and drag the exercise over the exercise you want to overwrite.

2. Release the button and select Overwrite from the Move Exercise dialog.

To move an exercise to a different page
1. Create a new page if needed by clicking the New Page tab.

2.Return to the appropriate page and place your pointer on the exercise
you want to move.

3. Click and Drag the exercise to the page tab for the page on which you

want the exercise to be placed.

To move multiple exercises to a different Page
1. Hold down the Ctrl Key and click on each exercise you want to move.

2. When clicking on the last exercise you want to include in the move,
keep the mouse button depressed but release the Ctrl Key.

3. Drag your pointer to the page tab where you want to place the exercises.

4. Release the mouse button.

To copy an exercise to another page
1. Hold down the Ctrl Key.

2. Click and drag the exercise you want to copy to the page tab
where you want it to go.

3. Release the mouse button.

To copy multiple exercises to another page
1. Hold down the Ctrl Key.

2. Click on each exercise you want to copy. When clicking the last exercise,
keep the mouse button AND the Ctrl Key depressed.

3. Drag pointer to the page tab where you want to copy the exercises.

4. Release the mouse button then the Ctrl Key.
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To editing an exercise in an existing routine

1. In the Routine Window, place your pointer on the exercise you want to edit

and double-click.
2. The Edit Exercise dialog appears.

3. Follow the usual editing procedures and, when completed, click Place Card.

To delete an exercise from a routine

1. Right-click the exercise you want to delete.

2. Select Delete from the context-sensitive menu.

OR

1. Select the exercise you want to delete by clicking on it.

2. From the Edit menu in the main menu, select Delete.

OR

1. Click on the exercise.

2. Press the delete key on the keyboard.

To move pages within a routine

1. Click the left mouse button on the tab of the page being moved at the top of the Routine
Window and hold the mouse button down.

2. Drag the mouse over the tab where you want to place the page being moved.
3. Release the left mouse button.

4. The page you clicked on will now be placed where your released ~ Page #] Baie #9 1 biews Pacs |
the mouse button. The other pages will be shifted left or right. Vi =
1 Delete Page
You can alternatively right-click on a tab and move the page one place left
or right using the context sensitive menu. See Figure 50a.

Mowe Page Right

Print Page
Layauks L4

Copy Page

3 Help. ..

SEL AT
Figure 50a. Moving a page right
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Changing the layout of a routine

The layout of a page in an exercise routine, refers to the number of cards on that page. Each page in a routine
can have a different layout, if so desired. Whether a page prints in landscape or portrait is a function of the
layout used and cannot be changed separate from changing the layout.

By default, new pages are created with six exercises per page. If you want to change the default,
you can do so via the General tab in the Settings dialog. See Program Settings for more details.

To select a page layout from the Routine Layout toolbar

1. Use the tabs at the top of the Routine Window to display the desired page.
2. At the bottom of the Routine Window is a toolbar for changing the layout of the current page.
3. Place the mouse over the icon representing the layout you want to use.

4. Click the button and the layout for the currently displayed page will be changed.

OBHEHEBEHEE B

Figure 50b. Routine layout toolbar

You may also use the Layout menu in the main menu or the context sensitive (right-click) menu to change
the current page’s layout. To go back to the previous layout, use the Undo toolbar button. If you are trying
to decide which looks best, you can click back and forth on undo and redo.

Please note the following when changing layouts,

o If there are fewer exercises per page on the new layout, PC-Kits will automatically add enough
pages to hold all the exercises in the routine.

* If the routine has multiple pages, and you change the layout to get more exercises per page,
PC-Kits will NOT move exercises from page to page. You must move the exercises manually.

* Changing from a Split Layout to any of the other layouts may exceed that layout’s text capacity.
If this happens, the layout will not display any text beyond its maximum. You do not lose the
text; it just doesn’t display. You can regain the text by switching back to a Split Layout. There
is a warning message to alert you of this.

Routine g|

Cardz in split layoutz hawve more room for text than cards on a regular
layout, [f you have added a zignificant amount af pour owe kest to

. your cardz in zplit layout, the text may not be able to print completely in
a reqular layout,

oK Cancel

Figure 51. Split layour text warning box
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EDITING PATIENT HISTORY

With VHI PC-Kits you can store routines you create for patients in the patient’s history. These routines
can be later viewed and/or edited for reuse.

To view your Patient Histories

1. Select Patients from the main menu, and then select Browse Patient Histories. The Patient
Histories window will appear.

2. Click the Show All Your Patients box, midway down on the left, to display the full list of your
saved patient histories. Alternatively type the desired patient’s last name in the box provided.
As you type, names appear in the list. When the name of the patient you want appears, stop

typing.

3. Highlight the desired patient name to display a list of the routines that have been created and
saved for that patient.

4. Highlight the routine you want. At the bottom on the left show any comments attached to the
routine. The selected routine is shown on the right.

¥Hi YHI PC-Kits - Patient Histories, Conditioning
File Edit Routines Patients Therapists Help

é E % l'ﬁl K7 ? Therapist: I(Administratarj j Exit Histories

Patient Histories David Cooper
Browse Patients] Exit Histories ] 2L ]

3 4
v Show all your Patients
Routines Created for Cooper, David:
104, Mo Title
b

Comments for Selected Routine:

Mo comments recorded.

Figure 52a. Patient Histories
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Editing patient information
1. Go to the patient histories window as described above.

