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SECTION 1

Getting Started

1.1 About Crystal Practice Management

Welcome to Crystal Practice Management. The Crystal PM system is comprised of eight modules that support all
aspects of patient management. These modules are covered in Sections 2 through 9, as follows:

§ SECTION 2. Patients - create, view and maintain general information, insurance information and prescription
information for all patients for your practice.

8§ SECTION 3. Billing-createinvoi ces and process payments made on a pa
the insurance provider.

8§ SECTION 4. Tasks - notify office staff of daily tasks, announcements, appointments or other important
information.

8§ SECTION 5. Schedule - schedule patient appointments and view staff schedules on a Daily, Weekly or
Monthly basis. It includes a Search function to locate available times for scheduling patient appointments.

§ SECTION 6. Inventory - manage your inventory of frames, contact lenses and other products. If the system has
been preloaded with the Frame UPC CD, manddgilngd nfgroa mére n
registered barcode is entered.

8§ SECTION 7. Reports - quickly and efficiently monitor the current state of your practice with one of 14 pre-
defined reports any needed date range. Reports can be divided into two primary categories: Financial and Non-
Financial.

§ SECTION 8. Records - create and maintain Medical Records for a patient in your practice. Medical Records in
Crystal PM are completely customizable, allowing them to be tailored to fit your specific needs. The examples
shown in this sect i oRecodsgages,fandmayyifer foom yoar ciderndized sgstem.

§ SECTION 9. Administration - configure the Crystal PM system to suit the needs of your office. You can set
fdefaulto values for other system modul-gadyappbcations femail,r e t
DVI Remo, etc.), maintain the employee roster and sche

Getting Started 1-1
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1.2 The Crystal PM Main Window

i —— |15
[ File Configuation Station EHR Import/Export Suppot Hep ]

The Crystal PM Main Window has four
functional areas:

c ) =
ORISR o B B
Patient | Biling | Tasks  Schedule Inventory Reports Records  Admin

8§ Menu Bar - Provides access to the
system menus that contain general
functions for use with all system
modules (see System Menus below).

8§ Toolbar - Contains the buttons to
launch each Crystal PM module.

8§ Display Area - Displays informational
windows, dialogs and other system
displays.

' 4 /
rystal

Practice Management

§ Status Bar - Displays the name of the
currently active patient (see Section
2.2, Adding & Searching for Patients
on page 2-1 for more information).

[No Patient Selected
The Crystal PM Mairnndow
System Menus
File
Function Description
Auto Save When active, information is saved when exiting a main window (it is not necessary to manually save
when closing a main window). This option is selected (active) by default.
Save (F2) Saves changes to the current page. This function is necessary only when Auto Save is not selected.
Print Page (F4) Prints the current main window.
Print Options Default Printer allows you to change the default print settings; Print Preview, when selected, displays a
print preview of the current page instead of sending the information directly to the printer; Select Printer
Everytime, when selected gives you the option to change the print settings each time (when deselected,
will always use default print settings); Label Printer does xxx
Close Sub Window Returns to the blank Crystal PM Main Window (pictured above)
Change User Info When in Require User/Password Login mode (see 9.2, Security Levels on page 9-1), allows the
logged-in user to change their password and contact information.
Exit Closes the Crystal PM application.

Configuration

Function Description

Server Changes the server where the database resides. Server can be specified by either IP address or
computer name.

Tablet Version When selected, enables certain features to make the system easier to use on Tablet PCs (see
Section 1.3, Tablet Version on page 1-5 for more information).

Scanner Options Selects the type of scanner being used. External App is used for Fujitsu scanners that integrate
directly with Crystal PM and expedite the scanning process. Twain is for a traditional scanning
process that requires you to open a scanning window, select the settings, etc.

Web Cam When active, shows the WebCam button on the Patient Info page (see Section 2.4.2, Adding a
Patient Photograph on page 2-4 for more information).

1-2 Getting Started
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Synchronize Client Used to synchronize your client computer with the server version. Note that your computer will need
to restart to complete the synchronization.

Import Spex UPC CD Imports the UPC codes from the most recent Spex CD (released on a monthly basis). Note that it is
best to perform this action overnight, since it can take a long time.

Hide Sign-In List When selected, hides the patient sign-in list which appears to the right of the toolbar.

