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General information on the use of BaseDPsy

1. Introduction and nomenclature

This manual focuses on describing how to use BaseDPsy and its peculiarities.

This manual contains a guide all the functions available in all BaseDPsy products; so you have
to skip some chapters, if you do not use the calendar or if you do not use finances.
However, it does not describe how to use a computer or iPad or FileMaker Go. On
the internet you can find specific guides.

The differences between the use BaseDPsy on computer and on iPad is
connected mainly to the knowledge of the use of FileMaker Go and iOS.

Here are some complementary links to modes of employment for the iPad:
https://support.apple.com/en-ca/quide/ipad/ipadf3dbb83f/ipados
https://help.claris.com/en/go-help/

So our manual focuses on specific tools and the features of BaseDPsy.

BaseDPsy actually contains several programs or systems.
It merges:
e A data collection system and statistical reports,
A financial management software,
A writing system for notes and reports in psychotherapy
A writing system for notes and Reporting group therapy,
and another for institutional intervention
in addition to leaving an important role for the conservations of all communications with
your customers.

A chapter of this manual will be devoted to navigation BaseDPsy while another will allow you to
refine your use by informing you of some specific functions to the software that are not named

in an obvious way by some « buttons tools », but whose use will allow you to save time, lots of

time.

BaseDPsy, like any software, also uses pictograms and graphic organizers whose knowledge
will help you to increase your speed of execution. It is also helpful to read how to interpret
them. And this, especially if you use BaseDPsy on an iPad because it does not display tooltips
that explain, by flying over a tool, its usefulness.

We recall, however, that the use of BaseDPsy requires minimal skills in the use of IT. This
minimum is the knowledge of the use of the computer depending on your platform. That is to
say, a person who uses Windows needs to know the basic functions of Windows as a person
using Mac OS should know the basic functions of the Macintosh system which are: flow in the
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system, create folders to backup copies, adjust system settings, switch between applications,
use the mouse or pad, copy and paste, move documents from one folder to another, etc..

Some terms frequently used in different parts of the manual:
Record Is any new entry in the database, for example, each client folder
created, each new session, each new financial transaction, each new

group therapy, etc..

Field Space usually framed, generally with a white background, to enter
information, data varied.

Button Synonym: tool. Any graphic or text that when clicked triggers a
procedure.
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2. General structure of BaseDPsy

2.1 Recognize the files in the application folder.

Installing BaseDPsy is like installing any software, it involves copying several files in your
computer. The nomenclature and the number of files differ depending on the platform of your
computer.

Regardless of platform, software BaseDPsy file will be placed on your desktop. You can move
it later, depending on your skills and according to your preferences, either in "Program Files
(WIN)" or "Applications (Mac)", or elsewhere, as an external hard drive.

As you probably want to make backup copies to protect your clinical records against a broken
computer or loss of the medium (hard disk, USB key, etc..), It is advisable that you can
recognize the usefulness of files inserted in the folder (directory) of the application.

Here are two images, first one for the Macintosh platform and the other for the Windows
platform.

On the Macintosh platform (Mac OS), the application folder contains two files and a subfolder
named "Extensions".

[ NON ) < BaseDPsy C 10.0 (1D 1

Dossier partagé avec Partage de fichiers
® AirDrop 77 BaseDPsy C 9.8 >
@8 BaseDPsy C 10.0
77 BaseDPsy R 10.0

18 dit

BJ . _—
Place the folder in the "Applications"
= folder on your computer. laty

#8 BaseDPsy C 10.0
T Extensions >
PsyTablet_XC.fmp12

The "PsyTablet..." file is a solution
containing the particular functions of
BaseDpsy and your data.

A Applications
S utilita

(3 Documents 7 Capp

B Archiv The file named "BaseDPsy..." is a Claris
© Téléch FileMaker "Runtime 18" application.
a) Images @ DeepL

The file that contains the data is named "PsyTablet_8C.fmp12" for the version with calendar
and "PsyTablet_8R.fmp12 for version without calendar. This file should be copied as a backup

copy.
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The file named "BaseDPsy" is actually an application whose original name is "Runtime" of
FileMaker ™. This application is provided for free with the purchase of BaseDPsy, but it can be
replaced by other applications, such as FileMaker Pro or FileMaker Go on iPad.

In the attached screenshot, replace
"BaseDPsy 9C" by "BaseDPsy C
10.0" and "Psytablet_9C" by
"PsyTablet_XC".

Always leave the "PsyTablet ..." file in
the same folder as the "BaseDPsy"
application, otherwise BaseDPsy will
look for PsyTablet at the opening
without finding it.

On Windows: Do not place the
«Dossier BaseDPsy..» in "Programs"
or "Program Files", because in

this place, Windows locks

files and you cannot save your

notes there.

The installation on Windows creates more files and subfolders.

¥ Bureau
Z3 Dropbox

The folder of the
application is placed

in the directory
"Documents"

nliz)

ocuments
1Password

BaseDPsy 8C

The name of

directory varies
according to the
Update number

ja

ko

nl

pt

SASL2

sV

Themes

XTPTrans

zh-Hans
BaseDPsy_Sauvegarde
MultiScol 7
Snagit

=] Images

j Musique

zh-Hans 2017-04-28 09:04
“Y BaseDPsy 8C 2016-12-06 20:27
] ClientUl 2016-12-06 20:27
Eof . o L06 20:27
Q It is the application its
Il name varies po20:2

0E 9097
06 20:27

06 207
06 20:27

L:] F| according to the

| F| Update number and
[ f according to the

& & format: "R" without
el calendar, "C" with

calendar
] U V.
[4] libsasl.dll 2016-04-07 18:55
I Logo7Win 2015-05-17 14:48

] mfc120chs.dll
|4] mfc120cht.dll
{:] mfc120deu.dll

2013-10-05 01:58
2013-10-05

2013-10-05 01:58

mic enu
4] mfc120esn.dil
[ mfc120fra. All files ending
[ mfc120ita.dll :;"L;_':g" ;’:
g mfc120jpn.dll ar: syst‘;m Y
u mfc120kor.d|l extenslons‘

[] mfc120rus.dll Do not delete.

] mfc120u.dil

] mfem120u.dil \ y
1] msvep120.dil 2013-10-05 01:58
] msver120.dIl 2012.10.05.01:58
! OmniDynami{ * 1his file contains

<] OmniORB4.dI| your Data

E] OmniThread.
G ProofReader.dll
7 PsyTablet_8C

<] SkiaDLL.dlI

2016-04-07 18:55
2017-04-28 19:56
2016-12-06 20:27

2016-12-06 20:27

The ".fmp12" extension may or may not be displayed depending on the display settings you

have chosen on your computer.

In the image displaying the contents of BaseDPsy 8 on Windows, due to lack of space, the
image does not display all the files present in the folder.

It is important that you do not delete any of the files in the "BaseDPsy" folder. If a file with a
".dIl" extension is missing, BaseDPsy may not open.
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3. Navigate in BaseDPsy

There are several ways to navigate between the hundreds of interfaces that contains

BaseDPsy.

On some two hundred interfaces, only thirty are directly accessible to the user. A number of
interfaces are not accessible at all (like the translation dictionary), while another amount of
interfaces are available only during the execution of a procedure. For example, statistical tables
interfaces can only be viewed only by a procedure requiring a statistical report.

Even if the user has to be concerned about thirty interfaces, it is already a lot.

3.1

Menu or Table of contents

That's why we added a main menu that allows the user to find one's way at all times in

BaseDPsy.

This interface named "Menu" is the equivalent of a table of contents.
When opening, wait until this interface is displayed before going into another section to allow

the procedure to put everything in place.

-

BASEDPSY

Clinic Management

Waiting List

To-Do List

Clients Directory

Statistics

Forms Collection

Edit the reminder message

Launch the automatic email recall
procedure

Group Section

Files Group Therapy

Notes Group Meetings

Institutions Section

Files Institutional Clients

Mandate Institutional Clients

Notes Activities
Institutional Clients

Communications Institutional Clients

jeudi 14 janvier 2021
Welcome Alain Barbeau

Dashboard =p

People Section 1 Finance Section 1

Tear-off list Debtor

Files & Request List of claims to debtors

Birthdays of the month List of AEP mandates

Registration Form Tasks List from EAP

Spending

A |
Detailed list of steps (registration) Eeoultslpaveblo

Supplier

List by category

Ledger

Sources of referral

]
J
]
]
Authorization form ]
|
]
J

Financial Reports

Data Client ]

] Software Setting

Detaled Istofyclents Date of last backup : 2018-03-04

Genogram ]
0 Options Preferences

Tools Admin

Notes

About BaseDPsy

List & Recalling

User's Manuals

Communications Client

List of sessions with filters ]
Clinical Report ]
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It displays a list of interfaces separated by section names. Each list item is a button, a tool that
displays the interface named on the button by clicking it.

For example, the button named “Ledger” foregrounds interface which records all financial

transactions in BaseDPsy.

3.2 Menu header and toolbar header

We added at the top of each interface, a blue band containing navigation buttons. The name of
the active interface is displayed above the list of buttons and the color of the button is inverted.

Files & Request

) T
___ N
Loscrs |l O

The buttons correspond to the sections of the main menu and contain the same interfaces as
the main menu; Links to interfaces, are displayed as a drop-down menu by clicking the button.
Each element of the pull-down menu displays the corresponding interface.

The buttons correspond to the main menu sections and contain the same interfaces as in the
main menu. The button corresponding to the displayed interface has its inverted background
colors, as here "Files".

The links to the interfaces are displayed as a drop-down menu by clicking the button or the
arrow next to the button for the "Files", "Data" and "Notes" interfaces. Each item in the drop-
down menu displays the corresponding interface.

Clicking on any blue button, the interface is displayed.

When you use a header drop-down menu to change the section, if the same client as the one
displayed in the section you left is

present in the next section, it will Files & Request

be in the foreground when
displaying the section. next section

so that you always stay in touch
with the same folder. @

" Data Client
&= Mme Ul

Prefix

For example, if you the client Detailed list of clients

displayed in the "Data" section is A
Lucien Roy, moving in the "Notes" Steps N° 3
section with the header menu, it Genogram
will be the sessions of Lucien Roy
that will be displayed when you
arrive in the section "Notes".
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To the right of the interface, there are other tools and numbers.

The numbers give you information useful for
navigation: Above the bar: this is the number of

the card in the foreground. Below the bar, the (NO_ of the card in the ]7% -
first digit indicates the number of records foreground s
corresponding to the customer displayed, and :
the second number indicates the total of Total isolated

records after clicking | Total records N
records created. onthe clientsname ||  created

7+ Add a session -

To isolate the cards corresponding to the T

customer displayeds jUSt click on its name at Psychosociologue To display the top or bottom :7
the top of the interface. of the interface N

™ Print

The arrows make it possible to circulate
between the different cards of the . . —_ . 1
interface. But you can only move with
these arrows between records made
available or isolated.

Sessions's summaries of Gilmore, Alecia @

To make all cards available to traffic with the arrows, you
need to click on the infinite circle button which means N° 1 ghow All
"Display all". 211 [ znr

To display all cards (records), You can also use
keyboard shortcuts:

On Mac OsX = CMD-J (command-J)

(The Command key is sometimes called "Apple")
On Windows = CTRL-J (Control-J)

211 1 211

To view previous
records

The other three tools, to the left of the arrows are

. ) ) records
used to change the size of the window (interface). S | Cients List L | h

The series of vertical arrows on the right of
the window allow to display the top or the
bottom of the interface. The direction of
the arrows is reversed to indicate the
result of the next click.

To refresh the window
Enlarges the content

exponentially

L S To restore the window B
= . || |(toitsoriginalsize /4" agjusts the window N° 1
The starter button is used to = (100%) to the screen size

close the software. It is - i "" _______________ 2 Inllellnt " ATMl 128 Camus, Albert
present in most
interfaces. When you
activate it, it also starts
the backup procedure.

N 1
: chrain, James Ne 1
— To enlarge the window to 150%.
N— durcelette, Rita N° 1
“ T ——
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3.3 Navigating from the clients list (Tear-off list)

From the menu or the Folder section, you can display a " tear-off" client list. The list opens
(separates) when BaseDPsy is opened, but if you have closed it, you can display it again by
clicking on the tool bearing its name. In the other sections, you can display the list with a button
in the form of parallel lines.

People Section
g . . . . Tear-off list
Once opened, an additional window is displayed next to the main | tewonie ]
window. I Files & Request ]

Tear-off list

It contains the list of customers; this list is sorted in ascending order in || & search

the following order:
EOEE%E

- Active folders followed by closed folders.
- The client's last name.

Tear-off list

In the "Options" section under the "General" tab you can add an —
additional sort criterion. There are three choices: either the practice @ No

location, the client category, or the department. Note that the term QO ciinic's site
"Department” or its list of values can be changed, for example, you can O Cclients Category
replace "Department" with "Programs". The change is made under the O Department concerned

"List/Waiting List" tab in the Options section.

If you choose "Practice Location", it is important that you give a name to the address entered in
the Options section, as it is by this name that the list will be sorted.

appear on your reports and receipts during the impression.

Clinic's Site
Enter the address of (@) 1 Home Office 3300 Boul Le Carrefour Laval H7T 0A1
your places of practice
(clinics). 2 City Office 2584 St-Laurent Montréal T8M 6Y6
Check one!

O 3 Clinic JThorne Clinigue médicale Jean- Montréal M6T 8Y8

Site without address =  Vidéoconférence ] [

After each change of an address, click this button to update the list of locations in other
sections of BaseDPsy.

If you do not add a sort criterion, the list will not only be sorted by Active and Last Name, but
also the initials for the last name will be displayed.

This list contains little information, it is used exclusively to navigate through each client's file
without the need to do a search to display the client's information.

It contains 4 tool-buttons to display for each client:
- The file

- Information (data) about the customer

- Follow-up notes

- The report section (or client report).
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The black color of the "R" button indicates if at least one report has been written for this client;
in light gray, there is no report for this client, but allows you to display the section.

00 My list o
Clients List of Alain Barbeau

CLOSE

N°ID Previous
File N° First and last name Flle N°

E 2 o (pJ(c](N][2][m] 128 Camus, Albert Ne 1
3 a (p](c](n 76 Cochr
L 4 & o @ N 131 Coure  Toview all sorted folders
D

L 5 o (p](c](n](r])(m] 134 Delisle, Lianne Ne 1
L Ao i e fam]  famma)

o N° ID N°

File N° First and last name démarche

‘ 8 o @ @ @ D D 104 Granger, Elodie and , N° 1

‘ o (D]
| o (p){c)(n][F
| o (o][c)(n)[1
} d' (p](c](n}all 102 Lamarre, Aline
- 14 of (p](c][N][(a][m Toview follow-up notes on |
I O O] O 0 e —
1 16 d'\ L £ L L, (m] 407 1 avana Cimnnn INCRR]
} 17 o (p](c](n] (7] Displays the report for that client; ||
- 18 (p][e]J(n][=] ] ablack "R"indicates that a report
NN OO0 Oy — .

. Thereis noreporton this client;
\[ @@[ﬁ][ﬁ@ but you can display the "Report"
P2 [E @ [E] C] [:] section by clicking on the light grey
+ 22 o (p][c](n](R
1 2 o S0 G bl Displays the "C i
................................... isplays the "Communication”
F o (o) (MR (W) Tsplays e tuomm

section; a black "M" indicates that a
"""""" 5 5"1@@@[:][“‘:] communication exists with or for this
P

I 26 o (0] (c](n] (r] m] 40 Poliquin, Anais N° 1
} 27 o (p)(c])(N] (5] (m] 39 Poséidon, Max N° 1
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The Clients List in the " Notes " section

Some lists show more information, such as the one in the Notes section.

It contains several columns. Clients List

ry [ABICIPE]F] [T M
¢ NeFIRRIEMPMWXME

Quick Search Q{

Mandate- EAP

Message
Report

N°ID N°D NbS (f7

12 ~

R| X

Click the name to
display the client in
foreground of interface

5 Chika, Tella 170
6 Family Lambford e 30

=]

Indicates that a report has been written for
this client. Click on the « R » to display it

S NN a2|loaNn s NN

affo a2 A Nl A a A aa

11 lof

Indicates that a communication with or @[E] X
for this client has been summarized. 1
Click on the « M » to display it 3

- A

N

15 Lamartine, Angéle 164 1

The first digit indicates the position in the list followed by the client's name.
Then the number after the name indicates the client's file number (ID No.).

The numbers under the column "N°D" correspond to the number of the client's steps.
"NbS" means "Number of sessions recorded for this client" thus also a number of cards.

The presence of an "M" or "R" box under the column headers "Message" and
"Reports” indicates whether you have entered the contents of a communication or o4
have written a report for the client of the same line.

The presence of a link indicates that the file has been associated with (=] R | ‘
other files (family or marital records). If you let your cursor rest on the link, ' 41;64; 35 “
B — ]

the associated folder numbers will be displayed.

Finally, an "X" in the last column on the right indicates whether client sessions are paid for by
an Employee Assistance Program, or if an EAP Mandate is active.
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3.4 Navigate within the same interface

In previous versions, all the content of the interface was displayed under tabs. With version 9,
some tabs disappeared in favor of panels that are displayed
only by clicking on the tool in the toolbar on the right.

In the "Notes" section, for example, the "info on session",
"history", "billing" tabs have disappeared in favor of buttons

in the toolbar.

Detailed session information is now displayed in the content

pane and in the planning pane.

We go from one pane to another by clicking on the button
that activates a movement of the pane to the left or right
depending on the pane concerned.

To display the "Billing" that is used more frequently, the tool
is present in the toolbar and in the top right of the "Content"

pane.

However, by displaying the "Billing" pane, we find the usual

tabs.

Contents
Sessions List
Family Files
Documents case
Art therapy works
Attendance

Personal Notes

3 Supervisor's comments

View the whole note

Invoicing

Account Summary

Agreement with the linked debtor
Current Day Invoicing and Collection

Attest Attendance

Note that two tools may display a star blue dot: it is present when a content has been inserted
in "Personal Notes" or in "Supervisor’s comments".

Under the tabs, there are also lists. As a general rule, when you click on a line in the list, it leads
you to the referenced content. For example, in the "Sessions List" pane under the "Previous
sessions’s list of this patient" tab, if you click on a line, the content of the session will be

displayed.

Under most tabs or panes, a question mark is present and contains explanations 9
about the tools present. By clicking on the question mark, a window displays

explanations.
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3.5 Keyboard Shortcuts

We've added keyboard shortcuts that let you use the keyboard to access different parts of
BaseDPsy, which is an alternative to using the mouse and clicks on the buttons or on the
header menu.

Each shortcut uses the same two function keys followed by a different letter for each section of
BaseDPsy.

On Apple (Macintosh) keyboard, the two function keys are :"Command and Option"; The key
"Option" is sometimes called "Alt" on the Apple keyboard.

esc | F1 J( F2 | F3 /[ F4 /[ F5 | F6 | F7 | F8 J[ F9 |[ F10 /[ F1 [ F12

§ 1.2 3 4 5 6 7 8 9 0 - = <«
= | Option+Cmd + a letter | i o p [ 1 €
o SRR
o0 , / 0
N 8 | T A

On Windows the two keys are « Control and Alt»

The position of the function keys may vary from one keyboard to another depending on the
manufacturer of the keyboard.

Ech ° €3 Origine Pgpréc  Nav

; I Pg suiv. Monte
Tab Entrée Fin onter

Verr. maj Ins Pause Descenare

Maj Y . A F Suppr mp. écr

Arrét getd  ARtacher

AltGr Ctrl Options Aide Fondu
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Here is the liste of keyboard shortcuts :

Section displayed | Letter to use | Meaning mnemonic
Menu M M for Menu
Dashboard T T for Tableau de bord
UserManual 6 6 for « ? »

Options U U for User

Report R R for Report

Notes N N for Notes
Data-client C C for Client

Files - Request | ou«in» « i » for Inscription
Wainting List A

Debtors P P for Payer

Ludger L L for Ludger
Expenses X X for « Expenses »
Suppliers \'/ V for Vendor
Calendar K K for Kalendar (Calendar)

Other letters have been more relevant, but some letters are already reserved for use in
keyboard shortcuts operating system or FileMaker Pro.

Another limitation: When you use the keyboard shortcut, the continuity of the same client from
one section to the other can not be assured. So unlike the navigation header menu that
displays the same client through the file notes, for example, navigation using the keyboard
shortcut will simply repost the client who was at the forefront during your last visit at this
section.

However to view the sections unrelated to the link to a client, navigation shortcut is faster.
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3.6 To widen dialog box

Dialog boxes or windows containing messages can be enlarged or reduced with your cursor.
This allows to read the text when it is truncated by a too small window.

Note du revenu du rapport

Place your cursor over the bottom

rlght corner of the window, click Afin d'intégrer les revenus de la facturation du rapport dans
and drag your mouse vos résultats financiers annuels, une séance a été ajoutée
simultaneously to achieve a avec la mention «Rédaction de rapport» et un regu a été créé.

change in the size of the window. Cependant les informations statutaires correspondent a

o —

Here is an example:

The text of this dialog box is
truncated. Missing end of text is: «...correspondent a celles...»
Use the lower right corner of the window to widen or reduce.

We suggest you Widen\

the first dialog box that
appears at the opening of

BaseDPsy, Afin d'intégh s revenus de la facturation du rapport dans
vos résultats financ annuels, une séance a été ajoutée

. . avec la mention «Rédactio rapport» et un regu a été créé.
(The contents in the two Images Cependant les informations statUtaites correspondent a celles
is fictitious and do not occur in du rapport (date, no, montant chargé, ete

BaseDPsy 6)

Note du revenu du rapport

3.7 Search (Find a card, a client, a note, etc.)

In each interface, you will find a tool displaying a list

corresponding to the content of the interface. ‘ Clients List ‘

‘ Q Search ‘

In the sections on intervention with individuals, the list

is called "List of clients". In the Group section, it is
called "Group List" and in the Institution section, it is called "List of Organizations", and so on.

These lists allow you to display the client or the card of your choice using various integrated
tools.
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The list contains two tabs: one for active files, and the other for closed files. By clicking on a

line of the list, the client of the line will be
displayed in the foreground in the interface.

The letters of the alphabet at the top of the
list allow you to filter the list so that you
only display names whose initial
corresponds to the letter you clicked
previously.

For example, we clicked the letter "B" and
only the names beginning with "B" are
displayed.

If you click the button whose icon looks like
a circle, all the names will be displayed
again.

Under the alphabet, there is also a section
called "Quick Search". By clicking in the
topic, the list of clients is displayed, but if
you enter the first letters of the search
name, only the names corresponding to
these first letters will be displayed.

For example, typing "lan" names beginning
with these letters are displayed exclusively
in the list. By selecting the one of your
choice, these will then be placed in the
foreground of the interface and the list of
customers will close.

By clicking next to the list, or on the blue "X"
at the top of the list, the list window will
close.

Clients List ®

ry [AB][c]I[E](F][S]H V][] K] [}
* NIOIPICIR]E] M| VWX]¥]Z]

B Q

Step N° NbS N°ID 0?

Active Closed
1 Bourget, Lilianne 1 148 ~
2 PBrisson, Julie 1 7 15

Clients List

ry [A][B][S] O] E][F][S]H] 1[I K] LM
* NICIPI@IR]E] M| VWX]¥]Z]

langis, Sarah \
Langis, h
.
Lanteigne, Isabelle
Activ Lanterne, Sarah -
1 feboe: 1 o0 |
Clients List ®

Y [Al[B][C] ] E] ] [S]H ][ Tm]
* (NIoIPIeIRS] vV wiX|¥]z]

Step N° NbS N°ID 09
Active Closed
1 Ambherst, Johanne 1 12 88 ~
2 Bourget, Lilianne 1 2 148
Brisson _Julie 1 A A5

L B 4

X ¢

Under the "Clients List" tool there is also another search tool with different choices.

‘ Clients List

‘ Q Search

The section "Quick Search" works in the same way as the one in the list of customers: by
automatically selecting the names corresponding to the first letters typed in the heading.
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Content search

Under "Detailed Search" of the « Data» section, there are
several fields for searching other than the customer
name. Another advantage, you can enter in "Client’s
Name" field just the first name and the search engine will
find all clients with this name.

However, to start the search you must first enter content

in one of the fields and then click on the "Search" button.

The other two tools launch specialized procedures
focused on specialized data: either customer contact
information or client categories.

These two tools allow you to display several results, ie
several clients corresponding to the search criteria, by
displaying the results in an additional window in the form
of a list of clients.

The search by coordinates allows you to search for a
name, an address, a telephone number.

In the "Files" section and the "Notes" section the search
fields are different. In the section "Notes" there is also a

section "Contents" that allows you to search for a text of
your choice within the summary of the meeting.

Detailed search

Client’s name
Clients Category
File N°
Session's date
Month
Year
Location of the meeting
Debtor’s name
EAP File N°

Contents

Page 25

Search

Quick Search

Client’s name

Detailed search

Client’s name
Spouse

External Reference
Family Doctor
Father

Mother

Client’s city
Debtor’s name
File N°

Mandate N°

EAP File N°

[ C, Tosearch

[ Search by coordinates

[ Search by category

Detailed search

Client’s name

Referring

File N°

Reason for consultation

Reference reason

[ C, To search
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Quickly find a client’s file in BaseDPsy
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When the number of cases becomes very high, it may be that the search for a customer in the
list of customers requires patience, because in addition to having to scroll the list, this list is
filtered and sorted alphabetically in ascending order, and sorting may require a certain waiting

time ...

Clients List ®
ry 2152 3 3 2
* NIPIRIRIS] TV WX Y]
Quick search of a client Q
StepN° NbS N°ID 0?
1 Q Sea:gh
Bedford, Paul 1 1 126 A
2 Cochrain, James 1 6 76 o YSEE
3 Darci, Paulo 1 4 05

This is why we have added search tools

Rapid search

The first titled "Quick Search" contains the complete
list of names. But the idea is not to scroll down the list.

Rather, it's just a matter of starting to write the first few
letters of the name ... and names that have those first
letters will appear automatically. In other words, the

name completes itself.

In this example, Ghislain Mardeco’s name does not
appear at the top of the list, but as soon as | write "ma" the name

appears on its own.

Then click out of the search field and the search will be performed
automatically to display the file containing the name displayed in

"Quick search".

Search

Quick Search
Client’s name

Detailed search

Client’s name

Referring

File N°

Reason for consultation

Reference reason

Clients List

Q Search

+ kew File

== Delete this File

Copy into the first session

Search

Quick Search

[ [lient's name k

Bedford, Paul
Cochrain, James
Darci, Paulo
Delorme, Richard
Granger, Elodie

lonesco, Sissi
: ea G
Search ®
Quick Search

[ mardeco, Ghislain

Mardeco, Ghislain
Marinsky, Olga
Martineau, Nicole
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Find a file by first name

A second tool also contains a complete list of files, and again, the —
idea is not to scroll down to find your file. The list is located under ®
“D t I d S h,, Quick Search
etaile earc " Client’s name
Detailed search
Client’s name k
This second list is especially useful for helping you find a file when Referring
you do not remember the last name, but only the first name. Flone
Click in the list and type the first name Search Detailed search
®
_ [ jane| ]
In the example attached, | typed QuicklSearch : _
. Client’s name Referring
"jane". ;
File N°
Detailed search R .
eason for consultation
Then you go to the bottom of the 0
. . B " Jjane ] Reference reason
window and click on "Search o
. . File N° Registration Dat
By clicking on search, the procedure S
. . . . josure Date
will find all the files, which you have
. . . n " I Expiration date
the right to see, whose first name is "Jane".
In front of a date or a number, you can
use the following operators: > <= <
If the search found find more than one record with the same first r———

name, then you use the navigation arrows at the top to view the
folders one by one.

Find a file by its number

If you remember the file number, you can also directly display the file you are looking for by
entering its number in the "File number" section and then clicking on "Search".

Detailed search Detailed search
Client’s name Client’s name
Referring Referring

File N° A f [ 1235 ]

=y
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Category search displays a search
window that includes all the
categories found in the "Files"
interface as well as all the color
categories to which you have
assigned a meaning. Clinical Approaches

Types of planned duration

Clients Category
Department concerned
Clinic's Site

Category of treatment

Personal Category

In the example opposite, not all
colors have been attached to
meanings. Debtor

Individual

Urgent

To assign meaning to colors, Couple
you use the color palette @
button, which is present in On psychiatric medication
)
the « Files » section and in Family .
the "Data" section. Default color .
To search a category of cgstomgrs [ﬁ" — [—H“ﬁnue >
corresponding to a color, just click
on the color

Once you have entered your search criteria, click on "Continue".

Search by coordinates.

New request
The tool is present in the

"Data" section. The "Search by
coordinates" tool allows you to o For searching civic
quickly find a folder by one of Patients name addresses or emails
the following elements: Address
e A personal name (Client,
parent, grandparents, )
. All Phones Numbers
guardlan) Allows to find one or the
e A phone number (all ‘ s other of the telephone
numbers entered in the Client Phones N number of the client, the
section) Spouse Phones N° spouse, the parents, etc.
e Acivic address (door .
number, street, city, ATl iE
etC-) Patient's parents; Grandparents; Person in charge...
e An email address.
[ Continue ]
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When the procedure is started, it displays a window containing several fields.

The current fields allow to find the name of a person through a single field that contains all the
names entered in the "Data" section. This is the same behavior with the field "Address" and the
field "All Phone Numbers". This section will be useful if you do not know to which category of
person belongs the phone number.

On the other hand, we have added three sections that allow to specify the search for the phone
numbers.

However, if the customer has three different phone numbers, there is only one search box, but
no matter if his phone number is that of the cell or that of the office, the search will display his
name if the No. corresponds to one of his three numbers.

It's the same logic for the phones of all people connected to the client: Parents, grandparents
and guardian.

The search will display the results in the "Detailed List of Psychotherapy Clients" section.

Since this list does not display all the information entered in the data section, for example, it
does not display the grandparents' phone numbers, do not be surprised if a name appears
without displaying the requested phone number.

For example, if you have asked to display all the phone numbers beginning with "514", the list
will contain all customers of which one of the persons has such a N °, whether it is the spouse,
the father or guardian, etc. The same result for addresses, if you are looking for the door
number (civic number) "800", it is possible that several customers are listed without it being the
civic number of the customer himself.

If you want to cancel the search after launching it, click "Continue".
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4. Tools into BaseDPsy.
Clients List
4.1 The Toolbars Q) search
) i ] Individual
The drop-down menu of the header is present in each interface
and remains the same. The tools in this menu are mainly used Spouse
to change the interface, so to navigate inside the software. Children

On the other hand, when you use a header drop-down menu to
change the section, if the same client as the one displayed in
the section you left is present in the next section, it will be in the
foreground when displaying the section. next section so that
you always stay in touch with the same folder.

For example, if you the client displayed in the "Data" section is
John McGrave, moving in the "Notes" section with the header
menu, it will be the sessions of John McGrave that will be
displayed when you arrive in the section "Notes".

The name of the interface is always located in the same place,
at the top and in the center of the drop-down menu.

In each data entry interface, and not in list-based interfaces, the
toolbar is on the right.

The tools it contains are specialized according to the content of
the interface.

Other tools directly related to interface contents are
occasionally located under the tabs.

For example, in the "Notes" section under the "Account
Summary" tab, there is a specific toolbar.

Account Summary

d services to this client

< .
Dues Payments ] Contains several tools
for customer billing

Family & Family Files
Documents case

Debtor linked

Miscellaneous notes
Anamnesis
Genogram
Info Summary

1 Print
Steps
Detailed list of clients
List by category

Forms Collection

Account Summary
List of AEP mandates

Tasks List from EAP

Current Day Invoicing and Collection

,i, Put back on the waiting list

New Window

The toolbar groups tools of different natures. Some tools display content as a pop-up window.
Others display a list of related tools, as the "Print" button often hides tools to launch
specialized printing. Others are used to display interfaces associated with the content, as here
"Detailed list of clients". Finally some are used to launch procedures like here "Current Day

Invoicing and Collection".
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When your cursor hovers over a tool, the appearance of the tool

and your cursor changes to help you avoid mistakes

4.2 Tools in the form
of icons

We have standardized the meaning of
the icons to help you learn their specific
purpose.

In addition, if you let your cursor rest
above the tool-icon, most of the time, its
utility will be displayed, as here for the
arrow icon pointing a tray.

Contents
Sessions List
Family Files
Documents case
Art therapy works

Attendance

i D, | Nntgo

o
o
=]

usefullness

Color the name and give meaning to the color

To add a detailed description of the billed
service

OIE-Q

To display the client’s debtor

[
hi-,

To edit the client’s name

9,
3

Contains an additional list of specialized tools

To send an email, an invoice by email, etc.

Face to face meeting

%[4-

Click to insert the default value in the interview format
QUIVUI yeal =TT s

Displays a window containing a geolocation of
the address

The list opposite is not exhaustive,
because some tools in the form of icons
are explained directly where they are
used; for example tools concerning
documentcases or tools concerning
statistical or financial reports.

O[O0 K

Contains a descriptive list of the usefulness of
the tools present in the interface or in a list

|
{I.I

Contains the list of values of the juxtaposed
field and allows to change the list of values.

Displays the website according to the address
inserted in the juxtaposed section

Deletes the contents of a choice, filter, etc.

X X @

Close a pop-up window

Deletes a line in a list

Indicates the presence of hidden content in the
popup window

All arrow shapes indicate the presence of a
reference procedure
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4.3 Discrete or embedded tools in the title heading text

Several tools in BaseDPsy are not identified by a button or an icon. They are embedded in the
text. To discover them, it is enough to fly over the text so that their presence is revealed. The
color of the text's background changes by hovering over the text and the cursor changes to a
hand.

Here are some examples :

In several interfaces, click on the client's Sessions's summaries of M. - Lambford, Mavis
name, isolate the cards that concern him and
put them in the foreground Sessions’s summaries of M. Lambford, Mavis

Under the "Invoicing" tab in the "Notes"
section, the title background of the "Service Cost" ¢ S >
heading, that is the bottom of the word "Amount", © N\

Service Cost

turns blue by hovering over it and an arrow appears. Other Costs

g/ Sub-total
The title of the heading "Other Costs" is changed, -
when flown over, to indicate that it can be modified and redefined © Amount =
with a drop down menu. Other Costs ]

| Materials Cost R

Many of these discrete tools also have tooltips or khaki text that
explain their usefulness. These explanatory khaki texts have been Registration fee
added for those who use BaseDPsy on an iPad because FileMaker | tests cost

Go does not display tooltips.

For example, in the section Client-Data, under the tab "Parents of the client”, a text explains
that by clicking on the icon you will insert in the address of the father, that of the client.
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4.4 Tools not to use.

There are some tools available on a desktop computer and an iPad that it are better to not use.
On the iPad, the tools are provided by FileMaker GO and not by BaseDPsy, while on the
desktop PC, we have chosen to leave a tool available for exceptional use.

4.4.1 Find Mode

On the desktop PC, the submenu of "View" menu will put the software on "Search" mode. If
you use this tool, all field titles disappear, which is an effect of how the software is translated by
us. We suggest you do not use it.

If you decide to use it, so you need to remember the title of the i S
field before use, then once your search word inserted into the

. : . X v Browse Mode #¥B T
field, click the "Return" button.
It is preferable to use the "Quick Search" instead of "Search J v Status Toolbar  \C38S L
Mode". But, the Quick Search is programmed to look for in a | Z :31::3"'"9 — |
limited number of fields precisely in order to maintain its speed.

You can therefore use the "Search" mode only when you know Zoom In

the information available, but it cannot be found by the Quick Zoom Out

Search.

4.4.2 The « Plus » sign in table view

ez
Lieux de pratiquei  +

Qiownni A la vAnidaAanan

In the table view, at the far right of the table, there is a "+".
Do not use it: The utility of this button is to add items. If you create an item, you won't know
what to do with the added item which will not be included in the procedures BaseDPsy.

The column headings in the tables cannot be multilingual, so they stay French.
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4.4.3 Adding or deleting a record

In BaseDPsy, when you delete or create a new folder using a button for this purpose, a
procedure in the background performs several steps to create links or to delete other records
related to the one you delete.

* New File 7+ Add a session

== Delete this File == Delete this session

With the desktop PC, some tools offered by FileMaker were removed in programming
BaseDPsy. However, if you are a connoisseur of FileMaker, perhaps you'll be tempted to use
the keyboard shortcuts used to add or delete a record. We strongly discourage you.

The reason is as follows: In BaseDPsy, all records are connected. For example, whenever you
create a new folder, other records are created in other sections BaseDPsy and a link is created
between these different records. If you use a tool that lets you create a record without using
buttons specially created for this purpose in BaseDPsy, you create a record in a section without
the necessary links in other sections. You'll automatically create errors in your database.

For the same reason, we recommend not to use any of the tools displayed here and available
on the iPad with FileMaker Go:
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Files (Folders) management

5. Creation of a client file

5.1 The concept of a file in database.

In a traditional folder concept, we usually speak of a cardboard in which we keep loose sheets
with all the various notes and information relating to a person or an organization or a single
subject.

Here is the definition of a folder in « Oxford dictionary »:
« a folding cover or holder, typically made of stiff paper or card, for storing loose papers. »
and
« Computing : a directory containing related files or documents. »

In this user Manual, we will use « File » as synonyme of « Folder ».

In a database, the concept of file rather refers to an identifier that will link together all the
information entered in multiple interfaces. And this identifier is usually a File N°, a ID N° or a
code.

In BaseDPsy, we use a sequence of digits sometimes preceded by letters, such as identifier (ID
N°) or as File N°

In BaseDPsy, an identifier is generated automatically when you create a new entity (client,
debtor, group, message, report, notes, supplier, expenses, etc..) This identifier may not be
changed by the user . In addition, the identifier is used as File N° for the following entities:

¢ Client in psychotherapy (individual, couple, family)
¢ Institutional Client (Organization, Institution, etc.)
e Group (Group Therapy)

So there are several categories of files in BaseDPsy. There is also a different interface for
creating files of each entity that we have listed above.
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5.2 File creation for clients in psychotherapy

For any customer in psychotherapy, there are several relevant sections and several elements
that will be interconnected:

Folder settings (No., dates approach, details of the application and understanding);
Information about the client (Data-Client);

Notes on the evolution of therapy (Notes);

The directory of clients;

The bank of forms;

Billing clinical interventions;

Exchanges and communication with the client (Messages);

Written reports (Report).

In this chapter, we will deal with only the first three sections, the others will be
addressed in specific chapters later.

©COoNO WD =

5.2.1 First steps in file creation.

For all clients who ask for a marital, family or individual Therapy, you go to the « Files-Request »
section first, to open a new file.

The section includes three tabs with different content to meet the professional standards of
record keeping:

e The dates definition of the step;

e The notes on the request of service of the client;

e The terms of the departure agreement with the client.

Two buttons activate the procedures for creating or deleting client files.

=+ New File

== Delete this File




BaseDPsy 11 User’s Manual

Writing Notes

5.2.2 The file creation in BaseDPsy.

Before creating your first folder, we recommend that you set the
default values available in the "Options" section under the "List"
tab.

When you create a file in BaseDPsy, the procedure performs
several operations in the background.

The procedure creates a name and associates an ID N°, it

Page 38

4+ New File&o

~ Anew reco

rd is a new file.

Click here to create a new record for a

. new patient.
= If you need to register a new step for a
- that has already a record into BaseDPs|
instead the tool: "New Step" under "Stg

simultaneously creates a record in the Directory, the registry, in the Notes section with the

same ID that will serve as a link between the different sections.

The procedure also defines some data automatically:
e The selection of interface as "individual";
e The date of the first session with the same date as
the date of creation of the new file;
e Hours appointments and other details on the session
remain empty.

Registrations

Registrations

Enter the name of your client,
Prefix (Greeting)
First name

Last name

The method displays a single dialog box to identify

the name and surname of the client and then lets [
you choose what additional data on the agreement,

the client and the session you want to enter. your|preferences

The default value of the interview format has not yet been set in

Ok

If you have not entered in the "Options" section the default value of the "Interview Format" for

the follow-up notes , a message will notify you.

But later, you will have to define the following data in the "Notes" section

* Interview Format

* Duration of the session
- Start time

* End time

« Site of practice

« Session content

* Billing

When you write the first follow-up note in the new file, then it is important

jeudi

Local 100 v

Time Start 13:00

Time End 14:00

Session N°
Step N°
Absent patient

Duration in minutes

3
1

60

to enter the start time and the end time of the session, so that the hours are repeated in the

subsequent addition of new sessions for same file.
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If you use the calendar version, when you write the first note of tracking the new file, then it is
important to enter the start time and the end time of the meeting In order to find the
appointment in the agenda and that these hours be repeated in the subsequent addition of new
sessions for the same file.

Appointments equivalent to the sessions created will be visible in the agenda only once you
have added the start and end time of each session.

However, an alert appears when attempting to display a date in the calendar without first
entering a start time at the session;

Some errors in use also involve that the RDV equivalent to the date of the session has not been
created, in this case there will be an automatic creation of a new RDV when attempting to
display in the agenda a session that does not have its equivalent in the calendar.

The changes are automatically transferred to Notes or to Event, when you leave one or the
other of these interfaces.

5.2.3 The concept of step and creating folders (files)

When a client starts therapy, he "enrolled" in a therapeutic "step" with you, and you create him
a folder. First, create the folder and step are synonymous.

But it happens that some people stop their therapeutic step and come back later.

It is during this return that the therapist will have to choose between a) is it a new therapeutic
step or b) is it the continuation of the first move.

But in all cases, the therapist does not want to open a new folder for the same client. But if it's
a new step, the therapist will want to keep track on the record, where the notion of "re-
registration" (New Step).

With BaseDPsy, so it is possible to "Register" several times the same client while retaining a
single client folder.

Displayed step = N° 1

In principle a completed step entails AT File N° Active= 15
closing the file. To close a file, simply m

. . . . StepN° 1 Fee 90
enter a closing date in the field for this School year
purpose. Registration Date  14-01-08 2013-14
The closed file is identified by the Closure Date
presence of a «Closed" padlock.

Client N°

In the "Files & Request" section, tools Previous Flle N°

for managing steps are under the
"Steps" pane.
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To close a step or a file, simply enter a closure date. If you click on the button "Close this step”,
the procedure simply reminds you to include a date in the "Closure Date".

To reopen the file, you must choose whether it is a new step or whether it's the pursuit of the
abandoned step. If this is the continuation of the therapeutic step, simply delete the closing
date and the file becomes open, active.

If this is a new step, you use the button "New Step". And the procedure will open a second
step by giving a figure higher than the previous one, it will also create a new session in the
Notes section giving the date and the same number of the new step, like when opening a new
folder.

The button "Delete this step" is present primarily to correct errors, the creation of a second
nonexistent step or error.

It is not possible to delete a step when the client has only one step in his file.
If you try clicking the button "Delete this step”, a message warns you.

The creation of two files for the same client is possible. It can be appropriate in the some
situations like these following.

Situation A) :
A client comes in marital therapy. Marital file is opened with the participation of
the conjoint. Some time after the end of therapy, the client come back with a
request of a individual therapy.

Situation B) :

A client comes in individual therapy long after a first clinical step. But the
situation has completely changed and entered information about him is not the
same as in the first step. Creating a new folder will allow to enter new data
without deleting the old ones.. In this case, it would be useful to add a suffix to
the client's name ("2" or "B", etc..) To distinguish the new file in the client list.

When a client has several steps, the list of his steps is displayed. An icon recalls the status of
the step (active or closed). As long as the client has an active step, the file remains active, even
if it has several closed steps.
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Steps list of this client
Click on the row to display the step
Durationin  Sessions
Step N° Regist. Date Closure date months Total Fee
1 @ 140 2017-04-17 2017-06-13 1,9 3 95,00
2 @ 143 2017-06-13 2017-12-01 5,7 1 100,00
3 |P 153 2018-05-12 9,1 1 100,00
Total of Active Steps 1 Sessions Total 5
Duration total 16,7
Statistical Category =  C = Between 12 and 23

In the right side toolbar, two buttons provide access to the list of steps.

The first one is as a list of registered folders, you used to search a file and display it in the same
interface.

The second shows another interface where you view all the steps of all clients with the details
of each step.

Detailed list of clinical steps ’ - L
(|
. Il I -
List by cptanan: . .
Show the complete list of clinical steps
Sosuacoaf cafoual == -
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5.3 Entering Data

5.3.1 Under the tab « Steps »

The « File N° » is not editable. It is used as a link between several informations on your client in
all sections of BaseDPsy.

But you can use two other field to customize the Client File N°. If you import data from a
previous version of BaseDPsy, the previous file number will be pasted in the field named «
Previous File N° »; If not, you can use it to enter the File N° of a previous paper folder of your
client.

The fee will be entered automatically if you use the "Default Fees" option in the "Options"
section under the "Finance / General" tabs.

Displayed step = N° 1
m Active File N° Active = 15
Step N° 1 Fee 90

School year
2013-14

Date  14-01-08

These field titles and
contents are editable.
See explanation into Client N°

« Option » section

Dat
ate It is best to enter

the Fee at the
file opening

Previous Flle N°

Default Fees

The "Default Fees" are entered automatically whenever you create a new folder in the "Fee" field, under the "Agreement" tab at the "Files
Requests" section. But you can modify and adapt subsequently the "Fee" of each client under the "Agreement" tab.

Do you want the default fees are automatically entered when creating a @ Yes Default Fees = 90,00

folder?
O No R
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5.3.2 In the « Request » pane.

There are three tabs to describe the application: Description, Details about the request and
Observations-Comprehension (of demand).

You can indicate the reason for consultation by choosing from a list of editable values, and also
check if the reason is related to the work. If you check, the "X" will also be present on the
invoice "Auto" and on the claim form N ° 8 (Web) for the debtors

Request
Request date  17-04-17 Requested Service
Schedule available 09-12 Reason for consultation =7 Work-related reason
Description Details about the request Observations - Comprehension

Used Form for this admission [ Insert a framework ]

Description of the request

For the "Description”, it is possible to use customized frameworks. Its contents are added to
the request text during printing and in the first session, if you use the button for this purpose.

Under the others tabs, there are six fields present and you can change the title of all five of
them. Just click on the title of the field to change the text. The title of the field will be changed
in all records of all clients.

Request

Request date  17-04-17 Requested Service

Schedule available 09-12 Reason for consultation

Expectations and Difficulties set out k

Click on it to modify the label of this field.

Only the "Reason for
consultation" has a non-editable label. The content of this field has a drop down menu that can
be changed by clicking on the icon opposite button.

The five other sections are used to enter information and observations made during the guest
care ("intake") or during the registration of his service request.
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Use frameworks for requested services.

You can use templates for the application, the intervention plan and the agreement, you can
also define several templates for each of these headings instead of just one.

Tools for inserting canvas are located under the following tabs: « Request / Description »,
« Agreement / Service Agreement » and « Agreement / Plan of Intervention ».

To add or edit canvases, go to the "Options - Preferences" section under the "Writing" tab.

: ileN= B 145
List of frameworks - “
® Step N° 1
. . ) Steps total 3
View only the frameworks of this section = [ ]
View the framworks of = Agreement
Anamnesis
Group k
U . Seq Institution
Frameworks are available ) ~ Work-related reason
. . Intervention Plan
for three fields in the .
) Notes Comprehension
« Files & Request »
) Report
section Request Insert a framework ]

Using Forms

If you want to use a form for this interview, two options are available to you and shown on the
buttons title.

The "Registration Form" is a form with five pages, in letter format, which contains all available
fields to hold information about the client and its request entered in both sections: "Files-
Request" and "Data-Client". It can serve as a reminder for questions at the first interview with
your client or use it to take notes of the information that you consider useful to keep in
BaseDPsy.

Detailed list of clinical steps
Forms
® List by category

Sources of referral ‘

>) *Forms * ‘

| Transfer the content
A4

Registration Form

PDF Admission forms

Authorization form

Put back on the waiting list ‘
— |
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The "PDF Admission Forms" button gives you access to an interface that allows you to keep
the content of your own forms. In this interface, four briefcases are available for storing the
forms or your clinic, or for storing the Client Response filled forms. The same "blank" forms can
be stored in the "Forms Collection" section.

The button "Authorization Form" displays an interface that allows you to customize and print a
request for access to confidential information which will be signed by the client or his
representative.

Printer: | Officejet Pro 8600 = {
Convert Form to PDF Presets: | Default Settings — — 5\
Copies: |1 I|7] [ Two-Sided
If instead of printing you convert the Pages: lﬁ‘
Authorization Form in PDF format, you —_
can then send itby emai. (.
@ moesiven
This option is included by default in
Apple-branded computers. With
computers using the Windows :
- accounts.google com

platform, you need to install a virtual
printer such as PDFCreator.

£ simides.cal

On some computers, if you use
BaseDPsy without FileMaker Pro, you G At WoroPress
can convert the PDF document after
ordering printing, that is, of course,
limited to the characteristics of your
computer and other applications

available on your computer. LD dech 188D
? | PDF v | | Show Details | | Cancel | Print
PDF conversion is available with Open PDE in Preview
. . . Save as PDF...
FileMaker Go for iPad. These limits are N

. ) ] Save as PostScript...
explained in a chapter on Guide for

using BaseDPsy on network or iPad. Add PDF to iBooks

Mail PDF
Save as Adobe PDF
Save PDF to Aperture
Save PDF to folder as JPEG
Save PDF to folder as TIFF
Save PDF to Web Receipts Folder

Send PDF via Messages
Save to iDocument

http:/)

Edit Menu...
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5.3.3 In the « Registrations » Pane

You will find a choice of interfaces is a must, a necessary choice for the good operation
procedures in BaseDPsy. The other items are most useful for your statistics on your practice.
They have drop down editable menus so as to be filled quickly, especially if you change to
restrict the choices available to your preferences and habits.

By entering the amount of the agreed fee with your client, this amount will also be visible in the
billing interfaces and will serve as a memory aid.

You will also find a text section that allows you to write either the main objectives agreed with
your client or your intervention plan.

If you change the field title (Key objectives ...), you automatically change the title of the similar
tab.

You can print the contents of what you entered in the "Request" tab and under the
"Agreement” tab using either of the buttons on the interface.

Registrations

You use these fields according
to your needs and the statistics

quest date  17-04-17

Individu E:

Client category

@ Individual you want to produce
Department concerned =)
O Couple P Q
. Centre médical v
O Family
; Category of treatment =
O Art Therapy The address is entered 4
automatically, here and in the Clinical Approaches @.
tracking notes, when you
Planned length =)
have entered the relevant
X i i i Types of planned duration =)
Mandatory choice data in the Options section 74
Personal Category g/
Client N° =
Previous Flle N° @

Accelerate billing Default values added in each session
Fee 95,00

Duration in minutes =

Centre médical 1857 St-Laurent, Montreal, M7H 3M8

4+ New File

Print this admission datas .
== Delete this File

Copy into the first session

>. ™ Print
ng ‘*:
Print this agreement

n| Print intervention plan

Registrations

Steps
Print the anamnesis B

Request

nath | == Y
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5.3.4 In the Service Agreement pane

Registrations

You will see that the pane contains both a section for writing or Request
pasting in an existing service agreement or inserting a writing Referring
template and a document holder at the bottom of the pane. Objectives agreed

Service Agreement *

Anamnesis

PDF Consent Form

Detailed list of clinical steps

And a document holder to insert a consent form.

PDF Consent Form

So you have two different tools that can serve the same purpose. 2 =
=0

The document holder will be useful if you want to send a PDF
consent form before meeting the client. But it is also possible to
insert a form in another format, word or excel, etc.

&N

&% Email

If you use the section entitled "Service
Agreement"”, you can either paste a
word document or a canvas, and Service Agreement
once the document is completed, you
can also have the client sign it if you
are using an iPad.