2. Double-click on the patient name. A Patient Properties dialog box appears. Alternatively,
right-click the patient name and click on Properties.

3. Change or edit information in this dialog box. When you're done, click OK to save your
changes.

Reusing routines in Patient Histories

Any of the routines you've previously saved for a patient can be edited and reused.

To edit and reuse a patient routine

1. While viewing your patient histories, as described above,
select a routine you want to reuse.

2. Click on the Reuse Routine tab. This will take you out of patient histories
so that you can edit the routine.

3. When you've made any desired changes to the routine,
click the Save toolbar button, or select Save As
from the File menu.

Patient Histories
Browse Patien‘ls] Exit Histories ] Reuse Routine ]

|
Figure 52b. The Reuse Routine tab

Editing Patient History routine title and comments

Each routine saved in a patient’s history can have an optional title and comments. This information is first
supplied when the routine is saved, but can be edited or added later.

To modify a routine’s title or comments

1. While viewing your patient histories, as described above, select a routine for which you want to
edit the title or comments.

2. Right-click on the routine and select Properties.

3. Edit the title or the comments as desired.

4. Click the OK button.
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Printing patient routine comments

As described previously, you can enter comments for each routine saved in a patient’s history. The history
of comments made for a particular patient can be printed on a single printout.

To print a history of a patient’s comments
1. While viewing your patient histories,
as described above, select a patient for
which you want to print a comment history.

2. Right-click on the desired patient.

3. From the menu, select Print Comments.

Finding a card on a routine

Sometimes when browsing through the routines in the
patient histories, you will come across a card that you want
to know which kit and section it came from. VHI PC-Kits
makes this easy.

To find where a card came from

vHi ¥HI PC-Kits - Patient Histories
File Edit Routines Patients Therapists Help

I%I E % Lf;l 4ok ? Thetapi:

Fatient Historie
Browse Patients] Exit Histories ] Reuse Routine

Delete, ..
Deactivate, .,
Reassign...
Delete History...

Print Comments. ..

Properties...

Help...

Figure 52c. The Print Comments menu item

1. While viewing your patient histories, as described above,

select a routine for which you want to find a card.

2. Click on the Reuse Routine tab.

3. Right-click on the card you want to find and select the Find

Card item from the menu.

4. The exercise browser will jump to that routine, showing you

which kit and section the exercise is found in.

ew Routine

Save fs...

add Page
Delete Page

Layouts

Prink...

Prink Page...
NOTE: This feature is available for all cards in all types of routines, SerdTo b
not just cards on patient routines. It can be used any time you see a
card in a routine and would like ro know which kit it came from. ; Help:
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SAVED ROUTINES

Saved routines are routines that you use commonly and wish to recall frequently. Each therapist can have
their own saved routines, or the Administrator can create common saved routines visible to all therapists.

NOTE: Saved routines differ from patient history routines in that they are not tied to a particular patient.
10 save a history of routines given to a patient, use patient histories instead. For more information on patient
histories, see Patient Histories.

To view your saved routines
1. From the Routines menu select Browse Saved Routines.

2. Your saved routines will be listed by name on the left side of the screen with the selected
routine appearing on the right.

3. You can use the scroll bar to look through all the available routines.

4. Right-clicking on a routine will present a menu of options that allow you to,
* Delete a Routine
* Edit/Reuse a Routine
* Print a Routine

* Edit the Routine’s Properties

To modify an existing saved routine

1. While browsing your saved routines, as described above, select the routine you
want to edit.

2. If you want to simply modify the name of the routine, right-click on the routine title and select
Properties. Otherwise, click on the Edit/Reuse Routine tab.

3. You will now be put back in the exercise browser where you can edit the routine.

4. Make any desired changes to the routine.

5. Click the Save toolbar button, or select Save As from the File menu.

6. If you want to overwrite (replace) the existing routine, choose Update Current Saved
Routine with Changes. If you want to keep the original routine and save the edited routine

under a different name, choose Save as a New Saved Routine. Click OK after making your
selection.
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1o use a saved routine for a patient
1. While browsing your saved routines, as described above, select the routine you want to use.
2. If you simply want to print the routine, you can print it from the File menu.
You can also save it in a patient’s history using the Save As menu item in the File menu. If you
want to modify the routine first, click on the Edit/Reuse tab.
3. You will now be put back in the exercise browser where you can edit the routine.

4. Make any desired changes to the routine.

5. You may now print it or save it using the Save As menu item in the File menu.

Copying a Saved Routine from one therapist to another

VHI PC-Kits facilitates sharing of saved routines between therapists in two ways. First, the Administrator
therapist can create saved routines. Any routines created in this way will be visible to all therapists. Secondly,
you can copy your saved routine to another therapist.

To copy a routine to another therapist &1l Roiitliie Pronariies X
1. While browsing your saved routines, as I the space belaw, supply the name For this saved routing.,
described above, select the routine you |Shnulder Horizontal &dduction

want to save to another therapist. _ -
You may alzo optiohally supply additional commentz about the zaved

routing in the space below.

2. Right-click on the routine and choose
Save As from the menu.

3. The Save Routine As dialog appears.
Fill in the dialog box, giving the
routine a title and optional comments if | SaveUnder [JoeSmith =l

desired. [&dmiriztrator)
Joe Smith

Kimberlee Cavinta

b ark Edwards

4. In the Save Under drop-down list,
select the therapist to which you want Figure 53. Saving a routine under another therapist
to save the routine.

