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Ocelot Practice Management System — Quick Start User Guide

System Requirements
Windows XP or later
Screen resolution 1024 x 768 or above

Installation

Ocelot Practice Management System is a Microsoft Access® runtime installation designed for use on
Windows XP® systems. The system will run on Windows 2000® with service pack 3 but there may be
some issues, Windows XP® is the supported platform. The system will run as a stand alone runtime
version without Microsoft Office® and or Access® installed. The installation should commence
automatically after inserting the CD. If not please navigate to CD ROM Drive and double click

OcelotSetup.exe to start.
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Follow the on screen prompts for a typical installation.

5 Setup - Ocelot PMS

o0&

Welcome to the Ocelot PMS Setup
Wizard
This will install Dcelot PMS on your computer.

It iz recommended that you close all other applications befare
continuing.

Click Next ta continue, or Cancel to exit Setup.

5 Setup - Ocelot PMS

o0&

License Agreement
Please read the following important information befare continuing.

Pleaze read the following License Agreement. ou must accept the terms of this
agreement before continuing with the: installation.

Licence ™

This software, meaning the Ocelot Practice Management System
ternains the property of Opticare Pty Ltd. It may not be copied, re
engineered or used for any other purpose.  You are granted a single
licence for one computer for private or cormmercial use only, subject

to the current terms and conditions as agreed to with Opticare.

The terms and conditions, including payments, are subject to

change i)

(®) | accept the agreement

(| do not accept the agreement

< Back H Mest » I[ Cancel

e Setup - Ocelot PMS Elil@

Select Components
Which components should be installed?

Select the components pou want to install; clear the components you do not want to
install. Click Next when pou are ready to continue.

Dcelot Deskiop

< Back H Mest » I[ Cancel

T’aZ! Setup - Ocelot PMS Elil@

Select Additional Tasks ﬁ
B
B

Which additional tasks should be performed?
Select the additional tasks you would lilke Setup to perform while instaling Ocelot PMS,
then click Next

Additional icons:

Create a desktop icon

< Back H Mest » I[ Cancel I
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5 Setup - Ocelot PMS

Ready to Install
Setup is now ready to begin instaling Ocelat PMS on paur computer.

Click Install to continue with the installation, or click Back if you want to review or
change any settings.

'S etup type:
Ocelot Metwork Client

Selected companents:
(Ocelot Client
Ocelot Runtime Enviomment

| Additional tasks:
Additional icons:
Create a desktop icon

o0&

[ < Back H Iristall I[ Cancel

l

5 Setup - Ocelot PMS

o0&

Installing
Please wait while Setup installs Ocelat PMS on pour computer,

Etracting files...
C:\Ocelot R TAWACCESSRT.CAR

Cancel

An Access Runtime Setup program starts automatically if the system didn't have it installed. Click Install

button to continue.

i% Microsoft Office Access 2003 Runtime Setup
Microsoft Dffice Access 2003 Runtime

SURIMary
Setup is ready to begin installing and will perform the Following kasks:

- Install the following Microsoft Office 2003 applications
(=3 Access Runtime (Run From My Camputer)

Space Required98 MB
Space Available52 GE

« Back ] [ Install Cancel

J |

i% Microsoft Office Access 2003 Runtime Setup
Microsoft Dffice Access 2003 Runtime

Mow Installing Access Runtime:

Installation Progress:

Current Action:

Cancel

i Microsoft

fice Access 2003 Runtime Setup
Microsoft Dffice Access 2003 Runtime

Setup Completed

Microsoft OFfice Access 2003 Runtime Setup has completed successFully,

There may be additional components or security updates available online. Check the box
below ko wisit the Office site in your browser after Setup is finished.,

[[]check the Web For updates and additional downloads

5 Setup - Ocelot PMS

=

Completing the Ocelot PMS Setup
Wizard

Setup has finished instaling Dcelot PMS on your computer. The
application may be launched by selecting the installed icons.

Click Finish ta exit Setup.

View the User Guide
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Start Up

Double click the Ocelot icon from the Desktop.

Microsoft Office Access

j Security Warning: Unsafe expressions are not blocked.
L3

Do you wank ko block unsafe expressions?

[ Yes ] l Mo ] [ Help |

Click the No button. Then comes a warning message to ask if you want to open the file or not. Click the
Yes button.

Microsoft Office Access

Security Warning: Unsafe expressions are not blocked.

To block unsafe expressions, Microsoft Jet 4.0 Service Pack 8 or later must be installed. To get the latest version of
! :\ Jet 4.0, go ko http:fjwindowsupdate, microsoft.com.

'Ci\Program Files\OcelotPMSyOcelot.mdb' may not be safe to open if it contains expressions that were intended to
harm wour computer. Do you want to open this file?

[ Hide Help << ] [ Open in Help Window

Microsoft Jet 4.0 Service Pack 8 or later must be installed to block unsafe expressions without
affecting common functionality.

The latest Microsoft Jet 4.0 service pack is available from Windows Update.

To block unsafe expressions, see the About Microsoft Jet Expression Service sandbox mode
Help topic, which is available from the link at the bottorm of this topic,

£

Click Open to continue starting the program.

Opening "C:\Program FilesiOcelotPMS| Ocelot. mdb"

This file may not be safe if it contains code that was intended to harm your
computer,
Do vou wankt bo open this file or cancel the operation?

Cancel ] [ ] [ Iore Info
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The start up screen appears, click Start Ocelot to commence using the system.

OPTiCARE

YOUR PARTNER IN ODPTICS

Opticare Pty Ltd
118 Adderley St Auburn NSW 2144
PH: 02 9748 8777 Fax: 02 9748 8666

Run 3 times. Start Ocelot}

The first screen that appears after starting the system is the main Practice Management Screen. From
here you can navigate to all areas of the system by clicking the appropriate buttons.

i@' Ocelot £

TRIAL YERSION! 21 DAYS LEFT.

