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:Address Book Help:

Address Book v. Client Data Look U K K of The Bank

Use the Address book to keep your P eep track o Account keeps

Personal & Business Contacts contacts - Tasks that track of your

separate from your Clients individuals or || are related to || exhenses and all

) companies - your contacts. your banking

Contacts in the Address Book are those q”"?l ly and THEY Hifd transactions.

you pay (linked to your bank account) ?I?SIX gsmg Iinkgd 4

and friends, relatives etc. R OE g Link payees to the
buttons in the || individual Address book so

Clients in Client Data are those who pay || Phone, Email, conliéactshwhlch they are

you for products and/or services. Address and || makes them automatically
Category easy to follow || cojectable as an

You'll find many of the same features in up °"' expense

the Address Book as in Client Data i.e. 1€

letters, photos, directions etc \ \\\ \ /

Clickonto go to a -Add X how Al ]
website or open a new ity _Bm.,,_.' e
email. [ o | e | | T | o SRR
WIMIIM
i — ===
COMPASS
Customizable fields e : There's a Notes field for each
are for important | Addressz| _ contact. Tip: insert 'today's
credit cards, bank S i
accounts, passport Homs Phane : . .
as well as pins, [ ok Phona 304533 0499 i Contact info: basic details.
flyers and all other (S 1 fmbcompsshuncom / =
;rglﬁéﬁagg 'r.leulg:fgen? iy e Find/view all your important
contact Ihfsrratios Date of Birtn Puoros || contact ot numbers. View as a list you
= [ Jeowery ]3]l 2092] o || e can print out and keep in a safe
Misc info are extra - ":':___ Sratismer, place (like the bank) in case of
Use the check box to e g =
keep track of a 1 -
change of address or \]: Aosourd ¥ wumfw Froquae Pier
RSVPs for example  Losnn imhoyt —
Go to settings (far mszl:?zmn EL;:[I: [v Ts.e:ku:’;ceun Business
rlght at bottom) to o0 || s msswonusg _—
customize them 2/27/2009 If | v [ Accountant:
Print them out as |
needed & keep under
'lock & key' like the
bank or a fireproof
safe. Emails, Letters, Envelopes & Labels
Insert up to 3 photos Headers and/or footers are inserted
for each contact. automatically from Settings.
Tip: Import low Send simple mailings: a letter or email
Insert Directions for any resolution photos as to a friend, change of address to some
contacts you travel to. ?I%h resoltllt;:onfpgotgs or all of your contacts.
. ake up a lot of 'har
You'll always have them drive space' and make || Note: Copies of emails & letters sent
conveniently on file for backing up COMPASS | | from the Address Book are NOT saved.
the next time you need a longer process. If you want to track these you'll need to
them! print out a copy.
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:Address Book Help—Communications:

The 'Bottom Buttons' in are mostly about communications (letters & emails etc.)

Important: Go to Settings first - to get set up.

EMAILS

Type directions to
(and from!) an
address or paste
them in from an
internet search.

This way you can
always give directions
for frequently used
places (your own
home or office) to
those who need them,
and you'll always
have directions to
places you go to. You
can insert an internet
map as well as the
words.

SETTINGS

Send an email to a contact in your
address book. Use the Find button to
select a contact or a group and check
it at one of the list screens. You
cannot receive emails in COMPASS -
just send them.

If you are sending the same email to
a group you'll have to copy it to eac
contact (this will change in the next
version of COMPASS).

Letters are saved until you type the
next letter which automatically types
over the previous one - so print out
emails and letters if you need to keep
a copy for your records or copy it into
a 'Task' and save paper.

Enter your own information
into the headers and/or
footers at the Letters,
Labels and Envelopes
Settings screens.

If you have printed
letterheads and envelopes
then leave these fields blank.

Go to the Email Settings
screen and enter all relevant
set up information so that
emails can be sent out
directly from Compass.
Include a 'signature’ that has
your contact information.

A

/

T

7

Laners

[

I_ﬁrnn-|

s

ENVELOPES

/

LABELS

. Select the envelope size.

. Put envelopes in printer!

. Click the Print button.

. Check the correct size of
envelope is selected when
asked (in the 1st print dialog
box).

5. Check the correct number of

envelopes are set to print in

the 2nd print dialog box.

AWN =

See also Printing.

cS International
DL International

International prints the
country on the envelope.

e

LETTERS

1. Select a group: by
category (Category List
Screen)

Or find all contacts with
addresses (Address List
screen).

3. Then return to the

Address Book and click
the Labels button.

4. At the next screen click

preview to check how
they look. Click on the
rolodex (top left of your
screen) to scroll through
the pages.

4. Put labels in printer and

click print - check
"Records being browsed"
is selected.

Send a letter to one or more
contacts in the address book.
Use the Find button to select
a contact or a group and
check it at one of the list
screens.

If you are sending the same
letter to a group you'll have
to copy them (this will
change in the next version of
COMPASS). Those letters are
saved until you type the next
letter which automatically
types over them - so print
out letters if you need to
keep a copy for your records
or copy it into a 'Task'.

See also Letters.
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:Address Book Help—Lists:

There are two main kinds of lists that use information from the Address Book:

Simple Lists show contacts and phone numbers, emails, addresses or categories.

Composite Lists include contact info, birthdays + important numbers. They use more
information and sort it in helpful ways. All lists are printable!

SIMPLE LISTS

( PHONE EMAIL TADDRESS CATEGORY

LIST LIST LIST LIST

You'll find different information at each list screen.
Search using the Find button or the A-Z buttons.

Sort lists using the pink headers

The Print List button uses a pre-formatted list format that saves paper

Print some or all of your contacts as a back up or for when you don't have access to a
computer. The printed list is formatted to use as little paper as possible.

COMPOSITE LISTS

Birth dates have to be entered for this button to work. Enter the correct year and you can be on
top of those extra special birthdays like 21 and 50 etc.! Use this list to check whose birthday is
coming up. Don't forget to add a brief note about whether you gave a card and/or a present so
you don't give the same thing twice (unless maybe it's money!) Don't forget to insert the date
before the note (Ctrl -) or Insert Menu: Insert Current Date.

Use these fields for important numbers so you can find them quickly/easily including: Credit
cards, bank accounts, passport, driving license, frequent flyers, web site memberships and
subscriptions, etc. Be sure to record any relevant contact information in case you have to replace
vital documents or renew subscriptions etc. All Important Numbers headers are customizable.

Clicking the View/Print All Important Numbers button searches for all records that have any
data entered into any of the important numbers fields. It takes you to a list showing the basic
contact details and the important numbers. The list is sorted by Company Name and then
individuals at the end by last name. Use the pink buttons to re-sort it.

Print out this list on a regular basis and keep under lock and key in a safe place alongside
your house deeds etc. (at the bank for example).

Contact Info: This summary box allows you to share the basic
contact details for a person or a company quickly and easily including:
Name &/or Company Name, Phones, Fax, Email, Website.

Click in the field for it to automatically expand.
Click twice to be able to manually select some of the data.
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:Address Book Help—Miscellaneous:

;I.w
§ || cowr
| PO Bes
t| Great Cac

|WM2
o ph

| fm@esre See also Photos.

There's a photo album (with 3 photos) available for each contact
(like friends and relatives) in your address book.

- task type
- task category

See also Lists.

The following lists in the Address Book are customizable:

- contact category (you can assign 1-2 per contact)
- state (the header is customizable - just click in it.)
- country (the header is customizable - just click in it.)

Your own lists are automatically saved when you upgrade.

Keep track of simple tasks - of any To Dos or action items
related to a contact. Keep these separate from your client
based action items (To Dos in Client Data). You can have
more than one task per contact.

Tasks in Address Book

These tasks are 'not' related to your clients or the daily
running of your practice. There's no limit to the number of
tasks per client. They may need tracking over time like writing
an article or filing your end of year accounts. You can use
them for literally anything. I have one entitled Shopping (I
keep all sorts of notes and links here), another called
Referrals (for practitioners I frequently refer to) and another
for Frequent Flyer Miles. You can keep copies of letters or
emails here also

To Do List in Clients

To Dos (client tasks) relate to the daily running of your
practice and include calls & emails to return, cases to study
and write up etc. They are limited to 1 perclientat a time.

The Checkbook is for your
'Accounts Payable'
Your Checkbook is linked to

your Address Book - all contacts

to whom you give money that

| are checked off' in the Payee

check box will appear
automatically in the pop down
menu at the Bank Account
screen.

Use this feature to track all
expenses & banking
transactions.

See also Checkbook.

See also Tasks.
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:Address Book Help—Summary:

The Address book is only accessible from the Client Data (Advanced) screen.

Use the Address Book to keep details of anyone who is not a client including:
Personal contacts - family, friends etc.
Professional colleagues
Companies you pay for services and/or goods - restaurants, shops, airlines,
hairdressers, phone companies etc. Check the Payee check box so they appear
automatically in your Checkbook.
Important numbers - bank accounts, frequent flyers, tax ids and so on.

The Main Address Book Screen is the starting point for all your journeys around the Address
Book. It looks similar to Client Data with contact information and notes etc.

There are Tasks (instead of To Dos in Clients) with the facility to link multiple tasks or projects to
each contact and to track these over time unless you choose to delete them.

There are many Lists to help you locate and organize contacts quickly and easily:including
Phone, Address, Category and Email - both email addresses are listed here as well as the web
address.

You can Write Simple Letters and Emails although copies are not kept - you'll have to print
them out if you wish to keep a record of them - or you can copy important emails or letters into a
Task. Please let us know if you'd like to be able to keep copies in Compass (as you do with
clients) and we'll add it to our To Do List! You can send single letters, or write to a small group or
send a mailing shot to your whole address book.

Use the Labels to send invitations, holiday cards or a change of address mailing to one person, a
select group or your whole address book.

Print out your whole address book using the paper-saving Contact Information screen. You'll
have a paper record for when you don't have access to your computer.

Print out all your Important Numbers to have a paper copy your most important data. Printed
information that includes important data (especially Important Numbers) needs careful attention.
Put it in a Very Safe Place in case of need: a theft, fire or computer failure for e.g. Make sure you
file this in a fireproof safe at home or at your bank. Do not leave it lying around and do not file it
in any accessible place in your office or home (even a filing cabinet).

Track Birthdays - check it from time to time so you don't forget important dates.

Insert 3 photos per contact in the Photo Album.
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:Age & Sex Report Help:

)

Day!Montil[V;iltl | May 1008 |7 | Sex|m |

Click on the Reports button at the bottom of the Client Data screen and then the Age & Sex tab
to access this report.

See at a glance how many clients are female and how

:Age & Sex Report: many are male in each age group

| Total Chasts
Navemder 16, 2005 )
Sex Cownt 9% | 09 | W [10-19] W [20-29] = w (40-49] % [50-59] = [60-69] w [70-79] = [s0-89] = [0+ | =
F| 302 |6a0] 45 [iea] 27 EJT;._; 40 [iaa] ¢ [@0a] 70 20 66| & [a6] ¢ |2 & |3
W] 18s |380] 73 PRS] 37 (14 io [Sa] < [7&] 17 [#a] zo [ies] i [#a] 5 |a2] © [e] ' =

The Age & Sex tab will only work if you have clients entered with correct birth dates (day, month
& year) in Client Data. This report searches for the birthday to find clients - and it excludes all
Non Current clients (Audit Data category).

Total number of current clients - and of those the number (and percentage) that are male and
the number (and percentage) that are female.

The numbers and percentages - of males/females - are calculated for each age group: 0-9, 10
-19, 20-29, 30-39. 40-49, 50-59, 60-69, 70-70, 80-89, 90+

Uses of Age & Sex Report
Identify which groups of client you attract - breaking that down further to help you make
marketing and PR as well as continuing education decisions!

If a large group are male children in the 0-9 age category and their No. 1 complaint is Autism,
then arranging to talk to local Autism Support Groups makes sense.

If the largest group of women are in the 40-49 age group and their No. 1 complaint is
menopause then writing an article for a local paper on menopause and homeopathy might be
worthwhile. Are there any obvious age or sex gaps in your practice that you want to 'fill in' - you
might want to brainstorm about doing this with a colleague.

View & Print the Report
Click Continue in the Status Bar (to the left of screen) and follow the Print prompts in the print
dialog box. Click Continue in the Status Bar a second time when asked in order to print.

View the Report
Click Continue in the Status bar (to the left of the screen)and then Cancel in the print dialog
box to simply view the Age & Sex chart. Then click Continue in the Status Bar once more to
return to Client Data.

| o Additional Categories

' ™ ' | For homeopaths also treating occasional animals additional categories under sex

F | | can be added i.e. D for dog and C for cat etc. Veterinarians or Homeopaths treating
lots of animals should inquire about how to use COMPASS for Veterinarians - this
dnt Edit... | | program has the capabilities to do so.

© 2006 Miranda Castro. All Rights Reserved COMPASS Help Manual: December 2008 ... Page 6




:Appointment/Treatment Summary Help:

APPT/RX | TREATMENT
SUMMARY SUMMARY

Lists

This feature saves a tremendous amount of time trawling through notes to find what you gave,
when it was given and whether it worked.

Click on the Lists button at the bottom of the Client Data screen and then the Appt/Rx Summary
tab to get to this summary or go straight there from Treatment Summary.

Treatment Summary Sheet - Dec 20, 2005 |h-e*_k~,eb DOB: Sep 4, 1994
Date Type of C it - g Complaints Date of Rx Resedy Respranse Agg LefC
bagr 1,93 [FoSows Up Apos Shone (ADD | Agddicyon Myy 15,04 ljon, s Chroeic Pprygl (ciose) |
page 35, 0u | Folow Up acce; Offce |ADD Addicton Mavy15.04 lspbo.  ljoc lesourrent Mg
Mg 20, 08 | Fiest Appoirtment: Acre | Batprcied 230,04 labecs,  l32C  Acute Baac, |
e me | Poss. curstve JI
| |

View and print out a master list of each appointment and every remedy given.

All Appointments & Remedies are listed in date order with the following information:
Date and Type of Consultation Date, Remedy Name and Potency
Top 2 Presenting Complaints The Type of Remedy (Acute/Chronic etc.)
Quick Response Note
Aggravation and Law of Cure check box

Uses

Keep track of a client's history.

Review a client's case or write up a summary for a presentation or paper.
Include as a summary sheet in a client's paper file/chart.

If a client transfers to another practitioner send a copy by mail or email (pdf).

I Print PDF I
Smart Printing = Paperless Printing

Save paper by creating a pdf and emailing it to the practitioner who is seeing this client.

. Click the Print PDF button

. Name the file - clients initials and today's date.

. Select Current record

. Check the box that Automatically opens the file after saving so you can check it.

. Click Save (we suggest you save it to your desktop and delete it once you have sent
it - to avoid your computer ending up with a lot of unnecessary files on it.

nph WM

Saveastype:  |PDF Fies ("odf) =~ Cancel |
Save: Current record - Options... I
Records beowsed
Appearance:
Siark record When the pdf opens you may see a number
After saving: Ausiomabcaly open fie of blank pages after the first with your

client's information on it. Just ignore those.
They cannot be deleted.
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:Appointment Timer Help:

TREATMENT
SUMMARY

The Appointment Timer is on the Treatment Summary screen. Use it to time appointments or
tasks for which you are charging.

Click Start Appointment Timer Clear
Start Stop Resume Stop Total

[

Click on Start and the Timer will keep going until you click the Stop next to it. Once you do so
the total number of minutes that have passed will pop up in the Total box.

Click Resume and then Stop for additional minutes to be added to the Total
You can Resume and Stop as often as you want.

Uses

Keep track of the time you spend on scheduled or unscheduled appointments.

Resume & stop as often as you need to until you decide to charge for the time that has accrued.
Give clients precise information about invoiced charges and length of time spent.

Telephone 'acutes' can run on for a few days, brief follow-ups can take longer than a couple of
minutes.

Keep track on the time spent responding to emails. They can be a huge time drain - make sure
you aren't inadvertently being too generous.

Even if you don't charge for these 'extras' it is good business practice to let people know how
generous you are being so that they don't take you for granted.

Date Typ.ofﬂopdl'lm Timae |

|3u 16, 2005  [Acute Appt: Phone .75 |

|Dec 28, 2003 |Follow Up Appt: Office | .50 |

[Nov 14, 2003 [F/Ubet appts: Ph/Emal | NJA |
:

|Oct8, 2003  [First Consultation: Office 2

Once you are done add the time spent to the Case Notes Summary (Case Notes or Treatment
Summary layouts) or the Time field - click twice in that field to type a time that is different from
those in the menu. You can then create an invoice based on the time spent. Tip: Only create
invoices for 'timed appointments' that way you'll be able to easily double check whether a client
has been charged for time spend. Or not. If you have spent an hour, say over a week with a
half hour appointment on one day, and one 5 minute and one 10 minute conversation on other
days your can make a note of that in the case notes.

Jimer M Click the Clear button once you are done for all data for this client's
! Stop Total timer to be deleted
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:Business Card Help:

| Biz cards are not currently available in A4 format |

—

SETTINGS | Address ook [TIISMPIY Coicndar | Chent Dota | Emai | Envelopes | Taventor

From Client Data (Advanced) click on the Settings tab (bottom right of screen) then select the
Business Card button on the Settings Bar.

Instructions for Business Cards may be found at the Settings page itself.
Below are a few formatting reminders and design tips.

Uses
This feature is useful if you want to print a small number of business cards (50-100), where
ordering from a commercial printer (with a minimum of 500) would be wasteful.

Design your Business Card

Type In The Details First That You Wish To Appear On Your Card.

Use The Format Menu (at The Top Of The Screen) To Select The Font Size, Color, And Style As
Well As Align The Text Left/right Or Center And To Set Spaces Between Lines.

The Text ... option selection at the bottom of the Format Menu gives you all text formatting
options conveniently in one box.
Highlight the text you want to format first then right click or go to the Format menu.

" ' AC Stre |

Font b MIRANDA CASTROQ | pote (7 o Sera T ¥ Fgn ;
Sige X S | 1Pt ) [Clgoe [swencrot l
» Ha-og . Addram i - HLwrD |

Style s -.w::ﬂwt ;:“ OanA oy e 301, !:'I . SE:RM gcmrule |
Align Text " portara, A, 13004 PORT LALDERDALE A, 334 |
i prasa W54 333 3434 + e 954 253 2334 -, [(J&mal Caps [ IExterd |

Line Spacing | seeinormneraie - smondewans | [underive |
Text Color [ tiord Underine 1
|__LOGO Optisms FRONT of CARD | Tusgmy ~ AWIomin ophimicanes ks wanos [ goubie Underine _ :

|

ox J[ conce |

A few design tips!

- Your business card and letterhead should 'match' i.e. same font, font color & style.
- Text on cards can be formatted into a smaller font size than you'd think possible.

- And all text should be easily legible!

- Print out a test version on scrap paper first

The Logo option is for if you have a .jpg/.png (or similar graphics file) of a business card from
your designer or printer. You have to choose whether to use the Logo or the Text option on the
front of the card i.e. you cannot use both in the same 'space’.

Be sure to purchase the correct Avery 8371 (or equivalent) Business Cards.

Business Cards and Labels are not currently available in A4 (UK) format.
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:Calendar Help: @

Click on the Calendar Tab in Click New Appt to
Client Data go to the last go to today's date.
date you were viewing. I £ If a client has an upcoming

appointment it will automatically
| be displayed here.

CALENDAR /
heck a client's last appointment
Wednesd 1 ¢
Next Appt Decen,ﬁbe:‘i'o' 2008 | date at the Client Data screen
at 1:00 PM. i.e. without having to go to the
Last Appt| Sun, Nov 2, 2008 — Treatment Summary screen.

Familiarize yourself with the various views (Day, Week,
Month, Year and Schedule) by clicking on the tabs.

Go back to The Schedule View is a variation of the Day View where you can
Client Data see the actual 'sizes' of the appointments as opposed to a list.
P4 L

:Calen /Oally View: M_Lﬁ_]
= mnag  | COMPASS

Thursday, December 29, 2005

950 AM L?w Hovember 05
Date Trwes [= =40 Dhena vl st Type M TWTEF 5 S
10:0em ~ 11:Nem AppoistrantProre ([J 1 2%3%4%%%s
1130 - 1200e=| Day View: Appointments show |asseisren a3 ([70e° 1:1 &* 1% 12" 13"
188em - 3ssew| @S A list and as shaded blocks in |aecismen 140 6% 17° 16 19° 20

ss0em - 2mpm| the 'time bar’ A TeremmanProre

Using color for appointment
types helps you see at a glance
what type of appointment is
scheduled

s'g 7°

Click on any day in any month to go to that day / /

490 PM
Click on the blue arrows to 'toggle' through the months

A blue dot next to a date shows that one or moré appointments

800 PM are scheduled on that day
. . 1_'/ "0 11" 12 13 14% 15!
TR0 PM The yellow and green shadings only show in the center mon 16° 17 18% 15" 20 21"
i.e. the month or week you are currently viewing. \ SR L
130 PM 3NN
5ol Down |
|.-Dnllhﬂul = Today | | = Today selected * = Appointment present |

© 2006 Miranda Castro. All Rights Reserved COMPASS Help Manual: December 2008 ... Page 10




:Calendar Help—Create/Edit Appointments:

:Calendar - Daily View: [¥ind | prmtr

Cuent | pay F | = = | d |Click on any

Click on a time in the s l E] — IMM] T ] s/ scheduled
appointment bar to appointment in any
create an appt. < | Thursday, December 1 view in order to edit

N Serol Up | that appointment.
Appointments can be “\mm [* Previous | Today [Mextay @ | Chckan ;
scheduled every 15 Dats  Times Client d You will be taken to
minutes. m@m Dec13 | 11:00em - 1200pm | Misnds the same mini

screen whether you

are creating or
: editing an

appointment.

If you select the New Appt
button (at Client Data) to
go to the Calendar then
the name of the client you
were viewing will appear
ere. Click the green
Wednesday—December 3, 2008 button to select this client
. for this appointment (or

Select the times for an appointment &
appointment type. As you select each field the

next one will automatically and helpfully pop down
in the correct order! Or you can use the tab key.

#| Wednesdwy—Dacember 1 [Pl | . i i -
’._.m : T T e Find a client - see below).
[ Tmes| | 2000 [am| = 1100 [am] Salsct o Clisot belom for thi Aust |
eI Last Hame, First Hame i1} |
2 nort e ) Castro, Damsl nr: =]
oot | e Cortre e Find a client by typing in the first 2-3 letters
| Homa: 584 £32 363 || =g of a last name and click the yellow Find
g:’il'wugiissf: ::?2 Castro, Miranda | button (or Enter on your keyboard).
Saoim, S
Click on a name to select that client for this
Descripbian appointment. Click again to 'deselect’ it if you
o= =il | make a mistake or want to select another
|_Concel/Delete Appt. | | Ouplicate | | pese | name.

Click Done to save an appointment and return | [If You have 2 clients with the exact same name
to the Calendar. Click Delete if you make a you. will bave to cneck the 10.number to Inake
mistake and want to start again. Click sure you have scheduled the correct client for

Duplicate for repeating appointments this appointment.

10:00 AM Apoos Prore
You can change the dates/times any time. Check that you don't cause = ;&mﬁ
a scheduling conflict when you do so. Scheduling conflicts will only 4F §
show on the Schedule View (a red line). 14:00 AN o

30

Tips: Use the Description field for a note. The first few lines will o
appear in the printed list. If you don't have a client entered yet 2
then use this field to 'pencil in' their name. If the appointment is to 1:00 PM -
be confirmed then do not select a type. You'll can see easily 30 mm e
which appointments need checking because no color is selected. ———
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:Calendar Help—Print Appointments:

S

_| Print Today’s Appointments I_

Click on Print Today's Appointments (top
of screen) to go to the Print Preview Screen.

Click Continue in the Status Bar (above)
to print the list. Or select PDF if preferred.
You can Cancel in the print dialog box if
you change your mind.

r

| 1000 1100 | o 362 506 8645 - |
- Fide! Castro Colt: 954 732 88520
' Emai: roneia@oon net
1100 - 1230 e | APOL - Ganesvite ' Home: 954 532 3536 FOC
; = ™ Danel Castro Work: 954 564 1108

Mather Bty Colt: 954 547 4633
iﬂ."ww‘- 1mw:p‘““ -'*m"'
. Uses:
| 530 se- 830 e Mestng | Give this list to your receptionist to confirm upcoming appointments.
: { A printed list of a selected day's appointments will show the following:
_ - Start and end time of each appointment.
= t - Type of appointment and Name of Client.
| 6:00 rv~ 900 rv | Porsonal I -

+ the Parent's name if the client is a child and/or a Company name
- Phone numbers (home/work/cell), Email & the first few lines of a Note.
Only the times scheduled will show i.e. 'empty time slots' will not show.

To print a 'custom' list showing a few days or a

the Search Screen. You can search there for dates, or types of appointments etc. Keep it

simple to start with and just search for dates.

week's appointments, click Find to go to

o R0

:Find, Print, Delete Appointmenwi‘""l prist_| welp |

[ DATA Tm"

Sebect dates and click
the Find Dates button

Thu, Dec 13, 07 [BY 10:00 s -~ 12:00 o Elcabath First mwnam Appoirtment/Phone FOC
Thu. Dec 13, 07 [BY 11:00am ~ 12:00pm Mirands Castro

Thu. Ouc 13. 07 [BY 12:00pm - 1:00pm PREGaE e
Thu, Dec 13. 07 [ 1:00pm - 2:00pm Richard Third Appoirtrant ROC: cme h

Type the same date into both fields to search for one day's appointments then click Find Dates.
Type different dates in each field to find a range of days.
The appointments will automatically sort by time and date. Use the pink buttons to re-sort them.

Once you are happy with the list click Print and follow the directions above.
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:Calendar Help—Searching: @

[ Find ﬂ
‘.‘.":'..."u“.'.:"m-t&:' o0 i LP:.n_Eanu.m_an-nm—m---l [ palste e Yonr. |

[ oue | BN Occomber. 2007 3 | | Pacests | | Compasy | L ADPt Type le?__
Hanry VIIE B Anne Apportmart/Phors FOC '

(Wi | Thu, Dec 10 27 1
[Whewe] Thu, Oec 13, 07 B Sun Mon Tue Wed Thy Fn St : Apportmert 4
r ey - B | P v ]
e R D l BSOS A0 one how shedded bichy |
% 17 1% 15 A 2
a8 5 8K T A8

Quick and Easy Search for Dates

Click the yellow Find button at the top of any of the Calendar screens to go to the Search screen.
Using the 'drop down' calendars enter dates into the date fields and click the Find Dates button
next to the date fields.

Make both dates the same if you want to see one day or a range of dates as required.
You can also click twice in the date fields and type the dates in manually (MM/DD/YYYY)

Find All Upcoming Appointments

Click this button to view all upcoming appointments.
You can then sort the appointments by clicking on the pink headers.

:Find, Print, Delete Appolntments’:r Fnd _[ishowas | orimt | wep |

Sermincs

C Curewr | _
DATA l Dar

PR e Do S =TS

More Complex Searches
Use the Find button at the top of the Search screen to search in the appointment fields
themselves. You can search for a client, an appointment type, a description etc.

If you want to find all appointments at a certain clinic or practice on certain dates enter the dates
as MM/DD/YYYY...MM/DD/YYYY (including the periods ... with no space either side), then select an
Appointment Type and click the Enter button (or the Enter Key on your keyboard). Use the pink
headers to sort the list.

You can also then click the print button to print just these appointments.

Delete by Year |DELETE WITH GREAT CAUTION
Be Afraid, Be Very Afraid P B Ul A At e Tl
You can Delete a year's appointments Ramsarrber - ol deintions are foal - thare & o wrdofecoer facity.
in a heartbeat. Deleted appointments Pkt o d it et
can never be retrieved. If you click this button ——
you will be asked to type in a year - and given Lesoms ) [tocace )

an opportunity to cancel at the next step in case you change your mind.

Back up COMPASS first just in case you make an inadvertent mistake. You can never be too
cautious, or too fastidious when deleting data.
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:Calendar Help—Settings:

&

[P ... EeTen e el ot

Click on the Settlngs button in Client Data (bottom right) and then Calendar Settings
or click on the Settings tab at any of the Calendar screens to go straight there.

Color-coded Appointments

Customize the colors of appointments to make it easy
to identify them at a glance:

st | B car Y st Ot it

GA — :§;D :Appointment Types i

B .
1. Click the New Appointment Type button : =
2. Name the Appointment Type. il
3. Select a color from the drop down list. (@ Cowem
B
.B Faver - Pl
Select Color O Green-Bight
Groen - ok

This column shows the color/colours you have chosen

and the type of the appointment for each color/colour.

You can change them any time.

A Note about the Colors/Colours

- i Pk < Ross
There are 22 colors available. RSP— :: el St |
You cannot change the pre-set colors/colors or add to Oraege- Brght | PERBENEI
them. o.:w“u Purgie - Pae
| etk mom Rod-Bright
Purpie - M Yelow - Pals

:General Settings:

Start Week on Monday ®va Ono
Select Current Date on Start Up ®ves ONo
Show Conflicts on Schedule ®ves Ohlo

Show appointment times starting at:  9:00 am  Apply

i
I

4
{

!l {
iR ¢
(2]e]ejnjnjajejejnjnjojejnjnjajojajnjajajajaln)

I
i

Select additional General Calendar Settings:
- Start the week on a Sunday or Monday
- Select for the Calendar to go to 'Today' on opening it (or not)
- Show conflicts on the schedule * (or not)
- Choose a time to start your day anc click the green Apply button - the first
appointment of the day will show your chosen time in all views

* Schedule View only
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:Case Notes Help:

Click on New Case Note to create a new Name, Date of Birth, Age & Client ID
appointment/case note. automatically enter. Enter summary details
) ] for each visit at the Case Note or Treatment
Click on New Note Plus Complaints for follow Summary screen including:
up appointments where the complaints have not - Type of Visit and Time Spent
changed - they will automatically be entered into - Quick Response (for follow up
the complaints fields. appointments only)
Today's date automatically enters when you \ - The top 1-3 Presenting Complaint/s
select a New Case Note. You can change the The drop down lists (type of appt, time,
date in Case Notes or Case Details but not in esponse & complaints etc) are editable,
Treatment Summary. gqck on Edit Menus button to do so.
{ N e emmE T

* ' [ tind A m | Wadrasday
Create a new _'”ﬂ"?%f_“g".m’”* , \"'"—1 e o December 3. 2008
Case Note e l nr | Nores o | s [—
at the Hame Elizabeth Fiest L ; 5121 Apgomiment Timer
Treatment m-n Henry & Anne Windsor m P T Totsl
Summary %
screen or at | CASE NOTES SUMMARY | Q_w@mu-_p
the Case Type of Appontment w Presartieg Complamts |
Notes screen. @hﬂ 10,2006 Centhotes | 5.5 [NA __ (Nopeca ___ [mhersty | | =l

[Vigw] Jan 10, 2008 Frst Apportre-t: Offce 3 s AT |adshstgn PR E' ‘
Type the case notes 'Cau Notes: _ Prit Appt] Prw Al o |
into Fhis field in a way ||| Gor |y Nosts [ Banewy | e s | e ] enpt
th«':ﬂcij is edasy f_0|' you to Name | Clizabath Fist [o0a [ Fab g 1350 /63| Pareres| marwy & Anne Windece [0 1
read and review. - g ——— ' Presotreg Complomt/s

m‘:":rd-;ﬂ ?;- G, [dgpace [irter thty I
You can return to N\ |Firlaal ; [T
symptoms or sections | N\ |ente
and add more Highlight an important
information as you word, phrase, sentence or
take the case without / paragraph and click this
worrying about View 'Full bUttqn. The hlghllghted
/| Screen gives | |t s copied nto the
leaving enough space. View 2/4 you a larger field 4
Appts is for case field and )
The maximum g‘f;g!(l:gg SCCLLgcﬁe_réfree List keynote symptoms
r I.€. and/or themes here, or
amiGunt.af textyau through the || hardly any pas{e in rubrics from a
can enter is about 12 first few lines buttons. repertory program.
pages a visit. of all of a
/ client's notes. This information is

Jump from one visit / retained in all visits for a
to the next or a client.
previous one. See |
which visit you are [ amenary [50A8) ke Write a summary for each appointment including:
currently viewing as - observations and assessment

wall 55 tiietokat \ - recommendations or referrals
number of Yvisits” For - a plan - including the remedy choice
this client \\- when & how the client is following up.

s.cent. See Summary Notes Help
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:Case Notes Help—Features:

These are 'busy' screens with lots going on. Don't panic! You will quickly become familiar with
their many useful features. There are a several case note screens.

:Case Notes: | print Appt | Print AN Appts | Edit Menus | weip | Friday

Dara SUMMARY Notes

Case Notes is the screen many users like the best. You can get to most places you would want
to get to: to Client Data, Treatment Summary, Remedy Details (where you will see only this
client's prescriptions), Repertorizing Graph, Research and Forms. The main fields are:

- Case notes: a good sized field for taking case notes.
- Summary Notes: for your assessment and plan etc.
- Themes/Keynotes: a summary field to use any way you would like.

[ Cuient TTm'mln'r

Case & Summary Notes fields are different (new) with each new note.
Themes/Keynotes do not change - this field is the same at each case note.

:Case Details: ppt. |_Print All Appts. | EditMenus | Heip | Friday

Case Details is similar to Case Notes with more options. Each field is smaller so less text is
visible i.e. you may have to do more scrolling. In addition to Case & Summary Notes, and a
Themes/Keynotes field you will also find at this screen:

- Analysis field (a second field that is the same at every visit)

- A list of remedies (a mini version of the list at the Treatment Summary screen)

- Photos & Photo notes (there are 3 per visit - click to view the mini-album)

- A snapshot of the Repertory Graph (click on the Insert Graph button to view it)

- 'Vitals' - height, weight, temperature, blood pressure, pulse, respiration.
There are plenty of links - to a history of vitals, to the photos, and to any stored docs.

Elkutecs cheawn

T reigt o' Quear Dasbeth [ s cfNar selaved bo sa The Galden Age 2 ddmarts 4 peeV
| Brghen sl Bhaakwik ras 8+ rvrrerueld, pueiier Jesen arwl e ]
jcocnderty Nap =pa Btlg wit Tog dapeng 8! Ao hundsed e The Sooettious
o ol o R Bl GO MO B O'vl O TR PRGHET EITVIRE [raciarmel cantrne.
ruley ol @l lirm The berame 8 Bgetrd = bar son blgtme, daved e T g we desriag
Far ramaraable #0Etaa B sceacamanty Tet abour Daabenn the P
eV e i el llke . BPes 08 Y SEgRd. 0D el B0 BVEg T WS Sl Gdivd Bday
rar pan peore - ey
LARE PO RG
L L e I ) - B e Cwra-we lwwis
jEciar Tha wup bom o T Sastemiar L33 st Drewvech Seisos Her LEE S LHL-
[ ] B ve graal Wyl of ke Inlved s lfe e L
rad rpvied 9 9o i har te pnread him e he slreedr hed o
Cougvier. Mans. Oy Mo fem oie. Kamhatiee of Aragen e hed et G2t erered o
ircerewd Kalvasre ard diasged lee gy of 1oe imadiey = lon Bophd e o ne
ErooNIs. b harve ondy enotier deeghier. (heatath s sach Wy s ]
CO il VOUTED M O (RS 1 2Owde TV g wEY B 400 IR b v
e gy swetsten 5= lalne rharpEr of ceast ars ashdiery B |9 By
153 war mvinge 12 e King rea dederad mull ang g arg Camaanmtse U
| Buakeatis bum bar sab-ssler. Yac ces dede-ed Bugderdte evd
sacrroad of ke plate 0 the Bvg of pcteapen e
e
Trm et gkl jua~y of ver (Fe gen 8 qeis parsaEes of deeTetee Varr
Thare ~ml Jaa Farmoess «ha dad et Btk 12 tha Kag's lvgad for L4
Bas. Bluad) Base of Dered e cas Srbdied Calhaids Hirard ol - = | I=
Fookuy 5 Ehatew.
v arong i laxe woadetsg sark Sruran &t lsas end anle L
L‘-l_l '!.“’ remaavik gves ol e v |
i poeapfid compe sdh rgegriably et =
1 .
Lats e el Conl __-:?Jnéﬂ
CFEE . o e -2 ] 1l I8 reprg | B0 - - T
Dizabe ) 000 ©F 9 BTN TY 0 COTDRIRON JOTTRY -
4 LA | w b T e i Dl el Do s 1D
] Tmarmee . ke ewehegs bgoow mgew e (ber Bagrey e b beogy s <]
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:Case Notes Help—Insert a Repertory Graph:

| Insert Graph |

Insert a Repertorization Graph from any of the homeopathic software programs by taking a
Screen Shot of the graph and then copying it into Compass.
You can only insert one graph per client visit.