5. Click the save button. The therapist selected in the previous step will now be able to use and
edit the routine.

NOTE: This makes a new copy of the routine for the target therapist. Any changes made by that
therapist will not change your original copy of the routine.
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ADMINISTRATOR AND THERAPIST FEATURES

VHI PC-Kits can be configured such that each user, or therapist, can have his or her own Sign In. The
data created by each therapist is then stored separately from other therapists. By default, VHI PC-Kits is
configured to separate data by therapist Sign In. This can be enabled and disabled via the Settings item
of the File menu.

When therapist Sign Ins are enabled, there’s a special therapist Sign In called the Administrator. The
Administrator has access to all information created by other therapists (except their bookmarks and custom
cards). The administrator is also the only user who is allowed to change most program configuration
information.

In addition to these special functions, the administrator also serves another purpose. The administrator can
create saved routines and custom cards that are visible to every other therapist using VHI PC-Kits. This
allows a clinic to create standardized routines and cards that everyone else can view and use. Remember
that any patients, saved routines, custom cards, bookmarks, etc. that are created by individual therapists
are only visible and usable by that therapist.

There are four different modes in which the program can operate. These modes are,
* There is no therapist Sign In and hence no separation of data by therapist.

* Therapists sign in by selecting their
name from a list. There is no

assword protection of therapist data. :
p p P Program Settings @

(] Therapists sign in by supplylng a General] Advanced  Securty ]foice ]
username and PaSSWOfd- Therapist Management Preferences
Each therapist’s data is therefore W Separate Data by Therapist | Disable E-Mail
protected from others seeing it. W Admiristrator Can Delste Anp Data

Only the Administrator can see

other therapist’s data. Therapizt Sign In Preferences

" Do not Password Protect Therapists

% Pazsword Protect Therapists
[V Allow Blank Passwords

* Therapists sign in using Integrated
Windows Authentication. In this " Sign In Therapists using Windows Authentication
mode, data is separated by -
therapist, but which therapist
is signed in is determined by who’s
signed into the workstation.

Ok | Cancel | Help |

Figure 54a. Settings for switching therapist Sign In modes
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Creating a therapist without passwords enabled T
yapist: ’m Switch Therapists. .. :|

In this mode, therapists are created directly from the sign in screen or by
using the Create Therapist item in the Therapists menu. Anyone can s
create a therapist in this mode.

Figure 54b. Create Therapist menu item

Creating a therapist while passwords are enabled

If passwords have been enabled, only the Administrator is allowed to create therapists. In addition, each
therapist must be assigned a username and password when they’re created. The therapist can then change
their password at any time. For more information on enabling password protection, see the section titled,
Enabling Password Protection later in this manual.

10 add a therapist while passwords are enabled
1. Sign in to the program as the Administrator.

2. Select Create Therapist from the Therapists menu. The Therapist Properties dialog will
appear.

3. You must supply a first and last name as well as a username. The e-mail address is optional.
The password field is required if you don’t want to allow blank passwords.

NOTE: When you enabled username sign in for therapists, you could choose to allow or disallow
blank passwords. If blank passwords are enabled, then you are not required to supply a password
when creating a therapist. However this also means that a therapist can sign in using only their
username.

Therapist Properties

General Signln

Therapizt Sign In

The following uzermame and pazsword or passphraze is uzed by
the therapist to zign in to WHI PC-Kits.

Usermame: |kiml:uer|ee
Pazzword: fi
Canfirm; sy

k. | Cancel | Help

Figure 54c. Therapists Properties dialog
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Modifying a therapist

The Administrator is allowed to modify any therapist in the system. Otherwise, a therapist is only allowed
to modify his or her own properties.

For a therapist to modify their own properties,
1. Sign in as the therapist to be modified.

2. Select Modify Therapist from the Therapist menu. The Therapist Properties dialog
will be presented.

3. Depending on whether username/password sign in is enabled you will have one or more
tabs of information you can modity.

4. When you're done, click OK.
The above procedure is how a therapist can modify his or her own password.
For the Administrator to modify a therapist’s properties,

1. Sign in as the Administrator.

2. Select Modify Therapist from the Therapist menu. The Select Therapist dialog will be
displayed. Select the desired therapist and click OK.

3. Depending on whether username/password sign in is enabled you will have one or more
tabs of information you can modity.

4. When you're done, click OK.

Modify Therapist

Select the therapizt pou want to modify from the following list and then
presz OF to dizplay the therapist's properties.

[&dministrator]
Joe Smith

Kimberles Cavinta

b ark Edwardz

| ()4 | Cancel Help

Figure 54d. Therapist Selection dialog
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Deleting a therapist

Only the Administrator can delete therapists. A therapist cannot even delete himself or herself. Be aware
that when a therapist is deleted, his or her bookmarks, custom cards and all the therapist’s saved routines
will be deleted. The therapist’s patients will be reassigned to the Administrator rather than be deleted.

To delete a therapist
1. Sign in as the Administrator.
2. Select Delete Therapist from the Therapist menu.

