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Figure 1 Confirm-IT2 “Yesterday and Today’s Appointments Main Screen

GETTING STARTED, “The Basics”

Assumptions
After the software has been installed on the Confirm-IT2 user’s computer, you
can start Confirm-IT2 by clicking on Start and then clicking on Programs,
Confirm-IT2 will be shown in the Programs menu. Click on Confirm-IT2 to start
the application.

NOTE: The very first time Confirm-IT2 is started, an installation Wizard
presents a series of setup screens that guide you through the initial configuration.
General information such as passwords and callout appointment reminder
scheduling etc are entered at that time. Any subsequent required changes to the
initial configuration entries may be made by persons who have the administrator
level password.

This User Guide assumes that the Wizard procedure has already been
performed by the user in conjunction with the Confirm-IT2 software
installation personnel. It also assumes that all reminder voice messages have
been recorded and Email/Text message content entered. Some explanation of
these procedures will be included in this manual in case changes are necessary.

The complete Wizard setup and detailed Administration
procedures are covered in the Installation Manual.
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Sign In
To start Confirm-IT2, click the on the desktop icon if present, or you may
select Confirm-IT2 from the Programs menu.

Figure 2 Confirm-IT2 Password Sign in Screen

A Welcome dialog box will appear requesting that you enter a sign-in password.
Position the cursor inside the entry field and type in the factory set password
CONFIRM2 or the new password set up by the software installer during the
Wizard procedure. Click on the Sign-in button or press the Enter key.

Note: Passwords are case sensitive.

The following main screen will appear.

Figure 3 Confirm-IT2 “Yesterday and Today’s Appointments Screen

NOTE:
Several customized
versions of Confirm-IT2
are available to fit the
needs of different
business types.
Although the operation
is the same, the screen
examples in this User
Guide may differ slightly
from your version.
The words “Customer”
and “Patient” will be
used interchangeably in
this document

Your Company Name
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About The Main Appointment Confirmation Status Screen

Figure 4 Main Appointment Status Screen

If Auto Import Mode is selected, Confirm-IT2 will poll the appointment
file every 30 seconds to check for new client entries, changes to existing
client contact data or appointment date/time changes.

If input mode is set to Manual, the user will need to perform an import
each time the appointment database file has changed or a new
appointment has been added.

- If the Import mode is set to Manual, this area shows the last time an import was completed.

- If the Import mode is set to Auto, this will show the last time Confirm-IT2 detected that the
appointment database file has been modified and completed a new import.

This area indicates the amount of
appointments that were added to the callout
queue during the last import.
(If for example only a phone number
changed during the most recent import, no
appointments would be added).

* The Import Mode is
determined during the
installation of Confirm-IT2.

*

Familiar Pull-Down Menus
See Figure 12

Personal Reminder Notepad for User

Callout, Email or Text Appointment Reminder
Information Column Descriptions.

Bold information indicates today’s activity,
Regular text displays yesterday’s activity.

Indicates Appointment, Appointment Range,
Appointment Date, Reschedule, Birthday,
Notify Now, Provider Canceled or Inactive
type of notification.

afc

Appears only if required formatting
by automatic file conversion CTL
customized option is present.

Appoint"
"Cancel"
"Birthday"
"Close"
"Close"
"Inactive"
"Re-Sched"
"Ntfy Now"
"Appt Rng"
"Appt Dat
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Using Confirm-IT2 (Import Modes)
The amount of involvement in the daily operation of Confirm-IT2 will depend on the
Mode of operation that was selected from the File/ Import Appointment Manager menu
during the software setup.

Most likely, Auto Mode was selected during the installation and the initial Import
information fields have been set up, so there is not much involvement other than
monitoring the dynamic Main screen and possibly running some reports. Confirm-IT2
scans the appointment database file every 30 seconds to see if there were any changes or
additions since the last time it performed an automatic import. (See Figure 4)

If Manual Mode was selected a manual Import will need to be performed each time the
appointment database file of the existing appointment scheduling application has been
changed i.e. appointment added or an appointment date/time has been changed. After the
initial import has been completed, the template information from the previous import
such as file name and location and the column positions of the required data fields will
still be present in the Import Appointment Manager screen. There should be no need
to change any of this information. By clicking the Import button, the latest version of
the appointment database file will again be imported into Confirm-IT2 after clicking the

Save button.

Figure 5 Import Appointment Manager Manual Import

Name and location of appointment database
file

Depending on your existing scheduling application, use
only one date/time format set (A) or (B). DO NOT MIX

BOTH

NOTE: If the file is in CSV format, some fields will not be present.

Database column number
positions from last import.

*

See Notes on next page

(A)

(B)

*

*

*
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Figure 6 Manual Import Interaction Window

Figure 6a Procedure ID to Name Cross Reference Table

After clicking the Import and Save
buttons, you will be asked if you want
to be prompted to confirm customer
information updates, resolve
duplicate customers and create
appointments. If Yes, you will be
prompted for action if any changes
from previous customer records are
detected i.e. phone number change
etc. If No, import will run and show
number of Total customers
updated. Click the Save button to
exit. If you choose Yes, you may
cancel later.

The imported data records will be
shown in the Results of import window.

* NOTE: In most database files, there is a key (index/or ID) field that contains a
unique (usually sequential) number that is assigned to each appointment entry. The
column number of this field should be entered in the App. ID Column Position box.
If the ID is entered and a date change is made to an appointment, CI2 can detect that
it is only a date change and not a new appointment.

