VHI PC-Kits
QuickStart

User Guide

INTRODUCTION

Welcome to VHI PC-Kits exercise software program.
This program is designed to give you a quick and easy
method of creating exercise routines.

The User Guide is designed to show you the basic
features of the program. It will give you the basic
information you need to create, print, save and E-mail
exercise routines.

There are other features that will enhance your usage
of this program. Information on the other features can
be found in the PDF version of the program manual.
Click on the Help selection in the main menu and select
View Complete User Guide to access the program
manual.
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QuickStart
User Guide

When you install VHI PC-Kits, the program
places an icon on your desktop. To start the
program, double-click on this icon.

Figure 1. Desktop icon

OPENING THE PROGRAM

When VHI PC-Kits opens, the Therapist Sign In dialog box is

displayed.

Ta sign in, select your name from the list below and press "Slgn In". If your
name is not in the list, you may add it by pressing "Create".

Therapist: s

Create Exit | Help |

Figure 2. Sign In dialog box
Signing In
VHI PC-Kits allows two options for signing in to the Program. PC-Kits

can be configured to require passwords or allow therapists to sign in
without passwords. The program is set up without requiring passwords.
To configure the program to require passwords, see the Help files or
Complete User Guide section on Password Protection.
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Creating a New Therapist

The first time you use the program, you will need to be entered as a new
Therapist. You only need to do this procedure one time.

1. Select Create from the Therapist Sign In dialog box
that appears when the program opens.

2. The new Therapist Properties dialog box will display.
Type your name and e-mail address (use your mouse
or the tab key to move between fields) and click OK.

Therapist Properties

General I

— General Therapist Information

Flease supply the requested information below and click OK to
create or update the therapist.

First Name: ]

Last Name: ]

E-mail ]

oK Cancel Help

Figure 3. Therapist Properties dialog box

The next time you start the program you only need to click on the
drop-down list in the Therapist box, select your name and click on
the Sign In button.
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OPENING SCREEN

The opening screen is split into two halves. The left side is called the
Exercise Page and the right side is called the Routine Page.

<5 VHI PC Kits - Orthopedic
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AESE T | Tempst fiohn Besutey | Sald
Orthopedic Kif, English New Exercise Routine
Hand, Wrist ond Brw | b fines | Trunk Stsbity | Speciel Cards | Page | bew page |
| Buck] ] ] s ] Shouseer |

R\
ﬁ\ I 5 6

; i E
i
H

|| DopEEE 8 \
m Figure 4. Opening Screen o]l FXe]=

Exercise Page

The Exercise Page (left half) displays the exercises from selected Exercise
Kit. The kit’s title and the language in which captions will appear are
across the top of the page. Each kit is organized into sections of exercises,
which display as Tabs just beneath the title.

Routine Page

The Routine Page (right half) displays the layout for the exercise
routine you create. It is used to display a routine you have just created
for a patient or saved routine. Routines can be created with 1, 2, 3, 4,
6, 9, or 12 exercises per page.
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CHOOSING A KIT

vHl VHI|PC Kits - Orthopedic
File Edit Lavout N4&M Browse Routines Patients Therapists Cards Bookmarks

@ (= @ 2 Body Mechanics *» Beaulieu
Gary Gray Functional Exercises (=

v Ortopedi [ ek ]

= Spinal Stabilization »|  French
bland;viristianc User Created Cards Spanish
Ankle and Foot |
Online Catalog of Additional Kits. .. I Print Visual Index...

Exercise Category |p=m=rnic ana oo (40 TACICISTs )

Figure 5. Kits menu selection

You may have purchased more than one exercise kit with the software.
To select a specific kit:

1. Click on Kits from the main menu.
A drop-down menu appears.

2. Highlight the kit you want to use.
3. Another menu displaying the available languages appears.
4. Highlight the desired language and click.

See Help files or Complete User Guide for other methods
of accessing Kits.
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BROWSING EXERCISES ON THE EXERCISE PAGE

Sections

Kits are divided into sections. The tabs at the top are the kit sections.
Click on the desired tab to access specific exercises.