‘Rapertorizing Graph:

I (ut:l.l JI-A‘-L 'l.::'-

MAC - Take a Screen Shot

1. Press Shift + Command + 4

»
| - Ve o At

2. Click & drag over the graph | |10  coeen o -

: : o EP A S S S
using the 'crosshair.' This creates | | oo = T
a jpg format file called Picture on "I MacRagertory s Rersedy Graph
your desktop. This is an invisible
process. > g4 id. =
3. Insert into the graph field To view each graph Ejiigssijil
in Compass by going to the click through each the .,‘.':‘,‘““l“““
Insert Menu next and previous o PR - .=
Select Picture buttons. roewr o v . ICTRCCICEIEEICIE
Locate the ﬁle (on deSktop) HTars o oaTeasin e ll-"‘-l‘!‘:f‘:‘:‘:l;l'f';: : I:l:":l::DD:]D':':mE
Click Open HTars l.::lftﬂl'ltll' I'ct.h v\ZI.:l o m:l\ EB:EEB:B:_
4. Or 'paste’ in directly e e
Cough i B s e ik il n B s saeiesia o wrats 10 DD L] _: EEDD
SreEa AMET FHM ATE ol CRAN O ETWEE o IETehen 1 | ] -
Click in the graph field first so | Smem we fese werds cliwatzbcn v :ta. 2z WBEE:GBEE:
COMPASS knows where to paste B e e e v wme te TR T TR e

your screen capture!

WIN - Take a Screen Shot (using print screen)

Move the graph you want to copy to the top left hand corner of the program and minimize the
program to the size of the graph (see below).
1. Press alt + prt sc or fn+alt+prt sc The Print Screen key is at top of the keyboard. A picture
of the program not the whole screen is copied to the clipboard. This is an invisible process
2. Go to the Insert Graph screen in COMPASS
3. Paste it (Edit Menu/Paste Bitmap or Ctrl + V) into the client's Repertory Chart.

Or you can purchase a low cost, easy to use program like Snaglt that takes screen shots and lets
you edit/crop them easily. Snaglt is available from: www.techsmith.com

There are also a numerous free screen/window capture programs available. MWSnap is getting
great reviews especially because it doesn't require 'installation' and therefore does not need any
special drivers or system files which can mess up your computer. MWSnap is available from: http:
//www.mirekw.com/winfreeware/mwsnap.html

If these programs don't work for you a simple search on Google is always fruitful!

Contact your homeopathic software company as many programs now have a built in facility for
taking screen shots of graphs.

IMPORTANT NOTE: Insert low resolution graphics (images) if possible. High resolution graphics
make COMPASS big - a huge program that takes up a lot of space on your computer (on your
hard drive) and will quickly become unwieldy to back up.

© 2006 Miranda Castro, All Rights Reserved COMPASS Help Manual: December 2008 ... Page 17



http://www.techsmith.com
http://mirekw.com/winfreeware/mwsna

:Case Notes Help—Printing

Case Notes:

Print Appt.

Print All Appts.

Print out one appointment or all appointments for a client. The Print buttons are located at the
top of the Case Notes screen. If you change your mind after clicking OK (Print Appt.) or Full or
Short (Print All Appts.) you can cancel printing in one of the next dialog boxes.

Print Appt. This option prints the Case Note as well as any text in Themes/Keynotes, Analysis
and Summary Notes for one appointment only. It does not print the remedy.

Select Full or Short below then follow the prompts to print.

Full: Date & Type of Appointment & Presenting Complaints
Case Notes + Themes/Keynotes + Analysis
Summary Notes

Date & Name of Remedy & Response

Short: Date & Type of Appointment & Presenting Complaints
Summary Notes only (i.e. no Case notes etc.)
Date & Name of Remedy & Effect

4

( Cancel )( Full g('—ﬂmt—')

To PREVIEW all the notes/summaries/remedies for this client click OK.
At the next screen click the 'pages of the rolodex’ in the Status Bar
to scroll through this client's case notes.

Click "Continue’ in the Status Bar to go on to print.

You can cancel the printing in the next dialog box if you wish.

Print All Appts.

FULL: prints the following:

- Date/Type of each Appointment + Complaints
- Case Notes

- Themes

- Analysis

- Summary Notes

- Date/Name of Remedy + Response

SHORT: prints the following:

- Date/Type of Appointment + Complaints
- Summary Notes

- Date/Name of Remedy + Response

i.e. it does NOT print the Case - just the
summary fields.

After selecting Full or Short you will receive this
short reminder/message!

notes

Paperless case

'Print’ to a pdf that
you can email to a

Click Continue to go on to print
or to cancel and return to Case
Notes or Case Details. If you

select Full (all appointments) for

Once you select Full or patient, colleague, a client you have been seeing for
Short (Print All Appts.) supervisor etc. a while make sure you have
you'll be able to review ~, enough paper in the printer.

the case notes at the Hre T O \ \

Preview Screen - to
see how they'll print out.
Use the Rolodex in the
status bar (at top) to

scroll through the pages.

The 'Page numbers'

Patient Sum}nq\

show how many pages

‘Summary for Elizabeth First ID: 1 DOB: Feb 8, 1558

Jul 3, 2010- Page 1

there are in total and
which one you are
currently viewing.

Themes and Keynotes

Power
Exile

Analysis
Rubrics chosen

Allments d. parent
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:Case Notes Help—Case Taking Fields:

Case Notes

Record your patient's words as
faithfully as possible.

Record your questions or leave
a line space to show that you
asked one.

Add your own thoughts and
observations in
brackets/parentheses.

Use notations for common
responses: | = pt smiled,
Il = chuckled, !!l laughed a
lot. This is helpful if the
subject matter is sad or
serious. Or use emoticons
:=( for sad and so on.

Use CAPS for loud/shouting

Use numbers for underlines for
spontaneity, intensity &
clarity of symptoms:

Themes & Keynotes

Information in this field
stays the same across all
visits,

Pull out of the case the
important symptoms,
keynotes, words, themes and
phrases.

Group them so that they
'make sense' - arranging and
rearranging them until they
accurately reflect the whole
person.

Reflecting this back to the
patient (in a kind, accessible,
respectful way) can be
tremendously healing - and
affirmative.

Analysis

Information in this field stays
the same across all visits.

Take your final lists/groups
from Themes & Keynotes and
translate into rubrics.

List the key rubrics chosen
(and why). You can copy whole
rubrics from your repertorizing
program (or paste a chart into
the Insert Graph screen).

Comparative Materia Medica:
write up the remedies
considered and why here.

List any obstacles to cure, or
prognosis, etc.

Chilly -3- ... > meat -2- These are just suggestions - you can use these fields any way
I'm terrified of falling -4- that suits the way you work and think.
| Date Type of Appointment Time Respomse Presenting Camplast/s | Edie Lists | |
{34 17,05 |01 Acute Acpt: Office |v/q v ¥ [Sore throat v ¥ | ¥
|End ¥ I'l'gg .ll_ 2 lof| 6 || <<Firse] < >| Lage »> | Themes /Keynotes Analysin |
My throat is kifling me Killing = Sulphur -
It's so so painful - nothing relieves the pain but nathing Jealous (eanstitutional
It cama on suddenly yesterday moming « 1 just woke with it Sudden onset remedy)
1 couldn't aven sleep last night the pain was so bad Laft side

We'd been going out for 4 years

I broke up with my girlfriend yesterday because she cheasted on me

I naver felt janlous before - I've been seething with it
Which side is worse = it's enly on the left side

Lachegis = Bf¢ strong
etiology, modality

Entering a Theme or Keynote into the Themes/Keynotg field.

1. You can click directly in the field and type into it.
2. Or you can click the Add Keynote button and a new screen opens up. You can scroll through
the case highlighting key words/phrases or more and clicking the Add Keynote button again -
the highlighted text will pop into the Themes/Keynotes field.
3. You can also select text in another program (eg, Word, or any other homeopathic program),
copy it and then paste it into the Themes/Keynote box.

] Add Kexnote I

Regardless of which homeopathic case analysis strategies you use in your practice, you will find
this feature beneficial. Its purpose is to give you a place where you can keep track of repeating
words and concepts in a case. Or simply to write notes to yourself - including a checklist of
symptoms to ask about at each appointment.

ﬂ Name Elizabeth £

“ | to the top.

Jump to the end of a note.
This is useful if you are toggling between COMPASS and another program.
When you go to another program Compass refreshes the field by going back
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:Case Notes Help—Vitals/Stored Docs:

&

viewable at the Case Details tab (the only place).

Vitals: These details (height, weight, temperature, pulse, blood pressure and respiration) are

Go to Settings (from Client Data or Case Details) to select feet or meters,

pounds or kilos, Fahrtheit or Celsius.

| [Height v ft-in Temp: Case DeTaIL
f =

Vitals

Temp
|ftin [145 [bs | |F
| Blood Pressure
[ [ deotciystote

[<] Rub?(:s chosen

:Vitals History: 1
" Cuswt | Ourcomes | Remeoy | AS
| Data I Data r Avo1iTs I
Name: Miranda Castro

Date of Consult  Height Weight

that includes all appointments and any vitals recorded.

4
Vitals Report: Keep track of some or all Vitals and view a history

[View]sep 17,2003 [58 fiin |80 bs
[ view] Aug 24, 2005 |[56 | fan [150  Ibs
View] Jan 27, 2006 |[56 | ftin [150 s
view| 1 &, 2006 55 Ifin [145 s

Stored Docs: A paperless office keeps all documents in one place, linked to the correct client.
You can store an unlimited number of documents for each client in COMPASS including: pdfs of
labs that were emailed to you or letters or forms that you scanned in manually.

pdfs with multiple pages: the whole document

. |

is stored. These look different on Macs and
PCs.

This file type could not be displayed as a picture., Tt wil
be inserted and deplayed as a fle.

On WINDOWS computers the pdf
graphic shows - on MACs the first
page of the document shows.

=

Sees
hf brochure final 1-7-08_pcf

Click the Export button to open I

—r—
e ]

viewing it.

a pdf. You'll be asked to Save Fie game. |Compeasfie oo ]

it. Choose a place like your , W— 4 Fios ! ~—
desktop where you can easily e l SR ':] [ )
locate it and trash it after Aftersawing:  [V] Automaticaly goen fle

[[] Craate awail with fis as attachment

itore scanned documents, faxes and graphics files (bmp. ipeq, gif & tif Mles et

Date Title I
Show Dec| Dec 20, 2008 | Consent form 8033
Dec 20, 2008  Irsurance a0x

Dec 20, 2008 | Fina 3051 ]

¢ 2, 2008 THle Condant Moo

Click the enlarge button to view the
documents in a larger window - at a
screen that shows only the
documents i.e. no case notes.

Give each document a good title -
one that describes it clearly.

Don't forget to shred any scanned
confidential papers rather than simply
place them in the trash.
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:Case Notes Help—Summary Notes: gg

g

Patient summaries should be brief and complete. A good summary always proves incredibly
helpful. You won't have to read the whole case note each and every time. You'll be jogged into
remembering this client from the inside out. You'll have a sense of where you are going if the

remedy you gave didn't work.

| ‘sOAP’ Notes |

The SOAP format is used by many health care practitioners - this one is adapted to fit the
homeopathic perspective.

S.0.A.P. FORMAT - tried, tested & accepted summary format

SUBJECTIVE
The case as presented by the client, or brief summary thereof. The case notes.

OBJECTIVE
Observations/description: physical appearance, speech, gestures, expressions etc.
Your own impressions and feelings.
Any physical examination findings/labs etc.

ASSESSMENT
Homeopathic prognosis
VF: Strength of the Vital Force out of 10
Mental 0-2, Emotional 0-2, Physical 0-2, Social 0-2, Energy 0-2
COG (Center of Gravity): Mental/Emotional and/or Physical (M/E/P)
Main symptoms/rubrics important to the case
Themes, Miasms, and/or Kingdoms to consider
Comparative materia media
Remedies for future consideration (and why)

PLAN
Remedy/Potency/Dosage
Recommendations: dietary, supplements, exercise, general, lab or other tests, etc.

Referrals: to other therapies/therapists and whom.

F/U: FOLLOW UP SCHEDULE
If an appointment is booked and when, when and how a client is getting in touch - or if they
are contacting you only as needed. This information can also be added to the Follow up Tracker

at Client Data.
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:Case Notes Help—Summary:

Create a New Case Note at the Treatment Summary or the Case Notes screens.

Navigation: You can go to anything related to a case from the Case Notes Screens:
- Case Details
- Remedy Details
- Research
- Forms, Docs, Vitals etc.
- Repertorization Graph and course Client Data.

Viewing: You can view a case at a number of different screens:

- Case Notes (decent size fields - not too much clutter)

- Case Details (everything but the kitchen sink!)

- Full screen is best if you are typing in the case during the interview.

- 2 visits or 4 visits at a time is helpful when you have seen your client many times and want
to get a quick snapshot of the each visit.

These are the main features of the Case Notes portion of COMPASS:

Case Notes: keep notes from each appointment.

You can either type them in directly or paste them from any other program.

Keynote/Themes field can be used to jot important aspects of each case.
Whatever technique you have been trained in, this field is useful in your patient
management and help you with your case analysis.

Analysis field - you can use this for notes (yours or your supervisor) etc.

Stored Docs. This field is separate so that you can quickly and easily see all
summaries. These are vital for follow up appointments and for case management.

Vitals. This field is separate so that you can quickly and easily see all
summaries. These are vital for follow up appointments and for case management.

Repertory Graphs - each visit will allow you to paste in a graph or list of rubrics you
used in your remedy determination. This feature will work with any of the
Homeopathic Repertory programs.

Photographs - you can paste up to 3 photographs per patient visit. This feature will
allow you to follow any physical condition and see the progress. Remember to
take the photo in a low resoclution .jpg format, which is smaller in size without
losing quality of the picture.

Summary Notes. This field is separate so that you can quickly and easily see all
summaries. These are vital for follow up appointments and for case management.

Helpful Reminders: There are 3 documents to help you in your case taking and case analysis.
Although they were written with the student or beginner homeopath in mind, they are also good
reminders for everyone.
1. Complete (Homeopathic) Symptom - the 7 attributes of a symptom reminder
2. Symptom Checklist hints - most of the questions that need to be covered in a
case taking session, mental, emotional, physical and generals.
3. SOAP Notes - guidelines for writing up a homeopathic case analysis & summary.

Printing Options

The Case Notes pages can be printed in a number of different ways. Printing the whole case out
or just the short summary. You can print out a single visit or all visits - on paper or as a pdf.
Before you print there are reminders of what information will be printed in each case, and there is
a preview enables you to look through all notes before you press print.
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:Case Notes Help—Symptoms Checklists:

| Complete Sx | | sx Checklist |
A COMPLETE SYMPTOM SYMPTOM CHECKLIST
1. ETIOLOGY MIND STOMACH
emotional/physical, etc. DREAMS ABDOMEN
RECTUM
2. ONSET and DURATION GENERALITIES: STOOL
Weather/temp.
Energy/time of day BLADDER
% QUALLTY Sleep/position KIDNEYS
Appetite/thirst URETHRA
A QUANTITY. Sweat URINE
PROSTATE
5. LOCATION and RADIATION VERTIGO
HEAD MALE/FEMALE
6. MODALITIES EYES/vision
heat/cold, weather changes, EARS/hearing CHEST/palpitations
activity/rest, position, NOSE/smell RESPIRATION
pressure, bathing etc. MOUTH /taste COUGH/expectoration
TEETH
7. CONCOMITANTS nANE BACK
EXTREMITIES
THROAT: int/ext JOINTS
LARYNX: speech/voice
SKIN
HAIR
NAILS

A Complete Case and Plenty of Complete Symptoms!
This must be homeopathic heaven!!!

My grampa used to say - take care of the pennies (cents) and the pounds (dollars) will take care
of themselves.

Pay attention to the careful gathering of complete homeopathic symptoms as well as a complete
homeopathic case, and the analysis and remedy selection will take care of itself.

Make sure that in the process of gathering you perceive and/or elicit as many characteristic
symptoms as possible and your job will suddenly become much, much easier.

Read everything you can get your hands on that relates to Characteristic Symptoms.
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:Case-taking Checklist - expanded:

Edit this list or insert your own

MENTAL/EMOTIONAL SX
Actively listen and observe.
Verify - Clarify - Enlarge

Ask for examples

Note off-handed comments

Be curious (ask why & how often)
Use open-ended questions

Tell me more? How was that for you?
What was the feeling? What was the
sensation? And ...

What do you mean by that? Can you
say a little more (about that)? Is there
anything else?

Tell me about yourself.

Please describe yourself

How are your moods?

How would a good friend describe
you?

What are your strengths/weaknesses?
What is important to you in life? i.e.
What matters to you?

What stresses you and how do you
react under (those) stress/es?

Tell me about your childhood.

What was your nature as a child?

Tell me about your relationships, work,
housing, your life situation.

Are you scared of anything?

What do you worry about?

Are you tidy/ordered/neat or messy?
On a scale of 1-10

Do you 'recharge’ alone or with
people?

How are social events/parties for you?
What types of things irritate or bother
you? What makes you angry? How do
you express your anger? How do you
deal with conflict?

Have you experienced jealousy?
Have you had any significant losses?
Do you cry? Easily? At what things?
Can you be easily hurt?

What are you sensitive to - in life - out
in the world? ... music, noise, sad
stories, smells, pain ++

How is your mental energy?

How's your memory: short/long term?
How is your ability to concentrate?
What about decision-making?

Have you had any learning difficulties?
Mental confusion (usually observed).

Edit this list or insert your own

GENERAL SX
Energy: in general? best/worst times?

Sleep and Dreams

How is your sleep in general?

Fall asleep easily? Sleep through the
night?

What wakes you? Do you get back
easily?

Do you snore, talk, drool, grind teeth,
perspire, or walk in your sleep?
What position is most comfortable for
you?

Do you have any recurring dreams or
recurring themes in your dreams?
What is the feeling of the dream?
How do you wake? Refreshed?

Weather/Temperature
Environment

Tolerance to temperature, humidity,
weather changes, wind, drafts, closed
rooms, fresh air etc.

What are your best/worst seasons?
Sensitive to cold or warm
temperatures? Can you tolerate
saunas?

Reaction to environment: ocean,
mountains, desert.

Phases of the moon.

Perspiration
Odor. Quality/quantity. Location

Appetite/Thirst

How is your appetite in general?

Any strong food cravings or aversions?
Allergies? If vegetarian, why?

Any foods that disagree or allergies?
Thirst: for what/how much? Sip or
gulp? Hot/cold? Ice? (Chew it?)

Miscellaneous

Tight clothes around waist or neck?
Motion (exercise) (amel or agg?)
Pressure (including massage)
Periodicities (general)

Bathing/water

Locality: general rather than particular
complaints/symptoms

|~ | Edit this list or insert your own

REVIEW OF SYSTEMS
Head: Pain. Eruptions. Hair. Dizziness.

Eyes: Vision. Infections. ltching. Pain.
Discharges. Photophobia,
lachrymation.

Ears: Hearing. Noises. Wax.
Eruptions. Infections. Pain. Discharges.

Nose: Sense of smell. Nosebleeds.
Pain. Allergies. Discharges: mucus;
sinuses ++

Mouth: Tastes, Odor. Infections.
Drooling.

Gums: Bleeding, Pain. Canker sores.
Teeth: Dentition. Cavities. Pain.

Throat. Infections. Glands.
Swallowing. Constriction. Voice.

Stomach: Nausea/vomiting.
Knots/anxiety.

Abdomen: Sensitivity. Inner organs.
Pain.

Digestion: Gas. Bloating. Pain.
Bowels: Constipation. Diarrhea. Pain.
Stool: color/size; blood/mucus.
Hemorrhoids: internal/external.

Menses: Regularity. Flow. Pain. Clots.
PMS.

Chest. Palps. Tightness. Lumps. Pain.
Cough/Respiration/Expect.

Genital/Urinary. UTls, STDs.
Discharges. Pain. Warts. Sexual
energy in general.

F: Pregnancies/abortions/births.
M: Prostate

Musculoskeletal/Neuro: Pain,
stiffness, swelling, numbness, tingling:
neck, back, joints of arms/legs.
Cramps. Varicosities, Chilblains.
Restlessness. Tremors.

Skin: Dry/foily. Cracks. Hairy. Nails
Eruptions: itching, flaking etc. Wound
healing. Keloids. Bruising. Warts.
Moles.

Fever: Heat. Chills. Perspiration.

— | Sleep. Position. Covers. Sweat. Teeth




:Checkbook Help:

A Small Business Dream Come True!
This is the easiest 'checkbook' you'll ever balance. Enter all banking transactions - including
payments & deposits - and reconcile them when your statements arrive.

If you have a fairly small business operation then you'll find it convenient to manage all of your
financial accounting including your income and expenditure out of Compass.

The reports you can generate at the end of the year will make your tax returns a breeze. To view
these click on the Finances button at the bottom of the Client Data screen and then the Reports
button. At that screen you'll see a number of 'Expense' Reports and other reports. See also
Financial Reports Help.

If you have more than one bank account to run your businesses you'll need a program like
Money, Quicken or Quick Books etc.

You cannot 'synch' COMPASS directly with other financial programs, but you can export reports to
excel files which you can then import into any other financial program.

\DirecrioNS| Fm;um]!mvl Lists | kos | Mamnes | Remeores | l:nmlimnn”

TFinances:
CLIENT INVOICE AYMENTS
( DaTta Sunm(Tc"m Due List
\,___________../

You can get to your Checkbook from Client Data, Invoices and the Address Book.
From Client Data click on Finances (bottom buttons bar on the Client Data screen) and then
select the Checkbook tab. From Invoices and Address Book click on the Checkbook tab.

First time users: add an opening balance to start with. Although you don't have to do this your
balances will be more accurate.

Before Entering Any Transactions set up your 'payees' - people you pay (as
opposed to people who pay you)

Go to the Address Book to add a 'Payee' to your Checkbook. Find the
companies or individuals to whom you give money (or add them) and check the
Payee Box in each one. Those contacts will then automatically appear in the
Payee ID list in your checkbook.

Print | Edit Menus | Help | Saturday

ADDRESS CATEGORY
LisT LisT

El Notes -
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:Checkbook Help—Features:

| Find | print | Help

Number ID

#1037 6574 #VHPS Publishing Services {Books
1036 6054  iCacapon Group
iApr 29, 08 |[]:iCheck 1035 16674 Verzon i Communications
Click on New Entry to add a transaction - a debit or Click the Dup button to duplicate
credit - to your Bank Account. You'll be taken to the recurring transactions. Today's date
Account Data Entry entry screen to enter details. will auto-enter.
:Checkbook—Data Entry: ,,.,"";ﬂ&
[ < Back T Book ]
Date Type Number  Payee ID and Name Category Expense Amt Deposit Amt
[Jul 3, 10 [Check | 3] | | | |
Apr 28 08 |Check 1037 6574 |VHPS Publishing Services Books 492 04 -4192.04 =
Apr 20,08 |Check 1036 6054 |Cacapon Group Website 50.00 -542 M%D
Apr 28_08 Chack 1035 6674 |Verizon Communications 109.88 -651.92 rl i

Enter the following for each transaction using the tab button to go from field to field.

Date: today's date is automatically selected

Type: use the drop down menu to select the type (check, cash, credit card etc.) *
Check/Cheque Number: enter the 1st check/cheque number manually - the "+" button selects
the next number automatically. You can change them manually as needed.

Payee ID: select the ID (from the list) - type the first letter or two of the company or person to
go to that person and select it. The list is generated by the Address Book.

Payee: the name enters automatically if you entered a Payee ID, or type in the name.
Category: select the category. Type the first 1-2 letters & click enter on your keyboard. *
Amount: enter the amount being careful which column you enter it into.

Click Done to finish.

* Click the Edit Menu button to customize the Type or Category lists.

After you click the Done button you will be returned to the original checkbook screen and the new
transaction will appear at the bottom of the list.

Each field is editable at this screen.

Check the Tax box for business expenses and the Rec. box when reconciling against your bank
statement.

[ clear All Entries in Account |

Use this button with Great Care
All deletions are final - deleted data cannot be recovered.
Use it ONLY if you want to delete all entries in your bank account and start from scratch.
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:Client Data Help—Advanced:

Think of Client Data as your home page, the center or hub of your paperless office. It contains
contact and summary information for all your clients and is the most important layout in
COMPASS. There's a lot going on at this screen. On purpose. You will quickly appreciating having
so much important information in one place. It's like a desktop that files itself. You can jump to

most other layouts from this screen using the 'tabs’

Take some time to become familiar with this layout - to start you can enter yourself

Create a New Client
Click the 'New Client’
button. Compass will
check that the name
isn't in the database to

Navigation Tabs & Buttons take you
to other screens where new tabs
relating to that section are available.
You will find the Client Data at most
screens. if you get lost you can always

Delete a Client removes all
data related to that client
including invoices, case
notes, remedies, letters etc.
Deleted data can never

avoid duplicates. \ 'go home'. be ;etrieved.
ent Dota [ T = COMPASS
Cuient Y
i || B ] Dy e | e |
\' | ‘ ; — End W IT:z l;.:I:Ha Prust Notepad
[ cwws| 1 | _ NEW Chent || Ust | A4 | | DELETE Cuit | QUIT COMPASS | |
e —— ) | TR
[ Company| = : wespam || | YOU'll find this notepad
1 Wast Paim
e el A e M [lenes= [l |at nearly every screen.
[ Addesa2 wing Tue, Jan 10, 2006 | || Inquiries _— d
[ cwy windsor ) G Shefents se it as you would a
| Camtdliah Serkshire [ | e o -—H_“L *== 4 | pad on your real desk -

Sat, May 22,2010 (Ll

and jot voice mails,
notes,

'to-dos' or thoughts

that come into your

head at any time.

Make it Yours!

Click the Settings

| button and work your

way through each

settings screen. See
also Settings Help.

- Country UK
| WomePhom | §meck up on (on due dats) tocd
| Work Phons 020 7766 7304 | [Jnlin | Pri, Moy 28, 2010

] (|70 Dos | (1w Action] coonr

Fax 020 7930 9623 [ [N Action] Crmar

| Wabalis www.royal.gov.uk o
| Primary Docter| Dr Spock
| Esmitytote | One sister
Sheses » Priacy Parecs |  Mormat L
| Relstionsivp to Diizabes Firsd Last
’M_l I _ " Puoros | |Comtect e [Eom]
I { | Etmtes Frw
| ’_ - Vercues
ace S - Beruiles 534 )
£ — . ':.-.'.‘::.-Tm
tahar : |
Seante bl e your & Edniburgs Castie [ _ ;
Ble nurs 1o cbasrve palace profoced at all Bmes JPe———— Bl | [ Decosses |

/ !

ake it Yours!

| Click the Settings
button and work your
way through each

settings screen. See

also Settings Help.

€ e Mranda Castro
] AR By Besereed Yo & O el

[User Lowel |5 tasic ® Advanced | Switch | [ Crested [Jan § 5004 T Moasieg [ud 3, 3416

" [5. The physician want to make people h

Ealhy 50 they can use ther body to get on with the higher

i OnGANON | """'“":wm purposes of their existence.

! 8 ..:.3 ! i
Select the Basic Contact Info: view Name, Daily Inspiration! Click the refresh /
View if the Address, Phone #s & Email in | | button to view a different aphorism of the

Advanced is too
busy. You switch
back any time.

one field (it expands when
you click in it). Copy all or
part of this field any time.

day. Click the Organon button (to the left
of the aphorism) to view six different
editions of the Organon side by side.
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:Client Data Help—Basic:

Think of Client Data as your home page, the center or hub of your paperless office.
- It contains contact and summary information for all your clients and is the most
important layout in COMPASS.
- You can jump to most other layouts from this page using the 'tabs'
Take some time to become familiar with this layout - enter yourself!
- You can come back to this layout wherever you are in COMPASS.

The Basic View shows the basic contact information about a client and from here you can
navigate your way about a client's case notes, remedy details and invoices. It will not affect the
layouts of the other pages.

If you want to be able to access the Calendar and all the other fine, fun and useful features in
Compass then take a deep breath and Switch to Advanced!

Delete a Client 5 g
Navigation Tabs Client List

Deleted data cannot be retrieved. N —_

These tabs take you to Delete with GREAT caution. :
another screen, where a Deleting a client deletes all related veur dlients by phofe
new selection of tabs data including invoices, case notes, fUpiBei=y SYRlIs-or
relating to that section \ letters and remedies. addresses.
are available. ~ ‘ A

:Client : [ _Find [ \eimt [ weip |

Client Data is the one mTﬂm ,u,..“‘ Svonce ] - - C@M DASS

tab common to all Summary | Detans | S ¥

screens - you can — I EFEAETYY NoTEs [T
always cor\':'ne back here! B — e i
: W;p‘nnh | First
o8 February [8 (1558 [452 [ Sex[F NOTEPAD
1| Windsor Castle
L Mbdren | wing You'll find this
// City | Windsor
Create a New Client CoustBinte| Bertobirg Edit Menu notepad at each
e W e and every screen
Click the 'New Client' - - use it as you
button to enter a name. mmc:'. T would a pad on
Compass will check that B 030 7930 9625 ; your real desk -
the name isn't in the %..Jm:'."'..' www.royal.gov.uk and jot notes or
Job/School
i by e one e yeur
Ref d Abbie (
duplicates. ”m s head at any time.
Contact Info | EZabeth Flrste %
elizabethfirst@royal. gov.uk }'\,

faker
Spends half the year at Edinburgh Castle
Note to self:

Be sure to observe palace protocol at all times

CONTACT INFO

= | Click here to see Name,
O = S [ Address, Phone #s & Email all

et in one field (it expands when
All ﬁ.lgnu‘l\:f::!:"z:?:coa:: you Cth n lt)-

Switch to Advanced View any time you like
by checking the box and clicking Switch! Click the Copy button once to
copy all contact details to your

clipboard.
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:Client Data Help—Family Data:

—]’C.':'.ﬁ',],t Data: == |Take some time to familiarize yourself with the way
S R A Relationships work, the way people can be added and
— linked to a client.
Erimary Parsnt
_E : You can only add relationships at the Advanced screen.
i Daniel Castro (at left) does not yet have a primary parent
—— yet even through he has several 'relatives'.

"'?..'.‘.‘...,"'Em.mm | 4 To add a relative click the blue Add a Relation button
Sond] _Ema mirandacastrogaol.com
ey octor At the Add a Relationship screen select a person from:
Mm I 1. Clients already in COMPASS: all clients with the same
e ——— [ / last name will be automatically listed. Select one or
Meserptovenet_rt=ageemenerl) click list.

— :;;:..,. [came / / 2. Non-clients you have added to COMPASS (click for list)
‘Add a Réiationship: ' / 3. Add a New Relation (click the blue button) if the
=2 / / pelgon you are looking for isn't in either list.

Data N A%
// / \\ \
| 1.Find a Person from pdi Clients in COMPASS | | 2. Find a Persof\from the Non Clients in COMPASS |\ 3. Add a Relation
/ / \ \
Select a name in the Cliept List below and cl Select next to Select a name in the lient List below and click Select
the person you want late to Daniel next to the person you to relate to Daniel Castro
Nm-cumt.m|c‘ktro |
First Name Last Name D
1= Select | Yolanda Castro B8 faed
Select | child Castro 1]
Select | child2 Castro 94
Select | Daniel Castro B8 )
( Select | Parent Castro a8
N Select | child Castro 88
child2 Castro &8 Click Next >
Select rkaignds Costo____—Tt8 to learn how to
Add a Relation
and Select a
| | Primary Parent
< B —
To add a relationship to Daniel Castro, a relative or important nmmmmwmmmwmﬂmmmwmi—/
P i.e a father/husband)/ y etc., start by looking in the relationships then those individuals are not clie I
client list above. appear in the non client = I
(Ssissta Primary Parenr’] | Nomal ( Expand
Relationship to Daniel First Last
View | Mother Mirandina Castrolini mi=

Once you have clicked Select next to a person ee § Aot fiate Centro L
; = : View || SO/Pariner Best Friend W
in 1. or 2. (above) you will automatically return e o — v -
to Client Data where you can select the proper E Son child Castro 0]
relationship from the pop down list. —_— Yiew  Aunt e Lo -

T — _ Daughter ]_

For clients with lots of relationships click the .

Expand tab to view them all more easily (the - a— =
Misc Notes box will be hidden temporarily).

Half sister [ Invewrory| wists [ Los
Husband
[User  Mother dvanced | Switch | [ Created |Dec 3, 2
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:Client Data Help—Family Data 2:

:Add a New 'relation':

[ Select a Primary Parent | [ Normal | Expand
CLIENT
DaTA | Relationship to Danlel First Last |Addja Relation
Mother Mirandina Castrolini
P Aunt Yolanda Castro ,'
** First/Last [ First Last /] jre— SO/Partner Best Friend |
= Type Grandmother Elizabeth First |
1 LY i |
et . T
city Enter the First & Last Name, and 1T 7
the Relationship Type and click s A visible scroll bar lets you
S Select to add this person as a To view or knom{ that the‘re are additional
Home Phone 'relative’ of your client. You can edit the relatives ... click the Expand
Jeerk Phore add other contact information: details for a tab to view up to 10 relatives
oot~ address/phone numbers/email, alation’ at a time and/or use the scroll
— and a note) if you like. click View. bar to view more.
All Elizabeth First’s Relationships
View | FirstiLast | Elizabeth [ First o ther | to | Daniel Castro 9 |[(view | @ |2
MRSt Windeor Castte Mother |to | Richard Third 557 [ View | [
2 | East Wing —_— = E——
City  Windsor
| County/State
Postcodaizip | SL4 1NJ
oy UK | You can View and/or Edit the contact
Work Phone | 020 7766 7304 details for a person here and also view
o all the people (in COMPASS!) they are
related to and the type of relationship.
Notes | Ladies in Waiting rather fierce - bring gifts
|

To add a Primary Parent click the Select a

Primary Parent button to select the parent
to whom letters/invoices etc. are addressed.

You will want to select a parent for clients who
are children or clients of any age with a
guardian who is responsible for them.

:Select a Primary Parent:

Sl ———
Normal
First Last
Mother Mirandina Castrolini
Aunt Yolanda Castro
SO/Partner Best Friend
Grandmother Elizabeth First
Click. Select (at left) next to the person who

_Listhe Primary Parent or Guardian of the
client, the one to whom all invoices, letters

zm_lgul/

and emails are be to addressed.

The full name of the 'parent' will appear in

Client/Parent IDs
First/Last| Daniel _—" | castro the Primary Parent field at the Client Data
!ﬂw/ screen and elsewhere. |
_—~fGlationships  First Last CllentiD| 2122 | \ |__NEW Client _ |
Select | Mother Mirandina Castrolini Remove ||~ FirntiLast :7;::'“. l':lltr:ilnl | Castro
Select Aunt Yolanda Castro Remove
Select |[SO/Partner | Best Friend Remove ]\\\
Select | Grandmother || Elizabeth First Remove | If the 'child' is an adult who pays their own
[_Select ][ Son child Castro | [ Remove | bills then click Remove and the Primary
[ Select || |[Anotner Relative Parent part of the relationship will be
removed. The relationship will remain intact!
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:Client Data Help—Features:

Client Category
General Clients

There are 7 categories available for your up to 7 different practices. {m Raton |

Go to the Settings to set up the categories. Think carefully before you do |Gainesville/ Deland

so. It is easy to change them but if you do the previous category will no Phone .

longer be available. |Studen

Organize your clients according to different practice locations and client type. l.r =1

Clients are people or companies/organizations who pay you for services
and/or goods etc.

Click on the Yellow button to view a list of all clients in that category.

Audit Data (Category)

Select a category after every follow up appointment. Auditing the results
of your work is vital for the health and well being of your practice. This is
an invaluable practice management tool.

If the client is not a 'patient' don't check any box incl. non-current.

Re-evaluate the category selected after each appointment.

Check non-current if a client has moved, is seeing another
practitioner or is deceased.

Forms on File
See at a glance which forms you have on file for each client and whether
they are in a 'real' (paper) file or on your hard drive.

Each one of these headers is customizable - change them to meet the needs
of your office. There's a field at the bottom to add a note.

[ CALENDA ] e Calendar ~
R| MowAppt An upcoming appointment is listed !
Wednesday, if one is scheduled. This is accessed from the Calendar.

Hext Appt Dt';'o"‘;";.: 10, 2008 | The date of the last appt shows at the bottom. This is the date of
== - the actual appointment and is taken from Treatment Summary i.e. it

Last Appt| Sun, Nov 2, 2008 is not accessed from the Calendar.
TRACKER | [ew Track] Ciear]
Fallow na Tracker Follow Up Tracker
" Data| Fri, Dec 1, 2006 Keep track of clients and make sure they don't fall through any

SEEE LSS el administrative cracks! Search for all clients who haven't returned for
Check up on (on due date) [T 3 gpacified length of time: i.e. 30, 60, 90 days etc. Or clients with
Due Date | Thu, Dec 25,2008 | ;pcoming appointments as well as those with follow up notes.