3. The Select Therapist dialog will be displayed. Select the therapist you want to delete
and click OK.

4. A warning dialog will appear. If youre sure you want to continue, click Yes.

5. You will get one more warning before the therapist is permanently deleted.

Remowve Therapist E|

Y'ou are about to remove the therapist, "Mark Edwards”. Al of the

? therapist's patients will be reazsigned to the Administrator. Al other

\-\;’) information belonging to this therapist will be deleted. Are you sure
thiz iz what you want to do’?

Figure 54e. Remove Therapist warning

Reassigning patients from one therapist to another

Only the Administrator can reassign patients from one therapist to another. While therapists can delete
their own patients, the Administrator can delete patients belonging to any therapist.

To reassign patients
1. Sign in as the Administrator.

2. Select Reassign Patients from the Patients menu. The Reassign Patients dialog will appear.
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]

Reassign Patients |

Erorn Therapist; Select Al
| [Edrniristratar] =

Beaszign
To Therapist:

Cloze

ol

|Kimherlee Cavinta
Help
Select Patients to be Reazsigned:

[ Include Patients from all Therapists

[ Include Inactive Patients

Figure 55. The Reassign Patients dialog

. Select the therapist to whom you want to reassign patients in the To Therapist drop-down list.

. Select the therapist who currently owns the patient to be reassigned in the From Therapist
drop-down list.

. Select the patient you want to reassign in the patient list.
. Click Reassign to reassign the selected patient.

. You will be presented with a warning dialog. If you're sure you want to do the reassignment,
click Yes.
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MALE AND FEMALE IMAGES

Several of the kits have exercises in both male and female versions. When a collection has this option, a
Change Gender Button will appear in the toolbar at the bottom of the exercise browser.

GENDER SELECTION BUTTON
4w [IHHEHBE =Sl 4 @

Figure 56a. Gender selection button on exercise browser

Clicking on this button will allow you to select which gender of exercises you are viewing in the exercise
browser. When you places exercises into your routine, the currently displayed gender will be used.

NOTE: This gender selection button only affects the exercise browser and new cards you place into the routine.
It does not change the gender of cards already in the routine.

To change the gender of a card already in a routine
1. Double-click on the card to bring up the Edit Exercise dialog.

2. In the lower right hand corner of the Edit Exercise dialog will be the gender change button.
NOTE: This button is only available for exercises taken from kits which have the dual gender feature.

GENDER SELECTION BUTTON

Ciick on bianks or double click on text to make clianqges.
[ Elminate &l Text [ Elminate Tile [ /

Flace Card | Cancel | * \ﬁ_’;’?

Figure 56b. Gender selection button on Edit Exercise dialog

Genders and Custom Cards

For purposes of Custom Cards, the male and female versions of an exercise are treated as different cards.
When a custom card is created for one gender, it will not appear in the drop-down list of custom cards
while the other gender exercise is showing. To see the custom cards of the other gender, switch the card to
the other gender as described above.

NOTE: If you want to have the same custom card for both genders, you will need to create a custom card
separately for each.
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SUGGESTED ROUTINES AND TIP SHEETS

Many of the kits contain suggested routine or tip sheets. These sheets contain further patient education
information or sample routines useful for use with the kit. (NOTE: Not all of the kits contain suggested
routines.) You can access this additional information one of two ways:

* In the Routines menu choose Browse Suggested Routines. See Figure 57a.

olf, Conditioning

Jts  Browse MEEENE=EY Patients Therapists

u“’l \'I ‘ Generake Routine, ..

Save in Patient Histary. ..
Save As a Saved Routine. ..

Browse Saved Routines
:shed Routines

Figure 57a. Browse Suggested Routines

* In the Kits menu, highlight the desired kit. A popup menu will be presented from which you
can choose Suggested Routines. See Figure 57b.

vHi YHI PC-Kits - Golf, Conditioning
File Edit Lavout MAEM Browse FRoutines Patients Therapists  Cards  Bookmarks  Help
Aguatic Exercises e ll
Closed Chain

v Golf
COrthopedic

Stretching Ex English
User Created Cards French
Spanish

Print Wisual Index...
Suggested Routines Skretching

Figure 57b. Suggested Routines in the Kits menu

The suggested routine browser works much like the patient history or saved routine browsers. To the left side
is presented a list of the available suggested routines. The right side shows the currently selected routine.
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vHi VHI PC Kits - Suggested Routines, Conditioning

File Routines Patients Therapists  Help

é n é lf;] ? Therapist: ||:Administrator) j Exit Routines

Suggested Routines Basic Golf Roufine 1
Browse Routines] Exit Routines ] Use Routine ] Page #1]
Sections |Go|f - Concfitioning j

Available Routines:

Bazic Golf Routine 2
Basic Golf Routine 3

Restricted Rotation Routing 1
Restricted Rotation Routine 2
General Flexibility Routine 1
General Flexibility Routine 2
General Flexibility Routine 3
General Flexibiity Routine 4
General Flexibility Routine 5
General Flexibility Routine 6
Ahdominal Golf Fitness Wiork COut 1
Ahdominal Golf Fitness Wiork Out 2
Abdominal Golf Fitness YWork Out 3
Ahdominal Golf Fitness Work Out 4
Abdominal Golf Fitness YWork Out 5
Golf Wiork Cut 1

Galf Wiork Out 2

Tuking Crill= 1

Tuking Crills 2

Pre-Game Warm Up Routine 1
Pre-Game Warm Up Routine 2
Pre-Game Warm Up Routine 3
Pre-Game Warm Up Routine 4 w

Languages  |Englizh j 4

Figure 57c. The Suggested Routine browser

The Sections drop-down list is used to select the desired set of suggested routines or tip sheets. For some
sections, multiple languages and dual genders will be available. To select which gender or language you wish
to view, use the Language drop-down list and the gender selection button on the bottom of the suggested
routine browser.