Categories

Some sections are divided into exercise categories. If a section has
categories, an Exercise Category box will appear below the Tabs. To
select a category, click on the drop-down list in the Exercise Category
box. Select the desired category.

Orthopedic Kit, English

Hand, Wist and Elbow | Hip 7Knee | Trunk Stabilty | Special Cards |
Ankle and Foot ] LurnbarSpme] Spinal Mobilization ] Cervical Spine ]TMJ]Shouldell

Exercise Category |[4ll Shoulder] [113 exercises) Li

Isometric Strengthening (12 exercises)
Progressive Resisted (38 exercises]

Range of Motion - Wand (9 exercises)

Range of Motion (14 exercises)

Range of Mation: Self-Mobilization [ exercises)
Scapular Stabilization [19 exercrses]

Self Mobilizalion (12 exerclses

Figure 6. Tabs with the Exercise Category displayed

Viewing Method

Exercises on the Exercise Page can be viewed 1, 4, 6, 9, or 12 at a time.
They can also be viewed by title. The shortcut buttons below the exercise
page are used to select the viewing method. (See Help files or Complete
User Guide to see additional options.)

To choose the viewing method,
just click on the desired shortcut

button.

Figure 7. Shortcut buttons
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MOVING THROUGH EXERCISES

Use the arrow buttons at the bottom left of the Exercise Page to view
the exercises in the Exercise Page. The buttons let you flip through the
images one page of exercises at a time, forward or backward, or jump
to the first or last page in the section or category.

Figure 8. Using arrow buttons to move through exercises 4 4 b P

Selecting and Placing an Exercise

There are two ways to place an exercise on the Routine Page. You can
click-and-drag or double-click the image or title you want to place.

Using Click-and-Drag

1. Place your pointer over the desired exercise (image or title) on
the Exercise Page and click by holding down the left mouse
button.

2. Drag the exercise to the desired location on the Routine Page.

3. Release the mouse button. The Edit Exercise dialog box
will appear.

4. Edit the card (discussed on next page). Then click Place

Card to put the exercise card in the selected location.

Note: You also can use the click-and-drag function to
change the exercise’s location on the Routine Page after you
place it.

Using Double-Click

You can also double-click on an exercise to place the exercise in the
routine. After double-clicking, the Edit Exercise dialog box for that
exercise appears. When you finish editing and click Place Card, the
exercise will be placed in the routine in the next available position.
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SIMPLE EDITING
IN THE EDIT EXERCISE DIALOG BOX

Many types of editing can be done in the Edit Exercise dialog box to
individualize exercise instructions.

* Select either Gender.

* Choose a caption Language.

* Change the figure Orientation to Left or Right.

* Blanks are often provided for you to fill in.

* Some captions contain a drop-down list from which you choose.

* Captions and titles can be changed or removed.
Before making specific text edits, you can select the gender and language

appropriate for your patient.

Note: Language selection must be made before editing to
retain text changes.

Selecting Gender from the Edit Exercise dialog box
Many of the VHI

Edit Exercise

CXCrCiSC Collections Customized Cards  Bookmarks  Edit NEGITENH Hglp
. Engléh
contain both male Edit Text] ¥ i
and female figures. SHOULDER- 12 ROM
LANGUAGE
The gender of the Feet shoulder vidth spar,
. ﬁ b ::oir.linE ?chlail)bls, galnl.ly
wrer body by bending
exercise gure can be knees until stretch is felt.
selected by clicking Hol— oot
the Gender button
at the bottom of the Spa ik
. ] . Do sets
Edit Exercise dialog i
. Do___ i
box. (See Figure 12) iy
. Fl g u.re 12. Click on bianks or double click on text to make changes.
Edit Exercise box I~ Eliminate Al Text [~ Eliminate Tide [~ : pout Orily
with Language and Place Card_| Cancel | Hep | R X4

Gender buttons E
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Choosing a Caption Language from the Edit Exercise dialog box

Many of the VHI exercise collections contain multiple languages for
the captions. The language of the exercise caption can be selected by
clicking on the Language menu selection at the top menu in the Edit
Exercise dialog box. (See Figure 12)

Fill in the Blanks

1. When the Edit Exercise dialog box first appears, there is a
box around the first blank, with a blinking cursor inside.