Insert a framework

You can also send the service agreement or the consent form by email, if

you use an smtp address. An smtp address is provided to you free of [ Pasetorr |
charge if you use our hosting service. “‘_ « > _’”
You can also insert the : : Continue or Cancel ’
i Q Search
con’ltlent o.f a consent for:n in l et mtervenion plan ] = [ 7 — ]
the "Service Agreement Newfle =
section or in your templates. l ] el BT
\- Copy into the first session —
l Print the closing note ] ™ Print [‘ e ! ‘ Zoom In ]
You can aISO en:all the l R D ATEES ] Registrations [_::\ Zoom Out I ]
contents of the "Service Request -
Agreement" section by [ ] Referring —
clicking on the "Print this [ o ]
Agreement" tool. [ )2 saveaspor |

[ {3 setuwp l

When you preview the Service Agreement and if you have a valid smtp
address, an additional tool will be present to allow you to email it.
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5.3.5 Complete the file in the interface : « Data Client »

You can then complete the file opening by entering descriptive and personal data on your
customer.

Explore the interface and you will surely find enough items available to enter all the information
you want to keep.

They are not mandatory, on the other hand, if your client have insured services by an external
debtor, you must complete the relevant data on the debtor under the tab so that you can
charge the debtor at the time of billing your sessions.

The information entered in the "Debtor" interface remain the same for all clients.

On the other hand, even if multiple clients can have the same debtor or the same insurer, each

Debtor linked to this patient

® Associate this client (file)
with a EAP mandate from
another file

Mandate Active Contact =, , ext.:

Click on the paper clip icon to
associate de EAP debtor to a

Debtors list available for linking client

Mandate Active =

Debtor’'s name Contact Phone numbears
1 P2 Assurance Coté Robert Turmel (450) 473-6985

2 P4 SAAQ
3 P5 IVAC Go to the « Debtor » section to
4 P6 CSST add or modify the list (514) 698-5214

customer has specific information that bind the debtor.

+t 1+ 1+ 1
NI

These specific informations, different from one client to another, can be entered under the
"Mandate-EAP".

See in another chapter, about debtors invoicing for entering information on the mandate of a
debtor.

There are several fields to enter all children details.

If the therapy is for children, you prefer probably indicate that the data entered on the children
concern the client siblings and not his children.
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Just check the option available
under the tab to change the title

of the tab.

Page 49

Children

Children or siblings of the
client?

@ Children

Siblings

Siblings

Children or siblings of the
client?

O Children

Siblings

All data entered in the "Data Client" section can be printed using the "Print Client Info" button.

VIISTenaneous notes

Print Client Info

Print the anamnesis

Avery 8160

Avery 8163

Export Phone Numbers

The interface also has
other tools that allow you either to print labels on behalf of your clients, or to view a complete
list of clients in psychotherapy or a list of references, either to incorporate a "Genogram" in a

specific interface.

The client « student ».

Anamnesis

Genogram

Info Summary

™ Print

L3

Steps

Detailed list of clients

List by category

New sections are used to enter the characteristic data of customers who are pupils or students.

To avoid bogging down the display of this section, the display of these new features is
conditional on the existence of a school name.

As soon as
you change to
another field
after entering
the name of a
school, a table

Mother tongue

Family Categories

Job or First Employment
Employer

School

Registred in this group

Has consulted someone else?

With empty
fields

11-07-24 Age At registration 5
Gender = Current age 7.6

Maturity at Registration Child
Legal Status g/
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appears containing the descriptive sections of its links to school.

11-07-24 Age At registration 5
Gender o, Current age 7.6 Studies
Maturity at Registration Child

Legal Status g, Grade

Mother tongue @ Faculty or Department
Family Categories @ Classroom Teacher
Job or First Employment g, Professional involved
Employer O Professional Title
McGill University @ School Phone N°
Registred in this group ~ Difficulty identified ~

v

You will see two buttons box also appear: one at the side of the employer name and the other
vis-a-vis the school name. As the entries regarding both fields overlap, and therefore by
checking one either you can bring up successively the one and the other.

This will allow you to have two alternate information when your adult client is simultaneously a
student and employee of a business.

The « Print » button

The print button is a "Popover", that is to say, it displays a window containing tools. We have
grouped in it all printing tools and a new tool to export some data entered in this section.

VIISTENaneous noes
Print Client Info Anamnesis
q
Genogram
Print the anamnesis
Info Summary
\ _
Avery 8160 | B Print
Avery 8163 Steps

Detailed list of clients

Export Phone Numbers k T,
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Field export order
Exporting phones numbers and emails of your clients IndividuNom Client Name

When you view the contents of the "Print" button, you have
access also to the tool that allows to export phones numbers.

This is a new procedure which exports all the phone numbers
entered in the "Data" and all email addresses.

The procedure will place a document on your desktop with
the following name: "TéléphonesBaseDPsy.csv". the format
".csv" allows to import the contents into other programs, such
as the Microsoft Office suite (Excel, Outlook, etc.)

However during the conversion of the document the process
imports the content of the fields but it does not import the title
of the fields. If you import into an Excel spreadsheet, for
example, each entry will have a different column, but as the
field labels are not imported, you will not have any column
title.

To avoid being mixed and to be able to name the column
headings, you need to know the import order which is shown
in the screenshot.

Imported into an external spreadsheet, the spreadsheet will
have 38 columns, in so far as there is at least one data
entered in each category.

For example, if Personal infos
Zg;gs \(/thnae;/ner 1-o7-24 e A‘é‘f::fz;’z 36
the field " legal Gender = Maturity at Registration Child
guardian, you Legal Status &
will have six Mother tongue E
columns less. Family Categories =5

Job or First Employment @~
But the column Royal Hotel ®
COUI(.:I aISO be McGill University O
:]?lls(j(jl[;,t?gr Registred in this group ~
example, if none v
;”s{‘hte*:a;i ti . e O

L T I I I I e R L I R R

IndividuPrénom
IndividuCourriel
IndividuTelcell
IndividuTéléphone
IndividuTeleBureau
IndividuTeleBureau Ext
Conjoint nom Spouse Name
Conjoint prénom

Conjoint courriel

Conjoint cell

Conjoint téléphone

Conjoint téléphone bureau
Conjoint téléphone ext

Mére nom Mother Name
Mére prénom

Mére courriel

Mére tel cell
Meére tel res
Mére tel bur
Meére tel ext
Pére nom Father Name

Pére prénom

Pére courriel

Pére tel cel

Pére tel res

Pére tel bur

Pére tel ext

GMere nom Grandmother Name
GMereTel

GPere nom Grandfather Name
GPereTel

Tuteur complet Legal guardian Name
Tuteur courriel

Tuteur tel Cell

Medical

Diagnosis
Employer
Royal Hotel
Address
City =
State-Country =5
Postal code E
Phone number : Extension
Fax number :
Web Site @

Contact
Phone number : Extension

Email

<
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cell phone number, this column will not be displayed.

After exporting, you have so a data recognition work to do.

The export of telephone data and email is also Field export order
available in the "Directory" section, but the content + Client nom

is different, because it restores the contents of the + ClientTell

directory, so with only four columns combining + Adresse

data associated persons. s Botti\

The export order is modeled on the directory

display format. This field (and the column) contains
all the data associated to the client:
meaning his family when the client
is individual; the representative if

the client is an institution, and
participants if the client is a group.

Health Insurance N°

We added a field under the tab "Coordinates" in order to save the Client Health Insurance N°
(Medicare) which is asked by some external debtors.

Individu

Registration Date : 24 septembre 2018
School year : 2018-19

785 Rue de L'Aube

Montréal =
Québec, Canada @-
H5M 2T4 )

Health Insurance N° ‘/

Home's Phone
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References received and external references made.

Information on references received is in the "Files" section Under the "Request / Referrer" tab,
as it is often at the time of the service request that this information is requested from the
customer.

On the other hand, you may refer a client to services other than yours, so we have added
headings allowing you to insert this information in the "Data" section under the "Contact" tab
and under the heading "External reference".

External Reference
To which services did you refere your client?

Montreal Children Hospital

need injury evaluation ~

Two statistical tables for references are available under the tab "Productivity" in the "Statistics"
section

31 Total references received sorted by year -
and reason |EEEE]

32 Total referrals to external services per -
year B

And another statistical table is available under the tab "Performance"

Concerning advertising or incoming references

51 Total revenues and total customers per -
advertising medium or category of \EE) E
reference
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5.3.6 Marital Therapy File

Spaces for medical and diagnostic information has been adapted
to allow to open only one file instead of two for the spouses in
marital therapy.

Registrations

Client category

It is up to the therapist to decide whether to open one or two files O individual
for marital therapy. (® Couple
O Family

If you open two files, one on behalf of the husband, the other at the
name of the spouse, you can then associate them. But to learn the (O Art Therapy
method, see the following chapter: family file.

If you open only one, you can enter all important information concerning the spouse under the
"Spouse" tab.

In addition, choosing "Marital therapy" as the favourite interface in the "Files Request" section,
both names will be displayed in the label of the folder.

It is up to you to use the term "Couple" or « Miss & Sir » as the prefix in the « Data Client »
section.

® =2 miss&sir Martineau, Nicole and Corriveau, Richard

Prefix

You can modify the list of values of the heading “Title" by clicking on the label.

— Sy See Prefix

Sir
Mme
Miss
< Sir & Miss . .
P Miss & Sir | Miss & Sir d Corriveau, Rich
Prefix Dr
R

Click on it to modify the value's list included in that field.

Ranictratinne I I

If you open one folder for a couple in therapy and if at the end only one spouse continues with
you in individual therapy, then you can open a new file on behalf of the spouse concerned. As
both names were present in the identification of marital record, it will be easy to distinguish
both files.
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Marital Files and Data Transfer

Addition of a function to transfer the contents of the request and the agreement, as well as the

personal information to another file.

This tool allows to copy elements of a first folder (source)

in a second folder (target)
1- Enter the records ID concerned
File to be transferred (source) =

Destination folder (target) =

First spouse to the marital file
2- Check the content to be transferred
X| All content of the request and agreement

(@ X ClientA =) Client B

X| Anamnesis

[ Transfer ]

Second spouse to the marital file

3- Enter the records ID concerned

4- Check the content to be transferred

@ Client A =) Spouse B

[ Transfer ]

1 Print
Registrations
Steps
Request

A Referring

Objectives agreed

Service Agreement

Anamnesis

Detailed list of clinical ster}
List by category
Sources of referral

Forms

5| Transfer the content
.+, Put back on the waiting |

New Window

Record N° 51

That function can be useful in two circumstances:

1. Instead of opening a new approach to a client, you prefer to open a new folder and
transfer some information in its second folder;
2. Inthe case of a couple therapy, you have the policy of opening a file to each partner

and a third file for the couple.

In the latter case, here is how to do the transfer:

1. You create a file in the name of the first spouse: (example = Aline Lamarre with the N °
Dossier 112): Tick "Individual" in the choice of interface and enter all the information
which concern her in the section Requests and the section Data.

2. You create a file in the name of the second spouse (example = Jim Gordouch with
Folder No. 113); Check "Individual" in the interface selection and enter all relevant
information in the Requests section and the Data section.

The information transferred will be as follows:

Box 1 = The content of the application and the agreement;
Box 2 = The individual information under the "Contact" and "Personal Info" tabs of the

"Data" section;
Box 3 = the anamnesis;
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If you have not entered the content of the application or the history, you can check only

choice 2.

3. You create a conjugal file in the name of
the first spouse (example = Aline Lamarre
with the N ° Dossier 114); Check "Couple”
in the interface choice and enter only the
name of the first spouse.

4. You use the "Transfer Content" function
to transfer the contents of the first spouse
(112) to the conjugal file (114). In the
example, suppose that she was the one
who made the request for conjugal
therapy and so you have entered in his file
the request and the anamnesis. So you
check the client A to the client B, the
client B corresponding to the marital file.
Check only the first three box (All Content
...; Client A to Client B; Anamnesis or only
second Client A to Client B)

5. Then you use the same function to
transfer the details of the second spouse
(113) to the conjugal file (114). Check only
the last box = Client A to Client B. This will
complete the spouse data in the marital
record (114) with the data from file 113
(Jim Gordouch) under the tabs "Contact
Information" and "Personal Info" of the
"Data" section.

Obviously, before using this function, you must
have completed the client information in the
"Data" section.

@

Leaving your cursor on the « ? », It will tell you
that some of the personal information will be
transferred to where.

@2 X| Client A =) Spouse B

Some personal information of the client of the
file to be transferred (A) will be inserted in the
| info on the spouse of the destination folder (B) |

This tool allows to copy elements of a first folder (source)
in a second folder (target)

1- Enter the records ID concerned
File to be transferred (source) = 112 A

Destination folder (target) = 114 | B

First spouse to the marital file
2- Check the content to be transferred
X| All content of the request and agreement

@ X clientA = Client B

X! Anamnesis

[ Transfer ]

Second spouse to the marital file

3- Enter the records ID concerned

4- Check the content to be transferred

@ Client A =) Spouse B

[ Transfer ]

This tool allows to copy elements of a first folder (source)
in a second folder (target)

1- Enter the records ID concerned
File to be transferred (source) = 113 A

Destination folder (target) = 114 B

First spouse to the marital file
2- Check the content to be transferred
All content of the request and agreement

@ [ clientA =) Client B

Anamnesis

[ Transfer l

Second spouse to the marital file

3- Enter the records ID concerned

4- Check the content to be transferred

@ X| Client A =) Spouse B

[ Transfer ]
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Marital file with the same EAP mandate for both spouses

When you create multiple linked files, such as a couple file and : —
another file for each spouse, it may happen that the couples' ﬁfg'éf;ﬂ;ﬁgﬁ;gﬁ
sessions and the individual sessions with each spouse are paid by another file

the same debtor.

We have therefore created tools to link several files to a single debtor mandate.

You must first associate the three files to the same debtor, but you create an EAP mandate for
only one of the three files. You note and copy the created PAE number, then display the other
two records, and save the same Mandate N°.

When entering a PAE number in the field for this purpose, S rctasihelciontiitiihiSioans
.. " v . external debtor as the other file

make sure that the number is in the format "C00"; i.e. a

capital "C" followed by two or more digits. 2 = Enter here the number of

the EAP mandate of the
other file in the following

Subsequently, all sessions billed in either of these files will format: "C000"
be assigned to the same mandate, and in the " Agreement
with the linked debtor" window of either will have the same
information.

3i= [ Save ] [ Cancel

« To view the original EAP mandate

However, only the folder in which you created the PAE
mandate will have information detailing the mandate. But,
we have also created a tool to display this folder from other related folders.

If the main folder changes to an active PAE Mandate, you will then have to revisit each
associated file, use the "Cancel" button, then add the new PAE (Active Mandate) number and
click save.

Whenever you save a link between two folders for The paper clip indicates the
the same PAE mandate, the procedure also adds a presence of an associated
linked file indicator in the clients list with the file. Leave the cursor on the
addition of the paper clip icon, and adds the paper clip to display the

associated ID number

Customer ID N°. in "Linked files" under the "Family"
tab.
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5.3.7 Family File

For a family file, you can choose either to open a single
folder titled in the name of the family head with the label
"Family" in front of the last name instead of last name and
first name, or open a file for each member family and to
link them.

Opening only one file for all members of a family.

In this case, simply indicate in the "Files Request" section
as the preferred interface for notes is « Family » .

In this case, the label of the file will be automatically

converted into « Family + the name of the head of family ».

Page 58

P = Family Lambford

Prefix A

Registrations

Client category
Individual
Couple
Family

O®@0OO

Art Therapy

9 Attendance
Present at the

session
Client Lambford, Bert X @
Spouse Mitchell, Joan X ©
Father Gilbert lambford S
Mother e
Person in charge @
Daughter Mary X 6
Son John X ©
Son Mavis X ©

C Editable title

Are present at the session:
Bert Lambford, Joan Mitchell,
Mary, John, Mavis,

Preview of the list of people
that will be inserted
automatically in the summary,
when names are checked

Notes about participation

A~

X &

The other advantage of this choice is that when you click a button leading to the "Notes"
section to write your interview notes, you will automatically be taken in the interface specialized

notes for family therapy.

The advantage of this interface is that it allows you to identify at each session who was present
in pointing out only the name. The composition of the group of people present will be
automatically inserted into your notes tracking, which allows you to save time of writing. The
insertion is automatic provided that the "X" is entered for the presence.

Session’s summary
Follow-up notes DRAFT

of the grandfather in conflict ...

% Session N° 0005 On a total of 0005 Total absences = 2 Client N°

Contents ( The list is inserted )

Are present at the session: Bert Lambford, Joan Mitchell, Mary, John, Mavis,

Invoicing =p

Before adding a note, be sure that the folder is active!

The grandfather (Gilbert) refused to come to the meeting, he said he is not concerned by family conflict ...
| challenge the people on their reactions to this absence ... | also request them views on the involvement
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If you choose to open multiple individual records for a family in therapy, you need to manually
access this interface, unless the folder of one of the members of the family is saved with
"Family" as the interface choice, you will then have to link these files together.

5.3.8 Linking individual files (in relationship) and copy the content of a session
in two different folders.

The main advantage of linking individual files together is to write a single note and automatically
and to copy it in another folder associated.

This option can be useful when you simultaneously follow a family and one of family members
in individual therapy, or when you prefer to open a personal file to all members of the family
therapy.

Name of the legal representative

Family

Patient's parents Person in charge Family Files

Linked files
Tools to link the files of the family

You can create a link between files when you interview many
persons which have a personal file in BaseDPsy, especially in
case of family therapy or marital therapy.

Click to bring the
associated file to the
foreground

Save Show Delete

W Mavis Lambford @
W Gibert Lambford ©

84

{((

89

(((J

The tools to link many files are in the« Data Client » section, under the tabs : « Family » and
« Linked files Family Files».

You manually enter the number of the folder that you want to link to the folder displayed, then
you click the "Save" vis-a-vis the same row button. Registration then insert the file name
associated in the name section.
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H 2

On  14-03-12

Session N° 01

Step N° 1
Absent patient
. Duration in minutes 90
In the "Notes" section, suporvisd 7

the same information is
displayed. There is an

additional button which
allows you to copy the
content of the session

and paste it in the &
remote file linked.

Sent to or read by the D
supervisor

File N°  Name

This message
appears if the

file has no
session on the
same date

89 Gilbert Lar

Interview format

Session N° 0001

Sessions's summaries of Family Lambford

o8 o5

On atotal of 0005 Total absences = 2 Client N°

Rencontre familiale = ('D,,\
=X

School year  2013-14 Déja imprimée
mercredi
Time Start  16:00 Time End  17:30
At client home D
Bureau en ville
Family Files Click this button to copy the contents of

0 Linked files / Family Files

84 Mavis Lambford

the displayed file session to the contents
of the remote file

Une copie de cette note existe dans le dossier de Mavis

% Nios  §

To copy a session’s resume

To the linked client, there is no session’s resume at the same date.

Do you want to create a new session’s resume in the linked file with a copy of

this session?

If so, the session will be created without equivalent appointment in the calendar.

T

Cancel

If a session exists in the remote
(associated) folder with the same date,
the message is different.

To copy a session’s resume

A session with the same date exists in the associated folder.

Do you want to add the content of this session or create a

new session?

(Mavis Lambford)

_Add

Cancel New

If you agree to add the content in the existing session, the content will be added after the
existing summary. However, you have the choice to create an additional session instead of

adding the content to an existing session.

There is the possibility to connect 4 different files between them. So you can copy the same

meeting in four other folders for a total of 5.

The arrow button let you read the saved copy of the session.
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Here is an example of the mention of the copy of the family session with Lambford family in the
boy's file Lambford.

Also note that if your client is a child, the name of the guardian appears when you choose with
whom the child lives and if you have entered the names of parents or the name of the guardians

Contents

Session’s summary
Follow-up notes

DRAFT

Invoicing =

Before adding a note, be sure that the folder is activd

Duplicate of interview’s resume done in presence of Bert Lambford
Are present at the session: Bert Lambford, Joan Mitchell, Mary, John, Mavis,

The grandfather (Gilbert) refused to come to the meeting, he said he is not concerned by family conflict ...
| challenge the people on their reactions to this absence ... | also request them views on the involvement
of the grandfather in conflict ...

in the relevant sections.

We describe notetaking on therapy and the client's progress and conservation of
communications with the client in subsequent chapters.

ﬂ" N°ID / File N° : 84

Lambford, Mavis Previous Flle N° Client N°

Family

Name of the legal representative ~ Gill Lambford ,Anita Goldberg

A

o

Patient's parents

Person in charge Family Files

Person legally in charge of the child-client .

or the child is living with  Both Parents e

Father

Grandparents

5.3.9 Anamnesis

In the "Files & Request" section and in the "Data" section, a button also allows you to display a
new window to write the anamnesis. You can also plan and use frameworks to write the

anamnesis.

Miscellaneous notes

Anamnesis

Genogram

Info Summary
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5.3.10 Genogram

BaseDPsy contains a special section that allows you to keep a genogram about your client.

As of version 11.44, we have also added tools that allow you to draw

a genogram directly in BaseDPsy Miscellaneous notes
Anamnesis ‘,“‘

To display this section, first choose your client, then display the Genogram ﬂ

"Data" section and use the tool entitled "Genogram". By clicking on e

the tool, a new window will appear. = Prit

The "Genogram" section contains 3 tabs and a Document Holder.
You can use the Documents case to insert an image of a genogram that you have created
outside of BaseDPsy.

“ N°ID / File N° : 150 Gilmore, Alecia
Prefix On ﬁ ?Q B

Documents-case

Documents case
o o
o = [

Titles of the associated
documents

Symboles

However, if you decide to use the tools

provided by BaseDPsy to create a B 00 ceogam2 | Genogram

genogram, it is important to transfer, in the i\%i
space available under one of the tabs If you create a genogram with the Dovumbrge vase
(Geno ram-1 or Geno ram-2) the image BaseDPsy tools, it will be saved in

9 9 ’ 9 the Documents case f

inserted in the documents case.

Otherwise, when you save the drawing icture in the Documents /1 &, [

made under the "Draw" tab, the image Titles of the associated
inserted in the documents case will be <To manually record the creation of L documents

deleted and replaced by the one produced the genogram in the timefine Symbotes

To insert a drawing or \\ Documents case
p

under the "Draw" tab.



BaseDPsy 11 User’s Manual Writing Notes Page 63

To avoid accidentally losing an image inserted in the documents case, you can drag the image
from the document holder to the space available under the "Genogram-1" or "Genogram-2" tab
or vice versa.

The tool table contains basic tools and a limited color table.

Draw Genogram-1 Genogram-2

Save your drawing before closing or changing
windows

To move or
modify an object

Erase all the contents of
the drawing table
Too ave the drawing in

the documents case

Freehand line

Once the drawing has been saved, you can no longer modify it. You cannot import an image
into the drawing table to modify it.

It is important to know that the drawing table is a viewer of a web tool, so if you close the
window that displays the genogram, it is like closing a tab in a web browser, the content will be
lost, so you must save the drawing before closing the window.
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5.4 Closing files

To close a folder you go to the "Folders" section and display the "Registration" pane. Then you

click on the tab " Démarches ".

Different tools are present to close the folder :
1. Close this step
2. Click on "Closure Date".

Registrations Steps

Displayed step = N° 1

Active
[ a Close this step ‘ m

[ ' New Step Registering

Step N° 1 Fee

Registration Date  2020-10-30

[ © Delete this step ] %{M
[ ¥, Put back on the waiting list ] Client N°
Previous Flle N°

File N° Active =

Closing note
102 Expiration date
School year
2020-21 The expiration date is

displayed only when the
last step is closed.

€3 Muttiple deletion

These tools will successively provoke:

1. The insertion of the current date in the "closure date"; the date can be modified

afterwards;

2. The addition of a note in the chronological record of the file if you have activated the

automatic procedure;
3. The display of the "closing note" section.

5.5 Deleting folders (client files)

A client file created in BaseDPsy can be deleted manually, one at
a time. Just use the tool for this purpose.

Deleting a client file in the “Files” section erases everything: the
process registration, the person data, the progress notes and the
corresponding invoices.

4+ New File et
ot
&
‘ == Delete this File
‘ Copy into the first session

‘ 1 Print

The deletion of a file is final. It is completely impossible to cancel deletion and retrieve deleted

information.

When you delete a file, its number is also deleted and cannot be recovered (re-used).
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5.5.1 Out-of-date file

Certain rules of professional orders or state laws may require the removal of a closed file for
some time. This legislated limitation' time is named "Retention Period" in BaseDPsy, and you
can set the number of years of retention in the "Options" section under the "General / Files"
tab.

Date for deleting files
The expiry date will be calculated by adding a normative number of years to the closing date of the last step.
A function allows you to simultaneously delete all the folders whose expiry date has been reached.

Set the number of years to add to the closing date of the last step
5 Years

Since it is possible that you have several files whose expiration date is reached in the same
year, we have added a procedure that allows you to delete several client files simultaneously.

By clicking on the "Multiple Deletion" tool, the procedure will search for and delete all the files
whose "Expiration Date" is equal to or earlier than the current date.

Note that the expiration date is only displayed if the client file is closed and all the steps in the
same file have a close date, which gives you extra protection to avoid deleting folders by
mistake with the "Multiple Deletion" tool.

Expiration date

2019/02/28

The expiration date is
displayed only when the
last step is closed.

@ Multiple deletion

! A psychologist shall keep each record for at least 5 years from the date of the last professional services

provided.

0.C. 448-92, s. 8. chapter C-26, r. 221

Regulation respecting the keeping of records and consulting-rooms by psychologists, Professional Code
(chapter C-26, s. 91) Québec Canada.
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5.6 Additional Tools

5.6.1 Printing the entire file

Tear-oft list

Q, search

Print this admission datas
4+ New File

l ~ Delete this File

Print intervention plan

Copy into the first session

In each section of BaseDPsy you will
find a tool that allows you to print each
element of the folder.

. . Registrations
Print the anamnesis

Request

[ Print this agreement ™ Print

Print this entire file ] Referring

Objectives agreed

Thus, in the "Report" section you will find a tool to print the report as well as in the
"Communication”, "Notes", etc. sections.

In the "File" section, you will find a tool for each of the elements included in this section:
Application, intervention plan, service agreement.

However, it may happen that you receive a request for the entire file, for example from a court,
a professional order, or even from the client, etc.

We have therefore added a tool that allows you to print the entire Print this entire file

file. The printing order is as follows:

a) The psychological report

b) Non-therapy communications (messages)

c) Follow-up notes

d) Anamnesis

e) The Service Agreement

f) The intervention plan

g) The service request

h) The client's descriptive summary (data section)

The printing order has the effect that the customer's description will be on top of the document.

However, before binding it, take the time to check the page orientation to compensate for the
vagaries of a printer.

For each step, you will have to confirm the printing, it's a bit annoying, but it is necessary to do
so in order to give you the choice between printing on paper or printing in pdf format.
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5.6.2 Inserting files and documents in BaseDPsy

In almost all interfaces BaseDPsy you will find a pane or a space named « Documents case »

In the Data section, we added a check box to identify documents that are raw data; A
notification specifies that the transmission of the document to a third person or to a body is
governed by a code of ethics. The notification is displayed when viewing the document; and the
raw data ethics rule has been added to the information available in the question mark.

Many Documents cases are available in the main interfaces to allow you to insert documents.
These documents can be evaluation reports obtained from a colleague, a doctor or documents
created by the client himself.

In that pane, there are one or more briefcase that allow you to insert in BaseDPsy documents

produced by other software. You Search
can insert PDF documents, JPEG, B fresortne Individual
aUdIO, WOFd, etC Insert file Dcri:ua?:n(s 5 gziﬁﬂiﬁi Delete Export file Spouse
11 % Final Service =0 B Children
- Report o ) o
This is very convenient for you to 12 8 X Referencoloter o Eranny,,, :,am"y”f e
. - - bl ocuments case
keep sgch medical reports, - w’ B S
evaluation reports made by you or

another health professional, etc.

This also allows you to not have a holding of parallel files. In addition, you can view directly in
BaseDPsy, PDF documents or type of photo or video, and you can hear the audio document
type. Their use is rather simple: a button to insert the document and a button to clear the
contents: the document and its title.

Note: If you have inserted an interactive document as a picture, a PDF document, a video or an
audio file, you can view and read the document directly in BaseDPsy by clicking on it. To read
text documents, such as Word, you must export them to the desktop and open them with
another software.

When a document is inserted, a star is added to the "Documents case"

tool to serve as a notification when the Documents case flap is not in the - ’u,,“} £
foreground. It is 2 ®
Documents case !!!u) Documents case aISO present in n_i . Print sfafus @m0 -
the list of follow- -
up notes (Session List). :zz , X

As there are many "Documents cases" in several interfaces, you can specialize the uses at your
leisure. For example, you can use the Documents case in the "Data Client" interface for reports
from other professionals, briefcases of the "Notes" interface for the documents provided by the
client, Documents case in "Messages" section for files associated with emails, etc. .

In the interface notes for clients in art therapy, there are more 10 Documents case for work
done for the client session.
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There are also other briefcases specially configured for specific uses. As « Genogram »
interface or space for the client picture in the « Data Client » section.

5.6.3 Psychotherapeutic Files Coloring

Usefullness

With the new version of BaseDPsy 6.3, it is possible to color the name of the files holders. The
clients names in psychotherapy, after staining, appear in color in the lists of clients.

The interest thing for some practitioners is that they can recognize at

= E ‘ @
/ Diagn \( ?

first glance, at
which clinic is
attached the
client, or at
which aid
program or
debtor is linked
the client, or
what type of
client

Lambford

last name

= |8
g |8
g
]
3
N

3
N ®
==

To color name

Medical

TO insert and to VieW vous avez référé votre clie e s ‘

picture of the client

(individual, family, couple, child, etc..) is the client with viewed color ... etc..

Caution

In BaseDPsy, there is a tool (button) specially designed to change the name, and another to
change the color of the name. But you can not change the color of the name without making
the name itself editable.

However, when you view the interface to change
the color of the name, it should absolutely not
change the spelling of the name at the same time.

The name must remain written like this

Mavis Lambford

The reason is that the client name is found in several interfaces and only tool to change the
name contains the procedure to change the name in all interfaces.

That is why when you use the button to color the client's name, a notice to remind you the
spelling of the client.
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Procedure

Insert Format Recordsﬁ

By clicking on the colored prism shaped button, a new window VAEIS=SIECS e
. . . . Find Mode 8F

appears with the editable fields of the first name and the name of PayoutNods gl
client, allowing you to color them. Preview Mode BU
Go to Layout »

The different meanings of the seven preset colors are at your
discretion.

To use additional colors than those already offered by default, you

must display the text bar. On MacOS, the text bar may not be Status Toolbar g=d S
displayed automatically. _
Then use the "View" header menu and click on the "Formatting ~ Fomatting Bar N
bar" submenu. v Ruler
If you use the additional system colors, select the name and the Zoom In a%e+
first name before to change the color, but you won’t be able to Zoom Out 8-
record its meaning. ' :
When
| =E ===
youare I T 1 e T Y Y B A
| | | | | | |
finished, 0 100 200 300 400 500 600 700
click the ( Coloring Name For additional system colors
green
arrow For a quick change, click the color of your choice.
" Back" For a more subtle change, choose color in the tool
bar of the text.
Do not change the name in this interface, otherwise you will create errors in the
identification of this file.
You must _
Meanings
always Michéle Labonté . Individual
close this First name Last name . Do Use these fields
; ebtor to edit the color
window. o meaning
Never The name must remain written like this
leave it Michéle Labonté . Urgent
open. . Couple
. On psychiatric medication
Click on color of your
choice to color the D Family
name . Default color
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5.6.4 Chronological record of acts performed in a file
Logbook

The creation of a chronological record of the acts carried out within a file is ideally done
automatically as soon as a file is opened.

But as this function is introduced in version 10 of BaseDPsy, it is therefore foreseeable, for
several hundred users, that many files are not only created long ago but even closed.

So we had to imagine two different ways to proceed:
1. A manual way that creates posteriori the chronological record of the acts performed. 2
2. An automatic procedure that starts the chronological record as soon as a file is created.

We also anticipated that the automatic statement could be incomplete, especially in the "Client
Communications" section where it is possible to add messages or discussions after the
creation of a record, therefore we added:

3. A manual procedure for adding a record to the chronological record in each of the
"Customer Communications" sections.
4. And a manual procedure for adding a deed to the actual list in the statement.

For example, suppose you want to add a paragraph in the client's anamnesis, and you want to
insert a record in the chronological list to mark that you have modified the anamnesis. You will
then be able to make an addition within the chronological record itself. In addition, this tool will
be useful when you want to add a line to the chronological record when the automatic addition
cannot do so because it has already made an entry before.

The icon of the tool for the manual addition of an act in the chronological list of the file
from a section of BasDPsy is this one. —
This tool has been added in each section. —

Conditional automatic deletion of acts in the statement.

It is also important to remember that if the source of an act recorded in the roadmap is deleted,
its mention in the statement will also be deleted. For example, if you have added a session,
this act will be added in the roadmap, if you delete the session afterwards, the corresponding
act will be automatically deleted in the chronological record.

Conditional automatic deletion of acts in the statement.

When you delete an item from the list, the link that links this item to the act is removed, which
then allows the act to be added back to the list with the available tools.
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Re-display the act at the origin of its mention in the list

Arrows to the right of the folder number or to the right N°ID Action Section
of the action allow you to display the original act. 102 () Teiépnone Message regu du oiig
102 Télép; Réponse donnée au

P, 1} To view that file
! Notes

Activation of the automatic chronological logging procedure

In order for each follow-up note created in BaseDPsy or any other activity in BaseDPpsy to be
automatically entered "at the time of its creation" in the roadmap, the procedure must be
activated in the Options section.

Activation of the launch of the automatic recording procedure for each of the clinical activities
Logbook

The activities recording will only be launched automatically for
files created after the departure date indicated below

Switchedon () Yes Starting Date
@ No
) ) Request date  2021-01-14 The automatic
When you activate the automatic chronological record has
chronological record in the "Options" FeaiRaiDael 20210114  [EEESES

section, a start date is added (today's
date). All (new) folders that you will create from this date will be included in the automatic
statement creation.

A notice of the activation will be displayed in the relevant files under the tab “Registration”.
Attention:
The activation of the automatic procedure will result in a slight slowdown of your navigation for

the concerned (activated) folders, because the statement will be made before displaying
another section.

Complete creation of a chronological record

For all the folders created before this start date, the Create a chronological record
automatic statement will not be done, it will then be
necessary to create it manually using the tool for this purpose in the "Folders" section.

Note that it is not necessary to have activated the automatic chronological logging procedure
to use this tool.
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Before using this tool, make sure that all the mandatory fields when creating the report have a
content: see details on the next page.

With a closed or open file, without having activated the automatic statement in the Options
section, you can create in one go the chronological sequence of the actions taken for this
client. —

If you find that information is missing from the chronological record, you can view the
record and create it manually with the bulleted list tool; or use the "Create chronological
record" tool again. This tool will add the items added to the file and not included in the record.

The procedure is designed to avoid the duplication of an act already recorded in the statement.
We know that some users of BaseDPsy do not immediately complete the sections of the notes

they add to a client's file. Therefore, to prevent a note from being added without content, we
have added conditions to the addition of an act in the statement.

Fields that must be filled to be able to add an act in the chronological list

Remember, for each section, the headings that must have a content for the automatic
procedure to be launched.

MANDATORY HEADINGS IN THE FILES SECTION :
a) The date of registration
b) The name of the customer

Even if the client's name is entered automatically when a file is created, it can happen that an
error in the Data section deletes the name, resulting in an entry error.

The automatic procedure is started when the file is created and when the file is closed.

MANDATORY FIELDS IN THE NOTES SECTION :
a) Date of the meeting or intervention
b) The interview format (which defines the act itself)

Limit of automatism :
The automatic procedure is launched when the note is recorded.

Since the date is added automatically when a new session is added and that this date can be
modified after the session is added, it is mandatory that the automatic procedure be done when
the note is saved and not when it is added. However, if you add or modify the text of the
abstract afterwards, the addition of the act will not be done automatically; if you think it is
necessary to add an act to the list, you will have to do it manually.

MANDATORY FIELDS IN THE CUSTOMER COMMUNICATIONS SECTION :
In the Customer Communications section there are 5 different message spaces:
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The message

His response

The message to a third party
The response of the third party
A discussion

okrw~

So there are 5 acts available, to avoid that 5 acts are added when you create only one
telephone call summary, for example, we have set conditions to the addition of an act, whether
the addition is manual or automatic :

The act will be added to the chronological record only if :

a) There is a date in the date of the message

b) You have defined a message category (phone, email, etc.)
c) You have entered a content in the message field.

Limit of the automatism :
The automatic procedure is launched when you leave the " Customer Communications "
section.

MANDATORY FIELDS IN THE REPORT SECTION :
a) The date of the report

b) The title of the report

c) The category of report

The automatic procedure is launched when you exit the "Clinical Report" section.

MANDATORY FIELDS IN THE GROUP MEETING SECTION:
a) Date of the meeting
b) The client was a participant in the meeting

Please note, however, that group meetings will only be inserted if this client has participated in
a group meeting.

The automatic procedure is launched when you leave the " Group Meeting " section.
MANDATORY FIELDS WHEN CREATING AN ANAMNESIS:

a) The date of writing
b) Content

The automatic procedure is started when you close the window.
MANDATORY FIELDS WHEN CREATING A GENOGRAM:
a) The creation date

b) Content

The automatic procedure is started when you close the window.
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Display the chronological record

Page 74

When you use the tool to display the chronological record of proceedings in the "Records"
section, the tool will automatically filter the proceedings to display only those that are relevant
to the displayed record, unless the roadmap has not been created for that record, in which
case all the proceedings from all the records listed in the "Record" section will be displayed.

Chronological record of acts performed
Logbook

NeiD  Action Section Record N°

Lamarre, Aline ﬁ 102  Courriel Réponse donnée au client 3 °

SOI’( by hame Lame 17 Réponse obtenue du tiers A Toadd a row, but VOU will 0 Q

o 200101 7 tam  ShOWonly the To print the records of the | wessage evoyeautiersal  have to enter the contents e o
10 2020-11-02 N7 Lame records of a client client in the same row Discussion Albert Tiens of each field (- )
11 2015-06-02 {*" Delorme, Richard - ~~inscriptions Dossiers 123 () )
12 2020-05-06 \( Delorme, Richard C:'y 02 Inscriptions Dossiers To delete a row (a recor d) 0 e
13 2018-11-10 (" Delorme, Richard m 02 Fermeture du dossier Dossiers C} Q
u = Nosas o &

Print the chronological record of proceedings

When you click on the printer icon on a line in the list, it automatically starts the procedure for

printing the acts in the folder corresponding to the same line. The list of acts is sorted in

ascending date order.
Here is what a printed list looks like

Chronological record of acts performed in the file of :

Alain Barbeau Ph.D.

Psychosociologue
3300 Boul Le Carrefour Laval

Logbook

H7T 0A1 Leeman, Bob 133
N°ID / File N°
Date Action Section Record N°
1 2021-01-14 Registrations Files 130
2 2021-01-14 Entretien en face a face Notes N351
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5.6.5 Mailing Labels

If you need to mail documents or invoices to your customers, you can print labels in two
formats "Avery."

By clicking on one of two buttons, the name and full address of Avery 8160 ]I
the client are pasted to the first label from the top.
Avery 8163
But you can move it in any space and change the formatting
and content.
Modele : [ Avery 8163 v | Format affichage : [ || = | &= | |
llllllllll llllllll ||

The client address is | | tet
pasted into the first label M. & M. Jack Land 2561, rue St- | | 7 it ot 4oms Y
of the interface in a format Denis,, Montréal, Québec, _
that meets the standards Canada, H3G 1P1 ._-s_—\label of your choice
of the US and European landj@yahoo.com -,
postal services. e,
To make a choice o "
between these two types
of standards, go to the i M. & M. Jack Land
"Options” sec?ion under Modify, cut and set L 2561, rue St-Denis,, Montréal,

P _ as you want the .l QC. Canada
the "International” tab. address r H3G 1P1

Selection of shipping address format

Mandatory choice of address @ Format used in America
formats on invoices, .
statement of accounts and O Format used in Europe

reports of your clients
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5.7 Files creation for institutional clients

Creating folders for services to organizations or institutions is independent of creating folders
for psychotherapy clients.

The « Institutional Clients » section has been designed to be versatile. It makes it possible to
create folders and make notes, regardless of the nature of your relationship with the
organization.

Whether you are
e consultant to the organization,
speaker with an association,
lecturer in an educational institution,
that you will intervene as a psychosociologist or analyst institutional
or responsible for any action different from psychotherapy, as postvention, intervention
in crisis situations, etc.,
you can create a file for your work at the organization and enter your mandate as well as the
notes on your work in or with the organization.

Remember that an institutional file is composed of several parts:
1. Descriptive record of the organization;
2. The mandate given to you by the organization; however, the same organization can
entrust several mandates to you over the years.
3. The activities you carry out to fulfill the mandate granted.

The creation of an institutional file will allow you to create links between the following sections:

The description of the organizational client (Institutional Clients);
The description of the mandate of this task (Mandate);

Notes your actions or your work (Notes Activities);

The Clients Directory;

Invoicing activities;

Communications with representatives of the organization;
Global reports on the implementation of your mandate (Report).

Noohkwd =

We will describe in this chapter the first two sections. Others will be addressed in subsequent
specific chapters.
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5.7.1 File settings and client description

By clicking "New File", the procedure first displays a dialog box
asking you to enter the name of the organization.

¥ New File

== Delete this File

It then displays the items available in the 0,06
« Coordinates» pane.

What is the name of institutional or organizational customer?

If you have made a mistake in typing the
name of the organization and you want to
change it, it is best that you do it
immediately. To edit the name of the
organization, click on the « M » button next S va—
to the name.

Among the important details to enter, there is the name of the representative, which should
correspond to the identity of the person with whom you negotiate your terms or with whom you
are likely to communicate more often. Because it is the name of the representative who will be
automatically transferred to the « Professional name » when you note the communications with
the organization in the « Message » section.

Therefore, if this is the same person as you enter in the « Directorship » field, it is best to also
enter its name in the « Representative - Contact » field.

In the "Description" pane, there are 7 categories available to describe your institutional client.
Five of these seven categories are editable titles, so as to adapt them to your practice. On the
other hand, remember that when you change a field title, the change will be active in all records
created in the future.

Organization / Description
Services or Products Category Number of Employ

1 ]

So you cannot Organization kind

customize the fields A
title according to the Click on it to modify the label of this field.
client.

Also remember that to create a first note on organizational
communication with a client you have to go in the Create a new communication
« Institutional Clients » section and use the tool for this ¥ Print

purpose.
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5.7.2 The mandate

When you create a new file for an institutional client, an additional button is displayed to allow

you to create the first mandate..

=+ New File

o e DD Invisible when the

== Create the first mandate first term has already

Create a new communication

1 Print

Once the institution's file is created, when you try to display the mandate section, a window
appears asking you to create a mandate, if you have not yet created a mandate for this new

client.

If you want to create new mandates for the same organization or

O]

No mandate has yet been created for this organization,
Or you do not have any mandate with this organization,

do you want to create one now?

No  Yes |

for another client institution, in the Mandate section, the tool to add + Add a mandate
mandates displays the list of organizations with a file, and allows = Delete this mandate

you to create a new mandate for the same organization or for
another organizations on the list.

= Create the first activity

In the definition of the mandate, both dates must be entered: the start and the termination or
expiration date. Regarding the due date, a reminder will appear if you leave it empty. "Mandate
ended" is displayed when the current date is equal to or later than the due date.

Mandate Starting Date

Deadline

2018-10-16

Set a deadline

Mandate Starting Date ~ 2018-10-16 Mandate Starting Date ~ 2018-10-16

Deadline  2019-02-12 Deadline  2019-02-05
Mandate ended

By clicking on the "Start Date", the date is entered in the field.

Under the "Planning" tab, one section allows you to describe the response plan's mandate and

objectives.
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5.7.3 Adding an activity to your mandate

Obviously, before you create an activity, you must have a mandate.

As a result, when you try to view the "Activities" section from the Mandate section, and you
have not yet defined a first activity for this mandate, a message informs you and asks if you
want to create the first activity.

This is from the « Mandate » section that you can create the first activity. This passage by this
section to add an activity is needed to create the links between activity, the mandate and the
organization concerned.

If you are in the activity section, and want to add an activity, you must click the button to add
an activity, which displays the list of organizations and mandates to choose for adding an
activity. You click the mandate to which you want to add an activity; if the mandate does not
exist, then go to the Mandate section to create a new mandate.

Thereafter, additional or subsequent activities can be added from the « Notes Activities »
section.

This is why it is important to enter the title of the mandate before creating the activity, otherwise
the title of the mandate will not be copied to the "Activity Notes" section.

Note that the mandate may be "Ended" when the file of your institutional client is still active.
The file of an institutional client acquires the status "Closed" only when you enter a closing date
in the "Institutional Clients" section.

The "Intervention site" section contains a drop-down menu displaying the list of your places of
practice defined in the Options section.

However, you can double-click in the field to add a site not present in this list.

You can also click on the juxtaposed button to insert in place of intervention the name of the
institution or organization that has entrusted you with the mandate.

If you enter a start time and an end time for the activity, as ¥ Intervention Site
soon as you finish entering the end time, the duration will "{ﬁp
be calculated automatically. If the duration is not the right Click here to insert the name of the

organization as the site of intervention

v

one, or if a "? Is displayed, click on the title "Duration in
minutes" to adjust the duration.

Time Start 9:00 Time Start 9:00
Time End 11:00 Time End 11:00
Duration in minutes 60 Duration in%:)inutes 120

Note, however, that in the version of BaseDPsy with Calendar, if you leave the hours blank and
you display the activity in the calendar, it will be at Midnight in the calendar.
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5.8 File creation for group therapy

In the previous version, there was an interface for group therapy and an interface to support
groups. In this version of BaseDPsy, improving the user registration of participants no longer
requires two interfaces.

So there is only one interface for creating group, regardless of the nature of the group.
By creating a folder for group therapy, you create links between the following sections:

Group therapy

Group Meeting

Clients Directory

Meetings Invoicing

An possible report on its outcomes

When you will enter participants in group therapy, if participants have a personal record of
psychotherapy, you will also create links between the previous and the next two interfaces:

1. Data Client
2. Notes

5.8.1 Group functioning description

Creating a folder for group therapy involves two essential steps :

1. Description of the group operation + New Group Therapy
2. Registration of participants = Delete this group therapy

When you create a new group with the tool on the
interface, a dialog box asks you to define the group name.

You can if necessary modify the group name using the "M" juxtaposed tool. However we
recommend that you do any modification before creating meetings and especially before billing
meetings for the change is also reflected in the recorded financial transactions.

The file of group therapy is classified closed as soon as you will enter a date in the closure date
field. To avoid confusion between the active folder and your planning dates of meetings of the
group, we added two sections of dates, different for the folder and meetings..
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Description / Planification

Creation date 2015-03-17 Closure date

‘o
s
.
.
2y
.

Maximum number of partic}bqnts 4

Date

To add meetings go to the meetings section

Participation cost at the meetin'{:;* 15,00

First meeting date  2015-03-17

Total of registrants : 3

Tuesday

So you can set the date the file was created according to the date you start thinking about how
it works, and as closing date, the date on which you will have more work to do in the folder of
this group. Because the dates of the first and last scheduled meetings will be different dates for

opening and closing the file.

Because you created the first meetings from the Group section, it is best to enter the data in all
the fields available in the "Planning" tab before creating these meetings.

See below for instructions on creating meetings (5.6.6).

Under the "Methodology" tab, there are two available fields whose title is editable, one to set
the objectives of the group therapy, one to specify the operation (Details on Running

Condition).

Under the "Bound Files" tab you can insert documents and specify the intended use of

documents or of other tools provided to participating members.

5.8.2 Registration of participants

So that you can indicate the presence in a meeting, you must
first create a list of participants.

The list of participants is set out in the section "Group
Therapy." You can resume several times to create a list of

Planification

Methodology

Documents case

List of participating patients
Attendance at the meetings

List of the meetings of this group

7 Created meetings / 5

participants, meaning that you can register participants
during the group running, what is possible given the
position of the last participant of the list.

When you use the tool « Enter participants » a first dialog

BaseDPsy.

# New Group Therapy

* Delete this group therapy
% Enter participants%
asks you if your client has a personal folder or not in ™ Print
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Then a second dialog box asks you at
what position will be entered the next
name.

Then you enter the position number
corresponding to the first empty row
(unnamed participant) in the list table.

Enter, as a participant, a person registered WITH or WITHOUT
a File N° in BaseDPsy?

Without

Cancel

2]

List of participating patients

CStarting position available for adding participants)

Then the procedure select the free entry
in the row under the "Person's Name"
column to the position you specified
previously.

If you answered that you would like to
register as participant a client who has no

zzsliiﬁsctm " File N° %tes Person’s Name

1 © 16 /l, = Lampron, Amélie

2 O ;77 3 € | Olsinsky, Petra

3 e %8 3 = Trépanier, Jean

4 O // 01 3 = Darci, Paulo

5 y 69 I =3 Ricardo, Sandrine
A4S N JohnRiverdale _ . _._.
(77 E

0.0.06

Indicate which position in the list enter the next client.
Is between 1 and 16

personal file in BaseDPsy, a message

0.0.0

tells you to directly enter the name in
the list and suggest you add the phone
number.

Enter the name and phone number of the person

T
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If you answered that you would like to 0.0.0

register a client as a participant (the

client already has a personal folder in Check each patient that you want record as participant at the
BaseDPsy), a message tells you how to e el e s

proceed in the list of clients that will be Bereavement support
displayed at the next stage, while also
providing the name of the group, to
help you avoid mistakes.

Click "Continue” when you have finished selecting
participants in the list.

Annuler L OK J

If you have made a mistake in the
choice of the group, or if you want to
postpone the registration of the participant, click "Cancel.".

By clicking "OK" procedure : -
displays a list of registered

customers in section v $

psychotherapy clients, with a N4 e WS £ Glontn® Lastname

column which contain a "check” [ 0 1Adtve @' R M [T 09 160909LKPM Labonté

field, QOn't forget the button . I B & e o

"Continue" at the top of the list. e R =, P i

You mark one or more clients _ I & 7 el

and then you click continue. v € @D s pove A = 2 ol
e .1 6 Actve o @/ 30 Lambford

The client that you have checked in 5 0O 69 ;, =) Ricardo, Sandrine

fche cllent. list will be autqmatlcally 6 O John Riverdale

inserted into the group list at the T O 3 = :

position you have chosen before in . 27 & = | Marnsky Olga

the procedure, as well as his personal

file N°.

If you wish to unsubscribe a member, 5 O 69 3 € | Ricardo, Sandrine

simply click on the red button 6 O - John Riverdale

"Minus" on the same row as the T O% x4 =) Marinsky, Olga

participant's name. o

However, note that each time you use this button to delete a participant, you also delete its
participation in the statistical table under the tab "Attendance at the meetings".

Whenever you enroll in a group, a person with Registred in this group
a folder in BaseDPsy, the group name is

automatically inserted in the "Registred in this 2
group" on the "Personal Infos" tab at the "Data

) " . PopPop ~
Client" section. l Name of group inserted )
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If you enter the client in several group, the group name will be added under the group name
already inserted in the same field.

But, if you erase his name as a participant in the group, the group name is not deleted in this
field. If you want to remove this note, you must delete it manually.

The list of participants, after printing, will be present in the "Clients Directory" under the group
name. Will be also displayed the site where is held the meetings, and phone number if you
added, in the "Info" on the same row as the participant's name. Here is an excerpt as an
example:

About adding the phone number, it is possible to add it in the Info section to all clients booked.

However, it is not necessary to write the list for participants with a personal folder in BaseDPsy
as any client with a personal folder there will also be registered with the coordinates in the
directory. His phone number prioritized (1*' client choice to call him) is added automatically
during the registration of participants. The phone number is registered only if you used the tool
that prioritizes one of his phone number and identifies it by adding a yellow star next to the N°.