ToDos | new Action| Crear|
To.Do List '| To Do List

Date | Fri. Dec 5. 2008 ‘| Keep on top of client tasks from the small ones - like returning calls

= < | & emails to bigger tasks like analyzing or reassessing a case. Use it

riority ™ i| keep track of clients needing daily attention - for e.g. those with an

f:""::* caal_ "'l acute. As with all other drop down menus select the edit option to
| el Rusnptiefne fonn comn customize the menu to suit your needs.

| notes).

-
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:Client Data Help—Miscellaneous:

®

You will see some or all of these buttons at the top of most layouts.

Show all I Show All I Find I Print | Edit Menus l Help Get Help with

clients or the screen or

records in i . . section you are

any section: Find (search) in any field at any screen. S working in or

all clients, Enter a few letters or numbers in one or that the correct || viewing.

all invoices, all || two fields - then click the Enter key or Fater hoe

addresses, all || 'Find' in the status bar (to left). Type the gr' o actan

remedies, first 1, 2 or 3 letters of a first and last the correct || Edit Menus -

all tasks etc. name rather than all of either - it's fast and sy W the ones that

You will then efficient - esp. if you can't remember the ﬁuﬁﬂser of are avilable at

need to go to a || €xact spelling. If there's more than one eoples st i the screen or

list view to client with that name you will be taken to a eagh Ko section you are

view them. list. g working in.
|_NEwclient | client List | DELETE Client | QUIT.Compass |

The New Client . ,

Wizarcé m?kes Client Lists Delete with GREAT gse the Qutft

sure a dupli-cate " . caution. ompass button

client is not Click here to go to d list to close the

created. You
can create a
second client
with the same
name - you'll be
asked to check
before you do
SO.

format to view some or all
of your clients - to find
clients using the

A-Z search buttons.

Separate lists are
available for phone
numbers, emails and
addresses.

Deleting a client deletes all
related data including
invoices, case notes, letters
and remedies.

You cannot 'undo’ it i.e.
deleted data can never be
retrieved. Be very careful
and very certain.

program. It's not
obligatory but it
shuts down in an
orderly fashion,
saving data and
reminding you to
back up.

The NEW button

new Action Items (To
Dos), Follow up note or

Appointment

S create a

-~

The Clear button deletes all
data from the current
client's To Do list or Follow

up Tracker etc.

Quick Email Button.

going to Letters. This
email is saved.

5 Click to Copy
field next to

these buttons.

Click on the Edit
Menus buttons to
edit one or more of
the pop down lists on
the screen you are
viewing. These lists
are designed to stay
with you when you
upgrade Compass.

Miscellaneous Motes

Puotos

Use the client notepad to jot down small
pieces of information: changes of
address, returned emails etc.

11

Insert up to 6 photos for each client. The first photo
appears on the Client Data screen (Advanced View). It is

useful to have a

by phone or to track of growing kids!

photo of a client you work with at times

Account Status
Payment Plan

Plan

Select an account status option
from the pop down menu. Click
plan to track clients in invoices.

Deceased

[e2]

Enter the date for deceased
clients. They are automatically
omitted from most searches.
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:Client Data Help—Navigation Tabs:

SUMMARY DeTAILS SUMMARY ENVELOPE SUMMARY

TREATMENT Case ReMEDY LETTERS PRINT INvOICE ADDRESS
T NoTes T T Book ]

TREATMENT SUMMARY: Summary lists: all visits; all prescriptions. Create new case notes
and new prescriptions. Access the Appointment Timer.

CASE NOTES: Go to the current client's most recent visit.

REMEDY DETAILS: Go to this client's most recent remedy given.

LETTERS SUMMARY: Summary list: letters/emails. Create a new letter or email.
PRINT ENVELOPE: Print a single envelope quickly and easily for one or more clients.

INVOICE SUMMARY: Summary list of all invoices for a client. Create a new invoice.
View a client's Statement, All Payments Due or the Finances screen (see below).

ADDRESS BOOK: Keep your personal records separate from your clients. For friends,
relatives, colleagues and companies you pay for goods and/or services. Send letters or
emails, print envelopes or labels, keep track of birthdays and tasks etc.

TOP TABS

[ NEwClient | [ClientList | Al | | DELETEClient | | QuIT cOMPASS |

NEW CLIENT: Create a new client. COMPASS checks for existing client with same name.
CLIENT LIST: View some clients or a list of ALL clients.

DELETE CLIENT: Delete with GREAT CAUTION. Deleted data can NEVER be recovered.
QUIT COMPASS: You'll be reminded to Back Up. Please do not ignore this message.

)
4
3
E
=)
m
S
=

\Direcrions| Finances | Inventory| Lists Lo | Mamunes | Remeoies | Reports | Serrines |

DIRECTIONS: Keep directions to a client's home for house calls.

FINANCES: From Finances go to Checkbook, Reports, Price List or Payments Due List
INVENTORY: Keep track of your remedies in stock.

LISTS: Referrals, Appointment Summary, Locum Data, a variety of Client Lists.
MAILINGS: Send a mailing (Letters or Emails) to a group or all of your clients.

REMEDIES: Your own Materia Medica. Keep notes/photos from observations/cured cases.
Insert words of wisdom from favorite teachers, books, seminars and conferences.

REPORTS: including: Age & Sex report, Outcomes Audit (the heart of Compass),
Remedy Audits, Complaints Report & Research, Well Being and VAS Research.

DAILY LOG: A list of the clients you worked with today - or yesterday - or the last week.
SETTINGS: Customize everything.

BOTTOM BUTTONS

[ carenoar | Tracker | ToDos | Puoros | Oreanon |
CALENDAR: Appointments are linked to Clients only (not to contacts in Address book).
TRACKER: Keep track of clients who haven't followed up. Find upcoming appointments.
TO DOs: Action Items - your 'daily lists’ of To Dos - one per client.

PHOTOS: A client's photo album - 6 photos per client.

ORGANON: Get a daily dose of inspiration. Or more ... much more - click and see!

MISCELLANEOUS
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:Client Data Help—Summary:

CLIENT
DATA

Think of CLIENT DATA as your 'HOME PAGE' - it holds the most important basic information
about a client including:

Contact details including Category

Appointment snapshot - the last appt and the upcoming appt if scheduled

Audit Data check/entry: check this after each and every appointment.

Forms on file

To Dos

Follow Up Tracker

Photo: a thumbnail of photo humber 1 from a client's main photo album

Account Status

There's no limit to the number of clients you can have in COMPASS

You'll find the pale blue Client Data tab on nearly every layout.

You can click on the Client Data tab in almost any layout to 'go home.'

From the Client Data page you can go almost anywhere!

Client Data will always work whether you have clients in the database or none.

The tabs change when you go to different sections as each section has increased options and
therefore more tabs available to accommodate each sections' various functions.

Some tabs will only work once A New Record has been created. For example:
Create a New Case Note in Treatment Summary before viewing a client's Case Note
Create a New Remedy in Treatment Summary before viewing a client's Remedy Details
Create a New Invoice in Invoice Summary before viewing a client's Invoice/s or Statement

ﬁ"% Top Tips
()| General Clie{ Check a Client Category Box each and every time you enter a new
[_J|Boca Raton | client - even inquiries. Make sure everyone is categorized.
[} Gainesville/| ) ) _
;} Phone Check an Audit Category after each and every appointment with
[ ] students | patients. Check New Client after the first appointment and
Inquiry check/reassess after every single follow up. If you leave it you'll have [{()] no Response
E' Tampa to stop and think first. It will only take a couple of seconds and make No Feedback
your practice audits satisfyingly easy. h

e e,

|_Postcode/Zip | 32020 o Mass Mail [

No Mass Mail - check this box to automatically exclude a client from all future mass mailings
This is useful for non-current clients, the children of parents who are clients already, for families
with more than one child, clients who have requested that you not contact them and so on.

I = o = 233, Tha dosw carm procuce aggrevaliion it fhe perds siresdy atecies. The aritce’ dveares
[ Oncancs | Apsonis OF ThE DAY 17 0o b e oo fad ol sceaca !

+ 10
Sy oy Jultan Wiewies I%3: f tha dose = too large, The frm Scss procuces &= sggeveso-, axcecally = choric disaases

all I»

A random aphorism of the day will appear each time you open COMPASS.
Click on the refresh button to get a new aphorism.
Click on the Organon button to view 5 different full translations of that aphorism side by side.
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:Daily Log Help: @

____________________________________________________________________________________________________ 3

Go straight to the Log from Client 0g

Data (bottom buttons). Select Date(s) for Dally Log
Check for today or yesterday's or
last week's log. Use it regularly to
make sure no clients fall through

your administration cracks. [ust?myi] [‘fmardar ] E Today 3

Uses

Check activities at the end of the day (for that day's activities), at the beginning of the next day
(for yesterday's activities) or at the beginning or end of a week. You'll be surprised to find the
odd client slipping through your (action) net: including clients who said they'd be in touch, kids
with acute coughs, a client who asked for an invoice but you got distracted and forgot to make a
note of their request, clients you had forgotten to charge for an appointment. Checking the log on
a daily basis will jog your memory.

Check the Daily Log for the following activities:
Newly added Clients
Newly added Case Notes - or any additions/changes to current Case Notes.
Newly added Invoices - or any additions/changes including payments to current Invoices
Newly added Remedies - or any additions/changes to current Remedies.

Click on the pink headers to view by most recent appointment, invoice or remedy etc.

:Daily Log:

meg, 12 Mar 03 [ Thu, 11 Sep 08 Sar 15 May D4
)03 Thu, 4 Dac OB wed, B el 03
Wes 23 WIC3 [ Thy, 4 Dec OF $at, 33 Ocy D4

Nigk Angale

@u.nnn Casma

Wirsnga Castrs Faw Carrre

Marilys Asges

Jim Moyt Tus, 20 Jen 04 [ Thu, 22 Sep 02 Wed, 21 Jan 0S8
Cacapon 3 Mok 2L Jan Bd Toa 27 Dac 05 Tea. 2 Cac 08 Wed 21 Jan 04
S50 Hept Jim aad Jana Hept Cacapos Frow Tha, 26 dag 04 San. 31 Dac 05
View | Richld Thirg Bwa. 1 Jan D& Tha, 3 Jan D6 Tea. 3 Jan 06
[View] Castrs Fos, 29 2l 06 -W o8 / $an. 30 Seg 1'
\ 7 P .
Click View to go || The date this [ If you create a new _If you add an If you givg a new
to this Client at |l client was case note or write invoice or a remedy td a client
the Client Data || first added to || 2@nything (even a brief || invoice is péid or work in any of
screen. COMPASS. note) today or today, yesterday || their remedies
yesterday or in the or in the past today, yesterday
past week. week. or in the past
week.
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:Directions Help:

This layout allows you to 'file' the directions for any client in one place where they are always
easily accessible. This is especially valuable for those who do house calls. The same feature is
available in the address book! Save time by looking it up once only!

The following important information is
automatically entered from Client Data:
- name and DOB

- address

- all phone numbers.

Big Print for Easy Trips

You'll notice that the print on this page is much
larger than others. And it's bold too! You'll find the
directions easy to read in a car or straight from your

laptop for those 'road warriors' amongst you!

On-Line Maps

Copy the web address of your
favorite web map or maps into
the Go To Website fields and
Compass will take you there via
Internet Explorer when you
click on the headers.

Make sure you are online when
you click on the headers.

Map
Sl I3 . -
L4 -
upmt g ] i‘-n\l | .
§ wenw " ' ; E—a ] 3
| me=n ] i
1 P £, 8 =1
L - -y + ] 2 gt
- ¥ ool S ”
L 1 - -
whp o wmen
T L "
- - -
-1 L -—-lrn.:-! 1 \ P a e
L 2 -—.!
L ] M
CaOlE . ™ ‘I' ] l'l "'l
B » ! i -
- L I
s "pee g et B
- . ‘ —_
- - i, — i
PR o =
- .- . L
- - % -
-
—_re & A —_
=217 g v W -
- ! R

Directions to Client ant opail By ]
CLEiwT /
DaTA

| FULL NAME Miranda Castro g

| PARENTS #idel & Carmen

|__POS/AGE Jun 7, 1931 73 [l sre |
3501 M Federal Mighway, # 201
S yort Lauderdale, FL 33306
| PHONE it 954 532 3636
_ FHONE W. 954 564 1106
CELL 954 732 8620

drramg dorws Lares on the iwforeel
gy The web address ul puee
faverds rmap wle or siles
inte the Ca Te Website falds .

] hiztp-//maps. yahoo. com)'dd warw b b ones led To Ve infernel

GO TO WmsITR | hiTp /o mApGuett com drechons) | than ik on the Co te Web betitnar
[Dstance: 11.70 miles -
Total Estimated Time: 17 minutes

1. Start out going WEST on NW 28TH PL toward
2, Turn LEFYT onto MW 7TH AVE, 0.1 miles

3. NW 7TH AVE becomes NW 37TH ST. 0.1 miles
4. Turn RIGHT onto NW STH AVE. <0.1 miles

5. Turn RIGHT onbo W SAMPLE RD/MNW 26TH ST, <0.1 miles

6. Turn LUFT onto MW STH TIR. <0,1 miles

7. Turn LEFT onto W SAMPLE RD/FL-824 E/NW 26TH ST. 0.2 miles

B, Marge onto 1-05 S towand MIAMIL. 7.0 miles

9. Take the SR-816/0AKLAND PK BLYD exit- EXIT 31. 0.4 miles

10, Merge onto W OAKLAND PARK BLVD £/FL-816 [/NW J15T ST, 2.7 miles
11, Tuen RIGHT onto N FEDERAL HWY /FL-5 S/US-1 S. <0.1 miles

12. ind at 3051 N Federal Hwy, Fort Lauderdale, FL 333061403 US

TTH AVE. <0.1 miles

Copy an internet Map and paste it into the map field in COMPASS

- Right click and select Copy Image
- Ctrl + V to paste or right click and select Paste Bitmap or ...

Insert Format Records Scripts  Windoy

Save the map to your desktop
(Ctrl + S or right click and select Save)

Go to the Insert Menu, select Picture & QuackTime. ..
locate on your desktop & Insert Sound...
Ede...
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:Emails Help—Get Set Up:

SETTINGS

You cannot 'receive' emails into COMPASS - you can only send emails.

Go to Email Settings to get set up. Click on the Settings button - bottom right of the Client Data
screen, then click on the Email button. You'll find helpful directions there.

You must enter the following information in order to send emails from COMPASS.

Outgoing SMTP Host: Type your outgoing =
mail server here. Check the ISP (internet _l— [ > ISP List

service provider) List to make sure you Outgeing SHTP Host ey
have typed the address correctly with no — = e I

spaces etc.

From Email Address: Type in your own A4— From Email Address | emad@mirandacastro.com |
email address.

Authentication: Leave it set to 'None' |~ Authastication Type [ None v
unless authentication is required. Call Tech- Username
Support if needed. Password

Send Test Email: Check your emails are working by sending (yourself) a test email. |

l ] Entes your 'Outgeing SMTE Hest', 'From Email Address’ and a signature (name and
Send TEST Email contact details) above then send a test email (to yourself] by chcking this butten,

Email Signeture
MIRANDA CASTRD. Momecpaitnie Conmultere

Malling: 4474 NW Lst Ave, Gainesvile, FI2607
Gainesville Officer 1801 W Lith Read, Gainesville, FL 32603
Boca CfMice: 25459 Surey Lane. Boca Raton, FL 33496

Phena: 352-505-8545

Emails: mirandacsst-oc@cox. nat

Website: www.mirancscastre.com

-
=

(|

Email Signature: It will be inserted automatically into all your emails.

You can type as much information as you like, including a pithy quote and a 'legal disclaimer.'
Bear in mind that many people do not scroll to the bottom of emails so you might want to keep it
relatively simple and clear.

You cannot format the signature except for adding bold, italic or underlining.
All emails (including the signature) are sent as text in Arial.

Deluy Settings
Thasa sattings creata gaps or dalays whan sending mass mailings. Thay will disconnact and
reconnect ko the mail server (according to the settings Below) to bypass spam blockers.
Call your Internet Provider Tech Support to get help with this If your spam filter or firewall are
placking autgeing mass amailings and you are nok sure how te set the dalays.

Stop/ Restart after this many addresses | 10 Set to 8 high enocugh number to bypass
Defay between stop and restart | 00:00:30 spam filters. Enter as HHIMM; 55

Delay Settings: These are for mass mailings - in order to bypass the spam filters of some ISPs.
If you have difficulty with a Mass Mailing then check your firewall isn't blocking outgoing mass
emailings and set the delay for 30 seconds (00:00:30) every 10 addresses. If this doesn't work
you'll need to call your ISP tech support for help.

Tip Keeping track of emails can be a challenge - it's worth setting up a simple system for emails
and phone calls in between appointments. Create a new 'case note' for all the emails and calls ...
enter today's date (Ctrl or Cmd -) before each entry.

COMPASS cannot 'receive' emails - it can only send emails. See also Letter Help
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:Emails Help—Send an Email:

e TTIIAMNT Case RemEDY q LeTTens Ij Pl From Client Data click the Send
SRR |E e e P Suendany button next to a client's email or

— — the Letters Summary tab and
fam ) 233-130-3342 - | select New Letter or Email. Either way you'll
( . ethird @warlock.com _Copyl) ; z
! ' . : get a message asking if you want to create a
Wabsita | www.richd Click to copy an email to || new letter or email, then checking whether you

your clipboard - paste it | | want to write to an Adult or the client's Parent.
into any other program.

————

Sent Details enter here after Attachments: Attach (or Use the Copy buttons to paste
an email is sent. If there's a detach) a file from your information from that field into
problem check here. V4 computer to an email. an email or any other program.

From = mirandacastro@cox.net
To|
Subject “

COMPASS

Enter a
Email \
c nd 4 TEST T T s
Enter a Subject then ... Send CaSiscorinat | [~ oo B Rl o] o o
. Email to check e %_—
F y 22, inesville:
select a Template by hOW it |00k5. It | View || May 4, 10 |Biank Lettar: Aduit Invoice resent m_
clicking the Select will be sent to View | May 2, 10 |NPL West Paim Beach {Parent - for child) ]

2 View | Fet 4. 08 |Email to Parent #3 m
button ... that template YOUR email View | Jan 20,06 |Aspt confirmation WP (Adult) ]
will 'load" into the body of | |2address and/or
your email. If you have Print Email
typed ﬁny}:hlng into the if you want a =
email it will be replaced. copy on file Template Title |

NPL Adult: Gainesvilie View/Edit This Template | [T |~
and/or Select || NPL Adult: West Palm Beach View/Edit This Template Eﬂ
Once you have selected a [T — ViewiEai This Tempiate | [
template you can edit it Send THIS Select | NPL Parent (lor chid). West Paim Beach View/Edit This Temoiste | [
as much as you like. Email to your —— e |
client. Wost Paim Beach: Agpt confirmation (Adult) View/Edit This Template | [
= - confirmatian View/Edit This Template
Paste in the Next Appt T —_— — e s
for Appointment |_Select | zBlank Letier: Adut View/Edit This Template | (]|
confirmations.
MIRANDA CASTRO, Homeagpathic Cansultant
Gainasvite Offce: 1801 NW 11t Road, Ganeavie, L 32605 | There's no limit to the number of
Malling Address: 4474 NW 1st Avenue, Gainesville, FL 32607 ] 12 ]
S —— “| templates you can write. Click the

I T o i i = Add/Edit All Templates button to see all

your templates, to edit them and/or add
new ones. Name them carefully to make
it easy to find the one you want.

IMPORTANT NOTES: All emails are sent as text in Arial.
You cannot format emails sent from COMPASS (except for adding bold, italic or underlining).
You cannot receive emails in COMPASS.
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:Internet Service Providers:

The ISP is the company you pay for your Internet Service - it is not necessarily your email
company but it may be. If your ISP is not listed here ask the company who provides your internet
service for the exact address of your outgoing email server.

AOL: smtp.mail.aol.com

Adelphia: mail.adelphia.net

Ameritech:
mailhost.det.ameritech.net

AT&T: mailhost.att.net

AT&T Global: smtp1l.attglobal.net

Bell internet highspeed (Canada):
smtp10.bellnet.ca

Bell south: mail.bellsouth.net

Bigpond.com (Australia): contact
service provider for Settings.

CableOne: mail.cableone.net

Cablespeed: mail.cablespeed.com

Charter Communications:
smtp.chartermi.net

Charter.net: smtp.charter.net

CharterTN.net: mail.chartertn.net

CharterMI.net: mail.chartermi.net

Cinncinnati Bell/Fuse Dial-up:
smtp.fuse.net

Coax.net: smtp.west.coax.net
(or east/central)

Comcast: smtp.comcast.net

Cox: smtp.west.cox.net
(or east/central)

Earthlink: smtp.earthlink.net

Etisalat (UAE):
smtp.emirates.net.ae

Epix: out.epix.net

Erols: smtp.erols.com

Frontiernet.net: smtp.frontiernet.net

Fuse: smtp.fuse.net

Google: smtp.google.com

Iquest.net: mail.iquest.net

ISP.com: mail.isp.com

Juno: smtp.juno.com

Megared (Mexico): contact service
provider for Settings.

Mindspring: smtp.mindspring.com

MSN: smtp.email.msn.com

MSN.DSL:
secure.smtp.email.msn.com

NEBI.com: mail.nebi.com

Netcom: smtp.ix.netcom.com

NetZero: smtp.netzero.net

OOL (Optimum Online):
mail.optonline.net

Pacific Bell (Pacbell):
mail.pacbell.net

panix.com: mailhost.panix.com

PeoplePC: smtp.peoplepc.com

Quixnet.net: smtp.quixnet.net

RCN: smtp.rcn.com

Road Runner(NYC): smtp-aserver.nyc.
rr.com (for other states,
contact Road Runner)

Rogers Hi-Speed (Canada):
smtp.broadband.rogers.com

SBC: smtp.sbcglobal.net

SBC Yahoo:
smtp.sbcglobal.yahoo.com

speakeasy: mail.speakeasy.net

Spectrum DSL: mail.webstable.com

SprintLink:
smtp.a001.sprintmail.com

Spryne: mé6.sprynet.com

Starpower: smtp.starpower.net

Sympatico:
mailhost.sk.sympatico.ca

Telus: smtp.telus.net

UMBC: smtp.gl.umbc.edu

USA.NET: mail.netaddress.usa.net

US Internet: smtp.usit.net

The-Beach.net: mail.the-beach.net

UUNet: mail.uu.net

Verio: smtp.veriomail.com

Verizon: outgoing.verizon.net

Verizon(alt): smtpout.verizon.net or
outgoing.verizon.net

Wide Open West:
smtp.mail.wideopenwest.com

X0 Communications:
mail.njd.xo.com or smtp.
concentric.net

Yahoo: smtp.mail.yahoo.com

Yourlink.ca (Canada): contact service
provider for Settings.

Ziplink: smtp.ziplink.net
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http://ISP.com
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http://smtp.mindspring.com
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http://secure.smtp.email.msn.com
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http://smtp.ix.netcom.com
http://smtp.netzero.net
http://mail.optonline.net
http://mail.pacbell.net
http://panix.com
http://mailhost.panix.com
http://smtp.peoplepc.com
http://Quixnet.net
http://smtp.quixnet.net
http://smtp.rcn.com
http://rr.com
http://smtp.broadband.rogers.com
http://smtp.sbcglobal.net
http://smtp.sbcglobal.yahoo.com
http://mail.speakeasy.net
http://mail.webstable.com
http://smtp.a001.sprintmail.com
http://m6.sprynet.com
http://smtp.starpower.net
http://mailhost.sk
http://smtp.telus.net
http://smtp.gl.umbc.edu
http://mail.netaddress.usa.net
http://smtp.usit.net
http://The-Beach.net
http://mail.the-beach.net
http://mail.uu.net
http://smtp.veriomail.com
http://outgoing.verizon.net
http://smtpout.verizon.net
http://smtp.mail.wideopenwest.com
http://mail.njd.xo.com
http://concentric.net
http://smtp.mail.yahoo.com
http://smtp.ziplink.net

:Envelopes Help:

You'll find Envelope tabs or buttons in all the
obvious places ... at Client Data, the Letters
Summary screen, Invoice Data Entry, Follow up
Tracker, Address Book.

Address Book | Business Card | Calendar | Client Data

" LETTERS PRINT INVOICE ADDRESS
SuMMARY | ENVELOPE | SUMMARY Book '
L e
Imvoices | Labels | Letters

Go to Envelopes Settings to select the size of envelope you use most often.

CLIENT DATA M Click a button at left to set your default
ENVELOPES cs Tt Sonal envaelepa (tha size you use maost oftan)
Click to go te Your chosen one will be the one your
envelope DL International printar will automatically select
ENVELOPE SIZES | Envelops - 910

® 10: 4.12% % 9.5 (109 mm x 241 mm)
CH: 9" x6.5" (162 mm x 229 mm)

DL: 4.313" x B.623" (110 mm x 220 mm)

it any time.

| ENVELOPE: TEXT Field
| Fromi Your Name

There are 3 choices of envelope: # 10, C5 (US) and DL
(Europe). Click the size you use most often and COMPASS
will automatically selected it as your default. You can change

an airmail 'label'.

The International options print the country and

| 55 Your St
| Happy Haven, FL 33333

| you.

While you are at the Envelopes settings layout type in your own
address into the return address field - or insert a logo if you have
| one (a jpg or png etc.) If you have envelopes with your return
| address already printed on them make sure both these fields are
| empty. You'll find more detailed instructions at that screen to help

Frami Yauw Aeme
35 vour Bt
Waven FL 33333

=-apsy

ILIZAQET™ FIRST
HOUSE OF WINDSOR
WINCSOA CASTLE
WINCSOA. 314 LW
uK

:OL Envelope—Int'l:

| Fsd | Printons ] Pratall | selp |

SIMGLE

CLisny
| MaiLmes

" Iwvoice ]
Darta

| COMPASS
(S | vonce | 5% |

|_Mame |Ehzsboth Miret

.10 |
cs
oL

Istarmstienal
Irtarnstensl

Notes:

and envelopes etc.) addressed to the client.

Once you are at the envelope screen you can select another size temporarily. In order to change
your default envelope you have to go to the Settings screen to do so.

If you entered one or both parent names COMPASS will automatically address the envelope to the
parent. Remove the parent's names (in Client Data) to have all correspondence (emails, letters

Check in the status bar that there is only 1 found record OR in the second print dialog box select
Current record from the menu unless you are printing more than one envelope in which case
check the correct number of records have been 'found'.
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:Financial Reports Help:

_ Click on the Financial Reports tab to go to the Reports screen.

Finances These reports will make your life easier when it's time to file
— your tax return, to pay your Sales Tax, or to check how your
Click on the Finances || :Fina business is doing on a monthly or as-needed basis.

button at the Client
Data or Invoice Data CLIENT INVOICE PAYMENTS
[ T SUMMARY TMT Due List

Entry screen. Data
:Financial Reports: L
Cuzewr Sales Summaries list services and/or
— ,groducts that you have issued invoices for
INCOME REPORTS & SUMMARIES ut not yet been paid for.
[El Sales Summary by Category: Month or Year Totals - by category - of all ’ i F :
[}] Sales Summary by Category: Dates specified | Products/services invoiced. Income Lists report on invoices that have
been paid.
[B] Income Summary: Year to Date (YTD) | Totals _pﬂd for year to date. |
[B] tncome List: Month or Year |l M0se the Credit Card reports to track these
List of all products/services paid.
[B] Income List: Dates specified B payments, to see what percentage of your
[l Sales Taxes: Month or Year e e— “1|}| | income is from cards for example.

[B] Credit Card Income: Month or Year “The Expense Summaries report from the

[ I

Credit card payments. y 7
[P Credit Card Income: Dates specified o /r ;heCkbOOk entries.

EXPENSE REPORTS & SUMMARIES - from Checkbook /There is_also a ledger that lists all
B Bepancos: Bummary: Montivor Ve Totals - by cotegory - of /A | trangactions (income & expense) and
T i e oo s e uans_actsryf a glistom search facility.
"

[¥] Transactions: Month or Year All checking transactions l)édingi
[P] ALL Transactions To Date deposits. |

Click on the arrow next to any
"Aledger” of every transaction: ‘ report to be taken to a simple

o search screen with instructions.

> Enter the month and/or year - or
I AL G Define your search crteris. _/~ ” custom dates and click Continue.

. All Transactions: Month or Year

| | viewns: [ = B B |

ist for March 2009: Ter——TTTo
s SRR NOWS ) C@MDASS
mxfUsethe _ Hclick Preview [ 2= = Month  Vear
TR :l?eostaet)tjlsnbar to go to Print 2= .
13074 Mar . 100.00 Chack
o AT Preview where | wu ces
= s i you can either | 2= ceace
wes ued VGNY HINE print, create a | uw cw
13673 | Mar |tems are in pdf or export 75.00 | Credit
- the report. to an excel e onn s Use the scroll bar (right side)
] Thereare 78 He' oL Evit  esleeke to scroll through long reports
s _ied iN this one. Preview to 0000 owkley quickly and to view the bottom
:.31:: zn.un 2158 return to the ::zm Iine!
13086 | Mar12.09 2089 report itself, 100.00| Cresit C
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:Financial Reports Help—More:

At the Print Preview screen you can
use the rolodex to scroll through the
pages ... here you can see that you
are viewing page 3 of 3 pages in total.

You can create a pdf of
the report, export the

data to an Excel file, or
print a hard copy.

a

.

S

‘Income List for March 2009: Click Exit Preview to return to the

previous screen (where you can
click the Financial Reports tab to to

[Iveé  Date Acct  Name

Company back to the main Reports screen).

14046 | Mard1,00 | 2208

14082 | Mar3108 | 2217 2000 Cash
14063 |Mar31,00 | 2218 4000 Cash
Total Income 7.905.20

:Custom Report Search: Hel

Custom Searches are an Advanced Feature.
Use this to find specific financial information.

You can only enter fairly simple pieces of
data here in order to get information. For
example: a client's name to view every
single transaction for one client, or a product
code to view how many copies of a book or
how many tubes of a cream you have sold
and so on.

This feature is not fully developed at this
point in time so don't hesitate to ask us if
there's something you are trying to find and
cannot work out how - we may well be able
to help you.

Please let us know if you are using it and
how, what works for you and what doesn't
and/or how you would like to use it so we
can develop it further.

| _click Continue (at left) to Get Your Report |

Transaction ID Charge is an invoice line item

© 2006 Miranda Castro. All Rights Reserved

Record Number Checking is a
Transaction Type I isani
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:Follow-up Tracker Help:

This feature alone will pay for COMPASS in just a few short months by making sure clients don't
fall through any inadvertent administrative cracks in your office.

Use this feature to keep track of clients - to make sure you follow up with them and/or they with
you. Clients always appreciate our keeping in touch with them and it's fantastically good for the
health and well-being of your business.

=

[
/@ Lew Track{Clear] |O] Click the blue New Track button to
e Follow up Tracker g auto-enter 'today's date', then select

Click on the Tracker Date  Wed, Dec 26, the relevant iFem fromlt_he tracker
tab to go to the Follow menu and a 'due date' if

up Tracker screen with appropriate.

.L_Qpphtmt booked

multipl rchin ARPR FUNCE = Wi ca [
HiEpe Searching As needed Click on Edit Menus (top of screen) to
capabilities. Check up on (on due date) add an item to the list
Check up on email sent
Client checking in (on due date)
Client lost
Client moved
Client transferred -
Email sent S View all your clients birthdays
:Follow up Tracker—Find Clients: [ Fee_] W / by clicking here.
EHEHs A e
I Click here to find all clients with follow
Follow-up Tracker | Finp AL Cuients with FoLLow up NoTes up notes. All searches at this screen
will take you to a list view.
To limit any search Appointment Tracker - for Upcoming Appointments., |
at right to one group \4
e Find with upcoming app Tooay No More No Shows
practien), FERET TonomRow Find clients with upcoming
category below. Tec Wame appointments and send reminders.
[ Clear A Categories | One MonTH You'll cut your 'no shows' down to
FATERYA Specify a numberof days | 1 |Davs virtually nil overnight.
(not pt) |
% 7:__:: Tracking Clients Without A Follow-up Appolntmgat
§ Soinsevifle Find clients who haven't returned for over: (3 Monms | || VO More Falling Thro' Cracks
Olﬂ 6 Monns Find clients who haven't been back in a
X e e :;‘W"' while and send them an inquiring letter
Olvomps | o or email. Invite them to let you know
Sooallys meterardue |1 (B how they are doing. You'll be surprised
Check this box to =
o e at how many did not return because
e LTy g 8 R S \_ | | they are better.
mm;.mlu Find clients who've had an appt. within: 3 MonTHs ‘\ |
dlient), or clients you 6 MoONTHS
. o oo | 2 Mo s \ Keep In Touch with New Clients
e 0 Eae T Bt — Find clients who have been in fairly
oy wlstan Specity s mumberofdeys [ 1 |[Davs recently and check in with them to see
[ Note: All searches exclude D d Clients | | how they are doing.
Limit a search to a certain practice or group of clients.
Check the list at the next screen and then go to the Mass Mailing to send out emails or letters.
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:Follow-up Tracker Help—Results:

Toggle between this screen and the Contact Click on the pink Use the Date of Last
Details list (with phone number and email) or headers to sort the || Appointment to help
the Appt Details list (with last and next lists by follow up decide what to do
appointments). Or view addresses by clicking the | | note, date or name | | about following up
Lists button and making your selection there. (first or last) etc. with a client or family.
B !
\ HEFRL |
:Follow up Tracker List:  Lshoyan] \rmd | PrintList | Help mm C@M DAqS
WII’
(%:;:*Trm i n::::uT““T...m]
Find All Clients With Follow Up Notes ] '
ml FirstName | LastName | [ Parents | [ DateEntered Follow-up Note. | FuDueDate | Dato last appt |
View | NEW |[ ] Elizabeth First Henry & Anne May 22, 2010 | Check up on (on due date) | May 28, 2010 |_Gl_l'_ Jan 10, 2006
[View | NEW ][] Miranda Castro Dec1,2006  Check up on (on due date) | Dec 25,2008 [Clear] Nov 2, 2008
[View [ NEW | [ Randini Castro Check up on (on due date) | Apr1,2008  [Clear] Jul 6, 2006
[View | NEW ][] Nick Angelo Marilyn Angelo Jan 29,2006 Appt canceled - will call [Cioar] Mmay 20, 2004
[View | Wew || Randini Castro Fidel Castro As needed [clear] Jui 16, 2005
@Eil JAngela Angelo Jim Hoyt Jan 29,2006 | Check up on @Jun 29, 2009
|_ yd - _"""‘"---..__________- l‘
Clitk View to. You can clean up your data here. Click on last name to
see this client's || see all members of a family. Check NMM (no mass mail) | | Click the Clear
details at Client | | for one or more kids if you their parent is a client so button to remove
Data. they do not receive duplicate copies of your letter or 50|t|0‘»f‘v up Trachke;
) email. ata from each o
Click New to add the three fields if
a Follow up Note | | Toggle between this screen and the address lists to following up is no
- the date inserts | | double check where you have more than one family with | | longer relevant or
and the note the same last name. necessary.
menu pops
down. Sort by Follow up note and make sure NMM is checked if
a client is lost or has transferred to another homeopath.

:Appt Tracker—Appt Details: [_printist [ print Cards dup) | Print Enveiopes [Printiabels | Heip |

[ o= TrmTW"'T S | oy | B | wdiine | [t | (S

[First Name ] Last Name ] ] Last Appt | Next Appt__ | |

View | Elizabeth First Henry & Anne January 10, 2006 Windsor Castle, wingWindsor, Berkshire SL4 1N
View | Miranda Castro November 2, 2008 1401 S Ocean Bivd, # 405, Pompano Beach, FL
View | Randini Castro July 6, 2006 4474 NW 1st Avenue, Gainesville, FL 32607
View | Nick Angelo Marilyn Angelo May 20, 2004 123 End of the Rainbow, Heaven, Hi 12666
View | Randini Castro Fidel Castro July 16, 2005 4474 NW 1st Avenue, Gainesville, FL 32607
View | Angela Angelo Jim Hoyt June 28, 2009 532 Pear Tree Lane, Fruity, KS 10101

View | Jim Hoyt July 11, 2005 PO Box 358, Great Cacapon, WV 25422

View | Odessa Hoyt Mother Betty December 31, 2005 1234 nw 1st avenue, toronto, FL 12345

At the Contact or Appt Details screens you can print these lists and also print labels, envelopes or
cards. The postcards are for veterinarians who do not have to worry about client confidentiality or
for communications where confidentiality is not an issue.
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:Forms Help: @

:Case Notes: | Copy Appt | Copy AN Appts | Prist Appt | Priot A% Appts | wetp |

Cumnt | Treamment | CASE
rmn SuteMARY Nores

Wedrssday
December 26, 2007
VAL B | D

These 'forms' are based on the medical background sheets I send to clients before their first
appointment. This part of compass is not fully developed yet and so you may wish to think twice

about using it. If you do use it please feel free to let me know how and what improvements you
would like to see.

You can access the forms from the Case Notes or Case Details screens.