Edit Exercise @

Customized Cards Bookmarks Edit Languages Help

Edit Text|

SHOULDER - 12 ROM: Extension

Feet shoulder width apart,
holding onto table, gently
lower body by bending
knees until stretch is felt.
Hold seconds.

Repeat _____ times
per set.

Do sets

per session.

Do sessions

per day.

Click ort bianks or doublie click on text to make changes.
[ Eliminate &ll Text [ Eliminate Title [~ Flip [m On

Place Card Cancel
[ | |

Figure 9. Edit Exercise dialog box

| 10

2. Enter the desired value in the box.

3. Hit the Tab key or use the mouse to move to the next blank.
Enter the desired value in the box, and so on.

4. After the last blank is filled, move the pointer to any place on
the card and click.
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Choose from Drop-Down Lists

Some exercise cards may require the therapist to specify instructions
such as:

e Left, Right, or Both.
e Light, Moderate, or Maximal pressure.
e Sit, or Stand.

For these common terms, which are underlined on the exercise card,
the program provides drop-down lists in the Edit Exercise dialog box,
and you choose the instruction that applies.

1. When the Edit Exercise dialog box first appears, there is a
box around the underlined word, with an arrow on the right.

Figure 10.  Edit Text|

Drop-down list SHOULDER -9 ROM: Abduction

2. To display the
drop-down list,
click on the
arrow.

3. Click on your

per session.

ChOiCC, and it Do____ sessions
. per day.

automatically

fills in the box.

4. Click the pointer anywhere else on the card to view your
selection without the drop-down menu box.

Note: If you want to make a further change, click on
the underlined word, and the drop-down list box will
reappear.

10
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Editing Titles and Captions

To further customize your exercise cards, you can edit card titles and
captions. After editing a caption, the automatic fill in the blanks will
no longer function as described. Therefore, it is recommended that you
fill in the desired blanks before editing the caption. When all blanks

are completed:

1. Double-click anywhere in the title or caption. A box will
appear around the text. If there are more lines of text than the
box can display, you can use the scroll bar on the right.

Edit Exercise E|
o] ized Cards kmarks  Edit L Help

Edit Text|

SHOULDER - 16 ROM: Infericr Glide

With towel under sight
arm, gently pull am
toward floor until stretch
is Felt. |

Figure 11.
Editing
an exercise Repeat times per set. [
. Do sets per session, JJ
caption Do sessions per day A

Click on blanks or dowblie cifck on text to make changes.
I Eliminate All Te:d [~ Efiminate Tile [ ¢ L Lay v

Flace Card Cancel | | 3 @

2. The cursor will appear at the beginning of the text.
Move the cursor to where you want to make changes.

3. Make your changes (add, delete, or change words or values).
Again, use the scroll bar to display any additional text.

4. When you are finished, click anywhere outside the box.

5. A separate portion of the caption at the bottom of the card
has blanks for Repeat, Repetitions, etc. To edit this text,
double-click on it separately from the caption above it.

Note: You can edit the text as often as you like by
repeating steps 1 through 5.

11
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Changing the Orientation of an Exercise

An exercise can be flipped to change its orientation from left to right.
To do this you must:

1. Change the Routine Page layout to 3 exercises per page. (See
Selecting a Page Layout For a Routine, Pg.13)

2. Drag an exercise to the Routine Page.

3. Click on the Flip Image square in the Edit Exercise box.

Placing a Card in the Routine

When editing is complete, click Place Card to put the finished card

in the exercise routine.

Editing a Card Already in the Routine

Once a card has been placed in a routine, double-clicking the card
in the routine returns you to that card’s Edit Exercise dialog box and
allows you to make further changes to the card.

Customized Cards

Any changes made to the text in an exercise can be saved as a Customized
Card. It can be recalled at anytime. This eliminates the need to retype
or edit an exercise every time it is used in a routine. (See Help files or
Complete User Guide to learn how to create Customized Cards.)