SET UP FORMS

Invoice tems
Cash Sale ltems

Patient Forms
Cash Sales
Reports

Practice Management System

Close Ocelot

Yersion 1 June 2003

Before beginning to use the system some basic set up is required, this includes setting up invoice items,
cash sales, practice details and a few other items. The procedures for this are detailed on the following
pages.
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Invoice Items
Next click on the Invoice Items button to open the Invoice Iltems form.
JF!@' Ocelot 23 T

ﬁh‘ Invoice ltems E@
Invoice Iltems

Search Stock

temCode [10900 I [~]

ltem Description |1[]g[m

HFttemNe 10900 = Edit HF ftem Codes

Group |r.1|sc [+] Edit Group
Sell Price £3.35

Exempt GST W

GST Amt 0.00

Notes ‘

Add Hew

S Edit Cloze Form
Invoice Item

Undo ‘ Delete ‘ L] ‘ 4 ‘ » | M ‘

SO T JURE J003 |

You will find a few example items already entered, you can either delete these or change the details to
suit your own requirements.

To add new items click the Add New Invoice Item button. Enter all the required details. You can scan
a barcode label as the ltem Code enabling you to scan for the same item when invoicing later. Allocate
your item to a group for later reports. (You can also click on the Edit Group or HF Item Code button to check
and edit details of Groups or Health Fund item numbers). IMPORTANT — When entering the Sell Price the
GST amount will be calculated based on the GST Rate set in the Practice Detail form; or you can change
the GST amount manually; tick Exempt GST if GST doesn’t apply. The data entered here is called for the
invoicing details in Patient Billing.

The Search Stock field is a drop down field that allows you to scroll the entered items and select an item.
You can also scan a barcode label instead or enter the code allocated to the item.

NB: When you see the record navigation buttons at the bottom of the form you can use it to scroll records
but do not use it to create a new record, always use the “Add New (Type of record) ” bar at the top of the
form.

The functions are detailed below.

First Record |E Previous Record E] Next Record [I] Last record [E

The Menu and Toolbar £ Eile  Edit (R T T

The Print Icon button
j Page 5 of 25
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Cash Sale Items

User Guide

Next click on the Cash Sale Items button to open the Cash Sale Items form.

4% Cash Sale tems

i
@
N

Cash Sale ltems

Search Cash 5ales ltems

temCode [MISC I

]

tem Description  [\M|SCELLANEOUS

Sell Price 0.00

Exempt GST |V

GST Amt: 000

Motes ‘

Add New Cash
Undo Delete H 4 3 4] S ale ltem

‘ Edit ‘ Close Form

You will find a miscellaneous item already entered, you can either delete it or change the details to suit

your own requirements.

To add new items click the Add New Cash Sales Item button. Enter all the required details. If GST is
applicable — untick the Exempt GST box. You can scan a barcode label as the Iltem Code enabling you
to scan for the same item when invoicing later. The data entered here is called for the Cash Sales Billing.

Practice Details

Enter your practice and any additional payment details and if necessary edit discount details. The GST
Rate is the default rate to calculate GST amount when you change Sell Price for Invoice ltems. Tab off

each field to save the data when changed.

i@‘ PractDet : Form @
PRACTICE DETAILS
— - : | Payment Types Discounts
i |Ocelot Trial Version 3 Payment Method DiscountRate
| |CASH 5%,
i | |Cheque | 10%
street: [118 Adderley St [ credt cara — 15U/:
Suburb: ‘Auhurn [ IR0 | %
e T | |HICAPS 1 250/0
:[nsw ode: [2144 | |uEDICARE i 3Uf'
Phone: [0z 9748 8777 3 14 0%
ABN: |78 841 263 426 Enter Payment Types above. Input discount rates.
. This data will be recalled in the
ProviderNo: |0395012A Biling Details module. Payment
Types can also be used for Set GST Rate ‘lﬂm
refunds and to identify third
party payers.
SYDNEY: TEL (02) 9748 8777 BRISBANE: TEL (07) 3630 2366
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System

System consists of four configuration screens as detailed below.

1. For Staff ID's which will be selected in your forms.

2. Is for the Optilink folder location (for Optilink users only).

3. Is for referring practitioners which will be selected for referrals.

4. s forinitiating the registration process.

:@' SysConfig @ & SysConfig @
| System Configuration | | System Configuration |
Vglgﬁﬁz‘(}plrilink jvrliéferriingiPVract-iiioner ‘About ) liﬁt;f{ Optilini( fil;fe?riﬁﬁtitioner "jbm
Staff ID  Enter staff details below, this data will be used to allocate Optometrist and
Dispenser ID's in the Consultation and Dispensing modules Optilink program folder
StaffiD subform ‘ | |
First Name Last Name Username Title
| b |Rod Mcintyre RM Support M
| * |
Browse
DB Version: 3.90202 DB Version: 3.90202
iSave Changes Close Form Save Changes I Close Form ‘
#¥ SysConfig (=] #¥ SysConfig (=]
| System Configuration | | System Configuration |
[ Staff_| Optilink| Referring Practitioner | About| [ Staff_| Optilink | Referring Pracitioner | About |
UNREGISTERED
{Reqister,
DB Version: 3.90202 DB Version: 3.90202
Save Changes Close Form Save Changes Close Form

Clicking the About tab accesses the registration form. After arranging registration you click the register
button to complete the process and enter your licence key. NB: Offsite registrations need to be
arranged by appointment — Phone Rod Mcintyre on 0413 701 211 to arrange a time.

#* Ocelot Registration Form

Practice Name:
Software Key: 1577114287

Registration Key: |

Ocelot Registration Form

Your Practice Name

X3

Register Close Form

SYDNEY: TEL (02) 9748 8777
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Shortcut Key Commands and Printing information

Shortcut Key Commands

Some users prefer to use “Shortcut Key” commands instead of a mouse. With Ocelot, Shortcut Keys are
available in most modules. To use a Shortcut Key you hold the Alf key while pressing the underlined
character, this performs the same function as clicking on the command button with the mouse.

In the Patient Card module (shown below) Alt + N is the same as clicking the Add New Patient
command button. Alf + R is the same as clicking the Rx PAD command button etc. If you take note of
the underlined characters on each form you can use them as Shortcut Keys.

