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:Address Book Help: 

Address Book v. Client Data 
Use the Address book to keep your 
Personal & Business Contacts 
separate from your Clients. 
Contacts in the Address Book are those 
you pay (linked to your bank account) 
and friends, relatives etc. 
Clients in Client Data are those who pay 
you for products and/or services. 
You'll find many of the same features in 
the Address Book as in Client Data i.e. 
letters, photos, directions etc 

Look up 
contacts -
individuals or 
companies -
quickly and 
easily using 
the A-Z 
buttons in the 
Phone, Email, 
Address and 
Category 
Li i 

Keep track of 
Tasks that 
are related to 
your contacts. 
They are 
linked to 
individual 
contacts which 
makes them 
easy to follow 
up on, 

The Bank 
Account keeps 
track of your 
expenses and all 
your banking 
transactions. 

Link payees to the 
Address book so 
they are 
automatically 
selectable as an 
expense. 

Click on to go to a 
website or open a new 
email. 

Customizable fields 
are for important 
numbers including: 
credit cards, bank 
accounts, passport 
as well as pins, 
passwords, frequent 
flyers and all other 
important numbers 
as well as relevant 
contact information. 
Mise info are extra 
customizable fields. 
Use the check box to 
keep track of a 
change of address or 
RSVPs for example 

Go to Settings (far 
right at bottom) to 
customize them. 
Print them out as 
needed & keep under 
lock & key' like the 
bank or a fireproof 
safe. 

Insert Directions for any 
contacts you travel to. 
You'll always have them 
conveniently on file for 
the next time you need 
them! 

Address Book 

1 CLIENT 
DATA 

PHONE 
L IST 

EMAIL 

I NEW ContocTl | DELETE Contact 10 4999 

There s a Notes field for each 
contact. Tip: insert 'today's 
date' before adding a note 

Address 2 
Great Cacapon 

County/State 

Home Phone 

Contact info: basic details 
^Quick & easy to copy/share 

Work Phone 304 932 0499 

Email 1 |l mOcompass4us.com 
Erra 2 Find/view all your important 

numbers. View as a list you 
can print out and keep in a safe 
place (like the bank) in case of 
need (a fire/hurricane etc.) 

Dite of Birth 
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ENVELOPES LABELS 

Insert up to 3 photos 
for each contact 
Tip: Import low 
resolution photos as 
high resolution photos 
take up a lot of 'hard 
drive space' and make 
backing up COMPASS 
a longer process. 

Emails, Letters, Envelopes & Labels 
Headers and/or footers are inserted 
automatically from Settings. 
Send simple mailings: a letter or email 
to a friend, change of address to some 
or all of your contacts. 
Note: Copies of emails & letters sent 
from the Address Book are NOT saved. 
If you want to track these you'll need to 
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. 

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. 

EMAILS 

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. 

SETTINGS 

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. 

ENVELOPES 

1. Select the envelope size. 
2. Put envelopes in printer! 
3. Click the Print button. 
4. 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 2ncl print dialog box. 

See also Printing. 

Int«rn«twn«l 
International 

International prints the 
country on the envelope. 

Select a group: by 
category (Category List 
Screen) 
Or find all contacts with 
addresses (Address List 
screen). 
Then return to the 
Address Book and click 
the Labels button. 
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. 
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 
LIST Ï E M A I L Y A D D R E S S Y Î 

LIST I LIST 
CATEGORY 

LIST 

» i n » Hmmm A 
I M l MME» •: n n r n n n ^ n T f - r ' n ^ r n n n i 

i r r i r^'rin n n n m n r r 7 n 7 r 

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). 

> !c««r I 

OOUMää 
t-OIHi ist 

WVZW12.UU 

Bwft 

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: 

WVZWiï 

ii**lc*wl 

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

See also Photos. 

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.) 
- task type 
- task category 

Your own lists are automatically saved when you upgrade. 

See also Lists. 

I TASKS I CHECKBOOK 

Checkbook Payee O j . u ; 

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 per client at a time. 

See also Tasks. 

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. 
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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: 

REPORTS f AGE &SEX Day/Month/Yr 14 M a y 1 9 9 8 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. 

•.Age & Sex Report: 
See at a glance how many clients are female and how 
many are male in each age group 

ä ^ W ä # * ' if* / i n n C ^ l 
««* CWHtt ** »•« «k h*Ll9| •• 20 M 
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MI t « i m 5 

*i i SH 2? I H 
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19 Í .3 
5 * 

*9 
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2« 
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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. 

Additional Categories 
For homeopaths also treating occasional animals additional categories under sex 
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 
program has the capabilities to do so. 
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:Appointment/Treatment Summary Help: 

LISTS 
A P P T / R X 
SUMMARY T TREATMENT 

SUMMARY 

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. 

I Trfcatjngnt Swniwary SHegt - Pec ao, JOOS • «e= Wicfc Angelo DOB: Sep 4. 199* 
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View and print out a master list of each appointment and every remedy given. 

All Appointments & Remedies are listed in date order with the followina 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). 

Print PDF 

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

1. Click the Print PDF button 
2. Name the file - clients initials and today's date. 
3. Select Current record 
4. Check the box that Automatically opens the file after saving so you can check it. 
5. 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. 
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Save 

Cared 
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When the pdf opens you may see a number 
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 A p p o i n t m e n t T imer 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. 

D«t» Type of Appointnwit Tim« I 

|Jul 16, 2005 Ltote.^t:.P|we \_.J\1. 
¡Dec 28, 2003 iFofcwjyp.Appti.OfficÄ. 1_.J0. 
I Nov H , 2003 |FAJbetaoiyta;P»>^mai 
|Oct 8, 2003 jFrst CorgitotiQn: Office 

KM I 
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. 

T imer 
• 

— 

Stop 
C m r 

Fotal 
Click the Clear button once you are done for all data for this client's 
t imer to be deleted 
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¡Business Card Help: 
Biz cards are not currently available in A4 format 

SETTINGS A d d i - M t Book B*j-.inovi C^rd CaUtfarJ^OU—t Owta | tmall | E w t o p « f Itwvwrtoj 

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. 
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Line Spacing * 

TortCotec * 
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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 
Client Data go to the last 
date you were viewing. 

CALENDAR 

Next Appt 

LastAppt 

Click New Appt to 
go to today's date. 

New Appt 

Wednesday, 
December 10, 2003 
at 1:00 PM. 

Sun, Nov 2, 2008 

If a client has an upcoming 
appointment it will automatically 
be displayed here. 

Check a client's last appointment 
date at the Client Data screen 
i.e. without having to go to the 
Treatment Summary screen. 

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

Go back to 
Client Data 

:Calend 
Cm 
O A I * 

The Schedule View is a variation of the Day View where you can 
see the actual 'sizes' of the appointments as opposed to a list. 
— ^ -

C0MPASS 
i g e n » 
• 94 AM 

ig oo A U 

í : : PH 

(90 PM 

Daily View: 
1 [ WUK - li 

Thursday, December 29, 2005 

i . j i - T i n t * 
O K » IQlOwn - l ia iam 
D M » 11 M K " U M P * 

C M 2 » » « O P " • » » • « 

Day View: Appointments show 
as a list and as shaded blocks in 
the 'time bar' 
Using color for appointment 
types helps you see at a glance 
what type of appointment is 
scheduled 

-:: >•'.-
7 90 PM 

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

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

A blue dot next to a date shows that one or morêappointments 
are scheduled on that day 

The yellow and green shadings only show in the center mon 
i.e. the month or week you are currently viewing 

I."' • V 
20 2\ 

' 

s*«o i r 
" " * 
' " ' 

: : ?i 

T W T fr 9 8 | 

IS* IS* 17* 18*19*20 
ftfTfî* 2Î 2» 2T 

* n>M:mnborD5 • 

J fr % % 
1*2*3 * 
8* 9*10 11* 
It* l í * i f 16" 
Zî*23*24 K* 

M ' î l * 

5 S 

l * í • y • í , 

12 n 14*15* 
19*20 21*22" 

» v xfvt 

i Today ] • Today utoetad i Appointment présent 
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:Calendar Help—Create/Edit Appointments: 

Click on a time in the 
appointment bar to 
create an appt. 

Appointments can be 
scheduled every 15 
minutes. 

Xalendar - Dally View: 
I OAT O j cam | DAT 

D A T A 

• 09 AM 

B 

W E U Ï Y MoniH YCA« S 

Thursday, December 1 
* l^v*» . l *ém I n t o » * l (Vh 

O K U M 0 0 * - - 1200pm M W n m O 

Click on any 
scheduled 
appointment in any 
view in order to edit 
that appointment. 

You will be taken to 
the same mini 
screen whether you 
are creating or 
editing an 
appointment. 

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. 

Wednesday—December 3, 2008 

UrtCmm 

la-.ao 

r i F r t / u r t 

Hetnai 9 ! 4 ! i : W M 
IVotc: 95« Sfr« 1:06 
Call: 93* 347 «S3S 

Uitl. fc— fa. « ! « > t t i . L h ^ | r « n K l . X 

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 
1ère. Click the green 

button to select this client 
for this appointment (or 
Find a client - see below). 

LHt N M M , First Vi"* 
J L / J 

Cmttru. l i n n i U , 
Car t« . M I P H K U 
Ciftx«. ' l.ranrti 
C*tt-vl->i M . r j . ^ M , 

CM<«I/D«t*4« * * p f J ] [ J 

Click Done to save an appointment and return 
to the Calendar. Click Delete if you make a 
mistake and want to start again. Click 
Duplicate for repeating appointments 

Find a aient by typing in the first 2-3 letters 
of a last name and click the yellow Find 
button (or Enter on your keyboard). 

Click on a name to select that client for this 
appointment. Click again to 'deselect' it if you 
make a mistake or want to select another 
name. 

If you have 2 clients with the exact same name 
you will have to check the ID number to make 
sure you have scheduled the correct client for 
this appointment. 

You can change the dates/times any time. Check that you don't cause 
a scheduling conflict when you do so. Scheduling conflicts will only 
show on the Schedule View (a red line). 

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

1000 AM 

/ 
11 00 AM / 

12 00 PM V 

100 PM 

JAP 
iKndaCMro 

.:..\CH 

HchwdThfd 
ROC-or« tos f¿W 
tfe * * ti«o<v « toe 
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:Calendar Help—Print Appointments: 

Print Today's Appointments |-
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. 

Print Preview: Appointments ^ 

»r TOWl 

Pigti Save » £xcti 

Uvwi Ati>ot«inn...niB) M y w •» . | VnwAi: ^ ' l i 

Appointments for Thursday—July 1, 2010 
1300 «v- I I O O A V 

1 1 . 0 0 « - 12 » - v 

Rancr Castro 
Ftdel Castro 

Home 9ft4S33 3S9e 

cm »AriïÈÉac 

AW-
iaiM i M i 

1 2 3 0 ^ - 130 "» f'o'sora 

B3Q - - «JO «< Woei'O 

61» »w- 800 -v 

Homo 9*4 532 363« 
Wirx954&64 1106 
COI &ÍAJ4CÍ} 
tmal im • n H l t u Q » com 

HOC 

FCC 

— I U W Ö H -

Uses: 
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. 
- Type of appointment and Name of Client. 

+ 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 week's appointments, click Find to go to 
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. 

Print :Find, Print, Delete Appointmen 

I 
• M R 

C L I E H T 
D A T A D A Y W i m I H O * T H l i I Y H W E S | S C H T O W - E | 

C A L E N D A R 
SCTTINCS 

CG 

ltHl,P>C 
Thu. 0»c 1 X 0 7 O llaQOw^ia^Opm 

rrraar'îirarTTFTBiri 
* * 1 - * -™ M.m. i -m 

] 
»^rvnh 

Elc í fc^Fní 
"""r*") A f f TTr \*tro"*' 

H»rMyVinetAr«H *Baoimw«r</P*>»i> FQC 

VWw T>IL. D« 13. C" J I IMP^1 

W pm 
00 pn Rictiarrf I M r f 

I LUNCH 

"Zz: •-•-••f! ÍOCio^th. 

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: 

I. ID- ix W i l l i g » I V ^ ^ 1 -p" I 

Ar«':-'«'-»'* w-v« f-'-r MtmyvniKamt 

• 10 it w m it 
It 17 18 1» 2D Id 
23 24 J5 . . : . i 

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 A p p o l n t m e n t s ^ U J * * " * ' I * * * I * * 

| n** | WEEK [ H.-.N^ j YF*» ] SOMMU | s t V , ^ I I M M 
DAfA 

C©MPASS 
HMfMI í&VtJTt^ " • ""^ ["MyraiDl•»|ij;i3;3«iifl|| t n d ^ n 

V . r l - I - J i ™ , r.rM 1*4 f . r ^ - i v T An* TYT» ] *rvv"*i**i D«-K"P<K— 

JUOíL 
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 1 OELtTE VWTH GREAT ÍAUTIOH 

Be Afraid, Be Very Afraid 
You can Delete a year's appointments 
in a heartbeat. Deleted appointments 
can never be retrieved. If you click this button 
you will be asked to type in a year - and given 
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. 

Are you sire VDUMPtbdsfelEal tie «ppor&Tienfefa' (tie vear 20(H? 

ntmmtbv • it dMtOT* *•* tail - O*« « ne j - d * ' - * : * . * tëtMt. 

âckcBicri If you areiot nre' 
|T««Mete | | HaCatB | 
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:Calendar Help—Settings: 

ponri I StTTiwcs 
B U M nest Car Caletxldr 1 Client Data j Email j Enveloyea 

CALENDAR 
SETTINGS 

Click on the Settings 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: 

1. Click the New Appointment Type button 
2. Name the Appointment Type. 
3. Select a color from the drop down list. 

Select Color 

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 

There are 22 colors available. 
You cannot change the pre-set colors/colors or add to 
them. 

:General Settings: 

* * ! , -> ; 

» v i e n ^ ^ ^ ^ H 
A e t c ^ . o f c . 
C t - i t-;-dT,-

TW»»g 

M M C r i M r 

IMM'Aqua 
ft» tr^H 

•U-DtA 
In«-** 
C - w 

[»••n-»« 
f . . - • C M 

w\ 
Û 
0 
s 
0 
B 
0 
0 

:Appolntment Types i 

Tt»,-» 

P^en»1**^ 

«M-Dw* 

^ 

Aírt'ÍOC Ll«<-1. •• » W CM 

Own;»- Ma 
f i • ;•*. 

*WPI»-Md 
-• — - • "— 

Start Week on Mondav # V « Q No 

SolactCur-rvnt Dat#an5U>tUp # r « t O Mo 

Shovj Conflicts on %ch»duifl ^ y « O Mo 

Show appointmcnt timas ctartinq arfa 9:00 am Apply 

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 

appointment of the day will show your chosen time in all views 

* Schedule View only 

the first 
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:Case Notes Help: 

Click on New Case Note to create a new 
appointment/case note. 
Click on New Note Plus Complaints for follow 
up appointments where the complaints have not 
changed - they will automatically be entered into 
the complaints fields. 
Today's date automatically enters when you 
select a New Case Note. You can change the 
date in Case Notes or Case Details but not in 
Treatment Summary. 

Name, Date of Birth, Age & Client ID 
automatically enter. Enter summary details 
for each visit at the Case Note or Treatment 
Summary screen including: 

- Type of Visit and Time Spent 
- Quick Response (for follow up 

appointments only) 
- The top 1-3 Presenting Complaint/s 

Create a new 
Case Note 
at the 
Treatment 
Summary 
screen or at 
the Case 
Notes screen. 

Type the case notes 
into this field in a way 
that is easy for you to 
read and review. 

You can return to 
symptoms or sections 
and add more 
information as you 
take the case without 
worrying about 
whether you are 
leaving enough space. 

The maximum 
amount of text you 
can enter is about 12 
pages a visit. 

Jump from one visit 
to the next or a 
previous one. See 
which visit you are 
currently viewing as 
well as the total 
number of "visits" for 
this client. 

The drop down lists (type of appt, time, 
esponse & complaints etc) are editable, 
ick on Edit Menus button to do so 

t rea tmen t Summary; 0*:fit*'3 2008 
C L I I N I 
ÜAT*. 

C A M 
n :: I I •, 

iNVUIL t 
SUMMARY 

Ajiy-. r t n i i r l h t i - i -H»"« eli l*t.«|ti Flrft 
BttMb. Hawy * Anna- w 

9, 11W 
ft» 1 

CASE N O I t S S U M M A K r •II,. I,.,r- n. I fl-rn-: P,.-̂ ,..̂  •.-..r.ol»,,.!-. 

•I 
Innaf 

aXM a m t t a M t 1.5 IH<A tfMPM 
I v i tw l >«n io, xm '**^ 

: C a t * Not« 
Cut in-
r i * - * 

O S E 
OCTAUS f . i - - -

K l H I t . ' 
D ü r A i u H t » I W i j Pfra» [ t.~tfh < i l H H * r v 

E l l u b a m f fell P m t n Mar a A*irv« vnndicv Haaia 

li.i Ina 
lit li~jr***4 

View 'Full 
Screen' gives 
you a larger 
case field and 
a clutter-free 
screen i.e 
hardly any 
buttons 

View 2 /4 
Appts is for 
scrolling 
quickly 
through the 
first few lines 
of all of a 
client's notes 

Highlight an important 
word, phrase, sentence or 
paragraph and click this 
button. The highlighted 
text is copied into the 
Themes &/or Keynotes 
field. 
List keynote symptoms 
and/or themes here, or 
paste in rubrics from a 
repertory program. 
This information is 
retained in all visits for a 
client. 

Write a summary for each appointment including: 
- observations and assessment 
- recommendations or referrals 
- a plan - including the remedy choice 

< when & how the client is following up. 
See Summary Notes Help 

© 2006 Miranda Castro. All Rights Reserved COMPASS Help Manual: December 2008 ... Page 15 



: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 
CASE 

NOTES 
CLIENT 
DATA 

TREATMENT 
SUMMARY 

Name Elizabeth First 

Print Appt | Print All Appts | Edit Menu» | Help Friday 
July 2, 2010 

V IEW 2 / 4 
APPTS. 

REMEDY 
DETAILS RESEARCH NEW Note I Form« | Graphl 

DOB | Feb 8, 1558 |45 | Parents | Henry It Anne ID 1 

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. 

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: Print Appt. | Print All Appts. | Ed l tMmua] ' Help 

CLIENT 
DATA 

^ 'TREATMENT' ' 
SUMMARY 

CASE 
NOTES 

M - ^ — I B i t — • . - * • . e l _ * 

Print Apgt.| 

"j[ CASE 
U DETAILS 

Friday 
July 2. 2010 

V I E W 2 / 4 
V IS ITS 

REMEDY 
DETAILS 

RESEARCH STORED 
Docs 

VITALS 
REPORT 

. L B U B ü í B JÄKL -*— I "̂ IWll > *——••» T ^ - T 

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. 

Z n i m B R L - l E L S 
MI», WiftàuM« •! ¡S 
TN* rvlgi a< I ^ M > Baib«th [ .1 rflH >«>««*d to M ~n« 0«W»i J^i -if 
vwAm*** I M -••'•= ***• -•t'' r*« 7IIH-*; •< ^ v hi>-»i^i ^ i - i i** 

h 4 r ^ - i l ' - l C ^ t » 3 i M i H i • ^ - • • < - " « - ! > V W b i t * - . * : C a » ^ * ^ C K » 

• ^ ^ ñ * r t K * I M * w v « S H Ü * . M * I l * A « M A M A , 

* ifc* Mt̂ -i<B •» n̂ i • , - i n « i i - i . 

h n M M 4 M I K I H I | > « i l « « l A k f e k l « * W h * « l « / M r I » « » « « I I # « L • * * 

I • ^ • i I t v n ^ » i " » i r « • V W C M d h i " " « t h « » i ^ l t r H « « « 

r ' c r+u »•: --f 4 :-J t-T--'«- r» : - ' 4 ' ¡ l e i : « ) * J i«rtl M l - n 
m i a É n u i i ^ «'CAJlMd H*« rrwtfMr F i é i i u ï - o ^ a i n i «a^g w n i «A-I 
• ^ * * » ^ w v l « ! • • ( l l i« il I »11 • ' « - « # • " * * * M « r r * n IV • « • 
I í X « i - Y > r n i 3 i ta rv« rt»^ - « j s i d i ' i s M í I^C ••>*. i«tf •M«**»i k>« bw* •••l'-«aSl«* aHA rwa l«U«-«J la|ái-t̂ ta « .J 
Mvi'wJ ^ f«v r í i : i n t*t% ha| K' H.-::«IPC^ 

I i w « W i H im«-l •• •»•• » • • • " • |fcWa puat^pan •< ^»«-rvnia-« 

M I . a á ^ i J i AJA* «/ ClAwM rfM i ^ l AaAM««! C l W I I M "'" 

* v i r o ' > ; •:* ' ; ' : « : • : ' * I P í * I " C I I ^ I s ^ r - M i - # n I E I I fr>>d ««4« 
L a > | w a l r . í -rf t n a i a i b ! • # ! , • ! I»w l i - n « -

«K-+*K- c : 

nn n tTHB 

i M i r 

l a » l i i | - • • > ! • » < I « I » I * I » i » - | l 1 i ^ i l ^ p < i > ^ » i W i p T b 
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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. 

MAC - Take a Screen Shot 

1. Press Shift + Command + 4 
2. Click & drag over the graph 
using the 'crosshair.' This creates 
a jpg format file called Picture on 
your desktop. This is an invisible 
process. 
3. Insert into the graph field 
in Compass by going to the 

Insert Menu 
Select Picture 
Locate the file (on desktop) 
Click Open 

4. Or 'paste' in directly 

Click in the graph field first so 
COMPASS knows where to paste 
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 Snagit that takes screen shots and lets 
you edit/crop them easily. Snagit 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/mwsna p. 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. 
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:Case Notes Help—Printing Case Notes: 

Print ApptTJ 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. 

Print All Appointments for This Client 

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 

( Cancel ) ( Full ) ( Short 

Preview & Print the Case Notes 

To PREVIEW all the notesysummaries/remedies for this client click OK. 
At the next screen dick 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! 

Once you select Full or 
Short (Print All Appts.) 
you'll be able to review 
the case notes at the 
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' 
show how many pages 
there are in total and 
which one you are 
currently viewing. 

Paperless case 
notes 
'Print' to a pdf that 
you can email to a 
patient, colleague, 
supervisor etc. 

/*ño 

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 
a client you have been seeing for 
a while make sure you have 
enough paper in the printer. 

Patient Sum nmvv 

I Ö \ 
Save as Excel Save as PDF Print Page Setup 

View As: [ Exit Preview J Script Is Paused | Continue | 

jSummary for Elizabeth First ID: 1 DOB: Feb 8, 1558 Jul 3 ,2010- Pagel 
j Themes and Keynotes 
j Power 
! Exile 

Analysis 
Rubrics chosen 

Ailments d. parent 

CD 
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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, 
!! = chuckled, !!! 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: 
Chilly -3- ... > meat -2-
I'm terrified of falling -4-

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. 

These are just suggestions - you can use these fields any way 
that suits the way you work and think. 

| Edil Un» I Tvp.en 

LsncrnlmnnnmjymjrjL! mi' UJ 
My throat (• Idl ing m* 
H't 90 *o o*ififu\ - notltofvg f * l i«v« i th» p« i i but nothing 
It » m « on Hiiid^nly y«»t«rd»y morning • t ju»t wok« wth it 
I couldnt * v « t i l««p l»it n»ght tK* pain n a i to tud 
I brok« UP « t h my giH<n«nd y»»f«"á»v b*C«Ut« t h « «i l««t*4 On m 
'»V«'d b««n goir>g out fa* 4 y « » n 
I -i«-.•• f * H | « a t o u i btfó*« - t'v« b * * n t««thing -nttfi it 
WSich l id« l i w r t « • it ' i oi»iy on th« \*H nd« 

I Kfynnl i - l l l « f n » % / K « y n a l « l A n j j y - . i - . 

Killing 
J««leui 
Su-dd«n on i« t 
L*ft l*d« 

Sulphur 
; tOTl'.itutllM%«l 
r«m«fy3 

L«<h«tla • bf< ttrorwg 
•tiology, modality 

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

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. 

Nam« Ellzabath £ 

T V T » « O N 

'. :•?- . 
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 
to the top. 
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:Case Notes Help—Vitals/Stored Docs: 

Vitals: These details (height, weight, temperature, pulse, blood pressure and respiration) are 
viewable at the Case Details tab (the only place). 

Go to Settings (from Client Data or Case Details) to select feet or meters, 
pounds or kilos, Fahrenheit or Celsius | [CASE DETAILS ] 

VITALS 
REPORT 

iVitals History: 

I 
Settings 

C l l l H T 
D A T A I Compluntra 

Anei/i a 
Blood Pressure D i l r o f n-.rjht Analysis diastolic'systolic V->'' I : ••- :;•; chosen 

v»y, I A^g ;•«. y:c5 
Vitals Report: Keep track of some or all Vitals and view a history 
that includes all appointments and any vitals recorded. 

fiffirplan ¿J, ¡got ft-n ISO 
V i t w l j j 6, 2006 15-5 "ft-in :-: L i 

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. 

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

Click the Export button to open 
a pdf. You'll be asked to Save 
it. Choose a place like your 
desktop where you can easily 
locate it and trash it after 
viewing it. 

y 
-v "T-í fie tri» axiörioto« ctspiir«) ísaattjf*. ItwH 

b« irse'ted anddtptoyetf H » fie-

i f toadxre fh-jl l-7-08.pdf 
OK. 

Save B3^>pe 

I C o m p e s í ñ í p í 

.AI Fis» r i 
0 I ^* 

.s -.t 

0 AutttTWfieaiv open Aie 
" 1 Create ç r a i «rth f ie as o t tadment 

Sto f f tcanngd < 

Show £»<. 

"«*-">*< I 

m _£2_ 
Dec 20, 2008 Consent Ibnn • : D ; . : 

>: 20, SM rama • î O : : i 
: 

!Û, JCCä THtt ûy-iitiTl fin 

OtxBWOmb fi»** 

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: 

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 t ime. 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.O.A.P. FORMAT - t r ied, 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 resolution .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 

A COMPLETE SYMPTOM 

1. ETIOLOGY 

emotional/physical, etc. 

2. ONSET and DURATION 

3. QUALITY 

4. QUANTITY 

5. LOCATION and RADIATION 

6. MODALITIES 
heat/cold, weather changes, 
activity/rest, position, 
pressure, bathing etc. 

7. CONCOMITANTS 

Sx Checklist | 

SYMPTOM CHECKLIST 

MIND 
DREAMS 

GENERALITIES: 
W e a t h e r / t e m p . 
Energy/ t ime of day 
Sleep/posit ion 
Appet i te / thirst 
Sweat 

VERTIGO 
HEAD 
EYES/vision 
EARS/hearing 
NOSE/smell 
MOUTH/taste 
TEETH 
FACE 

THROAT: in t / ex t 
LARYNX: speech/voice 

STOMACH 
ABDOMEN 
RECTUM 
STOOL 

BLADDER 
KIDNEYS 
URETHRA 
URINE 
PROSTATE 

MALE/FEMALE 

CHEST/palpitations 
RESPIRATION 
COUGH/expectoration 

BACK 
EXTREMITIES 
JOINTS 

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. 

© 2006 Miranda Castro. All Rights Reserved COMPASS Help Manual: December 2008 ... Page 23 



: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 oragg?) 
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. Itching. Pain. 
Discharges. Photophobia, 
lachrymation. 

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

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

/Wouift; 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. UTIs, 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/oily. 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. 