* NOTE: The data in the
Procedure ID and
Location ID column of the
imported file will usually be
either text or a number
identification code. To
make it easier for the
administrator, you may
create a cross reference
alias table in Confirm-IT2
Procedure Manager and
Location Manager. The
abbreviated text or number
External ID code can be
assigned a more
meaningful alias name in
the patient manager
screens and reports.

In this Location Manager example, External ID code 3 imported
from the database, is assigned the name “St. Josephs”.
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Viewing and Printing Confirm-IT2 Reports
Confirm-IT2 provides 3 major report types: Confirmation, Appointment and Inactivity.
These reports are viewed at the Confirm-IT2 User PC and can be printed.

The Appointment Report shows pending callouts and callout results for a specified date
and time period, set in the Report range section of the screen. All customers are selected
by default but you may select certain customers and disregard others.

If for some reason an imported appointment reminder needs to be Cancelled or
marked for Deletion and deleted from the Confirm-IT2 Internal database, there is
an option within the Appoint Report screen to do so.

(See Appointment Report Figure 9 and 9a)

For any appointments that were deleted manually from the Confirm-IT2 internal
database, you can limit the view to show those alone.

IF A SCHEDULED APPOINTMENT HAS BEEN DELETED FROM THE EXISTING SCHEDULING
SOFTWARE DATABASE FILE AND HAS ALREADY BEEN IMPORTED INTO CONFIRM-IT2, THE
NOTIFICATION CALL IS STILL PENDING IN THE CONFIRM-IT2 SERVER. IT MUST BE MANUALLY
DELETED OR CANCELLED FROM CONFIRM-IT2 ALSO TO STOP THE NOTIFICATION!
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Drop Down Menus
In the upper left of the screen are the pull down menus that will be explained in the next
pages.

Figure 7 Confirm-IT2 Pull Down Menu Tree Diagram

Browse
Preview
Import

Import Customer Data

Server IP Address
Dbase Name
User ID / PSW

Open DB Setup Mgr.

Report Range
Select Providers

Confirmation Report

Report Range

Select Customers

Appointment Report (editor)

Older Than 30,60,90,120,180,365
No Activity
Notify Selected Inactive Customers

Inactivity Report

Exit

FILE

Passwords
File Menu Restrictions
Appointment Restrictions

User Options

Options per Callout Type
Appt, Cancellation, BD, Closed, Inactivity
Start / End Times / Number of tries on results
Answering Machine Detected Parameters
Edit Email Reminder Content Text
Edit Text Message Reminder Content Text

Notification Options

Customer Data Fields, Search, Add, Modify
Select Reminder Type / Date/Time Override
Customer Notes, Instant Notify

Open Patient Mgr.

Email Enable, Address, Server, Account etc.

Open Email Acct. Mgr.

Range of Cancellation Date / Time

Cancel Appointments

OPTIONS

User Guide

HELP

Confirm-IT2

Create Reminder Note

Installer Options

About Confirm-IT 2

Software Version Numbers

Open Provider Mgr.

Name, Phone #, Email Address, Employee ID

Work Week /Holidays Options

Open Location Mgr

Open Procedure Mgr

Create Appointment

Close Office
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Confirmation Report

Figure 8 Callout Confirmation Report

The Confirmation report shows the callout results for a specified date and time period, set
in the Report range section of the screen.

Callout results can be set to All or you may elect to only see call results for Confirmed,
Cancelled, Completed, Retry, Aborted-Err or Failed callouts in the Status column.

NOTE: The Aborted – Err result indicates that there is a phone number format problem etc.

Additional status results:
Busy – Called line busy Rna - (Ring no answer) Mach – (Answered by a machine)
Xfer – (Called party pressed “0”, Transferred to extension) Reor - (Reorder tone)

If the called party presses a digit for Cancel, Confirm or Transfer, the dialed digit will
also show in the printed report as long as the printer is set to Landscape print mode.

The Patient column displays the name of the person the callout was directed to and the
Phone/Email/Text column displays the phone number called or the Email/Text address.
The Tries column shows how many times the callout was attempted. If the number of
tries is a high value, it may be indicating line busy or invalid phone number
conditions.

As shown in the “Callout Options Email / Text Message Content” section of this
manual, there are several different call types. The Type column indicates which type was
associated with each callout.
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Appointment Report

Figure 9 Appointment Report Right / Double Click Options

The Appointment report shows the callout results for a specified date and time period, set
in the Report range section of the screen. All patients are selected by default but you may
select certain customers and disregard others. The report can be saved as a CSV or text
file or printed to provide a hard copy.

To view appointments that were marked for deletion manually from the Confirm-IT2
internal database, check the Show Only Deleted Appointments box. Those marked will
show in red.

Figure 9a Open or Purge Selected Marked Appointment(s)

By right clicking on an
appointment with a future date
and no notification has been
sent yet, you can cancel that
request from the Confirm-IT2
internal database. You may
also mark it for deletion.

The right click option allows you
to open and edit the selected
appointment.
You may also purge this marked
appointment from the Confirm-
IT2 internal database.
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Inactivity Report

Figure 10 Inactivity Report

This report will provide you with a list of customers who you’ve not seen for the last 30,
60,90,120,180 Days, One or Two Years . It can also display customers who are in your
database but have never been active.

After selecting the time period and viewing the report, you may choose to notify this list
of customers by sending the Inactive Customer callout message (see Recording
Messages via PC Graphical User Interface GUI or Telephone User Interface (TUI))

System Cancel Appointments Within a Date Range
If for some reason the company must cancel scheduled appointments that have been
imported into the internal database of Confirm-IT2, appointment cancellation callouts
and Emails/Text Messages may be sent for appointments falling within a certain date and
time of day range.