#2 Patients = | S
BXD T DATE 271272006 [E| PATIENT CARD
Patient Search:
Name ‘Mr |Rud |Mc|ntyre ‘
Street [118 Adderley 5t Medicare No | Sex |M
Suburd [Aubum DOB [4/05/19567 el ©
State [NSW PCode [2144 10900 Recall |14/04/2009 Rx PAD
Phone 1 |02 9748 8777 2 [0413701 211 Other Recall [18/06/2009
CONSULTATION
Health Fund |MBEF
) - ) CONTACT LENS
Email |rod@0pt|care.com.au Misc
INVOICE
Motes History: -
REFERRALS
pntPucard | Pantan | W | <[ M Add New Patient Edit | CloseFom |
Mumber of Patients 1

Form Printing Information

Patients:
Print Px Card - If your printer is setup to print 6x4 index cards

Print All — Prints the patient details. The printout is set to A4 paper.

RxPad
Print Jobcard - Prints the jobcard form. The printout is set to A5 paper.

Consult
Print Detail - Prints the patient consultation details. The printout is set to A5 paper.

Print Rx - Prints the prescription details for the patient. The printout is set to A5 paper.

Contact Lens
Print CL Order - Prints the contact lens order. The printout is set to A5 paper.

Print CL Rx - Prints the Contact Lens prescription details. The printout is set to A5 paper.

Invoice
Print Invoice - Prints the Invoice/receipt. The Printout is set to A5 paper.

Print Receipt - Prints the receipts for part payments for lay-by, deposits etc. The printouts are set to A5
paper.

Cash Sale
Print Receipt - Prints the cash sale receipt. The printouts are set to A5 paper.
Page 8 of 25
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Report Printing Information

Payments Received By Type - The printout is set to A4 paper.

Payments Received Summary - The printout is set to A4 paper.

Sales Summary - The printout is set to A4 paper.

Sales By Item - The printout is set to A4 paper.

Banking Summary with Payment Type - The printout is set to A4 paper.
Cash Sales Summary - The printout is set to A4 paper

Cash Sales Banking Summary - The printout is set to A4 paper
Outstanding Balances - The printout is set to A4 paper

Process 10900 Recall Letters - The printout can be set to A4 or A5 paper.

10900 Recall Labels — The printout is set to Avery J8160 63.5mm x 38.1mm labels — A4 Sheets.

Process Other Recalls - The printout can be set to A4 or A5 paper.
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Using Ocelot PMS

From the Practice Management Screen main screen click the Patient Forms button. The Patients Form
will open, here you can enter the patient details and recall date. Most work will be done from the Patient
Card from which you can navigate to the Rx Pad, Consultation, Contact Lens, Invoice (Patient Billing) and

Referrals forms.

& Ocelot

TRIAL VERSION! 21 DAYS LEFT.

SET UP FORM'S

Invoice ltems ~ X X ‘
L] \ =
s | A
B s
—=1 Ocelot

Practice Management System

Patient Forms
Cash Sales
Reports

Close Ocelot

Wersion 1.June 2003

# Patens =l
P e z1ze0s PATIENT CARD
Patient Search:
Name |Mr ‘Rud ‘M:Imyve [
Sireel [118 Adderley St Medicare No [ Sex M
Suburh [Aubum DOB [4/061%7 ne [ @

State [NSW BCode (2144 10900 Recall
Phone 1 |0237488777 2 |0413701 211 Oher Recall

14/04/2009
19/0672009

Health Fund [MBF

Email [1ad @apticare.cam.au disc [
Notes History

Bx PAD
CONSULTATION
CONTACT LENS

INVOICE

Add New Patient

Print Px Card Print All ﬂ j j ﬂ

Edit

REFERRALS

(A

‘ Close Form |

Number of Patients 1

To enter a new patient click the Add New Patient button, the date will automatically default to the current
date, this can be edited if required. Enter the required details in the patient’s card and click the Update
button to save the data, if you need to edit the data at a later date you will need to click the Edit button to
go into edit mode, then update again to save the changes. Note that the date for the 10900 Recall field
After updating the data you can navigate direct to
any of the other forms to continue entering the patient’s information. When you have many records
entered you can enter a patients surname in the Patient Search field then double click on the required

should be two years from the last consultation date.

patient to select them and open their

form.

Print Px Card - If your printer is setup to print 6x4 index cards you have the option of printing a card with

the basic patient detail.

Print All — Prints all patient detail to an A4 page.

Below are the other forms accessed from the patient card, we will cover each one on the following pages.

& Consulation

[=lEEs

P01 Mr Rod Mclntyre

CONSULTATION

Date B open [=] ConsuTye |

ViewBy Date |

ORIFCTIVE Rx
PRISM DETAILS

.. N N O | | I | N I
L I | O — — — |

SUBJECTIVE Rx.
PH_ CYL AXIS VA ADD ¢ PRISM DETAILS

el T T 0T [ BT &

L I N | | _—
e Give Ry

G I I |

L - | I I |

ommerts Othet lems.

Observation

Ophthalmos:

——

=] RuiD: [fButohumber

E—

copy

DISPENSE c
Reading | Frog/Bifocal

Distan

Number of CL Consults 0

E
B

& Comments
iR | PintDetail Wl | | i w Consilaton) | Close Fom
Number of Consultaions 0
# Patie| & Contact Lens [SlEEs] ==
pa| P01 Mr Rod Melntyre CONTACTLENS |
o | reoste [ 00672008 ] optom: <] vewsyDae [] CLRs D [fEtohunber
OVER REFRACTION Given
8 SPH o AXS ADD VA SPH o AXS ADD BASE DIA
sff R G
| |- — D {—— |
eng der
i d
d
T O R I losoFomn |
Prir U