Disable ScrollBars Should be selected if your screen resolution (and the default size of Crystal PM in your computer) is
1024 x 768 or larger; should be deselected if smaller, to enable scrolling through windows.

Set Current Screen Sets the current screen size as the default, so the Crystal PM window will always be that size when

Size as Default you open the program.

Set Current Screen Sets the current tool/location (e.g., tasks, schedule, etc.) as the default, so the Crystal PM window

Location as Default will always open to that window when you open the program.

In addition to the above, the following functions are available in the Configuration menu
only when accessed from certain modules.

Close Without Saving Records Module Only: Closes the Record without saving the changes.

Export New Patient Patient Module Only: Exports a new html file for use on the Patient Website. See Section 9.3.24,
WebPage Website on page 9-25 for more information.
Station
Function Description
Toolbar Background Color Changes the color behind the toolbar.
Toolbar Font Color Changes the color of the text in the toolbar items.
Background Change the image in the background of the Crystal PM Main Window.
Restore Crystal PM Defaults Restores all Station settings to factory defaults.

EHR
Function Description

Display F9 Button When selected, the F9 [@ button will appear next to any field with F9 defaults
available.

Display F9 on Focus When selected, will automatically open the F9 defaults whenever available.

Display Hidden Boxes When selected, will make the boxes for each entry field invisible.

Auto-Center Field on Page When selected, automatically scrolls to centers each filed in the viewing window.
Usually preferred for tablets or smaller monitors.

Import Templates Used to import templates shared by other practices (see Section 9.3.21, Updates on
page 9-23 for details), as well as backing up and restoring templates. Selecting this
option will open the Medical Record Configuration Utility, which provides further
instructions.

In addition to the above, the following functions are available in the EHR menu
only when accessed from the Records module.
See Section 8 for more information on the items below.

AutoSave Every Min When selected, will automatically save any page every minute.

All F8 Keys (SHIFT+F8) Automatically fills all fields with the Default Exam Values.

Show Fields for Procedure (F7) Opens the Fields for Procedure window.

Switch Med View (F5) If an old record is open, switches between the old record and the current one.

Auto-History (F12) When selected, clicking on a field that was filled in on a previous record will
automatically show the historical data in a dropdown menu.

Import from Last Exam (ALT+F8) When selected, the user can press <Alt> + <F8> to automatically fill the selected field
with information from the most recent exam.
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Edit Medical Records

Enables Edit Records Mode, allowing the user to edit the Medical Records templates.

Delete Medical Record

Deletes the current Record. Note: Deleted medical records cannot be restored.

Change Medical Record Date

Changes the date of the current Record

Change Medical Record Patient

Changes the patient associated with the current Record

Edit Records for Procedure

Opens the Records for Procedure dialog.

Place Time In Current Field (CTRL+T)

Places the time in the current field.

Display Change Log

Opens the change log for the current medical record (see Section 7.2.13, Medical
Records Change Log on page 7-13 for more information).

External Data

Opens the Summary Form that contains the Continuity of Care Record and additional
certification requirements not commonly used by most optometry practices.

Print to PDF

Saves the current page as a PDF file.

Import/Export

Function

Description

Import a Patient

Imports patient information from a data file.

Export a Patient

Exports patient demographics and other selected information to a data file.

Encrypt a File

Encrypts a file for secure transfer of information.

Decrypt a File

Decrypts a file that was encrypted using Crystal PM.

only

In addition to the above, the following functions are available in the Import/Export menu

when accessed from the Records module.

Import Machine

For configured external devices, imports data from the selected machine into the
associated medical records fields (See Section 8.2.3, Importing Data from Other Devices
on page 8-3 for details).

Export Medical History Webpage

Exports the open tab as a new html file for use on the Patient Website. See Section
9.3.24, Website on page 9-25 for more information.

Export Medical History Webpage

Same as above, but using a slightly different export method. This method is usually

(method 2) preferred for pages with a lot of text boxes. See Section 9.3.24, Website on page 9-25 for
more information.
Support
Function Description

Email Tech Support Creates an email to Crystal PM technical support.

Visit Web Support Opens a browser to the Crystal PM website.

Call Tech Support Displays the Abeo Solutions telephone numbers.
Goto Meeting Opens a browser to GoToMeeting screensharing program. (Use only when prompted by customer
support.)
Join Me Opens a browser to Join.Me screensharing program. (Use only when prompted by customer support.)
Help
Function Description

Help Documentation Opens the electronic documentation manual.