Since it is not necessary to find her phone D e N
. . . g . Salle communautaire XP

number in the phone book in the identification R

of the group, you can change the phone St-Cyr, Jeanne (514) 262-3958

number in the "Info" n ther information Legendre, Emmanuelle (514) 862-5971

umbe ) € ° by any othe ormatio Laframboise, Raymond (526) 869-7214

you consider relevant. Rochefort, Jean (514) 832-5698
Coscinata, Renata (514) 869-5732
Reynald Tambour

On the other hand, we recommend you not to
write anything after the name in the field of the name participant, as this will make it difficult to
use Ledger after billing participant.

However, in the "Info", you can write any other text than the phone number that could be
helpful to identify (e.g. : in the case of homonymous) or to join the client.

5.8.3 Update the list of participants in the notes of meetings.

Whenever you create a meeting, the list of participants that you entered in the "Group" section
is copied automatically from the list of participants in the "Group meetings." This list will be
necessary in the meetings interface to indicate which participant was present and to charge
participation to each participant, as appropriate.

As you can create a series of blank meetings (with o rerticipants
progress notes to be defined later), it is possible that Mesting Titl
the composition of the group changes along the way. ot

For example, if a new member is added from the third TG (EEEed FE e
meeting, then you will have to update the list of 1| Pen Jeen
participants which has already been inserted in the
"Meetings Group". A button has been designed for this

Click this button to
update the list of
participants

Present at the
session

X

Laframboise, Giséle

->
2 .’ X
3 Mordan, Jérome ) X
4 . Y3

Daliciia A

purpose.
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5.8.4 Registration of participants in an « open » group

We say "open group" if you agree, in the functioning of the group that people can join the
group en route, that is to say, not necessarily from the beginning of operations (not present at
the first meetings ).

In contrast, a "closed group" is a group whose composition does not change between the
beginning and the end of the meetings, except by self withdrawal of participants.

In BaseDPsy, there is a maximum of 16 places in the table entries.

For a number less than 16

If you lead a group therapy format with open group whose the initial number of participants is
less than 16, we suggest the following practices for the registration of participants:
When a participant gives up, leave his name on the list of participating clients (Group
section) and add the names of new patrticipants at the end of the list, in blank spaces.

The reason is that it allows you to maintain a certain accuracy in the statistical table under the
tab « Attendance at the meetings ».

For a number over 16

In the clinical tradition of the therapeutic groups, it is very rare to accept more than 12 people in
a group. But by caution, we have provided a number till 16 places in the list.

If you create a closed more than 16 people therapeutic group, you will be faced with this limit in
BaseDPsy.

However, if you create an open group, in which some participants give up and are replaced by
new ones, it would be technically possible to exceed this limit.

If the number of free spaces to register your participants come to be insufficient, then you have
to replace the names of those who have abandoned or left the group by the name of the new
arrivals. To do this replacement, two methods are available :
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1. First method: You can delete the name of the person in the list of participants using the
button for this purpose, which has the effect of also erasing the attendance of the

participant in the statistical table.

After deleting a name, you use
the button "Enter participants”
and enter one participant at a
time, giving as "position" the
number corresponding to the
name cleared. In this example, it
would be the position "1".

Click this button to update

Meeting Title the list of participants
Position in Present
the list Registered participants sess|
1 Pafin, Jean = h
2 | aframboise Gisele *

But, you might not want to lose this
number of presences in order to

List of participating patients

7

C Button to delete a participant in the list )

Position in

maintain the participation total for the list et Notes Person’s Name
the total of available spaces in the 1 O 09 I = Labonté, Michéle
group, in this case use the second 2 O 10 3 = Lafrance, Maude
method. 3 &) 14 3 = Pafin, Jean

2. Second method: You enter the name of the
new participant over the name of the former
member.

You use the button "Enter participants"
without first erasing the former member, and
entering one participant at a time name. You
give as a "position" the number corresponding
to the name of the former participant. His
name and File N°, if any, will be replaced with
the new person.

Deleting a participant in the list, also
delete his attendance in the statistical

9 Attendance at the meetings

Meeting N° =

1 Labonté, Michele

1
X
2 Lafrance, Maude X
X

X X [X |~
X X [ X |w

3 Pafin, Jean

But in all cases of new listings to the group, regardless of the method used, you must update
the list of participants at the summaries of progress notes (ie: the "Group meetings" section)
when the "blank" summaries of the meetings were created before adding participants. Except
of course for the meetings that took place prior to enrolment.
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5.8.5 Enter the presence of a participant at the group meetings.

In the interface « Group Therapy», under the "Participants" tab, there are two tabs, one of them
is called "Attendance at meetings." Table of attendance can not be changed at this point.
Attendance is part of the "Group meetings" because presence may vary from one meeting to
the next.

Remember that in "Group meetings" section, the only way to add names in this table is to write
the name in the list of participants in the "Group therapy" section and use the button to update
the table in the meetings interface, under the tab "Meeting Info" and under the "Participants”
tab.

To register a presence, display the "Participants” tab in the "Group meetings".

Then, under the "Participants" tab, click the yellow arrow,
vis-a-vis the member present to register an "X" in the 7 + Add a meeting
column of attendance. p

== Delete this meeting
9 Participantg

™7 Print

Meeting Title Cl

of the participant on row

resent at the
session Notes ID

Position in
the list Registered participants

1 Marinsky, Olga =5 S) e 27
2 Poséidon, Max - X @ E: 39
3 Latraverse, Armand = X O =) 60

5.8.6 Create a series of blank summaries scheduled group meetings

Usually, a group therapy is running with several meetings. In "Group Therapy" you have two
tools to help you create these meetings. By "Meetings Notes" we mean have an interface
where you can write progress notes on the group.

But before using these buttons, you need to have, if possible, entered the information of all the
fields under the "Planning" tab.

Create the first meeting of this
group @

It is also preferable to have entered all your participants, if
possible.

If you want to create meetings one to one, you must first use the "Create the first meeting of
this group" button located in the "Group Therapy" section.

Hold the button disappears once you have created the first meeting of the group displayed.
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Once the first meeting created, go in the section "Group meetings" , and use the « Add a
meeting » tool.

However, if your meetings are weekly, and no more than one by week, you can create ahead of
all meetings you have planned for this group. Later you will have only to write progress notes of
each meeting.

You must first define the number of meetings scheduled for this group before using the tool.
Moreover, the number of meetings scheduled is displayed on the tool. The number on the
button is adjusted to the number of remaining meetings to create.

Other conditions to use this tool: the expected number of meetings must be greater than one
(1) and the frequency must be fixed at « Once a week ».

This button disappears when the expected number of meetings has been reached or if the
chosen frequency is different from "once a week".

This button does not exist in the version with the agenda, as the procedure to create a series of
meeting is in the calendar.

In the version of BaseDPsy without agenda, it is possible to transfer meeting dates in the
calendar "Apple", if you work on a computer with the platform "MacOS".

If your platform is "Windows" or iPad, you will not see the tools to transfer the appointment
dates in the calendar "Apple".

Expected number of meetings 15
5 Created meetings / 15
Create series of 10

&

5.8.7 Create a series of appointments for group therapy in calendar.

Usually, group therapy takes place over several meetings. By "meeting" we mean here an
interface where you can write the evolution of the group notes or a summary of the meeting.

It is possible to create a series of appointments and a series of blank summaries corresponding
to progress notes of your group.

First step: enter information about the planned activity

But before creating the appointment, you must have, if possible, entered the information of all
the fields under the "Planification" tab, in "Group Therapy."
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Here is an example.

Description / Planification

Creation date  2015-03-17

Maximum number of participants 4 Total of registrants : 3
Participation cost at the meeting 15,00
First meeting date  2015-03-17 Tuesday School year  2014-15
Expected number of meetings 5 2015-04-14 = Estimated last meeting date at a frequency of once a week
Meeting Time Time Start  13:00 End  15:00
Frequency of meetings Once a week =
Planned end date  2015-04-14 = Numberof Tuesday = 5
Meeting location ~ Aéroport

Category of disorders targeted by the
group

Therapists

Closure date  Date

To add meetings go to the meetings section

Anxiety Disorders

Richard

Carl

It is advisable to enter the data before creating appointments because several information will
be repeated (pasted) to each appointment and each meeting summary of the same group.

For the same reason, it is preferable to have all registered participants, if possible, before
creating the series of appointments.

Second step: creating the meetings

You can choose to create the first meeting or automatically create all scheduled meetings.

Each time you create a group meeting, an equivalent appointment is created in the agenda. To
view the agenda, click on the calendar icon in the header.

You also have a tool that allows you to create all the scheduled meetings or the remaining

meetings out of the scheduled number.

If you do not want to create all the scheduled meetings in advance, you must create at least the
first meeting, you can then create the following meetings one by one from the group meeting
section.

Create the first meeting of this

group
N
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0 Created meetings / 8

If you want to create all the scheduled meetings and add them
to the calendar, use the tool "Create series of..."

Create series of 8

L3

This tool is only visible when the number of created meetings is
less than the number of scheduled meetings.

Create the first meeting of this group

8 Created meetings / 8

On the right, an overview of the meetings created in the agenda at
the same time as the group meetings.

dim.

lun.
29

19:30 Drug dependency

5 6

19:30 Drug dependency

12 13

19:30 Drug dependency

19 20

19:30 Drug dependency

26 27

19:30 Drug dependency

3

19:30 Drug dependency
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Writing follow-up notes

6. Notes creation and adding notes

When you create a folder, a first session with an empty summary (not written note) is created
automatically. The date assigned to note is that of the creation of the file, so the current one.

However, the date and all information on the session can be modified.

Subsequently, the creation of a note to the same folder is always an "addition".

Automatic display of the latest session.

Normally, if there are no errors in your database when you ask to view the "Notes" section from
another section displaying the name of a client in psychotherapy, its last note will be
automatically brought to the foreground.

So you're immediately ready to read the content or write a summary of a new therapy session
with your client.

If you just create a new folder or a new approach to your customer, the summary is empty
because the session was created at the same time as the new folder or the new clinical step.

Automatic display of specialized interface

There are three specialized interfaces for entering notes. One named "Notes" is for clients in
individual or marital therapy, a second called "Family Therapy" is for clients in family therapy
and the last is for clients in art therapy.

When creating the file, the selection is automatically done on "individual"; but you can change
it.

The existence of a choice when creating the folder allows you to be always directed to the
interface of your choice when navigating BaseDPsy.

The three interfaces are very similar and they share all the content of your resume sitting and its
parameters. But the family therapy interface has a tab that allows you to specify who were the
participants at the meeting and allows to define their kind of belonging (brother, uncle, etc.).
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The one for art therapy has 10 additional briefcases to insert a work picture the client and a
space to write comments on each client's work.

However, once the note made no matter in which of these interfaces you are, you can read the
summary that you have written because the same content is present in all three interfaces.

6.1 Adding a session in BaseDPsy

The appearance of the tool to add a session varies depending on an option in the Options
section.

the "General" and "Date and Duration" tabs.

The option is available in the "Options" section under $+ Add a session

If you chose the option "7 days after ..." a "7" is added

to the tool. 7+ Add a session

= Delete this session

When the 7 is present, so if you have chosen the

choice "7 days later", the date added automatically
when adding a session will be 7 days after the date of the most recent session.

You can then change the date and other details of the session. However, if you copied these
details in the Apple calendar, the changes are not transferred automatically, you must do it
manually.

Options - Preferences

BASEDPSY

Options Printing Writing List Finance Gener|

Adding a session, activity, group meeting

For the date entered by default when adding a meeting (indivual, group, institutional)
Choose one of the following required options:

The date of creation of the meeting. @
7 days (after) subsequent to the date of the last meeting O *
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6.2 Adding a session in BaseDPsy

The procedure for adding session automatically integrates the addition of an appointment on
the agenda.

To view the appointment, click on the calendar icon in the header.

To choose if you want that the date of the added session is the current date or a date
postponed of seven days, go to the Options section, to tabs « Writing » and « Add a session ».

Important note: The appointment will not be visible in the regular work schedule if you have not

entered the start and end time of the session. To see the Appointment under these conditions,
you must post the schedule from midnight.

6.3 Planning ahead a serie of sessions with the same client.

It is likely that you will agree with many of your clients regular and periodic meetings: on the
same day of the week and always at the same time.

To create in advance a series of empty sessions, view the "Planning" pane. You will find a set
of fields and a "Save" button that will allow you to do.

Session N° 1 Interview format  Entretien face a face @

=2
Step N° 1 School year  2017-18 Déja imprim
Absent patient Monday
Duration in minutes 60 Time Start ~ 9:00 Time End  10:00
Supervised ? At client home [ |

Sent to or read by the Bureau 2584 St-Laurent, Montre
supervisor

It is very important to
have entered content in
all sections of the
"Planning" pane.

Planning

Date of session currently scheduled farthest = Thursday, June 07, 201

You can use the following tools and items to create several advance appointments

Repeat the appointment at each 1 week(s)

from the following date  2016-02-15 Enter a date subsequent to the date of the most remote session,
so after 2018-06-07
So,the day of week named Monday

Time Start 0:00 Time End 0:00
Duration in minutes 60
Repeat the following number of times = 3 So is the end date

Once you have entered
all the data, click on
"Save".

SAVE
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Clicking in the field of the Start Time or of the End Time, the format displayed by default is "hh:
mm: ss", but you do not need to write the time in this format.

For example, type only "9" and the format will show itself in "9:00". You type "13", it becomes
"1:00 p.m." or « 13 :00 ». The time format is according the preferences of time format in you
operation system.

However, if you want to enter 9:30, you need to type "9", ":", "30".

After entering all necessary information, click the "Save" button. If you miss an information,
such as the Start Time, this lack will be replicated in all sessions created.

The time in minutes is independent of the hours agreed to allow you the choice to write the
actual duration of the interview, or the equivalent of one hour of work claimed from a debtor.

With some external debtors, you can agree to have for example 6 sessions reimbursed. But the
calculation of the duration of a session invoiced to an external debtor is from this field. Hence, if
your sessions are always 45 minutes to calculate a full session to the debtor, you must still
register 60 minutes in this field (Duration in minutes).

If a client asks you to change the time or date of an appointment set with this method, then you
will have to find the empty session and individually change the date or time of each session
created in advance.

To display the session to change:
Display the customer involved in the "Notes" section, click the "History" tab, then click on the
date of the session to be modified.

In order to avoid unwanted duplication of appointments, the "Save" button is invisible and
inactive until you have entered the data limiting the repetition.

When you have entered all the necessary information, click on the "Save" button. If you forget
any information, for example the start time, this omission will be repeated in all the sessions
created.
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6.4 View the list of scheduled sessions in the same day, sorted by the
Start Time

You can in BaseDPsy even the one without calendar, see the list of interviews scheduled for a
day's work.

You will have the equivalent of a agenda.
To plan your work day, see the previous chapter.
However, you should create in advance your notes of meetings

indicating the scheduled time of the session. Notes
Go to the list “List & Recalling”. o laaSSlnunications C)““‘ ,
. . Back Group /
Two ways to display only the appointment on the same day: by
bd| Report /
1. Either you use the header button: Edit the displayed date; i

List of sessions with \!2

“ View the session of this date = ] 2014/01/31 filters
displayed date

New Window

2. Either you display all dates and click on the one you want.

Date Hour Name

L« 1 gb 1901-10 9:00 Latulipe, Gilles

" & 2 gb | 181022 | 11:00 Oisinsky, Petra

B iy A
3 ( 18_10_1‘ nNn.NnnNn AAivdiiion Alima
« /0 Click to display only appointments on that date.

Z

Then click on the column header "Hour" to order your schedule of the day.
Your scheduled sessions for the day is displayed and you can print the list.

This interface also allows you to send an email to the clients from the list, as a reminder of the
upcoming session; see section 7.3 for this purpose.

In this list, there is also a tool that allows you to remove (hide) a session from the list without
needing to start the list again and without deletion effect on the session itself.

Date Hour Name

o <+ 1 @‘ 18-06-04 9:00 Lafleur, Suzanne
\w{

o
* 2 <% To remove this session from the list without deleting it

In the "Dashboard", you also have a list of appointments for the day of the current date. Just
click on the name to display the session.



BaseDPsy 11 User’s Manual Writing Notes Page 96

6.5 Secretary Access Privileges

( In the « Tools Admin » Section J

L4
Create access codes with a secretary profile
for limited access to notes

When you create a personal account for another person (secretary, accounting assistant, etc.),
if it opens BaseDPsy with its custom codes, it can no longer read the following contents: The
application, the service agreement, Anamnesis, follow-up notes, personal notes and theoretical
reflections, reports, messages.

Nor can she attempt to modify the content, which becomes a prerogative of the professional.

She then receives a notice saying "Access denied" or that hers access privileges do not allow it
to do this procedure.

On the other hand, she can still create or delete folders and new sessions in order to be able to
invoice the client, but without having access to the contents of the note.
She can also create messages and reports (empty).
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6.6 Writing notes in individual psychotherapy, marital and
family therapy

The first time you view the "Notes" section after creating the file, the session is created, it is
also identified as "Draft". There only remains that you to add content.

To add content, two tools are available :
1. Click the white space (which changes color when overflying, and the cursor changes to
a hand, indicating the presence of a hidden tool);
2. Use the tool « Add or de ».

Both tools are launching the same procedure.

o Clients List
Contents Invoicing =p

Q
Session’s summary (. Search
Follow-up notes DRAFT Before adding a note, be sure that the folder is active!
+ Add a session

= Delete this session
Add or edit a note to this session . .
e On BUIba HOte 1 Add or edit a note
L, Exporting

™ Print

Flying over any tools, you will find also a tooltip warns you that the file must be active,
otherwise you can not add or edit notes. To be active, the file or the clinical step must have a
registration date but must not have a closure date entered (Files Request section).

The procedure displays a new window for writing.

In this new window, you can insert text into white space and you can
change the the text with the formatting tools on toolbar of the ‘ DRAET ’
header. -

Save this note @ Yes
It is important not to use only the « Save » or « Cancel » buttons as a draft ? ONo
displayed in the interface (and not those toolbars iPad or those at
the header) so you can avoid mistakes.

[ CANCEL ]

By default, Filemaker header is hidden, if you ever show in this
window, do not use the buttons in the header Filemaker as their use [ SAVE ]
will interrupt the procedure of registration of the note and cause to
you potential problems.
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6.6.1 Writing Support

When it comes time to write a follow-up note, we sometimes want to

remember what we have written about the last sessions or in a report [ CANCEL ]
or to re-read the information about the client. To this end, we have
added three buttons in the editing interface that allow you to read the [ S ]

agreed goals, the summary of the last three sessions or a report, L L L L Tty }

without having to change the interface. Insert a framework

Info Summary

To display the 3 notes you will need to scroll either the contents of a [ ]
note or the window to display the three pages. To scroll the content, :[ Goals ]:

click in the field. To go down to the third page, click in the window and

: 3 Previous Not
use the mouse or the up and down arrows on the keyboard (this way Akl

may vary from computer to computer). Report
Session IS ’ New Window l
prating systems and programming ———]
tion costs were dramatically DRAFT
tware industry was competing with
e products (the cost of bundled Save thisnote (@)
leased machines required software as a draft ?

re, and some customers able to
costs of manufacturer's software to

e United States vs. IBM antitrust
ent charged that bundled software CANCEL
bntinued to come at no cost, there

r sale only under restrictive licences. 3 SAVE
sions of UNIX at no cost to
hese versions did not come with

fied versions, and were thus not free Insert a framework
B. After UNIX became more

the free distribution and charged for o SR
h to another architecture, most

Goals
n The scroll bar up or down is
displayed after a click, > YA BN
activating the mouse wheel o Report
SessionN" 8 New Window

¢ . isted | ;

Inserting a framework in Notes

Before writing your notes, you can insert chapter titles or themes writing, short, a framework
(basic structure).

With the purchase of BaseDPsy, default content of framework are present. However you can
customize the framework.

These options allow you to always have a choice suitable for treatment formula used (individual
therapy, family therapy, art therapy, etc..) Or for the type of client (adult, child, family, etc.). , or
for your approach (psychodynamic, cognitive-behavioral, psychosocial, etc.).
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The frameworks can be created or edit either in the « Options » section under « Writing » tab. It

is best to fit them to your practice before writing notes.

List of frameworks
() T

The insertion copy @ =Add a framework ‘ DRAFT ‘
in the area Of View the framworks of = Save this note @ Yes
drafting the list of View only the frameworks of this section = A8 e Q Ne
topics that are Prefix Section
disp'ayed by |eaving <+ 1 Notes for individual therapy E: «a~n
a space between
each Writing. To insert the framework

To edit the framework
The space expands it ETEY

automatically in
accordance with the length of each writing between
themes.

You can also change themes once inserted. You can
also change the color and style.

While you are in the draft stage, you can also delete all
the content and replace it with another.

You can also copy-paste. For example, if you want to
import a draft text already made in a Word document,
you can do it with the copy and paste functions.

The frameworks can also be used to insert pre-written
text.

Insert a pre-written text (predefined content)

THEMES

What send him in therapy...
Family and own history...

OBSERVATIONS

Some approaches use techniques that are similar from one client to another. BaseDPsy offers
you the opportunity to save time in writing by inserting in your interview summaries, portions of

text that are similar from one client to another.

This tool gives you the equivalent of a U.S. software which design the progress notes by

inserting phrases already written.

Example :you can compose phrases that describe the mood of a patient, or type of reaction.
Another example : instead of rewriting each customer the summary of your explanation of the
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relaxation technique that you recommended them, you can write it once as a "typical
activities", giving it a title of a framework, and insert in each summary session by one “click".

You can also insert a questionnaire into the frameworks. Remember that you can copy and

paste from word to define the contents of a pattern

6.6.2 Draft or not, and automatic signature of the follow-up notes

Whenever you save your summary of the meeting, a small text containing your name, initial of

your occupation, date and time will be added.

6.6.3 Choose the status: Draft or Note completed

When saving your writing, then you must decide if you keep the status
"Draft" to your interview summary or the status of completed note..

The difference between the draft status or the completed status the
following:

If you do not keep the draft status to the summary of your session, you
cannot correct or modify the text already written, but you can still add
text. By keeping the text as a draft, you can change it later. If you choose
“No", you only can add text under the former wording.

However, each adding text will be followed by the equivalent of a
signature, small print, including your name, initial of your profession, the
date and time of writing followed by a dotted line. This has the effect to

DRAFT

Save this note @ Yes
as a draft ? O No

Completed note:

This content will not
be editable, but you
will be able to add
notes.

Save this note O Yes
as a draft ? @ No

date any added text or any modification, as recommended by professional standards.

Note written on 2014-01-05 at 14:59:48, by Alain Barbeau

If you keep the draft status of the summary of the | forgot to note that he said me...
session, you can not only change the content, but Note written on 2014-01-05 at 15:02:19, by Alain Barbeau

you can also delete the signature and the date of the | —---eeemmmmcococcceeee

previous note.
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6.6.4 Exporting the content of a session

If you choose to export the contents of a text session, it is good to remember the following
when opening the exported file.

On MacQS, preferably open the text file with Text Edit or *+ Add a session
with Pages; = Delete this session

If you open with Microsoft Word (Office), you will need a iRfecioneditancte
file converter, then use "Unicode text" and "Unicode 4, Exporting @

Little-Endian 6.3" _
™ Print

If you open with OpenOffice, use the text converter
"Unicode" and the paragraph skipping "CR"

With Windows, preferably open with WordPad and paste in Microsoft Word if necessary
If you open with Microsoft Word (Office), you will need a file converter, then use "Unicode Text"

If you open with OpenOffice, use the text converter "Unicode" and the paragraph skipping
IICRII

6.6.5 Pasting a text in the session content

You can use the copy and paste feature to import the text of another word processing, into the
content of the session. This is useful if you used to make your notes on Word.

But it is possible that you encounter some limitations in your print options: it may be that the
choice of characters (font) does not work, that is to say that the font will remain in the same
format the original and will not be reduced to 9pt or 11pt according your choice in BaseDPsy
print options.

This limit is more problable when exporting a text file.
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6.7 Session Information
6.7.1 Missing Client
It is now possible to quickly identify the number of sessions that the
client is absent. ] o
A check box allows you to identify that the customer was absent, _
independently of billing. VD 512 10:00
Time End 11:00

Just click in to box with an "X" the absence of the client. Session N° 10
The total absences from the same client at its sessions is posted in the =~ 1
"Sessions List" pane. Absent patient X

It is an absolute total: it counts the number of "X". The calculation is
independent of the duration of the session.

To allow you to quickly calculate absences previous sessions this
new feature, we added an editable field in the history list. So you
can check all the sessions where the client has been absent without
needing to go through each « Sessions info » of the previous
sessions.

Total absences were also added to the two statistical tables: the
number of sessions per year and the number of

Total absences = 1
N° N°
Absent Session's
patient D S date
X 1 0010 16-03-01

16-01-08

Editable

sessions per client.

Note that this hook on the customer's absence does not

Invoiced despite the absence of the patient O Yes

ONo

affect the other hook in the billing section. If you want

show on the bill and in the Ledger, the fact that the session was "invoiced despite the absence

of the patient", you must also tick the option under the Invoicing tab.

6.7.2 Session Duration:

It is now possible to set a default session duration.

In the "Options" section, you have under the "General / Date and
Duration" tab an option to save a default duration.

In the "Notes" section, if you have checked yes to the addition of a

Duration in minutes 60
Time Start 0:00
Time End 0:00

default duration, the duration will automatically be entered in the "Duration" field.

Once the time is entered, manually or automatically, when you enter the start time of the
session, the time of the end of the session will be added automatically taking into account the

duration entered.
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You add the duration and start time

As soon as you click next to the start time, the end time is self-

entering.

6.7.3 Sessions List (History)

Time Start 10:00:00

Time End 0:00
Time Start 10:00
Time End * 11:00

On the "Sessions List" tab, we added a tab and a list of communications with a third party. This
is especially useful to those who have clients who are academic grade, or who are receiving

services from other professionals.

In the history, there is an indicator of recorded personal notes.

Previous sessions’s list of this patient

e Total of summaries to complete = 9

"Draft" status.

N° o

A note is considered completed when it no longer has the

Absent - Session's Writing
patient D S date Time Start Completed Interview format
X 1 0010 16-03-01 10:00 No  Thérapie conjugale
1 0009 16-01-08 10:00 No  Thérapie conjugale
1 0008 15-11-19 20:00 No Entretien en face a face
1 0007 14-03-20 13:00 No Face to face meeting

Communications with the client

Communications with a third party
Total hours as recorded minutes in each session =  6H40
Total absences = 1

Duration in

60

60

60

40

minutes  Invoiced to

Personal
Notes

Print status

N359 = ~

Supervised

N314

X X

N305

N161

6.7.4 Supervisor;

It is possible to indicate under the tab

"Session Info" that a supervised session
was read or sent to the supervisor, or that A
the session was supervised by the

supervisor.

The name of the supervisor must be
entered in the "Options" section to appear

in the "Notes" section.

If this "Read by the supervisor" field is
checked, the supervisor's name is added
to the summary of the note, and the
supervisor can add his signature to the

printed note.

=
—

Supervised ? X

Sent to or read by the

supervisor X

Face to face meeting;

School year 2013-14

Clinic Hudson

At client home

256 Ave Hudson, Laval, N5J

3B9

Status

Supervisor

7 7

In the early 1970s AT&T distr
government and academic re
permission to redistribute or
software in the modern mean|
widespread in the early 1980
system patches. As it is quite
researchers paid for a comm

Note written on 2017-05-14 at 2Q

v

Pamela McGregor

When the rubric "read by supervisor" is checked, the name of the supervisor is added to the
bottom of the invoice as well.
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6.7.5 Remembering if you have completed writing the follow-up note

First, we must remember that writing a follow-up note is called "completed" when at the time of
saving the note, you choose not to keep it as "Draft". However, all new sessions are created
with the draft status. Therefore, if you have not yet saved a summary of the session, it will
automatically be listed as not completed.

If you are one of the therapists who have not taken the habit of writing progress notes
immediately after the session, you may happen to ask yourself « What ,
session summary is not yet completed? ». DRAFT

In this version of BaseDPsy, we introduced two markers that allow you to S""‘fs':‘jrggtj @ Yes

find what session summary is nhot completed and lacks of any client Qe
session summaries.
To remember if the summary of a session has been completed or not, several markers exist.

First in the interface of the follow-up notes under the "Sessions List" tab you will find a list that
contains marker which notice if the writing is completed or not.

Under the same tab, mention is made of the number of uncompleted writings when it is greater
than zero.

You can also display all notes not completed the same day by displaying the "List of meetings
by date" interface, choosing the date of your choice and sorting the column markers rating not
completed. By clicking on the title of "Writing completed" column, all the answers "No" will be

placed at the top of the list.
Previous sessions’s list of this patient

9 Total of summaries to complete =9 gfe.zeuiiinnananniee
A note is considered completed when it no longer has the
"Draft" status.
N° N° "“
Absent Session's Writing
patient D S date Time Start Completed Interview format
X 1 0010 16-03-01 10:00 No  Thérapie conjugale
1 0009 16-01-08 10:00 No  Thérapie conjugale
1 0008 15-11-19 20:00 No  Entretien en face a face
1 NNN7 14.-03-20 12:00 No Face tn face meeting

Finally, you will have an overview of the total drafting to complete, Total ?f
displaying the "Psychotherapy Patients's List" where the total s”"";‘;,ﬂ:ﬁ,tg
writing to complete for each client is displayed. First name 205
Michele 12
Jean 7

Julie 9
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6.7.6 Attendance Certificate
Addition of a procedure of attestation of attendances —
. . . Invoicing
to meetings with choice of dates.
Account Summary

The procedure allows you to choose between
attesting to all sessions or sessions between dates.
The certificate displays under the heading a summary
table followed by a list of sessions and a signed
confirmation of attendance at the meetings of the list.

Agreement with the linked debtor

Current Day Invoicing and Collection

Attest Attendance

N,

Certificate of attendance of

June McPherson Registration date : 2015-01-26
1526 St-Laurent Avec, Montreal, Quebec, Ca, J8M 2S5 Latest Sesfs‘onvs Saie S SO1E02-28
Sessions’s Total : 10
Birthday : 1971-05-14 Mean duration : 60
FileN°: 49 Total absences : 2
Session Time Duration in
8 N° Session's date Start Interview format minutes Place

1 0001  2015-05-01

9:00 Entretien en face a face

60 Bureau maison

P SRR 20150500, SR LGN SitNiac o RO CLAIMSGCIR o i it

We confirm that June McPherson was present at all the sessions listed

e .

/ uuwy  2u..-02-25 13:uuU  Entretien en face a face 60 Bureau maison
8 0010 2017-02-25 13:00 Entretien en face a face 60 Bureau maison
Total hours:  8HO00
2017-06-03

Alain Barbeau

Psychosociologue
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6.8 Notes on the activities and interventions mandated
(Institutional Clients)

As writing standards on the description of an activity are different standards for the writing of a
psychotherapy intervention, writing a summary of a activity within a mandate negotiated with an
institutional client is much simpler.

First you have immediate access to space writing and you can change the content at any time.

The signature is not inserted automatically, it is up to you to add.

And you choose to enter "yes" or "no" to indicate if the writing is completed.
This indication is included in the history and serves as a memory aid.

You can also insert a framework, such as writing a summary of a psychotherapeutic interview.

There is a field that allows you to note who were the members of the intervention team, if you
were not the only professional.

If, in the "Mandate" section, you change the title of mandate, just click, in the "Notes Activities"
section, on "Mandate Title" to update it.

ﬂ“‘ 160 Activity Notes Ecole McDonnald

Mandate Title N° 48 Vérification Mandate N° 48

Activity Titte  Rencontre Directeur Activity N° 2

on 2017/09/07 [ CraiHe 2
Contents Invoicing =p

Summary of activity
jeudi  Follow-up notes Writing Completed ~ No Insert a framework

Activity Start Date 2017/09/07  Summary of activity ~

Follow-up notes
Activity End Date 2017/09/07

Time Start 11:00
Time End 12:00
Duration in minutes 60

Activity N° 2
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6.9 Notes on group meetings (Group Therapy)

The interface for writing notes on meetings closely resembles that on the notes on activities for
institutional clients. Here also there is the possibility of inserting frameworks and of indicating
whether the writing is completed or not.

o0

However, a reminder at the head of the field Enter here only the notes on the meeting

. . . I b
you emphasze that the deSCFIptIOI.ﬁ of the Notes about the evolution of the participants must
evolution of the group as a whole is usually be entered in the "Notes" section (Psychotherapy).
made separately from the description of the
evolution of individual participants. \

Follow-up notes

Obviously, you do not have to take this into K. Meeting Summary
account. But, BaseDPsy has still been
22%%:;:22 ?3 this ﬂ‘ 50 Group Meetings Desensitization of the fear of flying
praCt|Ce The Meeting Date 15-03-31 @ mardi Group Meeting N° =1 / 7 Meeting
Consequently, to write Contents < IREEn
notes on each of the Netng Summary
part|C|pantS, |t |S N° 1 Meeting Title Writing Completed No
deSirabIe tO register Time Start 13:00  Follow-up notes / Meeting Summary ~

each patrticipant in ul2 15:00
BaseDPsy, that is to pumteninmites 10
say of him create a
personal folder, .
otherwise you will not
have specific space to write notes on the evolution of each participant.

Group Leaders Present ~

For participants who do not have a personal folder in

. L . Contents
BaseDPsy, you have the choice between not describing their
personal evolution, or insert the description in the same sl Lo las &
space where you describe the evolution of the group. Meetings List

Documents case
To write a personal progress note in the "Notes" section of

the participant who has a personal folder BaseDPsy, go to
the « Meeting Info / Participants »pane, and click the 7 Created meetings / 5
appropriate button to display the Notes section.

Personal Notes

If you have already written _ )
on the client behaviour

9 Participants
CCIick this button to create a note)

a note on the client, then Meeting Title
you must add a session for .

Position in Present at the
noting his progress in the list Registered participants session Notes ID
group therapy. Otherwise, 1 Labonté, Michéle $ x O =2 09
you use the empty session 2 |afrance, Maude $ x O = 10

3 Pafin, Jean =2 X o = 14
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that was created along with the creation of the file and you write a note on
its participation in group therapy. Check that "Group Meeting" has been
added to the interview format.

Duration in minutes 120 c Notes

A button is available in the "Notes" section Supervised ? S ——
to return to the interface group meetings. ‘

QD
=

Sent to or read by the — |

supervisor bnten vﬂ

However, this return to the ing i . ssiof | Report

A . good meetlng 1S |i1 Group Meeting T -
effective only if you used the previous E! List & Recalling
button in the table that include attendance = broug| [ st of sessions wih
at the meeting. esef | filters

t New Window
en:
You will not have the same effect of accuracy for a return if you have T =T

displayed the "Notes" section with one of the other available buttons.

When you use the tools to launch —
- . Writing Completed No
printing all the details and parameters + Add a meeting
of the meeting under the tab [ Print this meeting ] — Delete this meeting
"Meeting info" shall be inserted in the [ Printthe summary and notes ] N 7 primt
printed text, except for personal
. . Print a statement for participants
nqtes off file, \A(hlch can also be [ iiieniea s J
printed, but using the button that
specifies.
Here is an example of a e 1
print page of a group Group Meetings :
meeting_ Bereavement support
File N*: 0135

The Meeting Date : 11/01/13
Group Meeting N° : 1
Duration in
Expected number of meetings : 6
Number of meetings conducted : 6
Maximum number of participants : 6

Category of troubles pointed by the group therapy : Adaptation Disorders

Meeting Title :
My life seems empty since he is away

Intervention team
Marco
Bibianne

Attendance
Lacoursiére, Michel
Rigaud, Emmanuelle
Girouard, Jacques
Rivard, Martin
Barbeau, Alain

Attendance Total : 5/6

Summary of activity
Each participant tells how he felt after the funeral ceremonies....
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For the names of the participants are listed in the summary as shown above, it is essential to
use the button-shaped blue arrow to enter an "X" in the column of the participants present. This

action is also necessary if you want to invoice the participation to each participant.

Position in Present at the
the list Registered participants session Notes ID
1 Labonté, Michéle x O =3 09
111,
2 Lafrance, Maude T S £L 5
! Click to register the presence |
3 Pafin, Jean => X @ E3 14
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7. Messages Exchange (Communication off therapy)

7.1 Sending a message with BaseDPsy

BaseDPsy does not receive messages directly as mail software, but can send them.

There are several tools inside BaseDPsy to send a message, and in different sections. There is,
however, a special section to interact with clients recorded in BaseDPsy, this is the "Client
Communications" section.

There are also two different methods for sending an email with BaseDPsy. The choice of the
method is defined by the way you enter your information in the "Options" section.

Messaging through your local mail software

In the "Options" section, you can enter information about an SMTP address used by you. If you
do not fill in the relevant sections, the sending of message will go through your default mail
software installed in your computer. When you click on a tool to send a message: BaseDPsy
will try to open your mail software (For example, Mail on Mac, Outlook on Windows, etc) and
will open a message in draft format, which you will have to complete and send with your mail
software.

With MacOS, the default mail application can be chosen by opening the "Mail" application, then
the "Mail" preferences, general tab.

o General

L @ DV oo 1o W

General Accounts Junk Mail Fonts & Colors Viewing Composing Signatures Rules

Default email readerRVAIS- WY [T (oY-Yo i d 01011 (1] 4 ;

@, Mail *’

Check for new messages

Select...
New messagessound. ... _._______ J

With Windows, you have to go to "Settings / Apps / Applications by default".

The information entered in the BaseDPsy topics about your message will be inserted into the
draft created in your mail software. You can then, if you want to add a document to the
message from your mail software.

However, this method is dependent on the definition of your default mail software, and also the
compatibility of your mail software with FileMaker, BaseDPsy being programmed from
FileMaker. Finally, it also implies that you use mail software built into your computer and not a
webmail service accessible by a browser (web browser).
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If you are using MacOS and the mail program "Mail", there is a shortcut that allows you to send
your documents and invoices by Mail without the need for SMTP settings.

Here is an example with the printing of the invoice

Amount
Invoiced to Invoice N°  Invoice Date Invoiced
Lamarre, Aline F324 2017-09-06 90,00
1. Click on the icon to print the document. 102
I
Click the icon to print an invoice or receipt.

°
2. Se|ect "Print". You prefer to print or export to PDF format?
3. Choose "Print" again in the tools that come with the document preview.

[}3 Save as PDF ]

E— ]
4. In the window to set up the printing parameters, click on "PDF".

?  PDF M4

L}
?  PDF Hide Details
Open in Preview

5. Scroll down the menu to "Send via Mail" and click on it. =00 €65 [

Save in PostScript format
Send via Mail

Records on iCloud Drive
Save with web receipts
Edit the menu
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SMTP messaging

To send an email via SMTP, you must enter the SMTP server address in the "Options" section
under the "Implication / Content / Address" tabs.

Using the SMTP address allows you to send emails without going through your mail software.

In the "Communications" section, you have fields to enter the subject of the response (or
message) and the message content, so there is no additional window that opens.

Here's how to set the options to use sending email directly from BaseDPsy.
If you do not enter an SMTP address, the active SMTP remains empty. And when the active
SMTP is empty, when you click on a tool to send an email, the procedure will automatically go

through your email software.

Conversely, as soon as an SMTP server address is active, BaseDPsy will use the SMTP
address first.

The choice of the “Clinic’s Site” automatically triggers the choice of the SMTP address when
you have more than one input.

Conversely, as soon as an SMTP server address is active, BaseDPsy will use the SMTP
address first.

The choice of the practice location automatically triggers the choice of the SMTP address when

i appear Of your Teports ana receiprs auarmg e nmpress
you have more than one input. Clinic's Site
. . Enter the address of @ 1 Centre médical 1857 St-Laurent
The active SMTP is changed each (ygi“r,’ic";ices G 2D R Cinic Hudson 256 Ave Hudson
time you change the check mark e O 3 Burens Ma 616 Gardinal
. . ureau iviaison ardina
next to the Clinic’s Site. 3
._ Site without address = [
In the illustration, you can see that “;\;‘C‘igoe:;’;fg:s”gg;sfy?” LTS GES D NN D UEs
numbers next to the SMTP server Y
addresses indicate where each SMTP ¥
: Y/ ing SMTP .
SMTP address is located. cg#;:;;%zlir:‘gg o eac;e’"ef 1  smtp.zoho.com
practice location 2 smtp.videotron.ca
When using an SMTP connection, 3 smtp.gmailcom
you must also enter the access Active smtp.zoho.com K

codes (Account Name and
Password) and the default port.
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Profession Address Email

Two methods to send an email:

1- If you leave the fields of the outgoing SK
a draft ready to send to it. Then just use yc
2- If you are using an SMTP address, Base

See page 118 of the user manual for details.

Outgoing server SMTP

Cci Professionnal email :

Reply email address ~ Reply email address

Sending email SMTP  Sending email

ke lea CLITRG L

SUreau 2 la résidence

The email address given 5 Bureau en vile

by your SMTP provider,
it can be different from
the one used on your

3 Clinique JT

Username (login)  Username (login)

Password =~ Password

Enter the email address the recipient should use to rep

Electronic Signature

Would you like to receive a copy of sent emails? If yes, tick yes,
and enter the address where you want to receive a copy.

Clinic & Logos

The email address under this tab is the one that will " ¢r¢@ing
be used in the headers of your invoices and reports.

Cci (@ Yes
O No

You can use the same email

address as for your headers

Enter an SMTP
address for each site

or practice location
headers. You must also enter your username and Passwora

eg.: smtp.zoho.com

ot 465

The default port used in BaseDPsy is 465 because we have programmed the use of the
connection procedure with the SSL encryption protocol. As a result, you will also need to add

your username (often corresponding to your email address) and your password.

However, check with your e-mail provider, which is the port number, as this may be different

from 465.

Obstacle to the use of GMAIL for sending by SMTP

If you have an “@ gmail.com” address you will not be able to send e-mail with BaseDPsy, the
reason is that Gmail has added restrictions (two-factor authentication) which means that third-
party applications are blocked; with Gmail, you have to either use email sending software or

use their website.

The solution is to have another email address that does not require dual authentication for
sending via SMTP and to use your gmail address as a reply address only. This way you will be
able to continue to use your usual gmail address with your customers.

Here's how to apply the solution of two email addresses, one to receive your mail through
"gmail.com" and the other to send your emails through an SMTP address that does not require

double authentication.

Let's assume that your email address known to customers is "me_psy@gmail.com".
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You will therefore continue to use your gmail address with your customers as if nothing had
changed: and in the "Options" section of BaseDPsy, you enter this address in the "Bcc" and
"Reply email" sections. This email address is your mail reception address.

Outgoing server SMTP

Would you like to receive a copy of sent emails? If yes, tick yes, Cci @ Yes
and enter the address where you want to receive a copy. O No

Cci  me_psy@gmail.com

Enter the email address the recipient should use to reply to you

Reply email address ~me_psy@gmail.com

But in the other sections, you will use a different e-mail address obtained from a supplier that
does not require double authentication, for example Videotron.
So, let's assume that your sending address is "me_videotron.ca".

With this method, your customer will not see the shipping address, he will only see your "reply"
address, i.e., "me_spy@gmail.com".

Sending email SMTP  me_videotron.ca

Your outgoing SMTP server 14 smtp.videotron.ca eg.: smtp.zoho.com
- active - corresponding to
your choice of predefined 2 Bureauenville
place of practice
3 Clinique JT

Active  smtp.videotron.ca Port 465
You must also enter your username and password
Username (login)  your username with videotron

Password  your password with videotron

An SMTP sending address that does not require double authentication will be provided free of

charge to those who use our hosting service, and we take care of defining your SMTP sending
parameters ourselves.

Thanks to the SMTP sending and the possibility to create " PDF " documents directly with
BaseDPsy, offered by our hosting service, you will be able to email your invoices and receipts
(with a single click).
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In BaseDPsy, we have provided a function to send your customer an email to remind him of the

date of its next appointment with you.

View first interface of the "Sessions list by date" in which another button give you have access

to another interface to write the content-type of the email you will
send when recalling the appointment to your client.

You have access to this interface by clicking the "Edit the reminder

message" button.

The interface to write the reminder offers several
sections to compose the message. The white
fields are modifiable. Non-editable fields in this
interface are modifiable in other interfaces, so
are these: the email address of the client must
be entered in the "Data Client" section, your
signature and address in the "Options" section,
the date and time appointment in the "Notes"
interface.

CLOSE

Notes

Communications Client
total

H
iy

Back Group
t Report
i ete:
Display a period m
i} List of sessions with Displays
d:] filters sorted b

I Print l New Window I
I

Content of the reminder

Patient's name

Patient’s email

Message’s date

Message title

Message sent to the patient

You did not attend your appointment on

M. Pafin, Jean

When sending group, recipient name changes automatically.

basedpsy@gmail.com

3 septembre 2013

Absence

First field for a
content about the
session (meeting)

i

Two other fields for
more content in the
message
e sent to the patient- 3

The Meeting Date 10 aolt 2015 Time Start  9:00

Address 2358 Boul des Erables, Montréal, Québec, Canada, M7H

hope that you contact me to know your intentions for further therapy.
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For the signature of the email, you have several choices

We recommend that you check YES to "Would you like to receive a copy? "to ensure that the
client has received the

email. .
Include in your signature? =
Name, Professionnal Title, Address @ Alain Barbeau Ph.D.
Your phone number? @ Psychosociologue.

3300 Boul Le Carrefour, Laval, H7T 0A1
(438) 399-5654
me_psy@gmail.com

Your email? @

Your Web site URL? O

O @000 N

Do you want receive a copy of the (@)
email ?

Cci  me_psy@gmail.com

7.2.1 Send a reminder email manually
To send the reminder emails one by one, you first display the "List & Recalling".

You choose the date of appointment in the message
by entering a date in the search field at the top of the
list interface.

View the session of this date = ] 2014/01/31

Reminder
Date Email

@ basedpsy@gmail.com

N Click here to send a message highlighting the
""""""" forthcoming appointment of the client

For an appointment to come, you must have been  |........
PP Y If you entered the name of the outgoing SMTP

. . H N\

created in advlance the appomtment in the . server in "Options" section, e-mail will be sent

« Notes » section. § directly, if not BaseDPsy will open your default
------------- e-mail and use it to send the title and the

You send the message by clicking on the button RO IS Cl R,

showing an icon of envelope.

7.2.2 Semi-automatic sending of reminder emails

In order for the procedure to work properly and for the client to receive his reminder, there are
several conditions that must be met before opening BaseDPsy:
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1. The procedure only works if you use an e-mail software (applications) (Mail, Outlook,
etc.) on your computer or if you can define your SMTP settings in the Options section (See
previous chapter). Please note that Gmail refuses SMTP mailings operated by applications
other than e-mail software.

2. In the "Options/ldentification/Content/Email" section, you must have activated the
procedure and have set a number of days between the date the reminder is sent and the date
of the appointment. We suggest a minimum of "2" days, but for appointments on Monday, it
takes three (3) days, if your

last opening of BaseDPsy is Reminder Number of days before the 2 Switchedon (O Yes
on Friday. @nNo
3. In the section "File/Registration"”, you must have checked the section "Wish to receive a

reminder of the appointment by email”.

Would like to receve a reminder of the appointment by email X

4. Other regular conditions are also present:

a) You have defined your reminder message.

b) The customer's email address has been entered in the Data section.

c) Your email sending information in the "Options" section has been entered; If you are
not using SMTP sending, as many drafts as reminders will be created in your email
program, which you will then have to launch manually.

d) A reminder email has not been manually launched before from the "List &
Reminder"; i.e., the automatic reminder does not repeat a reminder email that has
already been sent.

Clinic Management

. . Waiting List
Once all your settings have been defined: you can launch e

the procedure by using the button to this effect in the
Menu section:

To-Do List

Clients Directory

|
|

=

Statistics / ]
|

1

|

Forms Collection

Edit the reminder message

Launch the automatic email recall
procedure

7.2.3 Sending automatic reminder emails

For those who use our hosting service, we have a procedure on the server that will
automatically launch the reminder every morning. However, you have to ask us for this
automatic procedure to be activated.
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7.3 Sending a document by email

7.3.1 Send a document by email using the SMTP procedure.

See the previous chapter on "SMTP Messaging".

Tools

When you have a functional address for sending e-mail by SMTP, there is
an additional tool in all folders concerning persons (Folders, Data, Notes,
Communications, Report sections) when you request the printing of a
document.

When the document is previewed, the toolbar that accompanies the preview
contains a tool that allows you to send the document by e-mail.

When you use this tool to send the document by email included in the
toolbar of the document preview, the procedure includes adding a message

il?
Do you want to add a message to the email?

No Yes

If you click "No", the document is sent without a message.

appear to enter the content of your
email:

Message title A

Message ~
content

Alain Barbeau

= cANCEL CONTINUE =

We have also created specific tools for sending documents by email in addition to the general
tool integrated in the preview toolbar.
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7.3.2 Send an invoice, receipt or report by email without sending it via SMTP.

If you are using the message sending method that goes through your local mail program, all
you need to do is attach your documents to the message.

All documents produced in BaseDPsy can be sent by e-mail. However, you must first save the
document in PDF mode or as a stand-alone file by exporting it in Excel or Word format.

Therefore, to send your invoices and receipts by e-mail, you must transform them into PDF

format.

The transformation to PDF format is included and automatic in the BaseDPsy emailing tools
when you use Claris Filemaker or FileMaker Go to open BaseDPsy. Claris FileMaker is included

in the hosting package offered by BaseDPsy.

First launch the printing procedure

And follow the procedure up to the moment of
printing on paper

And when the dialog window for setting up the
printer appears, choose either a virtual printer
(PDF creator) on Windows or choose "Save as
PDF" on the Mac, which is at the bottom left of
the dialog window.

If you want to send a session

Amount
Invoiced to Invoice N° Invoice Date Invoiced
Gilmore, Alecia F204 18-06-04 100,00

150

%SEH

Click the icon to print an invoice or receipt.

summary it will be the same
procedure.

But you can also use the tools that
allow you to export the content of a
session in txt format, or those that
allow you to export your financial or
statistical reports in excel format.

?

If you open the "PsyTablet" data file
with FileMaker Pro or Filemaker GO,
an additional tool is available. It allows
you to create the document in PDF
format directly with BaseDPsy.

Number pages from: 1

Print: @ Records being browsed

PDF

Current record

Blank record, showing fields  as formatted

Hide Details Low Ink Cancel

Open PDF in Preview
Save as PDF...
Save as PostScript...

Add PDF to iBooks

If you use the hosting offered by BaseDPsy, you will also find that this tool is available.
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If you use an SMTP address to send the
invoice or receipt and you use Filemaker
Pro or Filemaker Go to open BaseDPsy,

Invoicing

Invoices List

Account Summary

the procedure associated with the tool
under the "Invoice List" tab includes an
additional step to add a message

Amount ot}
Invoiced to Invoice N° Invoice Date Invoiced Cd
Gilmore, Alecia F204 18-06-04 100,00

150

%

-
B

With Filemaker Pro or Filemaker Go only : To

send the invoice or receipt via email.

The dialog box displays the objects and the
beginning of the message sent to the client and
allows you to add a message.

Do you want to add a message to the email?

No Yes

=

The subject and the beginning of the
message are not modifiable, but you can
customize the rest of the message by
writing inside the field.

Receipt F420
Hello! James Cochrain,

Please find enclosed invoice N° F420 On :2016-03-06.

Alain Barbeau

CONTINUE =

4= cANCEL
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7.3.3 Transforming documents in PDF format with BaseDPsy

If you want to send documents produced by BaseDPsy with your e-mail software installed on
your computer or accessible via the web, you must transform the documents into pdf format.

If you use Filemaker pro or Filemaker Go (iPad) to open PsyTablet, tools are available to
transform documents into PDF format, because these two applications have properties that the
Filemaker Pro Runtime renamed "BaseDPsy" does not have. FileMaker Pro is included in the
hosting package of your data by BaseDPsy.

One of the properties included in these applications is to transform the documents themselves
into PDF.