@ Rapsd =)
o 1 Mr Rod Mclntyre Rx PAD
L | — ViewsyDate [ [<] RuD: | EI
SPH O AS ADD HI PD NPD < Prembebks
R - | Consult RXType:
(| O | O O | O — |
Reference: Date Ordered Date Required
T I I B
EYE DBL Depth Widest FifType Eyes Rx Quote
Item 1. 0.00
Lens Tupe o]
[ Item 2: j [ 000!
Frame Details ltem 3 j 0.00
[ ltem4: [=] I oo0.
Special instructions O —
Item 6: j [ 000
prntauote | create invoice | Tomu 0.00)
print Jobcard optiinic wl < v m Add lew Rx Card Close Form
NumberofRx 0
@ Patients e i
20 || MrRod Melntyre PXD 1 PATIENTBILLING RD
118 Adderley St Aubum NSW 2144
Nanj
INVOICE 0o [T006720 ] s [T
— StidtemCode | ftem [Hritem | Price | Disc | GST | SeliPrice]
Subul »[10900 10900 10900 5335 0% 0.00 53.35)
= CRSVP CR Single Vision Lens -Pair 212 4950 0% | 000 4850
Phone|
10N
Inveics Total
[ o S
Em|
No PAYMENTS Notes Total Paid
[ Paymenttyps | Paymentbate | Amt [0 [ [ s
DERS Towsr008 —fes|
MEDICARE 10062009 35.00 Balarcs Due
Cheque 10062009 5000 [ oo s
................ Wl | | m ew Invoice i jose Form
Print / Print Beceipt | Print I Add New | Edit Cle -
Numper| | Number ofinvoices 0
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Rx PAD

To navigate to the Rx PAD click the Rx PAD button on the Patient Card. After navigating to the Rx PAD
form from the Patient Card it will open the form belonging to the patient. If this is the first Rx PAD entry
for the patient the fields will be blank awaiting new details (eg. RxID: (AutoNumber)), if it is not the first
entry the details of the last Rx will be shown.

Click the Add New Rx Card button to create a new Rx record. The date will automatically default to the
current date, this can be edited if required, you must select Disp By (dispensed by), and an RxID will be
automatically allocated. You can then enter the rest of the required information — simple tab (or click) and
type.

& rupod [l ) |
FXD 1 Mr Rod Mcintyre Rx PAD
Date DispBy - View By Date - RaD: | SR
SPH CYL AIS ADD HT PD NPD <——— PrismDetails
R : EI Consult RXType:
] N | O O O |
Reference: Date Ordered Date Required
\ \ |
EYE DBL Depth Widest FitType Eyes Rx Quote
\ = | =
tem 1: | E [ 000
Lens Type
| ltem 2 | [=] [ 000
Frame Details ltem 3: | |Z| | o000
| ltem 4: | E 000
Special Instructions ltem 5: | IZ| [ 000
Item 6: | E [ 000
Print Quote | Create Invoice | JOTAL:
Print Jobcard Optilink I L] 4 » L] Add New Rx Card Close Form
NumberofRx 0

If you already have an Rx PAD record entered you click the Add New Rx Card button to create a new Rx
record.

You can view Rx PAD forms by the date entered by selecting the View By Date drop down field and
selecting the required date.

You can also enter details to provide a quotation for the job and print the quote if required. These details
can be used to automatically create an invoice if desired by clicking the Create Invoice button.

Always update any entries and changes with the Update button. Editing is the same process as detailed
for Patients.

Selecting Print Jobcard previews the jobcard form, if you are happy with the detail you can then print the
form by clicking the print icon on the toolbar (or selecting File — Print from the File menu) for forwarding to
the laboratory or processing internally. NB: The printout is set to A5 paper.

Selecting Optilink transfers job data to Optilink.
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CONSULTATION

To navigate to the CONSULTATION form click the CONSULTATION button on the PATIENT CARD.
After navigating to the CONSULTATION form from the PATIENT CARD it will open the form belonging to
the patient. If this is the first consultation entry for the patient the fields will be blank awaiting new details,
if not the details of the last consultation will be shown.

Click the Add New Consultation button to create a new Consultation record. The date will automatically
default to the current date, this can be edited if required, you must select Optom and a consultation RxID
will be automatically allocated. You can then enter the rest of the required information — simple tab (or
click) and type.

#* Consultation o[ 3]
PD 1 Mr Rod Mcintyre CONSULTATION
Date Optarn : ConsultType “iew By Dale |z| RulD: |[AumNumher:
OBJECTIVE Rx SHEE
S5PH CYL AXIS VA ADD ¢ PRISM DETAILS - > DPD NPD

3| N | N | O O P | | .
B W i 8 Gl | lwmlff § |

SUBJECTIVE Rx Observations
SPH CYL AXIS VA  ADD (e PRISH DETAILS -—---- >

| P | | =] -
% o ]l Tt = —
GIVEN Rx w Ophthalmescopy

3 W T BT &
| - I

DISPENSE Comments Cither Items

Distance ‘ Reading I Plungifucal|

Rx Comments

L 4 L H {Add New Consultation Close Form

Print Rx | Print Detail

Number of Consultations 0

If you already have a consultation record entered you click the Add New Consultation button to create a
new consultation record.

You can enter an OBJECTIVE Rx if required, the PD detail then do a subjective Rx. After entering a
SUBJECTIVE Rx it can be transferred to the GIVEN Rx by clicking the Give Rx button, any details

requiring alteration can then be made in the GIVEN Rx fields. After updating the data the GIVEN Rx
details can be transferred to the Rx PAD as distance and/or reading or multifocal.

Always update any entries and changes with the Edit/Update button.

Print Detail - previews the patient consult details print prior to printing a hardcopy record if required. If
you are happy with the detail you can then print the form by clicking the print icon (or selecting File — Print
from the File menu). NB: The printout is set to A5 paper.

Print Rx - previews the prescription details print for issuing to the patient. This print includes the Rx

comments. If you are happy with the detail you can then print the form by clicking the print icon (or
selecting File — Print from the File menu). NB: The printout is set to A5 paper.
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L-"El Consultation for Mr Red Mcntyre on 10-02-2009

OBJECTIVE Rx

SUBJECTIVE Rx
SPH CYL AXIS VA ADD (-

GIVEN Rx

DISPENSE

Rx Comments

|

Date 10/02/2009 Optom: Consult Type

SPH CYL AXIS WA ADD < PRISH DETAILS
) e = S Y O I = I — = =
" e —— T T

Comnmefits

PRISM DETAILS
R [+11.00 = =]
Lo =T &

--------- > DPD NPD

I Y = I
X I S T N -

== ==

RxD: 7

Spmptoms

Observations

Ophthalmoscopy

Other lterns

Capy to New | Cicss Foun] |

You can view consultation forms (will open in another screen) by the date entered by selecting the View
By Date drop down field and selecting the required date. You can create a new consultation by click
Copy To New button. It will copy Subjective RX and Given RX information across.
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CONTACT LENS

You can navigate to the CONTACT LENS form from the PATIENT CARD or directly from the
CONSULTATION form, it will open the form belonging to the patient. The CONTACT LENS form is a
combined consultation and dispensing form CL Rx / DISP. If this is the first consultation entry for the
patient the fields will be blank awaiting new details, if not the details of the last consultation will be shown.