About Shows the current software version of the Crystal PM client.
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Schedule

This menu is available only in the Schedule module.

Function Description
Toggle Hide Missed / When selected, appointments that were missed or cancelled will be hidden from the display
Cancelled Appointments view.
Print Schedule Display View Prints the schedule, using the current display view.

1.3 Tablet Version

Tablet version is designed to take advantage of the point and click
capabilities using a stylus and Tablet PC computer. Turn tablet version on
by selecting Tablet Version from the Configuration menu.

File | Configuration | Station EHR Import/Export Supp!

o Server
j v Tablet Version IJ
Scanner Options »
Tablet version contains the following differences: WebCam
Synchronize Client
Import Spex UPC CD

Hide Sign-In List

8§ Search for Patient: The Search for Patient window facilitates
searching for patients without a keyboard.

Disable ScrollBars

Set Current Screen Size as Default

§ Health Records: Tablet version allows for easy clicking and
navigating through the exam forms. When an exam field is
selected two buttons will appear.

Set Current Screen Location as Default

" ) Enabling Tablet Vers|
0 opens the handwriting entry box, allowing you to

handwrite using a stylus. Crystal PM will decipher your handwriting and list all possible text in the
lower box. Select your desired text or use the buttons beneath to modify.

0 H is the frequent responses shortcut, allowing you to insert pre-populated frequently used text.

§ Exam: For an exam page with Shortcut Buttons enabled there will be a ESiliSiE#8 button next to the Assigned
Doctor dropdown menu. Click the Shift F8 button to auto fill the exam form with the standard defaults.

Search Text: Search By Criteria:
B |Last, First -

EICIIEEIEORICOCICICRICIENNIIEICICICCACICIG)

MlEacispace Il Space Jil Enver Ji[ comma Y[ periodlifapostrophelil NI N[ Crear |
Search for Patient Windowablet Version BEiblec

1.4 Administrative Login

! -Enter the Admin Password:

Certain modules, features and function within the Crystal PM system are
password protected to be accessible to Administrative staff only. When a
password protected feature or function is selected, a login dialog displays.
You must enter a valid password in order to access the selected feature or
function. For more on administrative logins and passwords, see Error!
Reference source not found., System Administration.Error! Reference
source not found.

Please Enter the Administrator Password:

CANCEL |
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(JO SECTION 2
44 Managing Patients

2.1 Overview

The Patient module lets you create, view and maintain general information, insurance information and prescription
information for all patients for your practice.

To display the Patient window:
Click the Patient &8 button in the Main Toolbar.

§ If a patient is currently selected, the Quick View page for the current patient displays (see Section 2.4, Quick
View on page 2-3 for details).

§ If a patient is not currently selected, the Search for Patient dialog displays (see Section 2.2, Adding &
Searching for Patients on page 2-1 for details).

To select a new patient while in the Quick View, click the &2 button in the Main Toolbar to display the Search
for Patient dialog.

Default values and menu selections in the Patients module are maintained in the Administration Module (see
Section 9, System Administration for details).

2.2 Adding & Searching for Patients e e, T

) ) R Search Text Search By Criteria:
Use the Search for Patient dialog to search the patient
ot H H Select Patient:
database for an existing patle_nt, or to add a brief record e E rr———
to the database for a new patient.

To select an existing patient:

1 Search for a patient by entering the first few
charact er s oléstnarhedn the Sdaicle n

Text box.
§ The Select Patient list shows all patient o S S g e
names that match your search criteria. Lot st Last st

8§ You can also search by first name, account ID,
address, birthday, nickname, phone number,
social security number, email or insurance ID, Search for Patient Dia
by selecting the relevant entry in the Search
By Criteria dropdown menu.

2 Double-click the name of the desired patient in the Select Patient, Patient Signed In or Most Recent Patients
lists.
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§ The Search for Patient dialog closes, and the screen refreshes to display the Quick View page for the

selected patient.

§ Once a patient has
corner of every Crystal PM screen.

To add a new patient:

been

selected,

1 Click the Add New Patient button.
8§ The Add Patient dialog displays.

2 Select atitle (Mr., Mrs., etc.) for the new patient
fromthedrop-d own menu, then e
name in the Last and First text boxes. This
information is mandatory.

