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Introduction

Congratulations on your decision to use TakeCharge. We hope you will take some time to read about our product and make yourself familiar with its use. We’ve made every effort to make TakeCharge as intuitive as can be, but in case you have doubts on how to navigate through the program, this manual contains the answers to your questions. Included is our License Agreement and the documentation of TakeCharge for Palm OS®. There is separate documentation for the TakeCharge Desktop companion software available online and in a file that is part of the desktop download. Please make sure to register as a user and keep your program up to date. The latest version of this manual is available at: http://www.SmartMedicalSoftware.com
Please do not distribute this program to anyone else, or attempt to change the program in any way. See the License Agreement below for more information. If you know anyone who is interested in registering the program please direct them to:

	Web Page:
	http://www.SmartMedicalSoftware.com

	
	

	e-mail:
	sales@SmartMedicalSoftware.com

	
	

	Address:
	Smart Medical Software

	
	P.O. Box 331119

	
	Los Angeles, CA 90033

	
	

	Phone / Fax:
	(866) 270-6370


License Agreement

1. Restrictions.

Licensee shall not modify, copy, duplicate, reproduce, license or sublicense the Software, or transfer or convey the Software or any right in the Software to anyone else without the prior written consent of Developer; provided that Licensee may make one copy of the Software for backup or archival purposes. Licensee shall not attempt to reverse-engineer the product for any reason. Licensee is granted the right to install the Palm software version of TakeCharge onto one handheld device. Additionally the licensee is granted the right to install one copy of the TakeCharge Desktop for Windows onto any SINGLE Desktop computer.

2. Fee.

In consideration for the grant of the license and the use of the Software, Licensee agrees to pay Developer the current license fee for the Software, as priced on the www.SmartMedicalSoftware.com web site. Price is subject to change without notice.

3. Warranty of Title.

Developer hereby represents and warrants to Licensee that Developer is the owner of the Software or otherwise has the right to grant to Licensee the rights set forth in this Agreement. In the event of any breach or threatened breach of the foregoing representation and warranty, Licensee's sole remedy shall be to require Developer or to either: i) procure, at Developer's expense, the right to use the Software, ii) replace the Software or any part thereof that is in breach and replace it with Software of comparable functionality that does not cause any breach, or iii) refund to Licensee the full amount of the license fee upon the return of the Software and all copies thereof to Developer.

4. Warranty of Functionality.

A. For a period of twelve (12) months following delivery of the Software to Licensee (the "Warranty Period"), Developer warrants that the Software shall perform in all material respects according to the Developer's specifications concerning the Software when used with the appropriate computer equipment. In the event of any breach or alleged breach of this warranty, Licensee shall promptly notify Developer and return the Software to Developer at Licensee's expense. Licensee's sole remedy shall be that Developer shall correct the Software so that it operates according to the warranty. This warranty shall not apply to the Software if modified by anyone or if used improperly or on an operating environment not approved by Developer.

5. Software Maintenance.

A. Standard maintenance. During the Warranty Period, Developer shall provide to Licensee any new, corrected or enhanced version of the Software as created by Developer. Such enhancement shall include all modifications to the Software which increase the speed, efficiency or ease of use of the Software, or add additional capabilities or functionality to the Software, but shall not include any substantially new or rewritten version of the Software.

B. Optional maintenance. After expiration of the Warranty Period, Licensee may continue to receive maintenance support for successive twelve (12) month periods. The charge for such optional maintenance support shall be Developer's regular list price for maintenance and support for the Software as published from time to time by Developer. Licensor shall notify Developer in writing if it desires to receive optional maintenance. If Licensee fails to take optional maintenance and later elects to receive it, Developer reserves the right to charge Licensee it's maintenance fees for the period of the lapse in maintenance. Developer may elect to discontinue maintenance at any time upon notice to Licensee, and refund of any then unearned maintenance fees.