Click the Add New CL Consultation button to create a new CL Consultation record. The date will
automatically default to the current date, this can be edited if required, you must select Optom and a
consultation CL RxID will be automatically allocated. You can then enter the rest of the required
information — simple tab (or click) and type.

i
3@' Patie fa Contact Lens =n| E'_@ .}El =]
Pyl P01 Mr Fod Mclintyre CONTACT LENS D

N RoDate: 10/06/2009 Optom: | : Wiew By Date ; CLE=ID: |[AutoMumber)
OVER REFRACTION GIVEN
= SPH CYL AXIS ADD VA SPH CYL AXIS ADD BASE DA
sul R | [ [ R | | | |
g L | [ | L | | | | J
Phol CL Order Details ﬂ
DateCrd DateReq DizpBy:
Notes | | EI ﬂ
H
5] Lens Type Description J
il |
L |
- i
Print CL Bx | Print CLOrder| W ‘ 4 ‘ 3 ‘ M | e ‘ Close Form
Prin| m
- Number of CL Consults 0
Numb

If you already have a consultation record entered you click the Add New CL Consultation button to
create a new consultation record.

You can view consultation forms by the date entered by selecting the View By Date drop down field and
selecting the required date.

After entering OVER REFRACTION details they can be transferred to the GIVEN details by clicking the
Give Rx button, any details requiring alteration can then be made in the GIVEN fields

Always update any entries and changes with the Edit/Update button.
Selecting Print CL Order previews the contact lens order. If you are happy with the detail you can then

print the form by clicking the print icon (or selecting File — Print from the File menu). The form can then be
faxed to your supplier. NB: The printout is set to A5 paper.

Selecting Print CL Rx previews the prescription details print for issuing to the patient. If you are happy
with the detail you can then print the form by clicking the print icon (or selecting File — Print from the File
menu). NB: The printout is set to A5 paper.
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PATIENT BILLING

To navigate to the PATIENT BILLING form click the INVOICE button on the PATIENT CARD. After
navigating to the PATIENT BILLING form from the PATIENT CARD it will open the form belonging to the
patient. If this is the first billing entry for the patient the fields will be blank awaiting new details, if not the
details of the billing entry will be shown.

Click the Add New Invoice button to create a new Invoice record. The date will automatically default to
the current date, this can be edited if required, and an InvoicelD will be automatically allocated. You can
then enter the rest of the required information — simple tab (or click) and type.

# Patients| Invoice ===
PXID Mr Rod Mclintyre FxiD 1 PATIENT BILLING ARD
118 Adderley 5t Auburn MSW 2144
Nanj =
INVOICE Date 1D.-"DB.-"2DDS IrwaicelD: |1
=i StkitemCode | ltem | HFitem | Price | Disc | GST [ SellPrice
Subu L 10900 10900 10900 53.35 0% 0.00 53.35
Siaf | |CRSVP CR Single Vision Lens - Pair | 212 48.50 0% 0.00 43.50
Phone
10N
Irwvaice Taotal
101.85 ENS
Em)
No PAYMENTS Hotes Tatal Paid
o PaymentType | PaymentDate | Amt | - | mes
| M |EFTPOS 10/06/2009 16.85 |
| |MEDICARE 10/06/2009 35.00 Balance Due
| _|Cheque 10/06/2009 50.00 0.00 LS
z Print Beceipt | Print Invoice | L] | 4 | » | M | Add New Invoice Edit | Close Form |
FPrint A orm
ETabe Number of Invoices 0

The invoice area allows you to choose sale items from a drop down combo in the Stock Item field, you
can either select from the drop down or enter the stock ID code or scan from a barcode label. Barcode
labels will only work if you have scanned the barcode into the ltem Code field when entering invoice
items.

All fields can be edited and the GST will be automatically recalculated if required. Invoices can also be
deleted via the file menu.

Always update any entries and changes with the Edit/Update button.

Print Invoice

Selecting Print Invoice previews the Invoice/receipt. If you are happy with the detail you can then print
the form by clicking the print icon (or selecting File — Print from the File menu).

NB: The printouts are set to A5 paper.

Print Receipt

The print receipt function allows for receipting part payments for lay-by, deposits etc. The
Invoice/Receipt can be printed after full payment has been received.

Selecting Print Receipt previews the receipt. If you are happy with the detail you can then print the form

by clicking the print icon (or selecting File — Print from the File menu).
NB: The printouts are set to A5 paper.
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CASH SALES
The CASH SALES form is accessed from the main screen by clicking the Cash Sales button.

#* Cash Sales ==
; - CASH SALES
Ocelot Trial Version R T e
Phone: 02 9748 8777
Providerdo 03950124
Date: Receipt No: 3
StkitemCode | ltem Description | LineTotal [ NO GST| GST
b (MISC MISCELLANEOUS 5000 M 0.00
| # | 0.00, [
Record: (14 1 [ |[rn]r] of 1
Payments
Payment Type | Date | Amount | MNotes GST Amt 0.00
| P |CASH 10-Jun-2009 5.00 SALE TOTAL
¥ 10-Jun-2009 0.00 Sl
Print Receipt ‘ L] ‘ 4 ‘ » ‘ M ‘ Add New Sale Edit ‘ Close Form ‘

To create a new Cash Sale the first thing you must do is click the Add New Sale button, the Date details
and Receipt No will be automatically allocated after doing this. You can then enter the rest of the
required information. The CASH SALES can also accept freehand data if you wish to modify default
data, just tab (or click) and type whatever detail you wish. GST is allocated by default, if an unusual
occurence arises and you are selling an item where GST does not apply click the NO GST checkbox and
the GST will not be charged.

To reverse a cash sale enter details such as “Sale Cancelled” and enter a minus amount, or simply delete
the record. If you reverse the detail a record will be kept, if you delete the record no record is kept and
when you print a Cash Sales Summary the record number will be missing. Records can also be edited
later if required.