Languages |English ﬂ *

Figure 57d. Language and Gender selection

NOTE: Each routine has been preformatted to fit best into a certain layout. You can change the layout of a
suggested routine at any time, but it may not look as nice as if the pre-determined layout is being used.
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COPYING ANY EXERCISE TO ANOTHER DOCUMENT

You can copy images from VHI PC-Kits to place into other documents such as those you are creating in
Microsoft Word.

To copy an image to the clipboard
1. Select the exercise by right-clicking on it in either the exercise browser or routine window.
2. From the context-sensitive menu that appears, select Copy or Copy to Clipboard.
3. Go to the program in which you want to place the exercise.
4. In most programs you'll need to select Paste Special from the Edit menu. Select that you
want to paste a picture or bitmap. What’s available and what you select will vary from program

to program.

Keep in mind these images are copyrighted and permission to redistribute them for a purpose other than
patient routines may be required.

There is also a Copy Image to Clipboard option in VHI PC-Kits. This will copy the image as a Windows

Metafile. Not all software can accept this image format, but it will be of higher quality if your software
can accept it.
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E-MAILING ROUTINES AND TRACKING GRIDS

Exercise Routines and Tracking Grids can be e-mailed as a PDF file to your patients. Your patients must have
a PDF viewer in order to open the file. In case they do not, the e-mail sent by VHI PC-Kits contains a link
they can use to obtain a free viewer. Most people already have PDF viewers installed on their machines.

VHI PC-Kits can be configured on a therapist-by-therapist basis to use either the current Windows e-mail
settings and installed e-mail software, or to use SMTP directly from PC-Kits.

When using your current windows settings, the following e-mail clients are supported,

* Microsoft Outlook and Outlook Express

* Hotmail and Yahoo (with downloadable MAPI provider)

* Eudora (with MAPI provider)

* AOL 7.0 or later (with optional MAPI provider)
Alternatively, each therapist can be configured to send e-mail through an SMTP server, directly from VHI
PC-Kits. For more information on configuring therapist e-mail options, see the section titled Configuring

Therapist E-Mail.

For more information on configuring your e-mail client, see your client’s documentation or call VHI Product
Support. However, we can provide only limited assistance configuring your specific e-mail client.

To e-mail a routine
Exporting Options E|
1. Select Sent To... from either

. . General
the main menu’s, File menu l

or from the menu produced
by right-clicking the routine.

2. After selecting Send To...,
select Mail Recipient.
The Exporting Options
dialog will appear.

Header |nfarmation
Routine For:
Created By:
Routine Title:

-

Printout Selection
v Routine

[~ Chart Copy

|D:u:u|:uer, D avid

|
|
| E

[ Tracking Grid

Preview

o]

Cancel Help

Figure 58a. Exporting Options dialog
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3. Just as when you print the routine, select the

types of printouts you wish to e-mail to your E-Mail Routine X
patient and any options you would like. o =
Addressing
4. Click OK and the E-Mail Routine dialog will 2oL

% |Usze the following patient's e-mail address.

appear.

|Cnu:u|:uer, Dravid ﬂ

™ Inchude patients from all therapists

5. In the E-Mail Routine dialog you can choose
: > : : MOTE: Only patients for which e-mail address have
a patients e-mail address or dCCIdC to Supply been recorded will appear in the above list,
your own. Patients for whom you have not

recorded an e-mail address will not be listed. W e

Cancel

6. After supplying the desired information, click
OK. Whatever e-mail client you have installed
on your machine will appear to send the e-
mail. You can use it to modify the message any
way you like.

Figure 58b. E-Mail Routine dialog

Disabling the E-mail feature
If you are in an environment where you don’t want your therapists e-mail patients directly or if the ability
to e-mail non-encrypted routines violates your HIPAA policies, then the Administrator can disable the

ability E-mail.

In the desktop version this is done through the Settings item in the File menu. In the network version this
is done through Configure Client Parameters in the license manager’s File menu on your license server.
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Exporting exercise routines as PDF files

In addition to being able to e-mail an exercise routine, tracking grid or chart copy, you can also simply export

them as PDF files. This may be useful if you want to manually attach the routine to an e-mail message or
if you want to store them in a document archiving and retrieval system.

To export a routine

1. Select Export from the File menu. The Export Routine dialog will appear.

2. Just as when you print the routine, select the types of printouts you wish to export and any
options you would like.

Exporting Options @

General l

Header |nformation

Raoutine Far: |I:|:u:||:|er, Dravid LJ
Created By: |Kiml:uerlee Cavinta

Routing Title: |Sample Flouting

W Print with Loge: | Ranier Rehab Services |

Printout Selection

v Foutine [ Tracking Grid
[ Chart Copy

Presiew ] | Cancel Help

Figure 59. Export Routine dz'dlog

3. When you're done, click OK and the Save As... dialog will appear.

4. Name the file and select the desired folder.

5. Click OK and the routine will be exported to the specified file.
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CONFIGURING THERAPIST E-MAIL

By default, therapists in VHI PC-Kits are configured to send e-mail via their existing Windows e-mail
configuration (MAPI). Such e-mail will be sent using the existing e-mail client software installed on the
system. A complete list of supported client software is given in the section titled E-Mailing Routines and

Tracking Grids.