6. Warranty Disclaimer.

DEVELOPER'S WARRANTIES SET FORTH IN THIS AGREEMENT ARE EXCLUSIVE AND ARE IN LIEU OF ALL OTHER WARRANTIES, EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE.

7. Limitation of Liability.

Developer shall not be responsible for, and shall not pay, any amount of incidental, consequential or other indirect damages, whether based on lost revenue or otherwise, regardless of whether Developer was advised of the possibility of such losses in advance. In no event shall Developer's liability hereunder exceed the amount of license fees paid by Licensee, regardless of whether Licensee's claim is based on contract, tort, strict liability, product liability or otherwise.

8. Governing Law.

This Agreement shall be construed and enforced in accordance with the laws of the state of California.

9. No Assignment.

Neither this Agreement nor any interest in this Agreement may be assigned by Licensee without the prior express written approval of Developer.

10. Final Agreement.

This Agreement terminates and supersedes all prior understandings or agreements on the subject matter hereof. This Agreement may be modified only by a further writing that is duly executed by both parties.

11. Severability.

If any term of this Agreement is held by a court of competent jurisdiction to be invalid or unenforceable, then this Agreement, including all of the remaining terms, will remain in full force and effect as if such invalid or unenforceable term had never been included.

12. Headings.

Headings used in this Agreement are provided for convenience only and shall not be used to construe meaning or intent.

Installation

Please make sure you have enough empty space on your handheld device. The space required for the program itself is approximately 250K. Depending on the amount of data you install about your specific practice and the number of diagnostic tables you want to include, your memory requirements may increase significantly.  To verify the amount of free memory on the handheld device tap the Applications icon and then tap the Menu icon. From the App menu tap Info…. If you do not have at least the minimum amount of free memory you must decide to delete some applications from the handheld or to install to an expansion card if that option is available on your device.

To install TakeCharge onto your handheld device follow the instructions below:
1. From the Start Menu choose Find, then Files or Folders. When the search screen appears, type TCharge.prc in the Named field and press enter. Windows should locate the TCharge.prc file in the default directory:

C:\Program Files\Smart Medical Software\TakeCharge PC\

2. Once you have located the file, double click on TCharge.prc and the Palm Install Tool screen should appear. Make sure to select the correct handheld user name and then click Done. Then HotSync your handheld and confirm that TakeCharge shows as one of your applications.

 Please see separate detailed installation instructions.

Initial Synchronization

After installing the application to your handheld, the first synchronization must be done carefully. The application is installed either empty or with demonstration data that must be purged from the handheld to avoid transfer into your own system. This is achieved easily by selecting a one-way transfer of data, from the desktop into the handheld. From the system tray (lower right corner of your Windows screen on the desktop) click the HotSync manager icon. Then click Custom…. A dialog box should appear. Make sure that your user name is selected at the top. On the left side, Conduit column, select TakeCharge and then click change on the right side of the box. Select the option “Desktop overwrites Handheld.” Then click done and perform the HotSync operation. Make sure not to make any other changes. DO NOT check mark “set as default” as future synchronization must have a two-way direction of data flow.

The Main Screen

This screen will help you navigate through your day and capture your charges. At the top, the current date and time are noted. Immediately below you will find the Mode selector. Tapping over the down arrow will show the available options: Rounds, Outpatients, or Edit Facility. Below is the black title bar Facilities which lists all the facilities in which you are active. To the right you can see how many patients have been seen over how many active patients you have in each facility. To the right of the title Facilities is a filter, which defaults to All. Tapping over All will allow you to select only the type of facilities that are of interest at any particular time. For example if you are only going to round on hospital patients, you may choose Hospital, and the list below will only show facilities from the Hospital category and their related statistics.