3 Enterthepatientd s personal and
information and preferred contact method. Either
the Cell Phone or Home Phone number is
mandatory.

C

Enter the phone numbers as a string of digits;
the software will fill the parentheses and

hyphens automatically. For example, to enter
the phone numHBE&rl 2f( 8 & &
i80055512120.

4 Select the patientédés 1| ng
Primary insurance, Secondary Insurance and
Tertiary Insurance menus.

5 Click the OK button to add the new patient to the

patientds database.

§  The system will automatically generate
an Account # for the patient and will take
you to the Quick View page for that patient.

e Add Patient I

Last

Cell Phone ( )
Home Phone ( )
Work Phone ()

Other Phone ()
Preferred Contact Method

t

he pati en-hahdg
First
ss# . .
Birthdate _ /_/ (mmiddlyyyy
Email

Primary Insurance [None

ID Number
Policy Group#

Not Primary on Account [

ssn

Secondary Insurance None

ID Number
Policy Group #

Not Primary on Account [

ssn

Tertiary Insurance None

ID Number

Policy Group #

Not Primary on Account [

* Color = required

ssn

* Color = conditional required Field

Add Patient Diall

name

2.3 Viewing Patient Information
The Patient window provides accesstoeighti pages o of patient information:
§ The Quick View (Section 2.4, page 2-3) provides a general overview, taken from the other pages within this
window.
§ Patient Information (Section 2.5, page 2-5) contains basic contact and demographic information.
§  Additional Information (Section 2.6, page 2-6) contains referrals, letters, alerts, and other optional data.
§ The Insurance page (Section 2.6.7, page 2-9) contains all relevant insurance information. Up to three
providers may be associated with a single patient.
§ The Prescription page (Section 2.8, page 2-12) maintains prescription information.
8 Notes (Section 2.9, page 2-19) allows you to enter free-form medical, personal, or correspondence notes.
8§ The Files page (Section 2.10, page 2-20) lets you attach data files created outside the Crystal PM system to
the patientdés file.
8§ The Status page (Section 2.11, page 2-23) provides an overview of prescriptions, orders, billing, and notes.
2-2 Managing Patients
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2.4 Quick View

The Quick View page provides an
overview of moshpertinpnat i ent 6s
information.

To view the Quick View page:

Click the Quick View tab in the Patient
window. Note that this page opens by
default whenever you access the Patient
module.

This page is primarily read-only,
with the content culled from other
pages within the Patient module.
With the exception of the
photograph in the upper right
corner (see Section 2.4.2,
Adding a Patient Photograph on
page 2-4), none of the data can
be changed from this page.
The Quick View Pe

2.4.1 Viewing Quick View
Information

The Quick View page provides the following information:
§ Contact Information - including address, e-mail, phone #s and preferred contact method.

§ Alert Comment - the text of any alert comment entered on the Patient Information page. The Alert
Comment is displayed in red type.

§ Account#-t he pati ent 0 s ,aftonaticalygenematadii ther Crystal PM system.
8§ Personal Information - including Social Security Number, birthdate, and age.

8§ Doctor - the Doctor to whom the patient is currently assigned. If the patient is not currently assigned to a
Doctor, this field shows the message fAiNo Doctor Assi

8§ Next Appointments - shows a listing of all currently scheduled future appointments for the patient (see
Section 2.4.3, Viewing Appointments and Appointment History on page 2-4 for details).

8§ Last 5 Appointments - shows a listing of the previous five appointments for the patient (see Section 2.4.3,
Viewing Appointments and Appointment History on page 2-4 for details).

§ Billing Info - including insurance balance, patient balance, amounts owed/paid, and courtesy discounts.
§ Last Paid - the date on which the most recent payment on the account was made, in MM/DD/YYYY format.

§ Courtesy Discount-s hows the discount (as a percentage) to be
account.

§ Insurance -showsthename s of t h Brimarg,tSecendaryasnd Tertiary Insurance providers. The
word fANoneodo is displayed if the patient does not hav

§ Linked Accounts - shows a listing of other patients (e.g., dependants or guarantors) that are linked to the
current pat i e n tséeSectoo 2404puMiewving(a Linked Account on page 2-4 for details).
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