DiRECTioHs| FIWANCES | INVENTORY | LISTS LOG | MAILINGS | REMEDIES | REPORTS | SETTINGS | 

manees: 
C L I E N T 

D A T A 
I N V O I C E F I N A N C I A L 

R E P O R T S 
AYMENTS 

D U E L I S T S U M M A R 

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 | Edtt Menu» | Help Saturday 
July X »10 

ADDRESS 
LIST 

CATEGORY 
LIST T A S K S C H E C K B O O K 

Checkbook Pay— 
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:Checkbook Help—Features: 

: Checkt 
CLIENT 

1 NEW Entrv 

look : 
FINANCIAL \ CHECKBOOK 
REPORTS 1 

LT 
Bate | * ) i r M . n u | Typa Number ID 

Apr2i i .0e — Cherk 1337 tlE^I 

Cl-erk |ÍÍ036 \{6ÖS4 

Check in- 'O iCCT-l 

Find Print Help 

ADDRESS ' 
BOOK 

Saturday 
July 3. 2010 

Go to the Address Book to add a 'Pay« ' to your Checkbook. 
Find the company or individual (or add them) and check the Payea Box. 
That company or individual will automatically appear In the Payee ID liet below. 

| Clear All Entries in Account 

Payee Name Category [Edit Menu] Expense Amt Deposit Amt Balança Dup Tx Rec 

VHPS PuWisNng Services Books l-v 0-1 i ^ D D E 
^Cacapon Group iiWeb&Üe GO OOi > ^ 0 ; : Û : ( i ï 

ver,.or, Commun «valions | "CO 8t. ( ¡ - C l p I D Í l 

Click on New Entry to add a transaction - a debit or 
credit - to your Bank Account. You'll be taken to the 
Account Data Entry entry screen to enter details. 

Click the Dup button to duplicate 
recurring transactions. Today's date 
will auto-enter. 

: Checkbook—Data Entry: Salurd 
July 3. 20 

< BACK 
ADDRESS 

BOOK 

Type Mumber Payee ID and I Expense Amt Deposit Amt 

Jul 3, 10 DONE CANCEL 

Apr 26. 03 VHPS Publishing Services DID! 
Apr 29. 08 Cacapon Group 

-G5i.^ h i n i Apr 21. 08 Verizon Communications 

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. |Edit Menu 

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 
avoid duplicates. 

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 
'go home'. 

: Client Data 

j A. 
1.:.1M| •.! 

«•ft T M . Jan 10, M M 

HMM*!*. SL4 INJ 

1x1» In 

I"»: Cop , 

I •'.J 

U M T U M í lO'lutk- # Mv»nf «t \ tmmch 1 CfMWd J«" >. •••*» 

i\^; 9. Trie phrsicir, want to make ptopK 
p- jrMs« c/ their tjusttfta A J K é M M «* TMf Oar 

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

C0MPASS 
NOTEPAD 
You'll find this notepad 
at nearly every screen. 
Use it as you would a 
pad on your real desk -
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. 

ttm-T HL/akeit Yours! 
Click the Settings 
button and work your 
way through each 
settings screen. See 
also Settings Help. 

M they can u u thetf- body ta get an with live higlw 
J 

f-Select the Basic 
View if the 
Advanced is too 
busy. You switch 
back any time. 

Contact Info: view Name, 
Address, Phone #s & Email 
one field (it expands when 
you click in it). Copy all or 
part of this field any time. 

in 
Daily Inspiration! Click the refresh 
button to view a different aphorism of the 
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! 

Navigation Tabs 

These tabs take you to 
another screen, where a 
new selection of tabs 
relating to that section 
are available. 

Client Data is the one 
tab common to all 
screens - you can 
always come back here! 

Delete a Client 

Deleted data cannot be retrieved. 
Delete with GREAT caution. 
Deleting a client deletes all related 
data including invoices, case notes, 
letters and remedies. 

Client List 

View some or all of 
your clients by phone 
numbers, emails or 
addresses. 

Create a New Client 

Click the 'New Client' 
button to enter a name. 
Compass will check that 
the name isn't in the 
database already to 
avoid creating 
duplicates. 

Client Print 

CLIENT 
DATA 

TREATM REMEDY 
DETAILS 

INVOICE 
SUMMARY SUMMARY 

NB»CII«irt | DELETE Climit | QUIT 

Com pan 
Felmiarv |a 1155« |45a | 8e»|F 
Windsor Castle 

Address 2 

SL4 INJ Postcode/Zip 

Horns Phon« 
Work Phone 020 77S6 7304 

020 7930 9625 

www.royal.gov.uk 

Referred by Abble Cornish 
Priman Doctor Dr Spock 

Family Into 
Ellzacetn First 
iVIrdscr Castle 

C©MPASS 

NOTEPAD 

You'll find this 
notepad at each 
and every screen 
- use it as you 
would a pad on 
your real desk -
and jot notes or 
thoughts that 
come into your 
head at any time. 

ellzabethflrsti3iroyaLgov.uk 
faker 
Spends half the year at Edinburgh Castle 
Note to self: 
Be sure to observe palace protocol at all times 

I U w r U w l |Q Basic ^Advanced | switch 

Switch to Advanced View any time you like 
by checking the box and clicking Switch! 

S> 2006 Mifanda Castro 
All Rights Reserved. Ver 4.D.64e 

CONTACT INFO 
Click here to see Name, 
Address, Phone #s & Email all 
in one field (it expands when 
you click in it). 

© 2006 Miranda Castro. All Rights Reserved 

Click the Copy button once to 
copy all contact details to your 

.clipboard. 
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:Client Data Help—Family Data: 

Take some time to familiarize yourself with the way 
Relationships work, the way people can be added and 
linked to a client. 

You can only add relationships at the Advanced screen. 

Daniel Castro (at left) does not yet have a primary parent 
yet even through he has several 'relatives'. 

To add a relative click the blue Add a Relation button 

Relationship screen select a person from: 
Clients already in COMPASS: all clients with the same 

last name will be automatically listed. Select one or 
click list. 

Non-clients you have added to COMPASS (click for list) 
Aod a New Relation (click the blue button) if the 

person you are looking for isn't in either list. 

Client Data: 
TREATMENT 

SUMMARY 
LETT 

SUMP 

Horn* Phon* 954 532 MM 
Work Phone 954 564 1106 
CellJMoblle 954 547 4633 

At the Add 

/ 
:Add a Relationship 

CLIENT 
DATA 

1 . Find a Person f rom M l Clients in COMPASS 2. Find a P e r s o i V r o m t he Non Clients in COMPASS 

Select a name in the 
the person you want 

List below and cüfck 
to Daniel Ca 

Select a name in the No 
next to the person you 

List below and click Sele 
:o relate to Daniel Castro 

Non-Client List 

then be able 
person as a 

rolanda L^iSt 'O 

... i i 1 I I :_..ï:L:t''_: 

•- \2l 
J3 1 ;" I 

Pa rom 

Click Next > 
to learn how to 
Add a Relation 
and Select a 
Primary Parent 

To add a relationship to Daniel Castro, a relative or important 
person i.e a fathor/husband/nanny etc.. start by looking In the 
client list above 

If you have used the New Relation button (at right) to add 
relationships then those individuals (who are not cllents^will 
appear In the non eilen 

Select a Primary Parent 

Relationship to Daniel 
View Mother Mirandi i ia Castrol im 

SQ'PBrtner Fr *j 'id 

View Grandmi:l-ié' E izab^ l ' i Fl 1.1 
Son 

Aunt 

Daughter 

Fattier 

Grandfather 

Grandn-rDtner 

ch Ic 

neither Ra la lñe 

3. Add a Relat ion | 

f you cannot And 
l person in either 
t at left then click 

/ Relation below. 

Once you have clicked Select next to a person 
in 1. or 2. (above) you will automatically return 
to Client Data where you can select the proper 
relationship from the pop down list. 

For clients with lots of relationships click the 
Expand tab to view them all more easily (the 
Mise Notes box will be hidden temporarily). 

Half sister 

Husband 

Mother 

s | INVENTORY | L ISTS LOC 

civaincëfl \ Switch | | Created jiSeillTÜ 
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:Client Data Help—Family Data 2: 

:Add a New 'relation' 
C L I E N T 

D A T A 

•Type 
Address 1 

First 

Address 2 i 
City | 

Country 

Enter the First & Last Name, and 
the Relationship Type and click 
Select to add this person as a 
'relative' of your client. You can 
add other contact information: 
address/phone numbers/email, 
and a note) if you like. 

3*t»ct m Pr imary P T M I I 

Rel«t lon»hlp to Danial 

Mother 

Ï C v ' a ' h e r 

Grandmother 

N o r m a l 

First 
M rano i r a 

Y d a n d a 

Best 

El izabeth 

Lnt ¡Aâd^tMwMog. 
Cas t ' s m 

Ca&tro 

Fne-id 

First 

To view or 
edit the 
details for a 
'relation' 
click View. 

A visible scroll bar lets you 
know that there are additional 
relatives ... click the Expand 
tab to view up to 10 relatives 
at a time and/or use the scroll 
bar to view more. 

View |FiraULast 
Address 1 
Address 2 

City 

Country 
Hems Phone 
Wort Phone 

Call 
Email 

Elizabeth | First 
Windsor Castle 
East Wing 
Windsor 
BeHiahire 
514 I N ] 
U K 

020 7766 7304 

Notée Ladies In Waiting rather fierce - bring gifts 

All Elizabeth First's Relationships 
Rwi/Hoinhlp 
Grandmother to Daniel 9 i vi»w~iini 

Mother to Richard 0 

You can View and/or Edit the contact 
details for a person here and also view 
all the people (in COMPASS!) they are 
related to and the type of relationship. 

I T 

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 • Prtmary Pargn] üj r Norma l E x p a n d 

Relationship to ban le l First Last Add a Relation 

Vtew 
View 

Aunt 
S O F a r t n e r 
Grandmother 

Mimndina 
Ve arda 
Best 
Elizabeth 

C-5.s-trc in 
Castro 
Friand 
Fi 'st 

mi 

: Select i 
CLIENT 
DATA 

3 Primary Parent: 

CIIcnfPirent IDs 
FlrsVLas« 

^ ^ 
Danie l ] Castro 

~^ 
^-KStat ionahips Flrat 

Select | Mother J Mlrandna 

Select | Aunt J Yolanda 

Seiest 1 SO/Partner ^ B e s t 

Select | Grandmother | EhzaDeth 

Select | Son J child 

Select "11 Another 

Last 

Castroiln! 

Castro 

Friend 

First 

Castro 

Relative 

Remove J 

Remove N 

Remove 

Rwnovft 

Heniovi: 

Remove 

S ^ 

Clid^Select (at left) next to the person who 
:he Primary Parent or Guardian of the 

client, the one to whom all invoices, letters 
and emails are be to addressed. 

The full name of the 'parent' will appear in 
the Primary Parent field at the Client Data 
screen and elsewhere. \ 

Client ID 

Primary P m n t 

2122 NEW Client 

D a n i « ! C a s t r o 
M l r a n d l n a C a s t r o l l n l 

If the 'child' is an adult who pays their own 
bills then click Remove and the Primary 
Parent part of the relationship will be 
removed. The relationship will remain intact! 
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:Client Data Help—Features: 

Client Category 
There are 7 categories available for your up to 7 different practices. 
Go to the Settings to set up the categories. Think carefully before you do 
so. It is easy to change them but if you do the previous category will no 
longer be available. 
Organize your clients according to different practice locations and client type. 
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. 

C\Mn\t Catagory B 
y] General Clients 
Q jaoca Raton 
G CiiMsviilc/Dcland 

O T a - i » 

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. 

CALENDAR 

MaxtAppt 

L r ^ A p p t 

w » d o » t d a y r 
December 10, 200a 
at l iOOPM. 
Svn. Wov 2, 2008 

Calendar 
An upcoming appointment is listed 
if one is scheduled. This is accessed from the Calendar. 
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 
is not accessed from the Calendar. 

TRACKER ) ¡^Tr^cfclciwrl 
F c . l h . w u p T r t K ^ r 

Data | Fn, Dec 1, 2000 
| Check up on (on due date) 
P"« Pata Thu, Dec 25, 2009 

Follow Up Tracker 
Keep track of clients and make sure they don't fall through any 
administrative cracks! Search for all clients who haven't returned for 
a specified length of time: i.e. 30, 60, 90 days etc. Or clients with 
upcoming appointments as well as those with follow up notes. 

10 DOS N«wActi<w|c»Mr 
To Do Liât 

Ott» I FH. D*i 5. 200B 
^ r j i ^ J l : Uraçn» 
i*?1*. '* .?*.?*** 
: Email templates (see cas« 
j not*»). 

--.-: 

To Do List 
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 
keep track of clients needing daily attention - for e.g. those with an 
acute. As with all other drop down menus select the edit option to 
customize the menu to suit your needs. 
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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 
clients or 
records in 
any section: 
all clients, 
all invoices, al 
addresses, all 
remedies, 
all tasks etc. 
You will then 
need to go to 
list view to 
view them. 

Show All | Find || Print | Edit Menus | Help 

Find (search) in any field at any screen. 
Enter a few letters or numbers in one or 
two fields - then click the Enter key or 
'Find' in the status bar (to left). Type the 
first 1, 2 or 3 letters of a first and last 
name rather than all of either - it's fast and 
efficient - esp. if you can't remember the 
exact spelling. If there's more than one 
client with that name you will be taken to a 
list. 

Double check 
that the correct 
printer has 
been selected, 
the correct 
paper size and 
number of 
copies etc. in 
each box. 

Get Help with 
the screen or 
section you are 
working in or 
viewing. 

Edit Menus -
the ones that 
are avilable at 
the screen or 
section you are 
working in. 

The New Client 
Wizard makes 
sure a dupli-cate 
client is not 
created. You 
can create a 
second client 
with the same 
name - you'll be 
asked to check 
before you do 
so. 

NEy!/ Client Cljent List | DELEXE Client 

Client Lists 
Click here to go to a list 
format to view some or al 
of your clients - to find 
clients using the 
A-Z search buttons. 

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

Delete with GREAT 
caution. 
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. 

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

The NEW buttons create a 
new Action Items (To 
Dos), Follow up note or 
Appointment 

NEW | Clear | Send |Copy| Ed.t M n̂ J7 

The Clear button deletes al 
data from the current 
client's To Do list or Follow 
up Tracker etc. 

Quick Email Button. 
Send an email to a 
client - rather than 
going to Letters. This 
email is saved. 

Click to Copy 
the data in the 
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. 

• ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• • 

PHOTOS 

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

n=n 
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 photo of a client you work with at times 
by phone or to track of growing kids! 

Account Status 
Paymewt Plan 

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

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

CLIENT V T R E A T M E N T V 
DATA SUMMARY 

CASE 
NOTES I REMEDY y 

DETAILS 
LETTERS 

SUMMARY 
PRINT 

ENVELOPE Í INVOICE Y" 
SUMMARY | 

ADDRESS 
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. 

NEW Client Client List | All DELETE Client QUIT COMPASS j . 

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. 

DIRECTIONS! FINANCES | IWVBWTOIIY | LISTS Loe IMAILíWCS | REMEDIES REPORTS | SETTINGS 

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. 

CALENDAR | TRACKER To Dos PHOTOS j ORGANON 

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! 
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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 number 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 

tli ont Category 
I Clici 

[ Q | Boca Raton 
3 ClIIMSVJIIc/ 

Q p h o — 

il - ! Student! 
1 Inqwy 

Top Tips 
Check a Client Category Box each and every time you enter a new 
client - even inquiries. Make sure everyone is categorized. 
Check an Audit Category after each and every appointment with 
patients. Check New Client after the first appointment and 
check/reassess after every single follow up. If you leave it you'll have 
to stop and think first. It will only take a couple of seconds and make 
your practice audits satisfyingly easy. 

Audit Data 
New Client 
¡HtttjIllCtUfTt 

[cü 

I siimlif/» 

v«M4bl« 
Ni i Ki*4[Kinsi* 

Non Currant 

J PUMtcodo/ap I aaoaJT Wo Hm HalTHL 

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. 

Sanftito'p bv JhJtm • A A A « ICI: i tti« dsmm m bzz lar; I p-oousu • - • ¡g-a-KD^. mtpmati^f r dn-WK du 

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: 

LOG 

Go straight to the Log from Client 
Data (bottom buttons). 
Check for today or yesterday's or 
last week's log. Use it regularly to 
make sure no clients fall through 
your administration cracks. 

D«.yL oç 
íele-it Date(s) for Daly Log 

L M t 7 D « y « lesterdov —!"n t J i 
ter doy J : c ^ / 

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. 

to-« 20oe ; Daily Loo; C©MP/ F O L L O W - U P I 
iRACKrR 

l u ix; 

. . , . i i... 

Vlmvi\:,iV ¿nttll 
Wirmci Cntr} 

["'t I 
-r:* • - -;• : 

I ^ ' » - • • ' I A T » M c > t 

111 - ' . - ' . 

9 1* 03 Th», * Ctc OB 
I Thu. 4 C-tc OB 

T I M ID J H I 04 Thu. 22 I » : C" 

• • A S I J M M T M . 17 CMC 09 ' 

Tha. 26 4 . 3 04 SM. 3 l D i e OS 

i M I ) lf l 0« Thu. S Jin 0« 
Ft*. SB ). l D< 

S u : î M»T 04 
« M 9 ; • ) 0 3 

Bac. J s OCT 04 
Mad. 21 Jn 04 
MmiiHtnU» 

w t f i k l * .M«4 

Cicapp« Û 

C K i f M IM fZ . i" i -•..'. 
Via-.v| F..: « v r f • 

I V ' < - ' I Ban. 30B«B 

Click View to go 
to this Client at 
the Client Data 
screen. 

The date this 
client was 
first added to 
COMPASS. 

If you create a new 
case note or write,, 
anything (even a brief 
note) today or 
yesterday or in the 
past week. 

If you add an 
invoice or ai 
invoice is paid 
today, yesterday 
or in the past 
week. 

If you givö a new 
remedy to a client 
or work in any of 
their remedies 
today, yesterday 
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. 

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. 

IV>P 

• , - - . 1 - I ! M : . \ , . ^ 

•••• m 

• \ . • - • ! 

£ > - \ ' 

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! 

Di rec t ions to Client M—kll * 
Cuian 

A D O U » 

!.. V»! «»Ill 
• i awi i» | 

^TMAVf. <a.i 

r u n NAfW HlrorHla C4«tn> 
pAki hrs i M * ! h C'̂ i 

« m r A N T 
OOfl/ACr )un y, I M i | , \ ft ^ M $H 

: IS01 N i M l v n l Highway, « tOl 
I J O I I audrrdalr, 11 I I'lOb 

PHOMr HL 9!>4 V I S M M 
l-HOMi » / « M 5 * 4 110ft 

f i n ^ S H Jtj mb/o 
anaJKlp / / • U M . » jhoo.conv'*J 

l-i'.i: AWN-mapqi^aC^tti^'arKf >3*it.1 

'ciiMañSTmO 
Total Eitlmalcd Time: 17 minuH-i 

I . Start « i t oolnfl WEST «a HW 38TM PL t o m n l H 
7. I u r a I I I 1 iinli: N'rt / I M AVI . I I . 1 nn l rs 
3. NW 7TM A r t becomes H W 3 7 T M ST. « . I m l l M 
4 . Iura HK.I ir onto NW M i l AV I . < a . l mil»'* 
5. Turn U C M T «rto W SAMPLE HO/NW 36TM ST. <0 .1 
«. turn I I I I onlo NW M M I I H. < a . l mitws 
7. Turn LEFT Mrto W SAMPtE RD^FL-834 E / N W 35TM ST. 0 . } 
B. H * r q * onln I ' l \ S toward H1AHI / . I l n i i l .^ 
9 . Take tue SH 8 l e / O A K l A N D PK BlVD exit- EXIT 3 1 . 0 .4 miles 
ID. Mrrgr nnli: VU OAKI ANtl f'ARK H u m I / I I B i d I / N W U M M . J / 

I I . Tum U C H T «Mb» H EEDf M L H W V / F L - 3 S / U S - 1 S. <0 .1 miles 
1J. I n d a ! m i l N I .H l . - rn lHwv l< .rn. ,ud.rr i . i l r . I I I I I IM. 140 I IJV 

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... 

jwoi t Forfflàt Rcíordt Scripts Vrirulo* 
Save the map to your desktop 

(Ctrl + S or right click and select Save) 
Go to the Insert Menu, select Picture & 

locate on your desktop & Insert 
Qiiamme 
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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 
service provider) List to make sure you 
have typed the address correctly with no "" 
spaces etc. 
From Email Address: Type in your own 
email address. 
Authentication: Leave it set to 'None' 
unless authentication is required. Call Tech-
Support if needed. 

> ISP List 
i Ki.j-.intj S.MT(i Hi«t [ smtp.east-CPiC-ivct 

| r i fM^CmiraiwtacxtTOucom 

^ AutheobcaUon Type 

Paaaword 

Mat '1 

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

Send TEST Email U Entaf your Outgeang SMTP Ho#t'. 'From Email A d d r M i ' arvd a aignAtuf« (nairia and 
contact cetai l i ) above then lene a te i t e-nail (to vourielfj bv decking t i n sutto". 

Email itwirflun 
H I K M B A CASTRC rte.-rwopati'iir Ccnauttanr 
Nailing i 4474 HW let A.«. Qaineavlle F33Í07 
Sain».ill« Cftcei 1BOI HW tttti s*ad. & » . - ^ m a R. 33C03 
Go« £"•£« * ' * 9 Suffav Lane. Boca Rilon f\. 334^6 
PU*-*: 3S2-SCS-S5*J 
t -na i l i : mrandacut 'D f tccx .ne t 

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. 

r:.|.|.vr ',rW ng. 

T t i M « i«ttl it^s craata gaps or delays v^ian candlikg m a n mai l ing! . T l a y will dliconnact and 
- • r = m e c t to In« -nail «•rv»r »rcc-dng Ic n « «»Hi - ja Selgvi) to bvpa i f • P » m tlflcke'1». 
Call your [nte'net P w M d v Tach Suppôt to gat h»lp v«th t h « if ytMjr i p a m flltar o* ñrawall l i « 
bloddiM Milaalna m a n «mai l lnoi a^- . - J af« not fura hov tc sat tha dalava. 

Detay between stop and restart : 00:00:30 
Sat to a high enough w r i b a r to bvpaai 
J 3 i - n f. lte'i Eiter i s HHiMWiSS 

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: 

( | SendT). 
»3-139-354a 

icthirdiîwa rlock.com 
V.'>>btito w w w . n c h i Click to copy an email to 

your clipboard - paste it 
into any other program. 

TREATMENT 
SUMMARY 

REMEDY 
DETAILS 

LETTERS 
SUMMARY NOTES 

From Client Data click the Send 
button next to a client's email or 
the Letters Summary tab and 

select New Letter or Email. Either way you'll 
get a message asking if you want to create a 
new letter or email, then checking whether you 
want to write to an Adult or the client's Parent. 

Sent Details enter here after 
an email is sent. If there's a 
problem check here. 

Attachments: Attach (or 
detach) a file from your 
computer to an email. 

Use the Copy buttons to paste 
information from that field into 
an email or any other program. 

Adult^&rrait: dult^&riE C0MPASS 
SINGLE 

MAILINGS Print Email 
From mlrandaca&trog'cox.ne: 

Send ä TEST 
Email to check 
how it looks. It 
will be sent to 
YOUR email 
address and/or 

Enter a Subject then Ju G. 10 
Vlay22. IC Gaireavlle:NPL-:AdLjt) 

Way 4, 1U 
V'dj 2. -C \[ :L '.Ve&t ^s m Bedch ./'s-ent - for child) 

-c:.-. 
.¡r 2r. Ci! f. —a-ior WPE iAdJtl 

Select a Template by 
clicking the Select 
button ... that template 
will 'load' into the body of 
your email. If you have 
typed anything into the 
email it will be replaced. 

Once you have selected a 
template you can edit it 
as much as you like. 

Paste in the Next Appt 
for Appointment 
confirmations. 

Print Email 
if you want a 
copy on file 
and/or 
Send THIS 
Email to your 
client. 

MIRANDA CASTRO, Homeopathic Consultant 

South Florida Office: 1900 S Olive Avenue, West Palm Beach, FL 33401 
Gainesville Office: 1801 NW l i m Road, Gainesville, FL 32605 
Mailing Address; 4474 NW Ist Avenue, Gainesville, FL 32607 

Prione; 352-505-8545 
Email: mirandacastroigicox.net 

100 ^ i ^ ^ Browse 

NPL Adult: GaineBville 
NPL Adult: West Pal-. Beach 
NPL Parent (for child); Galneaville 
NPL Parent (for chi Id ); West Palm Beach 
Phone; NPL {Adult) 
Phone: NPL {Chi kJ) 
West Palm Beach: Acpt confination (Adult) 
West Palm Beach; Appt confirmation {Parent) 

zB arte Letter Adult 

Add/Edit All Tsmplatas 
View/Edit This Template 
Vlewi'Edit This Template 
Viewi'Edit This Template 
Viaw^Edit This Template 
Viaw.'Edlt This Template 
View.'Edit This Template 
Vtow/Edtt Thi» Tnmplato 
Viewi'Edit This Template 
Vtew/Edlt Thi« TamptalB 

Viaw/Edit This Template 

There's no limit to the number of 
templates you can write. Click the 
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: smtpl.attglobal.net 
Bell internet highspeed (Canada): 

smtplO.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: m6.sprynet.com 
Starpower: smtp.starpower.net 
Sympatico: 

mailhost.sk.sympatico.ca 
Telus: smtp.telus.net 
UMBO: smtp.gl.umbc.edu 
USA.Nbl: 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 

outgoi ng. verizon. net 
Wide Open West: 

smtp.mail.wideopenwest.com 
XO 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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¡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. 

LETTERS 
SUHMART 

PRIHT Y INVOICE 
ENVELOPE | SVHHARY 

ADDRESS 
Boo« 

Go to Envelopes Settings to select the size of envelope you use most often 
Inrtanutiona • sutto" at left to l e t > c 

• lop« i|tti« i lza you ü i a rr 
' M i r c*ief«n on» « I I ba tha çna ' 
Pintar rail •utamsttcally salact 

ILLUN1 DATA 
ENVELOPES 
dick to go to 
• nvt lop« 

I nfcmatinnal 

Envelop« - # 1 0 ENVELOPE SIZES 
ID: 4 123 x 9 .3 ' íí09 mm x 341 mm) 

CS: * ' x «-5" Í142 mm x I I » -nm) 
DLl 4 , 3 1 3 ' X B.6Z3 ' (110 mm X 220 mm) 

EIIVILOPE TEXT Fule 
From i ^our Ni -na 
55 vouf SI . 
Happy Mawan, FL 1 1 U 3 

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 
it any time. The International options print the country and 
an airmail 'label'. 

EHVELOPE: LOCO Fivld I I M I C K T j 

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 
you. 

Prarm You- n»-n* 

Mjpcp Hftv«n- n. J3JU 
í . :R M 4 : I 

:0L Envelope—Inf I: 

iLri*arr- r u i r 
MOUJI CT WDIDKIPt 
W i m e « . C*5TU 
W i m C M . SL* LHI 
UK 

f,ti {»WKeir»! »»WW I MJ> 

CiUn-
OATA 

T imDicc 'i 
MAlimu iDATAEn-Rr 

C® MPASS 
iHAinn 

Hamu ífci*b»lhrirn 

lttimrit»*«il 
IPIirTMbMll 

Notes: 
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 
and envelopes etc.) addressed to the client. 
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 Finances 
button at the Client 
Data or Invoice Data 
Entry screen. 