Figure 1
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Adding New Facilities

If the facility that you are visiting is not in the list, you may easily add it from the handheld. Tap the New button and the Facility screen will appear. Enter the name of the facility and then tap on the down arrow to select the type of facility. Choose among the type of facilities that are appropriate to your situation or specialty. All facilities are created with a ward called default. Tap on default to rename the ward with an actual ward name, such as ICU or CCU. Make sure to add all wards in which your patients may be admitted in that facility. This feature will help you organize your rounds and remind you of patients to be seen in a specific ward so that no patients are missed. Tap on the add button to add the remaining wards. To delete a ward, first tap on the ward you want to delete, then tap del. Tap Ok to finalize your additions or Cancel to return to the main screen without adding the facility.

Figure 2
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Edit Facility

When you need to edit the information of one of the facilities in the list you can tap on mode and select Edit Facility. Then tap on the facility you need to modify. This will take you to the Facility screen as described above. Please follow the instructions above (Adding New Facilities) to make changes, or add or delete wards. Please note that if a ward or facility has active patients admitted you will not be allowed to proceed with the deletion.

Figure 3
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Outpatient

TakeCharge also allows you to capture your outpatient charges. This feature allows you to capture charges for consultations or follow up visits in an Emergency Department when the patient will not be admitted, or consultations in Ambulatory Surgical Centers, etc. Although it can also capture charges for office visits, the program does not replace the need for an office management system and the use of Superbills for accurate auditing of in office services. Under this Mode, once you select a facility, the program will list all patients in your system not admitted in a facility of the Hospital type. If the patients being seen are not in the list, you can easily add them. Please see Adding New Patients for details. Once you have selected the patient, you are ready to capture your charges as outlined below.

Figure 4
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Rounds

This Mode is the default setting and what makes this tool so functional and practical. Under this mode, selecting a facility shows you a list of all patients admitted in that specific facility. At the top right corner of the screen, you can use a filter and further limit your list of patients to those admitted in a specific ward. Patients are listed in alphabetical order and to the right the program shows their date of birth and age to help in properly identifying each patient. From this screen you can tap on a patient’s name to: a) Add a new charge, b) Review Previous Charges, c) Edit the Patient Information, or d) Edit the Admission Information. Please see below for details about each Mode.

Figure 5
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Capturing Charges

Once you have selected a facility, a list of patients admitted to that facility appears. Over the heading Patient you will notice the Mode selector that allows you to perform different functions as listed above. The default mode is New Charge. In order to add a charge just select or tap the name of the appropriate patient. A new screen appears. The title of the screen clearly lists the name of the patient for whom a charge will be created. The second line lists the DOS (Date of service), which defaults to the current date. To the right of the DOS is the Att (Attending) of the patient during the current admission. Right below you will notice the E&M (Evaluation & Management) field, and farther below the area for adding diagnosis and procedures. In most cases you will only need to select your E&M codes, which will be listed in familiar terms and pre-selected to the ones that apply to the specific situation. Tap over the DOS field to change the date of the service provided. Tap over the down arrow next to E&M to select your level of service. See below for details on selecting diagnosis or procedures. After capturing a charge for the current day, the name of the patient will show a distinct mark, allowing you to easily distinguish between patients seen and yet to be seen. The program will remove this mark after the appropriate time has elapsed since the last visit, as determined by the visiting frequency. The visiting frequency is daily for acute hospitalizations, and monthly for extended care facilities. There is also a weekly option for added flexibility. 

Figure 6
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Previous Charges

The mode selector can be changed to Previous Charges to review or edit charges already recorded in the system. After changing modes, just select or tap over a patient name to see a list of their prior charges. The resulting screen will identify the patient and show you a description of the charge and the date of service of each individual charge already in the system. Tap over the charge to select it, and all details of the charge are shown ready to be edited.

Figure 7
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Editing Patient Information

The mode selector can also be changed to Edit Patient. This option allows you to review and edit the patient demographic information and medical history. After changing modes, select or tap over the name of the patient. The Patient Information screen will appear, containing the patient’s name, date of birth (DOB), account number, insurance type, and medical history. Any of those fields can be modified. See below (Adding New Patients) for details on how to make changes in this screen.