12
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SELECTING A PAGE LAYOUT
FOR A ROUTINE

There are seven different layouts which can be used to create exercise
routines. You can place 1, 2, 3, 4, 6, 9, or 12 exercises on each page. The
Split Layout (3 exercises per page) is designed to let you enter more text
with each image. It is also designed to let you flip an image from left to
right orientation. You can change your page layout at any time.

Select a Page Layout from the Routine Page

At the bottom of the Routine Page are seven buttons. Each button
represents one of the seven different page layouts you can use for a
routine. Click on the button you desire, and the routine page layout
will automatically change to the layout you selected.

New Exercise Routine New Exercise Routine
Page =1 | Mew Fage | Page 1| Page 2 | Herw Page |

OBH=EHEE B OBHEEBE B

Figure 13. Basic Layout Figure 14. Split layour

with 6 images per page

Adding New Pages to a Routine

Additional pages can be added to an exercise routine by clicking on the
New Page tab at the top of the Routine Page.

13
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PRINTING AN EXERCISE ROUTINE

Once a routine has been created it can be printed by clicking on the
Print shortcut button in the upper left corner under the main menu.
(See Help files or Complete User Guide for all available methods of

Printing a Routine.)
PRINT SHORTCUT BUTTON

&%
Figure 15. Print Shortcut button

Once the Print shortcut button has been selected, the Printing Options
dialog box will appear.

Printing Options
' 'Fzgure .I 6. i
Prmtmg. Options e i
dlleg bO.X' Fioutine For: | j
Created By: [Jokin Beaulieu
Routine Title: |
¥ PintwihLogo: Wt Rainer =l
Printout S election
Printing Options Ak T it
™ Chast Copy
There are several options I™ Clear Rautin Afe Piing
to'choose fI‘O%‘n before you = = ==
print the routine.

1. You can add the name of the client, the name of the creator of
the routine and a routine title. Click in the desired box and
type in the information.

2. A Logo can be added to the page by checking the Print with
Logo box. If you have several logos you can use the default
logo or use the drop-down list to select a specific logo to be
printed. (See Help files or Complete User Guide for more
information on Adding Logos.)

3. A Chart Copy can be printed with the routine by checking
the Chart Copy box. (See Help files or Complete User
Guide for more information on Chart Copy.)

14
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4. An exercise Tracking Grid can be printed with the routine
by checking the Tracking Grid box. (See Help files or

Complete User Guide for more information on Tracking

Grids.)

5. After the routine has been printed, it can be cleared from
the Routine Page by checking the Clear Routine After
Printing box.

6. The routine can be viewed in Print Preview before being
printed by clicking on the Preview button. (See Help files
or Complete User Guide for more information on Print
Preview.)

Once you have selected and created the desired information to be printed,
click the OK button to print the desired information.

15
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SAVING EXERCISE ROUTINES

You can save the exercise routines you create two ways:

* Patient History — You can keep a record of all the
routines you have given to a patient.

* Saved Routine — You can call these up for later use
with other patients.

Saving a Routine for a New Patient

1. Once you have created an exercise routine, that routine can be
saved by clicking on the Save shortcut button, selecting File
from the main menu bar and selecting Save as... or, placing
the mouse pointer over the routine, right-click and select
Save as. .. from the menu.

Save Routine

From the choices below, select how you want to save this new
routine.

" Save as a New Saved Routine
" Save ih an Existing Patient's History
% Save in a New Patient's History

[~ Print the Routine After Saving

[™ Clear the Routine After Saving
Figure 17. Save

Routine dialog box | 1]'¢ | Cancel Help

2. The Save Routine box will appear. Select the Save in a New
Patient’s History. Here you can also have the routine print
or clear after you have finished the saving process. Click OK.
The Patient Properties dialog box will appear.

16
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Patient Properties

Patient Name oK |

|

Cancel
LastName: | T]
Middle Initial: | —|ep

First Mame:

E-Mail Addiess: |

Account Number: l
Date of Bith: | (mm-dd-yyyy]

) ) Assigned To: IJahn Beaulieu :J
Flgurf. 18'. Patient Created On: Mar 30, 2004
Properties dialog box
™ Patient Inactive

3. Enter the patient information and click OK.

4. The Patient History dialog box will appear. Give the routine
a name, unless you want it listed as No Title. Fill in any
patient comments desired. These comments are only seen
by the provider when viewing patient histories. Click OK to
complete the process.