{Medical Background Form—1: "= [ =t s
Form 1 includes mostly childhood = =] _
medical information as well as — e
accidents/injuries/surgeries.
C) 3 Opomsmme Sy z

Form 2 includes a family's medical
history. There's a place to list previous
treatments although you may wish to
keep list this in the Case Notes.
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:Inventory Help:

FINANCES | INVENTORY | LisTS (Inventory]

This inventory is designed to keep track of your personal stock cupboard ... of the remedies you
have available/in stock. Get to it from Client Data (bottom buttons) or from Remedy Details (tab)

ﬁ

Go to the Inventory Settings screen first and type in the most frequently occurring potencies in
your stock. There are 30 'headers' for you to customize.

| Select Potencies | 6% 13 _l6c [12x J12c J15c 30 [30C |100%|100C]|200X|200C/1M _[10M [S0M |

e Juma Jemz oM fom4e oms [umes [umz ums [Lme (uao] | | |

Customizable headers for the potencies you keep in stock
Tha potencies you type in here wil appear automatically in the Inventory layout

Click Remedies in Stock to see your whole list (see the Roladex for
number totals). Click one of the letters below to quickly find all As

.' (i.e. Aurums or Arsenicums etc.) without having to search and type!

< =B

:Inve: [show an

LaL |[a]sjclofe]Fs]nl ki minjolpfalr]is|rulviwixfyiz|

A A A A A S =) |==spootoecusscasooaoooaouoems e

o) 5 ol e a3 | ] | | ;
e T TTT] T - ; —
Absin, | Absinthium = 1 OEEE T T T 3 Clowr |
Acet-ac. |Aceticum acidum M 1] [1] 2 | 4 Clear |
Acon. Aconitum napeilus 1|1 |2|1 3 2|13 14 c_-:
Act-sp. | Actea spicata 1 1 Clear|
Adren-c. |Adrenal cortex m | 1 1 Clear |

Type the number of bottles that you have in stock for each remedy. Your initial 'data entry' may
take some time depending on how many you have but you'll only have to do it the one time.

IMPORTANT: Check the Remedies in Stock box for each and every remedy you enter.
Use the Notes field to enter odd or non-standard potencies in stock.

Tip: set up a system so that all new bottles ordered from the pharmacy are entered into the
inventory first, e.g. a green or red mark on the label to confirm inventory entry.

( Grand
A 2 i ! 3| |3 Total
80 (102|251 | 19 [209] 1 [45[515] | 5 | 5 |420|182 140 ] 40 | 31 \| 2024
Click the Remedies in Stock button then scroll to the very bottom of the screen (use t roll bar

at right) in order to see the total numbers of bottles for each potency as well as a Grand Total.

These are one of a homeopath's few 'assets'. I have my bottles currently insured at a
replacement value of $20,000 (in case of fire or theft). If I ever retire I shall sell or donate my
stock of remedies. Documented, donated items are a tax write-off.

Notes: This is a basic (simple) inventory list. i.e. it is not a complex sales inventory:

You cannot record which pharmacy your remedies are from nor the sizes of the bottles.

The number of potencies you can keep track of are limited to 30.
The remedy list provided with COMPASS is fairly complete with nearly 3400 remedies. You may
add remedies (see Materia Medica Help).
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:Invoices Help:

:Client Data: (Show AN| Find | Print | Help |

- March 1
CLIENT |\ “Trearment | Case Remeny | LETTERs PRINT Invoice ) ADORESS
_ SUMMARY NoTEs _ DeTans SuMMARY | ENVELOPE N SUMMARY Book
First/Last | Miranda [ castro | Mext Appointment | Client Category

Click on the Invoice Summary tab at Client Data to view a list of a client's invoices.

You can create a new invoice here. You can also access some of the other financial-related
features of COMPASS including a Statement for that client, the Payments Due List or the main
Finances Screen where you can get to the reports and the checkbook.

To create a New Invoice Use the Account Status pop

click the blue button. You will | |down menu to flag clients with glggutﬁglner(::thggg mgnt

be taken automatically to the special needs. It's nice if 'low cost' Payment Plan box and use
Invoice Data Entry screen. patients don't have to,ask at each the field below for any
There are just 3 fields to fill appointment. It's also\helpful to special notes regarding
out to complete a new know which clients nead to pre- their payment schedule.
jinvoice. pay.

\Invoice Summary: | Showall | Find | Print

"\ Cuent Y Trearment) INVOIcE
DATA SUMMARY

|DOB |Feb 8, 1558 |45

\ Name| Elizabeth First
[0 [1 Payment Plan

\Parents| Henry & Anne
Cdmpany

! [ Card Details _Credit Card Number Expires Code  Name on Card ccZp  HomeZip |
Visa 4244 8976 67578787 0910 344 _ Elizabeth First 23232 SL4 1N

NEW Invoice | | Elizabelh Fist: Visa - 424 8076 6757 8787 - Exp. 0010 - Security Code 344; Zip on co statements - 23202 _|
Date Amount  PaymentDate  Amount "\ Due Due/Paid/Write O Payment Method  Write Of
(Mo | 2u1 16, 10 371.89 $71.89|®Due OPaid OWrte Off |  Cash me
[View] 1ul 16, 10 - . =

IMPORTANT: Before entering credit card details check you are legally compliant.

The laws vary from state to state in the US and from country to country with
respect to whether you can store credit card data. Or not. In the US, for e.g., if you
are held responsible for credit card fraud it can cost $50,000 per incident in fines.

If you can store this information then fill out the yellow highlighted fields (above).
The type of card enters automatically. This data appears automatically at the
Payments Due List and at Payment Data Entry.

Data storage ALWAYS involves data PROTECTION.
Protect your database AND computer with different passwords.

L

The Total Amounts you have invoiced, the totals paid and any write-offs
(unpaid invoices) show up at the bottom of this screen. These summaries
are particularly helpful for long-term clients.

‘-‘ \--..
/ \
/ \ L
TOTALS Total Involces —Total Payments  Total Due Write OFf Total WO
[ 749.89 | | 7a9.89 [
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:Invoices Help—Making Payments:

GETTING SET UP || :Invoice Data Entry' | Fad | mitons | Piniae NN weo | e
Go to Price List || G | Tuvotcs e s [ [ =R
s ENVELO!
(bottom button) to — s -
add products Name | Elizabeth First | DOB [Feb 8, 1558 |45
and/or services. Parents | Henry & Anne [D]1 et e e
Company i Windsor, Berkshire SL4 1N)

Go to Invoice
Settings (bottom involce Date/Number  Jul 16,2010 [0 14985| | Account Status

button) to add up [<<rmst | <prev |[ERN of MEMN[vext> [ iasT>> | = PaymentPlan ~ :©Due OPaid © Write OF <
to two Tax rates.

Go to Edit Menus e Invorce Data EnTrY [ DATA EnTRY ExPANDED |
to add the amounts Tax Total
most frequently e
paid to you.

Entering Data is
quick and easy:

(|| Note for| Plan 4] 350.00
1. Fillout the 3 /]  EEEE— I s
yellow highlighted -1 WA / a::-::
. R — X
ﬂelds..A menu pops 1 i, —
down in each. O Casn ) 3T  AmountDus 378.00
Select one and data e =
will pop into
relevant fields. A

[ Elizabeth Fi:s.t Visa - 4244 BD?BB?&?&?B?-EXp.OMD/—MCadaMd; Zip on cc statements - 23232

You can change the tax |e PaymentType -~ Chock# Payment Amount |
rate for a 'current' invoice - il JuiPq  peyimrun |
just click on the tax header i Make Part Payment
to do so. It will change [

BACK to your 'default’ tax
rate for the next invoice. “

=

Making Full Payments: For single payments click the Pay in Full button at this screen and click
'ves'. All relevant data will automatically enter into all relevant fields. The payment status for this
invoice will say 'Paid' at the top of this screen - before being paid it says Due.

Making Part Payment | |Ascount Status .  Subtotsl 250,00
The Plan checkbox (next to Payment Plan —J4x (8 6.255 o) 0.00
Account Status at top of PaymentPlan =~ - Total :::-;
screen) must be checked. '1""*“ 550
Click the Make Part Payment Preferred Payment Type | |Payment Status
and you will be taken to Cash [w! /D Due & Paid _ Write ON

another screen where you can
enter the Payment Amount
(and Check # if the payment is
a check) and then click Make
this Payment button.

COMPASS does the rest. The
Payment Status continues to
read 'Due' until a full payment
has been reached.

© 2006 Miranda Castro, All Rights Reserved COMPASS Heip Manual: December 2008 ... Page 48




:Invoices Help—Payments Due:

:Finances:

CuLient
DATA

Sooman TWFAM PR

You can get to the Payments Due screen by clicking the Payments Due tab from:
- Client Data: click on Finances (bottom left of screen) and then Payments Due tab
- Invoice Summary or Invoice Data Entry: click on the Payments Due tab

| Eind ALL Pavments | Eind Credt Cards | Eind Checks | Eind Todavs | print Payment

:Payments Due:

[ CuLiewt "m © WRe
I DaTA Duu ENTRY OFFs
. _ First |Mnm Crudit Card Number | Expiry ZIP Veods | nmmnm

View | Rickard Therd ! ":mos 25000 Caak

View | Mrapngds Cavtro |Mrends Cantrs | 4507 X0 | 0062 | 000 | I Dec 08| 106.26|Camh

Ve
Click the Pay Full button once only to pay an invoice in full. All
payment data will auto-enter including, date, type and amount.

If you click the Pay Full button twice by mistake COMPASS will
enter a second payment of 'zero' - go to the Invoice Data Entry
screen to delete that payment. S

.

Paymest Date  Payment Type Chock & Prymemgmount
December 7, 2008 Cash 250 -
Decembar 7, 2008 Cash 0. i)

At the Payments Due List you can 'filter' the payments (yellow buttons at top of screen) and view
all Credit Card payments, or Check payments due or just Today's payments.

For clients who pay by credit
card: a red EXPIRED
message overlays their
number if they card
information needs updating.

Click the Payments Due: Part tab to go to a screen showing only clients with payment plans
and make multiple payments there (for more than one client)

The Payments Due: Full tab shows only clients who are paying in full.

The main Payments Due: All screen shows both - if your clients pay in full each time this is the
screen you will use and you won't have to worry about the others. If you have clients on Payment
Plans then you'll want to use these tabs more carefully.

_-ém|£ﬁ_gdsn|mn_q-|_u]w_] Help |

]m:mmm

Paymant  lethod Dats Paid FPaid Status

At the Payments Due screens

the figures to the LEFT of the

cFj‘ay Full button are amounts
ue.

" WRITE
OFFs

| o Dus O Pad |
After clicking the Pay Full 7%.00] Cevh | 7Dec6/®0us O Pad|
button the Amt Due becomes
0.00 and the full payment, IS ———
method and today's date auto- Ii_- RITE ] DR Soter Pavment Dets
enter to the right of the Pay B orrs | [umances |

Full button - the Paid Status

 Imw Date | Amit Due

Praf Mathod | Approval

changes from Due to Paid

7 Cuc 04

-0

Cask

Faymant  Methed DOawe Paid Faid Stilus

Fay Fa

| 3pec08
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Cashk

br,' Fu

280,09  Cash

T Cuc 08

_Dua & Paid

.00 Cae

| 7Dee 08

® Due O Pad |
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:Invoices Help—Statements:

At the Invoice Summary screen see at a glance the || Click the Statement tab, then Due for
totals for all Invoices, all payments made and due. unpaiginvoices or Summary for paid
s olces.
:Invoice Summary: BT LT TS e T : Dy L
( Cuent | TREATMENT INvolcE '
DATA SUMMARY m DATA Due :
- e | Show bills due or annual sudmary.
Name| Elizabeth First |DOB [Feb 8, 1558 Account Status
Parents| Henry & Anne |01 | Payment Plan
Company
Card Detalls Number Explres Code  Mame on Card ( cancel ) ( Summary ) £ Du
Visa 8976 6757 8787 0910 344  Elizabeth First A
[ NEWinvoice | | Eiizabeth First Visa - 4244 8076 6757 8787 - Exp, 0010 - Security Code 344, Zip on cc stalements - 23232 - 1
Date A PaymeptDate A Dus DusiPaid/Write Off Payment Method  Writa O, Click Due and
View | Jul 18, 10 20.51 20.51|® Due OPaid O Wrils Off Cash = enter ? year.
View | Jul 18, 10 350.00 350.00|® Due O Paid O Write Off 1
(M
[View | May 1, 10 350.00 350.00|® Due O Paid O Write Off
720.51 | | 720.51 ) :Find by Year:

|CI|ck Summary and go stralght to it. ’]'

Windsor Castie

‘Invoics Dats
May 01, 2010
Jul 16, 2010
Jul 18, 2010

Henry & Anne Windsor

MIRANDA CASIRD

HOMEOPATHIC CONSULTANT

Statement

Windsor, Berkshire Si4 1n]
L

Description
Consultation
Consultation

Homeopathy for Pregnancy & Birth (- 10%]

July 18, 2010

Account Summary
For Year 2010

Elizabeth First July 1B, 2010

Windsor
Windsor, Berkshire SL4 1N)

Jul 16, 2010 Consultation $350.00
Jul 18, 2010 Homeopathy for Pregnancy & Birth (- 10%) sx7.91
§2.56
:Invoice Summary: [onowan] res | eist | o | Total Goods arft Services  $717.95
Taxes $2.56
Cutent | Treatment| JINVOICE | “yiyoice ' Tdhal Amount  $720.51
DATA Summary | SUMMARY |pars Entry tl Popments
Balance on Account $720.51
I Name Elizabeth First Im[Ml.llIl 45! 1
i : : . - - — !
Ahging Repost:; Print & Send: Select Continue in the
_— e e e status bar at top to go on to print a
Less than 30 days due Statgment or to cancel and return to
Julie 21 Jul 10 1 14087 100.00 Invoice SUI'TIITIary screen.
Elizabeth First 18 Jul 10 4 14986 20.51
Elizabeth First 16 Jul 10 (3 14985 350.00
Da 2J4ul 10 20 14982 100.00
Christina Windhorse 28 Jun 10 24 14978 75.00 . & . .
Over 60 days dus Aging (Ageing) Report: View ALL Unpaid
Sttt Frat theylg 2 14804 00| (Due) Invoices including: those due within the
Ntk S oeccs s veres .0 | Month, and those that are more than 2
Total Amount Due ssas1 | months or 3 months overdue.

© 2006 Miranda Castro. All Rights Reserved

COMPASS Help Manual: December 2008 ... Page 51




:Invoices Help—Insurance Billing: @

This part of COMPASS is under construction.

Please let us know if you need this feature.

We are also keen to know whether you would be willing to help with it.
Many thanks. The Management!

:Insurance Billing Data Entry: [ShowAt] fod | prit | wep | Sundoy

: DOB | Oct 2, 1452 | Richard Third
. | 1D | 1463 19213 Warlock Lane
Con Ocala, FL 30666

tavoice Date | December 7, 2008 (B | [<<rirsT]< prevIFM of BEMnexy >[LasT o] | | tnvoice e, 13853

Total from Invoice Data Entry 250.00 For Insurance Billing fill cut all data heare
including any payment/s made. Then click en
Received Directly from Patient Ins Billing Data Entry tab above to enter the
Amount Due 250.00 ICD3 & CPT codes.
CPT Code
CPT Description
Diagnosis Description
ICD8 Code Get Code
1CDS Code Look Up - type to' the diagnosis to get the # |_EditcPTCodes || Edit ICDO Codes |
ICD9 Codes by Letters: A - L

1CD9 Codes by Letters: M - Z

1CD9 Code Look Up - "type to” the # to get the Category
1CD9 Codes by Number: O - 500

ICD9 Codes by Numbers: 600 - 999 + Vs

I'M AFRAID THIS IS UNDER CONSTRUCTION
PLEASE LET US KNOW IF YOU NEED THIS PART OF COMPASS
AND ALSO WHETHER YOU WOULD BE WILLING TO HELP WITHIT

[ 1177 Jcuentin[_1263 | ConsultiD | [ 2008 ]
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:Labels Help:

Labels are not currently available in A4 format

 p—
ol Y

of ol et nioml

Send letters, newsletters or
cards to a group of clients (in
Client Data) or contacts (in
Address Book).

on the main Settings button
enter your own address in the

'logo’) - in both places. The
second one is for the small
return address labels that you
can affix to all your own
envelopes and packets etc.

First go to Labels Settings (click”]
bottom right of Client Data) and

return address field (or insert a

| Vousr Mtarm fddirays | | LABSL: TEXT Optian for €323/ 6134 labals

Soer ISAMDA TARTED

Awery 164 lnbab | #2748 WW "at Avw=ca
: 1-1:1V..‘..,u FL 23897

TEXT OFTI Oy

Urs the Formet mary bo select forte, sioes
ang tolor o Sonkts aa ~al w2 other stries to
rests 8 retam addrars for your lebabe

Sives 7.2% = 1.3

- =
| Vot Rtrm Addrany | | LASEL! LOGD Oytion Amewt] oo oerrow:
| N:r:‘l'“' ‘l Paate cuw logo s thde feice o Inaart »
[ SI.N) eeg. Y or graghic Sla from yoaur hard drive.

=184 = 3.8 om or smiiler

TEXT OFTIOM,

Srist out 8 sreat o 2 of your oen sdcenie
for etong o oreedcranae? evveiooes ke

cresi® o2 gtetarmants etz

CLIEHT DATA LARELS
Chck 1o go o inkal

ADDRESS BOOK LABELS

Thick: o po o lete

=2

more and so on.

Next: search for a group of clients first: in Client Data, Tracker, Mass Mailings. or Address
Book depending on what kind of mailing you are sending - a newsletter or card to all your
clients, or clients in one state, or those from one practice or clients you haven't seen in a year or

Once you are happy with
your list click on Mailings in
Client Data (bottom button)

ManLings | Rem

and click on the Print Labels
tab.

From Address Book go
straight to labels (bottom
button).

oees | tasms | L

Select a label size and click
Preview to make sure
everything looks right.

Print one (test) page on
scrap paper to double check
it. Then go ahead and print.

COMPASS formats the
addresses carefully
depending on the size of
label selected.

© 2006 Miranda Castro. All Rights Reserved

ERNA l Preview Labels to clients

g Angass
121 Bnd o' ha Sgmbon
e s 1080

Megess Dame
R R
Garaa s e FL 12207

Rerpry Tre
1] Wwres Lo
Cosn ML 1000

V=geap Caw=
1l B Conae feog o2t
Pemgane Bapce, FL 3300

I Preview your own Return Address labels

MWIRANDA CASTRO

axTe WA

MIRAMDA CASTRO
4aTe ya g S B
SHNESALS P T

MIRAMDA CASTRO

MRS ANMDA CAST

4% v o Nl

n

=
+

MIRANDA CASTRO

Al

e

MISAMDA CASTRO

MIRANDA Ca
N "

it gl
GAESLLE LY

MIRANDA Cas

MISANDA Cad

#04  L

WSS LY

MIRANDA Ca3
PN Lar kel

GAMNESRLE ")

MIRANDA Cad

P .
i

MIRANDA Cag
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:Labels Help—Remedy Envelopes:

imvelopes | tmventary | tmvoices IR Lattars| Hanus |Phar

You can only get to these labels from the Labels Settings screen.
The\lf(are handy for dispensing instructions for clients to whom you give remedies out of your own
stock.

These labels are US only right now.

Remedy Emvelope lumber 1 Remedy Emalope | Bemedy Envelope Number 3
Labeis
Nane for printimg an Nama
Avery 3173

famady ot i Ramady
1. Dinschie cha cantescs of thix anvalzpe in £ 23, !

#f warer and soir vigarausly Use thase laoels
2. Take & veaspoan avary 2 hes for 3 deses, to customize the
3 Thrae the rest by, wly you indiruet

| dierka to taka
| Eheir remeciea

Remedy Emwlops Humber 3 Use the Format | Hhamedy Envelops Humber 4

mar to select

Das'z ass'drink 10 =urny befare 5 srfoer sech coee

»
Narea tha fest, sica & i

Ramaety | eolor of fant. Famecy

1. %sks L tablat svary 2 bes for up to Zocaen Srint s test oage l :”‘ 1 tablen__timas 2 Say forup te___ €avs
2. Tip sut one tablet a0 time - | to check i :’ :":lubht .: slipsag> +

2. Lae the tablar digsch. nder the Cency &varything & 3. Lat tha tadlet Sasalve pnddr Eha tongua

2. Las the cablec dis & undar the tsngue Riad iin ON ENSROVENENT STOS & AET IN TOUCH
Dor'T aal'@nnk 20 Minures Defsne’' e apch cose sropedy. DonT T enme [ D Mauses Sefore 3w Ich Soee

Edit the labels using the Format menu to change style, color, fonts etc. then click the appropriate
button below to proceed to the preview and print screen.

| REMEDY ENVELOPE LABELS: Click togotolabel |8 | 2 | 3 | & |

|__weip |

CLIENT LApELS
DATA T M]

Click Preview to check the labels look right. Then Print a test page on scrap paper to double
check they are OK before going ahead with the labels proper!
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:Letters Help:

You can write an unlimited number of letters and/or emails to individual clients - a copy of each is
automatically kept 'on file.'

Turede |
Cwmmmien b 8

:Lattars Sattings: . T

e | o [

Barnfd - 137" = LLAN 350 www = 30T
hatter  § 1 =t L1 Mma ] ow
UWhisge - B3 « 34 ZLTP i e 303D aw

FIRST go to the Letters Settings* and:

1. Select your default letter size. e
2. Select the Default Printer. | [ s irnn s o kes cosen & wsasss sediar foves 3 ¢ Saied o1 Al you WEws b mrecas o
3. Create your own header and/or fOOTEr. _| | i 80 e imin i & sobemsss 1661 . s o o o e

Use the format menu to help you or import ~
your own logo.

FLOTIA b ey oo & Saersede 7137 Dptass fype @ pmr ews b

* The Settings button is bottom right of

the Client Data screen and there's a T Tt 11 2 WA I St VBGERP M o S AP 0
Settings tab at the Letters Summary Gt 08 i 4 e s S e
screen also.

CCABR & TOOTER  "ADER e MRS, it 8 AR LOVE OB - e e e T
\ATTY BT vy
|

If you have printed letterheads then be N RANTR CAS ;
AU N L ‘oh-'- L)

sure to remove all data from the footer and
header fields. They should all be empty.

MOMEOPATHIC CONMSOLTANT

o L0300 Syt et e o _
Find the client you want to View or Delete any letter
st.r:geléoi_g:f: %m-ﬁggw :Letters Summary: L g2oe 8 l\'i‘:': L or email at the Letters
1 r 1 ' SINGLE
click the New Letter or ( Brrn | "Strmmany Lerres/Emar .;..":.‘T.,T..""m':.] RUMMEANYEEHERN,
Email button, and select Name | Elizabeth First Feb 8, 1558 |45 Delete with Caution:
Letter. SSEuSe] Honry & Anue - deleted data can never be
/"" recovered.
At the next screen you can — e
choose whether you want 2010
to write a blank letter or [View|[ May 4, 2010y iy ey
use one of your % ':::f;j’;:
templates. In the next "View | Jan 20,2006 | Would you like to create a new email or letter for this client?

dialog box you will be
asked whether you are

writing to an Adult of the
Parent (of a child client). —= @“‘_’ )

:Client Data: R
Elf— — [ F
Client D ..’.':f..‘.,' E“m[ NEwclest! NOTE: Copies of Mass Mailings are not kept. You
Primary Parent need to print a copy or better still ... create a CLIENT
—Company | Mane MniiRe.. -{ called Mailing Shots or Mass Mailings and a Type of
e T consultation called Mass Mailings or Mailing Shots and

save a copy (as a consultation) each time you send
| out @ mass mailing - for the date you send it. You can
1 add notes (about the number of returned emails or
any other details to help you with future mailings).
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:Letters Help—Blank Letters: @

. . Termplate: Blank Letter: Adult
Adult Letter: _ y ~ | Just type away OR insert a template.
[\’HK ANDA EAS] RU ~~Template titles appear here as well as the list.
HOMEOPATHIC CONSULTANT
ﬂ:ﬁ:ﬁ?&:ﬁ July 17, 2010
TE————_ The font is set to Verdana 10pt and there are
two pages i.e. you can write a 1 or 2 page
letter (max 2 pages). You can reduce the font
size to write more (Format menu or right
Your Royal Highress click). However, the font for the address and
It 1 with great pleasure that | wrte 1o Yyou today 1o adVe YO ... the date will stay the same.
Your humble servant etc. etc.

With brief letters add a number of
line spaces at the top to position
the letter in a better place on the
page (closer to the center).

Click Preview to check how your letter looks.
Page1 Preview is maddeningly imprecise - what you
see is not exactly what you get (i.e. your
printed out letter will look a little different).
Vi
Page2 /
[t |
C@M D SS You can see all the
Curent T StnoLe rm ] letters/emails you
Data MAILINGS | SETTINGS =, 4
(Gl Hiass] Eiaabeth Pirst Sl e (R have written to a
EASSE| Heney & Anve = 7T Letter | Envelope client and toggle
| between them using
(Coov]  Aowt ,, | the View buttons.
EW Lottor or Emall | [ << | <Prev IEM of JEM Nem> [ >> | Note _/
View [ Jul 17,10 |Biank Letter: Adull %.;. When you create a
View | May 4, 10 |Blank Letier: Adult Invoice resant
View ||May 2, 10 | NPL West Paim Boach (Parent - for child) ___.E--—f new |etter the
o Y R L T ——— 0 Description and Note
View | Jan 20, 06 | Appt confirmation WPB (Adult =] o fields are empty.
Select a template
and the description
automatically enters.
=] You can add a brief
Tomplate Titie Add/Edit Al Templates | | note if you wish.
Blank Email: Parent View/Edit This Tempiate | [ |~
Blank Letier: Adult View/Edit This Tempiate | [II]
NPL Adult: Gainesvills View/Edit This Tempiate | [
NPL Adult: West Palm Beach View/Edit This Tempiate | [II]
NPL Parent (for child): Gainesvila View/Edit This Template @
NPL Parent (for child): West Paim Beach View/Edit This Template | [Il]
Phone: NPL (Adult) View/Edit This Template | [
Phone: NPL (Child) View/Edit This Template | [I]]
Salect [|West Paim Beach: Appt confirmation (Adult) View/Edit This Tempiate @
Select | West Paim Beach: Appt confirmation (Parent) View/Edit This Template | [I]
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:Letters Help—Template Letters:

Templates are for your frequently written letters i.e. appointment confirmations or appointment
reminders etc. You can create as many templates as you like and edit them to your heart's
content. Name them carefully (they sort alphabetically) so you can find them easily

Use the Copy buttons to copy names Click Preview to check how your letter looks.
or appointments to the clipboard. Preview is maddeningly imprecise - what you
Then paste them (Ctrl/Cmd+V or see is not exactly what you get (i.e. your
Right click) into any part of a letter. printed out letter will look a little different).
= y
= | CeMPASS
NT T SINGLE LETTERS ]
Da MAILINGS | SETTINGS
[Cony] Name Elizabeth First Preview L/ prinmt Print
c‘m_ﬂqmllﬂm POF/Emall Letter | Envelope
Next
—EE
| NEw ettororEmall | [ << | <Prov HEM of BEM Next> | > | Note il
View | Jul 17,10 |Blank Letler Adult {mj=
View |May 4. 10 |Blank Letter: Aduit Invoice resant o
View |[May 2, 10 |NPL West Palm Boach (Parent - for child) o
View ||Fob 4, 08 |Email to Parent #3 o Template: Npl Adult: Gai
View || Jan 20, 08 |Appt confirmation WPB (Adult) o
| [EOPATHIC CONSULTANT
Blank Email: Parant - (= July 17, 2010
- Pare View/Edit This Templats | [T |~
Select | Blank Letter: Adult View/Edit This Template | [I]
Select | NPL Adult: Gainesville View/Edit This Tempiate | [I|
Select || NPL Adult: West Palm Beach View/Edit This Template
Select | NPL Parent (for child): Gainesville View/Edit This Templats @'
Select | NPL Parent (for child): West Palm Beach View/Edit This Template ||lll| |ime | will need to know the state of your current health in
Select || Phone: NPL (Adult) View/Edit This Template |(I]| |iire some routine medical history, so please complete the
Select | Phone: NPL {Child) View/Edit This Template E_ muhm your ﬁﬁ'( ap:nrl':t:gelnt. Please list a:ly I'I'!Edlc&lltl‘;ms Tm:
; ” r s, homeopathic an al preparations. Please include a lis
o :::::::L::::mm ::::':“ VieniEgls This Tempiats | 1] u have taken in E;Zf'n{m“; s not ool gatory for you o il out
: ‘m’mv Fee Schedule. If you have
- be time to tal hen you come to see me,
1 look forward to seeing you on:
Select a template and it will 'load' 1801 o 112h Rosd, Gaineevile, L 33603 (dactons are beiowy
i i i Pl r& In the semicircular dri t the front of th ;
into the Iet:.er' Tlhe tltledW”I . o T::f)efﬂp:een;anc:lesmnﬁlﬁealgﬁsﬁ:::;e hcusri:n g epmr?teatgor!)
appe?r i t € releva nt : escrlptlon If you need to chan appointment please give me 24 hours' notice, otherwise
field in the letters/email list ... there T
ou can add a brief note if =T P te that the office Is a chemical fi | t so I would h jat
?;ke 'xgu—‘_—- w::rsemr:,weeari:g an: peﬁu?r: :r mtgneﬁi:;i:‘y::?;oﬁ a:;:;.ilnu:r:hmm SRS
) If you get lost or need to contact me urgently on the day of the appointment my cell phone is
: 2 954 732 8620 - otherwise the number beiow Is the general one to contact me on.
If you have typed something in Sy s 0 St e
the letter already or selected a Miranda
cifrerent template you will be O o e e e oo S0 th i
asked whether you are sure so e e A ST
A y From the East Side of Gainesville: travel west on 8th Avenue
you do not inadvertently what you Turn right at NW 18th Terr (at the light) and right at Nw 11th. 1801 Is on the right. é
have written. From the South o Central Part of Gainesville: travel north on NW 13th Street
Turn Left onto 11th Road - one block past the 10th Avenue light (All Cats Health Clinic is on
the corner).1801 Is on the left.
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:Letters & Emails Help—Edit Templates:

There are 3 formats to view, edit (and delete) Templates:
1. Full View (one template only)

2. Quick Look (all templates + 6 lines of text - scrollable)
3. List View (All templates + 1 line of text - expandable)

Click Add/Edit All Templates to
add a template and/or to view all
templates at the Quick Look screen
and see the first 6 lines of text

-
Select a =
Add/Edit All Templates
template \\ : Tomplate Thie -
and it will Select | Blank Email: Parent View/Edit This Template E_
the letter Select |[NPL Adult: Gainesville \ View/Edit This Template EL ,ViEW/Edit
at left. NPL Adult: West Paim Beach \ View/Edit This Template || T hytton to see
Seloct ||NPL Parent (for child): Gainesvile \ View/Edit This Template |/’ any one
Select | NPL Parent (for child) st Paim Bead\ T | || |template full
Select | Phone: NPL (Adult) e N View/Edit This Template | [ screen. It is
Select | Phone: NPL (Child) N View/Edit This Template super easy to
e ;: Vi This Tanss % edit it in this
You can edit the Template D - ﬁ format.
Select : ey View/Edit This Template
Titles here. Just click 'n' type!

Templates—chk Look:

! View/Edit || NPL Adult: Gainesville |
Dear

When you visit me for the first tme | will need to know the state of your current health in detail. In addition |
will also require some routine medical hislory, so please complele the enclosed hrm and bnng it wvlh ycm to

If you have lots of templates view
them as a list by clicking the
Templates List tab. At this screen
click on any template to 'expand’
it fully ... it is editable here.

100 2 5§ Browse

1f you need to change or cancel your appointment please give me 24 hours” notice,

otherwise

IF you get lost or need to contact me urgently an the day of the appeintment my cefl phone|
is 954 732 B620 - otherwise

1 suggest printing this email and bringing it with you just in case|
Many thanks and best wishes
Mirande

From the West Side of Galneswille: travel east on
mmummm{umwwm-msm 1801 Is on the right.
From the East Side of Gainesville: travel
Turn right at NW mmmwmmﬂﬂhnwllﬂa 1801 Is on the right.

From the South or Central Part of Gainesville: travei north on NW 13th Street
Turn Left onto 11th Road - one block past the 10th Avenue light (All Cats Health Clinic is
on the cormer). 1801 is on the feft.

From the North of Gainesvilie: travel south on NW 13th Street

your first appointment. Please list any medications you are taking, includi and |
hsrbul preparations. Please include a list of any hnmeopalhlc remedves you hava l.ukan in lhe past. iz not —
& e vamas b Bl o ob i Emere B loind mosaee o Lo, Feme, ob oo Bl
o Print. Help
| ViewrEdit || NPL Adult: West Paim Beach :Templates—List: LT L
TEMPLATES
Oear =4 COMPASS
When you visit me for the first ime | will need to kn [Fompins harna | — o ;
will aiso require some routine medical history, so plej || viewfEdit || iark Email: Parent 1 I | @
email and bring i with you to your first appointment ¢ [~ ViewrEdit || Biank Lotter Acuit T 7 IlET_|
a list of any rnadlcahnnn currnnﬁy baing taken (inciug T [ Toe | 7]
| View/Edit “ NPLP I (for child): Gainasville [ ViewrEdin || NPL Aduit: West Paim Basch [ Dear 1 @J
[ viewerEan [ P Paract tlor chic): Gainesvita Winen you visit me for the first time with w1 wil need to know the state of Ris/her L]
- mmmmml-ﬂnmﬂmmmnﬂn =
o ) 2 [ wiewrEdi|[NPL Paract (for child): West Paim Baach mmmmmmmnumrnmwxu amy | O
When you visit me for the first ima with 100t | will nef [ ieweain ][ Phone WPL induti B ane ices 5 Aot By ToRat i reeNes Tt hece Taen it || T
In addition | will also require some routine hi the past. It s not obligatory for you o fill out this farm - It Just saves a lltie time at our
it to your first appointment. Please list any medicatiol || ViewEdit_[[ Phons NPL (Cric) first 1]
homeopathic and herbal preparations. Please includ| [~ Viewefai || West Paim Boach: Asst caontmation (Adl] | 1 am sending you some information about Homeagathy and my Fee Sched ""“""‘"T‘
= = = = mmmmwm 1f you have any problems downloading the —_—
- [ it [ wast Paim Boach: Agat cantimation (Pasnt) fet me kniow - :nmmmwmmmmzm:‘;mm\ o
| ViewfEdit || NPL Parent for chic): West Paim e o I e T e e o
Dear 1 ook farward to seeing you on:
When you visit me for the first time with xcx | will nes MIM*EWUKQWMMWM
addition | will also require some routine medical histd Piease park in the semiciroular nnnﬁnatnfm
the next email and bring it with you to your first appoj The o entzance i an the 1k sida the hause (not the front dearl)
include a list of any medications currently being take| Piease note that the office is a chemical free enviranment 5o 1 would very much appreciate
— —_ = = = your not wearing any perfume or cologne on the day of your appaintment.

there will be & charge.

‘the number below is the general one to CONEACT Me on.
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:Lists Help:

a—
LisTs Go to the main Lists screen from Client Data (bottom button).
S~ — |Y0u'l| find lots of list tabs there with brief explanations.

The following 'lists' each have their own help pages (at right): To Do, Follow up, Birthday Cards,
Appt/Rx Summary, Referrals, Locum Data & Daily Log.

Pﬂm] Saturday,

17 July, 201

i
‘f
‘f
/ |Use tis list to see I
! who hasn't followed Sropt "
f up In a specified i ‘worked on' today,
s length of time L.e. a information
$ month or two or
7 | more.
4
i3
'§ - Check all cllents
/ with a follow up J Separat®N(sts for homeopath who | - case notes (new
’ clients s|
7 note and find those ¥ i S ;
/ who've fallen / Main phone i jour practice - invoices (new or
/ ' through cracks and ’f numbers: : e
need checking up i/ home, worlk bers:
Topo on ! and cell
List Emall addresses : Use this to keep on
| Snail mail Emall addresses of cllent tasks
Keep track of action addresses Snall mail | ReFERRALS | oy
Items such as: t
| - cases to work on id i : : Mdmse.s S | Fill out the referral box on the
 iathare T e Would you llke to see a8 | cjjents & Companies pay you for services | Client Data screen and you'll be
- calls to make g:ﬁ;m:m all and/or products. | able to track where your clients are
l.s. everything that will remedies glven - all on | Clients are Individual patients and they eexnlng S,
enable your office to run one screen. are auditable (If you check the audit | Create good will by sending thank
smoothly and efficlently. categaries). ok B
| Essential for when a | card
s = - —— saaah at, | Network by getting in touch with

. ] . ve a talk, | the practitioners who send you
There are 3 Client and 3 Company Lists: one with phone  clinics | clients and taking them out to

numbers, one with emails and one with addresses. Each il

list can be sorted using pink headers. You can do quick Iﬁﬁuﬁrmﬁf’”mmw”
searches at each screen - by first or last name (the A-Z Hemeshedc - 208 IV SN TRE Come
buttons) or open searches by clicking the find button and G of srvicias you e
entering data into a relevant field i.e. all clients in a certain :

state or county or those with a certain area code etc.