>v I Click on the Financial Reports tab to go to the Reports screen 
PlWlcno^lSl FlHAWCtt |>WV1I 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 
: i na r i business is doing on a monthly or as-needed basis. 

PAYMENTS CLIENT 
DATA 

INVOICE 
SUMMARY 

FINANCIAL 
REPORTS 

CHECKBOOK 
DUE L IST 

Financial Reports 
FINANCIAL CLIENT 

DATA 

INCOME REPORTS & SUMMARIES 
[•] Sales Summary by Category; Month or Year 

[•] Sales Summary by Category: Dates specified 
Totals - by category - of all 
products/services invoiced 

¡¡] Income Summary: Year to Date (YTD) To:a s paid for year to date 

[•] Income List; Month or Year 

I Income List: Dates specified 
List of all products/services 

[•] Sales Taxes: Month or Year Sales taxes paid 

| Credit Card Income: Month or Year 

I Credit Card Income: Dates specified 
Credit card payments 

EXPENSE REPORTS & S U M M A R I E S - f r o m Checkbook 

[ 0 Expenses Summary: Month or Yea 

| Expenses Summary: Specific Dates 
Totals - by category - of 
expenses/checking transactrc 

| Transactions: Month or Year 

[•] ALL Transactions To Date 
All checking transactions 
deposits 

A ledger' of every transaction: 
Income and expenditure A I Transactions: Morth or Year 

[M Custom Search Define your search criteria 

Sales Summaries list services and/or 
roducts that you have issued invoices for 
ut not yet been paid for. 

Income Lists report on invoices that have 
been paid. 

se the Credit Card reports to track these 
payments, to see what percentage of your 
income is from cards for example. 

he Expense Summaries report from the 
checkbook entries. 

''There is also a ledger that lists all 
transactions (income & expense) and 
a gustom search facility. 

Click on the arrow next to any 
report to be taken to a simple 
search screen with instructions. 
Enter the month and/or year - or 
custom dates and click Continue. 

_ire term 78 / 9743 
w Found (Sorted) 

78 /9743 
round (Sorted) [ Aa | | Edit Uy 

IncomÄList for March 2009 Layout: | Find Month | View As: [ Prewiev.1 J Script Is Paused | Co 

;Find by Month or Year: C©MPASS 
13971 

13S72 

139S4 

13974 

13976 

13977 

13966 

13965 

13973 

13970 

13961 

13962 

13963 

13964 

13979 

13960 

13976 

Use the 
rolodex in 
the status bar 
to see how 
many 'line 
items' are in 
the report. 
There are 78 
in this one. 

2168 
2069 

Click Preview 
to go to Print 
Preview where 
you can either 
print, create a 
pdf or export 
to an excel 
file ... or Exit 
Preview to 
return to the 
report itself. 

¿^ULIÜ C-^zk 

Í5.D0 C-e:k 
23D DO Checfc 

Í5.D0 Check 
25.D0 Check 

250 00 Check 
100.00 Check 
50 00 Check 
27.50 O-MCarû 
Í5-00 CreOrtCai 
27.50 CredrtCi 
Í6.00 Credit C/rü 

lC2.üLi Creai 
100.00 CreOrt 
Í5.00 CretW 

100.00 Credit 
100.00 Credit 
100.00 I Crecbt 
I0O-00 CreOH 
I0O.00 CretM 
I0O.00 Credil 

Use the scroll bar (right side) 
to scroll through long reports 
quickly and to view the bottom 
line! 
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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. 

» 

V t-.V '\< Exit P'eview l-come Lis: 

Save as Excel Save as PDF 

:Income List for March 2009: 

Inv * Date Acct Name Company 

Mar 31, 09 

Mir 31.09 

2208 

2217 

2218 

Print Page Setup 

Click Exit Preview to return to the 
previous screen (where you can 
click the Financial Reports tab to to 
back to the main Reports screen). 

20.00 Cash 

40.00 Cash 

7,909.31 

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. 

© 2006 Miranda Castro. All Rights Reserved 

:Custom Report Search: Help 

C L I E N T ' FlNANCUL ^ i 
D A T A REPORTS L c ' ' c ' t Continue (at left) to Get Your Report 

CLIENT DATA 
Cllant Nam« 

Parants 
Company 

Street 
City 

Stata/Prav 
Phone h. 

l lDl 

Country 
Stata/Prov 

INVOICE DATA 
Transaction Date 

Description 
Quantlty 

Taxabl« Amount 
Invoic« Amount 

Select Dates 

I Inv Ho | lm 

Taxable |D 

PAYMENT DATA 
Paymant Data 
Pavmant Typa 

Cradlt card: Nam« 
Cradlt card: Numbara 

Cradit Card Typ« 

Montti Year Select Dates 
1 1 In 

IEXPI 

CHECKBOOK DATA 
D»f 

Chodtbook Pay— IP 
Chockbooli Pay— 

Checkbook Category 
Paymont Typo 
Check Number 

PobH/CrwIit Amount 
Taxable Income 

Note 
Chocking Item 

Year Select Dates 
I B 

• Racondled I D 

T R A N S A C T I O N D A T A 

Record Number 
Transaction Type 

Charge is an invoice line i tem 
Checking is a checkbook i tem 
Income is an invoice payment 
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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. 

• TRACKER | HEWTr«!»ICH«! Q [ 

^ 
Click on the Tracker 
tab to go to the Follow 
up Tracker screen with 
multiple searching 
capabilities. 

Follow up Tracker 
tat* Wad, D K 26, 

Edil MOTU j 

AppcwitlWftl BKCEOIMHI 
Appt cancelad - wi l call 
Aa nMdcd 
Check up on (on du« data) 
Chack up on amall »ant 
Cfrant checking in (on dua data) 
Client lost 
Cfont moved 
Öiant transfarrad 
Email tant 

Click the blue New Track button to 
auto-enter 'today's date', then select 
the relevant item from the tracker 
menu and a 'due date' if 
appropriate. 

Click on Edit Menus (top of screen) to 
add an item to the list 

: Follow up Tracker—Find Clients: Hulp Till 
Jyly 15, 

, d i , 
2010 

CLIENT 
DATA 

TRACKER FOLLOW UP 
LIST 

CONTACT 
DETAILS 

APPT 
DETAILS 

T O D O 
LIST Find All Blrlhdiys 

Follow-up Tracker F I N D ALL CLIENTS WITH FOLLOW UP NOTES 

To limit any search 
at right to one group 
of clients (one 
category or one 
practice), FIRST 
select a client 
category below. 

| Clwr All Cjttegoriw | 

FILTER BY A 

O 
O 
o 
o 
o 
o 
:) 

eananl (not pt) 
watt Palm 
Salnamila 
inqulriaa 
Students 

Shop/Crura 
lampa 

[¡=ii Chock this box to 
LL=U include clients 
who or« normally 
excluded from mass 
emails e.g. • child 
(whore the parent Is a 
client), or clients you 
haven't sun In a long 
time, or someone 
where you checked 
the no mass mall box 
by mistake 

Appointment Tracker - for Upcoming Appointments. 

Find client! with upcoming appointments: TODAY 
TOMORROW 
O N E WEEK 

Two WEEKS 
O N E MONTH 

Specify a number of dayi | 1 DAYS 

View all your clients birthdays 
by clicking here. 

Click here to find all clients with follow 
up notes. All searches at this screen 
will take you to a list view. 
I 

No More No Shows 
Find clients with upcoming 
appointments and send reminders. 
You'll cut your 'no shows' down to 
virtually nil overnight. 

Tracking Clients Without A Follow-up Appointment 

Find clients who haven't returned for over: 3 MONTHS 
6 MONTHS 
9 MONTHS 
1 YEAR 

Specify a number of days | 1 DAYS 

"» 

Recent Clients . 

Find clients who've had an appt. within: 

Specify a number of days | 1 

\ 3 MONTHS ' 
6 MONTHS 
9 MONTHS 
1 YEAR 

DAYS 

S 

I 
No More Falling Thro' Cracks 
Find clients who haven't been back in a 
while and send them an inquiring letter 
or email. Invite them to let you know 
how they are doing. You'll be surprised 
at how many did not return because 
they are better. 

Note: All searches exclude Deceased Clients 

I 
Keep In Touch with New Clients 
Find clients who have been in fairly 
recently and check in with them to see 
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 
Details list (with phone number and email) or 
the Appt Details list (with last and next 
appointments). Or view addresses by clicking the 
Lists button and making your selection there. 

Click on the pink 
headers to sort the 
lists by follow up 
note, date or name 
(first or last) etc. 

rhundav Print List 
July 15. 2010 

FOLLOW U P CONTACT T O D O APPT 
D E T A I L S 

Use the Date of Last 
Appointment to help 
decide what to do 
about following up 
with a client or family. 

: Follow up Tracker List: 
C L I E N T 

D A T A 
TRACKER C®MPA 

Find All Clients With Follow Up Notes 

M m l FiratNim« | Last Ham« Follow-up No«» F/Ut 

Vlaw 

Vlaw 

NEW i n Elizabeth First 
NEW|E| Miranda Castro 

N t w i n Randini Castro 

NBWll^l Nick Angelo 

Henrv & Anne 

Marilyn Angelo 

Vlkr | NI 

H D Randini Castro 

ninLAngela Argelo 
Fidel Castro 

JimHo^t 

May 22. 2010 Check up on (on due date) May 28. 2010 

Dec 1. 2006 Check up on (on due date] Dec 25. 2008 

Check up on (on due date) Apr 1. 2008 Clear 

Jan 29. 2006 Appt canceled . will call 

Jan 29. 2006 

As needed 

Check up on Clear 

Jan 10,2006 

Nov 2. 2008 

Jul 6. 2006 

May 20. 2004 

Jul 18,2005 

Jun29,2009 

litk View to 
see this client's 
details at Client 
Data. 
Click New to add 
a Follow up Note 
- the date inserts 
and the note 
menu pops 
down. 

You can clean up your data here. Click on last name to 
see all members of a family. Check NMM (no mass mail) 
for one or more kids if you their parent is a client so 
they do not receive duplicate copies of your letter or 
email. 

Toggle between this screen and the address lists to 
double check where you have more than one family with 
the same last name. 

Sort by Follow up note and make sure NMM is checked if 
a client is lost or has transferred to another homeopath. 

Click the Clear 
button to remove 
Follow up Tracker 
data from each of 
the three fields if 
following up is no 
longer relevant or 
necessary. 

Print Liât I Print Cante 13 upl | Print Envalopaa | PrinHjbal« | Help c© :Appt Tracker—Appt Details: 
C L I E N T 

D A T A 
T R A C K E R 

F O L L O W U P 
L I S T 

C O N T A C T 
D E T A I L S 

| Flrit Nama | Latt Nam» | Parent» 

APPT TODO 
LIST 

MASS 
MAIL ING < LISTS 

Last Appl NlttApp< 

Vlaw 

Vlaw 
Vlaw 

Vlaw 

Vlaw 

Vlaw 

Vlaw 
Vlaw 

Elizabeth First 
Miranda Castro 
Randini Castro 
Nick Angelo 
Randini Castro 
Angela Angelo 
Jim Hoyt 
Odessa Hoy: 

Henry & Anne 

Marilyn Angelo 

Fidel Castro 

Jim Hoyt 

Mother Betty 

January 10,2006 
November2, 2008 

||july6, 2006 
May 20, 2004 
July 16, 2O0S 
June 29, 2009 
July 11,2005 
December 31, 2005 

Windsor Castle, wingWindsor, Berkshire SL4 1h 
1401 S Ocean Blvd, #405 , Pompano Beat*, Fl 
4474 NW 1st Avenue, Gainesville, FL 32607 
123 End of the Fiainbow, Heaven, H112666 
4474 NW 1st Avenue, Gainesville, FL 32607 
532 Pear Tree Lane, Fruity, KS 10101 
PO Box 359, Great Cacapon, WV 25422 
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: 

iCase Notos: Pai—ilur 2V 2007 
r«JH<T I TfttATMfhT 
DATA S M M M V 

OwAwi lowAaAw^lpH^AmlpHMABA^^j Ma» I 

C A « 
N o m C A H 

DCTAllS 
I VUW 7f4 \ 

Act. I K 
R f K i r . . 
DCTAIIS 

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. 

Form 1 includes mostly childhood 
medical information as well as 
accidents/injuries/surgeries. 

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. 

'•'acc/i BíC'.q'Oí.'.i ^Zirrr-1 >»« I »M I • * 
Cknai | rmanvar I O w 
Oar* I laa«a> I Man» 

i Ciua | 
Dnai i ^ l i ^ . 

•̂r i 
Kmm 

•4M > 

n - t ^ w JUSL 

M*dlc*l Baekgroynd Foffn-2 : I «-* I M i - » J 
( I » I l l a A n a a t l C A M I C A » i V n m } / * : I m Ê m I • ¿ E ? " ' . 

n ^ . | ****** | we^t | owum* J vmm | w I | ^ » • ' [ 
aoa i— ». >fcw *Mm** 

n*~~,t~***. 

P i l i n l o — ^ 

>>*i 
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:Inventory Help: 

FlNAHCES | iNVtNTQRY | LISTS I n v e n t o r y 

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) 

¡̂ iBWMfciryJI : 
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. 

|6X Í3C IBC I l2X |12C |l»C EWK |30C I lOOXllOOdaOBXÍaiOOCllW IlOM "30M I 
ICM ILHI lut! Uwa |LW4 |LM» [LM< ¡my |L*M Km |mio(~ 

Cuitom.i»bl» h««d«ri for th* pot*nci«s you k««p >n itock 
T»>« potencial you typ« In h*r* <M\t appear autontatically In th« Inventory layout 

Rvrrwd H 
ir. Slock 

i o-
450 I 3364 

w - round (Sorted) 

Layout: | Inventory T ] View As: | B | 

; Inventory: 
RfHEDV 

L I S T 

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! 

M A T E R I A 
M E D I C A 

I N V E N T O R Y I N V E N T O R Y 
S E T T I N G S [^^]0a@0B000Q0iK]it]a[N]0ip]@0a000@E0a 

r m Yu: 
Clear all Field» 

AbiËS-n. Abies nigra 

I I I I jm i i i i JU: i i i i JU: Aceticurn addum 

I I I I J^L AcsnitüTi laDelljE 

I I I I I I I [ZX 
Adrenal cortex 

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 t ime. 

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. 

i iJLfiiLï i iJEHJ 
»0 I K » I SSI I ^ 1 ^ I 1 I t S h i s I | 5 | S |A20 1182 114.9 I 4.0 | 3 

&iaiK) 
Total 

:• B i 
Click the Remedies in Stock button then scroll to the very bottom of the screen (use tñ^sCroll 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: 

. = 

r :Cllent Data: j H«lp 

( 1 I I N I 
D A T A TREATHEHT ^ 

SUMMARY 
CASE 

Non« 
R l M E D t 
D l I A 1 1 - . I LETTIRS Y' 

StIMMAT I 
PRIMT 

FNVFLOPf 

•> |>a4 WPM&m IdNaUJ^ I iÜ l jDCUTI 

C a ^ t r u 

CAUWO*» I TCOAV 

INVOICE 
SUMHAKT 

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 
click the blue button. You will 
be taken automatically to the 
Invoice Data Entry screen. 
There are just 3 fields to fill 
out to complete a new 
¡invoice. 

Use the Account Status pop 
down menu to flag clients with 
special needs. It's nice if 'low cost' 
patients don't have to ask at each 
appointment. It's alsoyielpful to 
know which clients negfl to pre-
pay. 

If you select Payment 
Plan then check the 
Payment Plan box and use 
the field below for any 
special notes regarding 
their payment schedule. 

[Invoice Summary: Show All | Find Print Friday 
July i t 2010 

CLIENT 
DATA 

TREATMENT 
SUMMARY 

INVOICE 
SUMMARY 

INVOICE 
DATA ENTRY STATE 

\ Nun« 

Cimpany 

ElizalMth First 
Henry ft Anne 

DOB | Feb 8, 1558 
1 » 1» 

45 

3 Card Defile cm» CMú Mumiwr 

PAYMENTS 
DUE LIST 

ffiw El Account Status Pavnwnt Plan Nam 

Payment Plan 

Extint Coda Nama on Cira Home Zip 
Visa 

NEW lnvoicB~j \2 

4244 8976 6757 8787 0910 344 Elizabeth First 2 3 2 3 2 SL4 I N J 

Amount Paymant Data Amount N j l u a 

]|jtj| 16, 10 | 371.691 

Elizabeth F rst: Visa - A2HÍ 8975 S757 B787 - Exa. 3910- Secu'ity Code 3'.A, Zip on cc £1316016^5-23232 

Due/PaldftVrtto Off P&yimnt Mstnod Wrrte On 

VlawjlJul 16, 10 
S^B 1 . 8 9 ® Due O Paid O Write O« Cash 1 

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. 

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. 

TOTALS Total Involcaa ""lotal Paymanla Tata* Du* 

749.89 749.S9 
Writn Off Total W/O 
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:Invoices Help—Making Payments: 

GETTING SET UP 
Go to Price List 
(bottom button) to 
add products 
and/or services. 

Go to Invoice 
Settings (bottom 
button) to add up 
to two Tax rates. 

Go to Edit Menus 
to add the amounts 
most frequently 
paid to you. 

Entering Data is 
quick and easy: 
1. Fill out the 3 A 
yellow highlighted 
fields. A menu pops 
down in each. 
Select one and data 
will pop into 
relevant fields. 

¡Invoice Data Entry: Find Print One | PrlntAI f Edit Menus Help 
July 16, 2010 

CLIENT 
DATA 

INVOICE Y_ l N v e l C E 

SUMMARY DATA ENTRY INVOICE 
PAYMENTS 
DUE LIST 

P R I N T 
ENVELOPE 

Nan« 
Parant* 

Com piny 

Elizabeth Flrat 
H«nry ft Anna 

| DOB | M l 8,1558 
1 » I l 

45 Henry & Anne Windsor 
Windsor Castle 
Windsor, Berkshire SL4 INJ 

Invoice Date/Number i]ul 16,2010 i H j 149851 Account Status " * " B Payment Statu» for ttii» Inv. 
| «ñRST | < PREV | B F B of M T B | NEXT > | LAST » | P»ymMltPUn DUB Paid Write Off 

INVOICE DATA ENTRY DATA ENTRY EXPANDED 

350.00 H 

350.00 
0.00 
28.00 

378.00 

Product or Service cnption 
350.00 J 

Note for Invoics Pavmecit Plan Mota Pun 

â Amount Dua 378.00 

PAYMENT DATA ENTRY 

Elizabeth First; Visa - 4244 8976 6757 87B7 - Exp. 0910 - SaefTity Cooe 344; Zip on cc slate-ierls - 23232 

Payment Type ^S^ Check* Payment Amount 

| INVOICE SETTINGS 

You can change the tax 
rate for a 'current' invoice -
just click on the tax header 
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 
'yes'. 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 
The Plan checkbox (next to 
Account Status at top of 
screen) must be checked. 
Click the Make Part Payment 
and you will be taken to 
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. 

PaM*»»«nt Plan 
Pgyrv^nt Plan O 

TYP« 
C«ïh 

Subtotal 
« ( • 6 . 3 S S 4 * ) 

Total 
Pv/mmtk 

J 5 0 . M 
O.OO 

2SO.OO 
230.0« 

O.OO 

r_,.L _ ] j t tu t_ i 
O D M • P-id i t f r i l . OH 

PAYMENT DATA FNTRY 

r 100.tw 
rukc ntrt - f i t 

CMK>I - B^k tu InviMcH 
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Invoices Help—Payments Due: ß2s vas? 
:Finances: 

PAYMENTS 
DUE L IST 

CLIENT 
D A T A 

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 

Find ALL P^aanuHl | Find Cr«*» Cagfa I EIIMI Chacta | E l a t J g l i y i | P n n t P j y w n t :Payments Due: 

i DATA 
INVOICE 

S4JMMARV 
ImraicE 

DATA EHTRV 
PAYMENTS V p ^ n ^ E 
Dut: At i Ptii: FUL i 

PAYMENTS 
Due. PAH' 

F-INANCIAL 
REPORTS PRICE L I S T W R I T E 

OFFS 

LJII t.ir - , ft '-'"> 

: •> ri 

•'• I VtawlMrT^tCMtr; 

C-udi1. C^-d l l un - t . r Eipirf ZIP Vcad» Piiw Data : toit Du« | Praf Maehnd| App«^jjt 

MrmdidftTB ••í f̂ SÄiWÄwoo OQ.'i» »OK 90» ] > K C 4 1'*-« 

: 356.26 

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

Ctrf-

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. 

D r r v m b « r 7, JOOfl 

Dacamfear 7, 2049 

Piyvnant Typa 
C . t h 

Cash 

Chack« l---i«vnT->S§n-.-.iint 
Î S Û ^ K l _ 

O.OQ 

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. 
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. 

EiadChaclCT Find Tpdag | p r t t P l y — n t e I Pwvtaw 1 

At the Payments Due screens 
the figures to the LEFT of the 
Pay Full button are amounts 
due. 

He ;. 

F INANCIAL 
REPORTS I PRICE LIST I W R I T E 

OFFS riNANCfS Ent»r pgynwwt D J U 

ir.. Dd-.g s ' i l . . Praf Hadtod s.- ' - ' -J 

After clicking the Pay Full 
button the Amt Due becomes 
0.00 and the full payment, 
method and today's date auto-1 
enter to the right of the Pay 
Full button - the Paid Status 
changes from Due to Paid 

1 F i , r « i i t r.t ,J l i l i PH.; Fiid Euiui 

tJ-is::. . 2̂ * c-*d 
." •*" 1 TDKMI^DM OMd\ 

FINANCIAL 
REPORTS PRICE 1 LIST I WRITE 

OFFS FINANCES f nt>r P*vni»n1 iltii» 

Praf Hathod | Hpy ovil 

' C K M 
3D«ae : : í : í 

! " 
C»h 

"tn^w 
Piyr-tnt lÊÊttmë DMi Pud Pud SUlut 

-.Ü3.» 
| g.« 

c«»-
c**-

^ • O K M I - D ^ * 

i TÇKÛtF'D«'« 
• : . . 

--.z 
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Invoices Help—Statements: ß2s vas? 
At the Invoice Summary screen see at a glance the 
totals for all Invoices, all payments made and due. 

Click the Statement tab, then Due for 
uniD^lnvoices or Summary for paid 

oices. 
5lK»wAII j Find Print Invoice Summary 

Message 
M I N V O I CE 

S U M M i RY 
C L I E N T 

D A T A 
T R E A T M E N T 
SUMMARY D A T A E N T R 

Show bills due or 

E tzabath F ret 
Pavmant Plan Henry ft Anna 

Q Card Datalla Ciw« Bmt number Cancel ) ( Summary ( Due EMMwe Ceo» Name an Card 

0 9 1 0 3 4 4 E l i z a l M t h F i r e 

NEW I n v o i c e ^ Elizabet F rst: V i s a - 4 ^ 1 . ' . B976 B7S7 B".'B7-b;<3 3Ë10 - Secu-ily Ccce j ' - l : Z p o-i cc s l a te^e - t s - 23232 

Click Due and 
enter a year View Jul i a . 10 ¿tj.-.L 20.51 »'Due O Paid O W n t e M 

WW» || Jul 16 , 10 Jblj ÜU J b l j IJO L o : I ' 3 d V . V t e Ü f f 
LmelKm 

View May 1 , 10 JbU.L'Ü ibO.OÛ D U ï FJ3'd V.VteÜff 
41 / 9 7 4 6 
Found (Sor ted) 

Layout: | Find Year k r io t Is Paused ; Continue ; 
WgM ii-t-i W T W i 

C~^ 720.5T1 •TOfB 
Find by Year 

Click Summary and go straight to it 

j View As: S 

Jt: | Statement Showing Tajies ' ¡ View As: Scnpt Is Pause 

H O H E O P 

mmary 
2010 

Nenry « Anne Windsor 
Windsor Castle 
Windsor, Berkshire SI4 I n j 

July I B , 2010 

Printed o l Ju y IB , 2D10 Elizabeth First 
Windsor Castle 
Windsor, Berkshire SL4 INJ 

Invo ice Date 
May 01, 2010 i 

Jul 16, 2010 
Jul I B , 2010 Ho-neopatny for Pregnancy & Bir th f- 1014) 

350.00 

350.00 

20.bi 

350.00 

350,00 

20.51 
^lay 0 1 , 2010 Consulta! : _ ^ _ . U . 

Jul 16, 201D ConsLil:a:on 

Jul 18, 2010 Homeopatny for Pregnancy & Bir th (- 10%) 

; J ^ I J . U : 

í : ••• \' 

Show All :Invoice Summary: 
INVOICE 

SUMMARY 
CUENT 
DATA 

TREATMENT 
SUMMARY 

INVOICE 
DATA ENTRY STATCM 

on Account $ 7 2 0 . 5 1 
Nam* Elizabeth First 

¡Aging Report: 

Days D u « Inv N u m b e r A m o u n t D u e 

L e s s t h a n 3 0 d a y s d u s 

JuHa 

El izabe th First 
E l i zabe th First 
D a 

Chr is t ina Windhors 

O v a r 6 0 d a y s d u a 

El izabe th First 

O v a r 9 0 d a y s d u e 

Jeff 

21 Ju l 10 
18 Ju l 10 
16 Ju l 10 
2 Ju l 1 0 

2 8 Jun 10 

29 Dec 09 205 

14987 

14986 

14985 

14982 

14978 

100 .00 
20 .51 

350 .00 
100 ,00 

7 5 0 0 

T o t a l A m o u n t D u e 

Print & Send: Select Continue in the 
status bar at top to go on to print a 
Statement or to cancel and return to 
Invoice Summary screen. 

Aging (Ageing) Report: View ALL Unpaid 
(Due) Invoices including: those due within the 
month, and those that are more than 2 
months or 3 months overdue. 
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Invoices Help—Insurance Billing: ß2s vas? 

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: I stM,wA" I fmà I Prynt I H €| P 
CLIEMT 
DATA 

INVOICE 
S IHM 

r.rr , 
ARY l [ 

INVOICE 
DATA ENTRY 

iN.1?lL.Ll"G.l INS BILIINC DATA ENTRY l N V O I C E 1 PRINT Y ' 
ENVELOPE I 

•i-jn-.i-i 
12 D«c«mb«r 20OE 

INVOKE 
SFTTJNCS 

rijiîiH Richard Third 
I PwnH 

Company 

DOB O i l 7, 1452 5 5 
I IP I 1 4 1 

4 Richard Third 
1 9 2 1 3 '.VaHock Lar 

I Ocala, PL 3 0 6 6 6 

Envoici Data Dacon ibar 7, 2009 m FIRST J. PRF'. IIFXT . j lAST Invwt« No. 1383 3 

Total f r o m I n v o i c e D a t a E n t r y 
Rece ived Di rect ly from Pa t ten t 

A m o u n t D u e 

2 5 0 . 0 0 

3 5 0 , 0 0 

including «ny p * y m * n t ' i m a d a . T>van click on 
I n f eilllng Dat« Entry U b abflw« l e «n t«r th« 
ICDS s. CPT codea, 

CPTCode 

CPT Oascnptlon 

Disgnoïi» Description 

ICDfl C e t Code 

I C D 9 Coda Loolc Up - ' t y p e to the diagnosis to g e t t h e » 
Í C 0 9 Code» by Le t te rs ; A • L 

Edit C P T C í M I » * Edit i c o g c o d « « 

I C D 9 Codes by Le t te rs : M - Z 

I C D 9 Coda Loofc Up - t y p a t o ' t h a # t o g a t t h a Ca taqoey 
ICDO Codas by N u m b o r i 0 - 3 0 9 

I C D 9 Codes by N u m b e r » : 6O0 9 9 9 * Vs 
CPT Fee 

I'M Ai RAID i l f lS IS UNDLR CONSI RUCTION 
PLEASE LET US KNOW IF YOU NEED THIS PART OF COMPASS 
AND ALSO WHETHER YOU WOULD BE WILLING TO HELP WITH IT 

"IClientlDr •-•" H Consult ID [ | jope 
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:Labels Help: 
Labels are not cur rent ly ava i lab le in A 4 format 

ß2s vas? 
y! 1 . ^ 1 ^ * 1 ¡>la«| 

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

First go to Labels Settings (clicl< 
on the main Settings button 
bottom right of Client Data) and 
enter your own address in the 
return address field (or insert a 
'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. 