The additional tools are visible in different places of BaseDPsy, such as in the billing section of
the sessions or in the invoice lists.

For example, under the "Invoice list" tab in the "Notes" section
This tool transforms the Invoice or Receipt document into a PDF and associates it with the

email that will be automatically sent to the customer's email address, provided of course that
you have entered it in the Data section.

Furthermore, if you use the print tool, a first ®
dialog box will ask you if you prefer to export )
it in PDF format or print it on paper. You prefer to print or export to PDF format?

Finally, on computer, when you ask for

print'ing, an additional tool is also pre§ent in roF \ (LS
the list of tools when you set the preview
mode.

Tools  of

With an SMTP sending address, an additional tool allows you | ——— ‘

to send a document in preview without having to convert it to
pdf beforehand, because this will be done automatically by ¢ € > 3 ||4_ « > _ﬂ‘

e procedure | |
Continue or Cancel

f Scroll Down ]

&§  ScrollUp ]

|E‘ Zoom In ]
[I’:_:J] Zoom Out
[ {} Setup ]

)
(5w /
Q Setup [ };’ Q'ﬂ)
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7.4 Using the « Communications » section

"Messages Client" section allows you to store messages received from a client and your
answers, but BaseDPsy is not an email software.

The "Message" section is designed to be able to keep any type of message: a letter, a
summary of a telephone call, a fax or email, etc..

The field named "Message format" allows you to specify the category of messages.

Spaces under "Bound Files" tab allows you to insert electronic files that can be either letters
and messages written on paper you have digitized (scanned) or attached to an email file.

Message regu du client Réponse donnée au client Bound Documents

9 Documents sent by SMTP

Temporary documents [ M Envoyer la réponse par courriel ]
Insert file holder

= Drop the document in the field, or
use the icon tool to insert it

If you are using the SMTP sending procedure, to attach a document, you must display the
"Customer Communications" section and show the "Associated Documents" tab.

Under this tab, you will see a section that allows you to attach a document to the message.

It is also important to note that the document inserted in this section will be deleted after the
email is sent. This is a temporary document holder. If you want to keep it in BaseDPsy, you
can insert it again in one of the five underlying document folders (Documents received) by
adding an explanation in the "title of the associated document".

If you also mention the document in your message, you will keep a trace of the document sent,
which, in principle, is still in your computer.

The question marks in the interface remind you of the main instructions for using the tools
present.

Since communication with a professional is not always an alternative exchange of messages as
with letter or e-mail, but sometimes it is a live or telephone discussion, we have added a tab
that contains the necessary headings to summarize a discussion.
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7.4.1 Two interfaces available to save your communications
Two different interfaces have been created to write or to keep exchanging messages with your
clients. An interface is specialized for individual clients you entered in psychotherapy and

another interface has been designed specifically for institutional clients.

Institutional Clients

The difference between the two interfaces based on the following
findings:

Institutional Clients

Psychotherapy Clients:

e Your communications can be directly with the client. Show the mandate 1

e Your communications can be with another professional serving [ | ee— =
your client, eg the professor of your client of school age, the

physician or psychiatrist of your client, etc. ..

List of all activities

Institutional Clients:
e Your communications can be only with a professional representing
the client.. - j

Notes

Back Group

=1

In « Messages Client » interface with registered clients in a psychotherapy,
the number of tabs and sections is larger and offers more opportunity to
withhold information.

ort

Both interfaces are however not watertight, it is possible in either interface to view information
belonging either to institutional customers or clients in psychotherapy.

However, when you click the tool button "Show All", the procedure displays only all clients
specific to the interface in the foreground.

Here the appearance of the interface communicating with a client in psychotherapy.

Communications Client

i‘ 49 Communicate with McPherson, June Click on name to isolate Exchanges with a professional
his messages concerned by the client

Communicate with McPherson, June Communicate with Alain

o — . Change the Message
Phone N° prioritized Patient’s email O Orientation

Bound Documents

Answer from patient Message sent to the patient

|

Already printed

Answer Date  15-03-17

Inverts tab titles and fields

Answer Title  Cancellation of the session

Answer format ~ Telephone @ N°  MO03

~

She told me that she was involved in a road car accident to come to his appointment
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The message in the list named « All communications » also allows you

to move from one interface to another by clicking on the message

All communications

row, which will have the effect of displaying the message in its original || Quick Search

interface.

The « List of clients with post », open in each interface, is specialized
according to the kind of the clients. However, the lists show only the
names of clients or representatives with whom you have registered a
communication: The list of "Messages Client" interface displays only

the names of customers with an active file in psychotherapy, while the

list in the "Messages Institution» interface displays the names of the
representatives and names of the client institution.

Clicking a name in the list will display only communications with this
person in the same interface. If you click on "Institutional Clients" or

Q)

+ Add a Message

== Delete this Message

I Print this talk with the client

professional

List of clients with post

= Print the communication with this

Messages List of Labonté, Michéle

Communications list with a third party

"Data Client" buttons or the top of the interface, you can view the data

on the same client.

To display the "Messages" section, you must unwind the "Notes" menu to the client in
psychotherapy, and the "Institution" menu for communications with a representative of a

corporate client.

Communicate with a third party

You will also notice that the title of the "professional" tab or
“third party” change when the interlocutor or representative

Communicate with Margo

is identified in the relevant section.

The advantage is that the name of the professional related to your client is always displayed,

even if it is not its tab is active.

7.4.2 Communication Direction (Message sent or received?)

Taking account of who begins the discussion or exchange, communication can be a response
from you sent to a previously received message. But it may also be that the message has

initially been sent by you, waiting for an answer that you will later.

In order not to multiply the tabs and fields to

reflect the direction of the initiation of the

message, we have integrated in this interface a
versatility of fields titles and tab titles.

£, Change the Message
Orientation

|

So you can change the orientation of the initiative of the communication using a tool.




BaseDPsy 11 User’s Manual Writing Notes Page 127

Message from patient ‘ Answer to the patient

As an example, here is the display Messagels date | 14-02.06

before the changing direction and the

. . . . Message title  Risk of delay
display after the changing direction :

Message format ~ Telephone

message

Answer from patient Message sent to the patient

Message's date  14-02-06

Message title  Re-Risk of delay

Message format ~ Téléphone

Message

7.4.3 Receiving a message

It is not possible to directly receive emails from a client in BaseDPsy. You can only copy emails
received from your email software and paste them into the field for this purpose BaseDPsy.

7.4.4 Sending a message

However, you can send your response from BaseDPsy after having written it in BaseDPsy.

The shipping tool of emails is in the right tab. Its title may however change according to the
direction of the communication.

Answer from patient ‘ Message sent to the patient Bound Documents

Message'’s date  14-02-06

Message titte  Re-Risk of delay

Message format ~ Téléphone [ P Send the message by email ]

Message

BaseDPsy sends the email directly only if you have entered a valid SMTP address in the
Options section.

Otherwise, it opens your e-mail software and inserts a new message with the address of the
recipient, the content and the object you wrote in the BaseDPsy topics. The behavior is
different depending on the platform of your computer and the mail software that you use.

We observed, for example with Microsoft Outlook 14 on Mac OS 10.9 or Microsoft Outlook 15
on Windows 8: the message is created by Outlook in a new message window and it only
remains to click "send" to that Outlook sends the message.

The same behavior is observed with the iPad: the "Mail" default iPad software opens a window
with the content of your message and the recipient's email address and other settings: you still
have to click "Send».
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7.4.5 Recording a new communication

In the interface messages, there are two tools that allow you to add or delete messages.

When you use the "Add Message" button, the procedure asks
you whether it is communication with the client or with the
organizational representative who is in the foreground and then

¥ Add a Message

* Delete this Message

gives you the option to create a communication with the client 1 Print this talk with the client
displayed or with another. If you choose "Another", that choice : T

. . . /= Print the communication with this
adds a step in the procedure, which will lead you to choose an professional

interface for the client.

There is a way to avoid this step if you have already registered a communication with him: is to
put the client in the foreground before clicking the "Add Message" button.

List of Organizations

There is a second way to avoid this step for institutional clients if
you are in the "Institutional Clients" section: a button allows you to F Newfile

create a first message, so an exchange with a representative with Delete this File
whom you have not yet recorded communication.

Create a new communication g

™9 Print

You will also find that there is no tool that allows you to record communications with people
who have no personal or institutional file in BaseDPsy.

It is therefore a limit in BaseDPsy for participants in group therapy who do not have a personal
file.

However, with regard to representatives of an organizational client, you are not limited by the
fact that there is only one field to enter the name of the representative, because the messages
are identified on behalf of the institution and in the section "Messages Institution" you can
change the "Professional Name" and related fields by other content than one added
automatically previously.



BaseDPsy 11 User’s Manual Clinic Management Page 129

Clinic Management

This generic title includes some additional functions to Clinic Manogoi} ]
create folder and note taking. If we also find there
writing reports is that the function is for all types of Calendar
clients, not just those in psychotherapy.
Waiting List
The calendar is available in the "C" version of To-Do List
BaseDPsy.
Clinical Report

Clients Directory

Statistics

Forms Collection

Edit the reminder message

— e
AN AN |

8. Waiting List

The waiting list allows you to manage those seeking services from
you and they are willing to wait until you are available.

The interface is available from the Menu interface or from the header || Calendar a
menu.
The list allows you to enter information about the candidate and his To-Do List
reference. The registration date is the date of the addition of item on R . .
the list. When you create a new record (new entry row), the LA )
procedure enter the date of the day automatically as the registration cl| Report
date and the words "Waiting" in the field "Status."
‘ Forms Collection
( Statistics
(

T T=CITTTITY
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A preview of the list.

Waiting List

Registration
First name date
3 . ™ 1F F 2018-08-29
3 . ™ 2 Lajoie Jean 2017-11-08
9 <+ = E 3 Poséidon Max 2017-10-27 Malg
9 = M 4 Ricard Annie 2016-03-18
All the tools in the list are explained in the
question mark.
Click on the title of the heading to sort
Re-click to reverse the sort order
A new record is a new file.
4 Click here to create a new record for a new
patient.
If you need to register a new step for a patient
that has already a record into BaseDPsy, use
instead the tool: "New Step" under "Step" tab.
=) Click to display the customer's detail sheet
pending
Thus, each column title is also used to sort the = gg;gi}% print the customer’s detail sheet
list according to the elements contained in the
column, alternately in ascending order and in \( Click to show only similar items, re-click to
. display all
descending order sy
Click to display the recorded data and
information about this client
P Click on the arrow to display the top or bottom
- of the list (or page)
Waiting List
[ Status ]
[ Severity ] Urgency
. . . V]
Many fields like « status, severity, [ = ]
urgency », have a drop down menu. [ Schedule available ]
[ Reference reason ]
[ Department concerned ]
\...( School Dropout
| R [Sucidalcrsis____|




BaseDPsy 11 User’s Manual

Clinic Management

Page 131

Field values with a list of values can be changed in the

"Options" section, under tabs: “Data gathering/Waiting

List”.

i

“=| Transfer the content

New Window

¥, Put back on the waiting list @

With specialized buttons (yellow), you can restrict the display in the list to those that have the
same value in one or other of the headings "Status, Severity, Urgency."

©

The red button with the symbol

"Minus" is used to delete a row.

The deletion can not be
undone.

=

This tool allows to redisplay the
detailed sheet of the request,
shown opposite.

3

5

When a new entry is created in
the waiting list, a floating
window is displayed to enter
coordinates and reference
information. There is more
information than in the list, and
this information is kept to be
copied to the file (Data section),
if a file is created later.

In addition, a termination date (
day date) in the list is entered in
the date of delisting.

Requested Service
Professional wanted
Department concerned
Home's Phone
Cellular Phone
Office's Phone

Email

Street and apartment
City

State-Country
School

Employer Name

Paul Richardson

CLOSE Registration
Status  Waiting
Fornite, Max
First name Max
Name Fornite
Birthday 1927-10-26 Currentage 90
Gender Male

(418) 653-2698 963

Generalized anxiety

Children Therapy Severity Moderate
Urgency Depressed
Schedule available 09-12
(5655) 555-5555
fortmax@gmail.com
Deux-Montagnes
Postal code

Ecole st-Franngois de Langelier

CSST

Debtor's name
GQ-135980
EAP File N°

Comments of the referent ~ Hours total allowed 12
Date of the
« renewal 2017-10-18

Reminder Date

Notes
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A tool in the "Files & Requests" section and in the "Data" section to re-enroll a client whose
step was closed and who is asking for your services again.

If his name is already on the waiting list, only the registration and withdrawal dates and status
will be changed;

If his name has been removed from the waiting list, a new registration will be created in the
waiting list with his name, first name, sex, age, date of registration and phone prioritized and
the status of waiting; for the rest, you will need to enter manually.

Waiting statistics

The interface displays a statistical table that automatically adjusts to each addition or removal
from the list.

The "Current average duration" is calculated with the number of persons still waiting, so from
that ones whose the "Delisting Date" is empty. The "Average duration prior" is the average
duration of the waiting time for those which are no longer waiting..

Statistics

@ Current average duration

Former average duration

Click on the question mark to remind you of the meaning of the different durations

Statistics Days Weeks

@ Crirrant avarama diratian

Calculated with the waiting cards that have a
withdrawal date.
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9. To-Do List
This list is a tool for planning your activities other than clinical therapy sessions.

The task list is a good tool to remember the activities you have planned to do between therapy
sessions.
You can use it to remember :

e which clients you must remember to call back or

e what reports waiting to be written,

o the professional should be contacted about any client, etc..

Print

CLOSE

+
Description of the ta oncerned Clie
T o o o
<+ ﬁ 1 (" cCall back the client N7 14-07-24  \( Lambford, Bert
L L @ 2 ﬁ"( Contact the social worker \( 14-07-24 \f Marinsky, Olga
9 % 3 ﬁ'( Contact the psychiatrist \'( 14-07-24 \'( Mordan, Jéréme

The field to define the task retains in a dropdown menu all your previous entries. In other
words, the list of values available in the dropdown menu is built as you are using it. Double-
click in the field to add a new value, when you do not want to use one of the values already
included.

i

This funnel-shaped tool in the row is used to isolate tasks with the same value in the same
topic.

pu

The blue arrow allows to view the "Data Client" section of the concerned client in the task list.
Note, however, that the link is correct insofar as the client's name is spelled the same way in
both interfaces.

Each column heading is also used to sort the list according to the elements contained in the
column.

Two tools are only visible in the calendar version.

| This tool copies the task into the calendar.

% This tool displays the task in the calendar.
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9.1 Tasks and the calendar

In the version with the calendar (BaseDPsyC), there is an
additional button to copy the task to the calendar as an
daytime appointment.

If the task has already been included in the calendar, the
button displays the calendar on the date specified for the
task.

asks are always displayed at the top of
the calendar or in the section
corresponding to the appointment
throughout the day (without a start time

Previous Next

To-Do List
O
u Description of the task
7 e« ~ 1 7 Ccallbackthe client
3 @ 2 \‘( Contact the psychiatrist
n ﬁ 3 \"'( Contact the social worker

- Refresh

Writing the final psychoterapy report Bert Lambford (due 2014-07-30)

and end time). - Day

By clicking on the task in the calendar, a
new interface is displayed.

Tasks are always displayed in
the "Day" section at the top of

The interface contains a few buttons so0am

whose utility is: 20
30

the calendar.
\_ _/

« Delete » = Clears the task in the
calendar and the task list.

« Repeat » = Allows you to create multiple entries in the

calendar with the same content. Note that if you ask three
(8) repetitions, the procedure will add three times the task,
so the task will be displayed four (4) times in the calendar.

If you "repeat" a task, we suggest that you manually enter
in the "task list" the last date of repetition as " Scheduled
date" and to include the word "Repeated” in the status
field.

« Mark Done » = The procedure then sets the status as
"completed”, and adds the date in this interface as
"completion date" and in the interface from the list of
tasks as "date of delisting".

« List » = Close de window and display the To-Do List
interface.

« Calendar » = Close de window and display the task date
in the Calendar interface.

8 00
Memos & tasks (To-Do)

Event Detail - 2014-07-23

@ Delete

to-do Write the final report on therapy
McPherson, June

detalls Concerned Client = McPherson, June

scheduled
date

completion
date

2014-07-23 Repeat

status M
id  TD0000030 & Marx Done
100= 4 B Utilisation
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9.2 Add "Memo" or "To-Do" in the agenda

First Method:
1. Got to the To-Do List section;

2. Add atask;
3. Clone it in the calendar.

Second Method :

Create an event by selecting "Other" tab without adding hours of the appointment.

Whenever you add an event or appointment in the schedule without entering start time and end
time, it displays the event in the top of the agenda, at the "Day" section, on the same location as
the to-do.

Here is, as example, the event with Father and Mother of the previous page, but without start

time and end time.

Father and Mother... (514) 698-5274...Personnal...Father Birthday meal...Father Home...Don't forget the gift

Day

3:00 pm

3
4:0(;pm
Third Method:
However, there is an interface specifically designed for memos. Here nseorsy | DN
are the steps to create one: BaseDPsy C9.2
Settings Filters Types Menu
1. Go to the calendar m events @

Memos & tasks (To-Do) v .

2. See the "Types" tab in the left part of the agenda. '/

3. Turn off "Events" by clicking on the "Blue" section.
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Go back to the right section of the calendar and click on the button « New ».

This displays a new window with the

uncluttered interface of Memos and Tasks (To- to-do Paper on DSM-V diagnosis
Do).
details With chapters on...
Enter the content in the fields of your choice
and click « Close and display the calendar ».

In the calendar, the task is displayed in the top scheduled  2014-03-15 Repeat
section, if you let selected the « Types » : completion

date

Memos & Tasks.

place Home

Go back to the « Types » tab, and turn on

Display the To-Do List

« Events» to see all your appointments. section in BaseDPsy M
id | TD0000010 o Mark Done
(Retum to calendar ! m

-

BASEDPSY

BaseDPsy C 9.2

ettings Filters Types Menu

Events v .

Memos & tasks (To-Do) v .

Turn « On » both
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10. A Clients Directory

The client directory provides a list of all your customers regardless of the nature of the service.
In other words, the directory lists the psychotherapy the institutional clients and the
participants in group therapy.

This is a tool that allows you to have in one place the complete list of persons registered in
BaseDPsy.

When printing the directory you see more the specificity of the tools.

Belfroi, Richard (450) 623-8596
1485 Boul René Levesque, St-Eustache, Québec, e —

'%ﬁjoint[e; Bellefeuille, Jeanne (450) 623-8596 Psychotherapy Client '
Bereavement support
Community Center 4

Participants Participants in

Lacoursiére, Michel; (450) 623-5987 a group

Ri_gaud. Emmanuelle; (514) 842-5632 4 thera py

Girouard, Jacques;

Rivard, Martin;

Barbeau, Alain;

John Placierati; (514) 895-2568

Carleone, Michel (514) 695-2368
1256 des érables, Montréal, Québec, Canada,

Conjoint(e) o
: | Institutional
C

lient
Commission scolaire de la valiée ﬁ‘A (418) 659-2598

1562 rue principale, Creuz, ,
Représentant - Contact Pierre Bellavance (418) 654-2313, ext: 12

When printing, the procedure offers to select only the names of clients or to print the entire list.
This option allows you to print only certain clients, as the last ones added. So you do not have
to print the entire directory every time it is changed.
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The phone numbers

For the client and his wife all the telephone numbers are present, but for other people, only the
preferable number is displayed, so one in three for the father and the mother.

Here are three examples of display in the directory when asked printing.
For a group, an organisation, a client.

5 19
Desensitization of the fear of flying Marinsky, Olga
Adroport Home: (819) 652-6987
Coll: (819) 623-5874
Participants Of.: (819) 546-7258 ext: 32
Labonté, Michéle; (450) 623-8974 2568 Boul Lamontagne, Montréal, Québec,
Lafrance, Maude; Canada, JITM HTH
Pafin, Jean; marnsky_o@hotmall.com
Georges Rafin;
; Spouse Ramzack, Peter
8 Home: (819) 456-7265
Homeless Schoolboard Celk: (256) 879-2141
2569 Maduran, Montréal, Québec, Canada, Of: (814) 256-5871 ext:
Father Tar Marinsky (256) 587-4158
Representative - Contact Réjean Maother Emi Natchouka (265) 897
Magellan , ext: 4125
Person in charge Prénom tuteur Nom
tutour (514) 238-5852

Grandfather Karim Marinsky (236) 985
1478

Grandmother Natacha Marinsky (236)
589.7415

Searching by coordinates in the directory

The advantage of a directory is to quickly find a customer. A tool allows
to launch a client search by its coordinates.

For example, suppose that someone called you and left you a Check Actives
message, but you cannot understand his name. However, the phone
display shows its phone number. With this new tool, you'll know if _
displayed phone number corresponds to a client or someone in his Export directory
entourage. '

Print

The email addresses are not always clear on the identity of the sender,
again the tool enables you to find which person is associated with the
email.
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This search tool is available in two places: either in the "Data" section or the "Directory"; in this
last section, it is located in the header menu named "Specific Tools".

However research in the "Directory" and in the "Data" section do not give the same results.

When the procedure in the directory is launched, it displays a window containing three
sections.

New request Contains individual names,

family’s members names, groups
names, organisations names and
their representatives

Patient's name

Address Contains all street address
and emails address entered
Client Phones N° \,
Contains the phone numbers of:
I Client, spouse, organisation,
representative and preferred phones
\ numbers of family members

Each of the sections contains all the information in the Directory, but only the information in the
Directory.
The results are also displayed in the Directory.

If you want to cancel the search procedure, click on « Continue ».

Once the search is completed, the result is displayed in the directory, but displaying only the
concerned client's record.

As the directory does not display all the phone numbers, you can then return to the Data
section to browse through the various tabs and link the digits to the person sought.
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11. Writing clinical reports or intervention reports

The interface for writing reports is the same for any type of report, whether you write a report at
the end of group therapy, psychological assessment report, a therapeutic result, or a report on
a psychosocial intervention in an organization.

However, you have two methods available for your report: one by writing directly in the text
section of your report, the other using a PDF form that you previously created or imported.

11.1 Writing without form

Under the tab "Info on Report", you can also note the identity of people to which you have
distributed it and, if necessary, the password that you insert into the digitized format to send it
by email.

Clinical Report

. o |
BASEDPSY

m 49 Report concerning: McPherson, June Client N°
16-02-25 Psychologic evaluation
Report’s title

Writing without Form Insert a framework

Psychological evaluation is defined as a way of testing people about their behavior, personality, and capabilities to draw conclusions using  ~
combinations of techniques.[1] Over the years, it has developed from unethical methods of locking people up for tests to the many different
strategies seen today. We currently see evaluation being used in several different settings for multiple purposes, such as education or legal
situations. The purpose behind many modern psychological evaluations is to try to pinpoint what is happening in someone's psychological

life that may be inhibiting their ability to behave or feel in more appropriate or constructive ways. It is the mental equivalent of physical
examination. It is important to use psychological evaluation properly otherwise violations of the professional ethical code can occur, resulting

in harm to the client and invalid assessment results. There is also a risk of evaluation based upon unscientific principles, as found in pop
psychology, or pseudopsychology.

Formal psychological evaluation consists of standardized batteries of tests and highly structured clinician-run interviews, while informal
evaluation takes on a completely different tone. In informal evaluation, assessments are based on unstructured, free-flowing interviews or
observations that allow both the patient and the clinician to guide the content. Both of these methods have their pros and cons. A highly
unstructured interview and informal observations provide key findings about the patient that are both efficient and effective. A potential issue

Tools of the report section are specialized according to the type of writing you choose.
The tools to the right of the interface are for writing reports without a form.

For writing without form, it is also possible to insert an outline drafted. Two types of frameworks
are available by default (in French).

They can be Changed List of frameworks
after displaying the
"Options" SeCtion YOU View only the frameworks of this section =

. . View the framworks of = Client N®
can also insert predefined

contents specialized for .

Section
repOFtS and edltable |n the <+ 1 Report Framework A Report ~
« Options » Sec‘tion_ 4 2 Report Framework B Report
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We have added buttons to view client data without leaving this
section. One opens a new window to display data from another
section. The other allows to quickly display the goals and the
intervention plan that were agreed at the start of the therapy.

Info Summary
Goals
15 Previous Notes

New Window

We also added a button that allows you to read the content of
the last 15 sessions without having to leave the interface.

11.2 Writing on Form

The tools for writing on form are under the tab concerned.

The steps are also described under the same tab »

BaseDPsy offers you a form retention space in the "Forms Bank" section.
There are also forms required by certain Quebec debtors. The most frequently requested
reporting forms are also present under this tab. By clicking on the title of a form, a copy of the

form will be exported to the desktop.

Writing on PDF Form

Step One: Select a form either

Choose and click to export a PDF form to

the desktop

from the Forms Bank or from the
list opposite;

IVAC - Rapport d'évaluation psychologique

Step Two: Export the form to the
desktop;

IVAC - Rapport d'évolution - Intervention

psychologique

Step Three: Complete the form
on the desktop;

IVAC - Rapport final

Step Four: Insert the completed

SAAQ - Résumé d'évolution - Suivi

office form into one of the boxes
in the Associated Documents;

CSST - 5005 Rapport d'évaluation psychologique

information under the tab: Info on

Step Five: Enter the report [ CSST - 5007 Rapport final d'intervention

psychologique

N

report

Complete the form before inserting in a
document case under the "Bound
Documents" tab.

If you replace a form with the same title in the Forms Collection section, the title of the
replacement form will be immediately displayed in the Report section.

Note: fill out the form before inserting it in BaseDPsy in order to keep the content written in the

form.
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12. Forms Collection

Files management may involve several documents provided by
external services and forms other than BaseDPsy. In the administration
section, you will find tools that can help you manage forms.

Forms collection is an interface that allows you to store forms in PDF _
format that you could use with your clients. This interface allows you to
quickly access custom forms for data collection, standardized tests, Waiting List
questionnaires for assessment of mood, etc.. "

To-Do List
The forms library contains 20 spaces available. The first 17 spaces are Clients Directory
occupied by francophones forms provided by debtors or downloaded
from the internet. You can replace them with others of your choice. e
There are several utilities in that forms collection or more ways to profit -
of it. Statistics

Forms Collection

Use this form store to keep the forms you use. Insert file ?0
Replace those provided with the software by those that concern you. Delete ?0
Replace or delete those that are not useful to you Export file B

Before filling out a form, export it to your desktop and, when completed, insert it into one of
the BaseDPsy documentcases.

The first is to store forms that you can use in other sections there. For example, a data
collection form designed by you or a colleague for child therapy or family therapy. You store it
here and when you have a new client, you copy the blank form stored here, then you paste it in
the "File Request" section in the PDF Admission Forms interface. Or you fill in it and you store it
filled with the specific data of your client.

Another utility is to store in the Forms Collection an empty frameword that you will use later to
make an evaluation report, and then paste in the report section.

The other use is related to the fact that you can export PDF form on your desktop, fill in the
opening with a PDF editor like Adobe Acrobat Reader, and then import it into any section
BaseDPsy in the a briefcase available as associated document (bound file).
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Usage note: Generally, you retain the blank
forms (empty) in the Forms Collection section, © Bound Documents
and when you want to use as an admission
form or to use in the report section, you first

Titles of the

e Documents iated
must eXpOFt on your deSktOp, you fill |t, and Insert file case :Ziﬁfﬁaeﬁs Delete  Export file
then., you insert it into the admission or report 15 = =
section.
o o
2 % = =
3 & e

In addition to being able to keep PDF forms, the section allows you to keep web site addresses
containing tools that can be useful to you in your professional work.

Internet resources for forms and other tools

Title or explanation of the content of the Enter the URL of the website containing
website tools that may be useful to you
1 Several tools, audio, tests and measurements, http://psychology.tools

o

canvas, text, etc.

Click to view website

2 Veterans Service Canada Forms http://www.veterans.gc.ca/fra/formulaires/resultat? 2 @,,
And some tests cat=60&p=1
3 Carnets2psycho: test évaluation motivation http://carnets2psycho.net/tests/liste.html 3 @
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13. Generate statistical reports

BaseDPsy allows you to create statistical tables and customer lists based on certain search
criteria.

The reports or lists are presented under three themes: Clientele profile, productivity, and
performance.

Scripts for performing statistical statements and lists SRR ET \Q‘

tools

Tools Clientele Profile Productivity Performance

Statistical reports including income and expenses are under "Financial Reports" section

Statistical results include only the client data. The data on the client's spouse are not included in the
results.

On the Tools tab and in the question mark button,, you will find an explanation for the type of
product statistics report that can be:

e Areport showing results in numbers Explanations on tools
Only! Sorted by Category' Here are the different types of statistical reports available and their
e Areport showing the results in a et

graphical form; But this type of report is _

only available if you are using Filemaker [ : .

Pro or F||emaker GO ggregation [ A report showing the results in number only
e Areport showing a list of clients sorted

by Category Qharts are avajlable (visible) only if you use Filemaker Pro or
° An n Excel n Spreadsheet I’epOI‘t, Filemaker Go (iPad) to open PsyTablet

List A report displaying a list of clients included in the results
If you choose to export the results to an Excel
spreadsheet, you must first specify the version Export x Areport exporting the results to an Excel spreadsheet
of your Microsoft Excel software.

. A report showing the results using a graph only
Graphic iy

Export the statistic outcomes in Excel
(This function is not available on iPad)

Enter the format of the "xls" & ".doc" (Office 95-2004)
extension of your Excel and

Word version (@) * xisx" & ".docx" (Office 2008 et +)
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You can create a profile of your clientele by reporting according to certain characteristics or
according to diagnoses.

1 Age 1 EH (18 IEI x
2 Clinical Approaches 2 1 (18 E x
3 Clients Category 3 ] |l E X
4  Category of treatment 4 ; ik IEI x

= ¢

There are only 10 pre-defined reporting features in addition to 12 predefined diagnostic reports.
All these reports can be printed in a report format.

If you want to use other characteristics of the clienteles, or to obtain an overview combining
several characteristics, like sex and age of the customer, then you must use another tool, also
present, which is called "Customized search by criteria »

By clicking on the title or the icon, you have access to an Customized Search by Criteria
interface presenting the different data entered on your clients.
Clientele Profile Displays the results in a detai
. . . Customized Search by Criteria Will display an interface th
The detailed search interface contains 48 e about your patient.
. . . The informations are grou
different criteria. search.
Enter one or more research criteria in the fields below
According to
E Registration date
Registration Year Active or Close
Registration Month Closure Date
Registration date Total actual Length in months

After choosing your criteria, after clicking on "Continue" a message will notify you of the total of
files corresponding to the chosen criteria.
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Then the list of clients is displayed. °

As mentioned, the results will not be

presented as numerical aggregates criteria

(such as quantity for such criterion)
as other reports, but in the form of a
list of clients in the "Detailed list of

patients in psychotherapy"
interface.

However, you can transform the list into an Excel table by using the

following tools:

First, in the detailed client list interface,
you use the "Table" tool, located in the

"Specific Tools" drop-down menu.

Once in the "Table" interface, use the

"Export to Excel Format" tool.

Missing Data

Export to Excel Format

Table : Detailed list of clients

21 client files in psychotherapy correspond to your search

Customized Search by
Criteria

Sort by year and month
registration

Print

When you generate an aggregate or client list statistical report, if you did not enter the
information you were looking for for each client, the number of records with the missing data
will be displayed in some reports.

3 = 4549
13 Pafin Jean
14  Mardeco Ghislain
15  Tanguay Isabelle
1 = 50-54
16  Ambherst Johanne

37 = Date missing

17 Lampron Amélie
18  Picard Paul
19  McPherson June

Patients total per cohort of current age
Regarding these criteria: For all the records

Total data found according to selected criteria 13
Total

on 53 patients

cohort of age

patients. The average 35.1

1
1
1
5
2
2
3

10 and minus
1114
25-29
30-34
35-39
40-44
45-49

1 50-54

—

\ 37 Date missing’)
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14. Using the Calendar

14.1 Launching
The calendar is displayed in a separate window from the main
window, named "Calendar", which allows you to view two
contents simultaneously.
To display the agenda, there is a button in the Menu section :

And an icon in the other sections:

14.2 The display options

Page 147

Clinic Management -

[ Calendar

]

S

[ Waiting List

)

> ]

JJ&DE.I.N

]

&

In the header of the agenda, there are four buttons allowing you to choose the display by

period, by colors, by user, by date.

- 1

Month -All Categories-

-All Users-

iz

2015/8/3

Here is how the display looks by month. The box corresponding to the current date is in "light

yellow".
& Close ™ Print {3} Colors < Refresh
v — v v
) @ Month = .AlcCategories- ~ L -AllUsers- f#  2015/8/3
August 2015
Sun Mon Tue Wed Thu Fri Sat
26 1
11a Tanguay, Isabe 12a Family Sauvé J{8a Gironnaux, Myr
10a Groupe\nChez 9a Ricardo, Sandri 3p Rappeler le cliej|9a Lambford, Mavi
+2 more 10a Labonté, Mich
2 3 4 5 6 7 8
8a Groupe\nCentre 10a Labonté, Mich
9a Jean Renoir 9a Ricardo, Sandri A
11a Tanguay, Isab¢jj10a Amherst, Joha
9 10 1 12 13 14 15
10a Groupe\nChez}| 8a Centre hospitalif9a Ricardo, Sandri
9a Pafin, Jean 10a Ambherst, Joha
9a Pafin, Jean\nin¢
16 17 18 19 20 21 22
10a Groupe\nChez|| 10a Centre hospitz | 10a Amherst, Johalj12a Paul, Paul
+3 more
23 24 25 26 27 28 29
10a Amherst, Johal|10a Suivant, Miche
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The buttons for a selective display

The first button allows you to display a period (month, week, day) or a list of all appointments

{ ¥ Colors ¥ Refres|
Day
List T — o y
v Month X i| = -All Categories- P s -All Users- m 2015/8/3
Week

The second button allows
you to display all the appointments or only those corresponding to a particular color. The
colors are listed by the meaning that has been assigned to them.

v

Month -All Users- 2015/8/3

v -All Categories- kll L m

The third allows you to display all the appointments or only those corresponding to a specific
user. If you use BaseDPsy in Solo this tool is absent. But if you use BaseDPsy with the option
"Multi-users", all the users having an access to BaseDPsy will be present in the list. And by
selecting a name, only the appointments of this user will be displayed.

A la clinique
A la résidence

A

Divers

Moreover, if your access is limited to your files, only your name will be present and only your
appointments will be available for display in multi-user mode, thus respecting the confidentiality
criteria.

Month

— v I v
= -AliCategories- X [T J # 2015/8/3

Alain Barbeau

The fourth button displays a specific date. Click on the date to display a drop-down calendar,
then click on the date of your choice

Month -All Categories- | & = -AllUsers- | f=#| 2015-08-03 .
« aolt 15 C >
August 201 5 Idim. lun. mar. mer. jeu. ven. sam.
26 27 28 29 30 31 1
2 3 4 5 6 7 8
h Tue Wed Thu Fri 9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
12a Family Sauvé 0 31 1 2 3 4 5
9a Ricardo, Sandri K QRETCIAERGE] EENET (] Aujourd'hui : 2021-08-24

When you click the calendar display button from the Notes section, the date displayed
in the calendar will automatically be changed to the session date displayed in the Notes
section. You will have the same adjustment to the calendar date from the meeting date

(Group section) or the activity date (Institution section).

i
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Move between dates:

This tool allows you to display the previous or next date; or the previous or next
month, as well as the week.

This tool allows you to display the current date. By clicking on the "Today" button,
the day, week or month containing the current date will be displayed.

Display by week :
&) Close ™ Print {3} Colors < Refresh
@@ @ Week | = .AlCategories- ~| L  -AllUsers- [ 2015/8/3
Aug2-8, 2015
Sun 8/2 Mon 8/3 Tue 8/4 Wed 8/5 Thu 8/6 Fri 8/7 Sat 8/8
all-day
8am 8:00 - 9:00 8:00 - 9:00
Groupe\nCentre jLamours,
hospitalier Carmen\nindividu|
9am
Jean Renoir
10am
L
11am
842-5698
12pm

To view the hidden hours, click in the window to reveal the sliding bar. If your screen allows it,
you can also enlarge the window to display more hours simultaneously.
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Display one day at a time:

First choose the date in the button for that purpose, then display it by "Day". /’
To display the hidden times, you can either use the sliding bar on the right of o A 202176120
the window, or enlarge the window, if your screen allows it.
&) Close ™ Print £} Colors < Refresh
BE) @ Week | = .AlCategories- ~ L -AllUsers- = i  2015/8/3
Aug2-8,2015
Sun 8/2 Mon 8/3 Tue 8/4 Wed 8/5 Thu 8/6 Fri 8/7 Sat 8/8
all-day
8am 8:00 - 9:00
Groupe\nCentre flLamours,
hospitalier Carmen\nindividu|
9am 9:00 - 10:00
Jean Renoir rdo,
Sandrine
10am 10:00 - 11:00 10:00 - 11:00
Amherst, Labonte, [
Johanne Michéle\nEntretie
en face a
11am 11:00 - 12:00
Tanguay,

Isabelle\ (514)
842-5698

12pm

Display of the list of appointments :

All appointments are displayed sorted by date of the same month.

& Close ™ Print {} Colors S Refresh

B= @ List Y = _Alcategories- | L | -AllUsers- = 3 20158/
August 2015
August 3, 2015 Monday
8:00am - 9:00am ® Groupe\nCentre hospitalier

9:00am - 10:00am ® Jean Renoir
11:00am - 12:00pm ® Tanguay, Isabelle\ (514) 842-5698
August 4, 2015 Tuesday
8:00am - 9:00am ® Lamours, Carmen\nindividuel
- 9:00am - 10:00am ® Ricardo, Sandrine
Default view

10:00am - 11:00am ® Ambherst, Johanne

August 5, 2015 Wednesday

You can choose the default , :
. . " . " . 10:00am - 11:00am @ Labonté, Michéle\nEntretien en face a face\nBureau en
d|Sp|ay N the OptlonS SeCtlon ville\nalainbarbeau@basedcomm.com
of BaseDPsy under the tabs: Augusth, 2015 Sunday
"General /Open " 10:00am - 11:00am  ® Groupe\nChez le client
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14.3 Add an appointent

Automatic addition of appointments

BaseDPsy is a record keeping software and the main activity of its users is to write follow-up
notes.

It is therefore desirable that when you create a follow-up note in BaseDPsy, you do not have to
create an equivalent appointment in the agenda.

Consequently,
In the Notes section, each time you create a new session, an equivalent appointment will be
added in the agenda.

In the Group section, each time you add a new meeting, an equivalent appointment will be
added to the agenda.

In the Institution section, each time you add a new activity, an equivalent appointment will be
added to the agenda.

Automatic adjustment of appointments in the calendar from other sections

In the Notes, Group Meetings, Activities sections, the appointment in the calendar will be
updated (modified, adjusted) each time you modify any of the following items:

Start date

End date

Start time

The end time

The choice of color

The automatic adjustment of appointments in the calendar does not apply (does not work) to all
appointments imported from the old BaseDPsy calendar.



BaseDPsy 11 User’s Manual

Clinic Management

Page 152

14.3.1 Adding an appointment directly in the calendar

Tools to create an appointment

As soon as you click on the "Add an appointment" tool, the appointment is
created, all that remains is to define its title and modify the dates and times of

the appointment.

Each time you use the "Add an appointment" tool, the date defined in the
default date tool window is automatically added. It is therefore preferable

to define the default date before adding an appointment.

+ Add an event

2021-07-08

If after opening the RVD window, you don't want to
add any more appointments, you have to use the
"Delete" tool at the bottom of the window.

) Delete

By clicking on the "Add an
appointment" tool, a message reminding you of the
specific elements of each appointment is displayed,
followed by a temporary window to enter the content
of the appointment.

Give a title and a color to the meeting!

Check dates and times.

Let's say you want to set up a dinner date with a
friend in your calendar. All you have to do is write his
name in the title space or even the name of the
restaurant and adjust the dates and times of the

RDV

Adding a session
Add a group meeting

Add an institutional activity

X| Visible in the calendar

For the whole day

Add the name or a
title for the

Do not check if the

appointment is not related
to a client

appointment

Date Start ' 2015/8/4

Time Start  8:00 AM

Date End  2015/8/4

Time End  9:00 AM

Zone - UTC -04:00

User Alain Barbeau

Color

Duplicate

® Delete

Choose the colour

Continue & Close

A

appointment.

Then you click "Continue & Close".

Choosing the right time is easier with this new calendar, because you can move the
appointment window to the side of the calendar window and continue to move around (change
the calendar date) in the calendar window and find the best time for the new appointment.
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Creating an appointment and a follow-up note at the same time

As said before, if you create a follow-up note in one of the
other sections of BaseDPsy, the appointment is
automatically created in the agenda.

However, if when creating an appointment from the
agenda, you want to add either a corresponding session
in the Notes section, or a group meeting or institutional
activity, we have added tools in the appointment interface
to make this possible.

1.

Check the appropriate section
By checking one of these options, other steps and
tools are added

First of all click the tool to choose the client:
Regardless of the option chosen (session, meeting,

activity) the client list tool appears and contains all
clients.

RDV

Adding a session X Visible in the calendar

Add a group meeting For the whole day
Add an institutional acti

Check either of these options to create
a corresponding follow-up note in
either of these sections of BaseDPsy

RDV

X Adding a session X Visible in the calendar

Add a group meeting For the whole day

Add an institutional activity [ Once an option is checked,
a list of clients becomes

Clients List available for selection

With
Choose the client
Click on the tool to display the list of clients.
In the list, click on the name of the client, this will
add his name in the two sections "With" and
"Appointment title". Clients List
. e . . . [A][B][][o][E][F][]H][[IK][c]M]

In the "Appointment title" field containing the client's “J [N][o][P][@][R][S] [T][O][V]W|X][¥][Z]
name, you can add details, in addition to the name or v —
in replacement of the name.

1 Bourget, Lilianne 148 A

2 Champétre, Lili 138
Adjust the dates and times of the appointment 3 GChika, Tella 170
Do not forget to define a color, otherwise the default 4 Famiy Lamoors 30
color (blue) will be added. s Family Sauvé B
Click on the corresponding tool at the bottom Clients List
of the window

With Chika, Tella 170
In case you have checked "Add a
corresponding session", the tool will be named .
" . Chika, Tella
Create a session".

By clicking on the tool, you will create a follow-

up note and an appointment simultaneously, and the appointment window will close.
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Special features for creating an institutional activity from the agenda

_I’ Create a session
Check "Add an institutional activity" then click on

"List of organizations" then choose the name of List of Organizations

the organization and click on it. i

With
Mandate N°

Since institutional activities are linked to both an
organization name and a mandate number, the

mandate number must be defined in the window

for creating a new appointment

Clients List

=y (AIEICIPIE|F]]H K] |
7 N[OIPIRIRE| MU VWIX]YIE]

1 Ecole McDonnald 160 ~
2 Collége Mérici 161
3 Robert Simard 168
4 CIA 179
When the number of the organisation is
added, a new tool is displayed. List of Organizations
With  College Mérici 161
List of mandates K Mandate N°
R i N
Collége Mérici \\
N
You must click on "List of mandates" and
then click on the title of the mandate List of Organizations
concerned.
With  College Mérici 161
List of mandates Mandate N°
Clients List
N° ID
1 Préparer le concours de théatre &D 47 ~
This action will define the mandate by its List of Organizations
unique identification number (ID number) With | Collége Mérici 161

which is necessary in the definition of the
activity.

List of mandates - Mandate N° P 47

=
.----“

Collége Mérici
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Modify an appointment from the calendar
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From the calendar window, you can edit any appointment. Just click on the box of the
appointment, which will display an additional window containing the details of the appointment.

& Close
@E ©

+ Add an event

Sun 8/9

all-day

8am

11am

10am 10:00 - 11:00
Groupe\nChez le
client

M Print

Week

v E -All Categories-

{} Colors

YA -All Users-

Aug 9 - 15, 2015

Mon 8/10

8:00 - 9:00

Centre hospitalier

Tue 8/11

Wed 8/12 Thu 8/13 Fri

Click on the box of
the appointment to
modify it

< Refresh

2015/8/11

il

8114 Sat 8/15

If the appointment corresponds to a session (Notes section) or a group meeting or an
institutional activity, another tool will be present. Once you have made your changes to the
dates or times or color, you will need to click on the tool present to transfer these changes to

the follow-up note.

User

Color
N470

Duplicate

Alain Barbeau

Installations

850B2983-DAA9-41E4

[' Modify in notes

® Dele;

To transfer the changes of the

RDV to the other section

1 2

e & Close
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14.4 Edit the colors of the appointments

The colors in an agenda allow you to quickly see a category of appointments based on its
color.

It is therefore necessary to give a particular meaning to each color. For example, different
colors would allow you to quickly identify which meetings (appointments) will be made via
videoconferencing and which will be made face to face.

The intensity of each color is defined by a

number between 0 and 255. The number 255 RGB Sliders e %
corresponds to the maximum of the color, -
while the 0 corresponds to its absence. And : 255
each color is a mixture or not of the following S
three colors: Red, Green, Blue; usually GEE—— 253
identified by the letters R.G.B. Blue

169
The tool shown here is not available in the Resulting color from
agenda, but it is available as a utility in MacOS Rto255 Gto253, Bto | o oo FFFDAS
computers under the name "Colors". Opacity

100%
With Windows, you can open the "Paint" L+ 7EBDEEE 88 B
application and then display "Brushes" and

click on the color to get a tool to define it by
RGB.

These tools are present here for information purposes, you don't really need them to define a
color.

In the agenda interface, click on "Colors" to display the list of available custom {} Colors
colors.

X Appointment colors To change a color,
change the values of
4+ Adding a color R,G,B

Meanings R G B

© @ Facetoface 145 150 20
Click to sort alphabetically
© Grabtree 192 192 192
S Grayhound
S () Co Result of the values
© S entered in R,G,B.
© @ Installations

‘ © To delete a color

(&) @® Orange clair

‘ = Orange fade Click on colour name to
© Péche change its meaning

‘ = @ Rencontres

128 128 128
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The tool available in the agenda contains a section to define the meaning given to the color and
three sections to determine the intensity of each of the constituent colors.

Simply click on the "Add Color" tool to create a new color.

You can delete the ones you won't use.

You can use the existing default colors and you can change their names to give them the
meaning you want. Click on the name to change it.

=) Jaune — @ Facetoface

Here is an example of a modification. O @ Omgechir mhmm@d @ Famiymeeting

Orange fade (=) Grabtree

Click on the "X" at the top left of the window to
close it.

14.5 Delete an appointment

Each time you use the tool: "Add an
appointment" the appointment is automatically
created and added to the calendar. But you
may change your mind after clicking on the tool
and this addition is no longer necessary. Date Start  2021/8/27 DateEnd 2021/8/27
Time Start  2:00 PM Time End ' 3:00 PM
To delete it, click on the tool at the bottom of
the appointment definition window. Zone-UTC' -04:00
If you delete an appointment that matches a User Alain Barbeau v
note in another section, only the appointment in Color v
the agenda is deleted. To delete both entries,
the one in the agenda and the one in another
section of BaseDPsy, for example in the "Notes
(follow-up)" section. We suggest that you ) Delete A 4===="
display the two windows side by side, display
the same appointment in each section and then

Duplicate

Continue & Close

delete them.
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Missing appointment

If you have deleted an appointment by mistake in the agenda corresponding to a session in the
"Notes (follow-up)" section:

Display the affected note in the "Notes" section and click on the At cllent home

tool next to the item to set the color. This tool is only visible if At dlent home |X

2564 Boul Maisonneuve,

there is no appointment in the Calendar corresponding to this Montreal, Quebec, Ca, J7M 8T5
note.

B v
Moreover, when the appointment does not exist in the agenda, “~~ Sé

the color choice field is also empty.

On the other hand, this tool, which is normally hidden if an appointment has been created in the
agenda, will be visible for all appointments imported from the old BaseDPsy calendar;
therefore, it should not be used for these old appointments, otherwise you will create duplicates
in the agenda.

The same tool is present in the Institutional Activities and Group Meetings sections.
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Finance Management

15. Services Invoicing

15.1 General points on invoicing

It is important to remember that almost all financial reports, unless otherwise noted, are made
based on the invoice date.

Accordingly, it is desirable that you enter a billing date identical to the service date;
That will ensure you
a) for the annual balance, that all of your billing dates are in the same financial year as the
date of service;
b) the billing date will be the same financial year that the billing date of service.

Regardless of the service you offer in BaseDPsy, all billing will be done in first two simple steps.

The first is to enter invoice data, that is to say identify the billed service, billing date, the
fees charged, invoiced and paid.

The second is to identify who is the person to invoice.
A third step is added if:

e Service payment is deferred, that is to say, it is not done at the same time as the
billing. For example, you charge each session on the same day of the session is
held, but you have an agreement with your client so that he pays monthly.

e You charge the service to an external debtor, the payment will be automatically
deferred because sending an invoice to the debtor is in another stage, as well as
receiving the payment from the debtor.

o The cost of service is shared between two or more payers, so you must make
several bills for the same service. For example, the customer pays 50% of the
session and an external debtor pays the other 50%.

However, some features are present in the billing charged by the service. Despite the constant
presence of two or three steps, there are different features between the billing of service
psychotherapy, the billing of group therapy, the billing of services to an organization, or billing a
report.
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Before seeing the billing service, we will briefly explain the ability to insert a signature in bills
BaseDPsy.

To send an invoice or receipt by email, see "7.4 Sending a document by e-mail," p. 113.

15.2 Use an Electronic Signature

In BaseDPsy, it is possible to sign electronically all bills, statements and receipts you give or
mail to the client. But it is also possible, if you use an iPad to let sign the invoice by the client,
thereby confirming its agreement with the billed service.

15.2.1 Client Signature

If you use an iPad, as it allows a person to sign directly on the interface, you will be able to sign
your patient at three different places in BaseDPsy:

1. The service agreement;

2. The disclosure authorization form;

3. The invoice for each service.

But to take advantage of this opportunity, you must activate it by answering "Yes" to the
question "Do you want your client to sign on iPad". The question is in the "Options " section,
click the "Printing / Contents / Electronic Signature" tab.

Electronic signature by the client

This function is available only on iPad or computer equipped with a device for signing (trackpad)

When enabled, this feature allows to sign the service agreement, the bills and authorization of disclosure by the
client.

Do you want your client to sign on iPad? @ Yes

ONo

If you choose “No” the field space and the reference to the client's signature will be invisible.

If you choose yes, the place and the word will be shown on the invoice as follows: just above
your signature, vis-a-vis the total charged.
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There is also the service agreement you may have signed by the client on iPad, in the "Files

Request" section under the "Agreement / Main objectives ...".

15.2.2 Inserting your own electronic signature

Page 161

You must first create your electronic signature. If you are using an iPad, this is very simple, you
just have to sign in the box for insertion.

Otherwise, you must create an image of your signature. If you use a Mac computer, you can

use the "Preview" software.
Display preferences, and use
the "Signature" tab, instructions
are there.

Or, write your signature on
paper, and with a digitizing
device (scanner), save your
signature in a file in picture
format (.jpg, .omp, .png, etc.).

Once your signature available in
picture format, you display the
"Options" section, and under
"Electronic Signature" tab is the
field space to insert your
signature.

If your signature is a file, simply click on the title or the icon (button) to insert or click in the

. Absen
Service Date t

2015-08-10

Invoiced service
Absent

Description

2015-08-10 Autres frais

Work-related

reason Duration in

Service Cost
60 120.00

Sub-total
TPS
vQ

Invoiced total

Down payment

Payment

Balance on the invoice
Payment Date

Cashing

Client Signature

Credit Card Name
N° Cheque / Credit Card

Amount
120.00

120.00

120.00

-120,00

Electronic signature of the professional

When it is inserted, your electronic signature is present on receipts, invoices and account statements and on follow-up notes at
the time of printing. This saves you from having to sign each one manually.

o o=
Insert your electronic signature =

W2,

Electronic Signature

©

blank space with the right mouse button.
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If you have an iPad, click in space or on the button to insert a signature. The iPad displays the
choice to insert a file or to sign directly.