Tip: Companies are organizations or schools or clinics who pay you for your services or products.
Don't enter any data into the company field for a patient in order to keep your 'companies’
separate from your 'individual clients or patients'.

:Client List—phone: [ShowAn ] Find | Prntlist] Heip ]| Saturday

E e T COMP

[t Ja el ol E NI L ol PRSI VIWIIY]z] [Last I_JIJIHIQIEFIHIﬂlilliiuﬂllﬂlﬂlﬂlﬂlﬂlﬂlﬂlﬂlﬂlﬂlﬂlﬂlﬂlﬂlﬂlﬂ'

[Firstiame | Losthame | [Paromts | Date Created | LastAppt. | Lastinvoice | Last Remedy |NMM
M Ziggy Pupsicle Ellen Nov 9, 08 D DELETE
[ View | Alice Mirandina Nov 9, 08 O oeeTe
[View | Amanda Adnama Enter Name 8545323636 954564 1106 9545474633 | Dec3, 08 DELETE
[ View | Nick Angelo Marilyn Angelo 02074312063  +44 162 854 6664 1234567880  Mar 12,03 |Sep 11,08 Mar 28, 08 DELETE
lE Angela Angelo Jim Hoyt Jan 20,04 | Jun 29, 09 Aug 20, 04 DELETE
[ View | Randini Castro 8545323636 954564 1106 9545474633  Jul9,03  |Jun30, 10 Nov3,00 [ DELETE
[ View | Randini Castro Fidel Castro 8545323636 3525058545 8547328620  |Jui23,03 |Jan6,09 Dec 30,08 [ DELETE
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:Locum Data Help:

You can export a group of clients or all your current clients
basic information to an excel file to share with another
practitioner. This feature is invaluable for when you are out of
town and your clients are being taken care of by someone
else, especially if that person does not have access your office
and/or your patients' charts.

As long as you have entered these details yourself they will be
exported. Those details include basic contact information,
appointment dates and prescription details.

How to search for and export client data is explained in detail
at the Locum Data screen. If you have any difficulty making it
work for you please contact us - we shall be more than happy
to help you.

Current/active clients include all 'categorized' clients (clients
with a Client Category checked).

The basic details for a selected group are exported to an Excel
File entitled Locum Data.

This file is located in your Documents folder and it should open
automatically.

Exported Data:
Full Name
Parents
Date of Birth
City
email
phone h.
cell
phone b.
Date of Consult
Type of Consult
Presenting Complaint
Date of Rx
Remedy
Potency
Dosage
# of Doses
Repetition
Remedy Response
Aggravation
Aggravation Notes
Law of Cure
Law of Cure Notes

. Go to the Tools Menu

. Select Options

. Click on the Security tab

. Enter a password and confirm it

. On exit click Yes to Save changes

. Open the file to check the password works.

aunhWwWNE

You'll find the file in your COMPASS folder

Vew | Cocueton |

Edt | Genersl | Transson | Custom

Password protect the excel file in order to preserve your client's confidentiality:
You are legally required to password protect ALL electronically stored information

You have to do this each and every time you export data to a file.

Confirm Password

Reenter password to proceed.

Tooks FlashPaper W
= Cooe | Insematonal | Save | ErverCheding |
e o g for thes workbook
i <
s Protection .
Tools on the Web...
/m
wm” ) Illl.ll
S p—
e ec——
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:Mass Mailing Help:

| toe | manmes | Remeores |

:Mailings:

Click on Mailings (bottom button at Client Data) and then
click on the Mass Mailings tab - you'll be asked whether you
want to send a letter or an email.

SINGLE

< >
LETTER,-'EHAI m

~ CAIENT
| DATA

Mass Mailings:

Single Letter or
Letters and E-mails

Email

"Ira....u..m—'m

Chome fa send ram eal o letier .

| concei || weoes | | Eved |

IE

Follow the instructions 'on screen' to:

. Find a group of clients to write to

. Check and refine the list of clients

. Write the letter or email

. Preview then Print out a test letter or

HPUWN -

signature etc. are all correct.

send a test email to check the content of
the letter/email and the header/footer or

NOTE: Copies of Mass Mailings are not kept. You
need to print a copy or better still ... create a
CLIENT called Mailing Shots or Mass Mailings and
a Type of consultation called Mass Mailings or
Mailing Shots and save a copy (as a consultation)
each time you send out a mass mailing - for the
date you send it. You can add notes (about the
number of returned emails or any other details to

:Mass eMailing:
Email to Adult

( CLIENT T EMAIL T Mass
Data SerTings | MAILING
Search for a group then
Select a Group: pﬁlnd Emails
View/check/edit List: List
View Sent Emails | View Sent Emalls

Click to select a type of T

BLANK email
LAST Appt Notice:
NEXT Appt Reminder:

Parent
NAdult | Parent

AduTr— t

Name
Parents
Company

Nick Angelo
Marilyn Angelo

R
N\

Sand. TS Email
Send ALL r;}.(-\

Send TEST Email
Print One Email

© 2006 Miranda Castro. All Rights Reserved

help you with future mailings).

LUse these buttons to:
1. Find a group of clients to write to
2. Check and refine the list of clients

OR you can search for a group at the Tracker screen (or
Client Data) and then select a type of letter or email
and write it!

Select a letter or email 'type':

BLANK - for general mailing shots or information about
your practice etc.

LAST Appt Notice: to write to clients who haven't
been in for a follow up appointment - to remind them
that it's time to check in with you. You'll get a flurry of
appointments - this is especially helpful during natural
'slumps' i.e. the summer and the new year.

NEXT Appt Reminder: to let people know about an
up-coming appointment. You won't get any more 'no-
shows' (as long as you have their correct email address
of course).

Select Parents if your clients are children

.

Finally, print one letter (THIS letter) to check it.
Th?nbgcla ahead and print ALL letter as well as envelopes
or labels.

If you need any help with this - any help at all - please
call us - we'd be more than happy to walk you through
this incredibly valuable feature.
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:Mass Mailing Help—Letters:

MIRANDA CASIR

HOMEOFATHIC CONSULTANT

Lngala Angele
532 Panr Tras Lans
Pruky, KS 10101

Cwar 2ngela

of aAprd

apeowirmant ASAD (352 SO5 8545)

Tl massage indudeang vour name. vour phose fumBe’. linval vhas o
availasle 3nd brinf detads of the nsture of your call.

All nen-urgent messages sent to ma By email o left on my voice mail
agrd il be retumed on or after the 23rd of Apnl.

with all Sest wizshes

Miranda

You can format parts of a letter using bold,
italics or different colors for headers or
special parts you want to stand out. You can
select a handwritten font like Lucida, or

Bmdl«cg for your signature.

Sunday, Decambar 21, 2008

[ am writing to let you know that [ shall Be cut of the office from the Bth unkil the 237d
If you mowuld like to see me or spesk wmith me before [ lesve please call to schedule sn

If you newd urgert homeopatte: advice whils [ am svay plesss cal Janst Rucker A2
CCH, on 337 373 BESE, Shae wil have access to a st of the remaedies v
but anly If you give har permission. If you resch her voice mal make sure you lesve &

[_Hep |

tMass Malling:
Letter to Adult

_l DaTa

Search for

CLrenr

EAr-

& group them check it ...

Select & Groupt | Find Addresses
View  check/ edit List:
Typs your latter below
Chck to sebect a type of letler
| BLANK |etter: Parent
1 LAST Appt Notice: Adueit Parent
NEXT Appt N dor: | Adueit | Parent
ou have taken
S e Preview Letter =
Primt THIS Lattur \ .
after the Bth of Prnt ALL L

& W

up LTe

orinter
. Print TH

Mass M.

Sand a lattar to a g

1. Click Pand Addressas
ra-select 8 group. Af
will oo taken to the

, Chatk the list is correct

., Click the Back to Letter
and wite the letter
Click Headers/ Footers & Raper/ Print

Sstups btz maks pow svenhing = set

. Make pure thers 5§ sncugh syper in your

salact or
SRAMTNING yOu
an Lt screen.

rabum here,

iy

15 Letter to check & -

#lings are oot saved |

. Cempass.
Clicx Address List at any tmae to\check
Emas 1 snd/er adit the group sefected
\
A

You'll find these features in the Format
menu.

You shouldn't change the font of the body of
your letters because the address, date and
last or next appointment notifications are all
in Verdana 10pt so changing the body of the
letter would look a bit odd.

You can write a
maximum of 2
pages.

There's a note on
the page roughly
where the first page
ends.

Preview Letter does
not give you a precise
view - you have to print
a test letter to check
that your letter fits
nicely on one page, or
the break is where it
should be.

Always print a Test Letter (Print THIS Letter) before printing all the letters of a mailing shot. Be
sure to select print all pages (for 2 pages of a mailing shot) or page 1 of 1 for just one page.

and any notes about the responses you receive.

IMPORTANT: Letters written in Mass Mailing are NOT saved.
You can print one out and file it in a 'Mass Mailings' file (an actual one!) Or ... you can create a
New Client called Mass Mailings or Mailing Shots (in the Company Name field) ... then create a
new case note for each mass mailing you send out. You can add notes (in Case Notes or in the
Themes/Keynotes field) about which group of clients you sent it to - how many were in the group

© 2006 Miranda Castro. All Rights Reserved
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:Mass Mailing Help—Emails:

Check here for verification that an email is sent successful - including the date.

[Sant smail dats and message C | Cuc 23, 2008 | Email Set Succassfully =i |
e —— e ———

:Mass eMailing:
Emall to Parent

From I amasdZmimasdacestro.com l‘l‘o | mirsndecastro @ecl com

| Subject - Curent | EmMAR

FeT— | Darta Serrmcs

Dear " “ this gresting appears iy with the first inserted Search for a group then check it ..

Caar Miranda Salact 3 Groups | Find Emad

Emvad - Ember ur e borme h’H-‘ Lawk:

wew Toutn Floride Detes === - - - m—
[ shall b+ In Bace maxt on the 10th and L ith of October, tha 13th and 14th of Newembaer B Wiew Sent Emails mw
and the 12th and 13th of Detember - | get booked up faidy quickly so please let me know

# you mould boa an apgotmant Chch to select a type of email:

suANK emait [ asu SR

LAST Appt Motice: | Adult Farunt
wuw Gatting In Touch wkh Mg === = —_— T
This is my main and most reliable emadi mirandacastvofeos. nat NEXT Appt Rt 1] Adult | Parent

My asl amad sl werka but amalds sant hare gat et an ectadien, S anmeanng!

Thiz iz my main ghone number: 35330303543
My gld numbaer (934-331-3636 ) still works Bk it rings inko My Main number inte the
same phomne and the same voice mail 30 you NEVER have to leave 2 messages

[ have an unlimited local and long ciatance sccount mith my shone company so If you need )
s talaphons sppointmaent with ma plasse slvays fesl free to azc me to call you Send TEST Email i Send THIS Email
Print mead Send ALL Emails

sas Huricese Seson sss
Sao far thiz year the humcanes have Srought some much nesded rain but thanicfully not t4
mush destruction to Florda. If you experenced floading with subseguent mald problems

your nome and this affected your health please feel free to let me know There are 3
Aumbar of hamacsmhic selutiong - dapanding o your Bymploms A’ways ALWA YS.AL WA YS
send a Test Email before
sending all emails of a mailing
wuw Talking About the Flu' =wew o i
Flu sabscn 1§ arc-:nd :"l corner. ASan With et in mend hire i3 & graat fasourter THa shot. A test email is sent to you
Hatonsl Canter for Homeopathy has mace all the ertcdes thay have oublished sbout the | £0 yYOur own email address. Check
flu and Somecpathy cvar the past 8 yesrs avelaSis at their vabete. You can read tham . . . .
nare whathes yau are 8 meamber or nok: NRtg ) ___"\_.__1_;_;_*_._.it_'lj_t'_f_i_-'_jij_!gmj'L_._ lt Carefl.l"y = |nC|LId|ng (especla"y)
R AR/ TN KR your 'signature’ and double double
Plaase lat me kaow if you sre trying to decide nhether to have the flu vactine (or give it Y check any 'links' by C"Cking every
your chidran ). Thers are affacbve and non-toxic hemecpathic aternabves. .
single one yourself. You can even
print it out or forward to a friend

Id i i e i, i . e i " P

(Maiing. 447 NW i3t hva. Gainasvile, F32607 or colleague - this is especially
s Bt B g T wise before sending cuta: mailing
Phore: 1525088548 shot to hundreds of patients.

Empile: mirsndacastroc@oox. net
WaDEIbE ! waAvw, M@ BNGICREre. com

The length of emails is not limited i.e. you can write as much as you like.

Emails are sent in plain text so there isn't much formatting you can apply. The more formatting
there is the higher the chance that it will end up in someone's spam or junk mail folder. Use line
spaces and periods or dashes --- - - - or other characters ~~~ to add a bit of 'formatting' so that
your emails are easier to read. Be judicious in your use of CAPS - this is email lingo for
SHOUTING!

IMPORTANT: Mass emails are NOT saved.

You can create a folder in your email program (email client) called Mailing Shots and file the final
test email you send to yourself there. Or ... you can create a New Client called Mass Mailings or
Mailing Shots (in the Company Name field) ... then create a new case note for each mass email
you send out. You can add notes (in Case Notes or in the Themes/Keynotes field) about which
group of clients you sent it to - how many were in the group and any notes about the responses
you receive.
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:Materia Medica Help:

&

Fsesmmumnans i REMEDY
|Mﬂ REMEDIES ll:noms I LIST | Remedy List: View/ Changa/ Add |

_ s ——
| To view all the remedies in COMPASS go the main Remedy List by clicking on Remedies (bottom
|button in Client Data) or the Remedy List tab in Remedy Details.

'You'll find a Remedy List tab at the Materia Medica and Inventory screens and Remedy List
buttons at the Treatment Summary and Remedy Details layouts. They all take you to this layout
|where you can Find Duplicates, view just the HPUS remedies or add a New Remedy to the
|materia medica. Remedies added also show in the Inventory list.

Swunday

| show all |
December 21, 2008

'Romody List: Find | peint | welp |
CLIENT MATERIA

DATA T DETAILS T I List MEDICA |m|
] You can add new remedies here. Delete and adit them with caution. |

| Find Duplicates

w| A-dnphen, -dnp!
View| Abel Abelmaschus | ABELMOSCHUS
View| Abies-a.  Abies alba
View| Abies-bal.  Abies balsamea
View| Abies-c.  Abies canadensis _ ABIES CANADENSIS
| View| Abies-n. Abées nigra ABLES NIGRA
| View] Abrom-aug. Abroma sugusta |
| view| Abrot. _ Abrotanum ABROTANUM

To add a remedy click the blue button and follow the directions at this next screen.
Click the blue Add Remedy button when you are ready.

If you make a mistake click cancel. You can also go to Remedy List screen and search for a
remedy which you can then edit or delete.

:Add Remedy: _ vt |
EAEAR-AT AT

IMPORTANT:

Abbreviations must include a

period at the end as well as

any dashes in the correct '
places for COMPASS to be able \
to properly Test for their
uniqueness.

Enter the Abbreviation and the Remedy Mame.
Néw remedies must be ursgue (for obivious reasans!)
The pop down maénusd will help with this,

You can double check by clicking Test after entering the
Abbireviation and the Remedy Nams
The word "unique” appears to the right f it is - and "exists™

if it mot. (You cannot ‘test’ the HPUS Name. )

\
\
| Abbrevistion

| Memedy Name |
| HPUS Name |

=T T

Acknowledgments Thanks to Washington Homeopathic
Products for the remedy list.

| | _Test |
| _res |
|

| www.homeopathyworks.com I"

L

© 2006 Miranda Castro. All Rights Reserved

COMPASS Help Manual: December 2008 ... Page 64



http://www.homeopathyworks.com

:Materia Medica Help—Create Your Own: @

MATERIA
MEDICA

Create your own Materia Medica with information gathered from teachers, seminars and
cases etc. Each remedy has its own screen and includes a general notes field, a separate
field for keynotes or themes etc., and places for up to 3 photos.

:Materia Medica: (Shewan] riad | Svet | e ) W e
CLiEnT " Remepy | MATERIA
Dara l lJ!ta.ll.s ] List Meoica | INvENTORY #ind Your Hateris [Medecs
Full Name riemtals | Abbrev. Anac. | HPUS Name | ANACARDION ORIENTALE |
c“."!."‘.!"!!!""l!-""“‘*"l"“ e R = _-.!_9!_'_..—'_“'"“""'! _____________
Phat Genaral Notes | << First | < Prew of Mect > >> | Kaynotes/thanses
Tie! DD/ wwas Zmlpet] from A Homwopathic Guide 1o Stress oy Misnds Castro & 1996 = | Raentity crigis -
1 With inmer suffering
Emotional state Isolated and unreal
|¢-'\nqr Anxiaty. Anxiaty: nith fear: before an exem/intenien sie
| Comcantration difficulk. Cominesring. izolated. Lack of self
| confidence. Memaory wesk. Mcrose. Suspicious. Vingictive
|

|

Emational stresses

Tranditien: morfy.

This remaedy iz for those suffenng frem nervous sxhaustion sa s

result of gver-study or exam nerves. It is also vseful is for those \CIle In the Genel‘al

| Who are expariencing an identity crisis with iner suffering - at any

| 306, Thare are teo oppeding farces inside. & intanse inner conflia Notes and type
Tive thw which produces the senaation of Saing pulled in tse directions. & ‘awa Pasteyp
| sermae of svemcrity or low zelf aztesm develope. and wth it anoety | & y %
| mnd indecisicn. Thay »il sven say they fesd In bao minds |nf0rmat|0n from
|

:Q" the one side they feel wothless and intenor, They are anOther docu ment’

INSErt a PICLUrE O @| | otmite o et tow aah comibanen e s e e Sl

Substa nce. chck on | anctver side will develop s 8 resul of Ia'\ inner lplﬁh An Inflexitle, Use the

H H ID.U tempered. hard-hested sice, Children o adu needing thig

lnsert plctu re and | ".mﬂ'\. ﬂ:b'ﬂ. I:IG (r.Dhl‘-l nd vindictive wWithout "':Ol'li 'Ql’g!'\.lf K n t /th m

Select the plcture | metions, Thair ange can surface in tha form of outbursts in which | _ey otes emes
|they srmar compularely, |field for top level

on your computer i :

or just 'paste' itin B:-B A5 the t.-uic;-* bullds Ingice they harden up In order to try and cope |nf0rmadt|0n about
#nd and wp feeling like they are bving in 3 dream. Thare's a |a reme

(Ctl"l/cmd‘FV). : sardation of urvaality and isolation that incraases if thay ceminue y

| mot te mtegrabe new feekngs. Once worn out they betomae confused

| mnd can't find thaeir thoughta. Their memory fads them snd thay L 3 . |
| can't rammmber what they have resd. They become atsentminded /

: and 3pathatic 3nd Son't want to mork

|

| Gemeral state

| Face pale with dark ringa sound eyea.

| Bmine constricting: cramping: pressing.
|Esnzes saa~anad

Find 'your' Materia Medica - remedies you have written in by clicking the yellow find
button at the top then toggle through using the Next/Prev/First/Last buttons or View List
to see them all and also to see a list of all the remedies without information - this is a
handy studying tool. Use the small Note field for family or other similar data.

L 8ack | | Yaurtisieostisdes | MemedimnithiOinfs)| [ ShowAll] prnt | welp |

Full Hame nore
Arelyra grisdi Smbargria
Anscarsium crientale Marking nee Slane Family
Apes malifics =oray bes
AreaTym NIt pm Silymr nitrate
Amics mortans _ezparc 3 fare
Arieticam album Argamc woxide
Aurum metslicem |Gale
Baryts carbonics |Barsm carbanate
Acknowledg ments: Thanks to Miranda Castro (!) for the [ www.homeopathyworks.com l

Materia Medica from A Homeopathic Guide to Stress.
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:Notepads Help:

You'll find a few (c‘%?ﬁm = Tlgl}iLmTlﬁ'LTw]”“m COMPASS

Dara SUMMARY T

notepads as you i — AN NO S
navigate about 7_::;:?;“ T [ctient st [ An | [DELETECRlont | [ curT compass | E : 0
compass _ Primary Pareni | Henry & Anne sl
- ' L]  DOB/Age | Fe T8 1558 |452 |Sax i velopes
1. The main 'scratch B e e B Gt
notepad at the | |- Aswsiiueg - Pick up dry cleaing
right of your —— Cases to Work up:
screen - T g Aoy
o] 020 7766 7304 i ird - schedule 3
2. An extra notepad Conmavie it the st - st (oris)
f h I _ Fax| 020 7930 9625
Or. eachn cClie nt Send £ —— P Eopy] Teaching prep for w/end
(Miscellaneous  \ - e Paten oot Lot
Notes in Client [N [ St as corin \
Data) A T R 1 t movie from Blockbusters
(" Nomai [ Expand |
First Last |Add a Relation| -
Son % | Richard Firsl =

\
i gem= | 3. A mini notepad for each
<’- _"‘:;":",‘,’:;:,__,T j - client's To Do (Client
'"’-n:.l:'m at LIl times F = - 1 Data
e === .
m|m| Lisrs | Los | Manmes | ..,..,,..| 4. An extra notepad for
[UserLovel [OBasic ® Advanced | Switch | [ Created [1an &, 2006 | Modified |3uf 16, 2010 ] each contact (Notes in
Address Book)

The main notepad

is an invaluable tool : T Tnmﬁﬁ C
for keeping all notes C@M DASS :

to yourself in one 1 ;‘:

Notes
place. Jot down ' (606 ¥ 1 Top & ML Tt 7t Noteoac e 58995
anythll'lg you don't Shopping: 1*] This is Miranda Castro speaking : 3 L;f:;
want to forget - even Sﬂgsd A8 ;::'tef::;:i the office now until Monday the 27th of - Envel
thoughts about e 1f you need homeopathic advice while [ am away oA
another patient in E:‘::L"pes e oo B
i ; : She has a regular call in time Mondays - Thursdays

the midd I_e of a Pgst office (mail femeduasl  between 10:3;—1’1:00 am or you c.nnvleave: voic‘; m
consultation can be Pick up dry cleaning | mail message at any other time and she'll get back to Odes:
written here and f You. :

Casesto Workuyp: | | e You ca alson leave a message here on my voice mail
transferred later. Angela Angelo - at any time and I'll get back to you on my return - or ::hﬁ:

Odessa Hoyt I shall be available all day on Monday the 27th to Elizat
Use it fOI‘ shopping answer your calls and emails directly.

Calls to Return: Thank you Proj
lists, calls to return, Richard the Third - schedule appt j Have a great month. Teact
; : Elizabeth the First - acute (cystitis)
immediate tasks, The notepad in the Address Book is

nything that n r . :
goxwtg tr?a‘é ;::u ﬁggg ;:mmp for w/end linked to each contact - use it for

t b ithout Patient Information Leaflet information about that person, contact,

h° r.emetm Iler ?2" !t QU L Shes company etc. that you want want to be
2¥IDG, k9 "OQRIL UR." Wit able to see quickly and easily. Insert the

Thismotepac ol WS - [ date (Cmd/Ctrl and -) for anything that

;glu %Z?Iﬁ\i’rfg gﬁiz might be time sensitive.

same notepad at This is my outgoing Voicemail message -
most screens. always easy to find!
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:Outcomes Audit Help:

Outcomes Audits are the heart of COMPASS. They will help you measure your treatment results.
This is where you get to measure the results of your work and see clearly where your strengths
lie, and identify which areas need some attention, some improvement.

Assign (or reassign) a category (at Client Data) after each and every consultation for this feature
to work.

Make sure you reassess each client's audit category periodically to check they are correct and up
to date.

| Audit Catgories
Go to Client Data Settings (bottom button) and check that the | Audit Category 1 | New Client
categories make sense to you and the way you work.  Audit Category 2 | Simillimum
New Client and Non Current are 'fixed' i.e. those categories :::: gm: Sn.:!h':.n '
cannot be changed. The others can be changed - at any time "Audit Category 3 -‘,;:b“- .
although you have to be careful and thoughtful about this with AUt Ctapory 8| o Resoans
regard to clients who have already been 'categorized.' "Audit Category 7 | Ne F '”". :

These categories reflect a client's overall response to homeopathic treatment rather than their
responses to individual remedies.

See Remedy Audits for responses to remedies.

These audit categories and criteria are based on Miranda Castro's clinical experience and have
been refined over 25 years of practice. They are not definitive and we welcome all suggestions.

Auditing your practice will take it into new and exciting territories.

Measuring the outcomes of your work on a regular basis can take a bit of
courage and is always rewarding.

Use this as a tool for reflecting on your practice, for making changes to the
way you work, for setting new goals, or for reaffirming current ones. Above
all you can (and should) use it to get in touch with clients in any category
and to ask them about their experience with homeopathy ... whether it met
their expectations or exceeded them - or not.

OuUTCOMES
| Remeotes | Revorrs | Sermmes || Auprr

Check out the Outcomes Audit screen by clicking on Reports in Client Data (bottom button) and
Click on the Outcomes Audit tab.

Force yourself to do these 2 things during (or after if necessary) each and every consultation:
1. Note the effects of the last remedy: Response, Aggravation, Law of Cure. (5-10 seconds)
2. Reevaluate their Audit Category - how well are they doing (or not). (5-10 seconds)

This way, your most important practice audits will always be up to date.
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:Outcomes Audit Help—Classifying Clients:

At first glance the Outcomes Audit screen looks like it has a lot
going on. You'll quickly get the hang of it and appreciate how much
information is readily available in once place.

Most buttons are self explanatory: You can click Show All at top of
screen to see how ALL your clients are doing - and to review and
reassign their categories as needed.

Find Unassigned Clients:
Click on 'Calculate Auditable Clients' - this is the main button at Click this button to find

this screen - it searches for current clients which excludes non- all clients who have not
current clients, new clients and those with no feedback. It then yet been assigned an
sorts the resultant list automatically by the clients Last Name. Audit Category.

el

|

:OutcomesAudit- [Showal | Find | print | Hep

e e B

|__Calculate Auditabl Clients | Total Records 17 '_ Find unassigned clients J

== COMF

[ FirstName | LastName | NewClient | Simillimum | Similaris | DoingWell | Variable | NoResponse | NoFeedback | NonCurrent | Dats LastAppt |
View |Eiizabeth First ® NewCient Smilimum | Similaris Doing Well _ Variable No Response N Feedback Clear | January 10, 2006
View [Nick Angelo NewCient | Smilimum @ Similerls Doing Well__ Vanabe NoResponse __ No Feedback Clear | May 20, 2004
View |Randini Castro Mew Chent Simillimum Similar's Doing Well  ® Vanable No Response No Feedback EI_ Clear || July &, 2006
View |Randini Castro New Client Simillimum & Smilar’s Daing Well Variable No Response No Feedback IE Clear|| July 16, 2005
View |Angela Angelo New Cliant Simillimum Similaris ® Doing Well Vanable No Response No Feedback Clear || June 29, 2009
View |Jim Hoyt New Client Simillimum Similar's Doing Well  '® Vanable No Responsa No Feadback Clear | July 11, 2005
View |Odessa Hoyt New Client Simillimum ® Similar's Doing Well Variable No Response No Feedback Clear | December 31, 2005
View |Richard Third Mew Chant Simillimum Similarls Doing Well \anable * No Response No Feedback Clear | January 5, 2006
View [Mranda Castro New Cient Similimum Simiarls ® DoingWell | Variabie No Response | No Feedback [Clear|| November 2, 2008
View |Richard Pitt New Cliant Simillimum Similaris Doing Well Vanable No Response No Feedback D_E
View [Ziggy Pussicie NewCient  _ Smilimum ) Similarls Doing Well ) Vanadie NoResponse | NoFeedback | ]| | Clear]

[ View [Mrandina Castraiini NewCient  _ Smilmum ) Smilaris DongWel _ Veiale  ® NoResponse _ NoFeecback | ]| |Clear]
View [Aiice NewCient  ® Smilimum ) Smikarls Doing Well _ Vanaie NoResponse __ No Fesdback Clear ]
View |Daniel Castro New Client Simillimum Similaris ® Doing Well Vanable No Response No Feedback D_ Clear || April 1, 2010
View [Amanda Adnama New Cient @ Similimum Smilarls DoingWell [ Variable NoResponse  NoFsedback | ] |Clear]
View |Yolanda Castro Mew Chant Simillimum Similaris Doing Well Vanabie No Response No Feadback Clear
View |Mother Balty Ford New Client Simil Similaris Doing Well Variable No R No Feedba O [ciear

[ New Client | Simillimum || Similar/s | Doing Well || Variable | No Response | No Feedback ] Non Current |
1 77% | 2 154% 3 23.1% 3 231% 2 154% | 2 154% 0 00% 6 46.2%

At the bottom of the screen you can now see the numbers in each category and the percentage
those numbers represent of that whole category. In this small sample for example, 7.7% are too
new to know about yet, 61.6% are doing well (simillimums or similars), 15.4% sometimes do
well and sometimes don't and 15.4% keep coming back but are no better at all.

Clicking on the yellow headers (at the top or the bottom of the screen) finds all clients in that
category and sorts them automatically by their Last Name. You'll see that the headers are yellow.
Clicking on these does not 'sort' as do the pink headers elsewhere.

There are just 3 pink sort buttons (first name, last name and date of last appt). Clicking on these
will NOT change your group.

If you make a mistake and want to clear all audit data for a client click the Clear button - this will
not get rid of your client!
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:Outcomes Audit Help—Categories:

Categories 3, 4, 5 & 6 ARE counted in the 'audit calculation'.
Categories 1, 7 & 8 ARE NOT counted in the 'audit calculation'.

1. New Client: This category is separate in order to differentiate clients for whom you have no
feedback from other returning or non-returning client categories.

2. Simillimum: Improvements on every level with 1 remedy including all of the following:

- The presenting complaint/s clear/s up

- Increased sense of well being

- An aggravation (hopefully it is mild if the potency is correct)

- A return of old symptoms

In addition over time the following are also confirmed:

- Increased resistance to disease

- Ability to manage constitutional and other stressors easier (without falling ill)

- Same remedy works in an acute illness

- Client doesn't need to return so often

3. Similar/s " The client improves over time. Improvements include ALL of the following:

- More than one remedy is involved

- Remedies change over time

- There's a logic to remedy changes i.e.related/layers/miasmatic influences etc.

- Overall increased sense of well-being

- Some remedies cause an aggravation but not all do so.

In addition over time the following will also be confirmed:

- The current constitutional remedy doesn't work in an acute iliness

- The client is vulnerable to stressors and tends to fall sick.

- Client returns on a regular basis.

4. Doing Well: There is a good response including 2 or more of the following:

- An aggravation

- A return of symptoms

- An increased sense of well being

- It worked in an acute

- The presenting symptoms/complaints are better

However ... it's too soon to know whether this is the Simillimum or a Similar remedy. There will

be times when this is a 'false positive' due to other factors perhaps, when the client reverts to the

Variable or No Response category.

Ideally 1- 2 years should elapse to give a remedy a chance to really prove itself.

5. Variable: Sometimes a remedy helps, sometimes it doesn't.

- There isn't a significant overall sense of well-being in spite of an improvement in
their symptoms.

- The client's symptoms tend to return

- Their ability to withstand stress is not improved

6. No Response: Client isn't responding to treatment.

- Symptoms do not change or pathology/s progresses as expected

7. No Feedback

Client came once and hasn't returned

Client hasn't returned in 6 months or more

8. Non Current: Clients are known to be no longer consulting with you because:

- You have referred them to another homeopath or another practitioner.

- They have referred themselves to another homeopath or practitioner.

- They moved house or are deceased etc.
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:Photos Help:

:Client Photo Album: L ns | pom | o | Savdey
There are TWO e ecerubes 31, 300
mini photo ‘ Data | Hame| Ehasheth First | o4 | Fab B_13%4 CAUTION
a|bumS |n jg [Ehansetn [ Carcasbion plg |Rmrzo Partrsdt: Clser

COMPASS: one
for each client in
Client Data (6
photos per
client) and one
for each contact
in the Address

_ [E Book (3 photos

per contact).

:Phote Album: L = =T
| Ao
Boos I
| Pt Castrs
[l 1 [T (1ue]

There are also TWO other places where you can place photos: Case Details (3 photos per case
note/per appointment) and Materia Medica (3 photos per remedy).

iCase Photos! 'I'-‘Iateﬁa Medica:
ey . " Cume | Remor | #esw| Click in the 'Insert button' and
: ; [: Data | Demans | W08 then locate the file you want to
ol et | ettt insert on your hard drive (or just

Cammon Mams /o

'paste’ it in having copied it in
another program).

Compass will automatically resize
and insert the photograph you
selected. Click Zoom to view the
photos 'bigger'. Think carefully
before clicking the Delete button -
remember that deleted data can
never be retrieved.

Keep pictures of each stage of a client's rash or injury etc. Everyone forgets over time.

Import photos in a low resolution format as too many high resolution photos can make your
program large very quickly, taking up space on your computer's hard drive and making back-up
slow and cumbersome.

You must have a camera (digital or SLR) and some means of uploading photographs to your
computer in order to use this feature. Save the photograph in a .jpg format (the most economical
size-wise).
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:Price List Help:

Enter each Product &
Service that you invoice

:Prices Detai

Is:

Cusnt |
Dara

faooks Misc

clients for here. —— st
Give each one a code L’—“‘—‘—i—i g I" I;”" r—rr E
Rk iakes beRot [iomaspethy foc Srsgnancy 8 Beth o) @
depending on what kinds apsthy far B 1]
of products or services Homeopathic Guide to Slress [ T0% (1]
you are selling and how | Homeopathic Guide to Stress (incl §/H) Sale @
many of each you | Comprnns Sihe: Soymment Eaie %
anticipate selling i.e. it Pore— S c
isn't worth giving a code ——rr-ee— S 3 @
to something you are [ even Craam sain 30
only going to sell a few tiaglng Crapm for Joints Sales 0]
of. [Haabng Craam for Sears Sales E %
Dhisd ot Mo

These codes make filling Exgenses - general Mo Ou
out invoicing a breeze. Iravel M 0
They also make your ﬁ_‘m — = %
reports interesting - ey T
you'll be able to track wﬁ T —T Salas o
which products are worth [[weslermc: [ casto's Comglon x Sales Sales ool @
bothering with because  |Wwlias — Terc siorage fuom ne (e [ 100001 0
they are profitable for — |Mwelas  Trecorieecs Saine =0
you - and which are not [Wewlenaon [ Admaistrative Suppest Eeevice Servica | =10
h! R.CAN Cancellation Fes for Massd Aamtmlm w- Saricem m

SO muc n.ches Comsultation Serwics Serwica 17}
MO‘ l_md Service Service m

To get here click on the Finances button (bottom button in Client Data or at the Invoice Data
Entry screens), then click on the Price List tab.

You can view, check and edit your list here and also Add New items.

:Prices Details:

Showad| Tid | Pt | Help |

(o ot

Click on New Product or Service at the Price List
screen - or here at the Price Details screen.

Enter all relevant data here including:

_MEW Profuct e Seevice | Osiete | -
: Detme | - a code (shows on invoices)
s - a brief description (shows on invoices)
) 1| - class and product type (does not show)
Chass _ - price (show on invoices)
Product Salan | =
_—_—_ﬂﬁﬂ — comments (does not show)
] -1 | Check the tax box if the product needs to be taxed
- the amount (plus all other information) will
automatically enter when you select the code for
this product in an invoice.
Use the comments box to make notes about
discounted products or order reminders - be sure to
always add a date each time you write a note in this
— | field - you will never regret it!
Daie Created | Masch 20, 2008
Date Modifsed u-nh:_n.ma
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:Referrals Help:

:Client Data: Show All | Find |
CLIENT
m Tﬁmm T Dl'r.m.s s.,..."

Work Phone | 020 7766 7304
Cell/Mobile
ENC 02070300628 .
| Send | Emall Copy
Webslte - www.royal.gov.uk

Mailing Shot
Medical Doctor
Print Ad

Use this feature to see where are your clients coming from.
It's helpful (and good for the health of your business) to know
which friend, relative, patient or colleague is making
consistent referrals or the most referrals?

Which of your marketing or promotional efforts generates the
most clients: Your email newsletters, postcards, advertising,
your website, articles, workshops or introductory talks.

You'll be able to see where your promotions are not working
so well and reassess whether to continue investing your time
and/or money on promotions that produce little (or no)
'returns'.

Referred by: Type the name of a person. If they have referred
other patients to you their name will automatically appear.