Selecting Print Receipt previews the receipt details prior to printout. If you are happy with the detail you

can then print the form by clicking the print icon (or selecting File — Print from the File menu). NB: The
printout is set to A5 paper.
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REFERRAL LETTER

To navigate to the REFERRAL form click the REFERRALS button on the PATIENT CARD. After
navigating to the REFERRALS form from the PATIENT CARD it will open the form belonging to the
patient. If this is the first referral entry for the patient the fields will be blank awaiting new details, if not the
details of the last referral will be shown.

3@" Referral letters for Mr Rod Melntyre (ID = 1) = = @
Referrals
DATE [Refer to D 1 Date Added  10-Jun-2009
10/06/2009 Mr Ming Yang Date Printed
Refer To Mr Ming Yang - Auburs Optom =
Title \Leﬂ Eye Needs Further Check |
sataton
Body Here is something about the patient history

(And more about the problem
And more.

and mare.

Signature

sincerely Yours, ‘

Addﬂew| Edit | ‘ Print | Close Form |

If it is the first entry the date will automatically default to the current date, this can be edited if required,
you must select the Refer To and Optom details, and a referral ID will be automatically allocated. You
can then enter the rest of the required information — simple tab (or click) and type.

If you already have a referral letter record entered you click the Add New button to create a new one.
Always update any entries and changes with the Edit /Save button.

To edit practitioners in Refer To selection click the Set Referring Practitioner button in the Referring
Practitioner screen in System Configuration form and do it there.

= ¥ Other Practitioner (3]
}@ SRR @ Referring Practitioner List (1)
| System Configuration I W7 1fing ang -~ Auburn D 1 Date Added 05-Feb-2009
Tie
Staff | Optilink | Referring Practitioner “Aboui; FirstName
Fas
iSel Referring Praciifionar} Phonz2
gl
Address 118 Adderley St
Suburb [Aubum |
State NSW PosiCode 2144
DB Version: 3.90202
Save Changes Close Form Add Hew Edit | Close Form
Page 17 of 25
SYDNEY: TEL (02) 9748 8777 BRISBANE: TEL (07) 3630 2366 MELBOURNE: TEL: (03) 9807 5912

www.opticare.com.au



Ocelot Practice Management System — Quick Start User Guide

REPORTS

Reports are accessed from the main screen by clicking the Reports button. After opening the Reports
screen you can access reports for Payments Received By Type, Payments Received Summary, Sales
Summary, Banking Summary with Payment Type, Sales By Item, Cash Sales Summary, Cash Sales
Banking Summary, Outstanding Balances, Edit Recall Letters, Process Recalls and Recall Labels.

133’ Ocelot i@ Reports

(E3a) 2

Reports

Payments Received By Type

Outstanding Balances |

Payments Received Summary |

Edit 10900 Recall Letter |

Print 10900 Recall Labels

Banking Summary
— with Payment Type

Print 10900 Recall Letters | J

Sales By Item

@ A4 ¢ A5 [ Pre-printed J

— Cash 5sales Summary |

Edit Other Recall Letter |

Cash Sales Banking Summary |
Print Other Recalls |

Invoice Search/Adjustment Form

& A4 (~ A5 | Pre-printed

|~ |

Select report then select start and end dates

03
Close Form

The Edit 10900 Recall Letter function allows you to type in the date, content and signature line for your
10900 patient recall letters reports, 10900 Recall Letters compiles the 10900 Recalls and presents the
letters report for preview prior to printing.

The Edit Other Recall Letter function allows you to type in the date, content and signature line for your
other patient recall letters reports, Other Recalls compiles the Other Recalls and presents the letters
report for preview prior to printing.

All reports except the Edit 10900 Recall Letter and Edit Other Recall Letter function will present you with
a pop up calendar box to select the date ranges, simply select the dates required to run the report.

A report will then be compiled collecting the information between these dates.

-

#* Reports
Reporits
H* sysfrmPickDatedRpt : Form EZ

Paym lces

payme|  Start Date: | 1/05/2009 -
ptte
Stop Date: 10/06/2009 - =
B ==

|

Cancel £
e le—p

Payments Received By Type works as mentioned above and presents a report of payments received
between the chosen dates by type of payment. NB: The printout is set to A4 paper.

SYDNEY: TEL (02) 9748 8777
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Payments Received Summary works as mentioned above and presents a summary report of payments
received. NB: The printout is set to A4 paper.

Sales Summary works as mentioned above and presents a report of invoiced items between the chosen
dates summarised with a sales and GST total for the selected period. NB: The printout is set to A4 paper.

Sales By Item works as mentioned above and presents a report of grouped invoiced items between the
chosen dates summarised with a sales and GST total for the selected period. NB: The printout is set to
A4 paper.

Banking Summary with Payment Type works as mentioned above and presents a report of invoices
between the chosen dates summarised with payments received. NB: The printout is set to A4 paper.

Cash Sales Summary also works as mentioned above and presents a report of all cash sales between
the chosen dates summarised with a sales and GST total for the selected period. NB: The printout is set
to A4 paper

Edit 10900 Recall Letter
When you click the Edit 10900 Recall Letter button you are presented with a screen to edit the recall
letter content.

# Reports =]
i@‘ Ocelot 2

RecallText subform

ate | IR

Body |Our records indicate that it iz nearly 24 months since your last conzultation.
It iz advizable ta have your eyes checked at least every bwo years so we
are zending this reminder as a courtesy zervice,

Sh Should you wizh to make an appaintment please call us. Appointments are
available from Monday ta Friday between 10am and 4.30pm and Saturdays
between 5.30am and 11.30am.

SignatureT ext: |Y0urs Sincerely

— TitleText: |Dcel0t Optics

Close Form

Close Form =]

Type in the date for the letter, your content and signature line. This becomes the content for your 10900
patient recall letters reports. Once you have set the content and signature line you should usually only
have to set the date to be printed on the letters.

Process 10900 Recall Letters compiles the 10900 Recalls and presents the letters report for preview
prior to printing. Again you will be asked for date parameters as mentioned above. NB: The printout
can be set to A4 or A5 paper.