Import
Camera
Alain Barbeau
Audio 45 St-Laurent, Montréal
Signature
Photos
Electronic Signature
Music
. I @ Files Record 1 of 15 S
revious

In the case of a sharing between a computer and an iPad, it should be noted, however, that the
signature inserted from the computer will be stored only in the computer and that the singature
inserted into the iPad will be saved only by the iPad. So, eventually, you will have two different
electronic signatures on iPad and computer.

Your signature will then be displayed on your receipts, invoices and statement.

( N

BaseDPsy 816 rue Cardinal, Saint-Eustache, QC, J7R 787
Alain Barbeau M.A. SDODARRGOOE. Com
Psychosociologue BaseDPsy.com

N’ de Téléphone: (514) 667-5775
2013-09-10 N* de permis : 123456789
Received from : Camirande, Evelyne N° TPS : ascaowfolowg1234
The total of : 60 § N° TVQ : 12342593405983467

For these services : Session
For : Lacoursére, Michel and Camirande, Evelyne, File N: 0124,

é >2 é;iﬁ/ Menu

Alain Barbeayu F1136
7

Member of
Azzociation des développeurs
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15.3 Service taxing

If you collect taxes for your services, you should indicate
this by ticking a choice in the "Options" section under

Page 163

Name
(i.e.: TPS, TVQ, etc.)

Rate %

the "Finance" tab. A GTs = 5,00%
You must also enter the names of taxes and the Second tax ™va 9,98%
percentage. Alternative tax HST \ 14,99%
When you select "Yes" in this interface, the cost of taxes | N°GTS/N°HST GC568493
is automa}tlcally displayed under the "Invoicing" tab of P PPEEEy———
your services.
If aft.er charging t.he fees for your Amount .
services for a while, you stop Service Cost invoiced %o
taxing. Then, you check "No" and © Amount 120.00 120.00  100%
automatically the cost of the levy Autres frais
will cease to appear under the @ Sub-total 120.00 120.00 100%
n H H n H
Invoicing tgb of your services, 6.00 6.00
even for services charged before 11.97 11.97
changing the choice.
137.97  Amount to pay = 137.97
But the
amount of Amount . .
Service Cost invoiced % o Finance
taxes that . —
o) A . . 9
you have @ mount 120.00 120.00 100%
Autres frais
taken before - —
this Change @ Sub-total 120.00 120.00 100%
will continue Spending
to be . List of all expenses
present in 120.00  Amount to pay = 120.00
the general Supplier
Iedger and . . . Is this service taxed? O Yes Debtor
accounting of your previous finances will not be ® No
affected by this change. List of claims to debtors
_ See only transactions of
The choice is also available under the "Invoicing" ™ V] debtors
tab so you can avoid going back and forth AN Financial Reports
n H n H n n
between the "Options" section and the "Notes ' ‘ Current Day Invoicing
SeCthn, To edit the bill and Collection

If you have forgotten to tax before saving in the

General Ledger, then you must display the invoice and modify the

information in the invoice window.

i)

To display the invoice, you must go to the tab "List of invoices" and click on the icon displaying
a magnifying glass. or you click on the "Finance" header menu whose last submenu contains

the link to the invoice.
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15.3.1 Alternative Tax

In version 10 of BaseDPsy, an alternative tax has been introduced to facilitate the work of
professionals who receive clients subject to different tax systems, such as those from Quebec
working near the borders of the Canadian provinces of New Brunswick and Ontario.

To be used, you must

- Enter the contents of the headings in the Options section (name and rate)

- Check your application in the "registration" section

of the client file.

Alternative tax TVH = 14,99%
Default values added in each session
Interview format  Entretien face a face N =2
Clinic's Site  Bureau a la résidence v 9

Want a receipt at each session

Alternative tax X Fee 90,00

/

Would like to receve a reminder of the appointment by email X

Duration in minutes = 60

When used, the alternative tax replaces the No. 1 or first tax. For example, in Canada, it will be

called HST and will be collected in place of the GST.

So, in your financial reports, it will be inserted and compiled in the first tax column.

In the Notes section, when it
is used, the second tax is no
longer calculated, and the
alternative tax calculation
replaces the first tax.

Taxation of a session with the
first (5%) and second tax
(9.975%):

Taxation of a session with the
alternative tax at the rate of
14.99%.

Amount o
Service Cost invoiced o
© Amount 90.00 9000  100%
g/ Autres frais
Sub-total 90.00 90.00 100%
GTS 4.50 4.50
TvQ 8.98 8.98
103.48 Amount to pay = 103.48
Amount 0
Service Cost invoiced %o
© Amount 90.00 90.00  100%
gy‘ Autres frais
Sub-total 90.00 90.00 100%
HST 13.49 13.49

103.49 Amount to pay = 103.49
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15.3.2 Invoicing of organisational activities

Since institutional or organizational activities can be very different from clinical activities and
obeying a different regulation, we have added two options.

Taxes independent of each other in Institutional section.

You can in the billing of activities charge one or the other of the Is this service taxed? TPs (@ Yes
taxes. OnNo

. . .o ™vQ @Yes
It happens in Canada that certain activities are taxable at one ONo
level of government without being taxed in the other, or that

activities are taxed in one province without being taxed in
another

Non-taxable services

In instituional section, we have added a field that allows you to charge non-taxable services,
such as travel expenses.
The non-taxable item is included under "Other Costs".

The amount added will therefore not be added to the amount on which the taxes apply. In your
financial reports, it will also be added to "Other Costs".

Servi _Amgunt %
ervice Cost invoiced o
(0] Amount 100.00 100.00
@‘ Autres frais
Other not taxed 100.00 100.00
Sub-total 200.00 200.00 100%
5.00 5.00
9.98 9.98
214.98  Amount to pay = 214.98
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15.3.3 Detailed description of the billed service

When you bill a service, there is a brief description that is added to the invoice under the "Task
Code and Invoiced Service" label. You can change the drop-down menu included in the field
and you can also set a default value that will be inserted by clicking on the field label.

Invoicing Invoices List Account Summary Owed by clients = 8
1% Step
o Agreed fee for this step 120,00 g] Invoice
Task code & Invoiced Absent ), @
ser\@ g/ E

Invoice Dz Click to insert the default value in the charged service

You can also insert a long-detailed description by clicking on a tool juxtaposed with the
heading. This tool will be particularly useful in the section on notes on institutional activities.
This is where you are most likely to need a description of the different elements of the bill.

Account Summary Owed by clients =8
is step 120,00 @* Invoiced despite the absence of the patient () Ye:
voiced Absent (], 2o O No
service @ E%
Is this service taxed? () Ye
e Date 2015-08-10 Add a detailed description of the billed service |

However, you should also be aware that this long-detailed description will only be available on
the single invoice, ie the invoice that contains only one invoiced service.

In addition, remember that the detailed description will be inserted automatically into the
printable invoice only if you enter the content before posting the invoice in the General Ledger.
Otherwise you will have to edit the invoice, and insert the content (copy and paste is accepted)

) . ) Absen  Work-related o .
Service Date  Invoiced service t reason Duration in Service Cost Amount

2018-05-18 Location 540 526.00 526.00

Description  However, you should also be aware that this long-detailed description will only be available on
the single invoice, ie the invoice that contains only one invoiced service.

In addition, remember that the detailed description will be inserted automatically into the
printable invoice only if you enter the content before posting the invoice in the General Ledger.
Otherwise you will have to edit the invoice, and insert the content (copy and paste is

2018-05-18 Autres frais,

Sub-total 526.00
===
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16. Psychotherapy’s Invoicing

Invoicing method is similar for all types of customers:
e Psychotherapy;
e Group;
e Institutions.

Note that the explanations given below are valid for the following three interfaces on
psychotherapies :

¢ Notes (Individual Therapy);

¢ Notes (Marital Therapy);

¢ Notes (Art-Therapy).

16.1 Set your professional default fees

Whenever you create a file for psychotherapy, you have different Default values added in each session
options in the "Registrations" pane. One of these options is the Fee 90,00
fee agreed with the client for the current process (step). The field
for the fee is also available under the "Steps" pane.

Duration in minutes = 60

There is a great advantage to enter Displayed step = N° 1
your fee in these fields: is that it will

) i Active File N° Active = 15
be introduced automatically under the ﬂ\

"Invoicing" tab to each new session, StepN° 1 Fee k90 School year
what will save you time. Registration Date  2014-01-08 %,  2013-14
?”
Closure Date *s

If your price is always the same from one client to another, you can also define a default fees in
the "Options" section under the "Finance" tab, which will have the effect of automatically enter
your rate at each new client file.

Default Fees

The "Default Fees" are entered automatically whenever you create a new folder in the "Fee" field, under the "Agreement" tab at the "Files
Requests" section. But you can modify and adapt subsequently the "Fee" of each client under the "Agreement" tab.

Do you want the default fees are automatically entered when creating a @ Yes Default Fees = 90.00
folder? :
No
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16.2 Customize your choice for invoice templates and receipts
templates

See the "Options" section.

The options under the tab "Print" were re-conceptualized and new options are now available.
The new options
for customizing Options Printing

invoices, receipts

and reports.

Finance General International

Choice 1 Invoices Receipts Report Labels

General choices.

Affects all impressions

Font size
You prefer to print notes and reports with characters of what size? @ 9 pt

O 11pt
Adds "For" in front the client (bénéficiary)name.
1 it i i i r
16.2.1 Invoices Customizing
If you have your own pre- — —
printed paper with your Select one of the formats for printing your invoices
custom headers, you may not (O Envelope N° 10 with left window Define the content

use the header formats
available in BaseDPsy, using

O Envelope N° 10 with right window Define the content

the "No Page Header from O Envelope C5 with two window Define the content
BaseDPsy" option. Otherwise, | (™) envelope DL (C6/C5) with right window Define the content
you have 5 invoice templates

Choose content

,_,,_,_,,_,_,
D ) U ) S ) SE—" ) —

available @ Auto = Page header with an optional content

O No Page Header from BaseDPsy

Two models use North
American standards (US); or
envelopes No. 10.
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Two other models conform to European standards, ie a "C5" format
envelope with a window for the sender and a window for the recipient;
and another DL format envelope with a single window for the recipient.

.................

1
. - Formation Center ,
on clinical Files

Management !

816 Cardinal St. !

D St-Eustache, QC, CA 1

JIR 7B7 1

1

The new design of headers allows you to do your own paper header in
BaseDPsy because you can write what you want in the headerand | ... . ool oo]
give it the desired style, change the size and font color. "' Formation Center on clinical

: Files Management

.................

.

Moreover the text of your header moves or has a larger space if you %;5;;;3"%“ 8

use a logo or not; it varies by model. Here is an example with the C5 oo )

model.
; CLINIQUE DE DOSSIERS 5 '
: Alain Barbeau, M.A. | I

This design also allows | o7a e Garanal R :

you to add text to the | e conmestache.

footer. The number of .'

available spaces varies

depending on the model. | Mordan, Jérome :

A footer allows you to (" o iodEtion

Québec, Canada, J7M 8T7

write a generic text, valid
for all invoices while a
second space allows you

Facture N° : 42

Facture en date du 22 janvier 2018

Client
to erte a message on : Date du service Service facturé absent Durée en minutes  Co0t du service Montant
. . : 2018-01-22 Thérapie individuelle 145.00 145.00
on Iy the Invoice or Description | Cette technique qui se répand de plus en plus consiste & supprimer le format papier de la facture, pour la
: transformer en facture numérique. Ce processus permet aux entreprises qui I'appliquent d'économiser
Statem ent Of accou nt jusqu'a 70 % de leurs frais liés 2 la facturation (impression, mise sous pli, envoi, et/ou ouverture, saisie,
4 archivage). De plus, le processus de facturation est hautement accéléré, car I'envoi est instantané
Sent tO the Cu Sto mer. (contrairement & la facture papier qui subit les temps d'acheminement), le temps de saisie est annulé et les

montants s'inscrivent automatiquement dans les écritures comptables (tout en annulant le risque d'une
faite Ao eaicial Fnfin ratta enlitinn nratdna aiieei I'anvirnnnamant rar alla narmat Ada na nliie 1ilicar da
2018-01-22 Autres frais

In each of the templates,

: Sous-total 145.00
the available spaces to s 725
enter the content of your | L S

. . 3 Total facturé -
choice is blue dotted. '
Acompte

3 Paiement 166.71
The number and location | Solde sur la facture 000
Of edltable Spaces Date de paiement 2018-01-22
changes depending on Encalssement Chéque
the InVOICe template you -TVAnona:; ble, art. 261-4-1 du CG/
C h 00 Se . - Membre d'un& Association de Gestion Agréée; le réglement des honoraires par chéque est accepté

- Toute facture se doit d'étre acquittée au plus tard 15 jours apreés la date d'émission
- En cas de retard de paiement, application d'une indemnité forfaitaire pour frais de recouvrement de 40euros, selon 'article D.441-5 du code du commerce

We suggest you try

Several mOdGlS, prlnt Developpeur Filemaker depuis 1990

H : Membre du regroupement FMQC.ca
fchem, and see whichone | = 7 0 i
|S bes‘t for you alainbarbeau@basedpsy.com

1-514-667-5775 @_
= =

The address of your : Alain Barbeau ;
customer or recipient can s s s R s S o s s s ]

be adapted to North
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American or European standards. Standards are available with examples into the "Example”
button.

Finance General International

Format of phone number (required choice)

i Choose your country phone
| number f{,rmat befgep @ (123) 456-7890 Your phone N°:  (438) 399-5654
lm entering the digits O 12 34 56 78 90 Enter only the digits, the format is
. automaticaly generated, after you
Ez;gfglsfi%rc:gf:naynghone O 1234 567 890 choose number format unter
v e O 123 456 78 90 international tab

Selection of shipping address format

Mandatory choice of address @ Format used in America
formats on invoices, .
statement of accounts and O Format used in Europe

reports of your clients

The paper size by defaults to "US Letter" for models "Auto" and No. 10, while default size is
"A4" for models "C5" and "DL".

Tools o

However, when you specify printing, you can change the paper size |

Page 1 of 1 |
using the "Setup" tool in the tool window.
| o e « >
So you can use US Letter or A4 with all models of invoices or
receipts. Continue or Cancel J

Scroll Down ]

The specific footer for an invoice can be changed by displaying the

"Invoice" section from the list of bills the "Notes" section. R -J

‘ ||

KA
¥y
N
)
o
3
5
-...\q

However, if you print an account statement or a monthly bill, it footer @ Zoom Out f ]
is displayed and editable when choosing services dates to include in o v ]
the statement or in the monthly invoice. o
™ Print ]
};‘ Save as PDF ]
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16.2.2 Receipts Templates Customizing

Two modifiable received models have been added to the existing model, renamed itself "Third
Auto".

The model "Third Empty" takes its name from the fact that it takes the space of one third of a
page and you can print three times the same receipt on the same sheet of paper.

The model "Half" also derives its name from the fact that it requires a half sheet of paper when
printing. But you can print only one at a time.

The model "Third Empty" has text fields empty to insert the desired in the format of your
choice.

This is also the case of the model "Half". The same empty fields are present but more distant
and larger.

An option allows you to display the service date and the location of the service on "Third »
format of receipt, named: Third with optional content" (auto-fill) receipts.

oor Lt

Select one of the models for printing receipts

@ Receipt "Third" with empty content Define the content l ’ Example
e ) C )
O Receipt "Third" with empty content
OR X

Receipt "Third" with empty content

If you This model of receipt use the third party of a page.
"State| It can therefore be printed in three copies per page.

Do you want an offer of 3 copies of the same receipt at the moment of printing?
If you choose “No” only one copy of the same receipt will be printed.

®

O Yes

Enter the content of your choice in the blue dashed fields

Enter the content of your choice Enter the content of your choice
BASEDPSY

Payment Date
Received from :
The total of :

For these services :
For:

Enter the content of your choice 0@—.—-_@_

Alain Barbeau F36
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16.2.3 Reports Header Cusomizing

For the header of the reports on your services, there are three options: either a heading
composed of information already entered in BaseDPsy, or an empty heading in which you
compose the content; or empty space to use your own letterhead.

Options Printing

Finance

General

International

Choose the header template.

Choice 1 Invoices Receipts

Container

Report

O Page header with optional content [ Choose content

[ Example

@ Editable empty header

[ Define the content

)
I

[ Example

O No Page Header from BaseDPsy

The Editable empty heading model follows the same principle as invoices and receipts: an
empty section used for the header that identifies you, and another empty section used to

describe the report itself and the client.

However, the field to identify the report is not available in the "Options" section, it is present in

the "Info Report" tab and therefore its contents will be different for each report.

O Page header with optional content
@ Editable empty header

[ Choose content

l [ Example

[ Define the content

| [Tesampe

Header of the first page

Editable empty header

Page header;

Name of the clinic, professional, civic address

This content, descriptive
of the report, can be
modified in the report

k section.

BASEDPSY

-
1 Space to write your custom

heading

Header of the following pages

Description of the report or about the subject of the report

This content is specific to each report; accordingly the field
content can be changed in each report, under the "Info on

report" tab.
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The content of the section describing your report is repeated on each page header, when your
report has multiple pages.

The model "Auto" appears in each header, one for you and one for the report from your choices
in optional content.

Your fax number? (@)

About you E g About the report
NVolname? @ O Description of the report or about the subject of the report Ea! z°
The abreviations of your diploma? (@) O The report category (@) O
Your Profession? @ O The report titte (@) O
Your address? @ O The report date (@) O
Your phone number? @ O ThereportN° @ ()|
O
O

Your sale tax numbers? (@)

L

?

Hudson Bay Clinic

Alain Barbeau Ph. D. About the report
Psychologue

256 Ave Hudson Laval N5J 3B9
Phone number : (438) 399-5654 BASE D PSY
License N° OPQ: 12345678
alainbarbeau@basedpsy.com
barbeau.com Test report
Evaluation ...
Report N°: R1  Report’s Date : 2014-07-09
Employer : None
concerning : Brisson, Julie
About you Birthday : 1978-02-17
File N°: 15, Client N°:
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16.3 Making an Invoice / Bill the cost of the service

16.3.1 Billing the session manually

The creation of the invoice is done in the interface of note taking, whether for individual
services, group meetings, or organizational activities.
Here is an overview of the "Notes" section, "Invoicing" section.

Invoicing Invoices List Account Summary Owed by clients = 10 Owed by EAP = 17 #9
1* Step
9 Agreed fee for this step 98,00 g/ Invoiced despite the absence of the patient O Yes
Task gode & Invoiced el = O No
service gp lEI
Yellow fields must Is this service taxed? O Yes
. Invoice Dat
necessarily have content nvoice bate O No
Amount o Payment
Service Cost invoiced % Down payment
o
@ Amount » Paid amount
Other Costs Payment Date
gf Sub-total Cashing

N° Cheque / Credit Card
Credit Card Name

Amount to pay = Balance of client

Fields in yellow must necessarily have content; the yellow disappears as soon as you have
entered a content.

Several tool§ are p.resent .either in th.e form of P —— ®0 GO nvoid
buttons or hidden in the title of the field; these Task code & Invoiced O @3
. . . service =
tools are designed to reduce the time required
to complete billing.
I:or example the tltleS u InVOiCG Date" and Click here to copy summary'’s date to the billing’s date
) ———— o/
"Invoiced Service" hide tools for entering
content with a single click.

Invoice Rate

Agreed fee for this step K 98,00 B
Click on the amount or the blue arrow to insert the Task code & Invoiced ',,,v" =t
agreed fee in the cost of the service; then in the invoiced s bate ,,,'*’
amount ... until paid. ?',,t"
i Service Cosp”'Y iﬁ\'l':)?::(;
If you forget to enter the agreed fee when creating the > A

file, a button to the right of the item allows you to set or
modify without having to return to the "Files" section.



BaseDPsy 11 User Manual Finance Management Page 175

The invoiced service contains an editable list of values, but if you always use the same name
for the billed service.

The icon
text-
shaped
with a
pencil
next to
field

Agreed fee for this step

Task code & Invoiced
service

Invoice Date

98,00 @ Task code & Invoiced service
— Session
. @‘ Workshop
Y Coaching
Group Therapy
Family Therapy

allows you to modify the list of values in the drop-down menu, without having to go to the
"Options" section.

The date of the session will be also inserted into the invoice date or the date of payment by
clicking on the title of the field.

The field "Other costs" contains an editable list of values.

16.3.2 Billing the meeting automatically
(one click)

If you have entered all the information in the default
invoice, you can click on the progressive arrow
button to enter all the invoice data with one click.
Another arrow also allows you to complete the payment with a single click.

The default data to be entered are as follows:
In the " Folders " section: The fees
In the "Options/List/Datagathering/Finance" section: The Billed Service and the Method of

Collection

Default values added in each session

Interview format ~ Entretien face a face v =y

Clinic's Site  Bureau a la résidence v 9

=} Want a receipt at each session X
Alternative tax s Fee 90,00

Duration in minutes = 60

Would like to receve a reminder of the appointment by email X

®
To change or add the fee Fee
98.00 E! agreed in the agreement.
’ = 98,00
= h o800 i
= Duration in minutes 90
L\
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In addition, for each of this information, in the Notes section a tool located next to the field
allows you to enter the default value if you forgot to define it in the "Options" section.

A similar tool allows you to enter payment information with a single click.

If you want the automatic invoicing tool to include payment entry, then you must check the

section "Wants a receipt at each session" in the Folders/Registration section.

Page 176

Finance

\

Data gathering Evaluation & Diagnosis
Use the blue buttons to change the contents of a list,
and gray buttons to change the label of the item or the default value.
Waiting List Request Agreement Data Follow-up notes Group Institution
Debtor Invoiced service & Task code Value by default
[ Label Supplier N° ] [ Notes -% I Individual therapy
[ Tasks required by debtor ] [ Group Therapy l
[ Institutional Clients ]
Invoicing
[ Other Costs ] [ Clinical Report l [ Psychological evaluation
Credit Card Name
Value by default
. . Spendin
[ Cashing [ Credit card ] B J
[ Accounting Item ]
[ Billing method ]
[ Expenditures Category l
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16.3.3 Bill according to the duration of the intervention

When you click on "Amount" this enters the fee provided in "the cost of the service". You can
also enter an amount directly under "Cost of Service". In doing so, you charge a global cost for

the service.

But if you prefer to charge according to the duration in minutes of your intervention, BaseDPsy

has the necessary tool.

Just before the word "Amount" there is a
stopwatch icon. By clicking on it, the cost of the
service will be defined by the multiplication of the
tariff and the number of minutes of your
intervention (session).

mount »
= n“hnr Nrcte

=

To bill according to the number of minutes of intervention

Quumulal

Service Cost

If the amount inserted in Service Cost does not suit you, you can change the rate or duration by

clicking the edit icon next to the fee.

In this example, at $ 2.00 per minute, your fee will
be $ 120 an hour.

The duration displayed in this tool is the same
duration as displayed in the content pane under
the start and end times of the session. By
changing the duration to one place, it is
automatically changed to the other place.

To change or add the fee
agreed in the agreement.

®

Fee

2,00

Duration in minutes 60

Time Start 16:00
Time End 17:00
Session N° 5
Step N° 1

Absent patient

Duration in minutes 60
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16.3.4 Cost-sharing in the first step
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If you want to share the costs, you must make as many invoices as there are different people or
organizations who share the cost of service.

Here is an example:

If the debtor does not pay
the costs and want to
share the costs with an

Amount

external debtor:

For example, you want to
charge 50% of the cost of
the session to an external
debtor and 50% to the
client itself.

Service Cost invoiced %

© Amount 125.00 62.50 50%
@* Registration fee 25.00 12.50

Sub-total 150.00 75.00 50%
150.00  Amountto pay = 75.00

Spouse EJ

Client E! Lambford, Bert {\E

Mitchell, Joan Click to bill Lambford, Bert

Debtor W Sheppel
\

Click to bill Sheppel

Make two bills: one to the debtor and one to the client that include the cost of session and
other cost. To make two invoices, you must first enter the information on the invoiced amounts
(first step); and then click on the name of the invoiced entity (second step)

After that, you will be able to see two bills
under the "List of invoices for this session”
tab is available after having complete the
second step.

We see that two different invoices were
created for the same session.

By clicking the icon with bill symbol, you
can view one or the other of the two bills.

Amount Other
Invoiced to Invoice N°  Invoice Date Invoiced Costs
Lambford, Bert F207 2015-11-19 62,50 12,50
30
- ~
Sheppel F208 2015-11-19 62,50 12,50
P8
) N
To view and edit the invoice.
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16.3.5 Second Step

When you have entered all the financial data necessary for billing information, you go in the
space of the second step and you click on the name of the person or the debtor on behalf of
whom, the invoice will be recorded.

The names are displayed only if you have entered their name in the "Data" section.

The tool with the shopping cart icon is used to record a subsequent payment on the billing date
(deferred payment).

The field for "Other payer" is for a payer other than those identifiable in the "Data" section. If
you need it, you enter a name in the field and an arrow is added, on which you click to save the

invoice.
gstep CC[ick on the name to bill that person) ( For a deferred payment )
Client | ]| Lambford, Be Father | 'TJ|  Gilbert lambford
Spouse | | Mitchell, Joal Mother | ]
Couple E Person in El
Debtor W Sheppel Other payer E:

Once the invoice is recorded, a notice appears at the top of the second stage in order to
prevent you from charging more times than necessary.

The notice shall contain the name of Other payer E’ Notary McAllen <=
the person to whom you charged the
cost of the service, if you have not 2" Step
created a single invoice for the session. If you have created @  Aiready Charged to Lambford, Mavis
several invoices for the costs of the same service, even if it is
the same person, the notice will tell you charged several Client | 7| Lambford, Mavis
debtors.

2" Step
The question marks contain a reminder of the explanations Q Already Charged to SAAQ
of the tools available in the interface.

2" Step
At any time, you can check under the "List of invoices",

. . Already Charged to several debtors
the total charged and the number of invoices created 2

for the same session.
The envelope-shaped button is visible only on iPad or if you use FileMaker Pro to open

PsyTablet.

Invoicing Invoices List Account Summary Owed by clients = 14 Owed by EAP =7 #$
9 Service Cost 90,00
Amount Other Invoiced Amount to Payment
Invoiced to Invoice N°  Invoice Date Invoiced Costs total % TPS e pay Date
Lamarre, Alline Faps = 2017-09-06 90,00 90,000 100% 90,00 =
Down payment

102 Paid 90,00 2018-06-28
— Balance on the invoice 0,00
im ~
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Owed Sessions

Added two tabs in the Notes sectionto PSS oued by ctente- 1

see all unpaid sessions with the name of
the billed client or EAP.

Due

There already existed in the General A L st DR
Book the tools to display the sessions 5 2018:05112  Lafleur, Suzanne -10000 1
due. But these tools require you to 1 201901710 Latlipe, Giles -10000 1
change section and change the criteria S m2Q18206:04_ Cilmore, Alecia -10000 1
for displaying transactions in the General

Ledger.

There is a tab for sessions due by the client and another tab for sessions due by Third-Party
Payers.

16.3.6 Adding a taxed service (or vice versa)

If your usual services are not taxed, but you need to add an invoice for a service or the sale of
an item that is taxed, or otherwise, your services are generally taxed, but you want to add an
invoice for a service that to which taxation does not apply, here's how.

To simplify the explanation, we will take the example where your therapy services are not
subject to taxation.

After recording the bill for an untaxed therapy session, redisplay the first step billing section.

1. And delete the information that is there

Amount o Amount o
Service Cost invoiced % Service Cost invoiced %
© Amount 90.00 90.00  100% © Amount -
@’ Autres frais gp Autres frais
Sub-total 90.00 90.00 100% Sub-total
LILL 1) !)
90.00 Amount to pay = 90.00 Amount to pay =

2. Then tick the option: Is this service taxed?

Is this service taxed? @ Yes

O No
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3. Enter the service
information
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Amount 0

Service Cost invoiced %

© Amount 0.00 0.00 ?
Bl Tests Cost 120.00 120.00

Sub-total 120.00 12000  100%
6.00 6.00
11.97 11.97
137.97  Amountto pay = 137.97

4. Go to the 2nd step billing section, and click on the payer's name to save the bill in the

ledger.

You will have two invoices for the same session, one without tax and the other with tax

Invoices List Account Summary Owed by clients = 1 Owed by EAP = 12 #$
o Service Cost 90,00
Amount Other Invoiced Amount to Payment
Invoiced to Invoice N°  Invoice Date Invoiced Costs total % TPS ™va pay Date
lonesco, Sissi F325 17-09-06 90,00 90,00  100% 90,00
Down payment
103 Paid 90,00 18-06-28
— Balance on the invoice 0,00
& X
lonesco, Sissi F395 17-09-06 0,00 120,00 120,00  100% 6,00 11,97 137,97
Down payment
103 Paid
ﬁ . Balance on the invoice -137,97
P
i

]
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16.3.7 Editing an invoice afterwards
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It is of course better not forget to enter financial information in any field and to enter all relevant
data before recording an invoice. But all sorts of contingencies may result in the need to make

changes to an invoice.

You can change the contents of a bill already
registered by clicking on the icon for this purpose in
the list of invoices for the same session or the button
containing the invoice number at the bottom of the
"Finance" drop-down menu. If the button is absent,
it means that the service has not been billed.

IZS

Financial Reports

FInancrar Reports

Current Day Invoicing

and Collection

Current Day Invoicing
and Collection

4

¥=| Invoice N° 73

However, in the editing interface of the invoice, only a few items are modifiable: those with a

white background.

The utility of this
interface is only to let
you modify the
financial data in fields
that are not editable
in the Ledger.

You can not delete
the invoice when it
was included in an
already service
payment claimed to
an external debtor. A
notice will appear at

BASEDPSY

Hudson Bay Clinic

Alain Barbeau Ph. D.
Psychologue

256 Ave Hudson Laval N5J 3B9
Phone number : (438) 399-5654
License N° OPQ : 12345678
alainbarbeau@basedpsy.com
barbeau.com

Supplier N°: 223463475

Service Date  Invoiced service
the top Of the |nVO|Ce 2015-05-29 Thérapie individuelle
to remind you iy

2015-05-29 Other Costs

Fields with a white
background are editable

Absen  Work-related
t

reason

This invoice is included

in the debtor's

claim N°. 20
Invoice Date  2015-05-29
Invoice N°  F72
Invoiced to
Gregor Insurance P7
For services to
McPherson, June 49
Mandate- EAP c23
Activity N° / EAP File N° 124578
Duration in Service Cost Amount
60 90.00 90.00
Sub-total 90.00
TPS
TvQ
Invoiced total 90.00
Down payment

Payment 90.00
Balance on the invoice 0,00
Payment Date 2015-06-28
Cashing Cheéque

Credit Card Name
N° Cheque / Credit Card

36
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16.3.8 Correction and deletion of invoices

If you make a mistake in billing a client, it is possible to correct under certain conditions.
You cannot fix anything directly into the General Ledger. Instead you must edit the invoice.

To display an invoice and modify it, from the "Notes" section you first display the "Invoicing"
pane, then the "Invoice List" tab; In the line of the invoice concerned, you click on

the invoice icon, or on the button containing the invoice number at the bottom of E(:S
the "Finance" drop-down menu.

Financrar Reports

The button displays an interface where most of the items on the bill are g:é'gg"':z;:‘m‘c‘”g
modifiable.

Invoice N° 73

But « Take care », if the invoice has already been included

in a claim to a third party payer, nothing should change
because you.W|II then create. errors in your accounts. This involce Is included in the deblor's
Should not either delete the invoice. claim N°. 20

If you stick to delete this invoice, you must first display the
claim to the debtor in the debtor section to clear the links

Invoice Date  2015-05-29

Invoice N°  F72
between these different accounting items and then repeat a e
claim to the debtor with other transactions. And then go ivoiced to
back to delete this transaction. Gregor Insurance =
The alternative is always the same in the accounting rules:
create a new journal entry that will compensate for the error. + Add one bill

. : . — Delete this invoi
There is a tool to remove the bill, but the accounting rules say elete fis invoice

it is better to make a new journal entry to correct an
inaccurate invoice.

Quick Search

The Quick Search function in the Invoice section allows you to search for a payer name and a
customer name that has received services.

This invoice is included in thq debntor's This invoice is included in the; debtor's
When you display the window containing the clam .48 claim N°. 48
invoice so that you can modify it, sometimes
. . Invoice Date  2018-10-01 Invoice Date  2018-10-01
you have to correct several invoices from the - o
Invoice N°  F195 Invoice N°  F195
same customer or payer.
Invoiced to Invoiced to
Two other tools are available: Shepee o | Fs N Fe
1. Click on the debtor's name to display Eorservicos o forsees o !
. . . Mirtuin, Alice 176 irtuin, Alice
all the invoices with the same debtor. M
Mandate- EAP C33 Mandate- EAP C33

2. Click the beneficiary name to view all

invoices that have the same customer
as the service recipient.
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16.3.9 View invoice of a session in the Ledger

To view an invoice in the ledger without having to look for it, you first display the table under
the tab "List of invoices ...". Two tools are present for this purpose: The invoice number and the

ID number of the debtor.

Amount Other Invoiced
Invoiced to Invoice N° Invoice Date Invoiced Costs total %
Sheppel F195 ~ 2018-10-01 75,00 75,00  100%
P8 Click here to view the bill in the General Ledger
— Ba|
|, ~
Invoiced to Invoice N° Invoice Date Invonged C;;té iotavl %
Sheppel F195 2018-10-01 75,00 75,00 100%
P8
— QE B4
D = Click here to view all the invoices of this payer in the Ledger

16.3.10 Print an invoice or receipt

You can also print the invoice or receipt with the same amounts by clicking on the relevant icon

in the invoice list.

The procedure offers you the choice between printing an invoice or a receipt.

If you use FileMaker Pro, or use our hosting service to open
PsyTablet, you will also have the choice between printing or
exporting in PDF format.

To send an invoice, receipt or a document by e-mail, see chapter
II7”.

16.3.11 Automatically print an invoice or receipt

In the "Files" section, registration section, you will find a
checkbox entitled: "Wants a receipt for each session". If you
check this box, you will not need to go under the " Invoice List "
tab. The printing of the receipt or invoice will be launched at the
same time as you click on a name (client or parents) to save the
invoice in the general ledger.

Invoiced to Invoice N°
Lambford, Mavis F125
*
ot
ot
k"!, 84
= ~

Default values added in each session
tien face a fa 4
Bu a la résidence v 9

Want a receipt at each session X

However, note the following specifications since the automation requires the least possible user

intervention:




BaseDPsy 11 User Manual Finance Management Page 185

If the customer's balance due is negative (he owes you money), it will be an invoice that will be
printed automatically; on the other hand, if the balance due is zero (he owes you nothing), it will
be a receipt that will be printed.

16.3.12 Forgetting to bill sessions?

There is a list of non-billed sessions under the tab whose title is « 7= $ »

This list allows you to find the sessions that you might have forgotten to invoice or that you
have voluntarily failed to bill.

You can also filter the list with the month and year of your choice. The list of years is limited
according to the dates of the sessions already recorded. For example, if the year 2016 is
missing from the list, it is because you have not created any session whose date is in the year
2016.

Invoicing Invoices List Account Summary Owed by clients = 11 Owed by EAP = 18 z$
_ _ @ Fites 03 2014
List of unbilled sessioni Click on column title Mont Year
to sort the list
k Session's Writing Durg pnj
Name patient D S date Completed Interview format
1 Marinsky, Olga 1 0005 2014-03-06 No Face to face, ) . 7 "
v.29 To filter the list: enter the
2 Olsinsky, Petra Click on name to 1 0005 2014-03-06 No Face to face digits of the month first 8
3 Family Lambford display the session 1 0001 2014-03-12 No Rencontre famiare U NGT 30
4 Marinsky?Olga 1 0006 2014-03-13 No Entretien en face a face 60 N120 27
5 Olsinsky, Petra 1 0006 2014-03-13 No Entretien en face a face N237 28

16.3.13 Account Summary

The account summary shows the difference between billed and paid services.

In the "Notes" section you will find a detailed summary under the "Account Summary" tab, itself
in the "Invoicing" pane.

This table shows all the services billed to the client, not just the sessions.

Under each of the tabs in the detailed summary, there are buttons to display only "due" or
"paid" invoices or all invoices from the same customer.

You can sort the table by clicking on one or the other column title.
The sorting is always in the "descending" direction in order to display at the top of the list the
last transactions.

You'll also find a list of billing-specific tools to print or pay for one or a series of
invoices. The series of invoices grouped according to a choice of dates defined by %ﬁ'
you. In addition, to all the tools present is attached an explanation of the tool.




BaseDPsy 11 User Manual Finance Management Page 186

In the other sections, you can also have a quick overview of your client's account balance by
clicking on the "Account Summary" button. This action activates a pop-up window that
displays the totals and account balance as well as two buttons to print the client's invoices as a
statement or an annual report.

Steps
Account Summary ®
Detailed list of clients
Account Summary of Amherst, Johanne List by category
i
Session total ‘ 12 ‘ Forms Collection
Fee 90,00 | \
S 4> Account Summary *
SEEEe——— To print the current :
Total billed 990,00 statSment List of AEP mandates
Total paid 990,00 Tasks List from EAP
Annual Receipt for
Total owed 0,00 Invoices to the Client Current Day Invoicing and Collection

-

Invoicing Invoices List Account Summary Owed by clients = 11 Owed by EAP =18 #%
@ List of billed services to this client
BN owes [ Paymems | [S€ Click on this icon to Totalbilled  Totalpaid  Balance
view a special toolbar
,p . 990,00 990,00 0,00
for invoicing
o Ab;ent Payment
Invoice N° _Invoiced service N Invoice Date _Invoiced to patient |hypiced Paid Date Balance
1 F90 Thérapie individuelle 01 2015-07-28 Ambherst, Johanne 90,00 -90,00 ~
2 F91 Thérapie individuelle 2 2015-08-04 Ambherst, Johanne 90,00 -90,00
3 F92 Thérapie individuelle 3 2015-08-11 Ambherst, Johanne 90,00 -90,00
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17. Statement of account, annual receipt and monthly invoice

17.1 Billing concepts

BaseDPsy allows to print for the customer different types of documents concerning the
invoicing of your services. These documents may be named: Invoices, monthly invoice, annual
invoice, statement of account.

In order to navigate, here are some definitions as used in BaseDPsy:
¢ A statement of account includes invoices due and payments (invoices paid) from the
beginning of services until the date of printing;
o A monthly invoice includes only unpaid services between two dates chosen by you,
even if the dates chosen do not correspond to the beginning and the end of the month.
e An annual receipt is a list of invoices and payments covering a fiscal year delivered to
the client for tax receipt purposes.

The tools to print either of these objects can be found in the "Notes" section in the "Invoicing"
pane under the "Account Summary" tab.

Click on the tool icons to display them. 3
See below their description.

17.2 Print a statement

Statement

Choose only one of the following methods, then click on the arrow to continue

ﬁ To print the current statement

For the statement of an external debtor, use the following tool in the "Debtor" section. = Annual List of
Claims

Select the month and year (or only year) of transactions for the report

Month Year CONTINUE =

Using this tool, the procedure first offers
you to choose the dates of the statement of

Specify a period of transactions for the report

account, as well as the payer if you have ) End Date CONTINUE =
had several payers for the same service.
If you had Sevel’a| payers for a Cllent for Include all transactions of the client in the report CONTINUE»

example, the father and mother paid y ) ) o

. . In addition to dates, you can isolate one of payers associated to your client, if you wish,
alterna‘hvely for the Chlld Who was your choose here an associated payer other than an external debtor:
client, you can print a statement of account
for the father and one for the mother by
inserting the parent's name in the bottom

= CANCEL
box.
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But this procedure is not valid for
an external debtor (EAP, insurer,
etc.). In the latter case, you have
to go to the "Debtor" section to
print the statement.

Depending on the options you have checked, you
will also have the choice to export or not the result

in an "Excel" table.

The appearance of the statement of account is
also dependent on the choice of invoice format

you have made in the "Options"
section. The example on the
right uses the "Auto" invoice
format.

The tool for printing the
statement is also available in
the "Data" section inside the
window that appears by
clicking on "Account
Summary".

Page 188

Lambford, Bert

In addition to dates, you can isolate one of payers associated to your client, if you wish,
choose here an associated payer other than an external debtor:

Do you want to export this table as "Excel"?

accepté

- TVA non applicable, art. 261-4-1 du CGI
- Membre d'une Association de Gestion Agréée; le réglement des honoraires par chéque est

- Toute facture se doit d'étre acquittée au plus tard 15 jours aprés la date d'émission
- En cas de retard de paiement, application d'une indemnité forfaitaire pour frais de
recouvrement de 40euros, selon I'article D.441-5 du code du commerce

No Yes
Hudson Bay Clinic
Alain Barbeau Ph. D.
Psychologue
256 Ave Hudson Laval N5J 3B9 BASE D PSY
Phone number : (438) 399-5654
License N° OPQ : 12345678
alainbarbeau@basedpsy.com
barbeau.com Statement : 136
2019-02-25
Lapointe, Lise
2135 S-Laurent Street,
Montreal,
Quebec, Ca, 8M9 Y8F
§ Payment Date
Service Date Amount invoiced Paid £ _  Cashing
2018-08-23 Lapointe, Lise Amount to pay 100,00
Invoiced service | Thérapie individuelle 100,00 Down payment
Other Costs | Autres frais Paid 100,00 2018-12-28
Balance on the invoice 0,00 Cheque
2018-08-30 Lapointe, Lise Amount to pay 100,00
Invoiced service | Thérapie individuelle 100,00 Down payment
Other Costs | Autres frais Paid 100,00 2018-12-28
Balance on the invoice 0,00 Cheque
"""" 2018-09-06  Lapointe, Lise T amountopay| 100,00
Invoiced service | Thérapie individuelle 100,00 Down payment
Other Costs | Autres frais Paid 100,00 2018-12-28
Balance on the invoice 0,00 Chéque
2018-09-13 Lapointe, Lise Amount to pay 100,00
Invoiced service | Thérapie individuelle 100,00 Down payment
Other Costs | Autres frais Paid 100,00 2018-12-28
Balance on the invoice 0,00 Chéque
2018-09-20 Lapointe, Lise Amount to pay 100,00
Invoiced service | Thérapie individuelle 100,00 Down payment
Other Costs | Autres frais Paid 100,00 2018-12-28
Balance on the invoice 0,00 Cheque
Totals Invoiced 500.00
Down payment
Paid 500,00
Balance 0.00

s .

Alain Barbeau

To print the current
statement
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17.3 Print an annual receipt

The tools for producing these client-specific financial reports (payer) are available in the
following interfaces: Data, Notes, Institutional Clients by clicking on "Account Summary".

For participants in group therapy without a personal record, the

tool is available in the "Group Dating Notes" section. AL s el

Invoices to the Client

For external debtors, such as EAP, insurers, organizations, etc.,
use only the tools available in the "Debtor" section.

By launching the procedure, it offers you several choices on both the type of annual reports
and the identity of the payer. A first choice is mandatory: either the type of report.

First, choose one of the following options :

1 = Only a receipt of total expenses for the taxation year O

2 = A report containing only the total annual and monthly O

3 = A report containing all transactions O

Then, choose among the potential payers associated with the client, for which
you want an annual report.
If necessary, repeat for another, or click on all.

Click on a name for only one of the potential payers

Client Lapointe, Lise
Spouse

Couple

Father

. Mother
Once your choices are made, the

procedure asks you for which Person in
calendar year you want the receipt.
Other payer

If you leave the "Year" field empty,

the receipt will include all services Click to include all potential payers =>

regardless of the year.

Indicate for which year you want a list of payments.

Year
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Here is an example.
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There is only one template for printing the annual receipt, regardless of your choice of invoice

template in the "Options" section.

Hudson Bay Clinic

Alain Barbeau Ph. D.
Psychologue

barbeau.com

256 Ave Hudson Laval N5J 3B9
Phone number : (438) 399-5654
License N° OPQ : 12345678
alainbarbeau@basedpsy.com

BASEDPSY

List of payments by Lapointe, Lise

For services to
= Lapointe, Lise
2135 S-Laurent Street,

Quebec, Ca, 8M9 Y8F

Montreal,

Payment Date Invoiced Balance on
Service Date Invoice Date Invoiced S ™a total Paid the invoice
2018/08/23 Thérapie individuelle 2018/12/28 100.00 100.00 100.00 0.00
2018/08/30 Thérapie individuelle 2018/12/28 100.00 100.00 100.00 0.00
aoit 200.00 200.00 200.00 0.00
2018/09/06 Thérapie individuelle 2018/12/28 100.00 100.00 100.00 0.00
2018/09/20 Thérapie individuelle 2018/12/28 100.00 100.00 100.00 0.00
2018/09/13 Thérapie individuelle 2018/12/28 100.00 100.00 100.00 0.00
septembre 300.00 300.00 300.00 0.00

Cumulative amount at 2019/02/25 500.00 500.00 500.00
Balance 0.00

WCZEN

Alain Barbeau

Outcomes in date of 2019-02-25
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17.4 Print a monthly or recurring invoice.

Many professionals prefer to issue a periodic or monthly bill to their patients.

Some will issue an invoice at the end of the month for all services offered during the month,
while others use billing dates that may run for more than one month, for example, from March
15 to April 15.

The periodic billing procedure allows you to choose the billing dates. Two tools are available:
one will print only invoices due between two dates, while the other will print all invoices, due
and paid, between two dates.

This tool prints all paid and due invoices between
two dates and can be used as a receipt for a period ™1 Print a series of invoices
of service.

This tool prints all invoices between two dates but
only those that are due. The tool is therefore used to
print a monthly or periodic invoice.

'] Pay the bills due

[

When YOU start the " Print due inVOiCGS" Do you want to pay all bills due from this customer or only those
procedure, it offers you to choose the between two dates?
dates.

. . . Cancel Select
If you are used to making an invoice every
month or periodically, then you know that

[

the only invoices due are those of the
Irl)en"Od .tO be |nvqlced, SO you can use Enter the dates of the beginning and the end of the period of
All" without having to choose dates. your choice

. « ’ . For one day or the start date (YYYY /MM /DD)

If you click “Select”, another dialog box |

asks you to enter the dates.

For a period, enter the end date here (YYYY /MM / DD):

If you do not enter dates, this is the same :
as having previously chosen "All". [ Continue |

The appearance of the periodic invoice is dependent on your choice of invoice format in the
"Options" section.
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17.4.1 Invoice humbering and reprinting of invoices

Each time you bill a service, you receive a message that the transaction has been recorded to

the ledger.

At the same time, a "Number" has been assigned to this transaction in the General Ledger, and
this number is the number of the individual bill.

Th is num ber iS always preced ed by the E Use these tools only with customers who are themselves the payers

npgn H H G £ paid invoi
letter "F" for invoice, for example N roup of paid involces
[ ™} Print the invoices due
n n
F387 . ‘LJse‘this tool only for services not yet paid. Allows you to combine several unpaid services into a single
- invoice.
This tool only works when the customer is the billed one and the payer
However, if you use the special tools Accoun =
Pay the bills due
n n
fo u nd u nder the ACCOU nt Su m m ary < Allows you to record the payment of all invoices due or only those between two dates of the displayed
] %\ customer only.
pane This tool only works when the customer is the billed one and the payer

A special number will be generated to

Invoice D

Periodic invoice

[ =1 Print a series of invoices

Prints a series of invoices between two dates, whether paid or due. Useful for printing an invoice as a

identify the grouping of transactions in 2017-05-{  receipt

a single invoice and a title will be added | >

This tool only works when the customer is the billed one and the payer

. . . . . 2015-083-
to the grouping of individual invoices. B ]
0 print the current statement
2014-02-

A statement of account contains the services paid and the services due and the balance to be paid. The

2014-03-] statement of account is based on your choice: either a monthly account or an account between two

For exam ple’ a Statement WI ” be 2014-03- '?':i‘qe?}ml onlv works when the customer is the billed one and the paver
named: "Statement of Account N° 138" | ,is0r [ e
. . . . = Client
By dlsplayl ng the SeCtlon to ed It the 2014-02- This tool allows to choose the type of annual report as well as the name of the payer, and the year of

individual bill, both numbers are
present, and two separate tools are
present, either to print one or the other.

2013-12- billing services

This tool only works when the customer is the billed one and the payer

E’ For a delayed (deferred) payment of the current session, use this tool, located under the billing
tab, and under the 2nd step.

If the individual invoice is not part of an
invoice bundle, the group number and the
tool for printing the bundled invoice are
not visible.

Invoice Date 16-01-30 Invoice Date 1
Invoice N°  F211 Invoice N°
Periodic invoice N° 138 * ’) l Periodid\moice N°|
Nal

Note that a new number and new invoice grouping is created each time you use one of the

following tools:

"Print the due invoices"

"Print a series of invoices"

"To print the current statement"

In the section to edit an invoice, EESBEE 16-01-30 ™1 Print Invoice N° 211

you can isolate all individual
invoices that are part of a

Periodic invoice N°

4
Invoice N°  F211 st

138 =sss)p | 7 Print Periodic invoice N° 138

consolidated invoice by clicking

on the title. p—— T Exporing
the in\{’oice N 1 Print
To reprint a recurring invoice or statement, you can use the o BRER | ~
button for this purpose in the section to edit the invoice m Nl Contents
Click to reprint this bundle of invoices
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Or click on the Periodic Invoice Number (Invoice Bundle) in the Invoice List under the Account
Summary tab in the Notes section.

We've also created a tool to remove a bundle of invoices, which can be useful if the bundle is
misleading or incomplete.

The tool has been added to the special Account

. . &= Annual Receipt for Invoices to the
Summary toolbar in the Notes section. [U ]

Client

This tool allows to choose the type of annual report as
billing services
This tool only works when the customer is the billed on

[ == Delete a grouping of invoices

E’ For a delayed (deferred) payment of the curren
tab, and under the 2nd step.
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18. Invoicing the meetings of a group therapy

18.1 Steps prior to invoicing

Ensure that the list of participants is complete

Display the "Group Therapy" section, then
click the "Participants" tab to make sure
that the list of registered participants is
correct.

Ensure that all presences are registered

List of participating patients

12

Position in

File N°

the list Notes Person’s Iff
1 © 27 & e Marinsky, ¢
2 © 30 43 e Lambford,
S 37 3 e Mardeco, (
4 O 84 3 & Lambford,
5 O 163 3, = lonesco, Sif
IS PP S S = N AP

See the section "Group Meetings," click on the tab " Meeting Info" then look under the
"Participants” tab if all registered and present participants have an "X" in the "Present at the

session" column.

o Participants

Meeting Title

Position in
the list Registered participants

Present at the
session

1 Marinsky, Olga =2 X © =3 27
2 Lambford, Bert » X o =3 30
3 Mardeco, Ghislain $ x O =3 37
4 Lambford, Mavis » x O 84
5 lonesco, Sissi = X @) e 163
6 Chika T. =) X ja) = 170
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18.2 Invoicing each participant

Step One: Enter financial information for billing.

In the "Group Meetings", click the "Invoicing" and its first sub-tab, also called "Invoicing",
which still contains two tabs for the first and second step.

The interface has been designed to allow you to charge participants for each meeting.

1% Step
9 Invoicing
Participation cost at the meeting 25,00 @ Is this service taxed? () Yes
@ No
Invoiced service Group Therapy g/
Invoice Date 19-02-11
Amount o
Service Cost invoiced %o Payment
Amount 25.00 25.00 100% Paid amount 25.00
£} othercCosts Payment Date 19-02-11
Sub-total 25.00 2500  1009% ~ Cashing Cash
N° Cheque / Credit Card
Credit Card Name
25.00 Amount to pay = 25.00
Balance of client

However, it is possible, if you wish, only charge once each participant with an overall price for
the entire group therapy. You just have to choose at which meeting you make an invoice.