Figure 8

[image: image9.jpg]Patient Informat
e Henerzon, empsr.
A e T

HenevsanKemvev mm/zxu s~

el 1722/ 72 [ largis
s 55 o

Ul /26062 35

W Hary 0375 2





Adding New Patients

It is easy to enter new patients into the system. If while you are rounding you encounter a patient not in the system already you must use the admit process described below to reach a blank Patient Information screen. In this screen you will find a field for the name. Enter the patient’s name in a consistent format (we recommend Last, First). The tap over the field DOB: No Date. The select date screen appears. Use the left and right arrows to select the patient’s year of birth, the select the appropriate month, and day. The account field is reserved for entering your office management account number and may not be known yet while you are rounding. The Ins. Field is used to list the patient’s insurance category, such as Medicaid, Medicare, HMO, or PPO, rather than individual insurance carriers. This is most useful at reporting when groups of patients with similar billing requirements can be batch together for processing. To add the patient’s medical information tap over the add button. This will give an opportunity to enter some of the patient’s past medical, surgical, and allergy history for quick reference when away from the medical record. Select the items that apply to the particular patient. Use the filter on the right upper corner to change from Allergies to Medical or Surgical history items. Select all the items that apply and tap Ok to add them all together to the record. To remove items from the list, select the item and then tap del. All fields in this screen are optional except for the name. It must contain some information in order to save the record. When done tap Ok to save all the information.

Figure 9
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Admit Process

The admit process is very simple and follows the logic of the work you do every day. Tap over the name of the facility where the patient has or will be admitted. Tap over Admit. A list of all patients not already admitted in a facility will appear. Use the letters in the lower area of the screen or graffiti to enter the first few letters of the patient’s last name. Matching entries will appear at the top of the list in bold. Tap over the name of the patient you want to admit, and the Admission screen will appear pre-filled with the patient’s information and the default settings. Select the ward and attending from the drop down lists and tap Ok to finish the admission process. If you work in a multispecialty group with other TakeCharge users, you can also add them to the list of physicians caring for this patient. Under Visiting Doctors, tap add and select the physician’s name, role (attending or specialist), and the usual frequency in which the patient will be visited. Once all PDA’s have been synchronized, the patient will appear in those physicians added as well. To remove a physician, tap over their name and then tap del. Please note that the program will add your name appropriately to the list after saving the details of the admission. For example if you list yourself as the attending, the program will add the entry with your name, as attending, and daily visits to the list automatically after saving. If someone other than the palm owner is selected as the attending, the palm owner will be added as a specialist (unless the palm owner has the attending listed under the covering mode).

Figure 10
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Changing the Admission Information

Once a facility has been selected, the mode can be changed to Admission Info to return to the Admission screen. The most used feature there will be to change wards as a patient is transfer to different wards within a facility or to remove a patient from the list that was discharged by a different physician not using the system. Please note that using the discharge option from this screen does not create a charge. If you create a charge with a discharge code, the program will automatically remove the patient from the list of admitted patients. All fields in this screen can be edited as described above.

Figure 11
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Selecting Evaluation and Management Codes

Indicating your charges is easily done. Once in the charge screen use the drop down button next to E&M to select the appropriate level of service. The program smartly shows only applicable codes, i.e. inpatient codes for hospitalized patients, ECF codes for nursing home patients, follow up and discharge codes if an H&P has already been coded, etc. But it is the responsibility of the healthcare provider to select the appropriate level of service. The default could be always the lowest level in a category, but please make sure to select the appropriate level for your services so that your reimbursement can be fair. If the code you are searching for is not visible, use the All.. option to expand the list to include the rest of the codes. 