• —lint,! 

r i l i l , l i i » 4 l 

Ortnaak n. U M : 

T( XT OPT] cm. 
J M t*»* f T — * r — * ' v t a l ^ v c t l v v l l i • » • • 

L A M l l W O 

Pa«c« , zu- togû . n u l h « i * -%«dc ar I M A M ft 
• IT ar -¡r»=^c M« Frbti pbur hard drK4 r r t M M » 

«mAKOi CASTRO .i • ; .' >;%&•._: •.;:•;:-
p'i't wit • •••Mt w ï ^ vav fl"" »d̂ «ll«f 
fcr ^ h v n ; tr. S T * » 4 ^ ^ l l « d V^"^CO«l \UM 
^ » S r :» - t Ita^amflr^g 4 t i 

CUCMT DATA LAB(L£ 
C l l k le gb tü Labal 5 l » J 

Î I M 

M l 
M l 
M ' 

-

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 
more and so on. 

PRINT 
LABELS Preview Labels to clients 

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

Luc | MAILIWCS I REH 

and click on the Print Labels 
tab. 
From Address Book go 
straight to labels (bottom 
button). 

•:ii-'t i 1 l A M I . ' . 1 

•••• :• --.»: 

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. 

;•••! » ft .;t;-

zt-H » -. ;• • 

«HN»- , . ... 

•¡tr Cr-mr iV. S < : 

Utk UM ii'aw lum •ItrZr.icv tf;S<2 

'r-f: •••: 
-ZMI ' . : : • ; ; • : 

Preview your own Return Address labels 

MtHAhO* CISTHO 
.-"- - r - ! . ! 
i<s»i.:_i •.::•!:• 

MtHihO* CiSTHO 

MtHihOi CASTRO 

M[H±hOA CiSTHO 

HISAHOi CASTHO 

MIHAhOA CiSTfl.0 

;- i; _; •.:;•;:-

MldAhOi CiSTHO .-•- .r • r .; ;-; ;j :_; -.:;•;:-

MmAhOi CiSTs.0 

H lS ihO i CiSTHO 

» K i U D i C&STRO 

f W M i l '.2&Í-

»IKiMOi- CASTBC 

fWIWl '.3X-

« K i U D i CASTBC 

fl—IWi '.3X-

tlMMDA CASTBC 

i m i w i i 

HHUMDA CiSTBC 

• . : ; í : -

M|*Ai<D¿ CÍ5TBC r • ! .• z: ;s :_; •.::•:-

••KAKDi CASTRO 

'.::;•;• 

••KAi«Di CASTRO r • ; -î 

" I T í M D í CiSTRC 

H|;. iMDi C4 

« M S i t l f - M 

NRiNDâ C* 

CtMSAlf-l! 

MKiNDâ C* 

MRiNDâ C4 

« M S . \ i f . ' . ] 

« R i N D i C4 

« * < S . l i £ . ' . ] 

Mi ; . i«D i c* 

sven'iiï. •L : 

H R i N D i C i 
M^i^W IM 
«MSiliï ' . ] 

N R i N D i C4 
NM l a t t M 

M15,ir(Di C i 
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Labels Help—Remedy Envelopes: ß2s vas? 
EfvwtopMi I tnwnfcory l J 

You can only get to these labels from the Labels Settings screen. 
They are handy for dispensing instructions for clients to whom you give remedies out of your own 
stock. 
These labels are US only right now. 

3 • DliioK.« cK« C3m*tci ai cfeii «n.«lsp» In * as. 
i f tttmr tni ipr .Ip4r4u|l> 

2 - ~ i k < i H t i p H n t v 4 f > 2 hri «or3 d i s u , 
S, TtNnr A * ttMt t<v*». 
.' :- : .f: z- -•:' — - M z*'?'* Z à".*- *iz - zztt 

Elwfap« huiBhl' 3 

' • a n : , , 

1. ~ilc* L tablvt «^«r> 2 hn for up ba doi< 
; ~ p :ut a i« : i : l# i i - i Dm* 
Î m ih» r ibl i f 411 f P l ' t « r i»r rti| ( inpyt 

fla»1 Mif^ft l t IP M I I I » ' J t I T f •»C'' MS* 

for pnrttiag « i 
A m y 3173 

U«« ih«*« l*»«l| 
(o c u i t c n z t th« 
war >*u Inat^ict 
: .« - -J t ; í i - • 

g j « th« Cgrrni« 
• « « ' X J to J * I * : I 
•.'•« 'c •'. l iza i 
colo- fff 'ant . 

» I n t • l » r t p>g« 

•••"rfhlOfl il 
l in*d up 

y. 

- .JT l» 

fl«rf«=-r . 

t-.--.!... • Mimib.ra 

R«ii«e> ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ 
l .T» l : i 1 I » | I « T Omif I M v ^ r u ^ t » « « , • 
2. Tip «wc m i c ib l« i t i l i n * 
3. L*t ek« 1«hla1 û ï I O K « vnó*r tKi Lorgu« 

ON CHPAOVINMIIT STOP & orr I N TOUCH 

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. 

EDV ENVELOPE LABELSi Click to go to labal I I ] : 

H - . 

CLIINT X LAMLS 
DATA | SCTTIIKS | 

C© M PASS 

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: ß2s vas? 
You can write an unlimited number of letters and/or emails to individual clients - a copy of each is 
automatically kept 'on file.' 

FIRST go to the Letters Settings* and 
1. Select your default letter size 
2. Select the Default Printer. 
3. Create your own header and/or footer. 
Use the format menu to help you or import 
your own logo. 

* The Settings button is bottom right of 
the Client Data screen and there's a 
Settings tab at the Letters Summary 
screen also. 

If you have printed letterheads then be 
sure to remove all data from the footer and 
header fields. They should all be empty. 

Find the client you want to 
write to, click on the yellow 
Single Letter/Email tab, 
click the New Letter or 
Email button, and select 
Letter. 

At the next screen you can 
choose whether you want 
to write a blank letter or 
use one of your 
templates. In the next 
dialog box you will be 
asked whether you are 
writing to an Adult of the 
Parent (of a child client). 

Laitan Sattmgs 

MIK1 i r i i « * H » i m i O f i « t i " . V- Hnfr-MKU • ' ! •> N-CWI X- M P- l l« »1 M i iC»* «CVI » « r C C H K 

" " H — ' I T ' - I 

• niMM Mi 

t lWK* 
MOGtriM 

» O X I O I i T M i C C O ^ S . l l « » ! 

View or Delete any letter 
or email at the Letters 
Summary screen 

Show A Letters Summary 
SINGLE 

LETTER/EMAIL 
CLIENT 
DATA 

TREATMENT 

Delete with Caution 
deleted data can nev( 
recovered 

Elizabeth Flrat 
Henry & Anne 

NEW Latter or Email 

r.ano 
May 4, 2010 Create a New Email or Letter 
May 2.2010 

Feb 4.2006 
Would you like to create a new emai l or letter for this client? 

Jan 20, 2006 

= 
Cancel Letter 

Client Data: 
C L I E N T 

D A T A 
TREATMENT 
SUMMARY 

CASE 
NOTES I REMEDY Y ~ L 

DETAILS | S I 

C l U n t P l M a l 
FlraBLeat Mai l ing 

Company Maas Mai l ings 
DOKAga 

Cttyl 

CQuntrv No Maas Mail 
Horn* Phone 
Work Phons 

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 help you with future mailings). 

« m a l l O m l r a n d a c a s t r o . c o m :s 
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Letters Help—Blank Letters: ß2s vas? 
:Adult Letter: Te-nplate; Blank Letter: Adult 

MAM iim 
H O M E O P A T H I C C O N S U L T A N T 

Elizabeth First 
Windsor Castle 
Windsor, Be-kshlre SL4 INJ 

Your Royal Highness 

It is with great pleasure that I wrlce to you today to advise you . 

Your humble servant etc. etc. 

Just type away OR insert a template. 
Template titles appear here as well as the list. 

The font is set to Verdana lOpt 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 
click). However, the font for the address and 
the date will stay the same. 

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). 

Paam 

Click Preview to check how your letter looks. 
Preview is maddeningly imprecise - what you 
see is not exactly what you get (i.e. your 
printed out letter will look a little different). 

C®MB 
CLIENT T SINGLE I LETTERS 
DATA j MAILINGS j SETTINGS 

Mima ElizalMth Flrat 
Parants Henry & Ann« 

Company 
Envelope PDF/Email 

| « | < Prav 

Ju 17. 1Q BarkLeiier Adul 

May 4, 10 Bii--. _che- A:.- 1 -VC. CC 'CiC-iC 

NPL West Palm Beach ¡Parent - for child; Vay 2, 'C 

-eo-t, I>J b — 2 :c- I'.^'c-: '::' 
Jü* 2(1. CO Asai confir-nation WPB (Adjlt] 

B ark Email: Parerl Viaw/EdH mi» TamplatB 
B 3-v _cl:c' Ac.. I mi» TamplatB 

NPL Adult: Cc ••;•;••• •: Thia TwnplBtB 
NPL Adut: '.Vcït F:a'-- acm:- Vew.'Edl Thia TatnplBtB 
NPL Parent (lor ch Id): Camesvie Vew.'Edl Thia TwnplBtB 
NPL Parent (for child): Was! Pal-n Beatn Thia TwnplatB 

Thia Tamplato Pnone: NPL ;Adut 
Pnone: NPL ;Ch Id) VewEd t Thia Tamplato 
'.•VGEI r:,a -"i Hta:-n Ant: c ont i " -a von [ACL. !:• Vtaw/EdH fh is Template 
'A'GEI r:,a--i Bra :-n Anc: co—r-a: o- :l]-£r.in:: fh is Template 

You can see all the 
letters/emails you 
have written to a 
client and toggle 
between them using 
the View buttons. 

When you create a 
new letter the 
Description and Note 
fields are empty. 
Select a template 
and the description 
automatically enters. 
You can add a brief 
note if you wish. 
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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 
or appointments to the clipboard. 
Then paste them (Ctrl/Cmd+V or 
Right click) into any part of a letter. 

Click Preview to check how your letter looks. 
Preview is maddeningly imprecise - what you 
see is not exactly what you get (i.e. your 
printed out letter will look a little different). 

SINGLE I LETTERS 
MAILINGS j SETTINGS 

Nam* ElizalMth First 
arenlft Henry & A n n * 

C©HPASS 
^ Prevlaw ^ 

PDF/Emai l 

Print 
Letter 

Print 
Envelope 

Lottar or Email | | « | < Prev . | » | Note 

May 4. 10 

May 2, 10 

Hank Letten Adult 

Blank Letten Adult 

NPL West Palm Beach (Parent - for child) 

Email to Parent #3 

Appt confirmation WPB (Adjlt) 

J l 
Invoice resenl J l 

I I 
!1 
!1 

Setect 

Se tact 

Template Title 
Blank Email: Parent 
Blank Letten Adult View/Edit This Témplate 

NPL Adult: Gainesville >/Edlt This Tamplate 

NPL Adult: West Palm Beach 
NPL Parent (for child): Gainesville 
NPL Parent (forchild): West Palm Beach 

Phone; NPL (Adult) 
Phone; NPL (Child) 

West Pal m Beach; Appt confirmation (Adult) 
West Pal m Beach; Aopt confirmation (Parent) 

View/Edit Thia Template 
View/Edit Thl» Template 
Vtaw/Edit Thl» Template 

View-'EdHThis Template 
View-'EdHThis Template 
View-'EdHThis Template 
Viewi'Edil This Template 

Select a template and it will 'load' 
into the letter. The title will 
appear in the relevant description 
field in the letters/email list ... 
you can add a brief note if 
like. 

If you have typed something in 
the letter already or selected a 
different template you will be 
asked whether you are sure so 
you do not inadvertently what you 
have written. 

Template: Npl Adult: Gainesville 

\ i Am CA™ 
E O P A T H I C C O N S U L T A N T 

Jul/ 17, 2010 

rre I will neeû to know the state of your current health in 
»re some routine medical history, so please complete the 
ou to your first appointment. Please list any medications you 
s, homeopathic and herbal preparations. Please include a list 
u have taken m the past. I t Is not oPIigatory for you to fill out 
i e at s tu j rs t appointment, 

Lt H o n 
>: t r e to Ca 

and my Fee Schedule. If you have 
hen you come to see me, 

appointment please give me 24 hours' notice, otherwise 

1 look forward to seeing you on: 

Your appointment Is at the office of Pamela Smith {licensed acupuncturist): 
1801 NW n t h Road, Gainesville, FL 32605 (directions are below) 
Please park In the semicircular driveway at the front of the property. 
The office entrance Is on the left side of the hmrr ( r f f thr fmnt door!) 

If you need to change QL 
there njll IIM • i l l lii|i 

Please note that the office Is a chemical free environment so i would very much appreciate 
your not wearing any perfume 0:' cologne on the cay of your appointment. 

If you get lost or need to contact me urgently on the day o' t ie appointment my cell phone Is 
954 732 8620 - otherwise the number below Is the general one to contact me on. 

Many thanks and best wishes 
Miranda 

Fron the West Sice of Gainesville: travel east on 6th Avenue 
Turn left at NW 18th Terr (at the light) and right at NW 11th. 1801 is on the right. 

Fron the East Side of Gainesville; travel west on 8th Avenue 
Turn right at NW 18th Terr {at the light) and right at NW 11th. 1801 Is on the right. 

From the South or Central Part of Gainesville; travel north on NW 13th Street 
Turn Left onto 11th Road - one block past the 10th Avenue light [Al Cats Health Clinic Is on 
the comer).1801 is on the left. 

Pagel 
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Letters & Emails Help—Edit Templates: ß2s vas? 
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 
template 
and it will 
'load' into 
the letter 
at left. 

Template Trtle 

Select 

Select 
Select 

Select 

Select 

Select 

Select 
Select 

Blank Email: Parent 

Blank Letter: Adult 

NPLAdulLGalnesvil'e 

NPL AdLlt: West Palm Beach 

NPL Parent (for child): Gaineavile 

NPL Parent (for chiid^Wgst Palm Beac 

Picne: NPL (Adult) 

P io ie : NPL (Child) 

You can edit the Template 
Titles here. Just click 'n' type! 

Add/Edit All Templates 

View/Edit This Template 

View/Edit This Tempjate 

Viewi'Edit This Template 

View/Edit This TenipJatB 

Viewi'Edit This Template 

View/Edit This Tempi 

Viewi'Edit This Template 

View/Edit This Tampjate 

View/Edit This Tempjate 

View/Edit This Tampjate 

Click the 
ew/Edit 

button to see 
any one 
template full 
screen. It is 
super easy to 
edit it in this 
format. 

: Tern plates—Quick Look: 
TEMPLATES, 

QUICK Lool CLIENT 

DATA 

Templa te Ti t le 

TEMPLATES 

LIST í TO EMAIL OR LETTER 

NEW 

NPL A d u l t Gainesvil le DeleteTemolatr"! 
Dea ' 

When you visit me for the f rst t m e I will need to know the state o l your current health in detail. In addition I 
will also require some routine medical history, so please complete the enclosed form and bring it with you to 
your first appointment. Please list any medtoalions you are taking, including supplements, homeopathic and 
herbal preparations. Please include a list of any homeopathic remedies you have taken In the past. It is not 
-u i . — ; ( * - ^n — .t *u : - t n ;..-i LMI - n 1 <:_t ;-J 1 

VlewfEdit NPL A d u l t West Palm Beach 

Deer 

When you visit me for the f rst t m e I will need to kno 
will also require some routine medical history, so pie 
emeil end bring It with you loyour f i ra t appointment < 
a list of any medications currently being taken ( indui 

Vlew.'Edit NPL Parenl (for child): Canesv, lie 

Dear 

When you visit me for the f rst t ma w i n xxx I wil I ne 
In addition I will also require some routine medical h 
It to your lirst appointment Please list any medicatlo 
homeopathic and herbal préparât o r s . Please indud 

NPL Parent (for child): West Palm 

Dea ' 

When you visit me for the f rst t me with xxx I w1 II ne( 
adclt ion I will also recuire some routine medical hi&t< 
the next email and bri ng it with you to your first appo 
include a list of any medications currently being take 

ÍI 

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. 

:Templates—List: 
f CLIENT Y^ 
| P«T« |C] | < BACK TO EMAIL QR LETTER | 

'•I : ,L '..••:• • : l . - . . c i C i • . . . ' . k 

P h o r e M - _ l A d J t l 

c 
I VtBW<Edit [ [ W e s t Palm Baach: Appt conf rmat i&n [Adult} 

' .Ve i l I 'a im 'dcac'--. i.pD\ =o - t -m.El G" • " ' i i - c - l i 

C©MPASS 

detail. In addition 1 will also require some routine rrecical nlstory, s o ^ i i ^ 
e for the first t ime wltti xxx 1 will need to krtow the state of h b / b a r i* When you visit 

current health I 
olease ccnpleterne enclosed form and Orlng It to your first appointment. Please list any" 
Teû cations currently being taking, Including supplements, homeopathic and herbal 
preparations. Please Include a list of any homeopathic remedies that have been taken In 
Che past. I t is not obligatory for you to fill out this form - it Just saves a little time at our 
first appointment. 

I am sending you some information aPout Homeopathy and my Fee Scnedule n a separate 
emalj to make them easier to read. If you have any problems downloading the 
à'tt'àcnments lee me know - I'll happily send them to you t>v regular mail! If you don't 
'eceive any emajjs w i n attacnmeits cheek your spam or Junk mail box! If you have any 
furtfier questions there mill be time to talk them through when you come to see me. 

I look forward to seeing you on: 

Your appointment is at the office of Pamela Smith (licensed acupuncturist): 
1801 NW 11th Road, Gainesville, FL 32605 (directions are below) . 
Please par« m the semlcircuiarflriveway at the front of the property. 
The off ce entrance is on the left side of the house (not the front door!) 

tent please give me 24 hours' notice, 

I suggest printing this email anc bring ng It with you just in easel 

Many thanks and best wishes 

From the West Side of Gainesville: travel east on Sth Avenue 
Turn left at NW 18th Terr (at the light) and right at NW 11th. 1801 is on the right. 

From the South or Central Part of Gainesville; travel north on NW 13ch Street 
Turn Left onto l i eh Roaü - one Diock past the lOth Avenue light (All Cats Health Clinic Is 
on the corner). IflOL is on the left. 

From the North of Gainesville: travel south on NW 13m Street 
u r n nght onto u r n ; A I Ca:^ h&a th Cime is or- tne eo-rc-r] ... ISO: is on t i c e-ft. 

L O O ^ i i B Browse 
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Lists Help: ß2s vas? 
I lwviiirroin(j LISTS I ) Loc Go to the main Lists screen from Client Data (bottom button). 

You'll find lots of list tabs there with brief explanations. 

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

To Do, Follow up. Birthday Cards, 

: Lists: < REPORTS 

CLIENT 
DATA 

T O D O 
L I S T I 

Saturday 
17 July. 2010 

FOLLOW-UP 
TRACKER 

BIRTHDAY 
, CARDS 

A P P T / R X 
S U M M A R Y 

COMPANY 

Send ca'ds 
:o clients C O M P A N I E S 
not just on PHONES :ner 
Di-tticays! 

COMPANIES 

COMPANY 
Separat 
clients 

1 R E F E R R A L S LOCUM Y 
DATA D A I L Y L O G 

T O DO 
LIST 

F O L L O W - U P I 
T R A C K E R 

Use cms list to see 
who nasn't followed 
up m a specified 
length of t ime i.e. a 
Tontn or two or 
more. 

Check all clients 
with a follow up 
note and fine those 
who've fallen 
through cracks and 
need checking up 
on. 

Keep track of action 
Items such as; 
- cases to work on 
- letters to send 
- calls to make 

I.e. everything that will 
enable your o f ce to run 
smoothly and efficiently. 

A P P T / R X 
S U M M A R Y 

Would you like to see a 
quick list of every 
appointment and all 
remedies given - ail on 
one screen. 

Essential for when a 

L O C U M 
D A T A 

Main phone 
numbers: 
home, work 
and cell 

Email addresses 
Snail mail 

addresses 

Main Dhone 
numbers; 
no me, work 
and cell 

Email addresses 
Snail mall 

addresses 

1 
Export a list of 
clients and 
remedies given 
as well as contact 
information 
(phone and 
email) to a file 
that you can give 
or email to the 
homeopath who 
s looking a*ter 

your practice 
while you are 
away. 

Clients & Companies Day you for services 
and/or products. 

Clients are individual patients and they 
are auditabie (if you check the audit 
categories). 

n at, 
.c a talk, 

clinics 
medies 

There are 3 Client and 3 Company Lists: one with phone 
numbers, one with emails and one with addresses. Each 
list can be sorted using pink headers. You can do quick 
searches at each screen - by first or last name (the A-Z 
buttons) or open searches by clicking the find button and 
entering data into a relevant field i.e. all clients in a certain 
state or county or those with a certain area code etc. 

R E F E R R A L S 

DAILY Loe 

Get a list of the 
clients you have 
'worked on' today, 
yesterday or the 
previous week 
Including; 
- new clients 

added 
- case notes (new 

or added to) 
- invoices (new or 

paid) 
- remedies (new 

or changed) 

Use this to keep on 
too of client tasks 

HownphoWc 

Infi int 
J Or Cood»nouqh 

pon DMWIBI 
Miranda Castro 

Fill out the referral box on the 
C lent Data screen and you'll oe 
able to track where your clients are 
commg f rom. 

Create good will by sending thank 
you cards. 

Network by getting in touch with 
the practitioners who send you 
clients and taking them out to 
lunch. 

Track the effects of your marketing 
efforts by counting 

how many referrals come 
f r o n talks you nave 
given or articles you have 
writ ten. 

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'. 

Show All | Find | Print Liât | Help ¡Client List—phone: July 17.2010 

CLIENT 
DATA 

CLIENTS: 
PHONES 

CLIENTS: 
E M A I L S 

CUENTS: 
ADDRESSES 

COMPANIES: 
PHONES 

COMPANIES: 
EMAILS 

COMPANIES: 
ADDRESSES < LISTS C©MR 

^nw[ai[ci[D][ii[Fi[Gi[Hi[Ti[j]HíriNNÍ̂ H Í̂i1íiimMMWÍ̂ mm [^E@0@[30[G]0Qg00H000@@a[T][ïï][vH[x][YB 
First Nan» Last Name DalaCraatad | LaatAppL | Laallnvolea | LaalRamady | N M M 

V1*W 

Ziggy Pupsicie 

AI ce 

Amanda Adnama 

Nick Argelo 

Angela Argelo 

Randini Castro 

Randiri Castro 

Ellen 

Mirandina 

En;er Name 

Nov 9, 08 

Nov 9, 08 

Marilyn Angelo 

Jim Hoyt 

954 532 3636 
020 7431 2063 

954 564 1106 954 547 4633 
*44 162 854 6664 123 456 7890 

Dec 3, 08 
Mar 12, 03 Sep 11. 08 

Fidel Cas'jo 

954 532 3636 954 564 1106 
954 532 3636 352 505 8545 

954 547 4633 
954 732 8620 

Jan 20, 04 

Jul 9. 03 

Jul 23. 03 Jar 6, 09 

Jun 29, 09 
Jun 30, 10 

DL 
D[ DELETE 

llalli DELETE 

Mar 28. 08 Bl| DELETE 
Aug 20, 04 • ) ! DELETE 
New 3, 09 P P DELETE 

Dec 30, 08 D[ DELETE 
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Locum Data Help: ß2s vas? 
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 

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. 

1. Go to the Tools Menu 
2. Select Options 
3. Click on the Security tab 
4. Enter a password and confirm it 
5. On exit click Yes to Save changes 
5. Open the file to check the password works. 

You'll find the file in your COMPASS folder 

Shore \',<3ríixxk.„ 

Çrotecton • 

Tooboo che Wefe... 

tBtorrwe..-

wcw | CáoJtUm | L-i; | Gcncrd | r m t o n | OtMM 
Cder Mvwtanil S«ve Error Chtdor« | 

ntl«ord(»flpcn 

IIURV 

t onlurn P.iwword 

Qpbons. 
fe 3» Reenter pweword to pro-cceC 
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Mass Mailing Help: ß2s vas? 
~ 

I REHEDüBI 

:Mailings: 
T l If NT 
D A T A LfTTER/EMAr 

I M A « i 
L| MiMUMC | 

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. 

LABELS 

Î >ingl« Let ter o r 
i m.ni 

M«»» Nmlirag»: 
Le l l e rc and E mai l« 

Ona>p >bm Milling Typ? 

O n m to wmvi rM>«a^ D* tolh 

r DC L-^ 

Follow the instructions 'on screen' to: 
1. Find a group of clients to write to 
2. Check and refine the list of clients 
3. Write the letter or email 
4. Preview then Print out a test letter or 

send a test email to check the content of 
the letter/email and the header/footer or 
signature etc. are all correct. 

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 
help you with future mailings). 

:Mass eMailing: 
Email to Adult 

CLIENT 
DATA 

Search for a group then c 
Fini Select a Group 
'Email List View/check/edit List: 

v iew Sent Emai • View Sent Emails 

Click to select a type of 

BLANK email 

LAST Appt None«: y^Aduit 

NEXT Appt Reminder; 

Use 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! 

NMIM 
Pirtnts 

Company 

Nick Angelo 
Marilyn Angelo 

v 
Send TEST Email Send 

Print One Email Sand ALL E 

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. 
Then go 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: ß2s vas? 
H - K MIRANDA i k m 

H O M E O P A T H I C C O N S U L T A N T 

532 !>mmr T P H La 

- . . -ngvla 

•¡•jiity. OM«ino«r 21. 20M 

'•re-* your ivttar b«law 

[ t-n *rttinf ta w r e v inv»M that I shall fe* out of t i « e ^ c e from th« Bt-> i,.vii m « 33rd 
of àprt. 

if roo would Ilka to « • * m * or Bp«ak Mtti m * baror* I I » » » P I « B B « call to icti«dul« j -i 
»fetHWntnl aS*¿ (352 3CÎ a34S:i. 

I f TOu naad ur^ant homaepalNc advlea vHJa t a m amay plaaaa cal Janat A.ucloar ßfi. 
CO*, o« 332 3̂ 3 esíí i"-* vji M . « actMt to a ist o'ih« fitmadiM vou have cak«^ 
but oniv 'f KOu çiva •>ar parail ialon. I f you raaeh har icaoa m a i m alfa aura you l a t a n a 
ri.ll " n a i i t j E - v l L d ' i j yaur nann«. v«ur pho^a nuTib*1 . lineal ntian y«u «Ml ba 
avalladla » i d brief data i« of ttm -latvra o*' your call. 

an no-.- u r j a M n n a i » B « * »ant t« rna bv annail er lair en my ««Ka man a^ar p*a St« w' 

ApH ntl ba i-atu-nad an or ahar tHa 23rd of April. 

dSlth all sa i t Mahaa 

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 
BriwllßW for your signature. 