If your e-mail client is not supported by VHI PC-Kits, you may alternatively configure the therapists to
send e-mail directly from PC-Kits through an SMTP server.

To configure a therapist to use an SMTP server
1. Sign into VHI PC-Kits as the Administrator or as the therapist you want to configure.

2. From the Therapists menu, choose Modify Therapist. If you're signed into PC-Kits as the
Administrator, you'll need to choose the therapist you want to modify.

3. In the Therapist Properties dialog, click on the Email Settings tab.

Therapist Properties E|
General Email Settings l

Therapizst E-mail Settings

" Send e-mail using my cument ‘Windows settings [MAP)

{+ Send e-mail using the following SMTP server

Server Name: ||

[ The SMTP server requires a user name and passward

k. | Cancel Help ‘

Figure 60. Therapist Email Settings dialog

4. Change the Therapist Email Settings to Send e-mail using the following SMTP server.
5. Supply the full name of the SMTP server (for example, “mail.mycompany.com”).

6. If your SMTP server requires authentication, you’ll need to supply a username and password.
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PURGING PATIENT HISTORIES

VHI PC-Kits allows you to purge the stored histories of your patients. This doesn’t delete the patient, but
rather deletes the routines that have been saved for the patient. This cannot be done on a patient-by-patient
basis but is a system wide purging of old patient routines. Therefore, only the Administrator is allowed to
perform this operation.

To purge patient routines
1. Sign in as the Administrator.

2. From the Patients menu select Browse Patient Histories. This takes you into the patient
history section of the program.

3. From the Patients menu select Purge Patient Histories... . The Purge Patient Histories
dialog will appear.

Purge Patient Histories @

Select the range of patient histon entries you want to delete.
Range To Delete

" Delete &l Patient Histary Entries

* Delete Al Entries Older Than:  [1/2/2003

WARMIMNG: Thiz dialog bow allows pou to delete large amounts
of patient data very eazily. If therapist seperation iz turned on,
data from all therapists will be deleted. Please exercize caution
when uzing the features prezented here.

o, | Cancel | I ‘

Figure 61a. Purge Patient Histories dialog

4. You can choose to purge all patient history (that is delete all routines saved in patient histories)
or just those routines saved before a specified date.

5. After making your selection and optionally entering a date, click the OK button.

6. A warning will appear to make sure you really want to delete the routines. You cannot undo
this deletion.

PC-Kits Manual | 67



DELETING MULTIPLE PATIENTS

Multiple patients can be deleted at once using the Delete patients... item in the Patients menu. The
patients to be deleted can be manually selected or can be selected based on the date of their last activity.
Each therapist can delete their own patients, but only the Administrator can delete other therapist’s patients
or delete patients system wide.

For a therapist to delete multiple of his or her own patients

1. From the Patients menu, select Delete Patients. The Delete Patients dialog will appear.

Delete Patients E|

From Therapist: Selact Al
|[.-'1'«dministratl:|r] LJ
Delete
Select Patients to be Deleted:
Cloze

[ Include Only Patients without activity since;

|

[ Include Patients from all Therapists

[ Include Inactive Patients

Figure 61b. Delete Patients dialog

2. To delete individual patients, hold down the control key while clicking on each patient to be deleted.
OR

3. To delete patients based on date, click on Include Only Patients without activity since and
fill in a date. Click Apply and the patient list will be updated with just those patients. Select
the ones you want to delete or press Select All.

4. You will be prompted to make sure you want to perform the deletion.

Remowve Patient

Y'ou have choozen to delete the patient, "David Cooper”. Deleting
w / the patient will alzo delete all of the patient's higtor. Are pou sure this
iz what you want to da’?

Mo Help

Figure 61c. Delete Patients warning
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DEACTIVATING PATIENTS

Rather than deleting patients, a therapist can simply deactivate them. A deactivated is not removed from
the database but rather is made to not show up in lists of patients. By deactivating a patient it can be made
invisible to the user, while preserving the patient’s information and history.

A therapist can deactivate his or her own patients, but only the Administrator can deactivate other therapist’s
patients or deactivate patients system wide. Once deactivated, a patient can be reactivated at any time.

To deactivate a patient or patients
1. Go into patient histories by selecting Browse Patient Histories from the Patients menu.
2. From the Patients menu select Deactivate/Reactivate Patients.
3. The Deactivate Patients dialog will appear and show all your active patients. If youre the

Administrator, then you can display all patients in the system by clicking on Include Patients
Jfrom all Therapists.

Patient Activation

Erarn Therapizst: Select Al
| [&drminiztrator] LJ

Deactivate

Select Patients:
Beactivate

Cloze

auf

[ Include Only Patients without activity since;

—

[ Inchude Patients from all Therapists

;

[ Inelude Inactive Patients

Figure 62a. The Deactivate Patient dialog box

4. If you want to deactivate only patients that have been unused for a period of time, then check
the Include only patients without activity since box. Entering a date and clicking Apply will
cause the list of patients to be trimmed to those that have been unused since the date specified.
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Patient Activation

Erom Therapist; Select Al
| [&drminiztrator] LJ

Deactivate

Select Patients:
Beactivate

Cloze

aufls

¥ Include Only Patients without activity since:

Date of Last sctivity:  [142/2003 Apply

[ Include Patients from all Therapists

;

[ Inchude Inactive Patients

Figure 62b. Selecting patients based on date
5. Select the patients you want to deactivate or use the Select All to select all

the patients listed.