Patient History

In the space below, you may optionally enter a title for this
routine.

In the space provided below, you can enter any
comments, hotes, etc. about the patient or the routine.
The comments will be saved as part of this entry in the

patient's history.
Figure 19. Patient _
History dialog box | OK | Cancel Help

17
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Saving a Routine for an Existing Patient

1.

3.

4.

Once you have created an exercise routine, that routine can be
saved for an existing patient by clicking on the Save shortcut
button, selecting File from the main menu bar and selecting
Save as... or, placing the mouse pointer over the routine,
right-click and select Save as... from the menu.

The Save Routine box will appear. Select Save in Existing
Patient’s History. Here you can also have the routine print
or clear after you have finished the saving process. Click

OK. The Select Patient dialog box will appear. If the patient
name does not appear in the list you can click on the New
Patient button and add that patient to your list.

Select Patient

Select a patient from the following list and press New Patient
OK. If you want to create a new patient, press
the "New Patient" button. 0

Harrison, Andrew PN
Johnson, Bill = s
My patient, Delete ‘
Peabody, Charles §i
Swanson, Barbara T. =

Tanner, Williarn B. v/

Yifimbarmramn Armald bl —

I

H:El['J

I Include Patients from all Therapists

[7 Include Inactive Patients

Figure 20. Select Patient dialog box

Select the desired patient and click on the name. Click the
OK button.

The Patient History dialog box will appear. Give the routine
a name, unless you want it listed as No Title. Fill in any
patient comments desired. These comments are only seen

by the provider when viewing patient histories. Click OK to
complete the process.

18
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Saving a Routine as a Saved Routine

1.

Once you have created an exercise routine, that routine can be
saved as a Saved Routine by clicking on the Save shortcut
button, selecting File from the main menu bar and selecting
Save as... or, placing the mouse pointer over the routine,
right-click and select Save as... from the menu.

The Save Routine box will appear. Select the Save as a New
Saved Routine. Here you can also have the routine print or
clear after you have finished the saving process. Click OK.
The Saved Routine Properties dialog box will appear.

Saved/Routine Properties
In the space below, supply the name for this saved routine.
[

You may also optionally supply additional comments about the saved
routine in the space below.

Save Under: IJohn Beaulieu LI

oK | Cancel Help |

Figure 21. Saved Routine Properties dialog box

3. Give the routine a name, unless you want it listed as Vo Title.

Fill in any desired comments. These comments can only be
seen by the provider when viewing saved routines. Click OK
to complete the process.

19
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VIEWING AND EDITING PATIENT HISTORIES

VHI PC-Kits gives you the flexibility to quickly find and edit stored

routines by patient name.

1.

5.
6.

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

Click the Show All Your Patients box, midway down on the
left, to display the full list of your saved patient histories.

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

- NHI PCKits - Patient Histories

Ple Ede Roumes Paterts Thessts teb

CIREE] [FT5] e [t = ExtHunres |
Patient Histories Barbara T, Swanson

Biowse Patieets | ErdBomng | feuse Rouine | Page 1]

dame: | 1 z

Hasmser, Arsbens

 Johesce, B8

[y paeri. Delete
, Craien

Taeren, Wikem I1-
wietegean. Amckd

Figure 22. Patient Histories

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

To edit the routine, click on the Reuse Routine tab.

When all editing is completed, the edited routine can be saved.

There are many other options available when working in Patient
Histories. Be sure to look in the Help files or Complete User Guide
to learn about these additional features.

20
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Finding a Saved Routine

1.

Select Routines from the main menu bar, and then select

Browse Saved Routines.

If the therapist has any saved routines, there will be a list of
Saved Routines on the left, and the highlighted routine will

appear on the right.

Each therapist will see only those routines he or she has created,
plus any Saved Routines created by the Administrator.