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 lOpt so changing the body of the 
letter would look a bit odd. 

¡Mas* Mailing: 
I elter to Adult 

CLCtMT 
DATA 

L r r raB | M A B | 
Srrmtcs MMUWC 

¿aaixl i for a «roup than chack It _ 

Salact «Ci aapi 
Vlaw/clwcfcSadN Uati 

ftn4 A d d r * * * a * 

.;i„.l i,..iKiK,t , I V M C . . I I C V C -

1 AST Appl Nntlcai 

H t X I Appt ( lammdar: 

w.ma u 
Adrft 
A i U t 

1 • • '••.r 
Parw i l 

Parant 

P^-vwai Latta^ 

I H I Ï L a l t a r ' 
Mnnl t:n 

ALL Lai-tan 

Sand a la l tar to a gr pf clianl». 
1 . Click r n d Addra iaa t i t i . »:i ai 

' • -»alact a î ' û U C » l a K s a i ' O i o f l VOL 
vail ba takan to tha A^qraa i Uat icraan 

2. CK*ck tha IIM il urradL 
3. Olck th« BacfctoLattar V 

and -.vita t*-a lattar 
4. Click H4«dar*/Fortm & 'laa*'.' P»«t 

Satupa ta r-iaka ••_•• * • -Vh inç • cat 
up tv*cxtr 

Î • •»- . * ». -a • - * • * . * - - - -, p^par >-, . ci..' 
prirtfear. 

4 Print nnnattart» chacw * -Aand hM 
It on fila. KamaTibar. copia« c\ tna 
m a n ntaJingj a - t mt i * ' « 4 l> 
Cempaaa. 

) C i w * « r a a i Uat at any bma I s V x 
and or adit trta group • alabad . 

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. 

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 
and any notes about the responses you receive. 
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Mass Mailing Help—Emails: ß2s vas? 
Check here for verification that an email is sent successful - including the date. 

| »ant aanall data and maaaaqa C I c a E XJ 2Z'ZI | t - i a i l ¿a-il : . . l i a n ' ' - I ^U 
S u b l e t 
Frqm | arr.>J y. -nl'ai-^dacaalra.cem To | "nlra-vdacaalropBoijoin 

n*Af ' ' t h u 9»aatlng ap^>aa>€ autnn^atk-aay wftlh Ih» f.r^t nan-i» »nt**-t*^l 
C-aa- Wir»' 

E iHal M a i a a a a - E n * « yaur maaaaaa htttm 
mmm Sout l F^nda Zmtmt • - -
r (hall b * m A»c« navt on tha lOt-i »i%s n t h «f Qcteear l^a 13th and j a f i of i w - a m b a r 
and th« t2th a^d i3th o' Ca:»T.:.«r - | p t t boo-:ad up faWy qulcidv to c i « t i * i«l m* kn»». 
<• ydu rvauld I k a an aee-s-M'nant 

" • • OatUn^ in Touch «ah Ma • • • 
Thl» l i my «naln and t i a a t 'aliabla airiaJi 'n i ra idacj i t -of tca. . nat 
My acl a-naJ itJI vwrica but andada l a n t f w a gat lo i ! on cc ia i ion. So an^eying' 

This l i my main phon* numtaar: 352*9a9-aSA9 
My etd numbar I 9 J + - 5 3 3 - 3 * 3 « I ftlll "«rk» b U It rtn^f IrUto -ny main n^.mb«' .. Into t->a 
•t-n« phoAa a^d tha sama valca mall sa yov hEvÊ  hava to laa^a 2 masiaoat 
l hava an unlimitad local and long ciataica account path rrrf p h o n * company ao if you -taad 
a talapHc-ia appolntmar* wtn -na i • » • • «I i , • -aal --aa 1c a i < n-»a to call , cu 

••- "".--i:*-* ï*aiC-| mmm 
So "ar thia yaar t->a - - - - : • - . • • i j . a c -c -^n lcc -na -r<.r-. - »aacasran I _ í - T I - < ; L I Í . net t : 
•T11.--I eaib-ucbo-i to Ftonda if veu « v p a n a i r a d -laoslnç i j th •ubeaguar* mold s^oWam« 
r o w -"Dm* a^d tt is aifaclac y«ur haait-i c laa ia ' a * 'r** to lat ma k i o ~ Thara ar« a 
numbar af ha-maofrathü j 4 l u t « n i - dapaodi *« &* vpu' fymplAms. 

• • • Talking Apo^t t-»a Flu • • • 
Ru t a a i « ^ Is around th« cardar a^ai^' v/itK thai l i n * *d h v a is a gr«at «asaufcai l > a 
Sabonal Cantar for Homaopathy haa mad« all tha a-bclaa thav Hava publnnad about t-ia 
flu and nomkaopathy ovar t h * paat B yaara avadarla at t*>ar vsvbaita You can * *ad t- iam 
hara >r*:-*- ,01. ara • -nambar or not: htto: • naHorwaloantaffaHiiii^aiioaahu. 
ora.' l a r . i c a t rt^rorçm inaav. i ta 

Blaaaa lat ma Ic^an if you a-a trymo to dacida «hathar to hava tha l u v a u j n « (ar gi«« it t 
, C J - n > c - a - T - * -a a^a a^-'aebva and non-toxl: - c - n a c c a l - : • Ita'-nabvai. 

i ^ - .-. ^. 
MIRAND* Í A Í T R O , W^macMttK C«nw*/tHt 
Mill lnoi ««74 KW 1ft * • • G a l n u v l l « . F32S07 
&ai^atvilta C f ica í i B C : h w n t h ^»ad. C-a'iaivilla F L 326D3 
Boca O f ica: Í 5*9 iurray Lana. Boca Raton FL 3i4.>b 
Phona: 3 5 i - a D 3 i » * a 
[ m a l i n mlrandacaitrpÇcox.nat 
«.'•"•Si'tai rfrfí..m<^ní»caitiiS.tom 

;Mas5 eMailing; 
Email to Parent 

CLIENT I EMAIL | MA;» 
DATA | StrTutcs HAlUlKi I 

Saarctt for a «roui» tK«n thtk I I , 
i a l a f t a O o u p : 

V M . i c i M c k / a d M IMtc F...J.I I M 
V v w Sanl Email» Vlaw «ant F m a a i 

Oeh le aalaet a ty»« «r 
BLANK «malli 

LAST Appt Nolle»: 
NEXT Appt H a m n d . r : 

c- . t . j i l 

Adult 
AJull 
Adult 

I ^ ^ B 
Parant | 
Parant 

A4d A t t a f hi»»nt tn Fm»a O a t x h 

Sand TEST EmaJ S*nd THIS Eitnaa 

S«nd ALL Etnai a 

Always ALWAYS A L WA YS 
send a Test Email before 
sending all emails of a mailing 
shot. A test email is sent to you -
to your own email address. Check 
it carefully - including (especially) 
your 'signature' and double double 
check any 'links' by clicking every 
single one yourself. You can even 
print it out or forward to a friend 
or colleague - this is especially 
wise before sending out a mailing 
shot to hundreds of patients. 

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: ß2s vas? 
i MAUíwcsfl lUtiroiES I) REPOHTS I 

REMEDY 
LIST H.fl'mfrd'y Licti Viaiv/Chaitgoi 'Add 

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. 

: Remedy List: Sham Ail Find Print I Hirlc Sunday 
Deci-mbc- 21 2008 

CLIENT 
D A I A 

REMfor 
O M A I I ' , 

ï REHEOY 
AUDITS 

R f M f û t 
LIST 

MATERIA rNurMTcmv 

I You can add n«w f«nvBd»«t bar«. D«i«t« and «dit th«m with caution. 

NF W Ki-ni»«ty 
V I « M | A -dnphtn 

Full RamMJy Nanaa || f lud PypMcat«» || US Momaopathit Pharmatopoaia 

Vimm\ Attm* 

Vl«w| Abias-a. 

' I Abies bal. 

A-dnpt»cn, 

Abalmaachu« 

Ab»at aiba 

ABEIMOSÍHUS 

Via«»! Abi*c-c . 

Vi«w| Abu 
V i ^ w | A b r a m - a u g . 

Vlaw I Abrot. 

Aba«« baisamea 

A L . u b LdnAi la i i i . ik 

Abtes nigra 
Abroma auguata 

Abrotanunt 

ABIES CANADENSIS 

ABIES NIGRA 

ABROTANUM 

O 
rPTT 
EDIT 

EDIT 

EDIT 

EDIT 

EDIT 

w 
§ 

M 

§ 

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. 

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. 

Add Remedy: i-ii-ip 

CLHWT 
DATA OlTAtLS 

Y RtNOT I 
Aucm 

M A T T H I * 

Entar Ihm Abbravialion and tha Rcm-cdy Nama. 
Nan ra f f« * * * ffluit ba wiqua [für abwiau* r^aMital} 
Tha pop óomn manu* will haip with tNi . 

V«u can daubla di*dk by elädkiitg TaaH aflar aitlarin^ lha 
Abtir«viatiün and lha Rpmcdv Nanta 
The «oíd 'unique' appaan ba tha riflM V it ia . and ' « u s u ' 

if A neu. (Vau cannot 'Lest' the HPUS Name.) 

Kc-nedv Nam« 
i"^ri 

Acknowledgments: Thanks to Washington Homeopathic 
Products for the remedy list. www.homeopathyworks.com 
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Materia Medica Help—Create Your Own: ß2s vas? 
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: 
CUEHT 
U A - A O t I A J L * A U D I t i 

Shorn All j fine Pnnt ] H d ^ 

1 Llit 
NAIERIA 
MtDlLA iNVTMTnRV >lad Vaar Hatan« ttaitca I V^ar L J 

rdlum c ' * 
I t a m a / * Harhmg nut 

MPUS Mama A i t A C A H o t u H a K I I M T A L l : 
f l a u t FawÜy 

t ! - ^ ^ 
J££¡T¡S» Canaral Nota« H * < T > | l a . r > > | 

l i l t t f lZ*" ! W I ' ' ^ 'n ^ Marrt*ap*thlr Guld« ic Slr»i i zr MI-'J - .=• 'Zaihra î 1 Q K 

Insert a picture of a 
substance. Click on 
insert picture and 
select the picture 
on your computer 
or just 'paste' it in 
(Ctrl/Cmd+V). 

Ematiaaial a l a l « 
Angar. Anxialv. ¿nmatr i ntlh 'aa-- ba'ora an axa-n'mba-viarr ate. 
Caraantrabon difrieuk. Dommaai lng. laalatad. Lack of lair 
canflda-vza. Mamor/ waak Momaa. Euaptaaul . 'rftrtdcttua. 

£nii>t>o-.»l a l r « a i * t 

This ramady la Far thoaa luFanr^g from n a r \ « u i axhaurtlon aa a 
raauK s-1 «-«r-itwdv or «Kam nanaa- rt la «las \M*fut if for tnora 
«iha i * «Hpartanclng an id«Mltv OMlt Htth --iiar n/tarinj - at aiv 
aga Thara â a i - * appHlns tomcat imitfa. a t Intanaa iniw t í t i m 
•-ii:n producai tha l a m a t i s n o f Tains ? j l a d in : c dract sni -
• 4 - •« ; • - • • - = -it : - l c •*"" a j t a * - n aavalDsi •-•= . • • - i i t a - a -
»nd Indaclilon. Thiar ni l «van aav &i9v f*M "In two mind* . 

On tha ;•••.« l i d « i^a 'aal r « i t h l a M a t d l^ariar. Thav * ' a 
c o n i t a n ^ t T n g to o-ova tha-n ia lva i h a c a j l * c' a 'aa- <z£ faJi.-a 
Dacauaa o- than law aalf sonheanca. tf thia lan k h«alad khan 
anot-iar l id« ni l davalop a i a rasut c- an Innar spla. An inrlaxltala. 
9Bd-t«mc«-«c hii-d-h««rt«4 •>««. OVldian «r adul t i n««i)lng ( t i l l 
'aiFiadv b « < ö T « iuio<cious a i d viodittiva «^thout r a t i o r i « fv thair 
aoiana. Thair anear ca t auifata m tNa Form at autburati m nMeh 
thay anaar ccmpular^alv. 

A | th« tani lon bulldl Inno« tr»«v hardan up In p i 4 « r | g »rv »nd CO?« 
and and wo '«« i . ig Mta t h * r » r t avlng m a * « a ' - n T h a r a i a 
i a ^ j a t « i ef un^aallty a i d iaelaboA iNat intraaaaa It thay ceMinu* 
n o l l e m a s - a t a navs f *«knpi C nra •ve-n out t^«,* baconna contuaad 
and can't - n d thair thcjghbi Thair nnan^o-.- fa la knam and tK«f 
cant r a m a m b a- /.nat kna^ na'.'a raad. TNap aacoma a o i a n l m naac 
and »pi l^at ic and * s n t «ant to n v V 

a r a l a t a t « 
l Faca pala /.Tlh dar< n - ç j a-c^nd ayaa. 

saina conatncting cramping; praci lnç. 
'*-•"•< "'*•••»-

•«yiwit—/than»«» 

Sunday 
r jt inn« 

W * h Innar l u t a r i n g 
: i i . i » m an« utraal 

Click in the General 
Notes and type 
away. Paste 
information from 
another document, 
or from the web. 

Use the 
Keynotes/themes 
field for top level 
information about 
a remedy 

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. 

1 < Back 

Vi an 
V m 

"— m 
Via« 
V . T . 

•/la» 

mlf^f 
- H i " 

Apti 
.¿.rj-n 
i m . 

.̂> 
Aur. 
t i r e . 

TWr Ml*""" HaAca 
Fyl lMcnt l 
¿irb.a : . . i * i 
A n i c i m u B u t t n u l a 

Arsaatam n.i. 
~mic • norcin* 
Anaalearn iitun 
Auruai aaraMcMn 
ftiryki cirhonici 

¿rr.kí.Jhl 
M i H o n ^ i ^ ^ ^ 
-or*\ haa 
Silver rnlrat« 
-a ip i rc i kana 
úri«r<cin4'jda 
•3<ik 
Í ir jrr c i rksni t i 

Hutu 

PMnrf«i»llv 

Acknowledgments: Thanks to Miranda Castro (!) for the 
Materia Medica from A Homeopathic Guide to Stress. www.homeopathyworks.com 
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¡Notepads Help: ß2s vas? 
You'll find a few 
notepads as you 
navigate about 
compass 

1. The main 'scratch' 
notepad at the 
right of your 
screen. 

2. An extra notepad 
for each client 
(Miscellaneous 
Notes in Client 
Data) 

The main notepad 
is an invaluable tool 
for keeping all notes 
to yourself in one 
place. Jot down 
anything you don't 
want to forget - even 
thoughts about 
another patient in 
the middle of a 
consultation can be 
written here and 
transferred later. 

Use it for shopping 
lists, calls to return, 
immediate tasks, 
anything that needs 
doing that you need 
to remember without 
having to 'look it up.' 
This notepad follows 
you wherever you 
go! You'll find this 
same notepad at 
most screens. 

Show Ail | Find | Print | EdltManua | Hulp | 

] 
C ient Data 

C0MPASS CLIENT 
D A T A 

T R E A T M E N T 
S U M M A R Y 

C A S E 
M O T E S 

L E T T E R S 
S U M M A R Y 

I N V O I C E 
S U M M A R Y 

C l l f i t U r t | A ¡ l ¡ | DELETE CllBnl] QUIT COMPASS C b n t C 

C A L E N D A R 

I (not pt) •n :• - ; 
i ve lopes 

String 
DOB/Agt F«bn i« r v | a | t S B 8 | M 2 \Smi\f 

Gainesville 
Inquir lM 
Student! 

Post off ice (ma i l remedies 
Pick up dry cleaning 

Tue, J i n 10, 2006 

T R A C K E R | I N i w T r t f c I ctu CRv Windsor 
H t o p / C r H i m 
rampa 

to IVarfc upi 
Angela Angelo 
Odessa Hoyt 

Poitcodt/ZIp SL4 INJ 
ay 22, 2010 

Check u p o n ( o n d u « da 
DUftJî t t l I F r l , May 2Sr 2010 I E Calls to Return 

Richard the Thi rd - schedule appt 
E: zâbc th the First - acute (cyst i t is) 

WorfcPhoM 0 2 0 7766 7304 

New Action | Claar | TO DOS 
Fa« 020 7930 9625 Dmny Well 

WriJible 
To Do List Projects: 

reaching prep for w /end 
Patient I n fo rmat ion Leaflet 
Mailing Shot 

W b M M w w w . r a y a l . g o v . u k 

\ 
Prlmiry Doctor Or Spock 

R w r w d p y Abble Corn ish 
hfralSourca Lady In 1 

'Jote O n * 
Forms On File 

Hard Copy Computer 
: ir ; v i c fn jT i B . j ck : ..;L-;i : 

L u i lAddaR i l i f l o i i 

:-I.:M 

äerKshire SL-l ^ J 

Spends halt the year at Edinburgh Cjstle 

arolocol at 111 times 

Paymant Plan 

I D I W E C T I O H S I F I N A N C E S [ I H V E W T O R T I L I S T S | L O C | M A I L I N G S | R E M E D I E S 

U w r U w l I O Basic ( t Advanced I S w I t d T j I Created pan S, 2Q0G | Modified [Jul IS, 3010 

3. A mini notepad for each 
client's To Do (Client 
Data) 

4. An extra notepad for 
each contact (Notes in 
Address Book) 

C®MPASS 
rd T | Top T | 

Shopping: 
Eggs 
Bread 
Lemons 
Envelopes 
String 
Post office (mail remedies) 
Pick up drv cleaning 

P r i r t N o t e p a d 

to Work up: 
Angela Angelo 
Odessa Hoyt 

Calls to Return: 
Richard the Third - schedule appt 
Elizabeth the First - acute (cystitis) 

Projects: 
Teaching prep for w/cnd 
Patient Information Leaflet 
Mailing Shot 

Parsonël: 
Get movie from Blockbusters 

y AOO^S y o™o«v | ^ ^ ^ 

• 

-

Nota 
Vacation Massaga £ 
This is Miranda Castro speaking 
I am out of the office now until Monday the 27th of 
September. 
If you need homeopathic advice while I am away 
please contact Karen Allen at 415-944-8896. that's 

; Karen Allen 415 944 8896 
: She has a regular call in time Mondays - Thursdays 
: between 10:00-11:00 am or you can leave a voice 
; mail message at an / other time and she'll get back to 
you. 
You ca alson leave s message here on my voice mail 
at any time and I'll get back to you on my return - or 
I shall be available all day on Monday the 27th to 
answer your calls and emails directly. 
Thank you 

: Have a great month. 

k 
Shot 
Eggs 
Breac 
Lemo 
Envel 
Strim 
Post. 
Pick i 

Casa 
Angel 
Odes; 

lii. h,i 
Elizat 

Pnji 
Teacl 

The notepad in the Address Book is 
linked to each contact - use it for 
information about that person, contact, 
company etc. that you want want to be 
able to see quickly and easily. Insert the 
date (Cmd/Ctrl and -) for anything that 
might be time sensitive. 

This is my outgoing Voicemail message -
always easy to find! 
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Outcomes Audit Help: ß2s vas? 
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. 

Go to Client Data Settings (bottom button) and check that the 
categories make sense to you and the way you work. 

New Client and Non Current are 'fixed' i.e. those categories 
cannot be changed. The others can be changed - at any time 
although you have to be careful and thoughtful about this with 
regard to clients who have already been 'categorized.' 

Audit Catgonas 
Audit Category 1 
Audit Category 2 
Audit ra togory 3 
Audit ra togory 4 
Audit Catogory 3 
Audit Catogory 0 
Audit f a tpgery 7 

New Client 
Sinriilliniuni 
Sinriilar/s 
Doing Well 
Varuble 
No Reiponse 
No Feedback 

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. 

O Haw Client 

LJ flan Current 

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. 

RfcMEDIfcS | RtPORTS | S E T T I H C S | 
OUTCOMES 

A U D I T 

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: ß2s vas? 

Friday 
ly 23, 2010 Outcomes Audit Show A 

CUENT f OUTCOMES ^ REMEDY 
AUDITS 

COMPLAINTS 
REPORT AGE & SEX REPORTS 

Calculate Auditabie Clients Tota Records 

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. 

Click on 'Calculate Auditabie Clients' - this is the main button at 
this screen - it searches for current clients which excludes non-
current clients, new clients and those with no feedback. It then 
sorts the resultant list automatically by the clients Last Name. 

Find Unassigned Clients: 
Click this button to find 
all clients who have not 
yet been assigned an 
Audit Category. 

Flrat N«!» | L « t H u m N w C l l w r t | Slmmiinum | Slmllinft | D d n f l V W I | Vir t ib l« | Mo R M p a w « | No F w d b i c k | Non Current Dale L»»l Appt 

Vl tw Elizabeth First Doing Well M. Clear January 10, 2006 

Vl tw Nie-: Angeo Doing Well •: = '=: = Clnr May 20, 201M 

Vl tw Randini Castro Doing Well * Vanaöe Clear July 6, 2006 
Vl*w Randini Castro Doing Well Clear July IS, 2005 

V i e w Ange a Angelo Doing Well M. Clur June 29. 2009 

Vl tw Jim Hoyt Doing Well No ResHyisa No Feedback ^ Clear July 11 , 20Q5 

Vliw Odessa Hoyt Doing Well No Reswysa No Feedback Clear December 3 1 , 2005 

Vl tw Richard Tnird Doing Well * No Response No Feedback Clnr Januarys, 2D06 

Vl tw M 'a ida Cast'o Doing Well Clear November 2, 2008 

Vl*w RiciianJ Pitt Doing Well a Clear 

Vltw Ziggy PuDsicle Doing Well M. Clear 

Vliw Mirandina Castrai ni Doing Well • No Respofisa M. Clear 

Vl tw Doing Well a Clear 

Vl tw Dan el Castro « .iiiina rtell M. Clnr 
Vl tw Amanea Adnama Doing Well M. Clear 

V l tw Yolanda Castro Doing Well a Clear 

V i e w Mother Betty Ford Doing Well ^ Clnr 

HmiiCllBnt || Simil l i rmim || Similar/» f Doing Wel l~ | | Variable [ No Response [~No FeadbaciTII Non Current | 

I 7 . 7 % 2 ISA'Vt 3 23.11) 3 2 3 . 1 % 2 1 5 . 4 % 2 15.4»/, 0 0 . 0 % « 4 6 . 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 illness 
- 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: ß2s vas? 
*** i " * 

PHOTOS 

OlMCTIOWsl 

There are TWO 
mini photo 
albums in 
COMPASS: one 
for each client in 
Client Data (6 
photos per 
client) and one 
for each contact 
in the Address 
Book (3 photos 
per contact). 

;Cll«nt Photo Album: Win 

CLrtB'' 
PAT* M * | p « h M a a i I 

CcrariAtun 

1—̂ll '••" I "•'•'-I 
* ^ | C t = i : « o i i.;--^..'» I t Phstc A.bU(T 

J 

!«- |Mili_ 

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). 

;C»ie DhoWi; 

IB D 

w r^i t*,*~ ami 

; 

; Materia Med ca: 
Click in the 'Insert button' and 
then locate the file you want to 
insert on your hard drive (or just 
'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: ß2s vas? 
:Prices Details: 3 t M > » * l l | r m d 

Enter each Product & 
Service that you invoice 
clients for here. 

Give each one a code 
that makes sense 
depending on what kinds 
of products or services 
you are selling and how 
many of each you 
anticipate selling i.e. it 
isn't worth giving a code 
to something you are 
only going to sell a few 
of. 

These codes make filling 
out invoicing a breeze. 
They also make your 
reports interesting -
you'll be able to track 
which products are worth 
bothering with because 
they are profitable for 
you - and which are not 
so much! 

U V O K t 
D A T * t M r B Y D I T M I . 5 favmu I CQ 

•-""• 
ll^MJM.liTB 
tanje 
l i f t — I C H . W u c 

N.wcn 

»l' >• *• " ^ 
btaU 

l i - . T > ' . _ 

l ü Ü ä ü I l C t . G t H 

|w—'f-
'''^'••— ' 
[teE 
Litadjli 
lift—IPH.ADH" 
[jÈaalï 

| . l T > i . r i t i ( i i , i n 

aaakt I 
^ ^-••••'^-

D i c c h v m K M 

C c - n f l ^ t « w i ^ - ^ i p . t » , M j n d b c - : * [ ; P » 1 . . 

: - .... -^p.l^^nH!...-., .. •,•.. 
" Q ^ ^ ^ P p#1n y I Q ^ " ^ j n c v f t B y l h J - » » » » ! 

r l t [„, t^' H j 

. ^ . • 
H . l . i l » i M . a t h i i i . u > ^ t¿.itf*<K ; . n f l t V H > 

C«naraJ C-o-

C M o r w ^ o n i u K A n c v 

•«bon 
S a f n Urmmm 

£K£* f tA —«* 

N a t u r « ! H » » * l h J<pp>v Krt 

i H N f i h »ill 

tt* »̂ «̂ •dv r̂t 
wlw *W—wily Kil 

A d n w i i t t p w t i v * t > . | . r T 

laJat ton f w fay 1 ^ — á A p p o i t f n T r t 

ñMÍuni 

Dook 

Dock 

l i^_ 

i x 1 " 

" ^ S " 
C " 

PcnW 

c — — t e i *-•: >' 

H i t • i>fti> fcait 

M**c non ta i t 

***** 
***** 

_ l ü L í i 
1 -V I l i l i 

¡ a m 

r 

B 

p 

To get here click on the Fi 
Entry screens), then click 

nances button (bottom button in Client Data or at the Invoice 
on the Price List tab. 

Data 

You can view, check and edit your list here and also Add New items. 
171 Pric*i DttaNj; 

DMc Crtated 
DsAm M o d l l M d 

N H U l l » . 2 0 0 8 
r U r c h 2D . Î D D B 

Click on New Product or Service at the Price List 
screen - or here at the Price Details screen. 

Enter all relevant data here including: 
- a code (shows on invoices) 
- a brief description (shows on invoices) 
- class and product type (does not show) 
- price (show on invoices) 
- comments (does not show) 

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! 
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: Referrals Help: ß2s vas? 
: Client Data: 

| Find | 

CLIENT 
DATA 

TREATMENT 
SUMMARY 

CASE 
NOTES 

REMEDY 
DETAILS 

LETTI 
SUHM 

Citant » 
F M I L M i 

PI I I I IMV Psrant 

1 1 
Elizabeth 
Hanrv & Ann« 

L 
IF I r t t 

NEWCIiant | 

Compiny; 
DOB/Ag» Febniary 8 

Addre«. 1 
AddrcM 2 

City 
CountylSUl« 

amia 

Windsor Castle 
wing 
Windsor 
Berkshlr« 
SL-l INJ 
UK 

1SS8 4 S Î \mm' 

No Mas. Mail Q ; 
Honw Phon© 
Work Phom 020 7766 7304 

CelllMofclle 
F u 

SjridJ Enull 
WebiHe 

0 2 0 7 8 3 0 »62S 

www.royal.oov.uk 

i 

Ict^ 
I 

Job/School 
LUllüi Jl LpÚLli 

Ralinad l»|i, ; Abbl« Cornish 
IMMfil Bouta I Udy In Waiting 

«atada Pr*ii«ni| 

Rtlallonihlp to El 

vjj^^r 

elizabethfirstiSTO! 
faker 
Spends half the y 
Note to self: 
Be sure to observ 

Btog 

Flyer 

Friend 

Homeopath 

Internet 

Mailing Shot 

Medical Doctor 

Print Ad 

Relative 

Talk 

Website 

Yellow Pages 

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? 

| IWVEWTQRY | L ISTS 
REFERRALS 

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. 