6. Once you have selected the patients to be deactivated, click on the
Deactivate button.

To reactivate inactive patients
1. Follow steps 1 through 3 for deactivating patients.

2. Click on the Include Inactive Patients box to show the currently
deactivated patients.

3. Select the patients you want to reactivate and click Reactivate.
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GENERATE ROUTINE

This feature is designed to make it easy for staff other than the therapist to create exercise routines for
patients. The therapist can list by number the exercises that should be on a routine. Assistants can then
make the routines based on this list of exercise numbers.

To use this feature, you must print a visual index for each of the kits that the therapist may be using. The
visual index is a printout that shows a thumbnail image of all the exercises in the kit, along with their
associated numbers.

To print the visual index for a kit

1. From the Kits menu, select the desired kit. A popup menu will appear to the side for the kit.

its - Golf, Conditioning

syout AN Browse  Routines  Patients  Therapists  Cards  Bookmarks

% = Aquatic Exercises Ll e e J
—  Closed Chain L

Crkhopedic ¥ Problems and Cures »
Strekching Exercises  »

Print Wisual Index. ..

Therapist's Tips And Guidelines. ..
Suggested Routines

Figure 63a. Menu item to print the Visual Index

2. Select Print Visual Index from the popup menu. Printing the visual index will take a little
bit of time due to the large number of exercises on each page. NOTE: Exercise numbers on the
visual index are not necessarily sequential.

Closed Chain Kit

g C ) \ f L F
& v A B "’; ) ih f
Lower Extremity T it }: na L 1'? ] 3
A ! h L
o 4" o2 s H o4aE=a s £ :
at é ] ] @ f LA
g k by 48 i [ X
1 et Il 2 E -
_I- v (VAN . . {l ) *{‘I
T 10 b LY 14 15 4
I Yy 5 —4 ol
Al i 1 ¥ <A T F LA
; P | % I/ R T 1 g
1895 19 AV 0% 21 b 2 A4 23l 24 A 25 £©

Figure 63b. Part of a sample Visual Index

A therapist then uses the numbers from the visual index to tell an assistant which exercises to put on a
routine. VHI PC-Kits has the ability to print a form which can be used by the therapist to record this
information for the assistant.

PC-Kits Manual | 71



To print the routine generation form
1. From the Routines menu choose Generate Routine.
2. When the Generate Routine dialog appears, click the Print Form button.
3. Cancel the Generate Routine dialog.

After the therapist has given the assistant the list of exercises for the routine, the assistant can generate a
routine using just those exercise numbers.

To generate a routine
1. From the Routines menu choose Generate Routine.
2. When the Generate Routine dialog appears, select Create Routine.

3. In the box next to Create Routine, type in all the exercise numbers, separated by spaces or
commas.

4. When you've entered all the exercise numbers, click OK.
If you want to use a specific layout or language for the routine, be sure to select those first before going into
the Generate Routine dialog. NOTE: If you are generating a routine for which you're going to take exercises
[from multiple kits, you must exit the Generate Routine dialog and select the desired kit for each set of exercise

numbers.

The Generate Routine dialog can also be used to locate an exercise. That is, you can use the Find Exercise
selection to move the exercise browser to the exercise number specified.
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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.

e 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.

User Created Card Properties
Edit  Help

Edit Image] Edit Text ] Preview Card ]

Double-click here to import umage.

Cancel

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.

Open EJ&|

Look jn; |I'|'—_"] Sample Pictures LJ = £ Ef-

@'_ﬂ Sunset
Liﬂ Waker liies
E'j Winker

File name: — |Blue hils
Files of twpe: |f-‘«ll Image Files j Cancel

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:

e 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 reccommended. 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.

1o 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.

e 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,
pex, 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.

Logo Properties [§|
Edit Help

Image lGeneraI] Fomat |

Double-click here to import logo.

(] 4 Cancel Help

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.

Open EJ[Z|
Lok, ir: ||,|:_|] Sample Pictures L] = 5 Ef-

Elue hills
Eﬂ Sunset

Ll'j Water llies
._iﬂ Winker

File name: — |Blue hils
Files af tupe: |f-‘all Image Files ﬂ Cancel

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.

Logo Properties E'
Edit  Help

Image] General Format l

Fleaze specify how large pou want the logo to appear on page headers.
Mate that if you specify a zize in unitz of "pikels"’, then the logo may appear
different zizes an different printers.

Size and Justification

U nits: Inches w» | Justification: |Left Justified -
Height: {1.00 width: 1.00

Placermet
{* |eft Side of Page Header
" Right Side of Page Header

Cancel | Help

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.

Therapist Sign In Preferences
" Do not Pazzword Pratect Therapists
* Pazswaord Protect Therapists
v Allow Blank Fazswords

" Sign In Therapists using Windows Authentication
[ Autornatically Create Mew Therapists

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.

X

Therapist Properties

General Signln ]

Therapizt Sign In

2. From the Thel'aPiSts menu The fallowing username and pazsword or pazsphraze is uzed by
select Create Tberapist. the therapist to sign in to WHI PC-Kits.