10900 Recall Labels prints a set of labels for mailing the recall letters (make sure you enter the same
date parameters as you did for the Process Recalls report)! The labels are set to Avery J8160 63.5mm x

38.1mm which is a common label format available at most stationers. NB: The labels are A4 sheets.
Page margins are set as below.
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Page Setup ‘“—EE Page Setup M
Margins | Page I Columns | | Margins I Page | Columns

Marains (milimeters) Sample Grid Settings

Top: 15.91 Mumber of Columns: 3

Bottom: 12,79 Row Spacing: Ocm

Left: 11.01 Column Spacng: 0.25cm

e 3.39 Column Size
Width: 5,349 Height:  3.32mm

Same as Detail
[T Print Data Only O
Column Layout
_ [ = = =
(71 Down, then Across EEEE J2EEE]
@ Across, then Down BB “*—" 38
[ ok ][ canc [ ok [ cance |
. .

Edit Other Recall Letter
When you click the Edit Other Recall Letter button you are presented with a screen to edit the recall

letter content.

You type in the date for the letter, your content and signature line. This becomes the content for your
other patient recall letters reports. Once you have set the content and signature line you should usually
only have to set the date to be printed on the letters.

Process Other Recalls compiles the Other Recalls and presents the letters report for preview prior to
printing. Again you will be asked for date parameters as mentioned above. NB: The printout can be set
to A4 or A5 paper.
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GLOBAL INVOICE SEARCH / ADJUSTMENT

The Invoice Search / Adjustment form is accessed from the reports screen by clicking the Invoice

Search/Adjustment Form button.

Invoice
INVOICE SEARCH/ADJUSTMENT FORM
Mr Rod Mcintyre IHBAdderIey St Auburn NSW 2144
INVOICE  Date | [WINEZNE Find Invoice Number fJf ImvoicelD: |1
StkitemCode | ltem | HFttem [ Price | Disc [ GST [ SellPrice|
L‘WQU[] 10800 10900 53.35| 0% 0.00 53.35
| |CRSVP CR Single Vision Lens - Pair 212 43.50 0% 0.00 43.50
Invoice Total
101.85
PAYMENTS Notes Total Paid
Payment Type Payment Date Amt | 101.83
LEFFPOS 10/06/2009 16.85
| |MEDICARE 10/06/2009 35.00 Balance Due
| |Cheque 10/06/2009 50.00 0.00
Re Print Beceipt RePrint Invoice Open Patient Form Update ‘ Close Form |

To search or adjust an Invoice the first thing you must do is click the Find Invoice Number button, the
Find and Replace screen will show on the screen and the cursor will be focused in the Find What box.
You need to enter the Invoice ID of an invoice you want to search for in this box and click Find Next

button. (1 is the Invoice ID used in this search sample.)

Invoice
INVOICE SEARCH/ADJUSTMENT FORM
b Fiod Mcintyre ‘118AdderleyStAubum MNEWY 2144
INVOICE  Date | 10/06/2009 Find Invoice Number IrvoicelD: |1
StkitemCode | Item | HFitem [ Price | Disc | GST [ SellPrice|
L 10900 10900 10900 53.35 0% 0.00 53.35
CREVE CR Sinale Visianl ens - Pair 942 AR S0 0u 000 48 50
Find and Replace T el
Find | Replace | )
1 Irvoice Total
Find what: |1 [+] | Findnext 10185
Cancel
Look In: InvoicelD E Tatal Paid
101.85
Match: Whole Field E‘
Search: All E‘ Balance Due
[IMatch Case  [¥] Search Fields As Formatted 0.00
Re Print Receipt ‘ RePrint Invoice | Open Patient Form Update | Close Form |

After locating the required invoice click the cancel button, you can edit the form as per the standard

invoice screen, including reprinting if necessary.
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OUTSTANDING BALANCES REPORT

The Outstanding Balances Report shows details of any outstanding accounts.

— Quick Start User Guide

If no amounts are owed

the report does not proceed and shows the message detailed below. This report is an automatic one

click process.

& Reports

Payments Received By Type

Reports

Dutstanding Balances

P e Received

Cash Sales Ban}

y! ¥
Edit 10900 Recall Letter I
Sales Summary ‘
Deint 10000 0 Labels
Banking S{ OcelotPMS ==
with Paym|
S A Letters
Sales B l b No Cutstanding Balances found. |Pre-printed
Cash sales
Letter

tcalls

Invoice Search/Adjustment Form

@ A4 A5 [ Pre-printed

Select report then select start and end dates

Close Form

If there are any amounts owing they will be displayed as below.

9] rpt_BalanceDue

o
(@
(<)

SYDNEY: TEL (02) 9748 8777 BRISBANE:

Patient Balance Due  29-Aug-07
Ocelot Trial Version
Patient  Mr Rod McIntyre PHONE 029748 §777
118 Adderley % 0413 701211
Avburn
NSW  21M
ImvoicelD Invoice Total Paid Balance
1 1550 5000 10250
Total Due 108.50
Grand Total 108.50 =
Page: 1 ﬂ 3
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Backing Up Ocelot

The following example is for backing up Ocelot with a USB key mini drive. Insert your USB key then open

My Computer and select folders view as below.

Click the plus sign next to Local Disk C to expand the folders tree.

B | ocal Disk (C:)

File Edit  ‘“iew Favorites Tools Help

CEX

{3

[ D My Documents
= J My Computer

[ (£ WINDOWS desk2
L DVD-RAM Drive (D)
E) z Shared Folders on ' host' {Z:}
# [BF contral Panel
# |5 shared Documents
= [Z) ming's Documents
‘:+' () wmxpprosp2's Documents
2] \;J My Metwork Places
3) Recycle Bin

@ Back - 'ﬁ ’,.-3 Search [l Folders
Address :;d L)

Folders 28

@ Desktop

# A 3% Floppy (A3 ;/} Optilink
EE=] - ) l
® [ Documents and Settings ==
(£ Ocelot |
[ £ Optiink Xz/’ HEEEEEE
[ (5 Program Files

f/J Documents and Settings
1

- 591 x 411
9 Bitmap Image

7vi Gn

Ocelot
=
¥ J Program Files
N
_E OptilinkMetSetup
==} OrtilinkMetwork Setup
I E Opticare Pky Lkd

desk.
566 x 357
EBitmap Image

Click the Ocelot folder as below. (The installed files may vary depending on which version you are

using.)