L 
: Referrals List: 

CLIENT 
DATA 

R I M M A L * 

R r « HjtatawX Lan H*tiw 

< I IST-i 

Find All R rfcrralt 

Tuctday 
Dtc*mbii 11 204» Œ 

l I RiilJrn.d By _ J • l a r ra l Sounca Data I v ! Vi»il [ Data ..-• Vr. 
View I Et a b t » F W 

VI »w j U •:<. Angelo Mariyr Angdo 

vi*w M'andi cmra 

f t - - J U 

MdfEard 

L?c . 'V .V* t r 

Vi—D| Mranda Castro nddCetb-D 

Fnefxl 

F,e-.r 

vnw I Anpeta AngHo 

Urns, JQW 

' • ; • : : : • : • : • : 

X) 9. »0 ; 

\ii 23, 3003 

Jn IP. aow 

Mai 20, -•:•:-
X>r>. » 3 6 

.. ;••. ..•.: 
JfflHoyt Udy ci Watng F.e-c 

Vi»w| i t i MOYt Madng Shot 

Jan 20,2004 Jan 21, TOO* 

Jan 21, ZOO-« U U, »MS 

vnwj COeiM i-c,.t JtYiiMJarie-toY; FVfitJW 

Via ĵ | • - • - .:. «m Mwn •Kfx: ~ 
ALfl26, 2CO-» Dec 3: 2C05 

Jn 1,3006 Jn S, 2006 

w w | Kttarda CMba 

VWwiZkiQyPuiack BnColitTun 

:• :>:•• T1-. Ju 29, 2006 4̂0•/ 2, MAS 
Nov i, awe 

_L _ L 

Create good will by sending thank you cards. Make sure you 
your clients giving you permission to name them. If they do 
send a general thank you for their referrals, their confidence 

have a signed consent form from 
not want you to name them then just 
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: ß2s vas? 
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 
AUDITS | RFHFIJIPsd RfPDFtT'i [) Sf TTtWG'i 

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 

View the remedy dosage 
and response fields in 
almost limitless ways: 
- all of one patient's 
prescriptions 
- or one remedy and all 
patients 
- or just the curative 
prescriptions etc. 

Rationale Audit 

As long as you have 
selected a 'rationale' 
for each prescription 
you can analyze them 
here - seeing which 
rationales reliably 
produce curative 
results for example. 

LM Audit 

Use this screen to 
examine and 
make changes to 
your LM 
prescribing 
protocols. Or not 
of course! 

Pharmacy Audit 

Use this to see which 
pharmacies you use 
most often and 
whether there are any 
differences in results. 

^ 

Print List | : Remedy Audit—Gerieral: Show All 

GEN REMEDY 
A U D I T S 

CLIENT 
DATA 

REMEDY 
DETAILS 

RATIONALE 
A U D I T 

PHARMACY A L L RX ALL RX 
A U D I T . f i u CL IENT Ay^CuEitrs 

MASTER 
L I S T / P O O L A U D I T 

Master List/Pool Ail Rx Ail Clients Ail Rx One Client 
Click this tab to view 
all the remedies given 
to a single client. 

Click this tab to view 
all the remedies given 
to all your clients. 

Click this tab to view a complete list of 
all the remedies you have given 
(recorded in COMPASS) i.e. your own 
'pool' of remedies. 
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Remedy Audit Help—Remedy Audits: 
\5& 

Click on the mountains to zoom in and out (bottom left of screen) 150 
; Remedy Audit—General r M | Find | Print Lili | Help 

CLIENT 
DAT« 

R E M E D í / 
DETAILS 

Vltw| Nic< Angaio 

Vltw| Nick Angalo 

Vl»w| Nick Angtlo 

Vlawl Nick Angelo 

VlawJ Richard Thinl 

¿] Elizabeth First 

Vlaw] Nick Angelo 

Vlaw| Elizabeth First 

Vlawl Elizabeth First 

GEN REMEDY 
AUDITS 

July 23.2010 

ATIONALE 
' AUDIT 

LM 
AUDIT 

PHARMACY 
AUDIT 

A L I R X Y A U . 
OWE CuewT|Ai.LQ 

Rx 
CUENTS 

MASTER 
L IST /POOL 

I -«! I H ^ t l |P»|ll i | l l l l»| l l ^ a i l l j WepaMi j CiHgofy |Con| OenRupcoM | Ata 1"°» 
16 May ign. 

16 May Kali-p 

20 Jul 04 AOrel. 

3 Feb OS [AM. 

3 Jan DG Aga'. 

lOJarOG Hytra. 

28 Ma.- 06 Cale. 

10 Dec OB Con. 

22 May staph. 

IM Spit Dose qZhxjniZo 

30C RapMlad g3luMi2o 6 

12C SpUDo« J » « 3 

I " " S""1« SSÜSSÍS 

Wat 3 My» 

Chronic 

Inrcurrant 86% 

Acut« ExiO. 

Pariai (close) Mild 

MM 
f 

J f 
P n " - ' i ' ° r i ^ M^Horala II il 

General Remedy Audit: Analyze your data in a myriad ways: 
How many curative remedies had aggravations and/or a return of sx. 
Is there a difference between wet or dry doses? In which potencies? 
What's your most common potency? 
Have there been any aggravations with acute remedies? Do you know why? 

iRemedy Audit—Rationale I Print List | 
23 July. 2010 

CLIENT 
DATA 

REMEDY G E N R 
AUD 

PHARMACY 
AUDIT 

ALL RX I ALL RX 
ONE CLIENT I ALL CUENTS 

MASTER 
L I S T / P O O L DETAILS 

| Show All 

Flr»t | Laat I Pit» j Raoiady j Pot | Category |Con| Rationale 1 j Rationale 2 | RaHonala 3 | Rationale j Qan Reaponaa | Agg |RoS| 

Vlaw| Nick Angelo 

Nick Angelo 

Nick Angela 

Nick Angelo 

Vlawl Richard Third 

Vlaw| Elizabeth First 

Vl»w| Nick Angelo 

Vlaw| Elizabeth First 

V1aw| Elizabeth First 

15 May |gn. 

16 May Kali-p. 

20 Jul 04 Abrot. 

3 Feb 

3 Jan 

30C 

12C 

Chronic 

Int'currenl 9&% 

Acute Exac. 

Totality 

Totality 

Keynote Etiology 

Essence Keynote 

Essence 

b:iOlc-Jy 
H I 

Miid H I 

10 Ds 
22 Mi 

Pli l 
Rationale Audit: Examine and reflect on your prescribing style/s. 

iöi3 Are there any patterns with remedies that work i.e. is there a pattern with the 
2BMj 'curative' responses? Or any of the other responses, including the 'bad' ones i.e. 

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: 
C L I E N T 

D A T A 
REMEDY 
D E T A I L S 

| Vlaw| Nick Angelo 

| Vlaw| Nick Angelo 

j Vlaw| Nick Angelo 

| Vlaw| Nick Angelo 

jVlawJRic-iard T-iird 

jVlawj Elizabeth First 

| Vlaw| Nick Angelo 

j Vlaw| Elizabeth First 

[Vlaw] Elizabeth First 

G E N REMEDY 
A U D I T S 

'Y RATIONAUI j 
AUDIT ^ | 

Shaw All j Find | Prlrrt List | Help 

LM 
A U D I T 

I P H A R M A C Y 
A U D I T 

A L L R X 1 A L L R X I M A S T E R 
O N E C L I E N T A L L C L I E N T S I L I S T / P O O L 

mat Lia< j Ort« | Bamady j LW» j Slz» j Succ. j Prep» j gpooo | Gla«« | Calagory j Con j Gen Ranion«» | Agg JRoSJ 
15 May 

I S M a y 
Igr. 

Kali-p 

20 Jul 04 Abrot. 

3 Feb 05 Abel. 

3 Jan 06 Agar. 

10 Jan 06 Hyoa. 

28 Mar 08 Calo. 

10 Dec OB Con. 

I M Partei (doae] 

30C 

|iac 

30C 

22 Mey staph. 200C 

Infourrent gsí l 

M d 

M d 

i i i r 
i 

C l 
Posa, curative Moderate |l l| \ 

LMs Audit: Examine the effects of your LM prescriptions: to 
measure these against the sensitivity of the patient and maybe 
also 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: | ShowAjl j t Find | Print Liât | He 

C L I E N T 
D A T A 

REMEDY 
D E T A I L S 

Vlaw| Nick Anpelo 

Vlaw| Richard Third 

Elizabeth First 

Wawl Nick Angelo 

w] Nic< Angelo 

Vlaw] Nick Angelo 

G E N REMEDY 
A U D I T S 

RATIONALE 
A U D I T 

16 May 04 Kal-p. 

3 Jan 06 Agar. 

22 May 10 Staph. 

15 May 04 Ign. 

Abrot. 

30C 

20OC 

20OC 

Helios 

I M 

20 Jul 04 

26 Mar DS Cale. 

12C 

Granu les 

Tablets 

Pilules 

Helios 

Doliaos 

Dolisos 

Boiron 

I ALL RX j ALL 
SNE CLIENT I ALL C 

Flrrt Laat Ort» | Remedy | Pot | OW j Form | Phatmicy f o i 

Pharmacy Audit: Use this to track the which 
pharmacies your remedies come from and their 
relative efficacies. 

D 
D 
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Remedy Audits Help—Master Lists: ß2s vas? 

G E N REMEDY' 
A U D I T S 

CLIENT 
D A T A 

ALL RX 
ALL C L I E N T ] L I S T / P O O L 

: Remedy Audit—General 

The Master Remedy Lists are for examining your big picture 

Layout: Master List..../One Client w J View As: Matching Records Omit J Script Is Paused | Contirwie | 

Show All Print List 

A L L RX 
O N E C L I E N T 

PHARMA 
A U D I T 

ALL RX 
A U D I T L CLIENTS L I S T / P O O L 

: Master List—All Remedies/One Client: 
C L I E N T 

DATA 
REMEDY 
DETAILS 

G E N REMEDY 
A U D I T S A U D I T 

V)tw rr Eliat- "t i blzaDeth First 2: 
Ramedy Nam» | Click to Exclude Duplicate» for e»cti Client [FM 

JQ. 

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. 

Export List | C | i c k t h e e x p 0 r t | i s t 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 
and delete that file - you'll find it in My Docs (Windows.) 

You can view/print a comprehensive list for each patient with 
dates at the Appointment Summary screen. 

All Rx/AII Clients: Use this to view the biggest picture ... to scroll 
through a list of all the remedies you have given (minus the duplicates 
for each client). 

This is brilliant for studying a remedy that you have given successfully 
to several patients i.e. your best cases. Especially a small remedy. To 
understand the remedy better and to then write it up for publication or 
to teach it. You can see which remedies you are giving more frequently 
as well as those you are not prescribing. 
You can also search here for all remedies in a group i.e. all Aurums 

Toggle between this screen and the General Remedy Audit screen in 
order to see more details for each prescription. 

Master List/Practitioner's 'Pool': View a list of all the 
remedies you have given (all those recorded in COMPASS) i.e. 
your own 'pool' of remedies. This is helpful for seeing those you 
have given as well as those you haven't given. Yet. 

Use this feature to focus on the remedies or groups of remedies 
you wish to study next. 

Aur-a-. 

Aur-a-, 
Aur-a'. 
Aur-a-, 

Aur-ar 
Aur-ar. 
Au-- . 

Au-
Aur. 
Aur. 
Aur. 
Aur. 
Aur 
Aur 
Aur 

AU-

Aur-m. 
Aur-m, 
Aur-m, 

Aur-m-n 
Aur-m-n. 
Aur-m-n 
Aur-s. 
Aur-s. 

Aurum 
àser : ZWr 

Au-. -
Aurum 

| Aumm 
Aurum 
Aunjm 
A u ' i . -
Aurum 
Aurum 
Aurum 
Aurum 
Auoim 
Aurum 
Aurum 
Aurum 
Aurum 
Aurum 
Aurum 
Aurum 
Aurum 
Aurwfl 
Aurvn 

r r *» l i cum 
metHKum 
rr«»(i<um 
met»ll>ajm 

T«t j cum 
meui icum 
T-«**! cum 

i*<t*i Cum 
rr-itnicum 
n~«»|;cun 
T-ftai'cum 
n~«al'cum 

Aurum metal cum 
A u - u -
Aurum rmmaocum 
Aurum rraMÜflCUn 
Aurum rrunaCcum 

Au r-m-n. | Aunwi I M M U M I nMronatum 

A U - L - " s î s-u-atu— 
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Remedy Details Help: ß2s vas? 
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: Find Print Friday 
July 23. 2010 

C L I E N T ^ T R E A T M E N T Y CASE 
D A T A S U M M A R Y N O T E S 

R E M E D Y 
D E T A I L S A U D I T S I MATERIA 

MEDICA IIUVENTORY 

Name Elizabeth First j DOB | Feb 8, 155» 45 Parants | Henry > Ann« ID 1 

NEW Reni>dy | Duplicate ̂ ) Ranwdy Ust: Vtow/Chan^e/Add 

Oat« Dey» Form. Category ronfidence 
93 Jen 10, 2006 HI Hyoe. 30C Dry Chronic 

Remedy Form Pharmacy Repeated Doea2 DoeeS 

Use the tab key to jump to the first field - to the remedy 
field. Type to the remedy in the pop down menu - type 
the first 1-4 letters and then use the arrow keys on your 
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. 

Track the reliability of your 'guts' 
by selecting a confidence levels 
with each remedy.: to denote how 
sure you are. Compare those 
levels with the results. 

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. Uat« 
pBES^^ffÜ 

* 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 
to scroll to another month, ditto with the year - or use the 
arrows if you just want to go back or forward one month. You 
can also click in the field and type another date - the formatting 
is fairly flexible i.e. it will recognize 1/2/08, or 01/02/2008 or 
any combo thereof. 

Januarv 2009 

4 i 6 7 8 
11 f^13 14 15 
is iií i : 2i 22 
: í :-. ; - ; : 

i [T] : 
9 10 
16 17 
23 li 

a ?: ?1 

I iTodtr: 1/2/7008 
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Remedy Details Help—LMs &. Response Data: ß2s vas? 
Remedy Details 

RtMtDT u j i in 
DAI« SuMMAKr MIDUA 

Hin« Clj ikvth F)M1 

1 M LP, M M 
U. . . 

LH JDU v d I 
" - • r • 

L t - 1 » [*•'! 

H K M i M H h r & v 4 < M i M . * M »AniC« M 
4*>« r«H » î * «M» l 

Shakes Drops Spoon 

• I I 

> Morrisons Rationales 

natunJ M M k h Supptyi M t ( M J4D« < 
• Ix ic -T iK ip i lh - . ÍDTl 

rtMhMpban - o n r x c a x n i c PnauOai M O 3 M J I M n m 
h t^n »a D • I trv^vHa. ca m 

Mäh«« - tamaa^aMM Hia^wivp • U M 
ú I L M ¡ J « l J t l » l iv. 'ml i < U 1 1 7 J U U M pai ia^: . 
£ m u l i M d a ^ h a J t a i . u . J U 
iMaAfOa. -MMWvNaiA^ ¿ú uk. 

a n i w i ' t K i U»ii O i l M l O ' L W ! 9 X 3 4 } 

^ . f i - A ^ J I . ilrv Claaa 
l .u t . K U l . BMOMtj 
. . t f . * U | . U n 

^«nt cm. MM 

LM Remedy Details 
Record exactly how a patient is 
taking their LM potencies 

inc luding: 
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. 

Client ho» at Home 

ERK - 30C 
Ust 200 and IM 
Cale p GX 

Keep a note of the remedies a client has at home. 
This field is the same across every single remedy for 
this patient. You'll never have to go looking for this 
info. It's a great time-saver and helpful for acutes 
and follow-ups. 

Pathology 
Remedy Rationale 
The more rationales you have the more confident you can be in 
your choice of remedy. If you use these fields you'll be able to see 
which prescribing rationales work best - and which are not so 
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 

proving for the small remedy you have chosen (typically a salt). Morrison's Rationales 

Rentedv RespoaiM 

€eeRwpo«w 
Aggravation 

Law of Cura Sx I I 
Law of Cu ro Not« I 

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. 

The General Response: was this remedy generally curative or 
what? There are a number of choices and as with all menus it are 
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 o f 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: ß2s 
, 

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. 

Click the Copy 
button for any 
instructions in this 
field to be copied 
to your clipboard. 
You can 'paste' 
these into an email 
or any other 
program. 

Click the Letter button (or A4) 
to view a proper letter with any 
instructions now placed in the 
body of that letter. You can 
edit it there, then print it out 
the old-fashioned way! This is 
helpful for remedies you are 
sending to patients - with 
personalized instructions. 

Pharmacy Details 
It's useful to have these in one place - in 
the place where you often need them. 
Make a list of your own faves - the ones 
you use most often and update it as 
needed. 

You can edit it here or at the Settings 
screen. This field is always the same in 
every single client's chart at all remedy 
detail screens. 

°£¡[ 

You can use this field to jot 
down any verbal instructions or 
you can use a template if you 
are sending instructions in an 
email or by mail. 

Lcrr« |A4| 
OHM PHARMA, Miami - l\SOO.»Q: 
tittp :.. o "ii"npliBr-na coni' 

Hahnamann Labsi 888 4 2 ^ 6 * 2 2 Kahnamannlabs.co 

Hamaopathv Qvamlght: 800 ARNICA 3D - FMM. 
ho-naopatti /ovaTiight-rem (goo ¡ 7 4 4 2 Î I ) 

Hatural Haaith SUZD\I\ EEB 639 I S M - wmt. 
i2£ p 14^*öp»tV|r . iem 

•tamadv Souira: t 7 7 . t 2 l - 2 l 9 f rvnta^rsourta-ccm 

W a i l n g t o n Monrtaooathlc S'rodurtsi S00 336 1693 mm, 
tHMnaepaMiywoffea .to n 

Malioi Mpmappath"! PharTiaçy • U * ! 
O i l 44 1892 536393 (v/«n) 1892 337234 [ßm cunan} 
Email: ardar^halioi .co.uk 
Wabiifra! w w . h a l i o i ro-uk 

Mrwnwthl UKl O i l 44 10HE32 336393 

tama 
C O D I 

C » " 

Adult: Dry Dos« 
AAlHl Wat < T ^ ) 
Adult: L 1 K 
Childc Dry 
k.niiw i i m 

Cop* ChrtaiLMa 
L i t i Aduitiwul llutHu 
: •-1- i fi 
: - i - . | « 

: r i 

AdditliHul HatvK Child 
U H t r i i : i H - . »Ay? 

X 
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: ß2s vas? 

CASE ANALYSIS STRATEGIES by Roger Morrison 

1. Essence + Keynote +Totality. Rare: about 1% of all cases. 100% curative no matter 
what the illness (chronic/acute etc.) 

2. Essence +Totality, or Essence + Keynote. Curative rate is 95 % 

3. Totality + Keynote. Comprises large number of cases. Curative rate is 85% 

4. 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. 

5. 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. 

6. Totality only. 

7. Essence only. 

8. Etiology. 

9. 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. 

10. Recent Symptoms. 

11. 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. 

12. Keynote Essence. 

13. Concomitant Symptoms. A combination of at least two symptoms that are well known in 
a particular remedy. 

14. Cluster of Keynotes. 

15. 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: ß2s vas? 
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. 

iFmances 

-, ü r . i -
Cuiarr 
Lifin 

C f l H N U n 
L l i l i fUFEMALI 

7 1tt 

LLhJUl UP 

C L U H ' 
DATA 

FINANCIAL REPORTS & AUDITS. 
To get to these click the Finances button 
(bottom button at Client Data) 

Ü.ICNT 
U * A 

T O D O 
L U T 

I t BLLOn '-•• i A f v - . í n i 
| jRMJOa I 5VMHAIY I 

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 * 
Referrals * 
To Do List * 

< HfcB- I Û U l U » « * 1 M»HI 
- - - A I A J I I Auu 

REPORTS & AUDITS. Click Reports (bottom button at Client 
Data) to get to the following: 

Age & Sex Report * 
Complaints Report * 
Outcomes Audit * 
Remedy Audits * 
Research * 
Categories Clean Up 

* For more information see entry in Help Manual 

Categories Clean Up 
Check that your clients are correctly 
'categorized' and make changes 
easily at this screen - especially if 
you make any changes in clinic 
categories. 
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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 > 

VAS: Yiitist Anatog Scale 

IMkitii « th« i r « talcw wh«r« would yOU M r vev f«il m l*-i-n» cf h0w v«u fe«l 0v«r«ll 
or since voo' las: l-omeopathic visit 
Place a vertical mark on the lire t h * bert (»escr*eï »ihere o- how <fOJ feel rijht now, 
Ocrit ' ih rV loo hand or long about it-is. 

3 • the beit voo could be 13 • the WOT» -(rou could be 

0 10 

mil KIHG ¡KOKA iOfí 

Han /tùulu «au 'ë'.t vùuf gara'al raaèr^ ef na l 'b *ng nght nenn v eamp^'ad to hon it Mai ai 
your last homéopathe vis«' Sew v w w«< being by cirding your thosen number. 

0 - aa food as t could ba fi - as bad at r. cauta t¡» 

Serse of well-taing: 0 1 2 3 J S 6 

0»t-a: word or plvat« noukl bast dascib* you' c . * ' a l lai^i* at nall-bairg nght nam 

uomumnmnm 
Choose 1-3 symptoms (rfwacal o' rrvtmali «hitfi bochar yau th* mast. 
Write then» on the fcnes Now conjuier how bod each rymptoin i$ right now or compared 
how r. was at you' laic homaûpaHv visit Scù'a it by cifdirç ycu' itios*ri ru^ib«'. 

3 • as good as < could be 4 • os Dad as t could be 

SX II • ••'• IMtMMtMMIMBMMMMMMiMtaiMIMMIMMIMMaMM.MM.MI 0 1 Z J ' 3 Q 
Sx 2 : , 0 1 2 3 * 3 « 

SX il >•••>•••>••••>•.••>•.•>•.• •im»iMt»fni»i« - y 1 Z 3 * 3 D 

Data Collection in Practice 

Print out this form at the main 
screen and give it to your 
clients to fill out. Preferably on 
their own. They should not feel 
like they have to 'please you'. 
This will automatically happen 
in your presence. 

These are tools that researchers 
in the field of alternative and 
complementary medicine have 
found effect in measuring 
patient treatment outcomes. 
You can use one or more or all 
of them. 

You can give one form to fill out 
before an appointment and 
another afterwards. 
Homeopathy clients who 
haven't been in for a while may 
have forgotten how they were 
feeling the last time they saw 
you and talking with you may 
change their perception of how 
they are doing. 

Ask them not to think too much 
but to answer the questions 
'instinctively'. 

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: ß2s vas? 
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! 
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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 
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Research Help—Well Being Indicator: ß2s vas? 
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 
Charlotte Patterson (UK) to evaluate the effectiveness of complementary and alternative 
therapists (CAM) in her practice. MYMOP has become a popular measurement tool for many CAM 
therapists, nurses and researchers. 

The following are adapted from Clare Relton's 8 Reason's to Use MYMOP 
1. Helps the practitioner and the patient focus on the objectives of the treatment. 
2. Provides benchmarks at each stage thereby enabling progress to be measured 
3. Helps patient recognize any improvements. 
4. Helps set treatment goals 
5. Provides summary information and can be used to audit one's practice. 
6. Can be used to provide statistical data regarding improvement rates. 
7. Can be used to provide information that is publishable. 
8. It becomes evidence for the effectiveness of your therapy for certain types of patient and/or 
their complaints. 
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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 Sole 
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Settings Help—Client Data: ß2s vas? 
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. 

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! 

:CII«nt Data Settings; Print | M«l|i | Miwt 
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You can change Audit Categories 2 through 6 if you wish. 
Click in any of the white fields and type away. 

You can change the weight, height and temperature headers 
depending on which 'system' you use (pounds/kilos, feet/meters, 
Fahrenheit/Celsius). 

Client Data is 
where you enter 
your own client 
categories 
These are your 
main practices or 
businesses. You 
may also wish to 
have a 'general 
client' category for 
non-patients who 
pay you for 
services (like 
teaching or 
supervising) or 
products (like 
clinics). 

You can also 
customize the 
kinds of patient 
forms you keep on 
file. 

M.. .ur 

P . ! • rv f C(,itc.iniî»Dia 'octf ihovKi on 
o" •'.«'.; «at« •••.'.•i 

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: ß2s vas? 
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: r I Print H«l» 
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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. 
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You can use these last 2 fields and the check box (Mise 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: ß2s 
vas? 

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. 

| Enwlapaal ^ u t u i y | IWVOK^S| L a h ^ l L^lai»| M ^ » | WMtwcy ¡•aakJBBafaaaaaC^I&l—farl 

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. ^ 

Getting set up with Letters Settings: 
Go to the Letters Settings screen and select your default paper size and printer. 
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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. 

© 2006 Miranda Castro. All Rights Reserved COMPASS Help Manual: December 2008 ... Page 87 

http://li.it


Settings Help—Miscellaneous: ß2s vas? 
Business Card settings: Go to the Business Card page in this Manual for instructions. 

—á—fc—'H^ I e - a l a p a a l a ^ < ¿ y I l » a < o a a | ¿ a t e | l ^ ^ w | M — | » f a — i j Lalendar M 

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. 

If you work in 
two or more 
states or 
provinces each 
with different 
tax rates you 
will have to 
change the tax 
rate on 
individual 
invoices (in the 
header to the 
tax field above 
the totals). 

I*"™^! 

¡Invoice Settings: 

1 CLI IMT 
DATA. 

tNvcuct j Ins B I U I M C 
DATA FNTRY 

n. ip Taaadav 
Oacanbai 3D ¿WV 

I : - - • : - . r:-^*r; :-i-ila-- -.»I raa- . aalarta-; 

TAM/V»! BATE I a.MS I <a | [chantai in taVvat rata »dll »nfr aBC«v ta "** invgUaa• 

Taa/Ln •aaaa Ta« ID a 
Tax IC • . . . - = . - : IT 'Z ~1ZZ 

I « « « . 
_ r . - . n .L-nbar: SC J3DaS*T 

« ^ 
_ - a = = -1 

1 Farmly Hgrf# PT»rtHlgr^»r w^h Prggçriptl^i 4..r-,r.n|-, 

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. 

Gcoä fteaftft it ff'tctitsi 
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wt ta a onaf garwlc maaaa^a. 
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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: ß2s vas? 
Inventory settings: Go to the Inventory page in this Manual for instructions. 

IftwaJofccs11nvcratory | > W O I O M | Lahr fa | I a l i a i i | M M ^ M J W w i â â a c v l ) fuddttsi Book] Business Lard\ Calendar | 

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. 
Ptianraty Se«ii*gs :©MPAí 
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Feel free to delete the list 
that ships with COMPASS 
and insert your own 
local/favorite pharmacies. 
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There are ten fields 
for instructions to 
clients regarding 
remedies. 
COMPASS ships with 
a Miranda Castro's 
basic, frequently-
needed instructions. 
Feel free to use 
these if you would 
like or to delete them 
and replace them 
with your own. 