Referral source: Where did this referral come from - a current
client, a friend or relative of a client, a friend, a colleague? Or
did they come from a yellow page or google ad, a talk you
gave, an article you write, or your web site and so on?

s [BNGEEN | Rerensns

Click on the Lists button in Client Data (bottom button) and
then the Referrals tab to get to the main Referrals screen.

Clicking on the Referrals tab automatically finds all clients
with any data in one of the referral fields.

REFERRALS

Show All Fimd Prigt List Help ;‘:;:
o
o ] N\ CE
: [_Find All apferrals ]_\ :

View] Blzaen Frst

Herry & Anne Vindsor ¥ Jan 10,
[ View] tick Angeio Mardyn Angeio Elen Alan Frierd Mar 12, 2003 May 20, 2004
Miranca Castro Mick Eard Friend 249, 2003 246, 2006
View | Mrands Castro Fidel Castro Interret 2 23, 2003 X4 16, 2008
| view | Angeia Angeio Im Hoyt Lady in Waitng Friend Jan 20, 2004 Jan 21, 2004
[ iews| 3m Moyt Maéng Skot Jan 21, 2004 i 11, 2008
View | Odessa Hoyt Jim and Jare Hayt Print Ad Aug 26, 2004 Dec 31, 2005
| Views | Ruchard Thrd Queen Mum Relasve Jan 1, 2006  Jan §, 2006
View | Mranda Castro Interret Jul 29, 2006 Nov 2, 2008
| View | Tiggy Pupsicie Elen Goldman Nov 9, 2008
o ——— —ry g

Create good will by sending thank you cards. Make sure you have a signed consent form from
your clients giving you permission to name them. If they do not want you to name them then just
send a general thank you for their referrals, their confidence in your work.

Get in touch with local practitioners who send you clients and take them out to lunch, or better
still, get to know their work and refer your clients to them when appropriate.
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:Remedy Audits Help:

5

Remedy Audits v. Outcomes Audit
Remedy Audits collate individual prescriptions - the effects of one or more remedies.
The Outcomes Audit collates one or more patients' overall results to treatment.

You can search for certain remedies - this is great for if you want to study or teach a

remedy, you can learn a lot about a remedy by studying a group of clients who each received the
same remedy. You can check potencies - and see which potencies you are prescribing most often.
You can measure your confidence levels against your results! Seeing where a high degree of
confidence matches a positive result - or not as the case may be. You can search for all remedies
given in a certain time period (a day, week or a

month) - to get a sense of the general shape of your prescribing patterns - or to make sure you
are not over-prescribing one remedy!

REMEDY _ D N -

AupITS l REMEDIES (l REPORTS l) Serrincs |
You get to the Remedy Audit screens by clicking on the Remedy Audits tab at the Reports screen
(bottom button in Client Data). You'll also find the same tab at the Remedy Details screen.

There are several different types of Remedy Audit depending on the information you need and
how you wish to use it.

The General Remedy Audits (first 4 tabs) enable you to examine various aspects of your
prescriptions - either individually or in carefully selected groups.

The Master Lists (last 3 tabs) provide helpful summary lists relating to remedies given.

Gen Remedy Audit Rationale Audit
::%W the remec_iy dqsage As long as you have LM Audit
FESpod Tields. i selected a 'rationale’ Pharmacy Audit
almost limitless ways: = ;
- for each prescription Use this screen to

- all of one patient's i i i

all ol on ou can analyze them || €xamine and Use this to see which
prescriptions y fa'yze. k ;

here - seeing which make changes to || pharmacies you use

I o s R rationales reliably your LM most often and
patients , produce curative prescribing whether there are any
- or just the curative results for example protocols. Or not || differences in results.
prescriptions etc. "\ : ot coursal /

\
:Remedy Audit—Geyeral: \ V““""“"l Find | Printuist | _Help
g | S [ T'““"ﬂ,:“"* T,mmrwm]

S 74

mEE — : /
All Rx One Client All Rx All Clients Master List/Pool

. , . . . : Click this tab to view a complete list of
Click this tab _to view Click this tab _to view all the remedies you have given
all thg remec!les given all the remeqlles given (recorded in COMPASS) i.e. your own
to a single client. to all your clients. 'pool’ of remedies.
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:Remedy Audit Help—Remedy Audits:

| Click on the mountains to zoom in and out (bottom left of screen)

150 2| |
:Remedy Audit—ie ral: [ Showan | red | eriet] o | N (
C ReM o TIONALE Puanmacy | Aw MasTER
[ Data | Dem ‘"'"'_'__‘jm | MTMTOIG:!MM I-HI'IM]
Fist | tast | Date | Remedy [ Pot | Desage | Repest1 [Do[DaoW] Repeat2 | Repeat3 | Category [Con] Gen [ _Ags_[ros|
::INlﬁ: Angelo 15May  ign. 1M Spiit Dose q2ha3h2o Chronic Partial (close) | Mid &= m
(View] Nicx Angelo 16May Kaiip.  30C |Repeated q2w3h2o 6  Wet 3days infeurrent  06% wd @D
[Viow] Nick Angals 20Jul04 Abrel  12C SpitDose 92hx 3 wat Acute Exac. O m
E""‘" Angelo 3Feb05 Abel. M@ Single  vistpra Pras sl
\View| Richard Third 3 06 Agar. - P .
@]E.;hw 1&“%_ General Remedy Audit: Analyze your data in a myriad ways:
View] Nick Angelo 2werte cae | HOW Many curative remedies had aggravations and/or a return of sx.
View] E izateln First woecoiceon | [S there a difference between wet or dry doses? In which potencies?
U Clcabath Pt Zhe_senl What's your most common potency?
Have there been any aggravations with acute remedies? Do you know why?

:Remedy Audit—Rational - [ ShowAS | rind | PisiList] Heo J PP
= —d Tm....Tmm] h
[_Fst | test | Daws | Remedy | Pot | Catgory |Con] Retionsie 1 | Raionaie2 | Rationaie 3 | Rationsled | Gen Response | Ago [RoS)

[View] Nicx Angelo 16 May |ign. 1M Chronic Tolslty | Keynole | Etiology | Essence Partial(close) Mid ||

[View] Nick Angeio 16May [Kalp.  30C Intcument [95%| Totaity | Essence | Keynols | Etiology md @D

[View] Nicx Angsia 20 Jul 04 [Abrol.  12C |Acule Exac. ]

[View] Nick Angeia 3Feb . y ] .

[View] Richard Third 1| Rationale Audit: Examine and reflect on your prescribing style/s.

[View] Eizabeth First w4 Are there any patterns with remedies that work i.e. is there a pattern with the

[View] nicx Argebo 2wva 'curative’ responses? Or any of the other responses, including the 'bad' ones i.e.

%j:m — ol the prescriptions that didn't work?
Measure your confidence levels and check their reliability. Use a scale -
percentages/numbers/letters - one that makes sense to you - one you can track

:Remedy Audit—LMs:

| showan | Find | PrintList |  Help

Cur Remi GenREl Ra PHARMACY
( DA:’T brr::.: T Mmb:m' T < i Aunrr |) AuprT T TAI.‘I.QJHJ’ I.llrl'ﬂl.]
[ Fest | tast | pawe ] ﬂlmihilﬁi—ml!miﬂ—{mlmlh s
[ View|Nick Angelo 15 May |ign. M Chronic Partial (close) Mdd =] @
[View] Nick Angelo 16May [Kalp.  30C infcurrent | 05% Mid BEo
[View]Nick Angela 20 Jul 04 [Abrot.  [12C |Acute Exac. w
[View]|Nick Angeio 3 Feb 05 | Abel. M Pass. curative |Moderate || [
Emmm‘ﬂnim [3Jan06 |Agar. 200C
Miaw| E1zanetn First 10den08 tes. 3¢ | L Ms Audit: Examine the effects of your LM prescriptions: to
— pumeicee  * I measure these against the sensitivity of the patient and maybe
[View] Sizabeth First 2wy swen  200c 44 @ISO the chronicity of their disease/s. Please let us know if you
would like us to develop this audit further and how.
:Remedy Audit—Pharmacy:
C Rem GenRe Ra
=i | 000
[ Fst | tast | Date | Remedy | Pot oW ]| Form [ Pharmacy |Gd . . .
[View] Nick Angeio 16May 04 Kalp. 300 Pisles _|Quinn Pharmacy Audit: Use this to track the which
View| Richard Third 34an06 |Agar.  [200C Piules Halios pharmacies your remedies come from and their
| View| Eiizabet First 22 May 10 | Staph. 200C Powder  Helios relative efficacies.
[View| Nick Angeio 15 May 04 Ign. 1M Granules Dolisos  Pad _
[View] Nick Angeio 20Jul04 |Abrot.  |12C Teblets |Dolisos O
[View| Nick Angeio 28 Mar 08 Cale. 3oc Pilles  Boiron
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:Remedy Audits Help—Master Lists:

:Remedy Audit—General: | ShowAS | Fed

CLIENT REMEDY m m.l
DaTta DETAILS Al-l'

The Master Remedy Lists are for examining your big picture

Layout: l Master List:.../One Client q | View As: | == E == Matching Records: m ' Script Is Paused @

:Master List—All Remedies/One Client; [ ShewAn | Find |—""£"—'-"' | Help

A=A T".“:;::“T = T“““mmeM]

. Click to Exclude Duplicates for each Client L)
View|iQ (| Elizabeth First B |O. Q i

All Rx/One Client: Click the tab and then OK then type the name of a client at the next screen.
All the prescriptions for that client and the date for each prescription will appear.

Certain patients, esp. the young, the old or complex patients can rack up many remedies over
time. View a simple list here, omitting the duplicates (or not) and export the whole list to an excel
file then copy it back to a patient's chart for a quick and easy check at every appointment.

Click the export list button and COMPASS will export
the list to an excel file and open it. You can highlight the list itself

and copy it back into a client's case notes. Make sure you locate P e —
and delete that file - you'll find it in My Docs (Windows.) Aurar. | Aurum arsenocum

Aur-ar. AUrum aTSEnOCOUT
You can view/print a comprehensive list for each patient with Aur-ar. | Aurum arsenicicum
dates at the Appointment Summary screen, e

Aur-ar, AUTUM 3TSEMICIOUT

Aur-l. Aurum ocatum
All Rx/All Clients: Use this to view the biggest picture ... to scroll Aur. Aurum metalicum
through a list of all the remedies you have given (minus the duplicates |%* e e
for each client). Aur. Aurum mesaticum

Aur. Aurum metalioum
This is brilliant for studying a remedy that you have given successfully | s« Aurum metaiicum
to several patients i.e. your best cases. Especially a small remedy. To |.* Ll
understand the remedy better and to then write it up for publication or |a. A metalio
to teach it. You can see which remedies you are giving more frequently | Aurem meniiomm
as well as those you are not prescribing. - S
You can also search here for all remedies in a group i.e. all Aurums Aur Aurum metaticum

Aur. Aurum metalicum
Toggle between this screen and the General Remedy Audit screen in = e
order to see more details for each prescription. T o

Aur. Aurum metalioum

Aur, Aurum metalicum

Ayr-m, Aurum muriaticum
Master List/Practitioner's 'Pool': View a list of all the Aur-m. | Aurum muriaticum
remedies you have given (all those recorded in COMPASS) i.e. e T e
your own 'pool' of remedies. This is helpful for seeing those you Aur-m-n. | Aurum muraticum natronatum
have given as well as those you haven't given. Yet. e e —,—
Use this feature to focus on the remedies or groups of remedies T
you wish to study next. Aurs. Aurum suipburatum
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:Remedy Details Help:

There's a lot of information stored at this one screen. You can get to it from Client Data,
Treatment Summary, Case Notes and Case Details as well as the Materia Medica, Inventory and
Remedy Audit screens.

Remedy Details is almost everything to do with each and every remedy you give and why as well
as its response/s. There's a place to jot down the remedies a client has at home - this is handy
for acutes and then everything else is about any instructions you give to your clients about where
to get their remedies and how to take them.

The main fields include the remedy date, remedy name, potency and dosage or repetition
protocols as well as the form (wet or dry), what category of disease (acute or chronic etc.) and
your confidence in the remedy. You can also record the form of the remedy (tablets/globules
etc.) and which pharmacy it comes from.

Create a new remedy: click the New Remedy button at Treatment Summary or at this screen.
Today's date is entered and the field highlighted in case you want to change it. *

:Remedy Details: | _Fina | eriet [esitssnss] e | —~
Cuient | TREATMENT Case Remeoy REMEDY MATERIA .
DATA TSUHHAIYT Notes I Devans I Auprrs T MepIca Tm]
Lg:-]mumam |DOB | Feb 8, 1558 | 45| Parents | Henry & Anne |01 /|
—

(Llﬁwm|nwlu) [<<First | <Prov [JEW of JEM Wext> | Last>> | [ Remedy List: View/Change/Add |
Date Potency Dose Repested Dose  Doses Days Form. Category  /Confidence |
Jan 10, 2006 | Hyos. |30C  |Repeated bid | 6 | 3 |pry Chronic \ |93 )

S
P """""" |”""'.""" HS. Track the reliability of your 'guts’

by selecting a confidence levels

Use the tab key to jump to the first field - to the remedy with each remedy.: to denote how
field. Type to the remedy in the pop down menu - type sure you are. Compare those
the first 1-4 letters and then use the arrow keys on your levels with the results.

keyboard or the scroll bar in the menu to find the remedy

you need then click. Press the enter key on your keyboard to jump to
the next field and type to the potency - press enter/type to the dose

- press enter/type to dosage - and so on through all the fields.

Note: if you are on a laptop you will need to press Ctrl/Cmd + Enter.

In addition to noting whether remedies are taken wet or dry you can
track whether it's in tablet, pilule, globule or liquid form,and which
pharmacy manufactured the remedy.

There are 2 extra fields for additional dosage instructions. |h"""_
< January, 2009 | > |
* Click the 'calendar icon' in the date field to view a calendar by
month. Click on any other date to select it. Click on the month NN
to scroll to another month, ditto with the year - or use the : E 7 8 8 %
arrows if you just want to go back or forward one month. You 1 }13 W 15 18 17
can also click in the field and type another date - the formatting | 12 0 21 2 13 M4
is fairly flexible i.e. it will recognize 1/2/08, or 01/02/2008 or 25 26 27 28 2 30 AN
any combo thereof.
[ Today: 1/2/2009
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:Remedy Details: fnd ]| Ovst |EduMemue] i ,,,,,,,,1 L“'|lotth Shakes Drops Spoon Glass
T ‘-*“ ou'i's """...m ':.':'z:.?: — .I [ 1 | I

LM Remedy Details

|| Record exactly how a patient is

j taking their LM potencies

Dincluding:

The size of the bottle,

The number of shakes before
each dose.

The number of drops OR the
size of spoon

Whether they are taking their
dose from the 1st, 2nd or
3rd glass etc.

| GHW PHARMA Migie - 1 B30 900, Y48 J08 .47
LT L L T Y

sahnemenn Labe: BB 427 4332 hahnemennisse. comy)

el iy CDroairighlh 00 MRICA 3D - e
oo el e ey e e M geen (B0 TTE 433 E)

Asburel Heakh Supaohy: BB 6099 16049 v
aizomeapathy com \

Aarreeity Sosron A77.K37 2198 rerved tdusin dm \ mm h- .tm

Mash gkan mamecaathic Pragucks: BI0 136 1499 mean 1
U-""l-!;l!'\f Crldn. 0am EQ.V = 3CC IFL
el i LU T T T T L T LT e Ust 2’:0 and IM i
31t &4 1803 STEIRD [v'm] 1863 SATISA [Tha parmon)

Emsili rderdhalisn. oo, ik calc p 6X

WaSd b i Pra bl L6 0k Ll
Alvgrarthe UM: Q11 44 (Q)LB92 1324393 |-

> Morrisons Rationales

L aain e e | Keep a note of the remedies a client has at home.
E Ak S (Ve This field is the same across every single remedy for
[Gagel cvae oy this patient. You'll never have to go looking for this
= [Ghie] cudds met info. It's a great time-saver and helpful for acutes

and follow-ups.

Remedy Rationale Remedy Rationale
1 | Pathology The more rationales you have the more confident you can be in
2 your choice of remedy. If you use these fields you'll be able to see
3 which prescribing rationales work best - and which are not so
4 effective.

If you select a remedy where the Totality of symptoms, the Etiology and the important
Keynotes all fit you can be pretty confident in it. Less so if you have just Etiology or just Totality
and Keynotes. Much less so if you just have Essence or Pathology.

It's helpful to flag any unusual rationales like a small remedy (or a polycrest) chosen on the basis
of a SRP or any genuine Synthetic prescriptions i.e. where there's no
lproving for the small remedy you have chosen (typically a salt).

Morrison's Rationales

Remedy Response
If you do nothing else be sure to fill out the first 3 fields: it couldn't
- be quicker or easier. You will not regret it.
Aggravation The General Response: was this remedy generally curative or
Law of Cure Sx [ | what? There are a number of choices and as with all menus it are
| Law of Cure Nots | completely customizable (Edit Menus at top of screen).

Was there an Aggravation or none. If there was one you'll want to quantify its severity.

Was there a return of any old symptoms. Check that box if there were. You can add a brief
note about whether they appeared in reverse order or not or were long-lasting or severe or any
other brief note to act as a reminder.
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:Remedy Details Help—Instructions to Client:

Instructions to Client

It's incredibly helpful to have any instructions you gave to a patient regarding a remedy visible at
this screen. Patients can be interestingly creative with how they take their remedies - having a
record of how you wanted them to do so is good practice.

Pharmacy Details
Click the Copy Click the Letter button (or A4) It's useful to have these in one place - in
button for any to view a proper letter with any | | the place where you often need them.
instructions in this instructions now placed in the Make a list of your own faves - the ones
field to be copied body of that letter. You can you use most often and update it as
to your clipboard. edit it there, then print it out needed.
You can 'paste’ the old-fashioned way! This is
these into an email | | helpful for remedies you are You can edit it here or at the Settings
or any other sending to patients - with screen. This field is always the same in
program. personalized instructions. every single client's chart at all remedy
detail screens.

h‘won]‘ L\rFrm Ad \ Datails /ﬂ_nh

OHM PHARMA, Miami - 1\800.903.7646/305 3%3.I51.
hitp://ehmpherma.comy

Hahnemann Labs) 8988 42A €422 hahnemannlabs.co

Hamaopathy Owvamight: 800 ARNICA 30 - wiew,

homeopathyovemight.com [(B00 276 4223)

You can use this field to jot ::::T-I“i:,:',:?-f”iil\': 8BS 689 1608 - www

down any verbal instructions or =

you can use a template if you
o i ; Washington Homeopathic Products) 800 336 16935 www

are §Iend|gg msltlructlons in an e i

email or by mail.

Remedy Source: 877.821.2159 remedyscurce.com

Helios Homeopathic Pharmacy ~ UK:

011 44 1892 536393 (vm) 1892 337234 (kve parson
Email: order@halios.co.uk

Website: wwav helios.co.uk

Aingworths UX) D11 44 (0)1892 536393

Adult: Dry Dose Child: LMs
Adult: Wet (Test) Dosa Additioas| Notes: Adult
Adult: LM Additions| Notes: Child
Childs Dry REMINDERS - FAQs

[~ Child: Wet

58

~

The templates are fully customizable - write them up any way you wish. You'll need to go to the
Settings screen to do so.

The headers are also customizable - you can change them here at this screen or at the Settings
screen.

Click the Copy button for that template to be popped into the Instructions field
Click any other Copy button for a second template, 'Additional Notes' for example, to be added at
the end of the first template.
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:Remedy Details Help—Morrison's Strategies:

b

© ©

11

12,

13,

14,

1.5

CASE ANALYSIS STRATEGIES by Roger Morrison

Essence + Keynote +Totality. Rare: about 1% of all cases. 100% curative no matter
what the illness (chronic/acute etc.)

Essence +Totality, or Essence + Keynote. Curative rate is 95 %

Totality + Keynote. Comprises large number of cases. Curative rate is 85%
Delusions. A consistent error of thinking that is characteristic of that person’'s mind set.
You must have one or more strong symptoms (generals or particulars) to confirm the
remedy.

Strange, Rare and Peculiar. One strong symptom of the case that is characteristic or a
particular remedy. The symptom is unusual in and of itself. Bizarre or even weird.

Totality only.
Essence only.
Etiology.

Main Pathology. If you cannot find one remedy that covers the whole person, whole case.
Try a specific remedy based on repertorization of the main symptom.

Recent Symptoms.

Keynotes Only. When totality is confusing, essence unclear and the most reliable or
recent symptoms do not point to one remedy. Use three keynotes from separate areas of
the case (not all the main pathology or generals like food cravings). This is a flatter
picture, but considered the "3 legs of the stool" and often used in acute prescribing.
Keynote Essence.

Concomitant Symptoms. A combination of at least two symptoms that are well known in
a particular remedy.

Cluster of Keynotes.
Synthetic prescription. One remedy doesn't cover the whole picture, yet it is partially

covered by two remedies. Consider the combined salt. You need a general or other
symptom to confirm the new remedy.

These case analysis strategies are listed roughly in order of importance and reliability. They are
summarized from articles written by Roger Morrison MD in the Journal of the American Institute
for Homeopathy 1990-1991: Methods of Case analysis I-IV. As always, the quality of information
available for case analysis in any case will depend on the completeness of the case taken and the
ability of the practitioner to perceive what needs to be cured. Summarized by Ellen Goldman
ND (Homeopathy In Review).
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:Reports Help:

There are a many difference 'information summaries' in COMPASS to look at your data in
different ways. They are divided roughly into Audits, Lists, Reports and Research.

AUDITS. These are summaries of practitioner's assessments:
Outcomes Audit (overall response to treatment - practitioner's evaluation)
Remedy Audits (responses to individual remedies - practitioner's evaluation)

LISTS. These are simple affairs, names plus phone numbers, emails or addresses - nothing
fancy, just lists. There are several in Client Data (your clients) and your Address Book (your

contacts).

REPORTS. These mostly take facts and/or numbers and crunch them to provide summary
information that is based on facts and figures. Complaints falls into this group because the data
used is not based on opinion (practitioner's or client's).

RESEARCH. This group of reports is based on data you collect from your patients about how they
think your therapies have helped them. It is instructive to measure your evaluations against

theirs.

7 ~

:Finances:

CLiny Imwcace
| Data Surwuany

FINANCIAL REPORTS & AUDITS.
To get to these click the Finances button
(bottom button at Client Data)

. . N
= Llsts' Ll 7 Jawnary, 3

Gan | B TR S | e | ChoR | messmaas

LISTS. Click the Lists button (bottom button at Client Data) to get to
any of the following:

Appt/Rx Summary *

Client Lists - Phones/Emails/Addresses

Company Lists - Phones/Emails/Address

Daily Log * (or click Log - bottom button at Client Data)

Follow up Tracker * :
Locum Data * :Reports & Audits: T T ;mm

{R_gfgg’ad; t** | ‘i;:'!':: law] 2!“" ]'ms!ls'l'tﬂ:‘-&l:li-tm.:al E
REPORTS & AUDITS. Click Reports (bottom button at Client
Data) to get to the following:

Age & Sex Report *

Complaints Report *

Outcomes Audit * Categories Clean Up

Remedy Audits * Check that your clients are correctly

Research * 'categorized' and make changes

Categories Clean Up easily at this screen - especially if
you make any changes in clinic
categories.

* For more information see entry in Help Manual
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:Research Help:

Audits. The general outcomes audit and remedy audits are where you determine how a client is
doing based on their feedback and your judgment and/or observations/perceptions.

Research. In COMPASS this is where you ask your clients how they are doing and record their
responses. Comparing the two - your assessment and their assessment - can be interesting -
especially if it is different.

The European Committee for Homeopathy are working to create standards and write policy
documents to help homeopathic clinicians gather usable data from their practices.

Click to view their document explaining more about the use

of these (and other) research tools in homeopathic practice > Data Collection in Practice

VAS: Visual Analog Scale

Lesking # the hre below where would vou say you fall i e of how you feel cverall
or since your last homeopaths visit

Print out this form at the main

Slace & vertical mark on the line that best describes where or how you fesl right now St‘:reen and_ give it to your
Dent “thirk’ toe hard or long about this. clients to fill out. Preferably on
0 = the best you could be 10 = the worst you could be t.helr CE They S.hOUId not fe.e|
like they have to 'please you'.
" - This will automatically happen

in your presence.

These are tools that researchers

in the field of alternative and
WELL BEING INDICATOR complementary medicine have
found effect in measuring

How would you rate yeur genesal fesing of well-besng right now o compared to how it was al

your last homeopathic wis&® Scone your well being by cirding vour chosen number. patient treatment outcomes.
) ) - 2 - You can use one or more or all
0 = as good &8 & could be & = &5 bad a5 & could be Of them.

Senseof wellbeing: 0 1 2 3 4 5 &

You can give one form to fill out
What word or phrase would best desenbe your overal sense of nell-being right now before an appointment and

another afterwards.

Homeopathy clients who

- haven’t been in for a while may

COMPLAINTS RATING have forgotten how they were
feeling the last time they saw

Choose 1-3 symptoms (physcal or mental) ahich bother you the maost.

Wrte them or the bnes. Now consder how bad eack symptom 15 mght now or compared you and talking with you may
how it was at your last hameapathe: vsit. Score it by cirding yewr chosen number, change their perception of how
0 = as good as it could be § = as bad as  could be they are dOlng.
x 1 : i ; 01234868 Ask them not to think too much
_ L but to answer the questions
Ex 2 6123489568 ‘instinctively’.
Ex 3 ; i R RoReH : 0123438

Then check the relevant boxes at the VAS, Well-being and/or Complaints screens plus add any
relevant comments. Depending on the purpose of this research - if it's for a group or clinic study
for e.g. - you may also need a signed consent form for each client. It is interesting for clinics
(including teaching or school clinics) to select a group (by age, sex or complaint etc.) and follow
that group over a period of time & quantify the results.
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:Research Help—Complaints Rating: @

The purpose of this scale is to find out which 3 complaints are bothering patients most. And/or
which 3 are bothering them the most at this point in time.
And then to have them evaluate how bad that complaint is.

It is interesting to hear a patient say that something is a bit better.

It is often more interesting to ask them to quantify on a scale of 1:10 how bad it is.

And then to look back and see their rating at their last visit. Sometimes the difference between
the two ratings is as much as 40%. 40% better is more than 'a bit'. If the number if 10% then
they may be trying to please you - they may not be any better at all.

Astonishingly these numbers tend not to lie. They are a spectacular way for homeopaths to
gather quantifiable information about the results of their treatments.

You can incorporate this into your case taking - asking people to select a number that describes
how bad they are or feel etc., or you can print out the form and have people fill it out after each
visit. Again - discrepancies between the two - between how you think they are doing and how
they feel they are doing is important.

If someone is better, you may want to ask them what else may have contributed to their feeling
better (and give some examples i.e. a holiday, acupuncture treatment, a special diet, falling in
love etc.)

Remember, not everything that happens in a person's life after they take a homeopathic remedy,
is due to the remedy!

COMPLAINTS RATING
Choose 1-3 symptoms (physical or mental) which bother you the most.
Write them on the lines. Now consider haw bad each symptom i right now or campared
how it was at your last homeapathic visit. Score it by cirching your chasen number,
0 = as good as it could be € = as bad as it could be
BN L1 sonnosnonmrnnn s nn s kA nen EARGA S E NN DT ST S AN AN RSN A I ANA S 0 12348586
Bit 2t sivcnsiinnsasin — 208 ] M."
Date of Vist 0133436?'9
. e [5.9 17, 2003 || e 1 || migraine %) :'-:' -fi]d{‘ 22:5 OO |hear
Neo. 2 || fangue B EEEEEEED =T
_ Mo, 3 || deoreasion OJORIOIOIOIO IO B8 1O | ichear
[Cets, 2003 [[Wo: 1 || migraine OICEOIOICIC IR OO0
Mo, 2 || Fangue PeEeEEE]ee
o, 3 || depression HEENEEED]EE 8T
[Mov 14, 2003 || Me. 1 || migraine OJOROIOIOI®|O OO0 | ciear
No. 2 | fatigue OICROIOICIS IO IO OO iear
No. 3 || depression OIOROOSICIOOOI0
[Dec 28, 2003 || Mo, 1 || migraine OO IOROIOIOO0
B e S8 Ll 0 o
He. 2 || depression FOEEEEEEETS
_
The European Committee for Homeopathy are working to create standards and write policy
documents to help homeopathic clinicians gather usable data from their practices.
Click to view their document explaining more about the use = s
of these (and other) research tools in homeopathic practice > Data Collection in Practice
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:Research Help—Well Being Indicator: @

c

T

=

The Well-being Indicator plus the Complaints Rating in COMPASS have been adapted from the
MYMOP's scale.

MYMOP stands for ‘Measure Your Medical Outcomes Profile’ and was developed in the 1990s by Dr

therapists (CAM) in her practice. MYMOP has become a popular measurement tool for many CAM
therapists, nurses and researchers.

2
3
4
5.
6
7
8

their complaints.

harlotte Patterson (UK) to evaluate the effectiveness of complementary and alternative

he following are adapted from Clare Relton's 8 Reason's to Use MYMOP

. Helps the practitioner and the patient focus on the objectives of the treatment.

. Provides benchmarks at each stage thereby enabling progress to be measured

. Helps patient recognize any improvements.

. Helps set treatment goals

Provides summary information and can be used to audit one's practice.

. Can be used to provide statistical data regarding improvement rates.

. Can be used to provide information that is publishable.

. It becomes evidence for the effectiveness of your therapy for certain types of patient and/or

WELL BEING INDICATOR

How would you rate your general feeling of well-being right now or compared to how it was at
your last homeopathic visit? Score your well being by circling your chosen number,

0 = as good as it could be § = as bad as it could be
Sense of well-being: 0 1 2 3 4 5 6

What word or phrase would best describe your averall sense of well-bang right now

1o describe the sense of well

Sep 17, 2003 Misarable. migrainas, constipation. depressad and uttedy deplated L

Oct 8, 2003 Somae improvamants, fealing stronger in self || ]

Mev 14, 2003 | beginaing to feal batter IS :

Dec 28, 2003 | Battar still | ) ) (] ]

Jul 16, 2008 Did wall till summer. bad stressors. relapsing but net as bad as at fiest | ] ] (&) IR &) ]

Aua 24, 2008 Baginning ts improve }E' O JON OO OO0

Jan 27, 2006 Did great for most of last year - some minor symptoms | = 0= CIE\‘ e EE [I‘.:h.l

Jul 6. 2006 CRIORPRICIEIOICIO] [cesl

New 2. 2008 Much Setter cverall = Eil:v Cl':‘ :'I'Ei "'I'Zl [C.I-I
I Web Links > > > | Official MYMOPS Website Homeopathic Research Institute
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:Research Help—Visual Analog Scale: @

This scale has a proven track record with evaluating patients - especially in emergency settings
with regard to pain assessment. Researchers of CAM therapies are using it to measure a variety
of outcomes including, pain, and general and specific responses to treatment/s.

This 10 cm line is a remarkably accurate measure of where a person instinctively feels they are
'at’. It's gloriously simple - it's easy to administer and quick for patients to use, as well as quick
and easy to input the data. Please the line against a rule and make a note of the number/s then
click at the correct measurement for that appointment date on that patient's VAS chart.

If you decide to measure something more specific that their sense of how they are doing overall
make sure you 'clear' any other checked data first. If you want to save a patient's VAS records
before you click that clear button then take a screen shot and paste that graphic into that
patient's Store Docs.

A Visual Analogue Scale (VAS) is a measurement instrument that seeks to measure something (a
characteristic or an attitude) that cannot easily be directly measured.

For example, the amount of pain that a patient feels ranges across a continuum from none to an
extreme amount of pain. It was to capture this idea of an underlying continuum that the VAS was
devised. Such an assessment is clearly highly subjective, and so these scales are of most value
when looking at change within individuals, and are of less value for comparing across a group of
individuals at one time point.

Further reading Wewers M.E. & Lowe N.K. (1990) A critical review of visual analogue scales in the
measurement of clinical phenomena. Research in Nursing and Health 13, 227+£236.

VAS: Visual Analog Scale

Looking at the line below where would you say you fall in terms of how you feel overall
or since your |last homeapathic wisit.

Place a vertical mark an the line that best descnibes where or how you feel right now.
Don't “thnk’ too hard or long about this.

D = the best yvou could be 10 = the worst you could be

3 16, 2005 [“ }"n { llul::n :‘r]:|iCl}:r]nCl]Cl[i“tl"W].vl[J = I.]| |I[_:[| :],_l[; !II |'¢‘ ]| I[I__l[f: |:]|__|[t: 'lj-v:. :fr_ 1: s Ii:. s Ti" }~[| ]Cl-lil'l
Aug 24, 2008 OO0 IOIOIOIO OO O OO OO0 OO O OISO OO IOIOIOIOIOIOIOIO [-_]cl-.-|
Jon 27, 2006 i’.‘}.}"f'] #] o) 8)s)(s] 8] (8] (w] (s} (s)(w] w] (] [ ](w](s) 0} [w](w] u}u} [s][w)(u} w} [w] (0]} 0} ][0} @) ) W) s) W) ) () "
2l 6, 2006 e EEEEEEENEEE I EEEEEEEENEEEEEEEEEEEEEEEEEREE T
hov 2, 2008 JO) 6] ) () () ) ) ) () ) ) ) ) ) i i) ) il ) ) i ) ) ) ) ) ) ) () ) ) () ) ) ) 3 1530
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:Settings Help—Client Data: @

There are instructions at each Settings screen to help you understand what you need to do and
how to do it. Most of these are straightforward. There's some extra help in this help manual and
also some at the individual help pages i.e. Calendar and Emails etc.

‘Address Book| Business Card| Calendar [ETReY Email | Envelopes | inventory | tvoices| Labets | Letters| Menus | Pharmacy|

Take a little time to scroll through each Settings screen familiarizing yourself with the kinds of
customizations available at each one.

Come back and play with the ones that seem easy or fun - or important to your practice. If you
want to be able to send out mailing shots for example, then go through the Email, Envelopes,
Labels and Letters settings and get them all set up correctly.

If you have the time then go through each of these screens one at a time and get yourself
thoroughly set up in one sitting!

:Client Data Settings: [ Prnt ] vieip ] Secmber 29 30 Client Data is

P l where you enter
| DATA your own client
f categories

| Busimess Calesdar 2] Flewus

These are your

| - - main practices or
| Select View Arw you newmh to computers? Oo you fird technelogy confuaing? Check Basic. .

! Basic ® Advanced Are yois COMputer 3nd databape Eavey? Migh bech? Check Advances —b.u5|ne55e5._ You

| ——————— may also wish to
i X L]

i Client Categ | Audit Cat Forms an File have g general

|| Chant Catagory 1 | General Clisnts | Audit Clismt Form 1 | MBF client category for
| |__Chient Category 2 | Boca Ratos - it Catugory 2 | Simdlimus | form 1 Gen Comsest | NON-patients who
| |_Chant Catagory 3 | Gaimesville/Duland|  Audit Catagery 3 | Simla /4 Form 3 | Release: tomsit | pAy yOU fOr

| | Chent Catagory 4 | Phene | [RuCRCeNTY &) Oung wal Farm & |Release: Tauh__ | sarvices (like

| |__Chent Category 3 | Stadeats ] g o Y ::-lh : l"-r-: mh__._._vw'-::_, teaching or

| | Chent Catugary 6 | Inguiry | Audit Cat e "': 7 Tne —— | Form 6 [Other X_ supervising) or

| SCsiaperyd | Tomee ] / products (like

f . .

You can change Audit Categories 2 through 6 if you wish. clinics).

Click in any of the white fields and type away. \You ciii GG
customize the
kinds of patient

You can change the weight, height and temperature headers forms yoa keep on
depending on which 'system' you use (pounds/kilos, feet/meters, file.

Fahrenheit/Celsius).

]

l

C gt [ e | [l rm ] (el ?

1| Custemizable footer showa on
] asch page (centar bottom | of
prinkad casa notes

b-u--t‘ v Footer: |

The Patient Summary footer is for if you have to print anything special (legal) on each page of
your clients' case notes.

Changes

You can change any customizable fields at any time. It's not a good idea to keep doing so
especially with Client Categories. COMPASS will NOT remember former categories. If you wish to
do this then search for all clients in a soon to be defunct category and add a relevant note in the
Miscellaneous Notes field at the Client Data screen with 'today's' date so that after the category
changes you can see from the note in each client's 'file' which category they belonged to.
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:Settings Help—Address Book: @

There are 8 fields in the Address Book that are fully customizable.

The first 6 fields are good for recording important information such as account numbers and
passwords, frequent flyer numbers, online logins and pin numbers, serial and membership
numbers - i.e. anything that you have to look up and also, anything that you have to keep very,
very safe.n

Tips

Set up one email address only for online accounts and purchases etc. This will keep your main
email account nice and clear - and virus free. You can easily set up a free account - there are
many companies offering this. Just google 'free email address'.