Figure 12
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Selecting, adding or editing a diagnosis

In order to complete your charge, you must provide one or multiple diagnoses to justify your services. In general, select diagnoses that are acute for acutely hospitalized patients. Avoid listing chronic conditions that in general do not justify an acute hospitalization. To enter the appropriate diagnosis, tap over add in the diagnosis row. The diagnosis screen will appear. A list of all diagnosis in the system will appear. Use the alphabet in the lower part of the screen, or graffiti to enter the first few letters of the disease you are looking for. Matching entries will be bolded. Tap over the diagnosis you want and repeat the procedure to select other diagnoses. When done tap Ok to add all of the selected items to the charge. Usually 2 to 3 diagnoses are all that is needed. Categories or Diagnostic Groups divide diagnoses. Use the filter in the right upper corner to narrow down the lists if you want to browse and manually search for a specific condition. If the diagnosis you want is not in the list, tap over New to add it. The Diagnosis screen will appear. The description field is all that is needed to save your new diagnosis. The desktop companion will mark your new entry as incomplete and flag it for coding later. If you do know the diagnosis code enter it in the code field and select an appropriate diagnostic group for it. Tap Ok to save the entry. It will automatically be selected for addition to the current charge. The screen to select a diagnosis has 3 modes. MultiSelect allows you to search and select multiple diagnoses and add them at once to the charge. Select mode immediately adds your selection to the charge. Edit Diagnosis changes the mode and allows you to select a diagnosis to change its description, code, or diagnostic groups assignment as described previously.

Figure 13
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Selecting, adding or editing procedures

Procedures are managed in the same way as diagnoses. Use the del or add buttons in the procedure row to manage procedures. The procedures screen has a similar mode selector as the diagnosis screen. Options there include again MultiSelect, Select, and Edit. The edit option takes you to the detailed screen of the procedures record. Two fields are included there, Desc. (Description) and Code. The only requirement in this screen is to include a brief description of the procedure. The rest of the information can be added at the desktop. See above (Selecting, adding or editing diagnosis) for specific details on managing this type of data.

Figure 14
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My list / Others

If you are a solo practitioner not sharing data with anyone, this section does not apply to your situation. If you are in a group with other TakeCharge users, you can use the My list / Others filter in the facility screen to toggle between your patient list and everybody else’s patient list. This is useful to take a glance at how busy an upcoming weekend call could be, or in a multispecialty setting, to find patients already admitted by a primary care provider and add them to the list of the specialist. In this last case for example, a patient is admitted by his primary care and days later a specialty consultation was requested from a fellow TakeCharge user in the same group. The specialist can switch his list to Others to find the patient’s name already admitted in that facility. Then change mode to Admission Info and tap the name of the patient. Under Visiting Doctors tap add and select his own name, as specialist and an appropriate visiting frequency. When the specialist changes the list of patients back to My list, the selected patient will be included with his patients to see, and charges can be easily added. The E&M section will appropriately list consultation codes instead of primary care codes.

Figure 15
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Cross Coverage

If you are a solo practitioner not sharing data with anyone, this section does not apply to your situation. If you are in a group with other TakeCharge users, you can use the Cross Coverage feature during weekend call or other situations where one TakeCharge user is covering one or multiple other TakeCharge users in the same group. From the initial screen tap the upper left corner TakeCharge title or the Menu icon of your Palm. A drop down menu will appear at the top of the screen. Select Preferences. Under doctors covered select add, and then tap over the doctor’s name that you will be covering. When done with your covering responsibilities, select the doctor’s name from the list, and then del to remove the covering feature. Once a doctor’s name has been added, all of his/her patients will appear as part of your list without the need to use the My list/Others feature. We do not recommend using the My list/Others feature for cross coverage. Using it, will present you a list with the wrong codes for E&M, as the program will interpret that you are performing a consult in a patient with an attending other than the Palm owner. Instead, with the coverage feature, the appropriate billing codes will be presented since the program will know that you are in fact taking the same role as the doctors you are covering. The terminal ID and owner should be set at installation by the person in charge of coordinating the entire group of users. Please do not change it unless you are knowledgeable of the implications. Duplicated terminal ID’s or owners can create serious synchronization errors.

Figure 16 
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