<5 ¥ P Kles - Saved Reutines

Fle Edt Routines Fobients Therapists Help
mEC B e e —

Saved Routines
Bromss Foutines| Endfrowerg | CdtPieure Rowine |
Avadatie S wved Aloutines

T Shows Dy Your Sved Floutines
Commarts b Frouing, "Bagrrang Lumbr trengharing”™

ta Hmlng (53]

‘ Beginning Lumbar strengthening
|| Pagem1]

Figure 23. Saved Routines box

4. Use the scroll bar or the arrow keys to find the routine you

want. Highlight the desired routine.

5. Click on the Edit/Reuse Routine button to use the routine.

The routine can now be printed, modified or resaved in a patient history.
There are many other options available when working with Saved
Routines. Be sure to look in the Help files or Complete User Guide

to learn about these additional features.

21
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E-MAILING EXERCISE ROUTINES
AND TRACKING GRIDS

The E-Mail feature in PC-Kits is designed to automatically connect
to most e-mail configurations. If PC-Kits is unable to connect, the E-
Mail feature will be disabled. If the E-Mail feature is disabled, see the
Complete User Guide to configure PC-Kits to your e-mail program.

There are three ways to e-mail information from PC-Kits. Once you have
created or called up an existing routine for use it can be e-mailed by:

1. Clicking on the E-Mail icon under the main menu.
Sl = =R E-MAIL BUTTON

2. Right-clicking over the routine and selecting Send To...
from the menu, then selecting Recipient.

3. Selecting File from the main menu then selecting Send To...
from the menu, then selecting Recipient.

Any of these options T X

will bring up the
E . Obti General |
Xportin tions
d' Il) b g P Header Information
1a Og OX. FRoutine For: [ _1]
Created By: |John Beaulieu
Routine Title: |Beginning Lumbar strengthening
[V Prinkt with Logo: |MI. Rainer _j_J
Printout Selection
¥ Routine [~ Tracking Grid
[ Chart Copy
Figure 24.
Exporting Options
a’z’a[ag box Preview 0K Cancel Help
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The Header Information will print out on the Routine and Tracking
Grid. In the Printout Selection box you must check which information
you will e-mail. When finished specifying the information, click OK.

The E-mail Routine dialog box will appear.
E-Mail Routine

—Addressing

% |l supply an e-mail address.
" Use the following palient's e-mail address.

Figure 25.
E-mail Routine

dialog box

I” Send a copy to myself.

[ oK | Cancel ’ Help |

You can choose to provide an e-mail address or select a patient who has
had their e-mail address entered as part of their patient information
record. Patients who have not had their e-mail address entered as part
of their record will not appear in this list.

Once you have completed specifying the desired information, click OK.
Your e-mail program will appear. Type in any other information and
send the e-mail to your client.

23
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ADDITIONAL FEATURES OF PC-KITS

The features presented in this guide are the basic functions necessary to
create, store, and print exercise routines. There are numerous other features
designed to make the process easier, quicker, and more efficient.

Bookmarks
Bookmark your favorite exercises to quickly recall them when
you want to use them to create an exercise routine.

Custom Cards
When you edit the caption of an exercise you can save those
changes by creating a custom card. No need to re-edit an exercise
every time you need to use it for a routine.

Generate Routine Feature
Use the Generate Routine feature to let your staff easily create
an exercise routine for your patient. Spend more time with your
patients, less time with administrative tasks.

Add Your Own Special Exercises to the Exercise Database
You can add your own exercises to PC-Kits. You can add digital
photos or line drawings of your own exercises to the exercise

database. Look at the user cards in the Demo and you will see

photos that have been added to PC-Kits.

HIPAA Compliancy Features
PC-Kits has password protection and an audit log for full
HIPAA compliancy.

Other Features Include:
- Deactivate or Purge Inactive Patients
- Backup & Restore Utility
- Chart Copy for Patient Records
- Multiple Tracking Grids
- Custom Card Viewer
- Export Exercise Routines as PDF Files
- Printable Visual Index
- Network Version

See the Help file or PDF Complete User Guide
to learn how to use these features.
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