_:Address Book Settings: | Brint_| belp | s~
CDU-AET"; ] E ] | Sulect Printer l Check corect prnter has baen selected
Buwnews Calendar | Clrent Data | Email Labels Mesus I

]
. Acczust & Customrezable heades for aix falds in your sdd-ema bock
1 Importast #| | Use these tc keep track of your 'Important Numbers” indluding sczount
____—.l-'-‘ I.qnln: numbers. paseport, oredit cards, on e user name and paEswcrdE or ping,
4 - # =
Password/Pin| | reauent flyer numbaers b passrords/ping etc

__Freguent Mi The fisld inea in the addreas bock are wide encugh to add & short
Mf’lﬂ:. nobe/ reminder neaxt to numSens.

T | Click thas batton to find all records In the Address Book with an Imaortant
| Eiod Important Numbars | -~ moar & to go to 8 printable list, Srint tas list cut ragularly and keep in

& sale place ke a Dox 8 the bank in case of theft o fine el

Ml"‘j' Thers are I addtional. custemizable hasders available. Use thase (and

Addtionpl Figlds @ the check box) to treck informabon like chenge of sdcresa nobficstiona or
s (Chamge Addrass| | p5yey ot:.

Find Important Numbers to view a list of just those companies or contacts that you have
important information for. Print out this list from time to time and keep it in a safe at your home
- or the bank. You'll be glad you did if ever you need it.

| Impertont Numbere/Acsounts sbe.
SRR, . Freguent Flyer|
Important # l'lmd!ﬂnf
Login in| castrohom@aolcom Misc. Info

P 4/Pin| anhalonium22 | Address

You can use these last 2 fields and the check box (Misc Info and Change Address) are fully
customizable also. Use them to check off notification like change of address or wedding
invitations etc.!

Clicking the clear button will remove the check from ALL checked boxes in your address book - be
sure that's what you want to do when you click it - you are of course given a chance to cancel it.
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:Settings Help—Communications: @

You'll need to get set up at each of these Settings screens in order to send out any
communications i.e. to send out letters or emails, and to print out labels or envelopes.

f—_--\‘ ,JP"'—-—_--"'\\
Im—uﬂuc—dm“a—n Imli-qlhuu(:lmﬁlu-{uj-lh_ql
\-q._________—/ ‘b..____‘_.____,.""

Emails Settings: Go to the Emails - Get Set Up page in this Help Manual for instructions. /*
Envelopes Settings: Go to the Envelopes page in this Help Manual for instructions.
Labels Settings: Go to the Labels page in this Help Manual for instructions. S

e

Getting set up with Letters Settings:
Go to the Letters Settings screen and select your default paper size and printer.

" " Poat Tuswidap
:Letters Settings: L ot | uetp | PR e
(ST | - Mass Asosiss
| ‘Data | Lo I Manass | Boox
|E=-.=L_=ﬁn— Chest Suta] et H&EA\
g sarensuzs
i o " two Ad - 81T = 1149 20 mm = T97
Selact Lattar or A4 and than Click an the Select Printer US heiter - 857w 1t 3138 o x 37.54 om
| Butban b make the oomect prrker 502 SEoer seletionn. | USLegel - 52" = 14 213% em = 5359 om

| Selact EITHER bast OR legeo apticn for letbertasds ans'cr foctes = be placed on ALE your letters & inscicas sk

WEADER & FOOTER | — “SADSR for letiars, imveices & statumentis TEXT Option - hype in yesr sun dotade

TEXT OFTIGN

Unn tre Formal
e to selbect g
‘:L" ST || POOTER far lettery, iveses & fistewant TEXT Optiun - type in yor ows detesky
vl as ol

atylas to create

tgaders ared o Migdang 4676 WY (g Ageay Semgyedn B 1437

featers far all proce Ba Ll TN A N A B e moeiers Jan ce= smbue swe e deaien (9

ytiers & vepioen

2 Carated e Poa D ieeet i rpepmpet Soesbianns P Devana loaet dee Pamames T4 P06 L18

Balebe ol doka # Bagwmmeti et 2as e The Somoty o omoamnin 3 vomse Ront Morshunomsn, MSH G414

FoU MBS yOLr oM

tmaded papas
= T :
WenDee & pooren | [ PEADER o ntar, mmeicn u—-—- mw- —-:y-o-n— ()

LOGO 0BTION | M }“ L ‘ r‘ L ]
" _u I.t._a

Paste pour loga non:nuruuconunsur

inte theae fakda — = — = :
Pt I L e e e — —————— T3]

¥ ar graphk fie
tom pour hard
orive
G S
T A% w Wi
4w 338 am
Fodaler tiae
T3%3m 1.9 wih
18.4 u 24 om

Then create a header and/or a footer for your letters - as you see from the example below you
can 'mix and match' i.e. insert a logo for the header and then format a typed footer.

If you have your own letterheads you'll want to make sure all four fields (the 2 headers and the 2
footers) are completely empty.
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:Settings Help—Miscellaneous: @

Business Card settings: Go to the Business Card page in this Manual for instructions.

Adiress 8ok Susimess core|}stendr [N o | Emveiopes | mvenfory | vosces| e | Letters| renes | harmsey]
e e

Getting set up with Invoices Settings: Go to the Invoices Settings screen and select your tax (or
VAT) rate. You can only select one tax rate in COMPASS. Any taxable services or goods are then
automatically charged taxes at this rate.

:Invoice Settings: pret ] el e

If you work in

two or more CI'JL:‘;T ID..u. ENTRY _ Creck correct printer Aae been l'lt.':h-c_.
states or
provinces each [ ook musisans s catmndnr | ot Owta| i | imveiepen vy FERIRY e s ottos 1 pharmacy|
with different s
tax rates you : f
will have to | TAX/VAT RATE 6,255 |98 || Changes in tax/vat rate wil anly apely to naw invoices.
change the tax
rate on
individual MIT _Tmibe ]
invoices (in the P
header to the Lcenss Humber: 900006587 |
tax field above el [
the totals). — Y |
| Family Nyrge Fragtitigogr with Sregcriptive Autharity Ir

The Tax ID and License Numbers mostly apply to practitioners who wish to submit invoices to
insurance companies. This part of COMPASS under construction. We need feedback about
whether this would be important to you - and whether you are able to assist us with it. Please get
in touch with Miranda or Jim if you can help us with this.

These messages will appear on all your invoices. You can remove them if you would prefer there
to be nothing - or replace them with something of your own. You can write longer 'quotes’ but
you will then need to change the font size and print out an invoice to check it looks good.

Imvoice Massage || | |This message appasrs en your diest's
| Good Méalth | priceless |imveicaa - uss it to say thank you o to
| | |write w srief Gecwtic merIage.

[Balence Due Message [ Amount Due:|
| Invoice Paid Message |  Paid in full. Thank you. |

The Balance Due and Invoice Paid Messages are also customizable - make sure they are short i.e.
that they fit within the field.
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:Settings Help—Remedies/Pharmacy:

Inventory settings: Go to the Inventory page in this Manual for instructions.

Adiess s sutnes Cre] catender [EEIRRY s | et meemory

] b etee| e sharmacy)

:Pharmacy Settings:

R
win Bytasy

Pharmacy Settings is where you can keep a 'homeopathic pharmacy’ list. It is always in the right
place - at the Remedy Details screen - for when you need it. You can refer to it when instructing
a patient which remedy to take and where they can buy it if need be.
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:Tasks Help:

Tasks is everything you need to do that is NOT associated with your patients i.e. all non-client
related action items, projects, tasks or whatever you want to call them for friends, relatives,
businesses and companies etc.

You can leave all the tasks for a contact or delete them as you complete them. They are handing
for keeping records - just like in the old days of paper files. You can keep track of conversations
with people, things you said you'd do or send or whatever, emails that have useful information
that you want to keep just in case and so on. Create a separate contact for each software
company you purchase from and the dates of the original purchases, as well as the dates of
upgrades and information about any tech support issues.

You can create one contact for all air miles accounts, one for referrals (people I refer to) and one
for shopping! I write down anything I think I want and then I get on with my life. 9 times out of
10 I don't think about it again and 6 months down the road I'm astonished that I even thought of
buying it!

He

mzm

Click on the Tasks tab
in the Address Book to
view a list of all the
things you need to do
- of all your current

12/20/ 2008 - Voice Mail Message

You have reached the COMPASS Tecthnical Suppent taSkS.
bl line. There's no one to take your call right neow se
R . Shasw All ; Prict | telp | Masday
e == COMP
%:I!:‘ = Al it Tarikid Fiad Al € wnd Taehe r
Coatw = E Task Taak Pose Dus Doate
3 Mg OF | Jimn baaea Sonbagt Aoptangr Tage Whptyow 1ar! 8 - WA
1 Jen. 08 | Heakher Koo Virite lwe Satisct Tamzlate | Jractice 2 - amz> =)
% May. 07 Simghy Dig Essamrch LMS
3 Mgy 07| Ritin dgin B. Jain Graup of Fghge g D Poslation of Biress
g Jus 08 | Sause B _u._n-l Eut Sittar Susject: pet sithng =]
6 Jun_08 | malisss Surch | Inner keakh Aiiae Progam You can use these fields
a.lk Soneiads 90TAN a0 any way you would like.
i ettt ;":‘"’:5“‘{" You will want to leave 2
7 Jul O ALCS « L Demr &LS :
- p— e o S| the date, name and
B fas, O Bank of Americs Sranty & Inlormaign company name as Is. )
B 0@ | Onrial Welb Wesding Pans N i . 2 ;i
- nE . hational Cantar Yo Chst Rgam [nstruwtians \‘Wﬂte Somethlng brief in
5 Sez 08 \Cove Tert~arahc Cwiels the Task and Task Note (=)
B Gac. OB FileMaxar Upgrmde Setails fields that reminds you
i Hohnamann Labs g niwenanes | what needs to be done.
S teo 08 | Mary Clarke Hoacgethy Action Mary's Rabramant Emal |
9 Sez. OB | Jo Twiss o'%: Toronto Cenference YOU can assign a :
S0 08 ] s category, a priority and a
I flatiiast Secs O Sonhh 332 due date - or not if those
i ‘:E of | Mate Chatfisld Univarzky of La~caster « _:anpwt Owetals ,
2t Kgw, O 2.. Craah Techwnigans (Tech Trundebes Motes are nOt |mp0rtant.
12 Omc 08 [ Sats tual regart - sov 08 . (e
12 Dec 08 | Judkn Themascn [The Red Tent Contact re: mom Check off tasks (click the
 iant 5t Frands House Conatan Detals Completed box) for
12 Duc 08 Padex Intarnationsl Snarity them to be removed =)
12 Dec 08| Anza Chiann ARTKRNE - 9 Weies )| Tromy IS LISE,
; Iripges Gpnie o S
12 Ope 08 Hair Solors Bght moumten dyad O
12 Dec OB =2 Computers IKE2 1 I
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:Tasks Help—More:

Task Task Hote Category Priority
12/9/2008 |Call Jim v ES.t up Maating |Business W12 <« ASAP
- -— -
3/4/2008 |Ancther Task ¥ Whatavar Ganeral | wiS - NA

automatically inserted.

A list of all the tasks associated with a contact can be found at the bottom of the main Address
Book screen. Click on View to go to that task. Click New Task to add one with today's date

Use the tab key to jump from one field to the next and type in any relevant details

,J ngk the Edi'lc( Menus buttt:u:'r::| at c!]'he tophof the |r1ﬂain
_ | Address Book screen to add, edit or change the items in
m‘“ Tm?m the task type and category menus.

Select categories for Tasks (Projects) linked to contacts in your

ﬁg lm_l Address Book hara.

You can view the tasks in 3 ways - as a simple list (Tasks List), a bigger list with a bit more
information visible (Expanded List) or each task taking the whole screen - with lots of room for
the main note as well as an additional notes field.

Use these fields for thoughts, information, the important portions of emails etc.

Make sure you date absolutely EVERYTHING - use the Insert Menu (and select date) or Right
Click then select Insert and then date or use Ctrl/Cmd and -

[

Tasks—Individual: Lommat] te | eret |t | o

Twcewbar 19 2999

Tadb ks

Cosatos Cetaia

Donstian Datsils

t2/4/24004

Housa. Aggarently they hase & dryjer ( sas Salow)

AT fram Kant ra: what 5t Francia na sng thae cont ao |
arganiza » specific infarmal fung:raiser ang reine the full
manays from amangst cuwr friends

See comreigandance betwasan Teplar and Aruge re sonetia
tha hamalass +=

dlyan. Teaplar wrote:

Eims Jahn DaCermine works out of the Alachus Count
ax iz Arups’s porch [facing Mery and Jeckie's Mouss.  the

sha's getting a bit bumt aut it sssma
#* 25 [l reasgand to the singing smeil whan [ gat hama
VERY 0000 TO WEAR FRON YOU

Slaszs note naw sfcrass. ghone. and fax numbers
Taylor ) llpl_l MIW. VISh B

Huslth Cars for Re-antry Vetersn Specislist

L3092 W 23rd dve.. Teinsavilla, FL 32403

Shi [ 332) 379-4933 Pax: (332) 371740

* Frami Miranda Castre [mallte: mirandecastro@cox mat)
* Sant: Monday. Decembar O8. 2008 3148 N

* Ta: Teplar ). Alyes: Alyes. Teylor

* Subject: Ma: Home Van [from Wild [ria)

VWYY
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:To Do List Help:

A homeopathic practice involves a tremendous number of administrative tasks, some mundane -
all essential. Using this feature will improve your efficiency tremendously and help you relax
about what's yet to be done and when!

T""' |~ At the Client Data screen use this feature to keep track of all your

: client related tasks.
Date Wed, Jul 14,2010 '
Priority 1 - Urgent Click the New Action button and 'today's' date automatically enters
[Emall NP1, in the date field. Select a Priority and the Action Item list pops down,
S | Select one and you find yourself in the Action Note field.
Analyze Case then File
Await Call If you are super busy you can skip the date and the priority and just
Awak Call select an action from the pop down list.
Check up on
| Confirm Appointment
Contact w/remedy info

Click on the To Dos tab to view a list of all current Action Items

Email re Survey Resf*anse (Sorted by date)_

Follow up on

Reassess Case Click the pink headers to re-sort the list by urgency or type.

Return Call \, Check this list 2 or 3 times a day or print it out at the beginning of
' Return Email A your day to be sure not to let any important or urgent tasks fall

-

Isgnd away mail/email through the cracks.

:To Do List: [ rea  Dowsstie] nep ] Plrlipe A
[ CBLJ‘:IT T TRACKER I T&l: | [ <lists |[ FindAnActionttems | [ Find All Birthdays | C®M D S
| First Name | Last Name | Home Work Call Date Priority Action mluou
| View | Elizabetn First [020 7786 7304 | Jul 15,2010 |2-ASAP |Analyze Case Send receipt
| view [Randini Castro |9545323636  [954 564 1106  |954 547 4633 |Jul 14, 2010 |1 - Urgent [Email NPL |Send cc 1o Mother
| View [1an Aldrid o | | [954 588 7219 [Jul 23,2010 [2- ASAP [Email NPL [
[ view [isaac Aldridge | [ [ [Jul 23,2010 [2-ASAP [Email NPL |
[ view [Nick Angelo [020 74312063 [+44 162 854 6664[123 456 7890  [Jul 1,2010  [3-None |Send Birthday Card [to new baby
ﬁec?l.?d'i:r:ag?k of the many everyday client-related tasks Fige-fie Eckion Cl?aeégtﬁ aena\:: Hof
- returni;wg calls or emails Nate:treld teitner a client's
- sending invoices gﬁ;ento ngEathe action fields
- analyzing or reassessing cases serear 6. add. a1 by clicking on
- sending out remedies, birthday cards or other sdditional wordsy the red Clear
information SEGit WSt Aasds ﬁ;:t\ml The
. . . to be done and .
Customize the drop down menus by selecting Edit Menus iy, automatically
button at the top of the Client Data screen. ' update itself.

Find all Birthdays takes you to a list of every single client with a birthday and sorts it by month.
You can scroll to the upcoming month to see whose birthdays are up and coming.
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:To Do List Help—Hints & Tips:

The Birthdays feature is self-explanatory ... click on a month to see the birthdays for that month
(sorted by the date) ... click on Find All Birthdays then use the Add B'day Card Message button to
add it to the Action Item for that person - then click Find All Birthday Reminders and go to the
Cards (click Birthday Cards tab) to send them! Couldn't be easier!

:To Do List—Birthdays: [ Find | pnt | meip | -
[%:FT:TTTMT?:TM]|‘M” Find All Birthdays | Find Birthday |
Find Birthdays In a particular month > | Jan | Feb | Mar | Apr | may | Jun | Jui | Aug| sep | oct | Nov | Dec|
FirstMame | LastMame || Month | Day | Year | Age Action ]

View |El: h First | February |8 1558 | 452 [ Add B'duy Card Message > | Analyze Case | ciear |
[ View [Angeia Angelo [February [23 [1923 | 87 Add 8'dsy Card Message> | [ciear |
[ View [Odessa Hoyt [February |5  [1898 | 12 [ Add B'day Card Mesanges | [ ctear |
[ View [ Ziogy Pupsicle [ April 9 [2008 2 [ Add B'day Card Message > Glear

[ view [Randini Castro | June [7 [1941 | 0] Add B'dsy Card Message > | Email NPL [Ctear |
[ view | Randini Castro | June 7 [1s32 78 [ Add B'day Card Message > | [cimar |
[View [Miranda Castro [dune |7 11951 | 59 Add®day Cord Messane>| [lear |
[ view [ Jim Hoyt [ August [17 148 61 [ Add B'day Card Message > | [ctear |
[ View [Nick Angelo [September [4  [1994 | 15[ Add B'day Card Message > [ Sond Birthday Card [clear |
[ view [Richard Tnird [ October [2 [1452 | 557 [Add B'ésy Card Message = | [ciear |
[ View [Daniol Castro I 23 [2000 | o AddBduy Card Mensnge>| etenr |
[ View [Richard Pitt | i | [AddE'day Card Message> Clear

[ View [Mirandina Castrofini | | [ A oy Card Msnange > | | |
[[View [ Alice ] | [ T “Add Bdey Card Mesasge > Clear

[ View [ Amanda Adnama | [ | [ [Acd@dey Cord Messnge = | [etear |
[ View [ Yolanda Castro I | [ | [Addmasycar > [ciear |
[ View [Mother Betty Ford | [ [ [dd@smcanmsssase>] [loar |

Action Items Hints & Tips

Even if you are lucky enough to have a brilliant secretary, assistant or office personnel there are
still lots of tasks a homeopath - busy or not - has to do on a daily basis.

I use the main Notepad at each screen for jotting voice mail messages and other action items
that need my immediate attention i.e. anything that needs to be 'in my face' so to speak.

I use the To Dos to make sure that anything I need to do for a client never falls through
administrative cracks in my work day.

I check my To Dos at the beginning of every day - and then at least once more to make sure that
I've done everything I said I would do or have to do that day. Clicking the Clear button gives me
a sense of happy accomplishment.

Keeping the number of Action Items down to a dull roar helps me to retain my sanity. It's easy to
feel overwhelmed by my practice if I let the Action Items pile up.

I use the To Dos to reevaluate the way I handle certain tasks. At one point I was sending single
doses of remedies to patients but not charging for this service. I kept track of how much time I
was spending on these and how many remedies I sent out over the course of a month and found
out that I was spending an hour a week on average doing this. That's 4 hours a month - a whole
half a day! I started charging a fee - which my patients were more than happy to pay - and so
was my accountant!

© 2006 Miranda Castro, All Rights Reserved COMPASS Help Manual: December 2008 ... Page 93




:Treatment Summary Help:

S

most used screen) so be

Come here in order to:

Treatment Summary screen is the second most frequented screen in COMPASS (Client Data is the

- View a list of case notes (appointments/visits/consults) or remedies (prescriptions) for a client
- Create NEW Case Notes (appointments/visits/consults) or NEW Remedies (prescriptions)
- View a specific appointment or prescription.
- Start, Pause or Stop the appointment timer.

sure to familiarize yourself with it.

(See Appointment Timer Help - at right)

:Treatment Summary:

fnd | orest | gt Menun | wep |

Cuewr | VREATMENT \ T el Raasny | Lerrens | Iwvorce
Dara SuMMARY Nortes DeTais Summazy | SumMmARY
Mame | ESzabeth First D08 Feb8, 1558 | 43 | Chick Stas
Parents Hemry B Ance Windsor [m |1 | san st
| Company,
___CASE NOTES SUMMARY | | WEWCasetote | _MEW Sl incl, Chonls Provices Complyints |
Dt Tvee of Appaircmaesc Teme Masp L g Camp /:\
| Vigr| Jors 10, 2006 | Chent hotey 1.5 N Aopmoe Infertity [ 7
| Viswr] Jor 10, 2006 First Apportment: Office N/ Aone Addiction Anemia Q
1
REMEDY DETAILS SUMMARY | | wEwmemedy | | Remedy List View/Change/add |
| Date Remedy Potsacy Dows Repeated Dose/Dwy/Foem Category Conf. Resp Lafc
[Wigwe]Jan 10, 2006 Myos,  30C Repessed bd 8 3 Oy Chrome 93 om-

| Click on the Trash cans to erase an appointment/visit or a

prescription/remedy.

Remember all that deleted data can NEVER be retrieved. If you

have two appointments or two remedies on the same date it is

'|
|
J
J
J
,!
| almost impossible to delete the correct on. Change the date first
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:_ (in Case Notes), copy the data to a notepad just in case, then
[ delete the appointment.
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:Treatment Summary Help—Case Notes: @

CLYENT
Data

| DOB | Feb 8, 1558 | 45
_Henry & Anne Windsor 1D 1 Stop | Resume | Swop |

4 i

|___CASE NOTES SUMMARY __ | ch—-— _MEW Mote incl. Chient's Previous Complaints |

] Type of Appointment T\ﬁ Presenting Complaints ‘ _ J
< 10, 2006 Chent Notes L5 N/A Alopeci Infertilty o=
: Jan 10, 2006 Frst Appointment: Office L N/A Acre AdGILON Aremia o

" Coiemr | TReAmment)| CASE RemeDy
I Data I,Sunurl Nores

Create a new consultation by clicking on the New Case Note button. You will be taken
immediately (and automatically) to a new case note with today's date automatically inserted.

If this is not the first appointment then you can click the button to the right (NEW Note incl.
Client's Previous Complaints) and you won't have to keep re-entering them - that's if they are
still suffering from the same complaints.

The Time field is a drop down menu. Click in the box and you can select different time periods.
Click on the Edit Menus button (at top of screen) to add your own time period options.

The Type of Visit field is a drop down menu. As a default you can select from the preset options
or create your own by clicking on Edit Menus (at top of screen).

Be sure to fill out the Presenting Complaints fields, it will allow you to do interesting research
on the composition of your practice in the future. COMPASS comes bundled with a list of
complaints - click the Edit Menus button (at top of screen) to add or edit this list.

| The client's name, ID#, DOB and age
|are automatically inserted from Client
|Data

© 2006 Miranda Castro. All Rights Reserved COMPASS Help Manual: December 2008 ... Page 95




:Treatment Summary Help—Remedy Details: @

/""'-——_—_-""\

ll_mr_nﬂmmr_k\;-a_lja_u_l

Remady MMMMM Response  Aggravation LofC

Jmm,m Hyos. 30C |Repeated bid & 3 Dry Chronc a3 llm’f‘

Create (give) a new remedy to a client by clicking on the New Remedy button. You will be taken
immediately (and automatically) to the Remedy Details screen - to a new (blank) prescription for this

client with today's date automatically inserted.

. - U
:Remedy Details: |_find | orist |EdeMssus] wuelp | e g

REMEDY
( c:ﬁ'i'f rTmmT I et I WT“AMA]-

| Hame | Elizabeth First _____ |DOB|Feb 8, 1558 |45 Pareots | Henry & Anne Windsor _______ID 1 |

Remedy Rationale Remedy Response | Remedses Client has at Home |
1 = Gen i {ERK - 30C -
2 ¢ 1Ust 200 and 1M
T --------------------------------- Law of Cure $x _ Calc p X
4 Law of Cure Hote -

ALL fields have drop down menus - you can use the tab key or the enter keys on your keyboard after each
'selection’ to automatically jump to the next field. This makes 'data entry' for remedy details super quick

and easy.

Click the Edit Menus button (at top of screen) to customize these menus to fit the way you work/prescribe.

REMEDY DETAILS SUMMARY | | NEW Ramedy | List: View Add
Dats Rumedy mn—. Repeated mm«-cmm Ruspunse WI:QI_C_ _

| Mg e 10, 2008 L.l | Pl S O e
HE]_J@_«L_@LM" Calc-ar, Cakarea arsenicosa = :6: 3;;},.0,‘_-,-.( Tg3§ ! 0o

Calcbr. Calcarea bromata
| Calc-cal, Calcarea calonata

Calc-caust, Calcarea ¢
Calc-chin, Calcarea

Calc-f. Cakarea fuorata
Calc-hel. Calcarea helics

| Cale-he. Calcarss lypacHo...

| LCachD, Calcaran hvpooho.., =)
You can also fill out the details at the Treatment Summary screen and fill out the basic details there. This is
helpful - especially if you are in a hurry,
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:Veterinarians: g.

This help page is under construction.
Please let us know if you'd like help with
th | S fe atU I'e i Click here to send an email to COMPASS Help
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:Birthday Cards:

Right now there are THREE types of card that
can be used for absolutely anything. Use them
for a change of address mailing, a promotional
mailing of any sort or a holiday greeting - as
well as birthdays. These are perfect for small
print runs and a great way to connect with
clients.

1. 3-up Cards ... there are no ready-made

and take them to Kinkos for cutting
afterwards. You can mail them with the
address on the front (if confidentiality is not
an issue) or send them in an envelope.

~ the front side has the client address and
your return address

~ back 1 has room for a square graphic
(150x150 pixels) and a personalized
message

~ back 2 has room for a rectangular graphic
(650x150 pixels) and a personalized
message

2. Postcards ... print these on Avery stock and
you can do it all at home. These are the
easiest to print and send out (and probably
the cheapest)

~ the front side has the client address and
your return address

~ the back has room for a rectangular
graphic (350x150 pixels) and a message
which is not personalized (there's no
greeting)

3. Tent Cards ... print these on Avery stock and
send them (confidentially) in # 10 envelopes.
Print labels for the envelopes - or print straight
on to the envelopes. Print the labels
IMMEDIATELY after printing the cards and
keep the piles in order so that stuffing them is
straightforward.

~ the front or outside has room for a
rectangular graphic (550x150 pixels)

~ the inside has room for a personalized
message.

This is a NEW feature and a work in progress.
Your feedback will be enormously helpful. Don't
be shy to tell us what doesn't work and/or how
you'd like it to look etc.

templates for these. Print them on card stock

To Nick
Here's wishing you a
healthy year full of
happiness and spice
warm wishes

Here's wishing you @ Happy & Healtiful Birthday
Best wishes
from Miranda

NW Bth Ave i NE Bth Ave
& [ -
- o
(=1 = W {
NW Tih Ave NE Tth Ave NE Tth Ave NE
E @
"
Ave @ = oedi— ok
Ca e
g & |

WE ARE MOVING!!
We are writing to let you know that as of the 23rd of May are
shall be located at our beautiful new offices at:
1234 North End Avenue, Anywhere, ZZ 12345
All ather details remain the same:
Phone: 111-222-1212 ~~~ Web: www.homeopathyoffices.com

To Nick

Here's wishing you and your loved ones
@ happy and healthy holiday season
Warm wishes
The Homeopath!
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http://www.homeopathyoffices.com

:Back Up! Back Up! Back Up!:

If I could say it 100 times and make you do it I would. If I could visit each and every one of you
and shout it into the air around you I would. If I could be your back up fairy and wave a magic
back up wand and make it happen I would. And this is why ...

The stories I hear about computers that are lost or stolen, or whose hard drives died
unexpectedly (some on new or nearly new computers) is heartbreaking. It is always a time-
consuming, costly nightmare. I learnt about backing up the hard way many years ago and was
so very glad I had done so one bad morning last year. It was 7.30 and I accidentally killed my
computer (don't ask). By 10 am I was at the office greeting my first patient - with a new
computer loaded up with all my main software programs including COMPASS. I didn't lose any
data and all thing considered not much time.

If you have a partial or a fully paperless office there's nothing more important than a daily back
up. NOTHING! It is like brushing your teeth - it's a complete pain at first. You resist mightily but
in the end you do it automatically and it's really, really worth it!

Back up to Your Computer
Pro: It's easy, convenient and cheap.
Cons: In the event of loss or a theft you lose everything

Back up to a CDRom/DVD

Pros: Low-ish cost (although over time the costs, especially of DVDs) mount up.
Re-writeable DVDs solves this problem but they are cost more and they can 'fail.’

Cons: You have to 'do it'. Most people don't - or they leave long gaps between back ups
Most people need multiple CDRoms or DVDs to back up their data.
DVDs and CDRoms can pile up over time and become their own filing nightmare.

Back up to an External Hard Drive or a Flash Drive
Pros: It's pretty easy and convenient.
Even if you have to do it it's still easier/faster than CD-Roms/DVDs
Cons: You still have to do it.
External Hard Drives can malfunction or die
You may lose your computer and the hard drive or flash drive in a single fire, a hurricane
or a bad theft.

Back up On Line
Pros: It's easy and fast - and convenient. You can back up at the end of the day and set the back
up program to shut down your computer when it's done.
You can schedule back ups at a certain time when you aren't at your computer
i.e. you don't have to back it up in real time.
You back up 'off site'. In the event of a fire or theft or other computer failure you will not
lose your second most precious asset. Your office files and records.
You don't waste any resources (DVDs, CD Roms etc.)
Cons: You need a high speed internet access.
Setting up and recovery involves a learning curve.
You have to check your settings from time to time to make sure the correct files - and that
all your files - are getting backed up.
Backing up in real time uses a lot of your computer's 'memory.'

Get 2 gigabytes for free or 150 gb for $49.50 a year! | www.idrive.com |
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:Back Up! Back Up! Back Up!: @

© Original Artist
Reproduction rnights obtainable from
www.CartoonStock.com

* They saved their files before closing and
lived happily ever after. "

glGet 2 gigabytes for free or 150 gb for $49.50 a year! | www.idrive.com | ‘
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:Back Up! Back Up! Back Up!:

BACK UP
BACK UP

BACK UP
BACK UP

BACK UP
BACK UP

BACK UP
JUSTDOIT

Get 2 gigabytes for free or 150 gb for $49.50 a year! | www.idrive.com |
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:A Map of the 'Tabs' in Compass:

DoOWNLOAD Pdf

v

PASS

2006 Miranda Castro. All Rights Reserved

another.

( CLIENT ) (CASE NOTES) ( REMEDIES | (COMMUNICATE) ( LISTS ) ( PERSONAL )
HOME PAGE Record & everything Mail/Email Keep track CONTACTS
All data in Analyze do with the Envelopes of Separate
one place Summarize them Labels everything from clients
" CLient | [Treatment ReMepy | [ LeTters | [ T boe ! aApbress )
DATA Summary DETAILS & EMAILS | BOOK
. 1 f C N N Ve N N R |

ase MATERIA Phone
CALENDAR Notes MEDICR ENVELOPES Tracker List
- J e Y[ remeoy ][ mass | [ Appt/rx |[ EmamL
SETTINGS LIST MAILING Summary LIST
Betaﬂs e N I N N 1 ~
o J CLIENT CATEGORY
| DIREC‘I‘IONSI EOime I Inventory Labels Lists LIST
\ J \ J [ Y[ contact |
ORGANON PHOTOS REFERRALS et
PHOTOS | | Rep. GRapH
ViTaLs/pocs
(TRACK ALL ) ( FINANCES | (REPORTS &) | | BirTHDAYS
PAYMENTS Income RESEARCH ( 0 —
Your client Expenses The heart DAILY DIRECTIONS
invoices Reports of Compass LoG
» J | N b ,‘ EMAILS
INVOICE CHECRBOOK Outcomes
SUMMARY Audit Envelopes
"~ invoice | [ PAYMENTS | [ REMEDY | Labels
INVOICE Lis’l: : report PHOTOS
- B | {
ErNANCIAL | | COMPLAINTS | | This map includes many of the TABS &
rReport BUTTONS you'll find as you navigate your way
& J I wvas | |about COMPASS.
Research Click on the tabs in this Map to get Help with
———— that screen or section.
Click on the COMPASS logo at any screen to
, return to this map.
COMPLAINTS
Research Buttons and tabs are interchangeable. The
—————1 | bottom buttons at the Client Data, Address

Book and Invoice screens for example, are so
that you have many navigation options in one
place without having to go from one screen to




:Navigation:

The Navigation Tabs take you to different parts of Compass, to different parts of a client or
contact's chart. They are color coded so that once you know your way about the program you'll
find yourself clicking on the green tab go to invoices, and the blue one to jump to a client's case
note. You'll know you are in remedies if the tabs are orange and so on.

You'll find the pale blue Client Data tab on most layouts. Think of the Client Data screen as
your 'HOME PAGE' - it holds the most important basic information about a client. You can go
almost anywhere from Client Data. You can click on the Client Data tab in almost any layout
to go home. It will always work whether you have any clients in the database or none!

The tabs change when you go to different sections as each section has increased options and also
more tabs available to accommodate that section's various functions.

Some tabs will only work once A New Client has been created. For example:
A New Case Note has to be created before you can go to Case Notes
A New Remedy has to be created before you can go to Remedy Details
A New Invoice has to be created so you can go to a client's Invoice or Statement

You'll find these buttons on many screens:

NEW ... Create a new client or visit/remedy/letter/invoice or a new contact/task etc
Show All Find Print Help You'll find these at the top of most screens.
| <<FIRST| < PREV |NEXT >| LAST >> | Toggle through a client's consults/invoices/letters etc
First } Click on the pink headers at the top of lists/reports to sort that group of clients

Notes About The Screens (windows)
It is not possible to have several COMPASS screens open at once. You can only look at one screen
at a time. Use the tabs or buttons to navigate from one screen to another.

You cannot close a screen (window) to go from one place to another.
Use the tabs or buttons to navigate from one part of the program to another.

You cannot lose a client - your client's 'folder' will stay 'open’ wherever you are - until you select
another client. If you end up in a different client's chart please notify us which pathways you took
when this happened and we'll fix it.

Minimizing your screen works differently on each platform:
Windows - when clicking the orange minimize button the screen will revert to the size
it was the last time you clicked that button.
Macintosh - when clicking the orange minimize button the screen will minimize i.e. it
will close but the program will not close.

Resizing your screens works differently on each platform:
Macintosh - grab the screen (bottom right hand corner) and resize.
Windows - click the minimize button first and then grab the screen and resize.
You may need to use the scroll bars to find that bottom right corner.

Don't close (quit) COMPASS to get to another program. Use the task bar (Win) or the dock (Mac)
to jump to another open program or use the Alt/Cmd+tab keys.

Use the Quit button to close/exit COMPASS. You can back up your files to your computer's hard
drive. If will take a long time if you have many clients. You don't need to back up with this
method if you are backing up on line or to an external hard drive.
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:Printing: @

There are print buttons at the top of most screens. These 'know' whether you are printing one or
more portrait or landscape pages. Go to the Letters Settings screen and select the paper size and
COMPASS will also then know your default letters size paper.

Pgnt: Crent recort :]

As with any other printing you
will want to check the following
before clicking the final Print or
OK button:

Print Records Being Browsed/]
for a mass mailing or a group of
labels etc

Print Current Record if you /
just want to print one letter or
invoice etc.

Double check the Printer -
especially if you typically use
more than one

Number of copies - check this
matches the print selection i.e.
current record or records being
browsed /

Print range - 'all' when you are
printing a case or '1 to 1' for a
letter, invoice or envelope unless
there are 2 pages to the
document in which case 'l to 2'.

Paper size - double check this
to avoid wasting paper (click \
Properties to do so)

\ﬁm; _stter v © Poteat '
Soume: | Aue Select :] @ (O Landscape

Pgnt: | Curent record E]

e b B (o] ([Cconcs ]
Priny

Blank record, showang fieids

Current record = just the one you are viewing.
Records being browsed = all selected (check rolodex in status area - see Top 10 Tips).
Blank record, showing fields = just prints an empty letter for example, with your logo.
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Click the yellow Find button at the top of most screensow All q Find |) Print | EcitMenus | Hel

Click into any field & type the first 2 or 3 letters of a name or city etc. In some cases a menu will
appear and you can click to select or press the 'return' (enter) key to go to the next field. For
example, to search for Sarah (first) and Smith (last).

Press Ctrl/Cmd+Enter to complete the search. Or click Continue in the status bar (top/far right)

If you are searching for a client and there's only one with that name you
will stay at the Client Data screen. If there's more than one client with that
name then you will be taken to a list where you can select the one you want.