B Local Disk (C:)

3] D My Dacuments
=] :\} My Computer
=] 5 31 Floppy (A
[= %@ Local Disk {C:)
& |5 Documents and Settings

File Edit ‘iew Favorites Tools  Help

@ Back - (ﬁ ’- ! Search [[ Falders
Address iw«f i

Faolders X
@ Deskiop

VJ Documents and Settings
1

Program Files

| Optilink.
==

.q&
3

,/] WINDOWS
desk

566 = 357
Bitrnap Image

OptilinkMetSetup
Ophilinkketwork Setup
Opticare Py Ltd

!{”_l %) vmxpprosp2's Documents

1) Ocelot

& I3 Optilink: Explore

& [[3) Program Files Open

() WINDOWS deskz|  Search..,
!fl “" DVD-RAM Drive (D} g:’ﬁn;ﬁ Sharing and Security...
B 2% Shared Folders on ' host' (2:)
=] B’ Contral Panel Send To 3
& [[T) shared Documents =
& [ ming's Documents [ Copy

3] .d My Metwork Places
y Recycle Bin

Create Shortcut
Delete
Rename

Propetties

Right click the folder and select copy, then scroll down to the USB key folder.
you will lose your program files!

Warning never select cut-

Right click on the USB key drive and select paste. This will paste a copy of the Ocelot folder and files to
the removable drive.

Back up as often as you feel it is necessary for your data protection. It is a good idea to also periodically
back up to CD. For instance you may do a daily copy to your USB key and a weekly copy to CD.
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When you have completed your backup it is a good idea to rename the folder on your USB key drive, a
good name to use is simply the date of the backup. You can also zip the folder to save disk space. As
you create more backups you can delete your old backups or copy them to CD.

Sending Jobs Via OPTILINK

Notes: To enable the function of sending job via Optilink, you need to install Optilink first. If you don’t
have Optilink program installed on your computer, please phone Opticare 02 9748 8777 to arrange it.

PX)|

Browse for Folder

4 SysConfig

| System Configuration |

| Staff | Opilink !Referring Practitioner i About|

Please select the Folder of Optilink,

=] _‘5 My Cormputer
] }} 3% Floppy (A2}

Optilink program folder

(=)@ Local Disk {C:)
o 1un

[#-/5) Documents and Settings

C:\0ptilin

{0 MSOCache
V] Optilink
[#-|5) Program Files
1 RECYCLER
{31 System Yolume Information
12 kg

£ >

Browse

DB Version: 3.90202

Save Changes I

Close Form ‘

Clicking the Optilink accesses the Optilink configure form in System Configuration screen. Clicking
Browse button to select the folder where Optilink installed. Then click OK to back to system configuration
screen. By default Optilink is installed to “C:\Optilink” folder. NB: Please DO NOT change this settings
unless you have installed Optilink on your system.

NumberofRx 0

& rupod [l ) |
XD 1 Mr Rod Mclintyre Rx PAD
Dale DispBy = View By Dale = RxD: | g
SPH  CYL AXIS ADD HT PD NPD <——— PrismDetals
R : EI Consult RXType:
] N | O O O |
Reference: Date Ordered Date Required
\ \ |
EYE DBL Depth Widest FitType Eyes Rx Quote
I . =] | T=] [
em 1: | [z]{T 000
Lens Type
| ltem 2 I [=] [ 000
Frame Details ltem 3: | |Z| | o000
| ltem 4: | E 000
Special Instructions ltem 5: | IZ| [ 000
Item 6: | |z| 0.00
Print Quote | Create Invoice | JOTAL:
Print Jobcard Optilink I L] 4 » L] Add New Rx Card Close Form

Sending job

You can find an Optilink button in RxPad screen. After filling required fields for a job, click the Optilnk

button to transfer job data to Optilink.

SYDNEY: TEL (02) 9748 8777
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Microsoft Dffice Access

Jobz.ini file is created in C:UOptilink

Clicking OK button on the job create finished window starts Optilink.

Clicking Yes button shows an edit imported job screen. In that screen you need to select lens group, lens
type, extras, and trace frame (if necessary) to complete job details. Clicking Send Now to send the job
immediately or clicking Send Later to send it with other jobs. For further information please refer to
Optilink help file which is installed with Optilink.

X E
Reference: [Riicintyre2 | Tray No: | Date: [27/10/2005 Reference: [Rhicintyre2 Tray No: | Date: [27/10/2005
Job No:  [J000177 Dispense By: Job No: (o007 Dispense By:

—Step1af3 ~Step 1073
Laboratory:  [OFTICARE Sydney = Laboratory: OPTICARE Sydney =l
Eyes: Both - Eyes Both -
Lens Group: :] Lens Group Stack Fit- Single vision :]
Lens Typs = Lens Type: OPTICARE HARDCOAT 70 =l
Sphere  Cylinder A e Prism - = Sphere  Cylinder Huls -
Rlw] [ ][]
v Gee] 1]
Add Height FD
R
L
Special Instructions Special Instructions:
| ITEST anLY]
eyt == M >=
E ; =
Reference: [RMcintyre2 | Tray No: | Date: [27/10/2005 Reference: [Riclniyre2 Tray No: | Date: [27/10/2005
Joh No:  [1000177 Dispense By: Job Ne:  [i0007177 Dispense By:
—StepZaf: ~Step30r3
Avallabe Extras:  quantity: m Selected Extras FrameDetalls: [ |
CODE | DESC [2] - | [pe [ Toese Eesze 48 | pBL g ]
8B B BASE SPECIAL Depth: widest  [99 |
CH CHEM HARDEN il Frarme SM Wetal =
DRFIT  DRILL AND POLISH BiatiaTiace
FCCM  FIMCASEVCLOTH M ;I
FCCN FIMCASEVCLOTH MY
FCCR  FIMCASEWCLOTH RIM il Trace
FULL FULL TINT
GLTINT = GLASS TINT METAL.
GR GROOWVE LENSES
GRAD  GRADUATE TINT
HB HARD COAT BACK ;
M METAL FITTING gend NOW
META .. WMCOAT GLASS =
== Previous MNeyt ==
Previous Send Later
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