Usemame: ||

3. In the General tab supply the
therapists name and optionally Password: |

his or her e-mail address. -
Confirr: ]

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.

k. Cancel Help

Figure 74. Sign In tab in Therapist Properties

Again, individual therapists can change
their password by using Modify Therapist

from the Therapists menu.

pnditioning

‘awse  Routines  Patients WlEg=saes Cards  Bookmar

] Therapist: | [&dmini Switch Therapists., .. ]

Create Therapist, .,

Delete Therapist. ..

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.

Therapist Sign In

To gign in, provide your user name and pazsword in the spaces below
or press "Ewit' to exit WHI PC-Kits.

Ilzer name: ||

Paszward: |

Sign In | Exit Help

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 youre 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.

CURRENTLY SIGNED IN THERAPIST
= & 4 ® | Therspist Sign Ot
Figure 77. Sign Out button 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.

Therapigt Sign In Preferences
" Do not Password Protect Therapists
* Pazsword Protect Therapists
v Allow Blank Pazswaords

™ Sign In Therapists using Windows Authentication
I Automnatically Create Mew Therapizts

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.

84 | PC-Kits Manual



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.

PC-Kits Manual | 85



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.
Program Settings @

3. In the Program

Settings dialog, click General ] Advanced ] E=port ] Office ] Securty  Audit l
on the Audit tab.
Audit Log Settings
4. Click on Enable * Enable Audit Logging far the Fallowing Activities:
Audit Loggingfor the |v Creating and Deleting Fatients
Following Activities. v “iewing and Modifving Patient Properties

[v “iewing, Creating o Modifving Patient Boutines

5. Select which user [ Therapizt Creation and Login Achiviby

activity you want to log.  Diasi ek Lo

NOTE: The more activities you
select, the faster the audit log will W Automatically Purge After: |30 (dayz]
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.

k., ‘ Cancel | Help

Figure 81. Audit tab of Program Settings dialog

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).

v Automatically Purge After: |3|:| [daypsz)

Figure 82. Specifying a number of days

7. Click OK for the settings to take affect.

86 | PC-Kits Manual



To disable audit logging

the License Manager instead.

version.

. In the Program Settings dialog, click

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

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

on the Audit tab. See Figure 81.

. Click on Disable Audit
Logging.

. 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.

4. The Purge Audit Log dialog
will be displayed.

Purge fudit Log

Select the range of log entries pou want to delete.

vHI WHI PC-Kits® - Stretching Exercises

#EW Edit  Lawout Kits Browse Routines Patients  Therapists
- |
Mew Rautine ? | Therapist: In'ﬂ.ﬂlnni'.i&tra'{:u
Save hs...
Prink...
Prink Presview. ..
Page Setup...

Printer Setup...

Export...
Send To

Lagos

Settings...

Metwaork Parameters, ,,

Backup Database, ..
Restore Dakabase. ..

Exit WHI PC-Kits Ale+F4 |

Wiew/Export Audit Log

Purge Audit Log

Figure 83. The Purge Audit Log menu item

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

Range To Delete

" Delete &l Audit Log Entries
¢ Delete All Entries on or Befare; !|

[rrrn-cld-yy)

before a certain date.

6. Click Purge.

Purge I

Cancel | Help

Figure 84. The Purge Audir Log dialog
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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.

. In the File menu, choose Audit
Log.

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

. The View Audit Log dialog will
be displayed.

. 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.

. Press the Query
button.

Yiew Audit Log

Cluery Parameters
[~ Show only actions carried out by: | Il Thet _]

™ Show only actions against patient: | f J

I Limit results by date [mmAdddmmy): through

MOTE: Leave all boes unchecked and click "Queny’’ to

show contents of entire audit log. Cuerny

Query Results [Right-click entries for mare details):

Cloge | Export

Quer Parameters

W Show only actions caried out by:
[ Show only actions against patient: | f J

[ Limnit results by date [mmAddAmn): through

MHOTE: Leave all boxes unchecked and chck "Quen" to

ghow contentz of entire audit log, (e

Figure 85. The View Audit Log dialog

View Audit Log

Figure 86. Example of forming an Audit Log query

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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. The View Audit Log dialog will be

. Specify the type of audit log entries you

Export Audit Log ['E

Choze a format far the exparted file:

displayed. See Figure 85.

Sl =1 [ T ab S eperated Yalues [T 5]

want to export and press the Query | Include Colunin Headers

button to find them. [ Include Account Mumbers
. Press the Export button and the Export OF. | Cancel

Audit Log dialog will be displayed.

Figure 87. Export Audir Log dialog.

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

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

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

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

e 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.

Program Settings gj

General l.ﬁ.dvanced] E:-:pu:urt] Office ] Seu:urit_l,l] Avdit ]

Patient 5 ettings
¥ Uze Friendly Mame Ordering ¥ Show All Patients

[v Show Account Mumnber

[rate Format Settings

7 MM-DDS DD MMM

" DD-MM- Y o bkt DD, Y

[v Show Current Exercize v Start b aximized

[ Show List in Language [v Prirt Therapist Marme
Drefault Layout: | G Exercizes Per Page ﬂ

QFk. ‘ Cancel | Help |

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: Excepr 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 ¢his 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.

e 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.
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