(TS o g

Layout. | Client Dat;

------ rious lestoe el oo .‘ ayed Find

:Client Data: [“Shom A | Fing | s | Ectonsn ]

Script ed
~——
il mnﬂ::
| Cuoinr I'l' Case Remeoy | Lerrers | Print | Invorce |  ADDRESS @
Dara ;:‘m NoTes DeTAILS Tmuum T lm..nnT SUMMARY Tmm ]
Gient 1] N s cinnt it | A | [oeive G| ourrcoupnss ) A oo 4 BIALCHN oo |
FirstiLast a
i o | Cumona] GtertCategory
bomnge! [ Wt ot 2
oo il;i b Last Appt &, O
o s Wy

Use New Request to add to a search to string 2 or more searches together.
Examples: Find clients from 2 (or more) states...Florida and Georgia. Click Find and enter FL into
the state field then click Ctri/Cmd+N (or New Request) and type GA into the same field then
click Ctrl/Cmd+Enter (or Continue top right). There's no limit to the number of New Requests.
Find all female clients in Florida by clicking Find and typing FL into the state field and selecting 'F'
in the sex field. This limits your search to Florida females. = 1

= match whole word (or match empty) |

Restrict searches (exclude something/someone) with the Omit button. J == mateh sntire field

]

E:adrrk?:%s:l?s all:clientswho ": | find duplicate values
a;dslkfjas;dkfj —— < lessthan

< less than or equal

o e = > greater than
Use Operators to for specialized searching. > greater than or equal

Type ! into a field to find duplicates emails or addresses etc.). o
Type * to search for fields with any data in them. This is handy for datg [/ @vsse
Type = to find fields with no data - i.e. empty fields

s 2 = ! : g ; @ any one character
Examples: Find all clients with emails by searching for * in the email ¥ aanedit

field. Find all clients without emails by searching = in the email field.
\ escape next character I

" match phrase (from word start)
If you're unsure of the spelling type the first 1 or 2 letters of a ** match phrase (from anywhere)

name/email/city etc.. ~ relaxed search (Japanese only)
Find alternatives: Select Find in the View Menu OR Ctrl/Cmd+F.
Searching for emails: do not type the '@’ sign - it is not recognized.

F=]

© 2006 Miranda Castro, All Rights Reserved COMPASS Help Manual: December 2008 ... Page 105




:Structure—Basic:

appreciate the benefits.

bad for your eyes - and your soul.

COMPASS's basic structure is fairly unique.

It's a 'database' software structure that has a more open format than most similar software
programs. This gives you, the user, more control and more flexibility than most other database
programs. It will work with you rather than forcing you to work within its strictures.

It is designed to work in part more like your real desktop i.e. to have lots of information readily
visible just where you want it. This makes it look a bit busy in places but you'll soon come to

COMPASS's color coding will make your working life easier and more pleasant. Working in
grayscale, tiny hard to decipher icons and arial 8 pt (a database 'standard') for hours on end is

| INVOICES |

Keep track of client
invoices & statements.

|

CASE
NOTES

Record case notes,
analyses & summaries.
Import repertory graphs
and photos.

CLI'ENT
DATA

p
The HUB of COMPASS.
All client contact

’ SETTINGS |

-
Customized settings for
virtually everything.

All financial records in one

information easily Make sure you go here to

place.

© 2006 Miranda Castro. All Rights Reserved

kpersonalize COMPASS

accessible in one place.
.

REMEDY
DETAILS

Everything about the
remedies given, their
responses and a selection
of audits.
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:Structure—Expanded:

-

Monitor your results
through: Practitioner
based Audits

General responses,
individual remedy
responses, sex ++

Client based Research

\_ W,
)
Customize
P N letters,
envelopes,
Keep track of create client
all financial groups &
transactions: more.
Client
Invoices,
Statements,
Payments Due, b
Bank Account Photos can
(expenses). \ be inserted
for each
/
iz client and
case note.
e B LETTERS ToDo |- N
& EmALLS List The Calendar is
Send Letters or linked to your
E-mails, print [ | e g clients. Lists
envelopes or galore help you
labels for one keep track of your
client or a group - ( . . . R clients and follow
or all your clients! Everything about the Remedies Given through on all
& their responses. tasks
Create your own Materia Medica - L ’
\ / including photos, cured symptoms and et
cases and seminar notes etc.
Keep track of the remedies in stock
kwith the Inventory. E

e

Record Case Notes,
Analyses & Summaries.
Import repertory graphs &
photos for each visit.

Helpful summaries including:

Referrals, Treatment, Locum
data ++

A

P’

Keep your personal
contacts separate from
your clients. Send letters
or e-mails, keep track of
birthdays & projects etc.
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:Structure—Full: @

Click on the COMPASS logo on any screen to jump a map of all the 'tabs’ in
Compass. Click on any tab to get help with that part of the program.

[ Eﬂnﬁ\lngw FINANCES [ LISTS }[um. PERSONAL |
do with the Income Keep track || RESEARCHM || CONTACTS
REMEDIES Expenzes of The heart Saparate
given Reports averything || of Compass
REMEDY | : |l Ourcomes

DETAILS To Dos Auptt
" MATERIA " REMEDY

MEDICA AupITS

REMEDY

Lisy
e

I ABOUT THE TABS > I

| COMPASS |

|E Create 8 maw chert/viait/ action itam/remaedy/letter/ invaice m]

|m Chelc on the pink hasders to 10 the records you &M viewing ]

Toggle through a chent’s records;
in visits/remedies/ invoices letters etc

F You'll find these buttens at
[showan | rind | prme | welp | 8 e laveuts

— Roll Over Messages —

Let your cursor linger for a second
on any word or button that is
underlined for an informative or
instructional message (like the one
abovel!)

The message will disappear after
10 seconds.

Roll off the word and then back on
to it for the message to reappear.
\. V.
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:Compass Tips—Your Paperless Office:

At these pages of this manual you'll find the most important tips to help you use COMPASS
better, easier, quicker.

1. One Click 2. Action!
A single click works everywhere - you never h\[b qﬁ?
have to double click anywhere. Your cursor turns into a hand when you roll

over a tab or a button that can do something
or take you somewhere.

3. Shortcut Keys

« Tab = jump to the next field 4. Dates
e Ctrl + Shift + B = Bold
e Ctrl + Shift + I = Italic Ctrl - (Ctrl + minus key) enters today's date
e Ctrl + Shift + U = Underline in any field
5. COMPASS Saves 6. Right Click

C(?Nél:,.g‘ra‘f;tg?nnaglsc.ally Saves: Right click for additional options including:

- when you click a tab or button or go to formatting (color and size etc), emboldening
another field or screen and highlighting text.

7. Handy Mountains

At the lower left of all screens are the Zoom Tools - handy mountains that are for zooming in or
out on at any time. For example, some graphics in the help manual pages are a bit hard to read

until you zoom in on them.
|1OO B Browse E

Click the large mountain to zoom in. The 100 changes to 150 and 200 as you zoom in and in.
Click the small mountain icon to zoom back out again or click the numbers once to return to 100.
The rectangular 'box' shows or hides the 'Status Bar' (see next page - tip # 9).

Browse changes to Find (when searching) or Preview (on the way to printing at some screens)

8. Spellcheck

You have to ‘install’ a dictionary for Spellcheck to work.

Go to the Edit Menu - scroll down to Spelling - across to Select Dictionaries and click on the
dictionary of your choice. In the same box click on New - locate your COMPASS folder, open it
and click Create. Your own Dictionary will be created.

Make sure “Use Main Dictionary and User Spelling Dictionary” is checked and click OK.

Once you have installed both dictionaries (including your own) right click on a word with red dots
under it to get suggestions for correct spelling and if the word IS correct you can select 'learn’ for
that word to be added to your own dictionary. It will not appear as incorrect from thenceforth!

© 2006 Miranda Castro, All Rights Reserved COMPASS Help Manual: December 2008 ... Page 109




:Compass Tips—Status Bar: @

9, The Status Bar

The Status Bar at the top of your screen gives some basic information about the clients you are
viewing - or the case notes or remedies etc.

_ Records Scripts Tools

You'll see the Rolodex everywhere you go in COMPASS.
If it is not visible click on the box (bottom left of your screen to the right of the 'mountains').

The left hand side (above) is grayed out because we are at the first record of seventeen i.e. we
are at the beginning of a group of 17 clients. There are a total of 1844 clients in this database.
The group of numbers under the rolodex tell us that we are looking at client record number 1,
that the last search found 17 client records out of a total of 1191 clients and that this group has
not been sorted (by name or date or anything else).

This group has not been sorted (by name or date of birth etc.)

In Client Data the Rolodex show the numbers of clients, in Remedies how many prescriptions (for
one or all your clients), in Invoices the number of invoices, in Address Book the number of
contacts and so on.

Click Show All and then scroll through the records clicking on the pages of the rolodex.

Zoom through some or all of the records (to the beginning or the end) by dragging the 'slider'.

Search through any field at the screen Show or hide the Formatting Bar (Right Click for the
you are viewing for a word or phrase. same options or go to the Format Menu). \

TE e e e e am | COMPASS |

Layout confirms the screen being viewed - in this
case it's Client Data - Advanced.

You can click on the downward pointing arrow to
go to some other screens but unless you are
familiar with FileMaker it is better to use the tabs
and buttons to navigate your way around
COMPASS.

An exception to this is to return to Welcome
the Welcome screens.

v Client Data Advéed
.| Client Data Basic
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:Compass Tips—The Menus: @

10. The Menus

The menus are similar in format and content to all your other programs. It's worth spending a
couple of minutes checking out what is available in each menu.

@& FileMaker Pro Advanced File Edit Records  Scripts  Tools Window Help

You can use the first 5 menus freely although in practice you'll get by as well with the functions
that are programmed into COMPASS and using the menus that drop down when you 'right click.’
The last 5 menus are full of 'trouble'. You will do well to avoid using them, especially if you are
someone who likes to learn by doing. If you aren't sure - don't do it. The worse you can do is
delete data which can never be recovered. The Help menu is for FileMaker not COMPASS.

! Bt e feet Fowsl The File Menu - Yew [nsert Format BN’I The Edit Menu looks
¥ Bl cotins... . i much like any other
Change Passaord. .. You can change your o CantRed program (i.e Word) -
Password here, or with Undo/Redo at the
Print Senp... check the Print Setup ¥ o cel+x | top ... then Copy, Cut
5— or Prit h* Paste and Clear ....
- » | You can import records | |#% " EHTEN SRIcel .
Export Records... ‘;r)?p";r?ntgxgslef"e or e You can check a User
Save/Send Records A5 P ' Cias Del plcstlorwlﬁry is selected
Send Mal.., You can exit COMPASS Select ) ota | Piopelling.
Save  Copy As... using this menu and , | That's it for this menu
you will still be Find Renlace - Find/Replace and
St =0 | prompted to back up! Seetag * | Export Field Contents
Clhect , | is for advanced users
ﬁ Irsert Formet Recorss | The View Menu only.
E—— o ——— e
I needing much Preferences. . Becords
| Prevew Mode ¢+ | here. Maybe you Eont ’
want to get rid of Sige ’
o oLt the toolbars to ﬁ P | tvie 8
B i aa give yourself _ — - aon Text ’
view as Form ; ' Picbure -
ein extra 'real estate it *
WV on your screen - ick Tiewe e ,
View as Tablg or bring them Texct Color
= | back to format
__ . something. Or to sa
e il show or hide the The Format
¥ Status Ares  CHl+ASS | Status Area. Menu is self
* e eyl
Tyt Ruler You can zoom SAN. L. s click on Text
— with the Current Jser Name  Ctrl+Shift+ at bottom for
mountains . easier
sl (bottom left). e i s formatting.

Click in a field to use the Insert menu ... a text field to insert the date or time or your name ... a
graphical field (photo) to insert a picture or file.
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:First Steps—Introduction D\

Getting Started
These steps will get you using the most important features of COMPASS in a heartbeat.
Print out these pages and work your way through them at your own pace.
If you are someone who likes to learn by throwing yourself at a challenge then Go For It without
any 'help’ and come back to these steps later to see how you did!

Your First 5 Steps in COMPASS will only take an hour max.
1. Customize the Settings for your Practice
2. Add a New Client
3. Schedule an Appointment
4. Enter a New Case Note
5. Create a New Remedy

Your Next 5 Steps could take a little longer the first time but with 'practice
you'll get quicker and quicker.
6. Issue an Invoice
7. Make a Payment and Send your Client a Receipt
8. Send a letter with remedy instruction
9. Send a email appointment confirmation
10. Fun Stuff
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:Step 1—Getting Set Up:

Step 1: Customize the Settings for your Practice

|m leml LisTS ﬁuml Rementes | R_Epouts(i Sm-mij
‘\..._______/

Calendar

the Client Data settings screen.

Email | Envelopes | Inventory | Invoices| Labels | Letters

Click on Settings from your Client Data screen (bottom right button). You will be taken straight to

If you are a student then type in
School Clinic etc.

_ You can delete the words 'Your P

Chent Categones
Clent Category 1 | G :
Chent Categary 2 | 84 Enter your primary practice locality or name in the Client Category 1 field.
Chent Categery 2 | G ¢
Chent catagery 4 | pi| 1 YOU have more than one practice you can enter them now.
Chent Categery 5
_u...—:;::.,..,.? s One category can be assigned to general (non-patient) clients if some of your
Chent Catagery 7 | 74 iNnCOMe comes from sources other than patients.

the clinic name at your school or the words

ractices' from all the other fields.

Click on the Email Settings next and fill out the fi
fields:

Help Manual under Emails - ISPs List).
Your own email address in the second field.

An email signature - your name, business name,

combination of these. Some people add a pithy g

Then click Send TEST Email. In a little while an e
from you to you should arrive in your normal em
e. it will not arrive back in COMPASS.

Your ocutgoing SMTP Host first (you'll find that in the

address, phone number, email, website - or some

SMTE bt | Lty 2 it
rsttwo | o st
—
| Foumn Cath 12 b2 43 CHETH 00 M |
e
- i
/ T | More v
/ / [T ——
/,
Ii.'uo-- yaisr "Outpaing SMTP Haat’. "From Ema
amal [ba pournelf) By dicking this button. T
Cred Bypwtars
uote. b
MIKAADA CASTRD, Momgoputie Canpuidere
Z L 7 W 1k Sem Taverdle FIZA0T
mail Offioar LEG1 AW L1th Kosd Catverdle PL 32209
2 A A4S Surray Leva. Boce Maton, FL 33498
ail box i. Iaz-30m-Ean
Emaiy mmarimsabro§oox nek
VWabaite! sy mirgndecestre om

T PAGE & eRINTER W Letier |
SETup 0

Balact Latter ar &4 sad then Clde on the Salec =
Butisa 1o Maks Ehe coirect Srivter and papar aslactiane

Salec EITAER tecct OR laga catian for letterhescs ard/ar footers bo ba placed on ALL

SEADER & FOOTER || WEADER fov latars, invaicas & etatamsenta: TEXT Option - byps i year

TEXT QETION

Live (e Formah
meTu b select
Farks. siges ard
coler af fonte e
wul| 83 o
stdes ko creste
ey e E o
fackers for all
luttgrs & irrases

MEbeg #5018 M Gismieon B 1083

phanm VO AT DADN B TAD 908 ML el meisfuireesi oo smie
IV Lomm rtad Zae P
7 v Rran bemy

Zamhgs v T Saemi 0e mimpaentd Dpntiage

Calale all dals il gt crn gt Pyima of Trg iy e of s
YU NP poaUT D

rmadar paner
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—————

FOMTEN fone lwbturs, - Texr m-%

Click on the Letters Settings next and select
your default letter size (A4 or US Letter) and
~your default printer.

Then type in a header and a footer. We've put
some words in the header and the footer to
help you get started.

"You can insert your own logo in the header
and/or the footer if you prefer.

If you have your own headed paper already
you will need to delete all data in the header
and the footer.
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:Step 2—New Client:

Step 1: Add a New Client to COMPASS

| NEW Client | Click New Client then click Adult in the next dialog box.

f@]

WWhat type of chent are you adding?

Type all the letters of the first and
the last name if it's a fairly common

|  chid

)| parent (] | adut |

name. If it's not common then just
2 or 3 letters will do. Then click OK.

The 'company' field is for 'clients'
Enter Name who pay you who are not patients.
Don't worry about those for the time
being.
. — COMPASS checks the name you
cinnd entered is not a duplicate. You'll get
List Name a message confirming it isn't. Click
| Greergabend YES to enter this Client.
Corspany
¥
| MQ._{ ox ) [ mew chent [# Adult  Parent O Child | Change Stabes |
First/Last Amnav |=t-l||! bl
Company | mJ 2158
DOB) Age - Sax
Enter the client's contact details at the Client Data screen ““"";
including: city | )
Birthday, Sex, Address, Phone Numbers, Email etc. County/State | .
| Posteode/Zip
Tips: Tab from one field to the next or press enter after re—— Mg et T
you've finished entering information and your cursor will | ek phene. '
jump to the next field automatically. _sl'l_mm
These fields are customizable - you can use them for a e Ceopd]
2nd email address or website and for recording a client's (@
work or other situation. e
__ Pacwis | Lo

Chient Category ) | Awdit Data__[CieadlE)
Ceneral Clients

| Mew Client
Boca Ratom Samillinsaam
1 Semilar/s

2006 Miranda Castro. All Rights Reserved

Before you go to the next step make sure you
'categorize' your client by clicking the relevant practice
category.

Then click New Patient. And now you are done with
the basics of adding a new client.
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:Step 3—New Appointment:

Step 3: Schedule a New Appointment for your New Client!

Annav Greengabelle . m.wm]h
1D | 2138

[ | Sux

Go to Client Data and click the New Appt
; Last Appt button next to the Calendar tab.

Clicking New Appt takes you to today's date.
The Calendar tab takes you to the last date you were viewing.

71" 34 =" TE TT IR
22 23 M 5% 7 I8

S 200 AM
28 30°3 Scroll up and down the

You are now in time bar (at left of

i 1900 AM
«  January09 # Eﬂg gz\l’e::fa""r' of | screen) slowly - see how

MTWTEFSS \1saa | YOUF cursor changes into
s'e"7 18 371011 in the calendar 2anpy | CUrsOr as it rolls over the
12 13 14715 18 17 18 | (at right) to _ quarter hours.

19 20721 22 23 24 25 Se'ect it. 100 PM

Click on a time in the
Time Bar to select one -
=Fn 1 and will be taken to the

- Edit Appointment screen
I00FPM with the 'start time'
already entered.

26"27 28 20 W *

-

rebruary (9
MTWTHMKS

wn

'.“ .).'
4 o

4 587

) BB -

400 FM

Select an end time & press the Enter key - you are taken automatically to the next field. Select
pm (or am) and press Enter then select the Appointment Type and press Enter

Wednesday—January 28, 2009

 Start Date : Wednesday—lamuary 28 . | IAﬂlvE = ]
[ Times| | 11:00 [em] = MM
| Last Firet Hame
(] Aot type | select a Type wr = Hame, ___Company 10
First/ Last 1230 [ Click the green select button one time
——y :;:‘-‘ ]} and all your client's data is entered in
bt S the fields under their appointment (at
Humber 1:30 1 left).
& Emadl 1:45 - : 2
2-00 Click Done & the appointment will
213 = appear at the Client Data screen in the
Rezcrigtion | 230 ¥ // Next Appt. fields.

[_cancel/Delete Appt. | [ Duphicats | | m’ll

If you are feeling adventurous click on the green Calendar Settings tab to check the
the settings and change any to suit your preferences.
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:Step 4—New Case Note: @

Step 4: Create a New Case Note for your New Client.

Goto Client  [:Client Datas :Treatment Summary: L fnd |
Data and CLieNT Ciaonr | TREATMENT
click the = m:']) l(i::’rﬁs T Data SUMMARY mCJLE Wmm!

Treatment N i Mame | Annav Greengabelle | DOB |
Summary tab. | [Cuewcis TFAGR OParent OC || porant [10] 2130
[ Frt/Last| Annav [co LGompeny

| CASE NOTES SUMMARY |
|_Date—Type of Appointment

Click New Case Note.

Fill out the top fields by making your selection in each one and pressing the enter key (desktop)
or Ctrl/Cmd+Enter (laptop) or clicking with your mouse.

You will be taken to the next field with its menu visible. If you don't see the
Since this is a First Appointment the Response will be N/A. / selection you want in a
B menu then add it.
:Case Notes: Print Print All Edit Menus | H Thursany |

January 8, 2009

CLient
Data

[y | % [(oGRE Vi B |

Dsoussion with coleague
F/U bet spote: Py Emai
First Ad

First Appon Phore
Fol Agot: Off =

That's it! You've entered a new case note for your client.
Now type in some data and have fun getting familiar with the various tabs and buttons at these
Case Notes screens.

Click on Case Details to see how that screen is different from Case Notes - there are LOTS more
choices there for one thing.

Check out the Full Screen next - some people prefer to take cases using this one.
See which one feels the most comfortable to you, the easiest to work with.

* You can click on the Case Notes tab when you are in Client Data but if there are no notes for
the client yet you will receive a friendly message inviting you to add one!
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:Step 5—New Remedy: @

Step 5: Give your New Client a Remedy

Go to Client :Client D "
Data and CLienT TREATHENT Cm
click the = SUMMARY

Treatment N B
| [ new client [¥ GG O Parent O C
fummary tak = - Click New Remedy
l_ﬁ_rﬂ,{ul' Annav | e

Fill out the prescription fields by making your selections (you can type to it) and pressing the
enter key (you may need to press it twice depending on whether you are on a desktop or a
laptop). You will be taken to the next field with its menu visible already. You can also tab to the
next field.

If you don't see the selection you want in a
menu then click on Edit Menus and add it.

:Remedy Details: Find | Print G@m_l —
CDL:ETT TTmmslnT I gg‘:f; I REMEDY H"AET.E:I:.I: =

{Jan 8, 2000 D0 | : | | N —
[MM pi Drab-v. Draba verna :_Jmn.-z I IBottle Shakes Drops Spooa Glass

: ‘,’ Dros-a. Dru“rlanghca .' """""""""""""" m’l"“-'_:' 'T_'_" '-:"__ N —
b Dm Dmll'rl m‘hlmnku - 5

Remedy R{ Drym. Drymis winteri pdy Response [ Remedies Client has at Homse |

_______________ Dttab. Dttab - I -
Dub-h. Duboisia hopwoodi
Dub-m. Duboista myoporoides [ || :
Dubin,. Duboisi -
ol P | RN e E—————

B roit-c. i cyomuas [ (Lo [A9) Pharmacy Details | _Semes |
-l : OHM FHARMA, Miami - 1.800.903. "E-‘E 305 4T7Q0.7576 *
: hetp://ohmphermes.com/

Enter as much information as possible as this will help you analyze your results later down the
line. Track your confidence levels and results to find out if your levels of confidence are reliable -
or not! Track wet v. dry doses and potencies to see if there's a tendency to get more or less
aggravations with one or the other.

That's it! You've entered a new remedy for your client.
Now have fun getting familiar with the various tabs and buttons at this.

Click on some of the other tabs to see where they lead you.

* You can click on the Remedy Details tab when you are in Client Data but if there are no notes
for the client yet you will receive a friendly message inviting you to add one!
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:Step 6—New Invoice:

Step 6: Issue Your New Client with an Invoice.

and click the New Invoice button

to the Invoice Data Entry screen.

Click on the Invoice Summarécab in Client Data,

A new invoice will be created and you will be taken <@l

Fill out the THREE, yellow fields. That's all. Select
Consultation and the code will automatically enter. Select
$100 for the amount and select Check in the Payment

If the Product or Service
/menu isn't to your

type field. ! . )
"4 satisfaction then click
:Invoice Data Entry: | fnd | Pretone] Primtan the Edit Menus button
PAVVENTS P and fix it before making
%:‘rf lwom Im“ l Isvoice T Due List | EwveLope that selection.

mplete Remedy Kit
KT.MC2 Castre's Complete Remady Kit
LAM SFLC Storage Room
MISC Miscellaneous
PR.ADM Administrative Support

PR.CAN Cancellation Fee for Missed A ntment Em m
i —" )
RY.ALCS 209

| RY.IND 8 Jain: Book Rovalties o~ v N
Ui iv Amownt Dus 0.00
o, P B -
— ——

Spend a couple of minutes familiarizing yourself with this screen. Click on Settings and enter in
your primary tax or VAT amount. Then return to this screen and check the Tax box - see what
happens. Change the tax amount at this screen (type in a different amount in the Tax line (above
Total/below Sub-total) and see what happens! Now uncheck the tax box.

© 2006 Miranda Castro. All Rights Reserved
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:Step 7—Pay Invoice: @

Step 7: Make a Payment and Send your Client a Receipt

Go to the Invoice Summary screen - you'll see the $100 charge listed there.

There are two ways to pay this (and to pay any invoice):
1. Click the View button next to the due Invoice to go to the Invoice Summary screen.
2. Click the Payments Due List tab to view and pay it there - this screen is good for 'paying'

multiple invoices.
:Invoice Summary:

-
CLIENT
DaTa

[Showall | Find | print | welp |

Annav Greengabelle D08 t
_ Parents, Lm_lnaa ............................ ;

............................................................................

[ mew tavoice | [
Amsunt Paymant Date Ameunt Due Due/Paid 'Wrize OFf Paymast Mathod

( an 8, 09 !.DDQCI' | 100.008 Dua () Pald () Welta OfF | Chack

Total 1. At the Invoice Data
Pay the ful amount, $100 by Check, Payment ) /’Entry Screen click the Pay

in Full button and then
click Pay when asked for

: ALL information to be
@ oy fp— Rp— automatically entered
e === (today's date, the

Payment Type Chack # _Payment Amount S correct/full amount and
payment type).

2. At the Payments Due screen click the Pay in Full button and then click Pay when asked for
ALL information to be automatically entered (today's date, the correct/full amount and payment
type). The payment status will be 'Paid' instead of 'Due’ \

:Payments Due List: [Find ALL Payrmsts | Find Cradit Cards | Find Chacks | Fisd Todays

A EALER

First | | Hame on Carg Credit Card Mumber | Expiry  ZIP m-mm

View | anna. rzwgam | 1 11 | simosl 100.00|Check
[__to00g
The payment status will be :Invoice Data Entry: Find _J Pris
'Paid’' instead of 'Due’ Involce
(G | B [orexE
[® Dve O Paid O Write OFf Name Annav Greengabelle po8
[ o TN

Click on the Invoice tab to print a paper or pdf
copy of this client's invoice!
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:Step 8—New Letter:

Step 8: Print Remedy Instructions for your New Client

Go to Remedy Details from Client Data or Treatment Summary or Case Notes!
Select one of the 10 Templates (bottom right) - you will want to edit these to suit the way you
typically work (and write!)

Click the copy button of the one you worked in and it will magically appear in the Instructions
field at left. You can edit it there - adding your patient's name and Pharmacy details if you patient
needs to order their remedy directly.

You can add extra notes by clicking the copy button next to another template and that will
automatically appear after the first one.

Instructions ts Client Kond |
Cesr Anray - OxM PHAANA. Miami ~ 1.800.901.7844,/305.470.7578 |2
hiRy/ shvmshaomnsem’
Yewr ramady: Dulcamara 30C HANGSMAN) Labs 858 427 €422 hahoAMAINAZA QM

You'll be able to purchase it from: This Pharmacy
Hemeopathy Cvernight: 800 ARNEICA 30 - .,

Igrore the disease condiion listed on the label - hemmasamtausamiight.sam (BOC 376 €223}
it's a lagal regurement and may have ncthing to Watural Haalth Supply: S5B €59 1600 -
de mith yewr gymptoms. Adzhemesamthusam,
Take two doses akogeather: one at bedtime and Remedy Scurtei 8778213139 MASLIRHIRGRM
one the following moming. Only two doses. Oo Wasreaglon Homeopathic Products: B0OO 335 1693 s
NOT talkoen arry more doses i.e. do not take it heroanasthurerkasom
beesca daily, Halips Homeopathic Pharmasy - UK:
Oti 44 1992 336393 (w/'m) LE91 3272134 (lve parson)
Ore dose = 4-5 prlules (see addibcnal directiors Ecmail mﬁwkhmﬂhm-uh saie: ‘
below). Sinbagte: nrveabsacnnks

Flaass gat = touch with me by amail o= phers Alnsneis UK 011 44 ()1882 336392

abcoast £ weeks after you have taken it for a half
hour follow up apportment. If you have had no
response whatscever 2 weeks after vou Sake 1t

please let me know

FLEASE kesp notes of any responses - and the
dates they occur. That information will help me '+

Click the orange Letter (or A4) button to view your Instructions in a letter where you can edit it
further and/or just print it out to give or send to your client.
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:Step 9—New Email: @

Step 9: Send your client an Appointment Confirmation by Email

REMEDY LETTERS
Derans SUMMARY

) Child status | | Client List| AN | | 0

Click on the yellow Letters
Summary tab in Client Data
and then Click New Letter or
Email and select Email when
asked.

1Select an EMAIL Template:

"~ CLIENT SINGLE | ELECT AN |™ Epqy a E
Dara MalLINGS I Temerare | S

Click Blank Email/Adult Email and write one!
Then print it out.

Click on the Edt a Template tab (above) to write

BLANK FHATL

You can 'copy’ information - like your patient's
Scholt Smalt Emell to Povest next appt and paste it into the letter.

.'l‘il'-l.h'l't 1 Gainesville Office - New Clent Letter

AduttEmail | Email o Pavent | Fill out the Letter
Description and Note
:Adult Email: [_hatp | L fields so you hgve an
! accurate record on
Wi s} | wered Fore aordeiadlon e :
= — [ [ e

By ol Bl | Don A

agn e AR T e fre bepk b T k] d Do e T phete ol e ey
Saakn iv detd. [0 #338100 | Wl #82 "ede e BaTH fOulre meckial Natens. 40 chanse
imrrgpiuin bve frre fael 1o abiecrerg be e eel sl sl seiag 4 ek pes be e
St spomrimant 37 amed B back %0 me (87 seve ceser | Teaae wiude @ b o
By Tred CMEEAE ol b IRV S b BB TR I bl el B R RSTERSS I
v wgraal preaparaiiaay gr ~ul gn 5 LW o g FETamaETYE rereasigE Tl P be ey

he menus works a
little differently -
start typing and it
will recognize a word
or phrase you've
typed before. Or not!

o tha paat. & s not cblgatory for pae ta W1 ou this Torm - if jum sases o life irra
a1 =er (el mpps il

LM pehdieg viu SEMS WGTRANLY B3Eul =OTeRIIEIYy B2 Ty, Fas SCRdele 10 8
sasarate avad e ake b eaties be raas [V oms cm 87 presdares sy e bned e
8 amachreants lat T Sves - [T haoody satE T 20 vou by seguler mad IF
danl reem et By ol oldh Bllailvrea e ihasin i dEROR B0 o rail b 1T g

p=g g=y Aother cuagtiong teare =il by by in ek thar trpagh rhe you COTG T
baE THe

Tewpes

1 ool formard o Beaing vou o0 [Ty S .E -

ey S e i

Having mastered a blank email - why don't you Change the Template next. Clic\kthat.button.
Bear in mind this is a 'dummy' and the data in the letter will now be changed!

You will be taken back to the Select an Email Template screen. Make the first one your main
practice appointment confirmation letter - change the heading to fit and edit that template letter
so it's just right.

You will have to return to Single Mailings and click the View button next to the email you created
to change it to your new template or you can create a new email of course!

Once your templates are perfect you'll find you can save yourself hours of work each month with
this feature alone. Confirming appointments is excellent business practice - your number of 'no
shows' will drop to virtually nil.
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:Step 10—Fun Stuff:

Step 10: Miscellaneous Fun Stuff

:Client Photo Album:

Daily Log. Go to Client Data and click on i —— 1
Log (bottom button) and select Today. | Dama [ Hame| Anmav G
You'll see your new client there with the correct date (today's) under Tida[y Pheto T

the Date Created column as well as a consult and an invoice - all with
today's date. Perfect!

Check the log every day - action items and invoices will never again
slip through your net! Seeing someone's name there will jog your
memory about something you said you'd do but forgot to write down.

] [Dem]7an & 2005 [}
TRACKER ] [Inseet] 7oom [Dalete]
Followiue Tracksr Tracker. Click New Track and a note "
| Date! about following up with this client. Add a gli:ei?td:go;ﬁa%ﬁ ctko
l L*) due date if relevant. Now click the on the photo album
DueDate] Tracker tab and find it (Clue: click the &F YOLIE HEW ClIERE
' To Dos ] Tliews Action] ciear]| Find all Clients with follow up notes ’
JeDoList button). _C|IC|( Insert, locate a
Date| : y jpg on your hard
7 To Dos. Click New Action and select a drive and insert. Now
L Iv|priority etc. Click the To Dos tab to view delete it and insert
; “|itin a list! another. Give them
_ titles and dates.
:Address Book: Lshewar] red | 4 Address Book
" Cumer | AcoRss ] oo | Ewar, I ;..:] Go to your Address Book (top right tab in Client Data)
DATA and enter yourself. Type in your names, address, phone
1o /esve | | MEW Comtect || 0ELETE Comtact] numbers & email/web address etc.
Forst /Lot Jim | Moyt
Title/Posttion | Director & CTO You can put your driving license number and other
SN CONPASS —7 —| important numbers in the Important Numbers fields. If
- oon e ameary T 1T TEEmEEal| YOU don't like the labels on those fields you can change
Addrass 1 PO Box 350 them ... click on the Settings tab (bottom right) and
| Adiend] 1| rename any or all of them.
| City | Great Cacapon
R Now click the copy button next to Contact Info and
Country | USA paste it into an email in another program. See how easy
|__Home Phoms | it is to share information - to make a referral for
Work Fhone man:lm
" CallMoble | | example.
Fhome 2
Fax || Now put a photo of yourself in your own Photo Album in
2ot Gmall 1 support@compesedus.com the address book.
Send | Email 2 learn@comg com
B e e Give yourself a Task - a project and make it time
mc_em C?:?:AS‘.'-.“ | Duts Modifed | Dac 20, 2008 sensitive.

CONGRATULATIONS - you're a pro now! Enjoy all your journeys - homeopathic and healing,
with or without COMPASS. Please let us know what is particularly helpful (we'll make it better if
we can), tell us what doesn't work (we'll fix it), and also what you wish it could/would do (we'll
listen carefully and work on it). Thank you for your healing work, Jim & Miranda & Ellen
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:Organon:

There is sweet inspiration waiting for you each time you open COMPASS: a random aphorism of
the day from Hahnemann's Organon at the bottom of your Client Data screen. These are Julian
Winston's mini-summaries.

135. The whele picture of the remady can be understood through a study of all the provings. The j= ] :
substance 15 thoroughly proved when no new symploms are seen 4(
- _ - - _ _ - - _ . . - _ b 55 >,

Click on the icon to select another random aphorism.

135, The whole picture of the ramedy can be understood through @

APHORISM OF THE DAY |, 1000000 is tharoughly proved when no new symptoms are seen

Summary by Jullan Winston

(

Click on the Organon button to view the full aphorism in the following versions of the Organon
side by side:

Wenda O'Reilly's modern translation:

4th Edition

Dudgeon's 5th

Boericke's 6th

Kent's Commentaries

Winston's Summaries

©

L e e [=2 hnd Dol bty ] —— 1o ] Parmp by Y (14 T v e = sy |-
it 1 S o g atre 8w

L e T I L e e ] Bl b T e wind e W L e ] L e e ]

e petaie pimete ey e lmghiy Wi wd e ——— D analias - e e o L g ety rdmet gt el A gt pioeie et g S

P et arTats W tm T e L ] SRy O T e b PRcay M Ve T T A Ll IR e

A i b b i T T B T ik e = TR RS 4 e T T EARLST M & abEad Ty FEAAT Mg 4 el fa

R B o s TN e R o iy ol Seaege #1 rlaty O Aoy ‘wis Sebuced Sve marvhed ey fale. dvdar bem ag-Sed Fetrwrn "na el b= et

et e s e e e e e e e e L e e e L T e wmet e Ay e

1B % Fyn S 2 P A Em— . a AL Thage Ty A W Ty P g ey Wt W ey P e e L

Sdliir S iy T By ol e gl | It S D el Sile By Pe S ol vy e e e R R o S il el i rery e e e ¥

bw pr e ey e Swy bre v cwe Pm i Sw mprs s —irem et b S ey bt ey ey e e e Rt by — ey |

YV e e AR e T ——— - - - -
L

T Cramres o Vo Madug bl w6 Wy
e bR
B

This is an incomparable study tool for students and practitioners.

l

Acknowledgments: Thanks to Wenda O'Reilly for the I = g I
aphorisms from her beautiful book. www.birdcagebooks.com
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:Contact Us:

If you didn't get the help you needed or would like to get in touch with us for any reason at all
(we always appreciate feedback) please contact us by phone or email or by filling out the form at
our website:

Sales/product information: sales@compass4us.com
Technical support: tech@compass4us.com

Qs about using COMPASS: learn@compass4us.com
www.compassforhomeopaths.com or www.compass4us.com

Phone: 304-716-4142

COMPASS

PO Box 359 CONTACT US

Great Cacapon http://www.compass4us.com/contact.htm
WV 25422

USA
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