The headers are all 
ustomizable. 

Using these will save 
you an astonishing 
amount of time. 
Taking the time to 
set them up with 
never, ever be 
wasted! 

© 2006 Miranda Castro. All Rights Reserved COMPASS Help Manual: December 2008 ... Page 89 



Tasks Help: ß2s vas? 
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! 
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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 
tasks. 
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?»'*.'*êrt*'2 r.a;» 'J 
Jag-aaa zataili 

» tM . Dt - l - -lanna.-i-i . ab ! » t f g ^ a WmtM* 

-*- L=iL. 'Ja'-1- Cla-ka safr. -icbpi **fy'a tombrmrnmil t-n»il 

VU« : i H : Taranto Contmrmncm 

_^_ ^ • '-• • r: . •» - i l . - « <ari»^ai 

i ü ^ • • I J ' : • - • 
OW • Monlh^ I M 

Kata Ihattlald Unsara^ or Lancaatar Aailg-vnanl Qalala 

v . l . . •v : : C,»»h T*r-<ri«rijni "Tar". Th^nd^'^tf MttW 
5^ti í««l "aco»* - ^cv 

r^ miiiBui 
• : r * ^ 

Judfcn T--r -r n e - Th« IUd Tant lonrtaA r«: man 

^ _ 
JQUJ 

1 : L « : 

• : r * '-• 

St Ç'*rt7,t HOuia 2ûna<-=n Ca^ali 

Jr^zj _-aan-. 
Trt»tffr< a»sa •Q f»i aifcav̂ c: 

i p ^ muu-f»-* d-.-*» 
Mr ZampkStmt 

You can use these fields 
any way you would like. 
You will want to leave 
the date, name and 
ompany name as is. 
rite something brief in 

the Task and Task Note 
fields that reminds you 
what needs to be done. 
You can assign a 
category, a priority and a 
due date - or not if those 
are not important. 
Check off tasks (click the 
Completed box) for y 
them to be removed / 
from this list. 

: 

::DT 
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Tasks Help—More: ß2s vas? 
NEWTaak Tailt Taalc HaAa Catagary Priority D M Data Caaaplatad 

Iwiaaf •-2 3 2ZZ3 !CaW Jim | v ¡Sat up Maatlnç !euiin«ss ¡ • i 2 - * S * P 
•HI 13/4/2008 | Ane«h«r Taak » Whata^r ; e .n . ra l I » l 3 - l t f * GT] 

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 
automatically inserted. 
Use the tab key to jump from one field to the next and type in any relevant details 

Print Edit Menus rn; 
ADDRESS 

LIST 
CATEGORY 

LIST 

v ' " " ^ " 
TaakTypa 

T a s k Category 

M Click the Edit Menus button at the top of the main 
Address Book screen to add, edit or change the items in 

ii the task type and category menus. 

] 5*l*rt eateflori«! for Taaki (Prejccta) linkad to contacta In your 
A d d r e s s B o o k n a r a . 

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 -

;T«k*—Individual 
Q A T A 

C i a I Ma 
ll J J M B I tort 

E v r a n r c n 
L m T a j a | - :<f : fctT| . : H U I I I I C I L T M u t f T ^ j 

j ~ ~ | I " I I • 
Cci-Atû- L«:ii f 

Obnatioi DacEili 

apoka tD Kant and Dffarad tû match «ach ASÛ dftnaiad for t h * 
fimt ID danatlDni Id ralaa aiOOO tar a dry* ' tor St Francia 
MDbi« Apparantlv fchap haaa a drp«r {777 e»a balowi 
Ai'C tram Kant rai ahat £1 Frarvcti naadi and tha can ia I can 
arpanli« a «pacific Inlarmal fund-ratsar and rati« tha lull 
T ia iay i '-"C-TI ainangat Du' frtoatfl 

S«« corraipandanc« batwaan Tapiar and '••upa 'a tfanatlana fc« 
fcha hamalaai * • 

Myaa. Tapiar vrDt« 1 
• f t . Francia Houaa'i Kant t/ann wnuld ba tha ana to call tc- la-a 
It1 thai particular donation ol a drpar «auld ba halp^ul. Drap mv 
nain«...na hava a mutual admiration «octatv going »»a atll aba 
ba abla to tall you wtiat othar ttama thap could ua-a at kMa 
tima. Jahn DaCamiln« norka out a' tha Alachua Count 
Houilng authority at tha baautilul D'Acorla Noua* httpiiVaa«. 
acha'^l.cam/lndaM him That 1 a g o o d i p o t t a d r c : : • - - t t i 
aa la Arupa'i porch Maclng Mary and Jackla'i Noua*. .khoÉr 
nant door nalghbor an tha laft>. t g(va Aruoa all aorta a* atuf*. 
ic- doaa aur program Sha a n«lr¿ wonda^ul angal. thfrvyh 
aha' i gattlng a bit burnt out It M M M 
k c i ['II raioand la th« iinglng amall «éian I gat ham« . 
WRV GOOD TO HEAR PRON VOU 
* - l«a>a nota na*^ addraai. phon«. and fan n u w f c w i 
¥ Taylor J, Alpaa. N9W. VlSh t 
•• Naftith Cara 'or R«'«ntrv v«t*r«n So*=>»<itt 
¥ 1002 HW 33rd Ava.. Oalnaivllla. rL 32409 
» Phi IJ5 I> 379-4933 f a n ':332l 3?9l?*-% 
j Prami Miranda Caatro ^mailtoi mirandacartrofcoK *^atj 
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* Tai Tapia' J ¿Ivaa: *lvaa Tapiar 
¥ 9ub|«cti ".«i HPma Van Hrom Wild [ri»> 

| -ri 

: 1 14 z:: : 
Daaatad 4a aaal Ua^kaaa (rram MartaaMat Milla| ta ar._:i 
ini laad £ a : i . i 4 1 '•«.a1 " a i ' d sac« '•ù-r, paie n d l i a Dn^.ia 
c : « , ; , : i - - . ; j l i S L i . c - . t • s i ta - i - . :!*•.-. • t i ' i -
•• ; : • • • J : : : a - ' n i l l i a ' - - i . a : l : : i , 

i2i'32i'oa • ao ai««am» 
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To Do List Help: ß2s vas? 
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! 

To Dos New Action 

ToDoUat 

I M t i Wed, Jul 14, 2010 
î i - Urgairt 

Email NPL 

Analyze Case 

Analyze Case then File 

Await Call 

Await Call 

Check up on 

Confirm Appointment 

Contact w / remedy info 

Email re Survey Response 

Follow up on 

Reassess Case 

Return Call 

Return Email 

j Send away mai l /emai l 

At the Client Data screen use this feature to keep track of all your 
client related tasks. 

Click the New Action button and 'today's' date automatically enters 
in the date field. Select a Priority and the Action Item list pops down. 
Select one and you find yourself in the Action Note field. 

If you are super busy you can skip the date and the priority and just 
select an action from the pop down list. 

Click on the To Dos tab to view a list of all current Action Items 
(sorted by date). 

Click the pink headers to re-sort the list by urgency or type. 
Check this list 2 or 3 times a day or print it out at the beginning of 
your day to be sure not to let any important or urgent tasks fall 
through the cracks. 

•Tn Hn 1 
a i v ta— -w m. 

C L I E N T 
D A T A 

.ist: 
c Y ToDO 

T R A C K E R 1 L I S T 

Find | Print Liât 1 Help Friday 

j < LISTS j j Ftold All Action Ham« j Find All BMhdaya C®MPAS 
1 

| Flf»l Nama | Laut Name j Home Wor* Call Date Prlortty | Action Acdon Nota 

| Vim« | Elizabeth First |020 7766 7304 | jul 15,2010 2 - ASAP | Analyze Case Sen: rcco p: 

|v i»»r | Randini Castro |954 532 3636 |954 564 1106 |954 547 4633 | Jul 14, 2010 1 - Urgent | Email NPL Send cc to Mother 

|v i iMr | larAldr idge |954 566 7219 | jul 23, 2010 2 - ASAP |Email NPL 

|v isw| Isaac Aid ridge | Jul 23, 2010 2 - ASAP ¡Email NPL 

View M,ok Angoo |02074312063 | »44 162 854 66641123 456 7890 | j uM ,2010 3 - None | Send Birthday Card to rew baby 

Keep track of the many everyday client-related tasks 
including: 
- returning calls or emails 
- sending invoices 
- analyzing or reassessing cases 
- sending out remedies, birthday cards or other 

information 

Customize the drop down menus by selecting Edit Menus 
button at the top of the Client Data screen. 

Use the Action 
Note field (either 

: here or at the 
Client Data 
screen to add any 
additional words 
about what needs 
to be done and 
when. 

Delete any 
data in each of 
a client's 
action fields 
by clicking on 
the red Clear 
button. The 
list will 
automatically 
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: ß2s vas? 
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: 
CLIENT 
DATA TRACKER To D O i B I R T H D A Y 

L I S T C A R D S 

Find 1 Print 1 Help 1 Friday 
JidyM,M10 

Find Birthdays in a particular month > Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec | 

| FlntNuM | LastHame | | Month Day | Year Aga Acdon 

| View ¡Elizabeth First || February 8 | 155Ö 452 Add B'dnCardM.1aaa»> [Analyze Case jci^r 

| View ¡Ziggy Pupsicie | April 9 2008 2 Add B'dav Card Meaaaoe > | | Claar 

|viBw| Randini Castro ¡June 7 1941 69 Add B'dav Card Maaaa»> | Email NPL jctaar | 

| View | Randini Castro ¡June 7 1932 78 Add B'dav Card Maaaaoa > | |ciaar 

| View | Miranda Castro ¡June 7 1951 59 Add B'dav Card Maaaa» > | |ciBar | 

| View|jimHoy1 ¡August 17 1948 61 Add B'dav Card Maaaaa« > | |ciear 

| View | Richard Third ¡October 2 1452 557 Add B'dn Card Maaaaoa > | |ciear 

| View | Mirandina Castrolini Add B'dav Card Maaaao» > | | Claar 

| View | Alice Add B'dav Card Maaaao» > | | Ctaar 

| View | Amanda Adnama Add B'dav Card Maaaao» > | | Claar | 

| View | Yolanda Castro Add B'dav Card Maaaao» > | | Claar | 

| View | Mother Betty Ford Add B'day Card Maaaao» > | |ci«r | 

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: ß2s vas? 

Treatment Summary screen is the second most frequented screen in COMPASS (Client Data is the 
most used screen) so be sure to familiarize yourself with it. 

Come here in order to: 
- 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. (See Appointment Timer Help - at right) 

rTreatment Summary; 
iKiAininr 
SUHHARV LtrttRs 

tb «, 1 3 » 
ID 1 

[ lM i . * t r ]0 200ft 
CUINT 

DATA 
A m K-
SiJMtlAHY 

^ppmntwrnt TMUML 
H^-'M'" * - -• I 

CASt NOfhS SUMMARY I WW Can* HoU HEW Watt Hd.CTwrtPn^ift^CMMWia» I 

1.Î Hi*-
fw—l^r DO. JOM fWtApporörent O«« 1 HiA 

^n.» « 
- " i -:::•:• Jlrena 

m-

DETAILS SUMMARY 

vtvij.-»" 10. 20» Hym, »C «epesw) 
Dcvtfi'Dvy'.'Fc^m CKvgor> Comf. Kmwpwmmm A^grjvKlfn LafC 

93 PS I . J tVr Owurac 

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 
almost impossible to delete the correct on. Change the date first 
(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: ß2s vas? 
Un-Tt V I I H.t M í -n i i^ 

LfTTtas iKvnii i 
SUMMARY 

M n Ri 
SMMMM DrTAILS SUMMARY 

Click S U r t 

f-ti .--.<• 

:Treatment Summary: D>ilM>iir IG. 300a 

Cl M M 
DATA 

IHEATMEMT 
SUMMARY 

«.lynpany 

Uni: 
Henry & A n n * Windtor 

CASE NOTES SUMMARY 

Typ« ai AppantfTtant 

v i w l .Tsp 10. 200« C ic ; No;es 

Tim» Rvkpon«« Prw*mnting Cc^nplai 

I 1.5 HfA akciai toftn •. 
watt] J*i 10, 2006 Frit ippotHr^nt: OWka : N/4 tot 3 

¡Case Notes: I t JW N — . . I H.ip 
l>M«ll*«r 10 200« 

• CUUI 
UATA 

TUAIMCMT 
SUMMARY 

C A U 
Nana 

C A M I V n w 2 / 4 Kt-cur i » , „ . _ , „ r , , 

ftflkpwih« Vrm%mi*i9q i-orripJaivt.'« 

J i i ¿ ¿ _ J _ l ^ _ ; _ ; ^ _ ^ ^ M i ¿ ; i ¿ j n = _ ^ ^ ^ m 

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 
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Treatment Summary Help—Remedy Details: ß2s vas? 
R F M F D Y D F T A I I S S U M M A R Y 

D H » Remedy Potency Dos« 

IKWKmtav 'Ch"-/Add I 

View] Jlan 10.2006 Myw. iÖc Repealnj bid 

Day/Fom Category Coof. LofC 

6 3 0r> CITDOC 93 

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. 

Remedy Details 

I 
F.nd PnM I Edit Menus | Help 

C U E N T 
DATA 

TRtArMENT 
S U M M A R Y 

CAM 
NOTES 

V REMfDV V 
D E T A I L S 

Omommb** M>, 700* 
REMED* 
A L D I T S I MATERIA ï 

MCOICA 

Hanta El isat int l t F i n i DOB Fmb B, 1 5 5 9 •' ' i P a n u l » H . n r y & A n n a W i n d t o r ID 1 

HEW I U W W J Y I Omplit^tm \ m.TiH-T?! . ra ^ cmacBzai 
Data l lama 

• 

K—fdy Urti View/Chalis/Add 

R»p»at»d Datm D u l l Dey« Farm, f i l i ^ m y Canttdmncm 

neinady Fonm Pharmacy R«p4at«d Dos« 2 Ba^eiitiari Doc« 3 
LM. 

5: 
R.:--cdv RoTi.r.-.ol.: Ramcdy Response 

Oen Response 

Law of Cur* Ilot* 

BottlB Shak*( Drops Spoon Glass 

Client has at Ho-nc 
E=.-- - ; : : : 

j a t 2 0 c a • J : 1 1 

Cale p SX 

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 Ramaily Litt: Vi*.»/Chaina/Add 

I Pan« Ramadv Putantv Dos« Hapaatad DOMi'D«v,< Form Category C W . H M p u n t a A^yrava l ian LnfC 

D « j^.JPM . . 
3WID,a006 Cak-ar. Cakwe« »ser.:osa 

Cak-br- Cikim b^wt» 
Ceiz-ca . Caliarra lalnrvnta 

Cik-f- C«lC9r» ftjorëtê 
Caír+el. Calcare» hckgf 
Cfllc+ic. Cacaba hypodio... 

n̂© 
: 6 : 3 iD^y \Oyo>ç j 93 j , ;M 

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: 

This help page is under construction. 
Please let us know if you'd like help with 
this feature. 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 
templates for these. Print them on card stock 
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. 

To Ntefe 

Hire's wish'n^g you a 
l̂ enLthy yeflrfuLLof 
hflppt^ss avui spúie 

warnt wishes 
Miranda 

& 
\ M 

*J±. A. 
To Ntfife 

HOfSWishUig you. a HRppy g HíflLtliful.B.í.rtlíici«y 
•g-íst wislies 

from. MLrfliiuto 

22-* N W B m A v » 

MW 7ih Ave HE Ttii Av» 

i I <3s> 

i« i I I SL I 

• » a? 
NE 71 -. Aw« 

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 I 234S 

All other details remain the same; 
Phone: I I I-222-1 212 ^ ^ ^ Web: www.homeopathyoffices.com 

roNiote 
i-tert's wtshtuvg yow. «nil yowr Lovid O/LK 

a ViOfĵ y <W hiaUrliy holWay seasokv 
wnrnt wishes 

Tti« H-omiopntlii 
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: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!: 

©Origin a I Art ist 
Reproduction rights obtainable from 
www Ca rtoonStock coml 

o 

í ^ c i . ^ 

They saved meir fties before dosing and 
lived happity ever aflef " 

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!: 

BACK UP 
BACK UP 
BACK UP 
BACK UP 

BACK UP 

BACK UP 

BACK UP 
JUST DO IT 

NOW 
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: 

ASS 
D O W N L O A D 

( CLIENT "j 
HOME PAGE 

All data in 
one place 
CLIENT 

DATA 
^ i 

CALENDAR 

^ 'i 

SETTINGS 

CASE NOTES 
Record 

Analyze 
Summarize 

Treatment] 
Summary 

Case 
Notes 

Case 
Details 

> < 

DIRECTIONS 

t ORGANON 

PHOTOS 

Forms 
PHOTOS 

REP. GRAPH 

VITALS/DOCS 

REMEDIES 
& everything 
do with the 

them 
REMEDY 
DETAILS 

MATERIA 
MEDICA 

REMEDY 
LIST 

Inventory 

TRACK ALL 
PAYMENTS 
Your client 

invoices 
INVOICE 

SUMMARY 

> <• 

INVOICE 
DATAENTRY 

INVOICE 

y 1 

STATEMENT 

"< s 

FINANCES 
Income 

Expenses 
Reports 

CHECKBOOK 

r PAYMENTS 
DUE LIST 

Price 
List 

r M 
FINANCIAL 

REPORTS 

Outcomes 
Audit 
REMEDY 
AUDITS 

r AGE & SEX 
Report 

REPORTS & 
RESEARCH 
The heart 
of Compass 

COMPLAINTS 
Report 

VAS 
Research 

WELL-BEING 
Research 
COMPLAINTS 
Research 

Research 
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COMMUNICATÊ  
Mail/Email 
Envelopes 

Labels 
LETTERS 

& EMAILS 

> <• 

ENVELOPES 

MASS 
MAILING 

Labels 
> '" 

LISTS 
Keep track 

of 
everything 

"» <• 
T O DOS 

> < 
Tracker 

Appt / rx 
Summary 

C L I E N T 
L ISTS 

REFERRALS 

LOCUM 
DATA 

D A I L Y 

PERSONAL 
CONTACTS 

Separate 
from clients 

ADDRESS 
BOOK 

Phone 
List 

E M A I L 
LIST 

CATEGORY 
LIST 

CONTACT 
LIST 

Tasks 

^ 

BIRTHDAYS 

D I R E C T I O N S 

EMAILS 

Envelopes 

Labels 
LETTERS 

PHOTOS 

This map includes many of the TABS & 
BUTTONS you'll find as you navigate your way 
about COMPASS. 
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. 
Buttons and tabs are interchangeable. The 
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 
another. 



: 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 > > 

First 
Toggle through a client's consults/invoices/letters etc 

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. 

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 '1 to 2'. 

Paper size - double check this 
to avoid wasting paper (click 
Properties to do so) 

Ptínt CummtntcorC 

3.tiC . 

T/fc; Sam&ngC 
Where: USBOOl 
Conr-ent: . - • • • • — 

Prrtrjnfle CD|Mi 

Hunt»*-of £¡00*5 

ÜJQÖ 

^poâte Al j^*i beraffi prtnsrç 

Print Setup 

M n t OjfTuntniOTrö 

Wrà. recwri. àw/rtQ fidch 

~1I1B 
ÜBme SatTBLrawLP-i:: . - - ; 

Status Reatr,' 
Tyo9 Svrquig CLP-3D0 
W O T : USBWI 
J M M r t 

| V | Bqpert)«... 

e.'.rr 

AJIC Set«l 

-

- 0 :s:Bpe 

I.etUOrK... OK :=• .e 

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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:Searching: 

Click the yellow Find button at the top of most screenswwAll Q Find D Print Hel 

Click into any field & type the first 2 or 3 letters of a name or city etc. In some cases a menu wil 
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 (tpp/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. 

d Finds 

Scnpt Is Plused | Conmue I 

I L 
' Total 

Find Requests New Request Delete Request Perform r rd Cancel f ine 

aveu: Client Data Advanced Matching Records: Q Q Omit Insert: Operators • 

Show Ail | Find | Print | Edit Mwnn | Help : Client Data: Friday 
July 23,2010 

C L I E N T 
D A T A 

T R E A T M E N T 
S U M M A R Y 

C A S E 
N O T E S 

R E M E D Y 
D E T A I L S 

LETTERS 
S U M M A R Y 

P R I N T 
E N V E L O P E 

I N V O I C E 
S U M M A R Y 

A D D R E S S 
B O O K 

Primary Parent 
Company 
DOBfA»» 

CKy 

•Ibgj 
| Sex 

Client Liai | AiT] | DELETE ClienTI QUIT COMPASS 

C A L E N D A R 

Next Appt 

I Toai-i>c» | I MinrTiirli I r i w l 

Client Category 

C©MPASS 
End • I Top A Print NotesBd 

S New Request eel Tine e k- • i- i'-iu Much ng Recora 

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 Ctrl/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. 

Restrict searches (exclude something/someone) with the Omit button. 
Example: Find all clients who 
as;dlkjfdsa;jk 
a;dslkfjas;dkfj 

Use Operators to for specialized searching. 
Type ! into a field to find duplicates emails or addresses etc.). 
Type * to search for fields with any data in them. This is handy for data 
Type = to find fields with no data - i.e. empty fields 
Examples: Find all clients with emails by searching for * in the email 
field. Find all clients without emails by searching = in the email field. 

If you're unsure of the spelling type the first 1 or 2 letters of a 
name/email/city etc.. 
Find alternatives: Select Find in the View Menu OR Ctrl/Cmd+F. 
Searching for emails: do not type the '@' sign - it is not recognized. 

• match whole word (or match empty) 
== match entire field 

find duplicate values 

< less than 
i less than or equal 
> greater than 
> greater than or equal 
... range 
/ / today's date 
? invalid date or time 

@ any one character 
# any one digit 

zero or more characters 
\ escape next character ~ 
"" match phrase (from word start) 
*"" match phrase (from anywhere) 

~ relaxed search (Japanese only) 
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:Structu re—Basic: 

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 
appreciate the benefits. 

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 
bad for your eyes - and your soul. 

I N V O I C E S 

Keep track of client 
invoices & statements. 
All financial records in one 
place. 

CASE 
NOTES 

Record case notes, 
analyses & summaries. 
Import repertory graphs 
and photos. 

C L I E N T 
DATA SETTINGS 

The HUB of COMPASS. 
All client contact 
information easily 
accessible in one place. 

Customized settings for 
virtually everything. 
Make sure you go here to 
personalize COMPASS 

REMEDY 
DETAILS 

Everything about the 
remedies given, their 
responses and a selection 
of audits. 
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:Structu re—Expanded: 

r 

Monitor your results 
through: Practitioner 
based Audits 

General responses, 
individual remedy 
responses, sex + + 
Client based Research 

Record Case Notes, 
Analyses & Summaries. 
Import repertory graphs & 
photos for each visit. 
Helpful summaries including: 
Referrals, Treatment, Locum 
data + + 

Keep your personal 
contacts separate from 
your clients. Send letters 
or e-mails, keep track of 
birthdays & projects etc. 

Keep track of 
all financial 
transactions: 
Client 
Invoices, 
Statements, 
Payments Due, 
Bank Account 
(expenses). 

<_ 

Send Letters or 
E-mails, print 
envelopes or 
labels for one 
client or a group -
or all your clients! 

V ^ 

CASE 
NOTES 

CASE 
SUMMARIES 

ADDRESS 
BOOK 

Dun M B 
AUDIT 

INVOICES 
CLIENT 
DATA FINANCIAL 

RePORTS PHOTOS 

HASS 
M A I L I N G CAÍ I-NIIAK 

To Do 
l i s t 

LETTERS 
& EMAILS 

REMEDY 
DETAILS 

HATERíA 
MEDICA 

Customize 
letters, 
envelopes, 
create client 
groups & 
more. 

Photos can 
be inserted 
for each 
client and 
case note. 

_y 

Everything about the Remedies Given 
& their responses. 
Create your own Materia Medica -
including photos, cured symptoms and 
cases and seminar notes etc. 

Keep track of the remedies in stock 
with the Inventory. 

The Calendar is 
linked to your 
clients. Lists 
galore help you 
keep track of your 
clients and follow 
through on all 
tasks. 
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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. 

CLIENT 
HOMÏ PACE 
All data In 

CUENT 
DATA 

CALENDAR 

SCTTINCS 

CASE NOTES 

A m Ipr» 

TREATHEMT 
SWN4ARV 

CASE 
NOTES 

CASE 
DETAILS 

E f ^ r y t h m g 
d» « t h (K« 
NI H I I J I 1 - . 

5 . « " 

REMEDY 
DETAILS 

MATERIA 
MEDICA 

RlMfDV 
UST 

DIRECTIONS Fonts 

O K A J K M PHOTOS 

PHOTOS R». G M M 

iNVEHTORt 

tOMHUHICATl 
•-•»J f-n».: 
| n v « l o p « s 

L a t a : 

LETTERS 
\ tMAUS 

ENVELOPES 

MASS 
MAILING 

LABELS 

TRACK ALL 
P A Y M I N T S 
Your c l i en t 

i - i .= ic-a i 
INVOICE 

SUHMARV 

' INVOICE 
DATA ENTRY 

UHOHI 

FINANCES 
Zr.rr.-r» 

I .. r « T - « £ 
*ap-3r".l 

BANK 
ACCOUNT 

PAYHENTS 
DUE LIST 

ST* 

Fna 
UST 

STATEMENT FINANCIAL 
REPORTS 

Ae-our TM£ TA6S > 

C0MPASS 
^ 

LISTS 

«vMvthmg 

To Oai 

TRACHER 

A P P I / R X 
S4MHAKV 

CUINT 
L I S T S 

RlMNRALl 

LOOM 
DATA 

O A I I Y 
t lK. 

'REPORTS*^ 
RESEARCH 
Th» K«»Ft 

af Camp«t« 

OUTCOMES 
AUDIT 

R E H é ü í 
AUDITS 

A . , I & S b x 
REPORT 

' CciWA—l 
REPORT 

RESEAACX 

W r u - f H N t 
R W A H Í M 

' ComAWTs 
Hl"JA«H 

.-

PCRSONAl 
r d N I A C T . 

o : J - J - * 
f - c -n : « - i i 

BOOR 

PHONE 
LIST 

EMAIL 
LIST 

CATECORY 
LIST 

f CONTACT 
LIST 

TASKS 

BlNTHDAVS 

DlRECnOHS 

EMAILS 

C r . a t a a m w dMrtt /vmC/frCben i t « n n , ' r » m a d y / l a M a r / i r r « « i c « ate 
ENVELOPES 

F«M N*nq - :'. Bfl ItM pWtk ^-ajja-i to IAN I-ia '«'.j'J» jji. »•• . «náAg 
• «warj • —rv jwpi • 11».» To^gta llip^ufh • <N«nt'» *«<«r4»: 

• n »•|.<lL.'r«(TV«(Ĵ i.,'iri,'0.(«t l«t«r» «tc 

LABELS 

LETT! RS 

liagaLL fmd T ¡^¡ - 1 YauTI fiftd t h * t * but tMi at 
t h * lap of matt layouU 

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 
above!) 

The message will disappear after 
10 seconds. 

Roll off the word and then back on 
to it for the message to reappear. 
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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 

A single click works everywhere 
have to double click anywhere. 

you never 

• Tab = j 
• Ctrl + S 
• Ctrl + S 
• Ctrl + S 

3. Shortcut Keys 

ump to the next field 
hift + B = Bold 
hift + I = Italic 
hift + U = Underline 

b 
2. Action! 