X . Display participant billed
When you Click on name fo bill and his payment

Charge at i: fhstiatilli)sr: ;fssf;'sia;n ID Regmd participants Invoiced Saved payments
eaCh o 1 X 27 Marinsk‘y, Olga X Marinsky, Olga 25,00
meeting and 2 x 30 Lambford, Bert X Lambford, Bert 25,00
you probably 3 x a7 Mardeco, Ghislain X Mardeco, Ghislain 25,00
Charge the 4 X 84 Lambford, Mavis X Lambford, Mavis

same 5 X 163 lonesco, Sissi r? lonesco, Sissi

amount to 6 X 170 Chika, Tella k Billed with due payment ) X Chika, Tella

each 7 X 176 Mituin, Alice

participant,

you will appreciate that the information you enter under the tab of the 1*' step remains in place.
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1 Step
0 Invoicing
Participation cost at the meeting 25,00 @
Invoiced service Group Therapy @
Invoice Date 19-02-11
Amount
Service Cost invoiced
Amount 250.00 250.00
g/ Other Costs
Sub-total 250.00 250.00
250.00  Amount to pay = 250.00

%
100%

100%

So, you will not have to repeat the input of financial information of the cost of each meeting for
each participant.

Is this service taxed? () Yes

@ No

Payment
Paid amount 250.00
Payment Date 19-02-11
Cashing Cash

N° Cheque / Credit Card
Credit Card Name

Balance of client

Second step: Register the invoice of each participant

Under the "2™ Step" tab, you can charge participants by clicking on the name of participants. If
you specified the amount paid, payment will be recorded at the same time as the billing.

A notice informs you that the operation
was successful.

0.0.0

The invoice was recorded in the ledger.

To register a deferred payment (after the [N
billing date), display the tab
"Account Summary" and click on the
cart icon.
o Account Summary Total paid 75,00
“ Dues Paid ] Balance  -75,00
Group Total Payment Deferred ',
Meeting N° Invoiced to Invoice N° Invoice Date billed Paid Date Cashing Balance Payment
1 Lambford, Mavis F215 19-02-11 25,00 19-02-11 -25,00 \w k
1 lonesco, Sissi F216 19-02-11 25,00 19-02-11 -25,00 \w
1 Chika, Tella F217 19-02-11 25,00 19-02-11 -25,00 \w
1 Marinsky, Olga F212 19-02-11 25,00 25,00 19-02-11 Cash 0,00
1 Lambford, Bert F213 19-02-11 25,00 25,00 19-02-11 Cash 0,00
1 Mardeco, Ghislain F214 19-02-11 25,00 25,00 19-02-11 Cash 0,00




BaseDPsy 11 User Manual Finance Management Page 197

19. Deferred payments.

19.1.1 Paying a single due invoice

The procedure for deferred payment becomes necessary when a customer pays service late.
The procedures explained if afterwards only concern services paid for by the customer himself.

External debtors

Under the "2nd step", the buttons for a deferred payment are only functional for the people
connected to the posted client, except the external debtor.

Because in the case of external debtors, this is another procedure | Debtor ™ Sheppel
and it is located in the accounts receivable section.

We have provided a reminder on this ®

subject. .
Payments made by a debtor shall be recorded in the

"Debtor" section.

By clicking on the arrow next to the
debtor's name, you will trigger the
message and an automatic return in
the "Debtor" section with the
debtor's file in the foreground.

Three tools are available to pay a due invoice.

Edit the invoice

Invoice N° 175

Duration in Service Cost Amount
60 120.00 120.00

Display the invoice by clicking on the icon containing a
magnifying glass under the "List of invoices" tab and then
modify the contents of the payment items. It is as if you had
corrected the original invoice by adding the payment.

Add paid
amount and
payment

Date
b-total 120.00

Inv\ \ed total 120.00

Down p{yment
Payment

e on the invoice -120,00

Payment Date
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Cart-shaped tools

For a single invoice

First, you need to know if you are going to enter payment for one or more invoices

because the procedure is different if you want to

record the payment of multiple invoices.

If you want to record the payment of a single invoice,
first display the relevant service and the "Invoicing"

tab.

a) Then enter the payment information in the

relevant area;

b) Once you have entered the information, click

on the cart button.

Use the "cart" button next to a person's
name, under "Step 2," to choose the

payer.

This button allows you to choose the
payer, if the payer is different from the
displayed customer's person, such as
spouse, father, etc.

By clicking on this button, a dialog box
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=

Payment
Down payment
Paid amount »
Payment Date -}
Cashing »
N° Cheque / Credit Card
Credit Card Name
Balance of client -75.00

2" Step

A . Al fn o o PR 133
e Already Charged to several debupﬁe!'
stf

entt

Lambford, Bert

Client El

Spouse E Mitchell, Joan

Couple E
Debtor ‘

Sheppel

asks you if you want to pay all the invoices or only one.

By clicking on "This one", you will pay
the bill by designating the client or the
close customer displayed as the payer,
and the information entered in the
"Payment" field will be added to the
transaction in the General Ledger.

Do you want to record the payment for this session only
or several?

Cancel Many

i " one

If you forgot to enter a mandatory payment information, the procedure will stop.
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Due Amount =

If you choose "Many" a new dialog Payment Date 2019/03/02
box will appear, asking you the
information needed for payment. Cashing

N° Cheque / Credit Card

Credit Card Name

= cANCEL CONTINUE =
@
Then the procedure will ask you for Enter the dates of the beginning and the end of the period of
which period. your choice

If you do not enter a date, all
displayed customer invoices will be
automatically saved as paid. “

For one day or the start date (YYYY /MM / DD)

) ) For a period, enter the end date here (YYYY / MM / DD):
If you enter two dates, all invoices

between the two dates will be
saved as paid automatically.

General Tool

The « Pay the bills due » button under the "Account "
Summary" tab E Pay the due bills ]

By clicking on this tool, a dialog e

window asks you if you want to

pay all the invoices or choose the Do you want to pay all bills due from this customer or only those
dates of the invoices. between two dates?

Cancel Select _KH
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If you click on "Choose" a dialog box
will ask you to define with two dates,
the period covered by the payment ".
Then another dialog box will ask you
for additional information about the
payment.

If you click "All", a new window
appears asking for additional
information.

Once the information is entered, by
clicking on "Continue", the
procedure will automatically record
the payment of the invoices due (all
or those between the two dates of
the period).

Enter the dates of the beginning and the end of the period of
your choice

For one day or the start date (YYYY /MM /DD)

For a period, enter the end date here (YYYY /MM / DD):

Enter details of payment

Due Amount = 95,00

Payment Date 2019/03/02
Cashing
N° Cheque / Credit Card

Credit Card Name

CONTINUE =

The "Print the due invoices" button is used to create an

invoice for all the services due.

19.1.2 To Cancel a payment

[ 6 Print the due invoices |

View the section to edit the invoice, and use the designated tool.

For other billing procedures to work properly, it is
recommended that you use this tool instead of
manually deleting the contents of the payment related
topics because the tool does more than simply erase
the content. It activates other tools in the background.

<= Add one bill

== Delete this invoice

Cancel a payment {\7
11
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19.2 Deferred payment for participants in group therapy

In the first step of billing, if participants do not pay immediately at the meeting, leave the

payment items blank.

In the second step, you click on the name of the participant. This click will record the invoice
amount in the ledger and add an "X" in the "Invoiced" column.

Position Present at

in the list the session ID  Registered participants Invoiced

9 1 16 Lampron, Amélie X

2 28 Olsinsky, Petra X

3 38 Trépanier, Jean ( X

Click on name to bill }—

4 o1 Darci, Paulo ; X

5 69 Ricardo, Sandrine

6

The billing action will add the customer name and billed amount in the right-hand column titled

"Saved Payment".

If you did not

Invoiced

Saved payments

add the payment

amount in the
first step, the
name will be

added without due.

Group participants,
billed but the amount

the amount.

Lampron, Amélie

Olsinsky, Petra 20,00

Trépanier, Jean 20,00

Darci, Paulo

This will also

cause a symbol to appear in the list
of invoices under the "Account
Summary" tab. The "cart" icon will
appear under the "Deferred
Payment" column heading next to
the amount due in red.

By clicking on this icon tool, you will
register a payment amount equal to
the invoiced amount to the same
customer. And the amount paid, will
appear in the extreme right column

Total Payment Deferred
billed Paid Date Cashing Balance = Payment
20,00 -20,00 \w ~
20,00 -20,00 \w
20,00 -20,00 \w
20,00 -20,00 \w
20,00 20,00  17-05-05 0,00

20,00 20,00 17-04-08 Cash 0,00

20,00 20,00 17-04-08  Cash 0,00

under the "2nd step" tab and the "Carriage" tool disappears from the list in the summary.
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20. Debtors Invoicing (Third payers)

By external debtor, we hear a "third payer", ie an organization, an employer, an employment
assistance program, insurer, etc. paying the services instead of the person receiving the
service, the payment is complete or partial. This term does not include relatives of the clients,
such as parents, spouse, etc.

Agreements management is done in 5 steps:

Create a folder debtor;

Associate a client to one of the debtors;

Create a mandate-EAP in the Client Data section;
Invoicing the hours of services to the associated debtor;
Claim the hours billed to the associated debtor.

Al S

20.1 Creating a debtor file.

20.1.1 Identify the debtor

BaseDPsy have a section specifically devoted to the creation of a Lm :

debtor file, where you record the necessary information to identify the R

debtor. A button in the drop down menu "Finance" provides access
to that section.

Ledger
In the "Debtor" section, use the "New Debors list — |
Debtor" button to create a folder. pending

+ New debtor .
List of all expenses

== Delete

Supplier
Then you enter in the fields the information requested. We suggest to
enter in particular the contact name and his phone number, as these d i
data are visible in other sections of BaseDPsy, so you will avoid to List of claims to debtors

note several times or having to return to this section to remember. See only transactions of

debtors

Under the "Bound Files" tab, you can insert documents provided by
the debtor. If the debtor gives you "Forms" mandatory for its services, —
you can insert them in the "Bank Form" section, accessible from the || Surent bay invoicing
dropdown menu of "Clinic". By inserting in the "Bank Form" you can e S —
copy them to use either in your client files or in your claims for

payment to debtors.

Financial Reports

However, before inserting them, make sure they are not already there by default.
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20.1.2 Set Preferences debtor

Under the tab "Information & preferences, it is important to also enter the information in the
sections available.

These preferences remain valid for all future invoices. After saving choice, you will not need to
do it again when printing other bills at the same debtor.

o

LTI X1

Gregor Insurance

Category of debtors (third-party payers) <) P7 Supplier N° / Individual
Supplier N° = 223463475 =/
5841 Boul Notre-Dame, Montréal, Qc, CA, J7M T8R uppli Q

Ralf Cline
rcline@gregorins.com
Web Site

(514) 842-7365

Fax number :

mandatory data entry
Choice of billing model for this ~ MF3 =).
debtor

@‘ Tasks required by debtor

Confirm first appointment Information booth ~

Send evaluation

Send reason for consultation
Send Report meeting
Send the closing report

Supplier N° of group

Personal Identification N°
N° 1D (2]

23

Does the debtor requesting O jes
anonymous invoices? @ No
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Choosing the invoice template

Choose the model that meets the requirements of the

debtor. The difference between each model is based on

the amount of information in the invoice.

Model 1 (MF1)
contains all the
financial information
of a regular invoice.

Model 2 (MF2)
contains no details
of the charges
(taxes) nor the "paid"
column.

Model 3 (MF3)
contains the
minimum financial
information.

The model "Web"
(MF8) was designed
to be used when
you enter
information on a
web portal of a
debtor and you have
a habit to charge
multiple customers
at the same time for
a debtor.
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Click to choose the
invoice template

Choice of billing model for this ~ MF3 @~
debtor
e _
2 Service Payment Invoiced
Invoiced § Date Date Invoiced TPS TVQ total Paid Balance
Fle opening
Session 2014/01/07 45.00 50% = % of Fees billed
Amount o pay 45.00 45.00 -45.00%
Cumulative amount at 2014/01/11 45.00 45.00 -45.00$
tE
§-° Service Duration in % of Fees
Invoiced E Date minutes billed Invoiced Balance
File opening
Session 90 50% 45.00
Amount 1o pay 2014/01/07 45.00 -45.00 §
Cumulative amount at 2014/01/11 45.00 -45.00 §
i
§§ Service
Invoiced service Date Invoiced Balance
Session 14/01/07 45.00 -45.00 %
Cumulative amount at 2014/01/11 45.00 -45.00%
LA Y B
3
k<t
s 2
§-§ £3 Service
28 Invoiced service = 8 Date Invoiced Balance
For services to McPherson, June Thérapie individuelle 15-05-15 90.00 0.00
Birthday 1971/05/14 Mandate N° C23
For services to McPherson, June Thérapie individuelle 15-05-22 90.00 0.00
Birthday 1971/05/14 Mandate N° C23
For services to McPherson, June Thérapie individuelle 15-05-29 90.00 0.00
Birthday 1971/05/14 Mandate N° C23
For services to  McPherson, June Thérapie individuelle 15-06-05 90.00 0.00
Birthday 1971/05/14 Mandate N° C23
Cumulative amount at 19-03-02 360.00 0.00
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It is the only model (Web) containing the mention "Work-related reason"

This entry is entered in the "Request" pane in the "Files" section.

Request

Request date  13-11-17 Evaluation

Schedule available 09-12 Depressed Mood

Three invoice templates with modifiable header and footer in the Options section can now be
used to invoice debtors: the two templates Envelope No. 10 and the "Auto" template.

Choose one of the following models to charge the debtor.
And click on the green arrow to save your choice.

In all models you will can choose to show or hide the identity of the client.

BaseDPsy Templates External Templates

MF10

* CANCEL Idem = Envelope N° 10 with left window Save *
Texts of Headers and Footers Page
Editable in the "Options™ section

CLINIQUE DE DOSSIERS
Alain Barbeau, M.A.
Psychologue

816 rue Cardinal BASEDPSY
J7R 7B7 Saint-Eustache,

Québec, Canada 2020-10-23

SAAQ
333, Boul. Jean-Lesage, E-1-40
Québec, QC. GIK 8J6
N° Dossier PAE : 12345678

Le suivi thérapeutique de cette

personne se poursuit.
Client Date de paiement
Date du service Montant facturé Payé  apsent Encalssement
2015-01-12 Service facturé | Thérapie individuelle ‘ 90,00 Montant & payer 90,00
Autres frais | Autres frais [ Payé 90,00 2018-06-28
Taxes} Solde sur la facture Dépot direct

Service facturé | Thérapie individuelle 90,00 Montant & payer X
Autres frais | Autres frais Payé 90,00 2018-06-28
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Anonymity

You then select whether or not the debtor wishes to have
the client's identity information for which you charge it.
This option applies to the first three models because the

fourth model is always anonymous.

For the first three templates, if you
do not check yes or no when
printing the invoice, you will be
asked each time if you want to hide
the identity of your client.

It is therefore preferable to avoid
this by immediately checking the
specific choice of the debtor.

By checking not, or choosing
"No" at the time of printing, the
client's identity is hidden as in the
example below (red oval).

e
. - '.”g
Choice of billing model for this ’gMF3 @
debtor 9,
Does the debtor requesting O R
anonymous invoices? @ No

Do you want to show or hide client identification in
this statement?

Hide \ Show
Invoice
N Invoice N°: 03
To be hidden o oot
Supplier N° = BarA1265map or not McAulan Assitance Program

575 Queen St W, Toronto, ON, M5V 2A4

o
o For services to Fary, John :' Plan or Police N°: MI-13-456 ‘:
Birthday 1970/07/20 *, ID N° or Refence N*:FarlyJ-11-9087 *
H
K Address 1562 Mont-Royal, Montreal, Quebec, Ca, JIM & P LLTTTTTTTPTPPP PP TP rrrs "
., 5
R T " E g -------------------- 2
2 Service Payment Invoiced
Invoiced § Date Date Invoiced T total Paid Balance

These info must be entered before charging
services to the debtor in the Notes Section.

,aMMSAsAsAsAsasasasasasasasasasssng, . esmEsEssssssssnsnEnnnnn,
Only information s Y s Plan or Police N: MI-13-456 %
references < . » ID N°or Refence N° :FsﬂyJ-11-9087..'
(CirC|ed here in .‘...'.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l" .. .......................-“.
blue) given by 55
. - Servi Payment Invoiced
the debtor will be Invoiced §§ Dr:u‘:e Date Invoiced TPS TVQ total Paid Balance
available. Other Costs
Session 2014/01/31 90.00 100% = % of Fees billed
Amount 0 pay 90.00 90.00 -00.00%
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To do list

Addition of a list of tasks required by debtors, with selection and scoring of completed tasks;

Some debtors demand reports, reports, and when you have several clients with debtors, you
must keep a list of what has been done or not. With BaseDPsy, you can now use EAP tracking
to know what tasks are required and what tasks have been performed.

In the "Debtor" section, under the "Information & Preferences" tab, you select the tasks
required by the debtor in the list. The list can be changed with the "M".

In the other sections, by displaying the tracking of the agreement with the debtor, a tab allows
you to check and see what remains to be done for the debtor
of the client. Invoicing

Account Summary

Agreement with the linked debtor

11,
Current Day Invoicing and Collection

Attest Attendance
Mandate Active = C35
Linked debtor name = Sheppel
—— oxt Fee agreed 75,00
B, ,@s

onac Hours total allowed 10H00

EAP File N° =
Hours remaining on the authorized total 9HO00

[ List of AEP mandates ] Maximum amount allowed

Remaining amount of the maximum allowed
Date of the renewal

N°ID PAEmdt C35 Tasks List from EAP ]
Mandate Active = C35 Sheppel
Activity N° /EAP File N°
Required Carried out
Confirm first appointment Progress report after 5
X that number of

Send the closing report Od sessions 15

Send evaluation

Send reason for consultation Od

Send Report meeting Od

Another list is available in order to have an overview of the tasks of
all the debtors you still have to accomplish. Tasks List from EAP ]I
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When you click on the tool, a new floating window opens and gives you the desired
information. Tasks are sorted by debtor name.

Tasks List from EAP

c
2
= = 5 -
—Quick Search 2 2 <]
. 2 E g2t
] S ? o
a - 8
§S8E3 To modify the
» S 65 S .
& § ] %2 list of completed
Mandate Eo 2=
Mandate Starting oo e
Patient's name Debtor EAP File N° N° Date 8 (3 (% 0-5 c)-s
* T 09 " Labonté, Michéle LabM1402 C20  14-02-14 Carriedout [ [ ][ ][ ][ -
T e 2 14 N Pafin, Jean 156987 c18  15-03-15 Carriedout [x| [ ] [X i
T e 3 162 ' Lanterne, Sarah C34 18-10-04 Carried out #
W 2620 oo 4604 44 Cacied ot =

With this list you can quickly change the checkmark of tasks completed for multiple clients.

Mandate
Starting
Date

[
2
«
=
>
[}
c
8
3]
=
-]
c
<]
172}
«
2
°
c
@
(7]

o
£
=
@
5}
=
©
o
&
o
°
=
[}
(2]

Send the closing report

-
=
@

E

=
o
a
a
®©

-
12
=

=
£

=
=
Q
O

(=
<]
=
©
=
[
>
]
o
=
@
0

........ Tasks required by debtor ®

Mandate Active = C20 Sheppel
Activity N° /EAP File N° SH180578

Required Carried out

““““ ‘é Confirm first appointment
-------- XI' send evaluation

X] " send reason for consultation
x| send Report meeting

"""" x| send the closing report

ooooo
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Templates from governmental EAP

It is now possible to enter data in the billing forms of government assistance programs SAAQ,
CSST, IVAC, directly with BaseDPsy.

We added three new models bills that are an almost identical copy of the forms provided by
these agencies.

To comply, we also add the needed fields in the "Data" section

Under the "Coordinates" tab, we have added a field for the “Health Insurance N°”.

In “Data” section and the “Debtor linked” pane, under the tab "Mandate-EAP" we added the

fields for: "Date of the original event," and "Date of recurrence, relapse or aggravation." This
last field is visible only when there is an active mandate to the EAP client.

I Mandate- EAP Mandate Active = C35
.!n’!!u,”’) Dateoforiginalevent:]

Date of recurrence, relapse or aggravation

Client organization
Client organization N°

Other Info

As the forms of CSST and IVAC are not like bills, but they are asking a summary of your billed
services, a new model for editing the claim to these debtors was built, in which you have to fill
some fields. Here is an example of the tables to be completed to complete the governmental
forms:

[ Insert the dates in the form ] .
A Care and services
m;elr;/:tnlt)iitﬁ?n;neetings datesélpﬁrlave occurred since Psychological Assessment Nb of hours  Hourly rate Total
From  14-01-09 Evaluation Meetings 1 90,00 90,00
14-01-09 To  14-01-23 Time for Writing the Evaluation Report
140129 Psychological Intervention Nb of hours  Hourly rate Total
15-07-24
15-07-30 From 15-07-24 Intervention Meetings 3 90,00 270,00
15-11-19 To 15-11-19 Time for Writing the Follow-up Report
Time for Writing the Final Report
Aide aux proches Total 360,00
Personne victime

But the other fields of the forms will be filled by BaseDPsy.

We also add a "History of billed services for the same client" so you can see in one place all the
dates of the relevant services, not just those included in the claim to the debtor.
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The CNESST billing form in BaseDPsy looks like this:

CNESST COMPTE DE SOINS OU DE SERVICES DE PSYCHOLOGIE
OU DE PSYCHOTHERAPIE -~
e —— , , oz . -
Santé et sécurité du travail
Identification du travailleur
Nom et prénom N° de dossier IVAC du client _
Lemming, Joan 16-3987
Adresse Dates des rencontres
d'intervention aui ont eu lieu
Ville
Date de naissance
Code postal
N de téiéphone Ext
Date de I'événement d'origine
see [1F [ M Date de m:dme,ag;tzlgz
Renseignement sur |'identité du fournisseur
Nom et prénom
Barbeau, Alain
Adresse
816 Cardinal N depermis 11111
Ville
Saint-Eustache, QC Code postal  JTR 7B7 N° de fournisseur
N* de téléphone Ext Inaividuel 89745 de groupe
(514) 667-5775
Identification du médecin qui a charge du travailleur (s'il y a lieu)
Ordonnance D Non D Oui Si vous avez répondu oui, complétez. Ne de permis
Nom et prénom
Date de I'ordonnance
Evaluation psychologique
Soins ou services fournis Description Code Nb d'heures Taux horaire TOTAL
Du Rencontres d'évaluation 1301
Au Temps de rédaction du rapport d'évaluation 1311
Intervention psychologique
Soins ou services fournis Description Code Nb d'heures Taux horaire TOTAL
Du 2016-03-01 Rencontres d'intervention 1302 2 96,58 1 93,1 6
Au 2016-03-31 Temps de rédaction du rapport d'évolution 1312
Temps de rédaction du rapport final 1313
Sous-total 193,16
N° TPS GC568493 Total TPS *
N°TVQ  12342593405983467 Total TVQ *
* si applicable (Code 1399) TOTAL 193,16
Signature du psychologue
Je certifie avoir fourni les soins ou services indiqués ci-dessus
D<§ - = 2018-06-18
BaseDPsy-R 9.0 Facture N°: 36 Page 1
*CNESST* WEB 5008 (2017-02)
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The IVAC billing form in BaseDPsy looks like this:

TA ™
Vi A\
oy Account of Services for Psychosocial Intervention
d'actes criminels
Information on the client’s identity
wB |m~:’.'|;: VAC Fie N* of the Cienet 325‘98
Ao Irfecrention meetnga et
at A U 1nce e
Gy
o Dute of orginal eventt
Gencer D F D M Dute of mecumence, miagae o
Information on the supplier's identity
Last Name, First Nerre
Barbeau, Alain
Adzess Ucense N* Professionns Toe
816 cardinal, St-Eustache 123456789 Psychologue
Cry
reaw coe JTR 787 Suppder N
Prcos N Exr ®
(514) 667-5775 e ofgro
Interventicn meetings dates that have occurred since the last billng
2014-01-09
2014-01-23
2015-07-24
2015-07-30
2015-11-19
Psychological Assessment
Care and services provided N of heurs Hourly rate Total
w | 2014-01-23 Tive for Weiting the Evalsation Repert
Psychological Intervention
Care and sarvices provided N of heurs Howrly rate Total
fom | 2015-07-24 Interventon Meetegs 3 90,00 270.00
w 2015-11-19 Time for Writing e Follow-up Report
Time foe Weiting the Final Report
| 90080
Provider Signature
1 cortly providing the care or services listed above
D(ﬁ —a
2015-12-01
BaseDPsy 7.3C Invoice N*: 23 2015-12-01 Page 1
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With a button in the editing area of the claim, you can transfer all dates of your service in the
table named "intervention meetings dates that have occurred since the last billing". In this one
too, you have only the lower tables manually fill inside BaseDPsy but having all the information
in the same editing area of the claim.

The SAAQ billing form in BaseDPsy looks like this.

Société de I'assurance
automobile

Québec g g Facture pour services professionnels - Programme d'aide au personnel

Nom Barbeau Prénom Alain
N° d'assurance sociale 123456789 N° de permis 12345678901 N° d'entreprise du Québec
Chéque libellé au nom de :

Adresse pour le remboursement
816 Cardinal, Saint-Eustache, Téléphone (514) 667-5775

J7R 7B7
ac, Courriel  alainbarbeau@basedcomm.com
Description des services rendus
i 15-901 N°ID 02 2015/11/22 90,008
i Notre numéro de dossier Votre numéro de référence Date Honoraires par consultation
Processus thérapeutique terminé [_] Maximum (10008) atteint pour I'année [_]
Date du Heures
service facturées Facturé Total dO
51119 1H0O0 90.00 -90.00 $
15/01/19 ~1H0O 90.00 -90.00 $
15/01/12 o202 SIHO0 90.00 -90.00 $
Grand total en date du 2015/11/23 3H00 270.00 -270.00 $

Facture N°*: 29 2015-11-23 1
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The form from Secrétariat du Conseil du trésor (Québec)

HONORAIRES PROFESSIONNELS

Assurez-vous de fournir tous les renseignements demandés dans les cases appropriées en
caractére d'imprimerie SVP - Merci.

*Faire le chéque au nom du Centre ou de la Clinique :
[ CENTRE/ #NEQ:
Numéro d'enregistrement
CLINIQUE : denkoprise
*Faire le chéque & mon nom personnel :
[ *Nowm, #DE PERMIS :
PRENOM : Membrede [Ordre
*ADRESSE : TELEPHONE :
Ville *NAS.
Code postal DATE :
COURRIEL : * Champs obligatoires
NUMERO DE DOSSIER - - = o
. MONTANT PAYABLE
DATE DUREE PAR LE MINISTERE
TOTAL DUMONTANT PAYABLE PAR LE MINISTERE
* PROCESSUS TERMINE Oui [] Non []

Transmettre votre facture a : Madame Isabelle Garneau
Par la poste :

Direction des services d’aide aux employés — PAE

Secrétariat du Conseil du trésor

875, Grande Allée Est, 1°" étage

Québec (Québec) GIR SWS5S
Par courriel : pae.sct@sct.gouv.qc.ca
Par télécopieur : 418 643-0336
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20.2 Linking the debtor to the client, in “Files” section.

efore charging the services of a client to a particular debtor, the debtor

must be linked to the client.

To establish the link between a debtor and a client, you must first have
entered the information and preferences regarding the debtor in the

"Debtor" section.

Once the debtor data is stored in the BaseDPsy, view the "Data Client"

section and click to the "Debtor li

In this pane, click again on the tab: "List of debtors available for linking".

Then, in the list, choose the name of the debtor which authorizes
payment service your customer, and click the button in the form

nked" pane.

of "Paper Clip" to link the client and the debtor. This link is

needed to enable all invoices that you will do for services to your

customer (but paid by the debtor) are identified to the debtor

Debtors list available for linking

Debtor’s name

Contact

Mandate- EAP Mandate Active = C20

BN

70

|

Detailed list of clients

Sources of referral

Genogram

Individual

Spouse

Siblings

Family & Family Files

Documents case

Debtor linked

Phone number :

Clicking on the paper clip button,
this gives this:

The next, very important and
mandatory step is to register the
mandate given to you by the
external debtor.

e 1 P2 Assurance Coté Robert Turmel (450) 473-6985 @

<4+ 2 P4 SAAQ u!uunuuuuu!u’ @

¢ 3 P5 IVAC @
Debtor linked to this patient

Sheppel P8 ®

Mandate Active C35

Contact =,

, ext.:

Debtors list available for linking

Debtor's name Contact
€« 1 P2 Assurance Coté Robert Turmel
&= 2 P4 SAAQ

Mandate- EAP
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20.3 Setting a Mandate-EAP in the Data-Client section

20.3.1 Setting the agreement with the debtor.

After creating the link between a debtor and your client, you must retain information of the
agreement with the debtor. This services agreement paid by the debtor is named "Mandate" in
BaseDPsy.

Debtors list available for linking Mandate- EAP Mandate Active =

References to the last debtor linked
Supplier N° Date of original event
Date of recurrence, relapse or aggravation
Client organization
Contact Client organization N°
Phone number : Extension Other Info
Email
Mandates List Hours  Remaining
E Estimated Progress report after Maximum retr;:lamg\g am?;gt of
Mandate Fee Mandate -giours total date of the that number of Date of the amount Bheradli e
N° agreed Starting Date T allowed last session sessions renewal allowed EAP File N° ] allawad
A
*
o'
*
*
*
¥
v
I ! l Total Tasks required by debtor
——Dntes Al

View the entries under the "Mandate-EAP" tab.

Then click "Add a mandate" to capture relevant information on the number of sessions paid, or
the maximum amount of covered expenses and other data concerning the dates of the
agreement, the Activity N° / EAP File N ° & Reference N°, the renewal date.

Attention: as the debtor's mandate number can be modified, always prefer the number inserted

by the software. This number is always in the format "C00", if it is not in this format, contact us
to repair it.

If necessary, you will also have to enter additional information on the client organization. Two
other fields are available to supplement the information, if necessary: "Other info" and "Notes",
the latter is situated in the list of offices.
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In the example below, we created two agreements in order to show that the last agreement
created automatically becomes the "active Mandate" and that the previous order automatically

becomes shaded in blue.

The list of appointments is sorted by the Mandate N° in descending order. So the last set,

which is still active mandate, is always at the top of the list.

References to the last debtor linked

Mandates List

Debtors list available for linking Mandate- EAP Mandate Active = C23

223463475 Date of original event

124578 Date of recurrence, relapse or aggravation

2016-05-02 Client organization
Contact Client organization N°

Phone number : Extension Other Info

Email

Hours  Remaining
remaining amount of

E Hours Estimated Progress report after Maximum on the the
Mandate Fee Mandate g total date of the that number of Date of the amount T G
N° agreed Starting Date i© allowed last session sessions renewal allowed  EAP File N° tntal ey
Cc23 84,00 2015-05-04 ’ 16 2015-08-24 3 12 16 2016-05-02 1344,00 124578 9HO00 714,00 C) ~
C22 79,00 2014-05-01 ! 12 2014-07-24 3 12 2015-04-30 124578 12H00 S
v
Total 28 1344,00 Tasks required by debtor ]

White fields are editable:

When creating a new mandate, the items are empty, so you must enter: the fee agreed with the
debtor, the start date of the mandate, the number of hours allowed or the maximum amount
allowed, or both, according to the agreement, the EAP file. The debtor's general fee (entered in
the Debtors section) is added automatically when the mandate is created. However, it can be

modified for each mandate.

You can also enter the pace of report on client evolution required by the debtor by inserting the

N° session that serve as step cue to send a monitoring report.
Furthermore, after input a start date, leaving your cursor on the session
N° under the label "Progress report after that number of sessions," you
will see a tooltip displaying the corresponding date.

The date displayed is the number of weeks between the start date of
the mandate and the date of the session N°, identified as a step to
make a follow-up report.

The "Estimated date of the last session" also corresponds to the
same number of weeks that the number of total hours allowed from
the start date of the mandate, (a hour = a week). These dates will
obviously be inaccurate if your pace is different of a session once a
week.

Progress report after
that number of Dal
sessions r

3 12 16 2016

NnN4

1ﬂ
2015-07-27

Hours Remaining
remaining amount of

on the the
authorized maximum

tntal allnwad

9HOO 71400 O ~

12H00 S)

Page 216
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In the same list, you have two fields that indicate the progress of the agreement, the number of
remaining hours and the remaining amount of the maximum allowed, as you entered or not the

total allowed time and maximum allowed.

The red button with a "minus" is used to delete a "PAE Mandate". We suggest you use it only

when you have created a mandate by mistake.

In the absence of the debtor linked to the client displayed, the content under the tab "Mandate-
EAP" remains absolutely empty and blank. Once you linked a debtor client, the fields to be

filled are displayed.

It is the same for the title of «<Active Mandate =" tab. If you have not created any mandate, the
title of the tab displays no number after the "=" and the tab displays empty sections.

Mandate- EAP

Debtors list available for linking

The tab is empty if no mandate has been created

Mandate Active =
¢+

This tab allows to follow the evolution of the mandate-EAP and how many sessions or what
amount of money remains available under the agreement. It also displays information on
whether or not you have already claimed these services from the debtor.

Debtor linked to this patient
Gregor Insurance

Mandate Active C23 Contact =, , ext.:

22
!!!I!!l!!!!!!!!!!!!l!l"l!

Associate this client (file)
with a EAP mandate from
another file

Mandate- EAP

Debtors list available for linking

Hours Remaining
remaining on amount of the
Hours total  the authorized Maximum maximum
allowed total amount allowed allowed
16HO0 9HO00 1344,00 714,00
List of sessions included in the AEP mandate active C23
Amount % of Fees
Invoice Date Invoiced service Duration invoiced billed Paid
1 2016-10-10 Thérapie individuelle ~ 1HOO 90,00 100% 90,00
2 2015-06-05 Thérapie individuelle ~ 1HOO 90,00 100% 90,00
3 2015-05-29 Thérapie individuelle ~ 1HOO 90,00 100% 90,00

Balance on
the invoice

0,00
0,00

0,00

LLLETT !) Mandate Active = C23

Debtor

Claim Status Claim N°
Already Claimed 29 ~
Already Claimed 20
Already Claimed 20

The (table) list of sessions included in the active Mandate-EAP is sorted in descending order of
the date of invoice. The numbers before the billing date indicates the order and number of

services, but do not indicate the session N°.
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This evolutionary table of the agreement with external debtor Tl
is also present in the « Notes » and in the « Report » section.
To view it, just click on the button « Agreement with the GRS
linked debtor ». Agreement with the linked debtor

. . . . Current Day Invoicing and Collection
The display periods is now time format (HH-H-mm) and not
. . Attest Attendance
in decimal format (0.00).

. . nd
Also an alert is displayed when the number 27 Step
of remaining time is one (1) hour or less or @  Déja facturé a Assurance Coté
when the balance of the total amount
allowed is "150.00" or less. Client | TJ|  Pafin, Jean
4
2
Spouse E] "7"
Fee agreed 84,00 ,t’
4
Hours total allowed 16H00 Couple E] 'q’
£ 4
- . 7
Hours remaining on the authorized total 9HO00 Debtor N Assurance Coté &,
Maximum amount allowed 1344,00 =
Attention to the balance of hours.
Remaining amount of the maximum allowed 714,00
Date of the renewal 2016-05-02
[ List of AEP mandates

A button allows you to display all the mandates of all external debtors in a single list.
It is available in the "Data" section on the toolbar and in the other sections inside the
"Agreement with the linked debtor" pane.
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20.3.2 Mandate of debtor associated with several files

When you create multiple linked files, such as a couple file and
another file for each spouse, it may happen that the couple’s
sessions and the individual sessions with each spouse are paid
by the same debtor.

9

Associate this client (file)
with a EAP mandate from
another file

We have therefore created tools to link several files to a single
debtor mandate.

You must first associate the three files to the same debtor,
but you create an EAP mandate for only one of the three files.
You note and copy the created PAE number, then display the
other two records, and save the same Mandate N°.

When entering a PAE number in the field for this purpose,

make sure that the number is in the format "C00"; i.e. a

®

1 = Associate the client with the same
external debtor as the other file

2 = Enter here the number of
the EAP mandate of the
other file in the following
format: "C000"

3= [ Save ] [ Cancel

]

« To view the original EAP mandate

capital "C" followed by two or more digits.

Subsequently, all sessions billed in either of these files will be assigned to the same mandate,
and in the " Agreement with the linked debtor" window of either will have the same information.

However, only the folder in which you created the PAE mandate will have information detailing
the mandate. But, we have also created a tool to display this folder from other related folders.

If the main folder changes to an active PAE Mandate, you will then have to revisit each
associated file, use the "Cancel" button, then add the new PAE (Active Mandate) number and

click save.

Whenever you save a link between two folders for The paper clip indicates the
the same PAE mandate, the procedure also adds a presence of an associated
linked file indicator in the clients list with the file. Leave the cursor on the
addition of the paper clip icon, and adds the paper clip to display the
Customer ID N°. in "Linked files" under the "Family" associated ID number

tab.
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20.4 Record a transaction at the

expense of the debtor 2" Step
0 Already Charged to Sheppel
. L . Client E‘ Lambford, Mavis
In the invoicing section of the Notes or Report, you save L]
an invoice by clicking on the name of the debtor, as Spouse E\
seen previously in this manual. Couple E’\
Debtor W ‘ Sheppel
Click to bill Sheppel
i\ 84 Sessions’s summaries of M. Lambford, Mavis

It is also possible to change the debtor
during therapy. Just before charging
the session to go to the " Data Client "
section under the debtor tab and
change the name of the linked debtor.

For example, a history that witnessed

Client who received
the service % </9 Session N° 0006 On a tot

Invoicing Invoices List Account Summary

2]

Amount Other
Invoiced to Invoice N* Invoice Date Invoiced Costs

Sheppel F224 15-11-18 90,00

P8 Debtor to whom service
ﬁ A was charged

"Draft" status.

0 Total of summaries to complete = 7
A note is considered completed when it no longer has the

N° N° e ——
Absent Session's Writing Duration in \
patient D S date Time Start Completed Interview format minutes  Invoiced to 2

2 0006 15-11-18 10:00 No  Face to face meeting 60 _ Sheppel :
2 0005 15-07-31 9:00 No By phone 60 . Lambford, Mavis :
1 0001 14-03-12 9:00 No  Family meeting 90 ' Lambford, Mavis 4
1 0002 14-03-19 8:00 No  Family meeting 90 _ Gregor Insurance
1 0003 14-03-26 16:00 No  Family meeting 60  GregorInsurance

Previous sessions’s list of this patient Communications with the client Cor

Total hours as recorded minuf

e B Bl B
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20.5 Make an invoice to the debtor (print and mail a claim for
payment).

1. At first, you can check the number of transactions that have not been claimed within

N ID P7 Debtor’'s name Gregor Insurance
Coordinates Patients’s list with their debtor List of registered transactions to this debtor Account Summary
(7] [ viEwpues |[ currentMonth |[  showan | BalanCe -270,00

specific invoices to the debtor, displaying the table under the "List of registered
transactions..." tab in the interface of the debtor.

When you display the list of transactions or claims to the debtor under the tabs, in
principle all transactions and claims will be displayed. Otherwise, use one of the filters
at the top of the interface to choose the display criteria.

The balance of the transactions not yet billed is displayed in the list of transactions as
well as in the account summary.

In the list of registered transactions, transactions not yet recorded in a claim to the
debtor (or not yet billed to the debtor) are identified by the words "To claim"; those
already claimed are identified by a claim number (or invoice number)

‘D P7 Debtorsname  Gregor Insurance
Coordinates Patients'’s list with their debtor List of registered trar tions to this debt Account Summary

@ [ viewbues [ cumentMonth | showan | Balance 270,00

Transactions Invoiced Amount to Mandate EAP Fi
N° Service Date For services to total pay % Claim N° Paid Payment Date Balance N° N°
F127 15-10-09 Riverside, Alice 90,00 90,00 To Claim -90,00 C29
F222 14-03-19 Lambford, Mavis 00,0% To Claim -90,00
F223 14-03-26 Lambford, Mavis Click on this column heading 100,0% To Claim -90,00
F126 16-02-26 Riverside, Alice to place the transactions to 100,0% 32 90,00 18-05-10 0,00 C29
F128 16-03-01 McPherson, June claim at the top of the list 100.0% 29 90,00 18-05-10 0,00 Cc23
F61 15-05-15 McPherson, June 100,0% 20 90,00 15-06-28 0,00 Cc23

| |
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2. Then use the button « Claim to this debtor».

The procedure displays an
interface to choose the dates
of the transactions that you
want to claim the debtor you.

By clicking on one or the other
blue arrows of different
choices, the procedure
displays in the ledger only
transactions not yet claimed to
the debtor that was displayed
at the start of the procedure.

It is also possible to make a claim using the "PAE File

Number" instead of the dates.

Clicking on the field displays a drop-down list.

Claim to this debtor

Record an invoice’s payment with
Claim N°

Record an invoice’s payment with
EAP File N°

Account Summary

Annual List of Claims

Choose only one of the following methods, then click on the arrow to continue

Select the month and year of transactions to request payment.

Month Year

Specify a period of transactions to request payment

Starting Date End Date

Enter the File N° of the SAME AEP to claim

EAP File N°

a A W N =
© 0 N O

Choose among all unrequested transactions

= CcANCEL

CONTINUE =

CONTINUE =

CONTINUE =

CONTINUE =

Enter the File N° of the SAME AEP to claim

EAP File N°
1 6
>
3 124578 8
4156987 9
5 16-852 10

25897
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18-05-10 000 C23 [N =
In order to remember the PAE file numbers to 15-06-28 000 C23 [_;] 1
be used during the claim procedure, we added 15-06-28 0,00 C23 E“E' T F‘"é R
a tool in the transaction list. 15°:06-28 000 €23 My e}

TO"UU™TU U, U0 CZT T

L_J‘ .
18-05-10 0.00 c23 m List of AEP mandate?

15- ~< 124578 |
15- Click on to view c23 | N°Y — - -

List of claims to debto
15-06- ] C23 N°|

3. In the next step, two method List of transactions to debtors

choices are available to you.
conis

Examine the transactions
displayed, and if all transactions

have to be included in the bill Debior

(claim) to the debtor, then you 5

can click the "All" button. L <« 1 gb . PT[2Z Gregorinsurance
L b o7 [2 Gregor insurance

2
3D b P7 @. Gregor Insurance

4+

By clicking on the button "All" , the procedure will be automatically closed and you will
be conducted rapidly in the debtor
interface.

List of transactions to debtors

If certain displayed transactions should not
be portion of the claim to the debtor that
you are about to print, you need to choose
the ones to be included in the claim to the
debtor.

Debtor

% € 1y </9 P7 [;f Gregor Insurance
You choose the transaction to claim to the N e« 2 & P7 [oZ Gregor insurance
debtor by checking the corresponding box [ T i
<+ 33 /3 P7 [= 2 Gregor Insurance
at the left of therow. L~ 7 =

After checking one by one the concerned transactions, click the "Continue" button at
the top of the interface.
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You can also cancel the current billing procedure by clicking the "Cancel" button (not
shown here).

In the next step of the procedure, the bill claimed to the debtor appear on the template
you chose for this debtor. You still have to print and ship.

Space is provided at the bottom of the invoice to be signed by you. The display in the
header of the invoice is dependent on your choices in the "Options" tab and under
"Printing / Container / Invoices " tab.

. Clinique Paix de I'Esprit

i Alain Barbeau M.A.

i Psychosociologue

: 1857 St-Laurent Montreal M7H 3M8
: Phone number : (514) 667-5775

: Fax number :

: License N° : Claim
: N°TPS: ) o

i N°TVQ: Invoice N° : 20
: alainbarbeau@basedpsy.com on 2015-05-05

Gregor Insurance

. Supplier N°: 223463475
5841 Boul Notre-Dame, Montréal, Qc, CA, J7M

T8R
EAP File N° : 124578
The therapeutic follow-up of that person
continues.
tE
m-%, Service Duration in % of Fees
Invoiced ﬂ -9 Date minutes billed Invoiced Balance
Autres frais
Individual Therapy 1:00 100% 90.00
Amount to pay 2015-05-15 90.00 0.00
Other Costs
Session 1:00 100% 90.00
Amount to pay 2015-05-22 90.00 0.00
Other Costs
Session 1:00 100% 90.00
Amount to pay 2015-05-29 90.00 0.00
Other Costs
Session 1:00 100% 90.00
Amount to pay 2015-06-05 90.00 0.00
Cumulative amount at 2017-06-06 360.00 0.00

e .

Alain Barbeau

Check payable to : Your name or your company name

2017-06-06 1
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20.6 Check the list of services claimed to the debtor.

If your printed claim to the debtor is not close to hand, you can always check which
transactions were included in the claim for payment to the debtor.

To do:
1- Go to the debtor section, see the table under the "Account Summary" tab.

N D P7 Debtor's name Gregor Insurance

Coordinates Patients’s list with their debtor List of registered transactions to this debtor Account Summary

0 List of invoices claimed to this debtor

Total of invoices produced to pay -90,00

Total of due transactions not yet invoiced to the debtor -270,00
Invoiced Balance on

]
",r
't' Claim N° Claim Date total Paid Payment Date the invoice EAP File N° VIEWD
ues
50  19-03-03 90,00 -90,00 16-852 ~
32 16-10-12 90,00 90,00  18-05-10 0,00 16-852 Current Month
()

- 29 16-10-10 90,00 90,00 18-05-10 0,00 124578
L. - 20 15-05-05 360,00 360,00 15-06-28 0,00 124578
2- Click the invoice-shapped icon in the row. L
i

3- A new interface will appear with the list of claimed services and other details. You may
also edit and reprint as needed.

P7 Claim Gregor Insurance
Balance on the Total balance of
Claim N° Claim Date Invoiced total Paid Payment Date invoice this payer
20 15-05-05 360,00 360,00 15-06-28 0,00 -90,00

List of operations included in this claim

B

v o€ N°®

o ] 3 Service Amount Payment Mandate-

Patient's name Invoiced service =% 5 Date invoiced Paid Date EAP File N° EAP

McPherson, June Thérapie individuelle D 15-05-15 90,00 90,00 15-06-28 124578 c23 ~
McPherson, June Thérapie individuelle D 15-05-22 90,00 90,00 15-06-28 124578 Cc23
McPherson, June Thérapie individuelle D 15-05-29 90,00 90,00 15-06-28 124578 c23
McPherson, June Thérapie individuelle I:‘ 15-06-05 90,00 90,00 15-06-28 124578 c23

Balance on the

invoice

Also included in the general ledger interface, a reminder Do e Claim
of the billed to a client services whose was claimed or not
claimed to a debtor in the column: Status of billing the

debtor. -90.00

-90.00 Already 21

-90.00 Already 27
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20.7 Record the receipt of a payment from an external debtor

Go to “Debtor” section
A hidden button allows you to view

directly the debtor of a client from the Invoiced to Invoice N°  Invoice Date |ﬁ$?cu:; gg;fsr "
"Notes" section by clicking on the name A e F2p | 14-03-19 90,00

of the debtor. It is located in the table QIZ;.- T .
. . . n IC ere to view e Ira-par ayer o e Invoice
under the tab "List of invoices...". S

But you can also use the button back- Debtor K* Sheppel Othe

shapped blue arrow.
Click here to view the third-party payer of the invoice

Or use the tool in the drop-down menu
of “Finance” at the top of interface.

Two methods are available.

Method by claim number

To record a payment from a debtor, you must display the summary account and click on the
cart-shapped button in row with the relevant invoice.

Coordinates Patients’s list with their debtor List of registered transactions to this debtor Account Summary
0 List of invoices claimed to this debtor Total of invoices produced to pay -90,00
Total of due transactions not yet invoiced to the debtor -270,00
Invoiced Balance on
Claim N° Claim Date total Paid Payment Date the invoice EAP File N° VIEW D
50  19-03-03 9000 (=] -90,00 16-852 ~ =2
32  16-10-12 90,00 N\ 90,00  18-05-10 0.00 16-852
29 16-10-10 90,00 To record the payment of an invoice 0,00 124578
20 15-05-05 360,00 36000  15-06-28 0,00 124578
. [=] 12 15-05-03 90,00 90,00 15-05-04 0,00 124578

The "Record an invoice's payment with Claim N°" button is only a reminder of this method.

of a debtor, you are led into an interface
designed to capture data on the mode of

Payment Date 2019/03/03
payment.
Cashing CHQ
It is important to fill 3 or 4 fields of this interface. . _
N° Cheque / Credit Card 57

Credit Card Name

But you can see that there is no field to contain
the amount of the payment made by the debtor. 4 canceL

CONTINUE =
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This is not necessary because the procedure will simply pay each of the client invoices that
have been charged to the debtor.

After entering the information on the payment method, you are led into the interface to record
payments on customer services that were charged to the debtor.

Pay attention to the following message because the procedure will be different depending on
the choice you make. The message asks if you prefer to choose transactions one by one to
manually record them as paid or if you prefer that all transactions found be automatically saved
as paid.

Do you want to choose which service has been paid for or that
the procedure does it automatically for all services included in
this claim?

If you click Automatic ",
the procedure automatically records the payment of all transactions included in the claim and
then redisplays the account summary.

ND P7 Debtor's name Gregor Insurance
Coordinates Patients’s list with their debtor List of registered transactions to this debtor Account Summary
9 List of invoices claimed to this debtor Total of invoices produced to pay -90,00
Total of due transactions not yet invoiced to the debtor -270,00
Invoiced Balance on
Claim N° Claim Date total Paid Payment Date the invoice EAP File N°
11 15-05-03 90,00 90,00 15-05-04 0,00 124578 ~
12 15-05-03 90,00 90,00 15-05-04 0,00 124578
29 16-10-10 90,00 90,00 18-05-10 0,00 124578
32 16-10-12 90,00 90,00 18-05-10 0,00 16-852
If you choose "Select", the @®
next step will show another
message reminding you of If all transactions displayed have to be paid, click the "All" button;

what you will need to do
later to record the
transactions as paid.

Otherwise, click “Pay" to the transactions to be paid.
Then click the blue arrow at the beginning of the row to return to
the debtor concerned.

' ;,'_ I

Then the procedure isolates the transactions included in the claim number that you have
previously identified, and you only have to choose which transactions you will use the "Pay"
tool to record the payment.
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When finished, click on the arrow to return to the relevant debtor section.

Payer

EAP File N° Invoiced tg ID Claim N°
Click on to pay each bill

7 e 1C] SH180578 Sheppel P8 48
2 e L———1l Ciick on arrow to go back P8 48
i A [oﬁ—gian to the Debtor interface ) - e

By clicking on "All", the payment procedure will write data in all payment transactions
displayed, and return you to the debtor's interface.

If you click the button "Pay" for each of the displayed transactions, only transactions selected
by you will be affected by the payment procedure.

The procedure enters the date of payment, the cashing kind, the number of the check and the
amount due in the amount paid.

If you entered payment transactions one by one, click on the blue arrow in the row to go to the
debtor account summary, or click on the "Origin" button to return to the Notes section and view
the notes of the client concerned, or a button on the header to go to the section of your choice.

Second method: By the EAP file number

Claim to this debtor

Record an invoice’s payment with
Claim N°

Record an invoice’s payment
with EAP File N°

The second method does not use an automatic procedure &
because it displays all transactions with the same EAP file G T
number, and so you will have to choose which transactions in Annual List of Claims

the claim has been paid by the

A window is dlsplayed in which 1- Write or choose the EAP file N° included 2- Set the mode of payment
you must enter the AEP File N° to e
Search for and the payment 156987 6 Payment Date 2019/03/03
method. ; Cashing cHa

9 N° Cheque / Credit Card

10

Credit Card Name

After entering the payment
method information, you are taken
to the interface to record the e LG
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payments on the customer services that were billed to the debtor.