^ 
Your cursor turns into a hand when you roll 
over a tab or a button that can do something 
or take you somewhere. 

Ctrl - (Ctrl + 
in any field 

4. Dates 
1 

minus key) enters today's date 

COMPASS 
- every 
- when ' 

another fif 

5. COMPASS Saves 

automatically saves: 
5 minutes. 
/ou click a tab or butto 
sld or screen 

n or go to 

6. Right Click 

Right click for additional options including: 
formatting (color and size etc), emboldening 
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. 

100 ^ i i B Browse 
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) 

You have to 'install' a dictionary 
Go to the Edit Menu - scroll do 
dictionary of your choice. In the 
and click Create. Your own Diet 
Make sure "Use Main Dictionary 

Once you have installed both di 
under it to get suggestions for c 
that word to be added to your o 

8. Spellcheck 

for Spellcheck to work, 
wn to Spelling - across to S 
same box click on New - Io 
ionary will be created, 
and User Spelling Dictionary 

ctionaries (including your ow 
:orrect spelling and if the wo 
wn dictionary. It will not apf 

elect Dictionaries and click on the 
cate your COMPASS folder, open it 

'" is checked and click OK. 

n) right click on a word with red dots 
rd IS correct you can select 'learn' for 
)ear as incorrect from thenceforth! 
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: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. 

t l FileMaker Pro Advanced File Edit View Insert Format Records Scripts Tools Window Help ¿gatpm B j ^ © H 
« O Q . — • - — _ COMPASS CD 

17 / 1844 
, Found (Unsortcd) 

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 
you are viewing for a word or phrase. 

Show or hide the Formatting Bar (Right Click for the 
same options or go to the Format Menu). 

A3 I Edit Lavo 

It FileMaker Pro Advanced File Edit >iew Insert Format Records Scripts Tools Window Help Hl^ » © H 
COMPASS 

Layout: | Client Data Adva-ced 

:Clicnt Pata: 

17 / 1844 
w Found (Unsorted) ^ 

CLIENT 
DATA TREATMENT 

SUMMARY Y CASE T 
NOTES 

| Show Ail | Find | Print | Edit Menu» | Help 

I REMEDY 
DETAILS 

LETTERS 
SUMMARY 

PRINT 
ENVELOPE ] INVOICE Y 

SUMMARY | 
A D D R E S S 

B O O K 
C©MPASS 

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 
the Welcome screens. 

Layout: [ Chent D i 

Welcome 

•/ Client Data Advanced 
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 View Insert Format Records Scripts Tools Window Help 
« ^ ^ COMPASS 

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. 

ge &): tfe* [¡msrt Poraat 

B EleOptton«,.. 

Chmg» PMBord... 

PrmtattU)." 

Import «toordl * 
£xaortSl«ca-di... 
Save/Send ^enords As * 
Sene Mai... 
SaveaCcpiAs... 

Ejpt Clrt-K} 

The File Menu 

You can change your 
Password here, or 
check the Print Setup 
or Print. 

You can import records 
from an excel file or 
export to one. 

You can exit COMPASS 
using this menu and 
you will still be 
prompted to back up! 

ygKH ¡ r« f i Form»T RfCOfCS 

• Jw.se Mode 

Ctrl-rtJ -' * ? '• j-T 
Go to Layout 

I* View asFoqn 
- is . s: 

\*vi as Tabtft 

"oabars 
<* StalysBar 
it Status 4ree Ctrl+Alt+S 

-rV. -" . .T 

ÜDOi | 
ZkOi 1-.: 

The View Menu 

You won't be 
needing much 
here. Maybe you 
want to get rid of 
the toolbars to 
give yourself 
extra 'real estate' 
on your screen -
or bring them 
back to format 
something. Or to 
show or hide the 
Status Area. 

You can zoom 
with the 
mountains 
(bottom left). 

î--

^J; 
CH+Z 
- : r l - ' 

I The Edit Menu looks 
much like any other 

Ctri+V 

F.3̂ .- S>Ha 

Select ¿I ;; -. 
Frts.qeajKi 

Qsject 

EijxrtFieyco<uentt„. 

program (i.e Word) -
with Undo/Redo at the 
top ... then Copy, Cut 
Paste and Clear.... 
then Select All. 

You can check a User 
Dictionary is selected 
in Spelling. 

That's it for this menu 
- Find/Replace and 
Export Field Contents 
is for advanced users 
only. 

• Format Reccrds £:rpts 

Sound.,, 
Eie., 
COlri.l. 

Ctrl+SNft-W 
Ci«WtIrne 
Current yjer Name 

rrocn ¿ndex.,., CUI-H 
From Last VUtedRKcrd 

Format Records JoTf 

See 

atrText 

TçïtCofejf 

The Format 
Menu is self 
explanatory -
click on Text 
at bottom for 
easier 
formatting. 

Click in a field to use the Insert menu ... a text field to insert the date or time or your name 
graphical field (photo) to insert a picture or file. 
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First Steps—Introduction 

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 
you'll 

6. 
7. 
8. 
9. 

10. 

Next 5 Steps could take a little longer the first time but 
get quicker and quicker. 
Issue an Invoice 
Make a Payment and Send your Client a 
Send a letter with remedy instruction 
Send a email appointment confirmation 
Fun Stuff 

Receipt 

with 'practice 
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Step 1—Getting Set Up: 
' • • • í y 

Step 1: Customize the Settings for your Practice 

DiREcnowsl Fiiuuicfs | tHVFirroitY I L I S T S I OC I M A I L I W C S | RFMEDTFS | RrPQHTS 

Calendar Client Data Email Envelopes Inventory | Invoices Labels] Letters] 

Click on Settings from your Client Data screen (bottom right button). You will be taken straight to 
the Client Data settings screen. 

Chant Cal 
CMnt C i l « 9 » r v 1 
Clwnt Cala^orv I 
ClMHt C l U } » r v 3 
Cllant Calayary 4 
Citant C a l a v w y i 
Cllant C a l a f v y « 
Lliant LalasTTv / 

| - . r . f . j i r l ^ „ t . 

Enter your primary practice locality or name in the Client Category 1 
If you have more than one practice you can enter them now. 

field. 

One category can be assigned to general (non-patient) clients if some of your 
income comes from sources other than patients. 

If you are a student then type in the clinic name at your school or the words 
School Clinic etc. 

You can delete the words 'Your Practices' from all the other fields. 

Click on the Email Settings next and fill out the first two 
fields: 

Your outgoing SMTP Host first (you'll find that in the 
Help Manual under Emails - ISPs List). 

Your own email address in the second field. 

An email signature - your name, business name, 
address, phone number, email, website - or some 
combination of these. Some people add a pithy quote. 

Then click Send TEST Email. In a little while an email 
from you to you should arrive in your normal email box i. 
e. it will not arrive back in COMPASS. 

onuic^l anlfrwtwKftet 

miil»fi>MitocmM*ww 

HdtlrttpllrtfTyi» 

Tí UT (a lb 
bilaf rau1'0h4t9aiiB SWTP Hait' 'Frvn Enru 
«nu l (fea pDunaif^bp dielang Itui bultbi. T 

M|Kil1D',C*5T«D. «?^ami^r Ci"»i«^« 
Hatkipt U T « mv ] * « .a Oakiarvlla. r j n ü ? 

••IIa o m n i i m IW l l th « n d ««»laFvlla n. 3M05 
Soc« C*IOIT Ï M S 3mr Lana B«a ".aten. PL Î 3 * - « 
nipiai J S l - M S - H M Emflflt •".-§-•:«;• i»rr;r-r̂  •>*<: 
Watalttai r*m'n*i'*iv,w*rv rom 

PtuckMUMTEk • L e H e r 
MTUC A 

t«l«ot üatlv ar M and dian Cic% bi iht ¿«toot 
huttoi te niaka Bia cttmt ptiitar and papar lalartian« 

--yo 
• « l a d ¡¡tut* laort flu- laaa BflUan far laUartiaad« a n j i a r tcalttm ba b* placad en AU 

i*Aixa 4 raoTin 
t t > t m - i i i i n 

. r a T o ^ o t w . » , , « , 

manu ba t*t*-:t 
coJv al iD-ita i i 
• »<l «I if-w 
K.lai ba naba 
naa^ai anA'ar Jac4l'l i&r l l 
I»"»'» » i n v a Hn 
PtMi •• •«I»«' 
yau hi^a paur DMn 
I M * « « « M V 

Hab>| MTI WVI« * 
MMlWIBMiAMWIM -

, , i - - t - M H 

~m r.,.,,.«.«. IMT 
I l > ii-T" m* 

Click on the Letters Settings next and select 
your default letter size (A4 or US Letter) and 

ur 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. 

Vihat tvae of cte-: ere COJ eod'-ç' 

I 
*dd Mfw Client 

mtMmt 

Ust Mane 

, — p . . . . 

Type all the letters of the first and 
the last name if it's a fairly common 
name. If it's not common then just 
2 or 3 letters will do. Then click OK. 

The 'company' field is for 'clients' 
who pay you who are not patients. 
Don't worry about those for the time 
being. 

COMPASS checks the name you 
entered is not a duplicate. You'll get 
a message confirming it isn't. Click 
YES to enter this Client. 

<***(¿\ J»Mg» ONwwit OCMdT 

Enter the client's contact details at the Client Data screen 
including: 
Birthday, Sex, Address, Phone Numbers, Email etc. 

Tips: Tab from one field to the next or press enter after 
you've finished entering information and your cursor will 
jump to the next field automatically. 

These fields are customizable - you can use them for a 
2nd email address or website and for recording a client's1 

work or other situation. 

tlrat/Laat 

DOB. i^a I I I 
J U S 

^ i ' f r h w l 

ÇDfiJt 

Pptnufy Dratnp 
Paraît ! 

FamHy 

E 

•«ni Cliíntt 1 mfHamtílmak 
r icnt 

l} nam Clf 
Í •nil, 

Gvnvi 

K«c« (Uto-
QJtfcwlir/> 

Doirtj Wall 
f l Studtnti 

", •! i un -ut 

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. 

© 2006 Miranda Castro. All Rights Reserved COMPASS Help Manual: December 2008 ... Page 114 



:Step 3—New Appointment: 

Step 3: Schedule a New Appointment for your New Client! 

Annav 

1 1 1 
I D 2 1 Î B 

CMIMOftR)^ — d J t l 

1 - .1 Appl 

Go to Client Data and click the New 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. 
22-23-24 25-Z6 Z7 28 
29 30*31 

« JanwryM * 

M T W T FT S Si 
1 2 ' 

S ' « ' ? |8 s ' 
12 13 14"15 16 
IS 20*21 22 23 
26*27 26 » » 

3 A* 
ID* 11* 
17 IB 
2* 2E 
SI* 

febmarvcg 
M T W T h- S Sl 

1 
" ' 4 5 6 7 B 

You are now in 
the day view of 
the Calendar. 

Click on a date 
in the calendar 
(at right) to 
select it. 

9 5D AU 

10 09 AM 

11 33 AXI 

1209 PM 

1 53 PM 

: : : = ' • 

3 03 PM 

Scroll up and down the 
time bar (at left of 
screen) slowly - see how 
your cursor changes into 
a hand and backte a 
cursor as it rolls over the 
quarter hours. 

Click on a time in the 
Time Bar to select one -
and will be taken to the 
Edit Appointment screen 
with the 'start time' 
already entered. 

Select an end time & press the Enter key - you are taken automatically to the next field. 
pm (or am) and press Enter then select the Appointment Type and press Enter 

Select 

Wednesday—January 28, 2009 

E Wsdnawddy—Jdiauiiy 28 

I T i ^ l I t t .00 

[M] Anottv—ISelect > Type 

Flrrt/lMt 
P«r»nt n r f o 

TeleptuMM 
Number« 

PetcrtmiMi 

SK 
• 

;t*.-i a 

12 30 
\J -11 
1:00 
I 13 
l t30 
1949 
JOÛ 
3:13 
Z 3 0 

CamuUDAtetm Aftt. \ Du»fcat« 

Clkfc harm to waiact ÜU» Chml 

Lait Hamt, tftt Hama 

z: 

CWUMITV _1IL 

Click the green select button one time 
and all your client's data is entered in 
the fields under their appointment (at 
left). 

Click Done & the appointment will 
appear at the Client Data screen in the 
Next Appt. fields. 

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. 

Go to Client 
Data and 
click tne 
Treatment 
Summary tab. 
=1= 

:Client D#fe«rr^ 

y | SUHNAHT 
\ C A M 
) Norts 

v y NEWdiMt UnOúít Cj Parent OC 

finrfj'LaUl Ann«!, (Lr 

t rea tmen t Summary: Find Print 

CLJEMT 
D A T A 

T H I A I M I N I 
SUHMARV 

CASE 
NOTES 

kEHECY 
D f T A H 4 

L E T T 
S U N * 

A I I I I « V Cr««ng^ 

I ID 111M 

Click New Case Note 

r A s F NOTFS NUMMARY 

ype cf Appw 

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. 
Since this is a First Appointment the Response will be N/A. 

:Case Notes: 
C U E N T TREATMENT 

D A T A S U M M A R Y 

C A S E 
N i r f . 

Pr r,t A;.:,t[ Pnnt AH Appts [ Edrt MetiiüJ | Help 

t CASE | V I E W 2 / 4 i 
D E T A I L S A P P T S . 

If you don't see the 
selection you want in a 
menu then add it. 

• nurvMy 
JaniMPyt, 3004 

CASE | V I E W 2 / 4 i REMEDY 
DETAILS APPTS. DETAILS K E S E A R J C H BBWJ*^ I Fon»» I Gr.ph I 

Anna« Green^abell< DOB - ; r i ' i l i | I P | " 3 B | | 

l ' - - * [ ' - r * l 

Type of Appolntn^nt 

Acute Aopr O f c e 
Aajte Aaat: 3,-orie 
Badtoround N o t « 
Ckerî no:ts 
Daoisaon with cDleagje 
F.ill bet apats: Ph.Era 
= : : • . 
= -- -ire—u^iC^apTT] 
Balow L P Anot: Qffim 

I 
Pr«in l lng Cemplaiat/s 

' , . ..I > [ L a w » I | FullS^n—n JE**̂  K«vnocwj T I M U M B / K ^ I H * » 

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 
Data and 
click the 
Treatment 
Summary tab. 
=1= 

:Client C ^ f c r r ^ 
^ r T R i A T M P N T 

— ^ SUHNART 

V > NEWai*nt TïTraiTit 

\ CA*f 
J Hons 

Firalj'Lait Anraav Cr 

REMEDY DETAILS SUMMARY 1v F mWHmamh 0 
Oow ^ R » p w f d | ^ » « / C 

Click New Remedy 
^ 

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: F«nd P n n t Q j d i t M c f i o s ^ M,: ., 

C ó C U E N T 
DATA 

TREATMENT 
SUMMARY 

CASE 
NOTES 

REMEDY 
DETAILS 

Thumday 
J i n w a r v t r M O « 

REMEDY 
AUDITS 

HATERíA 
MEDICA INVENTORY 

l lama A n n a v (Lrmmi •***• "w*1 1 lp*r*ntv IO 2130 1 
m v.' << Fn»« l< •'••ev 

Oat« Pntancv O f » a 

HCKt > F^n . J y L l . t : ' . ' l uv , ' O i a l l l ^ , ' A A 3 

O O M t Oav» F o ™ . Catagory CnrnT*.™ 

[Jmn 8 , 2 0 0 0 

RymaJy Font-

3 
4 

["•rt 

I i - « L •.. O r a l » v a r n a 
D r o s - a . D r o s e r a a n g l l c a 
O ' O S . D r o » « r » ri itunrfit .- . l i -s 
O r y m . D r y m i * winta-H ^ i 
C i i t « b . D t t a b 
O o b - h , OuboHia h o p w o o d t 
O u b - m . D u b o I s M n n y o p o r o i d e s 
O u b i n . O u b o i ^ i n u r n 
O u b i n - a . Dubo-iainurt i a u l p h u . . . 
O u d - t . D u d l a y a dftnot* 

ViiWiThàrMiurm W *T 

z 
Ru\*i**aé D O M 3 

I I I» 
S h « k n Drup« SpotM Cl«%k 

a i • iiirilas CilaAt bat at I 

) UTTW |"Ä4l Sinwa¿~| 
O H M P H A R M A . M i a m i - 1 . 8 0 0 . 9 - 3 3 . 7 6 4 6 / 3 0 3 . 4 7 0 . 7 3 7 6 

I • iMp: / . . ,Qhmph»- iTl#. tQrTv' 

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. 

•>nn» 

CLIENT 
D A - A SUHHA 

^ ELETEQ 

¡Invoice Summary: SbowAil | 

TREATMENT 
SUMMARY 

INVOKE 
SUMMARY INVOICE 

DATA FS MY 

A M U « , - Craang 
ID 213 

Click on the Invoice Summary tab in Client Data, 
and click the New Invoice button. 
A new invoice will be created and you will be taken 
to the Invoice Data Entry screen. 

? 

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 
type field. 

: Invoice Data Entry: tind Pnnt Owe | Pn i * All ( I Edit Menus 

C L I I M I 
D A T A 

iNVOICt 
S U M M A R Y 

INVOICE 
DATA ENTRY I l B Q K i PAYMENTS 

DUE L IST 

Çg 
PftlttT 

ENVELOPE 

l-'a'rnt' 
Altltav Cnrnng+hmilm DOB 

\tü\iíM 

If the Product or Service 
/menu isn't to your 
satisfaction then click 
the Edit Menus button 
and fix it before making 
that selection. 

^•-«n« 

liwoir^DalWIlumb-r l»n &. 3<HH) i B j I J M s l fiucraunt Statin 

- • - I R S - | - H R E V I C T ol g M I NEXT > | L A S T >>] 

LT ~3 Paynr^nt Statu; \r>r t h n [nv. 
• Du« P« Iü M rit« OK : 

I M O T M C E D A T A EtmiY D A T A E N T R Y E X P A U M P 

Qtv •PrwhKt o« Sgrvict 

lint« tn 

r~"* ' -p'r ^ -̂—p'—fc— Rrm^dy Kit 
•a .MCJ Cat l ro ' t Comptât» Ramady Kit 
LAM SFLC Slorag« Room 
MISC Miscellaneous 
PH.AOM Administrat ive "nippnrt 
PILCAN Canc»ll«lK)n F « * for Miaavd Appoinfemviik 
PH-CNBCi|lj¿uÍ¿I.B¿¿' 
r-R.REF Fiflkod 
NT,AtCS AlCS 
H - . I - J . . I' 1 , , ^ I ' : -.k K, . - , . , ! ! . . . 

-:•. \ 

Payment 

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 uncheckthe tax box. 
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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. 

i,lK.v. .Ml I F.f>d T ^ ^ :Invoice Summary: 
f CLIENT Y 

DATA 
TREATMENT 
SUMMARY 

INVOICE bwotci SUMMARY D A T A E N T R Y STATEMENT D A Y R E P I 
Î 0 /C0 /9 

ttamc 
Parant» 

Carava nv 

Annav CrMMoalMl* L'U b 
In>l3i3fl 

ll 
Afraunt Statu« 

PAYMENTS 
DUE L IST 

t c i ip 

HEW Invoice 

Daca "ji .ufit Pj-.-rnant Dit« Ani^unc Du* Dua-Paid.'Wrtu Off Paymant Machad 

View] Ja T S : ? . : : : : :: : :; • -Ztr. A-lta Off | Check 

ViTlfy Infor marlon 
Pay the 'ul amount, JIM by Ctedc. 

Ta» < 6.355] »t 
Total 

•:*-.:* 

Anmunl Dua 

U 

Paymant Typ» Chack • f»»VTii«»rt An^unt 

1. At the Invoice Data 
'Entry Screen click the Pay 

n 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). 

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' 

TÍÜ^T^^üSS^ ^rtütPayrow* : Payments Due List; 
C L I I N T 
DATA 

TNVOICI Y iNVOtCf 
SUMMARY DATA ENTRY 

PAYMENTS 
DUE: L I S T 

P A Y M I H I ' I I P A T M I W I S I 
DUE: H I L L | D w : P A R J | 

f¿*™íl" I P-u« Lm REPORTS 

V I * . 

FirjT Last Nim* on Car4 CptJt Card ilvmber E«pir) ZIP '/cod* Inv Daw I AnA Qyt Pnf Hwtw^l Wfrwal 

A^ftTrGwifaihali \ i : . I T • . : : . : • . : . . . 

IQOJWJ 

The payment status will be 
'Paid' instead of'Due' 

Payr 
I «CK 

Paymont Statut for thu Inv. 
D u * Paid Wri ta 

tr this Inv. 
W r í t a O f f | 

: Invoice Data Entry: '""' -Lg^ 

] CLIEMT 
DATA 

INVOICE 
SUMMARY 

I N V O K E 
D A T A ENTRY ¡MM 

r Nam« Annav Greenjab«l l« DOB 

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. 

lnitnictia*i ta C 
Dea»* * r r * v 

•^A 

VfeUf laitiÉdv; Dulcanwa 30Z 
YcuII be at « tc purchase it from: This Pliarmairy 

[f lrc- i the disease ccrdtor listed on the label -
tt'l • lí^al raqui B I I H I ^ «nd may h«v* ncthing ;ç 
de «ill', ycu' tymtttiriA. 

Take two do»» oko^eshc: one at bedtiaie era 
ore th« folowing mcrnrg. Only tno doses. Oo 
NOT taken any mere dcvei i e do not Mta it 
iw<a daily. 

Cr« doje 
Mow} 

•1-6 piules ísee aridiocrval directiari 

Pl*a** 9*1 ^i W M I * mth m« by • « • i l 0^ the** 
about 4 M*ak£ ittr you hau* tafean it far a half 
hcu- fcilcw up Bcporcment. If you have had ro 
resporse A'hatscis'er i ^«eks otter you ; B 1 « rt 
please tat ma hxiow, 

FLEASÊ k**p nenas at any nasporaas > and th« 
dates th«. occur. That irfoTiariir ,•.ii --elp me 

Lc—»: [' 

OHIAgaUgJUA Miami • 1.83D »33 ?taS 303.47D.7Î7» 
nhc. fi.-i^stiana*.»,!! 
MUMMnAfti Labsi 9$S 427 6422 iMtUUCnHnMM.tflDn 
Hamaopaths- Cvai-iighti 100 i A H I C i 30 - j/Hti. 

n£.Ti.«fii»taïe.ïacri6-"ttASW Kac 37* 4 1 0 } 
hatural HathH SueCv S*B 6$9 :60B - iMn, 
AÍtÍ\e.1!Mli*»¡hi.JiSf3!. 

( l •^r*d^ S c u - r « . ET" t i l 3 131 . • S . T I » . î J . I S M : ( » , : B ' X I 

sVaiS^jtö^ Henaepathic CvedutUi BOC 336 l699jmtk 
ilKnT.*RCMltbBimlHMSUI? 
Maltîx i -om««pati ic Fh j^ r r .a r . • UK. 
OL: 44 1 1 » 3 » 3 » (tfm) IS-SI 337234 |l„« paria»-
6:i.'.4il fr:A.vZ!\ti]ùtriA.uk. 
•.,»;.i.'.» ..•::...:.%..it:,^. v.-. 

MninwNM UKI 911 ** friim 33*3*3 
ilh Dry Daaa 

Atijii WatÇTMtjOwa 
Aiblh 1 < li 

t í P l l CM*_W*_ 

Aiiti|-.ir>.l II 
-..: m - , M-. mg-. 

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 

R í W O V y L E T T E » y P R I N T ^ ' L e t t e r s S u m m a r y : r REHfOV ] LiTTFRS í 
DETAILS [ SUMMARY j j 

> CMd I O — I h h w I Qnwt tut | A« | I j r 

f l U N I 
DATA 

TK(ArM|«r 
SUHMART 

SlHCLE 
lETTEH/FMA]! 

Click on the yellow Letters 
Summary tab in Client Data 
and then Click New Letter or 
Email and select Email when 
asked. 

W w w A m w v Cr—nM»bcllc 
P^rantk 

: Select an EMAIL Template: 

H t W L » t t » r o r E i n a i l MoUd you toe to 3-wto a le^v emal cr e tw for th* dent» 

Cinzei | I*»(TLM£Bí.J^) 
CUENT 
DAfA 

SIHCLE ï S f ^ T „ A N ' EmTA f l MAILIMLS I E««l | lumMt I Sl 

r i i r . ; C/-1 the Cd* a Template tat (above) to itna 

i...^i to P»-«« 

| TtHHATl I j ga>i»ta¥»a Qiftca - Haw O a t Lana» 

Click Blank Email/Adult Email and write one! 
Then print it out. 

You can 'copy' information - like your patient's 
next appt and paste it into the letter. 

zAdult Emsil: 

'•'•"-•• 

^ ^ : 

: • • » • J - - • • « • -

M « « n N f t A p t m g " V f^4 ftr^ t « * « F " * l " » » ^ to M " * « T » ! K » * » «* ^ V W * V * 
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Fill out the Letter 
Description and Note 
fields so you have an 
accurate record on 
file. 

/The menus works a 
'little differently -
start typing and it 
will recognize a word 
or phrase you've 
typed before. Or not! 

' "a^P" ! . H 
Having mastered a blank email - why don't you Change the Template next. Clickttrat.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 

1 ^ 1 ' Daily Log. Go to Client Data and click on 
Log (bottom button) and select Today. 
You'll see your new client there with the correct date (today's) under 
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. 

K«M« A'IA*V O 

TitAomt ] I W f T i A l a ü d 

TO Dos | HawAcUonj Claar 

D.lm 

Tracker. Click New Track and a note 
about following up with this client. Add a 
due date if relevant. Now click the 
Tracker tab and find it (Clue: click the 
Find all Clients with follow up notes 
button). 

To Dos. Click New Action and select a 
priority etc. Click the To Dos tab to view 
it in a list! 

LLiinr 
DAT» 

;Cl ient Photo A l b u m ; 

l lmwtl raim llHIrt»! 

Client Photo. Go to 
client data and click 
on the photo album 
of your new client. 

Click Insert, locate a 
jpg on your hard 
drive and insert. Now 
delete it and insert 
another. Give them 
titles and dates. 

:Addr«s Book: | Show A» | Find 
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Address Book 
I Go to your Address Book (top right tab in Client Data) 

and enter yourself. Type in your names, address, phone 
numbers & email/web address etc. 
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You can put your driving license number and other 
important numbers in the Important Numbers fields. If 
you don't like the labels on those fields you can change 
them ... click on the Settings tab (bottom right) and 
rename any or all of them. 

Now click the copy button next to Contact Info and 
paste it into an email in another program. See how easy 
it is to share information - to make a referral for 
example. 

Now put a photo of yourself in your own Photo Album in 
the address book. 

Give yourself a Task - a project and make it time 
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 whole picture of the remedy can be understood th'-ouo»' a study of all the prevings. The 
substance n thoroughly proved when no new symptoms are seen 

Click on the icon to select another random aphorism 

S 

135. The whde picture of the cemedy can be understood tfifouo" i 
ÓRGANO* j A ¡ I M I T I I ' »ubstaree is thoroughly proved when no new symptoms are seen 

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 

iHarvwnanni Organon 
£ tumñ v.. 0 

ST This is an incomparable study tool for students and practitioners 

Acknowledgments: Thanks to Wenda O'Reilly for the 
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 
Great Cacapon 
WV 25422 
USA 

CONTACT US 
http://www.compass4us.com/contact.htm 
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