A message reminds you of the e
next step.
If all transactions displayed have to be paid, click the
H : n u "All" button;
By clicking on "All", the payment
.procec!ure will enter paYme”t data Otherwise, click "Pay" to the transactions to be paid.
in all displayed transactions, and Then click the blue arrow at the beginning of the row to return to
will take you back to the debtor the debtor concerned.

interface. ﬁ

If you click the "Pay" button for
each of the transactions displayed,
only the transactions chosen by you will be affected by the payment procedure.

The procedure enters the date of payment, the method of payment (cashing), the number of the
check and enters the amount due in the amount paid.

If you have entered the payment of the transactions one by one, you click on the blue arrow at
the beginning of the line to return to the debtor's summary or click the "Origin" button to return
to the Notes section and display the notes of the customer concerned or click on a header
button to go to the section of your choice.

Pay

er
EAP File N° Invoiced tg ID
Click on to pay each bill

* 1 [:] SH180578 Sheppel
Te 2 Pe 48
9 <+ U Click on arrow to go back P8 48
) — to the Debtor interface

<+ 4 [ Origin ]L P8 Pay 48
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20.8 Correction's needs in claims (invoices) to debtors

20.8.1 Issue N° 1

A transaction is included in a claim to the debtor, but it is not charged to the correct
debtor, nor in the correct invoice number!

List of AEP mandates
Solution: Tasks List from EAP
Display the transaction in the Debtor Transaction List and: List of claims to debtors

See only transactions of debtors
..“Y'h

Print the list of debtors\-“/
transactions

Nahtar Claim

1. Select the transaction row in the list of ClaimN°  Record
transactions linked to a debtor and: Edit the
invoice number the debtor: click the Claim

Number and change it;

Click in field and
change the Claim N°

Already N
Already 21 ﬁ'( N
Already 22 [ ﬁ'( ] N

2. Edit the Payer ID No.: click in
the field of the payer ID, always D Debtor
keep the "P" in front of the 6 4 P7 2.5
number; 7 D b P7 @.\Gregor Insurance

8 b / P7 [Z_—f }e\\htlsurance

\—_.'

J Payer

Gregor Insurance

3. And then click the button to o [ 7 o]
- | Gregg .
adjust the name of the debtor to Clickinand [ After changing the Payor ID,
the payer ID. 10 change the Payer g’ Gregq  click on this tool to correct
11 ID 3 cssT! the debtor's name
4. View the account summary of 12 Z P6 [, cssT

the debtor and the tab named
"List of registered transactions to this debtor" to make sure that the change meets your
expectations.

5. If this did not solve the problem, then you can try again the solution 1 or use the solution
of the situation 2.
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2. Select the row of the

20.8.2 Issue N° 2

A transaction was charged to the bad debtor

Solution :

See list of transactions the debtor,

Debtor Claim

transaction in question, and
click the "Withdrawal" button;

Click this tool to remove
the transaction from the
claim to the debtor

List of AEP mandates ‘

Tasks List from EAP ‘

See only transactions of debtors
,S\"\\

Print the list of debtors\-"/

‘ List of claims to debtors ‘
‘ transactions

ClaimN°  Record N°

20 | N7 N102 |Withdrawal
(oo )

(c Al

Debtor Claim
Status

The status of the claim
changes after clicking on the _
"Withdrawal" tool. Already Claimed

Claim N° Record N°

To Claim

N101

Already Claimed

20 | N7 N102 |Withdrawal

Then, click the button Already Claimed

29 |\ N361 |Withdrawal

« Origin » to display the Notes
section where you charged the debtor.

Under the « Invoicing tab, and under the tab named:
List of invoices for this session », click the button to
display the invoice of your patient; You can also use
the "Finance" drop-down menu button to display
the invoice.

Balance
on the Absent
invoice patient

Invoiced to Invoice N° Invoicg
Gregor Insurance F72 15
P7

) N

To view and edit the invoice.
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5. There, use the button to delete the invoice;

6. Come back to the Invoicing tab in
the « Notes » section and make a
new transaction charged to the
correct debtor.

Page 232

<= Add one bill

== Delete this invoice
11l

Cancel a payment

2" Step
Client E‘ Lambford, Bert
Spouse E}‘ Mitchell, Joan
Couple E‘

Debtor

i‘ Sheppel
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20.9 Annual statement for debtor or Annual list of claims.

For debtors, only one model is available. The designation of the

tool is also more specific.

The procedure asks you to choose only

the reporting year.

And displays the result in preprint. The
list contains only the data concerning the

debtor in the foreground.

Claim to this debtor

Record an invoice’s payment with
Claim N°

Record an invoice’s payment with
EAP File N°

Account Summary

Annual List of Claims (.
|

LY
List of transactions with choice of
the month

0.0.0

Define the billing year for the report.

If you leave the field empty, all years will be included in the
report
Year

[2013 ]

ook |

BaseDPsy

Psychosociologue

Alain Barbeau M.A.

816 rue Cardinal, Saint-Eustache, QC, J7R 7B7
N° de Téléphone (514) 667-5775

N° de permis : 123456789

N° TPS : asdaowifoiowg1234

N°TVQ: 12342593405983467
ab@basedcomm.com

£

Statement
List of bills and payments

Grimson Insurances Inc P8
2354 Boul Maisonneuve, Montréal,
J7M 1M8
Invoiced
Supplier N° = AB-12-5698 Invoice N* total PSS TvVQ Paid Balance
74 450.00 § 450.00% 0.00%
Sub-Total for the year 2013 450.00 § 450.00 % 0.00%

Cumulative amount at 2014/01/17

45000 $ 450.00$ 0009
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20.10 List of transactions billed to debtor with choice of the month

This list, unlike the previous one, contains the transactions of
all debtors.

Claim to this debtor

Record an invoice’s payment with
Claim N°

Record an invoice’s payment with
EAP File N°

Account Summary

Annual List of Claims

List of transactions with choice
of the month

The procedure offers you to choose a year date and a month
of this year. Thus you can see in a single list all transactions
charged and paid to all your debtors in the same month of the year.

If you do not enter any date in the year PY
or month, the list will contain all your
transactions since you started using Choose a year only.
BaseDPSy' If you enter a Year without And if desired, the month of your choice by its number (eg 01,
the month number, you will have all the 02, etc).
transactions of the year. Year of invoicing
The list is sorted by year, month, and Month
debtor name.
The procedure also allows you to Cancel
export the list in Excel format.
Transactions list / Debtor
Amount Amount to
Debtor For services to Invoice N°  Invoice Date invoiced TPS va pay Paid Payment Date Balance
Totals 3,665.00 4.50 8.98 3,678.48 1,603.48 -2,075.00
2013 -90.00
CGécembre ... 5000
Assurance Coté -90.00
P2 Assurance Coté 09 Labonté, Michéle F190 13-12-10 90.00 90.00 -90.00
2014 -600.00
MAIS ... 18000
Gregor Insurance -180.00
P7 Gregor Insurance 84 Lambford, Mavis F222 14-03-19 90.00 90.00 -90.00
P7 Gregor Insurance 84 Lambford, Mavis F223 14-03-26 90.00 90.00 -90.00
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21. Registering your expenses

Saving expenditures is necessary if you want to generate your
annual financial statements with BaseDPsy.

This is a relatively easy step. After creating a new expense using
the button to do this, you enter the details of your invoice and
you click the "Save" button.

Once the expenditure recorded in the ledger, some changes on
the displayed buttons and notices remind you that it has already
been registered.

You will see by the presence of buttons to modify the list of
values of four fields. You will definitely want to use them to
customize budgetary and subcategories budget items.

Save
Update =

Update this expenditure

¥ New expense

Duplicate this invoice

* Delete this expense

Notes about this expenditure
Taxes’s calculator

Calculation of travel expenses

Saved
Update = 2018-05-14 19:19:14

Update this expenditure

Q 1- Registration Date 19-03-04
2- Choose in which budget heading you want enter the expense Furnishing
3- Enter the subcategory of your budget heading Premises
4- Enter the item (Name of it) Chairs

This expense is not recorded yet

The button, next to the item to enter the name of the supplier, the dealer of the item for which

you made the expense, let you add names to the list.

You can add the name immediately in the popup window, and complete vendor information

later. To display supplier in the supplier interface,

click the Provider ID N° in the row (N° start with a Chairs
"V"). Staple
1235647

We recommend that you always create a file for each
of your suppliers. This allows to not make a mistake
in the wording of their name and, therefore, to have
compilations on spend per supplier that are not

Item’s cost
Other taxed

TPS

To see supplier
section

divided into several wording of the same supplier.

If you want later change the content of a paid invoice, for example, you made a mistake in the
number of the check, you must use the tool "Update this expenditure" to copy the changes in

spending recorded in the Ledger.
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21.1 Register an account payable (Invoice due)

In the "Expenses" section, there are three dates that have different uses:

Reqistration date: this is the date on which you enter the expense information

Expected date of payment: this is the date of a future payment, later than the date on which
you entered the expense information, this is also the heading in which the dates of future
recurring expenses will be entered.

Actual date of payment: to use to enter the date of a payment that has taken place, because it
may happen that you register in BaseDPsy an expense that is already paid at the time of
registration.

1- Registration Date 19-03-04
wnpay
Paid amount
Due Amount -526,59
Expected date of payment 19-04-01
Actual date of payment

An account payable is a debt that you plan to clear at a later date and you want to have a
reminder. This is an expense that requires action on your part to make the payment.

In BaseDPsy the reminder of accounts payable is in the Item’s cost 458,00

form of a list that you will find in two places: either in the i

"Expenses"” section under the "List" tab, in the TPS 22,90

"Dashboard". ™va 45,69
Other untaxed

For an expense to be identified as an account payable in Total cost 526,59

BaseDPsy, you must not have entered an amount under Down payment

the heading "Amount paid" and you must have entered a Paid amount

date in the "Expected date of payment". Due Amount -526,59

By clicking on one of the field titles: "Expected date of Expected date of payment 19-04-01

payment" and "Actual date of payment" you will be able to Actual date of payment

enter in their respective field the registration date of the

expense.

| Expected date of pad/'rpent I

1
Actual date of pa\fr<1ent
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Payment provided by credit card

When you enter an expense that will be paid by credit card, you do not really need a reminder
to make the payment. In this case, it is preferable to enter the amount paid and the actual date
of payment, even if the payment date is later than the date the expense was entered. The
expense will not be in the list of accounts payable.

That's why, in the regular expense planning tools, you have a question "Is the payment

automatic? ". If you answer yes, the expense will not be included in the list of accounts
payable.

List of accounts payable

The list of accounts payable only shows expenses for which the "Amount Paid" does not equal
the "Amount Due". However, you can filter the list according to the "Scheduled Payment Date"
by year and month.

It also contains tools to quickly save the payment or to view the ledger.

Expenses Periodicity List

Analytical list List by category Accounts payable

9 X < ® The date is missing because when
Expected you recorded the expense, you did
Registration date of not enter the due date.
Date payment Supplier nce

1 15-05-08 15-06-05 Bureau en gros -332,28 .\_!. ; ~

2 15-05-08 15-06-29 Simpson Assurance Belair 6560 \W =2

3 18-05-22 18-05-25 Papier 2300 W =

4 19-03-04 Staple Chairs 52659 \W ==
If an account does not display the due date, "
the date has not been posted to the ledger. ' )
Make sure the date has been entered in the e G Accounts payable =4
"Expenses" section and then use the tool to payment Supplier Due Amount
update the expense. ! Staple -526.59 ||~

2 15-06-05 Bureau en gros -332,28

In the Dashboard, you also have a list with two S 150628 Simeson 6569
tabs: one to display the accounts payable for ¢ bRsEy SEEED vy

the current month and the other to display all
accounts payable.
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21.2 Periodic or recurring expenses

In the top of the interface, you observe the presence of 3 tabs. One called "Periodicity" allows
you to record in advance the recurrent expenditures.

For example, you want to avoid entering the monthly rent check for your office, especially since
you gave a series of dated checks to your landlord.

First you have to enter the details of the expenditure under the "Expenses" tab. This is why the
number of steps in "Periodicity" begins with "10", following those under the previous step.
Then you go under the "Periodicity" tab and choose one of the three available methods.

In the case of rent, you will probably choose the method "A" by registering for example,
January 1 for the date of the first payment, then 12 in the number of months to repeat the first
expenditure, if of course, you want to pay a full year ahead.

You can also click on the title of the step "10 - Enter the first payment date" to copy the date of
payment that you previously recorded under the "Expenses" tab.
And verify that the date in "The last payment will be on:" corresponds to the date you planned.

9 Planner of periodic Expenditure

Planification’s Choice

Plan A) Once a month, always on same day of the 10- Enter the first payment date

month, example: each «8» of the month
11- How many months to save the payment

The last payment will be on:

S 12- Automatic payment O Yes
O No 9

Then you click the "Save" button under the planning choices "A". When displaying the list of
expenses to the general ledger, you also find that 12 payments were added and the initial
check number was incremented by 1 for each monthly payment.

There has therefore a condition to increment the check number : the term used to describe the
method of payment must be one or other of the following wording: « CHQ », « Cheque »,

« Cheque », « Check ».

8- Payment method : CHQ =

Cheque N°, Bank Account N° or Internet Confirmation N° : 28

Each method has its own planning "Save" button, because each has a different loop procedure
for creating the expenditures.
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When you use the "Save" button in one of the planning formulas, you do not need to use the
"Save" button under the "Expenses" tab.

You can check the accuracy of the series of expenditures
recorded by clicking on the button named "List of

expenditures in the Ledger". The procedure will isolate all {5 R e D
expenditure recorded in the general ledger

‘= Accounts payable

' Show only the expenditures in the ledger
™ Print the list [T

If you then click on the word corresponding to the item of
your spending (purchased item), then, the 12 payments for
renting that you just created will be isolated from all other expenditures.

This is the advantage of displaying in the Ledger: it allows || ‘= Accounts payable
to isolate a series of expenses. — Laadlpaiies

‘= List with choice of dates

The list with date choice allows you to create a printable LRI :

. . . . - List of expenses recorded in the General Ledger
list that will contain only the expenses included between -
two dates of your choice

The list contains only the saved expenses.
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21.3 Calculators

You will find two tools that accelerate the calculation of

taxes or travel expenses.

The tax calculator is automatically displayed
when you attempt to enter the amount of the
expense.

In one or the other calculators, the "Insert"
button, copy the result of the calculation in the
sections of matching costs under the
"Expenses" tab.

Before using it, it is imperative that you have
created a new expense, otherwise the click on
inserting will have the effect of suppressing the
details of a expenditure already registered.

About the Tax Calculator, it is good to know
that you can insert the tax rates (entered in the
"Options" section) that apply by clicking: either
on the title of step 4, or on the name of one or
the other of the taxes.

The insertion rate works only if you have

first entered these rates in the relevant
fields in the "Options" section, under
"Finance" tab.

The particular usefulness of this

calculator is to find the tax amount of a
purchase when the bill does not explain
the proportion of costs related to taxes.

For travel spending, the title of the "Km"
can be changed to "Miles" by clicking.

Notes about this expenditure
& Taxes’s calculator
& Calculation of travel expenses
E Calculatrice de taxes ®
| 1- Indiquez le montant de votre 100.00 @
achat
2- Autre taxé
3- Indiquez si les taxes sont O Oui
H incluses dans le montant de @ Non
votre achat
4- Inscrire le taux de taxation TPS  5.00%
qui s'applique (0,0xx)
& ™va  9.98%
5- Résultats TPS 5.00
™vaQ 9.98
Total aprés taxes 114.98
n Insérer
N
@ Calculation of travel expenses ®
q
E Destination Montréal
Km 60 1
Rate 0.52
Travel expenses total 31.20
[ Insert

The rate must be entered in decimal. The

"insert" button inserts only the total costs
in the amount paid field.
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21.4 Expenses list under tabs

In the "Spending" section, displaying the "List" tab, you will find three sub tabs, respectively
entitled "List by category”, "Anlytical List" and “Accounts payable”.

The expenses shown in these lists are only those that you created in the "Spending" section.
When you record an expense, the process copy the information contained under the
"Expenses" tab in a new record in the "Ledger" section.

Expenses Periodicity List
Analytical list List by category Accounts payable
o Totals ‘ ] [ } ® ‘ Year v ‘
Spending Ledger )
Ledger

Registration Actual date Actual date
Year of payment Supplier Items Total billed Balance Total billed Balance of payment

1 2015 18-05-14 Stapple Lamp 83,18 0,00 83,18 0,00 18-05-14 | ~

2 2015 Simpson Assurances  Assurance Belair 76,00 -76,00 65,69 -65,69

3 2015 18-05-14 Moi-Méme Utilisation de ma voiture 67,50 0,00 67,50 0,00 18-05-14

4 2015 18-05-06 BaseDPsy Utilisation de BaseDPsy 60,00 0,00 60,00 0,00 18-05-06

—SeSt

Therefore, you have two buttons for the recording of expenses: either "Save" and "Update this
expenditure", plus another button to see the list of expenses recorded in the general ledger.

Save Saved 2019-03-04 16:37:22
Update = Update =
“> Update this expenditure “> Update this expenditure

Under the list tab in the "Spending"” section, so it's expenses created before registration in the
ledger that you can view.

For each of these two lists, the content can be sorted by clicking on any of the column
headings.
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21.4.1 List by category (Budget headings)

Under the « List by category » tab, the list display only the expenditures according to the
following two criteria: either the budget row and the year of the date of the expenditure.

The list of budget items can be edited directly in this section or by going to the "Options"
section.

By clicking on one of the expenses in the list, the details of the corresponding expense will be
displayed under the tab "Expenses" (Content).

On the "List by Category" tab, a table displays the list of expenses corresponding to an
identical term in the "Budget item" heading.

Periodicity List

Analytical list List by category Accounts payable
o Furnishing * v Year Y ®
oL
o . ‘ ey, fay .
Registration Date Supplier T4, 13y Accounting Item Items Amount

19-03-04 Staple Fumnishing Chairs 526,59 ~

When the filter items (Budget ltem, Year) are blank, all the expense forms created in the section
are visible in the list.

If you enter content in one or both fields, the list will only show the expenses that match those
criteria.

In addition, by clicking on a row of the table, you display the corresponding expense under the
"Expenses" tab.

Expenses Periodicity List
Analytical list List by category Accounts payable
0 Accounting Item " Year N ®
Registration Date Supplier Accounting Item Items Amount
18-05-22 Stapple Fournitures de bureau Papier 23,00 ~

15-05-08 Bureau en gros Fournitures de bureau Chaises 332,28
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21.4.2 Analytical List

The analytical list can be very long, by clicking on "Payment Date", the latest expenses will be
in top of the list.

The list displays two sections: the dark information on spending are from the "Expenses"
section, and the other information displayed in gray color are from the "Ledger" section.

If there is a difference between the total ledger invoice and the Expenses total, the color of the
different total will be fuchsia color. Same color, if the payment date differs

Expenses Periodicity List
Analytical list List by category Accounts payable
(7 Totals | 116855 | | 1158,24 | X Year | v
Spendil Led (
pending edger o

Registration  Actual date Actual date
Year of payment Supplier Items Total billed Balance Total billed Balance of payment

12015  18-05-14  Stapple Lamp 83,18 0,00 ‘ 83,18 0,00 18-05-14 ‘ ~

2 2015 Simpson Assurances  Assurance Belair 76,00 -76,00 ‘ 65,69 -65,69 ‘

3 2015  18-05-14  Moi-Méme Utiisation de ma voiture 67,50 000 67,50 0,00 18-05-14 |
4 2015 18-05-06 BaseDPsy Utilisation de BaseDPsy 60,00 0,00 ‘ 60,00 0,00 18-05-06 ‘

Another gap index between the two sections is a difference between the totals of billed
expenses. If the Ledger total is greater than the total of "Expenses"”, this means that you have
cleared an invoice in the expense section that is still present in the General Ledger section. It's

the Big Book data that counts in your financial reports.

Expenses Periodicity List
Analytical list List by category Accounts payable

o s o e e e e e e e e e e e e —

J ( 1) o
[2) D romts [ 1tesss | | 118824 | Q[ ver v

\ Spending Ledger J (

- Ledger

Registration  Actual date ENESHECHECHIRIH RIS . Actual date
Year of payment Supplier Items Total billed Balance Total billed Balance of payment
12015  18-05-14  Stapple Lamp 83,18 o,oo‘ 83,18 0,00 18—05-14"\

The presence of these two sections will allow you to check the consistency between recorded
in the Ledger information and those created in the "Expenses" section.

For example, it may happen that we forget to record an expense, in which case the fields that
reproduce the information recorded in the general ledger will remain empty here.

It may also happen that you change an expense after recording. In this case, if you forget to
use the "Update this expenditure" button, there will be a discrepancy between the figures of the
expenditure in this section and the figures of expenditure in the Ledger.

As your financial reports are produced with the information included in the Ledger, it is
important that the consistency between the two sections are maintained.
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Since the list can display a large number of items over time, a tool saves you from looking for
gaps, just click on the tool with a sort icon to display only items with a difference between the
"Expenses" section and the General Ledger.

Quick Search

® Year 5 %

|

Ledger  cjick alternately to view all expenses
3 Total billed Balance ©F
only those of the General Ledger that differ -
DO 83,18 0,d . .
from those in the expense section
DO 65,69 -65,69 [

T
' | 7] Duplicate this invoice

To save you time, you do not need to go under the "Expenses" tab to update, ie copy the
changes of the expenditure section in the Ledger. Click on the amount field showing a gap to
update the expenditure in the Ledger.

QuicH
R ver |~ L™
Ledger
Actual date
Total billed Balance of payment
P 83,18 0,00 18-05-14 | ~ + New expense
P .82 - i£2.69 || Duplicate this i
:] 67750 U nnn 19 NK_ 414 | il .
First modify the expanditure and click here to ‘P
p 60,00  ypdate it. L
b 506,59  BY clicking here, you change the datain the  th
General Ledger I
B 332,28 =55Z,25 l o ""‘"1

If you click on a field of the sections displaying the information in the spending section, the
details of this expenditure will be shown in the foreground.

Registration Actual date Actual date
Year of payment Supplier Items Total billed Balance Total billed Balance of payment

1 2015 18-05-14  Stapple Lamp 83,18 0,00 83,18 0,00 18-05-14

2 2015 Simpson Assurances Assuragge Belair 76,00 -76,00 65,69 -65,69

N\
3 2015 18-05-14 Moi-Méme Utilisati ~,." = o T — 67,50 0,00 18-05-14
Click to show the corresponding expenditure
4 2015 18-05-06  BaseDPsy Utilisation de BaseDPsy 60,00 0,00 | 60,00 0,00 18-05-06
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22.

Financial Reports

The financial report section allows you to generate statistics on revenues and expenses of your
professional practice. Account statements and invoices to customers are not included in this
section, since the tools to produce them are already present in other sections of BaseDPsy.

In the section of financial reporting, there are 25 different tools which allow you to produce
tables on your finances, plus 8 other tools to visualize in graphical mode, if and only if you use
FileMaker Pro or FileMaker Go to run BaseDPsy.

In this section you will find the tools to know:

The total of your annual expenses by budget items or otherwise;

The annual totals collected and paid taxes;

The total of your income using different criteria (date, year, month, location, employer,
etc.)

Your annual results.

Financial Reports

Explanations on tools

Account statement or annual report customized

For statements and the annual report of client payments or third-party payers, see the interface:
"data" or "debtor"

In general, unless otherwise expressly stated, all financial reports are based on the invoice date.
Therefore, we recommend that you always write the date of the service as the billing date, if possible

Tools

E Produces a "compilation of data" style report
©®  based on billing date

S For a report producted related to service date

@ Produces a graphical report

Charts are available (visible) only if you use
Filemaker Pro or Filemaker Go (iPad) to open
PsyTablet
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22.1 Annual Results

For the annual balance or the financial results of the year,

two tools are available:

1- Start printing procedure of Annual Balance
Sheet (N° 17) in the section of financial reports
(Menu/ Financial Reports);

2- Show only transactions of the same year in the

Ledger.

Annual Balance Sheet

Finance Section j

Debtor

List of claims to debtors

List of AEP mandates

Spending

Accounts payable

Supplier

)
]
]
Tasks List from EAP ]
]
]
]
|

Ledger

]

Displays a list of tools to produce reports on
your expenses and income.

Make sure your billing dates are in the same financial year as the dates of services.

The last three tools of the list offer you three ways to view your annual results.

One draws a statement showing
a column for income and a
column for expenses, ordered
according to your budget items.

This table is displayed after you
have chosen the year or period
that interests you.

With BaseDPsy operating alone
(that is to say with Runtime) on
a computer, the picture appears
in "Preview" mode; with
FileMaker Go on iPad, the
preview mode is not possible,
the interface is displayed in
"Browse" mode.

Annual Qutcomes from Clinical Services on 2015
Taxes are not included in these totals
Income Expenses Profit
Individual Therapy 180.00
Report 150.00
Session 360.00
Total Income 690.00
Formation 60.00
Furniture 357.00
Rent payment 58.00
Travel Expenses 67.50
Total Spending 542.50
Totals 690.00 542.50 147.50

With the iPad, you must click "Continue" to see the next step, which is printing, and then
return to the section "Financial Reports". If you cancel printing and the following of the
procedure, a button allows you to return to "Menu" of BaseDPsy. The tool at footer of iPad
allows you to choose the interface back.
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Transactions sorted by year in the Ledger

The other method is to use the ledger to see the annual balance.

1- View ledger;
2- Click "Show all*; Restrict the display
3- Click the tool in « Specific Tools » to sort by date of

invoice;

4- Click on the year you are interested to isolate 7 Bt
transactions of the selected year. i

Monthly Incomes
Monthly Expenses

F225 Chairs

Monthly Incomes

Origin 180 CIA 1 27 Marinsky, Olga F212 Group Therapy
180 CIA 1 30  Lambford, Bert F213 Group Therapy
Origin 180 CIA 1 37  Mardeco, Ghislain F214 Group Therapy
Outcomes
+ o
In the header of the ledger, two summaries are available : e
e the balance of the fiscal year: total revenue minus R
total expenses, and this result will be referred to as —
gain or loss depending on the positive or negative
sign of the balance. "Date. ! Fiea e
e The difference between the invoiced amounts and Total of "“’°‘°°s
the amounts collected. But do not forget that the
amounts invoiced included expenses (which are also ivoloa %ol Foes ity |
bills paid by you). This summary is not valid as the
annual balance sheet. It is true that if you isolate a Total of invoices
client's income; or if you hide (ignore)
expenditure. Position Active  Relationship

If you do not isolate the transactions of a particular
year before consulting this balance, the result will

always be indicated for all displayed transactions. b i individual [
Both balances still vary depending on the displayed b %] o Individual (
transactions. N
B < Ignore and hide this transaction [
g -
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Selective Display

After several years of using BaseDPsy, the total of transactions recorded in the general ledger
can easily reach several thousand transactions, making it more difficult to read.

In addition, you do not necessarily need to see all transactions at each opening of the General
Ledger, which is why we have added an option that allows you to control the length of the
transactions displayed. This option is found in the "Options" section under the "Finance" tab.

Ledger
O Last 3 months

O Last 6 months
@ The current year

O showAll

You can restrict the display of financial data according to one of the three following criteria

But without any choice, when viewing the ledger, all transactions will be visible

Four options are available: a) no choice means that all transactions will be displayed; (B)

transactions during the last three months; C) those of the last 6
months, d) those of the current year.

"Last months" means the most recent months.

The display of the General Ledger is now conditioned by one of these
four options. Sort by date of invoice

In addition, to avoid strolling between
the General Ledger section and the ®
"Options" section to change the
criteria, we have added this option to
the "Specific Tools" in the General
Ledger.

Choose the number of months you wish to view

The tool name is « Restrict the display».

When you click on it, it displays a dialog box asking you how many months you want to display.

Outcomes

Clicking on the "Show All" tool opens a + income
dialog box asking you whether you — Expenses 458.00
want to display everything or apply your ©

[
. . ""*7
usual criteria. B N

Show all or restrict according to your pre-established criteria in
the options?

Restrict
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View revenues or expenses

Restrict the display Restrict the display

Sort by date of invoice Sort by date of invoice

Sort by service date Sort by service date

Two new tools have been added in "Specific
Tools", one for displaying only revenue and the
other for expenses only. But each procedure
allows you to display the year of your choice.

Unpaid Transactions Unpaid Transactions

Incomes only by year

Expenditures only per 1 l I
year B3
We also added information in the monthly . ' . '
. . Print Print
totals line when you chose to sort transactions
by billing date or service date. 1 Table Table

Export to Excel Format

You will now see the monthly sub-total of the s mdd e il

amounts invoiced and of each tax.

Invoice % of Fees Amount
Date billed invoiced Other Costs

octobre 2018

18-10-15 75.00

Autres frais

18-10-08 75.00 18-10-08 100% 75.00 Autres frais

Autres frais

18-10-01 75.00
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22.2 Monthly statement

There are three methods to obtain monthly statistics about your income or transactions with
your clients.

The first one is to use the button : « To print the current statement».

This tool is available in the « Account Summary » in "Notes" section and in the "Data Client"
section. The result is fast when you first display the client concerned before use. The
procedure will ask you for what month and year and other details, then will display all
transactions charged to the client, identifying the person to whom the service was billed.

Steps
Account Summary ®
Detailed list of clients
Account Summary of Pafin, Jean K
List by category
Session total 8 ', Forms Collection
)
Fee 120,00 ,
* p Account Summary k
To print the current P
Total billed 40,00 stat:ment List of AEP mandates
Total paid 40,00 Tasks List from EAP
_ Annual Receipt for
Total owed 0,00 Invoices to the Client Current Day Invoicing and Collection

The second method allows you to further refine your search. Go to the "Financial Reports"
section, then use the "Monthly report on invoiced services" button.

Tools Income

Spending

R-1 Current Day Invoicing and Collection N
Eo (2]
R-2 Monthly report on invoiced services with E s o Examples see an illustration of
many options 8 each option.

One of the buttons produces a report based on the invoice date, the other depending on the
date of service invoiced.

To avoid different results, we recommend that you always write the date of service as invoicing
date to the customer.

This tool allows you to view the transactions of the month with or without a filter.

If you click on the first "Continue" leaving empty additional choice of "Date" and "Year" button,
the report will then show all transactions for services.

Otherwise, many filters are available: like by category of service, according to the service
recipient, (or group therapy), or who paid the service, etc..

A tool is also available to let you know the meanings of the filters.
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The third method is to use the "Ledger" and isolate the monthly transactions that interest you,
then click on the "Print" button in the header of the Ledger. This option allows you the precision
you could wish for. However, printed details are more numerous and require several pages,
depending on your choices before printing.
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Software setting
23. Contents of the BasePDsy folder

With Windows, the folder containing BaseDPsy is installed in the "Documents” directory, in
order to prevent it from being transformed into an "unmodifiable" file by the operating system.
With MacOS, the folder is installed in the "Application" directory.

The folder contains: Runtime 18, PsyTablet and extensions; in a computer with MacOS the
extensions are grouped in a folder, while on Windows the extensions are in the same folder as
the application and end with ".dll".

The names of the different elements change according to the format: a letter is added: "R" for
the format without agenda; "C" for the format with agenda.

The folder contains an "application" named "Runtime 18"; this application is provided by
FileMaker, an application with reduced functions of the native FileMaker Pro application.
FileMaker no longer updates the Runtime since version 18, i.e. since 2020.

You can therefore replace the Runtime by the parent application: Claris Filemaker 19

The folder also contains a file designed to hold your data and containing the specific
programming of the functions used to manage your files and finances. It is called "PsyTablet".

The name of the file always starts with "PsyTablet" but ends differently depending on the
version and format used.

[ NON ) < BaseDPsy C 10.0 1
Dossier partagé avec Partage de fichiers

® AirDro g menames - )

© ? T BaseDPsy C 9.8 > | Extensions

2. Applications @8 BaseDPsy C 10.0 5 PsyTablet_XC.fmp12

K Utilitaires 7 BaseDPsy R 10.0 > & Runtime 18

=N 8i BBEdit
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24. Tools to manage BaseDPsy

BaseDPsy offers a set of tools to manage or repair the software.

Some are in the drop down menu or in the header "Help" menu, such as links that allow you to
go on the website or write to BaseDPsy.

Be assured also that we respond to all emails within a period of very fast time.

| Help | 6% 004 -

Search | o l BASEDPSY I

User's Manuals
Tools Admin 7 Menu
About BaseDPsyC

{} Options Preferences

Send a comment to BaseDPsy by email .
Go to the Web site of BaseDPsy L el 3

Keyboard Shortcuts Hleadeciooe i

Download “Acrobat Adobe Reader” User's Manuals

About BaseDPsy

Go to the Web site of
BaseDPsy

Send a comment to
BaseDPsy by email
Y Y ol 0 W

The user manual is on the website in PDF format. By clicking on the tool in BaseDPsy, it will
open the web page containing the user manual. The user manual on the website is kept up to
date. So all the improvements that require a description are there. As it is a PDF document you
can also save it on your desktop from the website using the browser submenu: "Save as ..."
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24.1 The Confidentiality of Your Data

When you open BaseDPsy for the first time, you are prompted to enter an account name and
password.

Open "PsyTablet_9C"
But these access codes are the
ones that anyone gets by default

since they correspond to the Sign in to open "PsyTablet_9C".
access codes for a free trial for 15
days. Account Name: Essai

Password: | eeee ‘

The opening is done with a dialog
box that offers you the choice ? Nl Sionin |
between the demo version or the

licensed version.

When you purchase BaseDPsy, you _
then choose "License", but only after ® Choice
receiving the license number by

. . G S
separate email from the purchase. You want to enter a License N° or use the demo version?

Before clicking "License", make sure you have the license number

The first consequence of this choice that was emailed by BaseDPsy after puchase.
is to disable the Demo version.
After clicking on "License", it is no Because clicking "License" you will disable access to software with

Ionger possible to open BaseDPsy the codes of the Demo Version.

with the access codes of the demo
version.

And the procedure is followed by the Cancel Demo | License |

need for you to create custom
access codes followed by a closing and reopening of BaseDPsy with these custom codes.

So you only know those access codes.

All you have to do is protect your computer and its access to completely secure the
confidentiality of your data.
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24.2 Customizing BaseDPsy

24.2.1 Customized access codes

Setting the account name when opening BaseDPsy

The first customization that you have to do is to set access codes: an account name and a
password only known to you.

Open "PsyTablet_XC"

Sign in to open "PsyTablet_XC".

Account Name: Alain Barbeau

Password: “ |

? Cancel m

At the opening, BaseDPsy enter already in the "Account peeres o

) Edit | V Insert Records N3
Name" the "User Name" that you set in your computer al File 'ew ‘ s éwr =
operating system. itE e LTI I

If the account name you have chosen is different from the
user name set in the settings of your computer, this might
annoy you in the long run, to always have to rewrite the Copy Ctrl+C
account name. Paste Ctrl+

For example suppose you have written "Coco" as the
account name when creating access codes. To avoid Format X

always having to replace "Alain Barbeau" (your username) ' '
by "Coco" each time you open BaseDPsy, you must

display the dialog box "Preferences" from BaseDPsy. ' Find/Replace ,
L : : . Spelling X
This dialog box is under the header "Edit" menu in , :
Windows, and under the menu heading "BaseDPsy" with Object »
MacOS. ,

Preferences...

feye——1A

SO
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BaseDPsy File Edit
Preferences... A 8,
Services B
Hide BaseDPsy #H
Hide Others X #H
Quit BaseDPsy #Q

In the dialog box, on MacOS, you select

« Other » instead of the « System » (Name) and
you write in « Other » the account name that you
have defined as personalized access code. For
example, Coco.

Preferences
Memory  Plug-Ins  Fonts

User Interface Options

Allow drag and drop text selection
Reset dialog sizes and positions: Reset

User Name

System: “Alain Barbeau”

© Other Cocd

cancel (I

On Windows, you enter the customized account name in the field named « User name ».

So now, every time you open BaseDPsy, the
account name will contain the name you chose
when setting access codes.

However, since the header menus are hidden by
default on Windows, we added a tool to display
them in the "Options" section under the
"General" tab.

For use on the Windows
platform

[ Header menu

As it may happen that you forget where to find the dialog box to
change the account name to the opening, we added a tool in the

"Options" section under the "General" tab.

Preferences u

General | Memory | Plug-ns | Fonts

User Interface Options
Allow drag and drop text selection

[C]Enlarge window contents to improve readability

Reset dialog sizes and positions: Reset

User name: | Coco|

User Interface Language: = English v
Font smoothing style: Dark v
Carc

the opening

To change the user name at

App preferences.
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Change custom access codes

After having set custom access codes when listing
your License number, you want to change them.

See the "Admin Tools"

And use the following tool:
1. Delete the customized access codes

After deleting your personal codes, you are prompted
to immediately create personalized access codes.

Change the password only

Software Setting
Date of last backup : 2018-05-26

[ {:} Options Preferences ]

|

"]
Displays special tools to access BaseDPsy and

the user manual, or modifying your database.
[- user's Manuals

Vs

[ Delete the customized access codes ]

—

[ Create new customized access codes

Some users BaseDPsy realize after several days of work with BaseDPsy, that they created too
complicated an access code or too simple, or for any other reason they want to change it.

Then, you have only to display the Tools Admin
section and to use the button for this purpose.

Forgotten access codes

Change the customized access password

If you have forgotten your access codes, or if for some reason your access codes do not work,
there is only one possible solution: that | connect to your computer remotely, and | open your
BaseDPsy with my own codes, and allows you to restore your own.

Costs may apply to my support remotely.
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24.2.2 Customized access codes for secretary

Creation of access privileges with a secretary profile that maintains the confidentiality of the
data, prohibiting the possibility of reading the follow-up notes;

Go to the "Admin Tools" section; The tools are located under the tools to create custom codes
for the holder of a BaseDPsy license.

When a secretary account is created, the person holding this position can open BaseDPsy with
its own codes instead of using the codes of her boss, and she can create new sessions and
invoices or receipts, but she cannot see the content of clinical writing.

’ Create new customized access codes ]

[ Re-Create Clients Lists

Create access codes with Secretary Profile

Delete access codes with Secretary Profile

[ Recreate the first session

{

Once created, a new tool is available, in order to re-open with the account of the secretary
whose name is associated with the new codes. This avoids having to close BaseDPsy to
reconnect.

We have also added another tool, which allows the licensed professional to reconnect with his
own account and thus have access to his notes and clinical content.

Create new customized access codes

. Create access codes with Secretary Profile
Reconnect with the account = ab

~
.

Creat%\&and&w&ha.namaq profile
for lin

=

Reconnecting tool for = &Q
Re-Q ;
| the psychologist p| Reconnecting tool for |ary profile
Recreate the Tirst session the secretary
[ )

Access codes created with a "secretary" profile allow you to create or delete folders, follow-up
notes, reports and messages;

But the secretary account holder cannot read or print the following content: The application,
service agreement, anamnesis, follow-up notes, personal notes and theoretical reflections,
reports.
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24.2.3 Default opening page

Added an option to choose the section displayed when the software on launching;

Go to the "Options" section, "General" and "launching" tab.

Options

Printing Writing List

Launching

At the opening, the software will open on the
section of your choice on

Section @ Menu

Default Opening Page

Calendar O Day

Finance

Date and duration Files & N° additional

At the opening, the calendar will open

General International

Time & Availability

If you use the Calendar version,
you can also set the work
schedule displayed in the
calendar.

(O Dashboard (® Week Your schedule choices
- are reflected in the
O Files & Requests (O Month e
O Data Client O Year
O Notes O Place
(O About BaseDPsy O crid
Availability - Time ®
Your schedule choices are reflected in the agenda
Availability
| will be absent from the
| will be back on Days

7 Saturday

Time Check the available days and enter the hours
Available Days Time Start Time End
o . This choice has priority over

BRI i = 8:00 | ihe start times below.
2 Monday X 10:00 16:00
3 Tuesday X 8:00 16:00
4 Wednesday X 12:00 20:00
5 Thursday X 8:00 16:00
6 Friday X 8:00 12:00
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24.2.4 Information about your profession and practice locations

Although BaseDPsy layout cannot be as flexible as you use a word processor, it is possible to
choose the information you'll enter your letterheads, reports, account status and receipts.

Display the "Options Preferences" section and display the Software Setting
contents of the tab "Printing". Date of last backiip

il

[ Tools Admin

In this same tab, there is several sub tabs that will allow you to
choose what content you want to print.

l About BaseDPsy

The only choice that BaseDPsy cannot offer you is the location and shape of the characters.
But you can choose from a font of 9pt or 11pt for the text of writing notes and reports when
printing.

Ordre des psychologues du Québec

Choice of profession displayed on invoices and Notes

Since the profession's recognition of "Psychotherapists” by Bill 21, many professionals, whose
first diploma is not in psychology, exercises that work.

But even more, some professionals have several professional titles and offer varied services. So
it was increasingly common for professionals asking me to choose the profession that would be
displayed on receipts, bills or even the reports.

This is somewhat understandable that a social worker, for example, wants to identify differently
professional title when invoice massage therapy. Similarly, for psychoeducator sometimes
offering of services sexologist, sometimes psychotherapists services, and sometimes the
education consultant services.

So, we added a first option to choose if you need this procedure to choose which profession
you want to appear on the bill.

These choices are available in the "Options" section under the tab « Printing / Contents /
Profession »

Three fields allow you to enter three different professions as well as the associations or
professional orders concerned.
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If you are registering a single profession, we recommend that you use the first line to enter it, in
order to ensure the proper functioning of the underlying procedures.

Options Printing Finance General International

Contents Container

Profession Electronic Signature Clinic & Logos

Pression displayed in signatrues, receipts and letterheads

It is best not to change the format (color and size of the font) of this information to ensure their display in the signatures, headers
and receipts

1 Psychologist Ph. D. ) L .
The title and the abbreviations of your professional

2  Professionnal Title Abbreviatio diploma (short name of diploma) are systematicaly
added to the follow up notes

3 Professionnal Title Abbreviatio

required
1 Ordre des psychologues du Québec OoPQ 12345678
2 The college of Psychologists of Ontario CPO 90258741
3 Associations and professional orders of which you are a member Acronym License N°

Then you must choose one of three options that will determine the information that will be
added to your follow-up notes when signing.

Compulsory choice
@ The only first profession will be added to my signature of the follow-up notes
O The first two professions will be added to my signature of the follow-up notes

O | will have the choice of the profession to add when signing my follow-up notes

You must save to make this choice effective

[ Save ]

At each data modification of your professional identity, you must click "Save".

The acronym (s) are "Mandatory" because not only will they be used to identify your Practice
Permit #, but they will also serve as a button for choosing the profession to display on your
notes and invoices, if you have chosen the third option "I will have the choice of the profession

This is the dialog box that appears

when you print a follow-up note, if Choosing which profession should be displayed in the header and
you chose the third option. associated with your signature by choosing the corresponding
acronym

The name of the buttons
corresponds to the names you have

entered under the heading
"Acronym". OTSTCFQ OSCA oPQ
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The procedure is activated for printing notes and for the signing the summaries of the session,
so you will also have the choice to sign your intervention's abstracts differently.

However, note that the header is changed only if you print, and after ordering the printing, in

order to minimize the slowdown of navigation in BaseDPsy. For thus, the procedure is not
started as long as you do not start to print.

Place of Pratice (Workplace)

Under the next tab "Address", you are invited to enter your various professional workplaces.
Again, three places with civic (physical) addresses are available as well as three virtual locations
(Skype, FaceTime, other).

If you have multiple practice locations. Enter all addresses, but check which should
appear on your reports and receipts during the impression.

Clinic's Site
Enter the address of O 1 Medical Center 1857 St-Laurent Montreal M7H 3M8
your places of practice
(clinics). 2 Clinic Hudson 256 Ave Hudson Laval N5J 3B9
Check one!
O 3 Home Office 816 Cardinal St-Eustache J7R 7B7
Site without address = Add FaceTime ] [ Add Skype

After each change of an address, click this button to update the list of locations in other
sections of BaseDPsy.

It is important to click on the list update tool whenever you change the content.

After each change of an address, click this button to update the list of locations in other
sections of BaseDPsy.

The information entered in these sections will be reused in several sections: in the "Files &
Request" section under the "Agreement" tab, whenever you indicate the place of practice
where you meet your client, the address will be automatically associated with the place of
practice. The drop-down list of places of practice will also contain these three places, if you
have more than one.

. . . . . linic Hud
In the Notes section, this information is inserted automatically when Clinic Hudson

the session is created, if the information was entered in the At client home D
agreement at the time the file was created. 256 Ave Hudson, Laval, ';g;

If they are not, you can enter them manually in the empty fields.
By clicking on the "Location of the meeting", you will see that it
contains the list of places of practice that you have created in the "Options" section.

If you choose one of the practice locations from the list, the address will automatically be
inserted in the adjacent field.
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We also added a fourth field and buttons to add places or methods to the list.

Site without address = [ Add FaceTime ] [ Add Skype ]

If it is at the client's home.

Check the "At client home" box with an "X". At client home
By checking the list of places of practice is automatically modified by At client home
adding : "At client home" and the address of the client is automatically 2358 Boul des Erables,
inserted in the place of appointment Montréal, Québec, Canada,

Note: If you import your data from version 7 or less

After importing a previous version, however, all the notes will have lost their place of
appointment because the places of practice are no longer defined in the same way, and the
places of appointment are now directly linked to the spelling of places of practice.

However, if the places of practice defined after the import have the same names as those
recorded in Notes, the places of appointment will also be present.
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Sending email by smtp

Unless you use a browser (eg Safari, Firefox) to receive and send e-mail, the Internet
connection may vary depending on where you are physically located. So the connection to the

email service goes through an "outgoing server" that can vary from one place to another. The
outgoing server is an "SMTP" address.

It is advantageous to use the SMTP address: BaseDPsy directly sends the email instead of

going through your email software, it is faster and the procedure is also programmed in general
to send you a true copy.

As there is a possibility of 3 SMTP addresses, the one that is "active" will be used, and the one
that will be active is determined by your choice of one of the three addresses of the places of

practice. By ticking the practice area N ° 1, the SMTP address in the N ° 1 heading will become
active.

appear on your reports and receipts durnng the impression.
Clinic's Site
Enter the addressof (") 1 Medical Center 1857 St-Laurent Montreal M7H 4
your places of practice
(clinics). 2 Clinic Hudson 256 Ave Hudson Laval N5J 3
Check one! 2
O‘. 3 Home Office 816 Cardinal St-Eustache J7R7
.
.
’, Site without address = [ Add FaceTime ] [ Add Skype
.
5
.
| ]
1

After each change of an address, click this button to update the list of locations in other
sections of BaseDPsy.

SMTP
Your outgoing SMTP server 14

corresponding to each
practice location

smtp.gmail.com
2 smtp.videotron.ca T2,
3 smtpl.symaptico.ca

L4
Active  smtp.videotron.ca &£

405 B

If you do not enter any smtp addresses, the active smtp remains empty. And when the active

field of SMTP is empty, when you click on a tool to send an email, the procedure will
automatically go through your email software.

Conversely, as soon as an SMTP server address is active, BaseDPsy will first use smtp.

In the illustration above, you can see that numbers next to smtp server addresses indicate
where each local address matches each smtp address.

The active smtp is changed each time you change the check mark next to the place of practice.

See Chapter 7 on sending messages for SMTP server settings.
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24.2.5 Frameworks : Adapting structures writing to your personal style

It is possible to insert in BaseDPsy the text structures you usually use to write your notes,

evaluation reports, and your histories.

In the « Options Preferences » section under the "Writing" tab, you'll find tools that allow you to

define many writing frameworks.

Options Printing Writing List Finance

General International

You can create as many frameworks as

you like. Prefix

Always give a title and indicate the 1 @ N
section to which you will use the Q Anamnése Couple
framework 2 5 Anamnése Famille

3 2 Anamnése Individu - Adulte
Click on the title of the framework or on 4 B anamncselndividyentan
the icon in the list, to edit it. 5 @» Demande
Click column headings to sort. 6 E Notes Canevas A

7 Notes Canevas B

8 Notes for couple

9 Notes for individual

[ Insert examples of frameworks ]

=
©

Frameworks

Add a framework = 9

View only the frameworks of this section =

View all frameworks = T .’

Section

>

Anamnése
Anamnése
Anamnése
Anamnése
Demande
Notes
Notes

Notes

0)(0] 0J0I0/[0]0)O)0,

Notes

Frameworks insertion is available in all sections where you write. Since the frameworks are
usually specialized according to the service rendered, each canvas is therefore associated with
a particular section. So when you create a frameworks, you must also indicate to which section

it is intended.

The "Insert examples of frameworks" tool allows you to add a dozen predefined templates that

you can modify and customize.

Prefix
Any framework can be edited or
deleted
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Demande

To view and modify the
contents of a canvas

To delete a canvas

Section

>
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Anamnése

auons
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To add a new framework, click on the “+” tool.

View only the frameworks of this section =

Frameworks

Add a framework = 9

R

View all frameworks =

'
¢
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To define a framework, a floating window is displayed with the tools to modify the text. You can
expand the floating window to view all text editing tools.

All content will be editable
in form, color, font, size,
tabs, and so on.

To display the text editing tools, you must scroll down the
"View" header menu and choose "Formatting Bar".

Then you need to expand the
floating window to show all the | (icivetica Newe 5) (Regular 3) (ipt <) NI B/U

text editing tools.

All the content will be editable
in terms of shape, style, color,

font, size, etc.

() () Canevas of

[ Helvetica Neue 2 ) [ Normal ) (Mpt ) N
100 200

-

Frameworks

BASEDPSY

[ Notes for individual

Observations

Interventions

File Edit - Insert Records N
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24.2.6 Customize the content of the dropdown lists

BaseDPsy has several fields containing a list of
values that drops down by clicking in the field.
These predefined value lists are designed to Couple Therapy
speed up your data entry. 57 of these value Behaviorale Therapy
lists are editable.

Clinic Hudson

05 to 12 month:

_G

To change the content of a list, you display the
"List" tab in the " Options Preferences "

Tool to modify the values included in
the drop-down list

section, or you click the icon next the field in
the other interfaces

@.
o

All lists of values
and subject headings, editable

Lists of values and labels sections are classified by interface under the tabs
To see the entire contents of a list, click on the button of your choice

Data gathering Evaluation & Diagnosis
Use the blue buttons to change the contents of a list,
and gray buttons to change the label of the item or the default value.
All the
|IStS Of Waiting List Request Agreement Data Follow-up notes Group
values
from Waiting List To-Do List
the [ Status ] [ Status ]
d ro p_ [ Severity
down I
menus

Options Printing Writing List Finance General

Institution

International

Finance

are grouped under the "List" tab in the "Options" section and organized into sections.
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Default values

Choosing a default value allows you to speed up your data entry and thus generally speed up
your use of BaseDPsy.

Because when a default value is saved, it is automatically inserted into the data entry. For
example, if you have entered a default fee, the default fee will be inserted automatically when a
new folder is created in the Agreement section, and it will be inserted automatically when
creating a new follow-up note under Invoicing tab, which will save you several write actions.

Several default values can be saved.

We suggest you look under all the tabs in the "Preferences" section. The list of default values
is as follows:

The size of the characters in the print;

The "For" display, ie the identification of the beneficiary of the service when a third-party
payer is used;

The presence of the File N° and the Client N° on the invoices and receipts;
The display of transactions in the ledger (3, 6, 12 months);

The default fee;

The offer to export reports in Excel format;

The calculation of taxes;

The default opening page for BaseDPsy and Calendar;

The frequency of the update of BaseDPsy;

The default titles of the tools containing the word “psychotherapy";

The addition or not of 7 days in the date of the next meeting;

The duration in minutes of the session;

The modification of two headings: Previous File N° and Client N°;

The number of years for the calculation of the date of destruction of the file;
The format of the phone number;

Address format (US or European);

The currency symbol;

The display language in the BaseDPsy interfaces;

Here is an example.
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Waiting List Request Agreement Data Follow-up notes Group Institution Finance

List Value by default

If content is added to these fields, the
content will be added automatically when a
new folder is created

[ Clients Category

[ Category of treatment [ Category of treatment ] [lndividual Therapy

[ Clinical Approaches [ Clinical Approaches ] [Behaviorale Therapy

[ Planned length [ 05 to 12 months

Types of planned duration Types of planned duration [ Brief Therapy

 J_ L _JLU _J
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24.3 Correct the mistakes of use

In the « Tools Admin » section, three buttons allow you to correct the most common errors in
using BaseDPsy.

The button « Continue » is always displayed

During certain procedures, the "Continue" button appears after a pause in the process and is
masked by clicking on it or at the end of the procedure.

If you stopped a procedure or missed a step in the progress of a procedure, sometimes the
"Continue" signal remains visible. This persistence of the signal can be annoying and even
cause confusion in the use of BaseDPsy.

To mask the « Continue » signal, you have just to click the button for this purpose.

Re-Create Clients Lists

The name of a customer is not present in the drop down list of clients.

Sometimes, after an import, or after handling files or erase notes, a client name disappears
from the dropdown list of customers, even if his record is still existing.

Although what causes such a disappearance is not always clear, there is a way to fix this list.

Go to the " Tools Admin" section and use the button for this purpose.

Hide "Continue"

Unable to add a session to a client

Sometimes, when reaching the "Notes" section from another section, the customer does not
appear as expected. Or when attempting to view the client in the "Notes" section from the list
of clients, he is not present in the list. When this happens, is that the link between the client file
and the notes was lost.

To restore, go to the « Tools Admin » section and use the button labeled "Recreate the first
session".

Recreate the first session
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24.4 Saving a backup copy.

24.4.1 Basic Concepts of Backup

The backup method in version 8 is different from the previous versions method. It is more
automatic.

Before seeing the method, it is important to understand the following basic concepts:
In the folder BaseDPsy installed in your Documents directory, there are two files to distinguish:
the one named "BaseDPsy" is the application (runtime of Filemaker pro); The file named

"PsyTablet_8R" or "PsyTablet_8C" is the one that contains your data.

There is also another folder that contains the extensions. And on the Windows platform, there
are a large number of system files ending with ".dll".

We strongly recommend that you never modify any of these files because that will make
BaseDPsy out of order with the risk of not having access to your data.

Now when you install BaseDPsy on your computer, the installation creates a folder (directory) in
the section (directory) named « Documents » of your computer.

<

BaseDPsy_Sauvegarde
e 2 =g %y mv & o

Précédent/Suivant

Ejecter Lire les infos Présentation

Favoris
:/‘-\.: Applications
3} Dropbox
= Google Drive
& iCloud Drive
=] Bureau
Archives
M Documents
FMP Labo
Ventes 7.0

Dossier partagé
| AdieuxHSF.doc
AdobeStockPhotos
Adressages
M Alain
: Apple script de Lindberg
Applications catalogue
Arcsoft
Armande féte
Attentes

Action Organiser Partager Coup d'ceil Nouvd

7 2017-01-29-PsyTablet_8C.fmp12

"R Sauvegardeﬁ:ommandations
>
The current date is
added before the name

>
>
' The folder is created

Avucli

—_—

in the "Documents"

BaseDPsy_Données 8.0 > directory

Il BaseDPsy_Sauvegarde
) CARMEN Bizet.doc
Carracho Chats

>

>

So when BaseDPsy makes a backup, it makes a copy of your data file and places it in the

"BaseDPsy_Sauvegarde" folder that was created in your "Documents" directory. In addition to
making a copy, it modifies the name by adding the date of the day of the backup.

If you make multiple automatic backups in the same day, as the title will be the same, previous
files with the same name will be overwritten by the newer ones.

You should also know that a lot of backup takes up a lot of space because each data file
weighs a little over a gigabyte.
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Hence we suggest you keep no more than 5 to 6 copies of the data file.

Manual backup is not available on iPad, rather it is provided by iTunes and its synchronization

procedure.

24.4.2 The backup procedure

The procedure is automatically started whenever you close BaseDPsy.

You can also launch it manually by displaying the "Admin Tools" section.

Actual total of uses after the last 0

When you close BaseDPsy the backup procedure is started, backup:

several dialog boxes tell you the steps. The first prompts you to

confirm that you want to make a backup.

If you click "Backup" the procedure will
create a second window instead of closing
the software. If you click "Without", the
procedure will close the software without
making a backup.

If you click "Backup", a second window
appears asking you to confirm, but also to
explain where the copy will be placed.
You must then click "Backup" again to
continue the procedure.

A final window warns you that the
procedure is complete, just before closing
the software.

[ Backup now J

You want to close
with backup? without backup?
or continue to use BaseDPsy?

Continue Without

vy
-
O

() Save a backup

Actual total of uses after the last backup: = 0
Do you want to backup now?

If yes, :

A copy of your data file, named "PsyTablet_XC.fmp12"
Will be placed in the folder "BaseDPsy_Sauvegarde"
Itself located in "Documents".

If this folder or the directory does not exist, the procedure will
ask you where you want to save a copy

Cancel BackUp

The backup copy was placed in the
folder “BaseDPsy_Sauvegarde" in
the "Documents" directory.

The routine backup is now completed.
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24.4.3 Error message during backup

The backup procedure has been designed to considering that during installation, a folder
(directory) named "BaseDPsy_Sauvegarde" is created in the "Documents" folder of your
computer.

If for some reason you have not created this default backup folder, or if you have installed
BaseDPsy somewhere other than the recommended directory, it is possible that during the
backup you would receive an error message similar to this :

In this case, this message will be FileMaker Pro
immediately followed by another
explanatory message: "2017-11-12-PsyTablet_8R.fmp12” could

not be created on this disk. Use a different
° w name, make more room on the disk, unlock
it or use a different disk.

NS——
Which message is followed by ®
opening a window on your
computer, asking you to The previous message means that the default directory was
identify the folder (directory) in not found.
which you want to save a
backup copy. Select the directory where you want to keep a backup copy of
your data.
————

The window that opens allows you to guide the procedure to the folder or directory of your
choice: it can be an external hard drive, a cloud service such as iCloud or OneDrive, or another
folder on your computer.

Ed 28 EE SEv @ OneDrive

<>
0

In the following — -

example, we chose Ac Applications Sharediioldey
"OneDrive". B Jeux

32 Dropbox

& iCloud Drive

5 Google Drive

£ OneDrive

£ utilities

1 Le Placeur Vente

Cancel | ECISNS

If you click "Cancel" instead of "Select", BaseDPsy will close without backup.
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24.4.4 Double the security of your data.

The "PsyTablet_9..." main data file found in the "BaseDPsy C 9 folder ..." may be damaged
during use, either because of a problem in the computer, unexpected shutdown, electrical
trouble, or any other Electronic hazard.

The security copy is made in the directory "Documents / BaseDPsy_Sauvegarde" of your
computer. This copy protects you from breaking the main file in the main folder.

But it does not protect you from a break from your hard drive, or from the computer.
To protect yourself from these breakages, make a copy of the directory
"BaseDPsy_Sauvegarde" in an external hard disk, a cloud service or in a USB key.
Make a regular copy of the directory at least once a week.

In this other copy, you can also keep only those of the last week.

Note that this procedure is not available when BaseDPsy is used as a Multi-user, as it is
performed daily by the server itself.

24.4.5 Recovering data from a backup

This is rare, but your data file may be damaged by a system error, power outage, or computer
crash. It may even happen that a breakdown of the hard drive or operating system make you
access impossible to your data.

In this case you will be very relieved to know that you have a backup of your data file in an
external hard disk or on a USB key.

And here are the steps to recover the backup.

1. Prerequisite: If your computer does not display the extensions, at least temporarily
modify the display settings to display the extensions, otherwise you will not see if the file
"PsyTablet ..." ends with ".fmp12 ". It is important that the extension is written correctly
so that the BaseDPsy (Filemaker runtime) application finds the data file;

2. Download BaseDPsy and install it in your new computer. No need to register the
license;

3. Once installed, locate the "PsyTablet ..." file in the new installation folder, and delete it;

4. Insert the USB key or the external hard drive, and then open the folder (directory)
containing the backup files;

5. Identify the most recent backup file, and copy it to your computer's desktop;
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Change the name of the backup file to « PsyTablet_XR.fmp12 » or
« PsyTablet_XC.fmp12 »;

. Take the renamed file on your desktop, and drag it into the BaseDPsy R 9 or BaseDPsy

C 9 folder that you just installed in « Documents » directory;

Open BaseDPsy, it's over
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24.5 Update and importing data

24.5.1 Preliminary explanations

Whenever an update is available, you will receive an email notifying you, and if you have
checked the option, BaseDPsy will notify you when you open the software if you are connected
to the Internet.

BaseDPsy publishes updates whenever it corrects one or more disfunctions reported by users
or adds new features.

Updates are free. Not to be confused with the upgrades that are a new version of the software.
The upgrade is distinguished by the fact that the number designating the version increases by
one. Like switching from version 7 to version 8. When it is a decimal change, it is an update, as
from 7.7 to 7.8.

BaseDPsy updates is a bit more complex than an update of software that does not include a
database, because in this type of software the file containing the data also contains much of
the programming.

In order to update or upgrade, the data included in the previous version must be imported into
the new version.

24.5.2 Importing Data Procedure

The first step is to prepare your old version for import. As this is to transfer the data from this
version to another version the preparation procedure is called "Export"

Open the old version, view the " Tools Admin" section, and then click the pale green color tool
under the term "Export." This will launch an automatic procedure that ends with the closing of
this version of BaseDPsy.

Export

Prepare this base
to files transfer to a newer version

The second step implies that you have already installed the new version and that you have
registered your license number, otherwise do it.
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Important note: in the new version: enter the same custom codes as in the old version:
therefore, the same account name written in the same way and the same password. This will
prevent the procedure asking you about twenty times what your access codes are from the old
version.

Once the new version of BaseDPsy is open, go to the Admin Tools section.

If you have a version 7 or less and you want to import the data T ——
into version 11, you must contact us, as the procedure is more
complex and has limitations; it must be done by us.

[ Import data from a version 8, 9, 10 or 11

For older versions, ask for support

If you have a version with a number higher than "7", click on
the tool "Import data from a version 8, 9, 10 or
11"

Before proceeding with the import, you
ecretary profile must open the old version containing your
data, and proceed to the import
preparation with the green button in the
admin tools. And after the preparation...

This will open a small window with a "Container".

Drag the data file from the old version
into this container

ik

lous version

10 or 11 <

for support

)

Drag the file from the old version into the
container. For example, here we have dragged the
data file of version 9 which is called
"PsyTablet_9C".

Before proceeding with the import, you
must open the old version containing your
data, and proceed to the import
preparation with the green button in the
admin tools. And after the preparation...

1]

Drag the data file from the old version
into this container

vious version

9,10 or 11

:

k for support
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Special features on iPad

To insert a file on iPad in the container, you have
to tap inside the container with your finger. This

will bring up the import tool.

In the available choices, you tap "Files". This

displays the list of files available in FileMaker GO.

You choose the file corresponding to the one

containing the data from your old version. In the

example opposite, we will choose
"PsyTablet_XR".

This will insert the file into the container.

Since other tools appear after the file is
inserted into the container, tap next to the list
of actions to cancel their use and so close the
list and the container.

Reopen the container by tapping on the tool:
"Import data from a version 8, 9, 10 or 11"
and go to the next step.

©

Routine Backup

Before proceeding with the import, you @
must open the old version containing your
data, and proceed to the import
preparation with the green button in the
admin tools. And after the preparation...

Click in the container below, then on re
“files™ in the menu and choose the file of
the previous version containing your
data

Import

Camera
Audio
Barcode

Signature

Photos

Music

Files

Locations

Tools Admin

Routine Backup
BASEDPSY

Before proceeding with the import, you
must open the old version containing your
data, and proceed to the import
preparation with the green button in the
admin tools. And after the preparation...

g

=

BASEDPSY

Click in the container below, then on
“files" in the menu and choose the file of
the previous version containing your

\J < Import On My iPad
TAN
Q Search
FileMaker
BaseDPsy11eng

199.6 MB Sep 30, 2021 11:29 AM

Contacts
1.4 MB Oct 20, 2020 6:07 PM

Gestion des événements
3.2 MB Oct 20, 2020 6:07 PM

Projets
3.2 MB Oct 20, 2020 6:07 PM

PsyTablet_XR
175.8 MB Sep 6, 20219:45 AM

T

le es or iCloud :ZT;B \é(;ugs
Before proceeding with the import, you Fodar s
must open the old version containing your
data, and proceed to the import Code de
preparation with the green button in the
admin tools. And after the preparation... 830‘
j Votre no
Click in the container below, then on
“files" in the menu and choose the file of
the previous jersion containing your o
data Actions
—
< Replace

Export

Delete
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Then click on the "Start the Import" tool

A first dialog box opens to ask you for the
access codes of the previous version.

If you have made a mistake, or if the access
codes for the previous version and the new
version are different, this window will appear a
very large number of times and will test your
patience.

Once launched, the update process
displays a window showing the
progress of the import.

I.tl Start the import

. @

Importing institutional mandates

Enter the Username and the Password of the previous version
from which you are going to import the data.

Clicking on “Continue” will copy your password that you will be
able to paste in dialog box of next steps, if needed.

Username
Alain Barbeau
Password

XXXXXXXXXXXXXXXXA

Cancel

P

Records importing

Performing this procedure takes several minutes.
Please wait.

BaseDPsy 6.1

It is possible you receive a message telling:
« The data source contains fewer records
than the target table. Not all records have
been updated. »

Do not worry about it, just click « OK » or

« Continue ».

There are less records in the data source
i than in the target table. Not all records
Ej" were updated.
2

If you are concerned about

Files Psychotherapy

Notes

importing everything after Number of people waiting |5 Number of notes created| 214
importing, there is a QUiCk Number of files created 62 Total of summaries to complete 206
checking method: compare the Towlactvefles | 60 Total messages Number 12
two dashboards (old and new); Number of written reports 7

[ Birthdays of the month

Do you have the same number
of files, notes, transactions, and
so on?

Group Therapy
Number of created groups : 8
Meeting total: 25

Total of registrants : 32
Average of participation : 36%

Institutions Section

Number of institutional clients : 6
Total of activities : 20
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25. Distinctive features of BaseDPsy when use in Multi-users format

25.1 Confidentiality categories

Some functions have different procedures depending on the privacy category chosen by the
organization that uses BaseDPsy. This is the case in particular with the procedure for modifying
the holder of a file.

BaseDPsy Multi is programmed to be used in two specific categories of privacy.

In general, no one can connect to BaseDPsy and access the information contained in
BaseDPsy without having a customized account name and password.

However, when logged in, access to folders may vary depending on the type of privacy you
choose.

Each record is associated with the team member who creates the record, and this link is

identified by the record holder's name; The holder name may be amended after the fact. Each
follow-up note written in a file is signed automatically by the person who writes the note.

Team Confidentiality

In this privacy category, all team members with a BaseDPsy access account have the ability to
read all information about all the client file included in BaseDPsy. Even if a file is created by one
of the team members, all other members of the team can read the data and notes entered on
each client, even if they are not the file holder.

Individual Confidentiality

In this category, confidentiality is tied to each member of the team individually. When a team
member logs on to BaseDPsy, he can read only the data included in the files he has created
itself; He alone can write notes or add data to "his" records. Other members of the team can
not read the contents of their files.

On the other hand, every professional with access to BaseDPsy and having files belonging to
him (her) can give access to a colleague to a file or files of his choice. It is also possible to
transfer a file to another professional on the team. He may also withdraw this sharing of
information from a colleague later.
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25.1.1 Access in an organizational context

The use of BaseDPsy Multi is usually done by an organization that wants to offer its
professionals access to a central network of clinical record keeping.

In the user team, there may be professionals bound to professional secrecy according to
criteria set by a professional order and others whose practice involves sharing information. This
is why, even when an organization chooses an individual type of confidentiality, it is possible to
make an exception for certain files and to share access with colleagues, but it is the
professional who decides.

On the other hand, in an organization, there are team members who have different roles of

clinicians and may need access to the records. That's why we have two other categories of
access that coexist with individual privacy.

Professional access

This access allows its holder to create client files, follow-up notes, reports to which only he will
have access. Each file, note or report created will be linked to its identifier and will be referred
to as the "holder" in BaseDPsy. On the other hand, he will be able to share access with another
professional who also has a "Professional" access. It can also delete the file sharing or transfer
the file to another professional. During file transfer, he loses access to the file he has created.

Supervisor access

This access allows "View" folders, notes and reports created by another professional after the
"supervised" professional has shared the client's file with his supervisor, but the supervisor
cannot create or modify the content. It also allows the supervisor to add "supervisor notes" in
the follow-up notes of the professional.

Director access

This access allows a person to have access to all the files. On the other hand, even having
access to all the files, he cannot read the contents of the follow-up notes or the contents of the
reports. He cannot create folders or notes either. On the other hand, this last limit can be
canceled, if it is requested by the organization. This could be the case, for example, of a clinical
director whose task is to evaluate the quality of the interventions.
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This access to all the files is necessary also so that the director can launch the statistical
procedures including all the data of the base. Because, if the professional can also use the
statistical procedures, the results will be limited to the files of which it is the holder.

Team leader access

Team leader access is similar to that of the manager but is limited to the files of professionals
sharing the same service department. So he can read the contents of the folders of all
professionals in the same department, but he cannot create folders.

Secretary access

This type of access can be attributed to a person who is not really a secretary but who has a
role in the team requiring access to the files. For example an administrative agent who bills
customers or receives payments, a secretary who makes appointments ... etc.

This access allows the holder to create folders and grades without access to the contents of
notes and reports. She can create folders but then assign them to the relevant professional.
She can also manage the waiting list, but it is best if she assigns the wait to a professional
before creating the folder from the waiting list. As appointments in the calendar are created at
the same time as the scorecards, it also allows him to manage the calendar.

Supervisor access

When a professional is supervised by another professional, he may indicate his name in the
Options section so that the supervisor’s name is added in the tracking notes.

In the Multi format, supervisor access is open to the relevant professional.
However, the supervisee must use the tool to share his patient file with the supervisor so that
the supervisor can read the content of the supervisee's follow-up notes.

This access and sharing allows the supervisor to read the supervisee's data and notes about
his or her interventions, but does not allow the supervisor to modify the contents of the shared
folder.

On the other hand, a special section allows the supervisor to add his comments and another to
indicate that he has read the notes.
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25.2 Holder of the file

To create a file, you must display the "Files & Request" section in Registrations

Basersy Mu|t| Client category
® Individual

And when a team member creates a file, his name is automatically O Couple

inserted in the field that defines the holder. Subsequently, in all BaseDPsy O Famiy
Multi sections for a client, the name of the holder is displayed. @ oot
The name of the file holder can be modified after the fact according to

two different procedures, which are linked to the privacy category chosen

Holder

by the organization. Robert Petipas

Shared with

The name of the holder is also present under the client's name in the
other sections.

If the user with access to the folder and the notes is different from the
holder, the holder's name is then surrounded by the pink color.

sions’s summaries of - Vue, Déja
Holder Robert Petipas

ﬁ </p Session N° 0001 On a total of O

ot
A 7o o2t
ies of Vue, Déja 2t
4’

older Robert Petipas

Session N° 0001 On a total of 000’

In the "Notes" section, when the organization has chosen the team confidentiality category, it is
also possible to search by holder to display only the notes written by a particular holder.
Moreover, when an organization requests that all the files be shared between all the
professionals, in the list of the customers in “Files section”, a filter makes it possible to display
only those of the one or the other holder. This filter is also present for someone with secretary
access, even in the individual privacy format.

Clients List
ry REICIPIEF MM Emilie Legrand X
¢ E@E@EEE@EE

Mandate-

[
o)
©
12
%]
o}

=

Report
Ry

N°ID N°D NbS Holder

Active =11

1 Chika, Tella Emilie Legrand

2 Comeau, Paul-Henri Emilie Legrand
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25.2.1 Who changed the data?

When sharing records with one or more colleagues, the information in the file may be changed
by a colleague. Out of respect for the collegiality and authority of the notes inserted in a file,
BaseDPsy makes it possible to know who modified the information in two ways.

For individual follow-up notes, the signature of the professional who writes a note is added
automatically; For notes on institutional activities or group meetings, each professional can
manually add his or her name.

Regarding the information about the individual in the "Data" section, or the group or
institutional mandate in their respective section, we have added, in the footer, information
about the dates of creation and modification of the data associated with the name of the
professional.

Creation Date : 14 janvier 2018 16:56 by Elodie Champagne4 st modification on : 08 mars 2019 9:33 by Giséle secrétaire

25.2.2 The relevance of the file transfer or the change of file holder

File transfer is relatively common in an organization that offers different services to its clientele,
or who use people from different professions.

It also happens that a customer, for different reasons, asks to change intervener.
The goal of file transfer is to avoid creating multiple folders for the same client.
If it is simple to transfer a paper folder contained in a filing cabinet, it is otherwise in a software.

For this reason, in the Quebec health system, the notion of "pivotal worker" was created, which
corresponds to the main intervener in charge of planning client interventions within 'a team.

In BaseDPsy Multi, the pivot player is named "Holder".
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25.2.3 Change file holder in a team confidentiality context

When you use BaseDPsy Multi in a context where all users have Registrations
access to all folders and notes saved in BaseDPsy, changing the
name of the file holder is relatively straightforward. Simply click on Client category
the name of the holder and select the name of the holder from the
list of users. @ individual
O Couple

For individual files, the change of holder must be made in the O Famiy
"Files" section under the "Steps" tab; The change is reflected in the
notes and messages attached to this file. O ArtTherapy

Holder
For group files, the change of incumbent is done in the "Group [ Etodie Champagne < |
Therapy" section, and this automatically leads to the change of Directeur &
holder in the notes concerning the meetings of this group.

Emilie Legrand
For institutional clients, the change of holder is made in the Gisele secrétaire
"Mandate" section under the "Content" tab. The change is reflected  |_ oot o2

in the activities related to this mandate.

25.2.4 Change holder in a context of individual confidentiality

Remember that in BaseDPsy Multi, the confidentiality of the data is ensured by the fact that any
file is linked to a particular team member. Each employee with a professional type access
inside BaseDPsy Multi can create folders, but whenever it creates a folder, it becomes the
exclusive owner of the folder.

All actions that it performs in the client's file will be linked to | Transfer the content

its name and to its professional ID number within the software. o
L7, Put back on the waiting list

The logic of changing holder of an individual record takes into New Window

account the fact that the customer has already received

services or not from the first holder assigned to him. SR

Change the holder *

For example, if the file is created by an officer at the reception

or by a secretary, the file will be assigned initially to this
person, but it will not have made any intervention. So she will transfer the file to a therapist, and
therefore "Change the holder" by giving access to "all" sessions.
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In the same vein, if a client has started a follow-up with a psychologist who has completed his
intervention but referred it to a social worker on the team: you can then use the "Change

Holder" tool by giving him access only to new sessions.

On the other hand, if it is an employee who leaves his position and is replaced by a new

employee, the procedure is different, see below.

Keep access or not to the former therapist

Click on the tool: « Change the holder », then

Click on the arrow next to the name of the professional
you wish to assign to him or her as the holder or
principal intervener in the list of registered
professionals.

Before starting the procedure, it is important to read
the explanation at the top of the window in order to
remember the options and steps.

Do you want to give permission to access the contents of the
previous holder's notes and access the content of ALL sessions?

Or

Do you want to give access to only the NEW sessions created by
new holder? With this last choice a new session will be created.

- 000

Cancel New

When you start the procedure to change the holder, a

®

To change the holder of this individual file.

The procedure will offer you the choice between
changing the incumbent of all sessions (intervention
summary) of the client or changing the incumbent only
to new sessions.

If you choose only the new sessions, the process will
be closed and the new owner will have to log in,
display this client and open a new approach;

If you choose all the sessions, the holder will be
changed in all the notes concerning this file of the
step number displayed. If the client has had several
steps and you want to give the new owner access to
everything, you must redo the procedure for each step

To change the holder of the client file, click vis-a-vis its
name arrow.

= 1 Emilie Legrand 100
= 2 Elodie Champaane 101
= 3 Gistle secrétaire 102
= 4 Robert Petipas 103
= 5 Directeur 104
= 6 Gilles Lajoie 105

message asks you a question. For answering the question, you must ask yourself if the new file

holder should have access to the former holder's notes.
If the answer is yes, you click on "All";

By clicking on "News". The process will be closed, and
the new owner will have to log in, open a new approach
in the client's file, and he will only have access to the
sessions of the new approach.

In the example opposite, the "N ° 100" ID number
corresponding to "Emilie Legrand" has been added in
the shared access heading. And the process was
closed.

List of professionals with access to this client
data

To remove access to the information on this
client to a guest professionals, delete the number
of his name,

without changing the numbers hierarchy.

Then, click the "X"

Shared with
100 ~

(%)
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So when Emilie Legrand connects, she will have to look in the list of "closed files" and open a
new approach.

But Robert Petipas who was the previous holder will still have access but only to the notes of
which he was the previous holder.

On the contrary, if you click on "All", all the contents of the file will be transferred to the holder
level and the former owner will no longer have access to it.

When the secretary creates a file for a therapist, she must choose "All".

On the other hand, in the case of secretary-style access, she will still have limited access to the
file she has assigned to another therapist.

Replacement of an employee

When a professional employee who has created records quits, we recommend that the
manager ask him to close all his files in BaseDPsy before leaving.

If the departing employee has not closed their files, the manager will have to do so or ask us to
do so, which may involve costs at the support rate.

When an employee leaves their job and is replaced by another person. The manager have to
create an access in BaseDPsy.

He must communicate with us to create this access.

In addition, the service manager must tell us if he wants the new employee to have access to
the files and notes of the person who left.

If the answer is no, we will give a new ID for BaseDPsy to the new employee and he will only
have access to the new folders he will create.

If the answer is "yes", we will give him the ID of the employee who left, and so he will have
access to everything the former employee had created. On the other hand, to provide services
to the same clients, the new therapist will have to create a new approach within the same file.
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25.2.5 Sharing a file

In ateam, it is possible to intervene with more than one
professional with the same client, especially when the
professions are complementary. It is therefore desirable that
professionals working with the same client can share
information on their actions and their understanding of the
needs and difficulties of the client.

That's why we have added a function to BaseDPsy Multi
to share the file with one or more team members.

In order to share a patient file you must, again, display the
"Files" section.
Then you locate the tool button named "Share the file"

Clicking the button displays a window. It contains the
information you need to share the file. We even took care
to write there the procedure.

In the window that appears, you will recognize the list of all
professionals in your organization who have access to
BaseDPsy. You find the professional with whom you want
to share the folder, and you click the yellow arrow opposite
its name. Then you close the window.

From now on, this professional will have access to the data
on the client of which you are the owner, which includes the
fact that this professional, when he will access BaseDPsy

Share the file *

Change the holder

®

To share information and follow-up notes on that
client with a colleague, select the colleague in the
list and click arrow beside the professional

List of Registered Professionals

= 1 Emilie Learand 100
= 2 Elodie Champagne 101
= 3 Giséle secrétaire 102
= 4 Robert Petipas 103
= 5 Directeur 104
= 6 Giles Lajoie 105

List of professionals with access to this client
data

To remove access to the information on this
client to a guest professionals, delete the number
of his name,

without changing the numbers hierarchy.

Then, click the "X"

Shared with
100 ~

Q

Multi, will also be able to see the name of the shared file in his list of clients.

The ID number (in BaseDPsy) of the professional will be added in the heading at the bottom of

the tool window.

When a folder is shared, the specific signature of each professional included in the share is

added when it adds a note to a shared folder.
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25.2.6 Stop sharing a folder (cancel sharing of information)

If after some time, or immediately after, for some
reason, you want to cancel sharing a folder, you click
the same button as to share it, and you focus your
attention on the bottom of the window that s'
displayed.

Another list displays the numbers corresponding to each
of the professionals with whom you share the file. Delete
the number of the professional with whom you want to
cancel the folder sharing, then click the button with an
"X" in its center. Then close the window.

List of professionals with access to this client
data

To remove access to the information on this
client to a guest professionals, delete the number
of his name,

without changing the numbers hierg
Then, click the "X"

\

First manually

Shared with delete a number

List of professionals with access to this client
data

To remove access to the information on this
client to a guest professionals, delete the number
of his name,

without changing the numbers hierarchy.

Then, click the "X"

Shared with
103 ~

Q

After clicking on the "X", the procedure
displays a window asking you to write
the name of the professional with whom

Write the name of the colleague to whom you want to remove
access to this folder

the file will no longer be shared. Click | Emilie Legrand

then on “Continue” and that's all.

Cancel Continue
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Because BaseDPsy Multi is installed on a remote computer to which you are connecting via the
Internet from a local computer, you will occasionally have to navigate between the two
computers to transfer documents produced or inserted into BaseDPsy.

But the Microsoft Remote App does not have the settings for direct export to the desktop of

the local computer.

So when you export an associated document from the "Data" section, it will ask you by
displaying a window where you want to export the document. You will then have to guide it to

your local or remote computer according to

Here is the 8-step procedure:

1. Use the tool to export the document

2.

instead.

your choice.

9 Bound Documents

Documents

Insert file case

1 =

=0 (£ AudioXxx.mda

2

| |
[T

Titles of the
associated

documents Delete

liste des
médicaments

N

Export file

>
g

It may display the desktop of the remote computer by default. But you can also tell
BaseDPsy the path to the desktop of your local computer. So, click on "Network"

2
Save in: ‘ Desktop v‘ Q2 Ey
* ;
) BaseDPsy01 This PC
Quick access -
ﬁ Libraries Qy Network
Desktop —
FileMaker Pro Advanced
o This is the desktop o Shortcut
L of the remote s 143 KB
Libraries computer
c i < Documents Web
. S Shortcut
% a 216 KB a%J 1468
This PC download - Shortcut Installateurs Version9 -
. Shortcut Shortcut
Q" ATl 135k8 a 1.65 KB
Network www - Shortcut
& 1.20 KB
File name: ‘324»0ommunica(ion_col\ective.pdf v
Save as type: Toutformat (**) v

Apres I'enregistrement : ["] Ouverture automatique du fichier

[CJcréer un courrier élec. avec le fichier joint

Save

Cancel
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I _’ E i
n n
3. Choose "Network savein: [ Nework
I % Computer (1)
: Quick access Q tsclient
Desktop
(]
Libraries
Chose "Network"
&
This PC
- =
| Network
Save in: | W tsclient
4. Then click on "tsclients" *
\\tsclient\C
Quick access
Desktop
m
Libraries
=
This PC
Né{\;vork
5. The |I.nk will then be established W.Ith @ Exporter des rubriques
the directory you chose when setting up
Microsoft Remote Desktop; here we Envegistrr dans : | I tsclent i

chose the desktop but it could have
been "Documents”, etc.

6. Click on the link (here:
\\tsclient\Desktop) and the contents of
your directory on your local computer
will be displayed.

+

Accés rapide

Bureau

m
Bibliothéques

Réseau

b

Wtsclient\Deskto

\

The following "tsclient"
directory corresponds to
your choice in the Microsoft
Remote Desktiop account
preferences j

As a general rule, BaseDPsy will retain the information, and probably the next time you try to
export or import, it will automatically display your local directory.
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25.4 Save a document from a BaseDPsy procedure

For example, if you request the printing of an e
invoice, the procedure will ask you if you prefer
to print or export the invoice in PDF format.

You prefer to print or export to PDF format?

If you choose "PDF", the document will be 2

exported. The messlaget says that itis exported The exportation is finished. The file has been put down in
to the desktop, but it will be the desktop of the FileMaker GO folder or on your desktop.
remote computer (server).

Ok

So you will need to recover the document on the desktop of the remote computer. This is
where the tools included in the BaseDPsy header will be useful:

1. Click "Remote Computer" and then "Desktop on Server".

Bureau sur le serveur ’

Documents sur serveur

What will open a window. In the example, the invoice exported in PDF
format is named "H.Vadeb.F-F34.pdf".

m| M < | Desktop
Home Share View
2. Select the document, then right-click on 4 m > ThisPC > Desktop
the tool to "Cut" the document (which is Name )
i i i i i > Quick access
equivalent to copying it before deleting it). . A Documents Web

# download - Shortcut
= H.Vadeb.F-F34.pdf

# Installateurs Version9 -

& Downloads
[£] Documents

= Pictures a Www - Shortcut

= This PC
=~ Con LENOVOAB
m Desktop

Name

a2 Documents Web

» download - Shortcut
= H.Vadeb.F-F34.pdf

» Installateurs Version9 -

2 www - Shortcut
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3. Then you have to go "Paste" the document to your local office.

4. Click successively on the
following choices to display the
local desktop:

o Network
o tsclient
¢ \\tsclient \ your repertory

5. Then with the right mouse
button, paste the document to
your local repertory.

Note:

It is important not to leave your
documents on the remote desktop and
always transfer them to your local

Software Setting Page 293

m| [V = | Desktop
Home Share View
« v N m > Network > tsclient > \\tsclient\C > Users > alain > Desktop
=~ Con LENOVOAB Name :
m Desktop Export
[£] Documents

& Downloads

D Music

= Pictures

E Videos
4. Local Disk (C)

=~ basedpsy$ (\\logan) (N:)

v & Network
v W tsclient
v o \\tsclient\C
Intel
PerfLogs
Program Files
Program Files (x86)
v Users
v alain
» 3D Objects
= Contacts

> m Desktop

<] Documents

= 324-Communication_collective.pdf
#.| Assassin's Creed Unity
& BDP4801.rdp

A cpub-BaseDPsy_DEMO-basedpsy-CmsRd...

| LePlaceur2016.fp7
7 Navigateur Opera
#.| Raccourci BaseDPsy 84R
#.| Raccourci BaseDPsy 8.41C
a1 Raccourci BaseDPsy C 9.1
#| Raccourci BaseDPsy C 9.4
| Raccourci BaseDPsy R 9.0.3
| Raccourci BaseDPsy R 9.3
#. Raccourci BaseDPsy R 9.4
7 Uplay

computer, to make sure they will not be destroyed by the server routines.

To recover a folder or document left on the server, you use the same method as in the previous

step (25.4.).
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26. To get remote support

In addition to this manual, you will find on our website several tutorials (videos) explaining the
main functions of BaseDPsy.

You may at any time, if the manual does not sufficiently answer your questions, send an email
to Alain Barbeau to obtain assistance in using BaseDPsy. Assistance by email is free.

You usually get a response within 24 hours, except during holidays.

If the response by email is not satisfactory, you can then negotiate a assistance by phoneline or
by using remote connection.

Remote connection allows Alain Barbeau to understand your difficulty, to make an assessment
of the problem and tell you how to use BaseDPsy to prevent reoccurrence.

If your database has been damaged, it can also be repaired by Alain Barbeau, or to explain how
to replace it by one of your backups uncorrupted.

Remote support, however, is be accompanied by financial costs. The rule is that the help is free
if the problem is related to a programming error in BaseDPsy (a bug), but is not free if the

problem is related to the use of BaseDPsy, or is the result of a malfunction the computer on
which is installed BaseDPsy.

For remote assistance, you must install a program that allows a connection between two
computers. This software is free for you. It is called "Teamviewer". It works on Mac and PC.
Here is the website address for download:

http:/get.teamviewer.com/basedpsy support
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27. Using BaseDPsy on iPad

To determine the specificity of the use of the iPad, we suggest you search the internet or
contact Apple support or FileMaker.
Our intention in this manual is limited to explaining the use of BaseDPsy.

However, here are some links to additional manuals for the iPad:
https://help.claris.com/en/go-help/

Here are some comments about BaseDPsy on iPad.

BaseDPsy was programmed to be used comfortably on iPad. All ergonomics elements of
BaseDPsy have been designed, configured so as to be easily readable and usable on
BaseDPsy.

Almost all interfaces allow easy use with the thumb, but in some, the amount of information to
be displayed is so great that we had to reduce the size of the buttons (tools) or the space
between them. For example, the space available for registration or billing of participants in the
group therapy section. In these sections, it is preferable to use a stylus, though it is still
possible to use only his fingers to navigate.

We also suggest you use the horizontal position when you change interface to expand it to a
comfortable level. When you need to use BaseDPsy on an iPad in a vertical position, the
previously viewing obtained persist with the horizontal expansion.

You can download " PsyTablet_XR " or " PsyTablet_XC " from BaseDPsy directly into the iPad
from the website. You can also update BaseDPsy in the iPad.

However, to use BaseDPsy (PsyTablet) on iPad, you must install "Filemaker Go" before
downloading PsyTablet. You can get Filemaker Go on the Apple Store.

"FileMaker Go" is required to "read" the data file of BaseDPsy, named « PsyTablet_XR» or

« PsyTablet_XC ». Filemaker Go replaces the "Runtime" software that comes free when you
buy BaseDPsy. See the chapter below that explains how to download PsyTablet directly to the
iPad.

If you use another method that the directly download in your iPad from the Web site, you must
know that in the folder of BaseDPsy, after installation, there different files : one contains the
data (« PsyTablet_8 » or « PsyTablet_8C »), the other is the running software "Runtime", others
are documents (. pdf) or link files (. dll) with Windows, or extensions.

Only one file should be transferred to the iPad, the file named « PsyTablet_XR » or
« PsyTablet_XC ».
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However, there are differences in behaviour BaseDPsy when used with FileMaker Go,
FileMaker Pro or Runtime (BaseDPsy). We have summarized these differences in a table that

you can read below.

27.1 Limitations or differences between using BaseDPsy on

computer and on iPad.

BaseDPsy includes a "Database"” called "PsyTablet.fmp12" whose programming is
independent of the application to uses it, or to open it and to enter data.

There are three different applications that allow you to use the database "PsyTablet.fmp12 1"
included when purchasing the BaseDPsy software. However, these three applications offer

functions, features and different performance.
Two applications run on computer with Windows or Mac OS and the third is only available on

iPad.

1. When you buy BaseDPsy, the application "runtime" (renamed "BaseDPsy") comes free
with the purchase of the database "PsyTablet" data.
2. The "FileMaker Go" application is free and can be downloaded from iTunes or Apple

Store.

3. The "FileMaker Pro" application is the most powerful of the three and offers the most
options, however, you have to buy it regardless of BaseDPsy.
https://www.claris.com/filemaker/

Table of behavioral differences:

Fonctions Computer iPad
With the application With the application With the application
« Runtime » « FileMaker Pro » « FileMaker Go »

PDF format

whether the choice is
offered to you by your

PsyTablet sharing on No Yes, With PsyTablet Yes, With PsyTablet installed in
network (immediate installed in a hosting a hosting service
synchronization) service

Printing summary statistics Yes Yes No

Print summary statistics in Yes (depending on Yes No (part: Only total and graphics

are printed in PDF format)
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Fonctions Computer iPad
With the application With the application With the application
« Runtime » « FileMaker Pro » « FileMaker Go »

printer software or
operating system)

Preview mode pre print Yes Yes No, but PDF display mode
before printing is available
Conversion of PDF No Yes No
documents in preview mode
Printing PDF documents Yes (depending on Yes Yes
whether the choice is
offered to you by your
printer software or
operating system)
Graphics display statistics or | No Yes Yes
financial reports
Export or Save in Excel Yes Yes No
format
Visibility of tooltips Yes Yes No
(spontaneous support when
overflying the topic title or
the button tool)
Integration of electronic files Yes Yes Yes, but in the case of files:
(documents) limited to files that work with
(open with) FileMaker Go
Inserting electronic files Yes Yes Yes
(Audio, Photos, Music,
Videos, Signature)
Signature capture Insert Image only Insert Image only Yes
Import records from another | Yes Yes No

file or earlier version

Backup copy

Yes, with choice of
destination folder for
copying PsyTablet

Yes, with choice of
destination folder for
copying PsyTablet

Only when synchronizing your
iPad with a desktop computer
or with iCloud

Recovery (repair file)

Yes

Yes

No

Voice recording directly in a
field

No, but you can insert
an audio file recorded
by third party software

No, but you can insert an
audio file recorded with a
third-party software

Yes
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27.2 Window Display on iPad

With the latest version of Claris FileMaker Go, it is now possible to display several BaseDPsy
windows in the iPad.

This is particularly useful if you use the version of BaseDPsy with Agenda. It is also necessary
to display the last new feature of version 10, the detachable list.

Here's how to proceed:

1. Display the "Options" section Gestion du logiciel
Date de la derniére sauvegarde : 20

[ Q Options Préférences *_]
j

[ Outils Admin

2. Display the contents of the General tab

Options - Preferences

BASEDPSY

Options for = Gille

Options Identification Finance General International

Launching Date and duration Files & N° addi’ional Availability

Default Opening Page

At the opening, the software will open on the

of vour

3. At the bottom of the window, tap on the "Header Menu" tool.

For use on the Windcy To change the user name at
platform the opening

Header menu App preferences. g
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4. This will cause the window title to be displayed at the top of the blue BaseDPsy header,
with an arrow pointing downwards.
In this screenshot, the window title has been truncated by us.

11:08 Mar. 29 déc.

) 1 ipsy10S (FM3) v s

Options - Préférences

BASEOPSY |

Options Identification Rédaction Liste Finances Général

Ouverture Section Date et durée Dossiers & N° supplémentaire

5. Click on the title or the arrowhead to display the available windows. In the attached

example, we have three windows open: The main file, the calendar and the detachable
list.

L} iPadde (o]
11:10  Mar. 29 déc. FTL46% @

Fenétres Fin

Ma liste
Liste détachable

Then simply tap on one of the windows to bring it to the foreground.
Tapping on the red "X" closes the window.

Just tap on the window title again to display another window.
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27.3 Transfer BaseDPsy to an iPad with Airdrop

This feature is available on Apple computers only and requires that you have previously
downloaded BaseDPsy on your computer.

Open your iPad,

Display Settings,

Select General,

Select "AirDrop" and choose "Everyone" or "Contacts Only" depending on whether you
are in the contact list in both devices.

PN

16:22 Fri Mar 8 ol T O 7 26% 04

Settings { General AirDrop

Receiving Off

ontrol Center
8 c c Contacts Only

Y Di ight
Display & Brightness Everyone v

@ Wallpaper AirDrop lets you share instantly with people nearby. You can be discoverable in AirDrop to receive

5. Go back to your computer and click on the "AirDrop" menu to display the link with your
iPad

6. Drag your "PsyTablet" file onto the icon representing your iPad.

[ AON ] @ AirDrop
¢ o 2
Précédent/Suivant Ejecter Lire les infos Présentation Action Organiser Partager
o vereion
= Version 8.0
3 Mutti
@ AirDrop
[ Documents Barbeau Alain
£ BaseDPsy_Sauvegarde h
@1 Images
£ Archives @
[ Bases de données
£ FM Mode d'emploi ) . .
AirDrop vous permet de partager instantanément
E EMPro Outils avec des utilisateurs a proximité.
M'autoriser a étre détecté par : Tout le monde v
53 SN personnalisé )
La personne est introuvable ?
/M: Applications
X 1 élément

7. Once the transfer is complete, the iPad will ask you what to open it: choose "FileMaker
GOII
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27.4 Downloading BaseDPsy on iPad with Safari

The following explanations apply equally to PsyTablet for ProScolR

Before downloading BaseDPsy, download and install Filemaker Go 17 into your iPad.

The download on iPad is very long and often interrupted without notice.
The aternative is to download it to your computer and then transfer it to your iPad with "iTunes'
(next chapter).

Here is the method:

On your iPad, open Safari (or other web browser) and go to the download page for BaseDPsy.

Then choose the download of the iPad format.

basedpsy.com

01) - Boit..sedpsy.com)  Actualité -..monde. | JOM

Once you touch the file, Safari launches download. The download
takes several minutes. Eventually, there is no clue that your
download is active.

Once the download is complete, Safari asks you which application J
you want use to open PsyTablet_XR.fmp12 or PsyTablet_XC.fmp12.
Click "Openiin ..."

PsyTablet_9R.fmp12

The 10S will offer you several choices of possible applications.
Touch the icon of Claris FileMaker Go 19, (or Filemaker Go 18 if your
iPad is too old).

Ouvrir dans « FileMaker Go »

Plus

Claris FileMaker Go 19
% % ok k
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If you have already downloaded PsyTablet,
the 10S will ask you if you want to overwrite
the previous one with the new or keep both.

When it comes to an update of BaseDPsy, hit
"Keep both". Confirm

The file “PsyTablet.fmp12* already
exists. Would you like to replace it?

Replace

By default, Filemaker Go offers to open the
last PsyTablet downloaded, even if you have
more than one on the iPad.

When opening a new file, use the standard access codes: "Essai" as the account name, and
"Demo" as the password.

27.5 Transfer BaseDPsy to iPad from a cloud service

1. Download BaseDPsy for iPad in the folder of your cloud service. The downloaded file is
named " PsyTablet_XR.fmp12 " or PsyTablet_XC.fmp12 ".

2. Install the "Total files" application on your iPad from the App Store (Apple), where you
will be able to access all your cloud services, such as DropBox, OneDrive, iCloud, etc., from
your iPad.

3. And so, you will be able to transfer the file PsyTablet_XR.fmp12 or PsyTablet_XC.fmp12
to the iPad.

4. Once in the iPad, open it with Claris FileMaker Go 19 (or Filemaker Go 18 if your iPad is
too old)
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27.6 How to delete a file on iPad with Filemaker Go

FileMaker Go provides you to view files that you have already opened recently, those present in

the iPad and those available on a host server.

Click "Device" to display those present in the iPad, and click on the icon "Check" in the header

menu to select the files to delete.

Also note that having downloaded several times
PsyTablet, IOS has renamed to distinguish and keep
them by adding a digit (« 1 » or « 2 ») after the name of
the PsyTablet_7 downloaded.

To delete files on the iPad with FileMaker Go, first click
on the icon of editing files right at the top of the
window

This has the effect of displaying the selection tools to
the left of each file.

Select the ones you want to delete.

Then tap the trash icon.

Delete File

Muluae
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FileMaker

MultioC
BASEDPSY
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Tap to make a choice

15:59 Ven. 8 mars
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27.7 Updating BaseDPsy on iPad

Import from the version 10 to the version 10 ]

Import from the version 9 to the version 10

Import from the version 8 to the version 10

You must have downloaded Choose Device
or transferred PsyTablet to
your iPad before beginning
these procedures.

) u] u

Import from the version 7 to the version 10

Open FileMaker Go, and tap the "Device" FileMaker
button to view the files available on your iPad.
MultioC
BASEOPSY

1. If you have multiple files with the same
name, the iOS will have added a "1" to the

- PsyTablet 9C 1
most recent file. BASEOPSY
2. Open the most recently used file containing
the data you want to transfer. POYTRDIERG
3. Touch the title to open. And enter your
personalized access codes. Software Setting
Date of last backup : 2018-05-26
4. Once the file is open, go to the "Admin Tools" section $

L3
G Options Preferences 03
ok
P

rroofs Admin

[ About BaseDPsy

[ Usar's Manuals

Export

Prepare this base
5. Tap the tool: "Prepare this database for to files transfer to a newer version
transferring folders to a newer version"

6. Touch "OK" on the message that appears and explains the usefulness of the tool. PsyTablet
closes after the completion of the preparation procedure.
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7. Touch the Filemaker GO tool labeled "Device" again. Then open the empty file, the newly

downloaded file; in the example, it is called "PsyTablet_9C".

8. Since this file is empty, you will then have to
follow the procedure for registering the license
after having opened it with the "Trial" and
"Demo" access codes. The registration process
ends with the creation of your custom
credentials, and then PsyTablet closes.

Cancel

Account Name Essai

Password

Sign in to "PsyTablet_9C.fmp12"

Opening File Sign In

9. Re-open the PsyTablet you just registered with your
custom access codes, and go to the "Admin Tools" section.

10. Touch the "3 = Importation" button.

11. Enter your personalized access codes.

12. This step is the most important to avoid problems in the
import. The procedure asks you to identify the file from
which you want to import data. Make sure you write the file name. In version 9, the file is named

"PsyTablet_9" or "PsyTablet_9C".

Import from the version Sto the version 9

T Prepare the old database to data
transier

2= With Filemaker Go, first display

“Solution Management”, then
|/ "Devica®, for the axact file name
of the previous version

Cancel

Write the name of the file (the previous version) from which you want to import the data.

Example: PsyTablet_9C, ou PsyTablet 9C 1, etc

Continue

13. If you make a mistake in the name and FileMaker Go does not find the file, it will ask you to
identify it by displaying the list of files available on your iPad. If you do not make a mistake, the

import starts.

14. An end-of-import message appears, touch "OK" and PsyTablet closes; FileMaker Go

redisplays the recent files page.

15. Reopen it to start using it.
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28. Using BaseDPsy on multiple remote computers without network

As BaseDPsy is registered in the name of the user, the license allows you to install it on as
many computers as you want, but you must use the same license number and the same
professional name for using it.

Some therapists work in many places such as: at home office, at town office and at community
center.

If this is your case, you might want to always use the same data, the same BaseDPsy, from one
place to another.

The simplest method is obviously installing BaseDPsy on a laptop and to bring the laptop in
each separate offices.

But it also happens that some therapists have a different computer in each office they use. In
this case, when wanting to use the same BaseDPsy, a few different methods are available.

28.1.1 Use BaseDPsy hosted on an internet server

BaseDPsy, in partnership with Somi-t, offers an exclusive professional hosting service for your
solution and the uncompromising protection of your clinical data.

This service offers several advantages:

1. Access any time, no matter where you are as long as you have access to the Internet.
No need for special software installed on the device;

2. Access from all types of devices: desktop or laptop Windows or Mac, tablets using iOS
(iPad) or Windows;

3. Several daily backups protect you against the loss or unintentional deletion of data. It is
a more complete protection and avoids the pitfalls of human error. You are thus
protected against the breakage of your computer, against the loss or theft of the device,
the USB key or the external hard drive that serves as backup;

4. Use of BaseDPsy in hosting mode also provides access to features not available with
BaseDPsy Solo, namely: displaying graphics, automatic PDF export of documents
(invoices, reports, etc.) without the need to switch by the virtual printer;

5. The monthly subscription to the professional hosting service saves you all the hassle of
a local server including costs related to the maintenance and protection of equipment,
subscription to the various licenses required such as Microsoft Windows Server and
Terminal Services, FileMaker® Pro and FileMaker® Server, antivirus software, etc .;

6. Allows our staff to intervene quickly and directly in your copy of BaseDPsy to correct a
problematic situation or simply be useful.
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28.1.2 Installing BaseDPsy on an external medium

The easiest method is to install BaseDPsy on USB key. The major drawback is the slowness of
some USB keys compared to the speed of a hard disk. Second drawback, a USB key gets lost
easily, so always make sure you have a backup copy elsewhere on the USB key.

The same result is obtained with an external hard drive, which can be connected to different
computers. Again, make sure you make regular backups.

If you must use BaseDPsy on several computers of different platforms, some additional
operations will be needed.

For example, suppose that your computer to the clinic is running on Windows 10 and your
home computer works with Mac OS.

You will need to install BaseDPsy twice, once for each platform.

Plug your USB drive ( or external hard drive) on the Windows computer ;

Install BaseDPsy for Windows on USB key;

Add the letters " Win " at the end of the folder name BaseDPsy . This will give :

BaseDPsy7Win

Carry your USB key on the computer using Mac OS;

Reinstall BaseDPsy for Mac on USB key;

Add the letters " Mac " at the end of the folder name BaseDPsy .

In each folder that you just installed , there is a file named " PsyTablet.fmp12 ." The

extension ". Fmp12 " might not be visible on any computer with the settings saved on

each computer .

In one BaseDPsy files , delete the " PsyTablet_7 " file

When you use Windows BaseDPsy , place the " PsyTablet_7 " file in the "

BaseDPsy7Win " folder.

10. When you use BaseDPsy on the computer running Mac OS 10.11, drag the "
PsyTablet_7" file in the " BaseDPsyMac " folder.

11. Before each use , make a backup copy of PsyTablet.fmp12 on your computer ( apart

from the USB key) .
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