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NaturalTherapist/Pro Overview 
 
NaturalTherapist/Pro is a full featured practice management system designed specifically for 
complementary medicine practices.   

The new web based interface is designed to allow access to your client database anywhere that you have 
internet access. 

 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

6 

Features 
 
Basic features include 

 Client Care System 

 Appointment management system 

 Herb database containing details of over 300 herbs 

 Conditions database 

 Administrative tools 

 Stock control 

 Prescription management 

 Invoicing 

 Reports 

 Web based interface 

 Touch screen compatible for tablets and smart phones  

 Google Calendar support 

 User signon and security 

 Multiple user types 

 Online appointment bookings 

 Optional Monthly payment rates for the web based version 
 

 
The system can be installed on your own website.
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Screen Layout 

 

 

 

Toolbar Menu bar 

Filter Panel 

Pagination Buttons 
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What's New in Version 4 
 

 A whole new Look and Feel 

 Significant enhancements in all areas 

 Better integration between stock, prescriptions and invoicing 

 Simplified creation and editing of invoices 

 Simplified creation and editing of prescriptions 

 Simplified stock control system 

 Archive and Recall are no longer supported, deleted clients are now permanently deleted. 

 Screen resizing 

 All tables have popup menus 

 Optional user signon with multiple levels of access for Receptionists, Practitioners and 
Administrators 

 Define and use supported Modalities 

 More flexible definition of practice opening and closing hours to allow different times on different 
days of the week 

 More flexible definition of Practitioner working hours to allow for a break during the working day 

 The ability to define recurring holidays 

 Practitioner Modality support when making appointments 

 Improved and expanded reporting 

 Google Calendar support 

 Online Bookings 

 Improved email support 
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Installation 
 

When you purchase the Web version of Therapist/Pro you will be given a link to download a zip file that 
contains everything required to run the system. 

You will need access to your website control panel to complete the installation. 

Create a Database 
Login to your website control panel and find  the option to create a MySQL database. 
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Create a database, preferably named "Therapist". Most web hosts prefix the database name with your 
control panel userid. Make a note of the database name. 
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Create a Database User 
Create a database userid and make a note of the username and password. 

 

 

Add the new user to the database that you just created 

 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

12 

When you add the user to the database give it "All Privileges" 
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Upload Therapist/Pro 
Find the file manager option on your website control panel 

 

Upload TherapistPro.zip to your website folder. This may be called "www" or "public_html" in your website 
file manager. 

Extract TherapistPro.zip. It should create a folder named TherapistPro within "public_html".  

Upload TherapistProHelp.zip to the new TherapistPro folder and then extract it. It will create a "help" folder 
within TherapistPro. 
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Modify your configuration file 
 

Open the TherapistPro/Config folder 

 

 

Locate the SiteConfig.php file 

 

Edit the SiteConfig.php file 
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Change myDBName, myDBUser, myDBPassword to the values you noted down when you created the 
MySQL database and database user. The value for mySQLHost is generally "localhost" but your web 
hosting company may want you to use a different value. Try localhost first and if it fails to connect then 
contact your web host for details. 

Comment out the line  

die("cannot continue until /Config/SiteConfig.php has been tailored"); 

By putting a double slash "//" at the beginning of it.  

Then save your updates. 

The final content should look something like this 
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Initialise the system and Log In 
Open a web browser and go to <your url>/TherapistPro 

The first time you do this you should see a whole series of database table creation messages and a signon 
screen 

 

enter sysadm for both the userid and password and click "Login" 
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You will now see the Client Care screen with an empty list of clients. 

 

Click the "Admin" button and  complete the SETUP tasks described on 
page 18 before entering any data into NaturalTherapist/Pro. 
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Administration 
 

The Administration System allows you to customise TherapistPro for your practice. 

 

Initial Setup  
 

Please complete these SETUP tasks prior to using NaturalTherapist/Pro. 

1. Open a web Browser and go to your Therapist/Pro URL.  

2. Sign on to Therapist/Pro using the supplied SYSADM userid and password. The initial signon details 
are 

a.  userid = SYSADM 

b. password = SYSADM 

3. You should change the sysadm password at the earliest opportunity. 

4. Enter the administration function by clicking the “Admin” button. 

5. The drop down list on the setup screen will now allow you to select and complete the following setup 
items: 

o Appointment Reminders 
o Billing Items 
o Email  
o Field Names  
o Health Funds 
o Holidays 
o Invoice Layout 
o Modalities 
o Practice details  
o Practice Hours  
o Practitioners 
o Users 

 

These items are described below in more detail. They allow you to tailor the system to suit the operations of 
your practice.  
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Practice Details 

This screen allows you to add your Practice name, logo, address and phone number. This information will 
be used when generating reports, prescriptions and invoices. 

 

 

To update your Practice details: 

 Select “Practice details” from the drop down list. 

 click the “Edit” button  

 To change the logo, click the "Choose File" button 

 Click the “Save” button when you have completed your updates 
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You may update the following details for your Practice  

 name 

 Australian Business Number (ABN) 

 address  

 phone number 

 logo 

 email  

 website 

 facebook and twitter pages 

 Retail tax name and percentage 
 

The web version differs from the PC and MAC versions in that SignOn is compulsory and cannot be 
disabled. 
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Practice Hours 

The “Practice Hours” screen allows you to enter your standard practice open days and times, and the 
minimum appointment duration.  

 

 

 

Appointments may not be made outside of these hours. 

Appointments are always made in multiples of the minimum duration specified here. If most of your 
appointments are 30 minutes but sometimes you have hour long consultations, set your appointment 
duration for 30 minutes.  
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Modalities 

The Modalities screens allow you to specify the types of client services that your practice offers. The entries 
defined here appear as options when setting up practitioner entries. As you can see here, practitioner 
Andrew Naturopath has been defined as offering Naturopathy as a service. 

The "Practitioner Modalities" are then used in the Appointments system to allow the display of available 
practitioners to be optional limited to a particular Modality. This is useful when you have multiple 
practitioners offering, for example "Massage" and a client wishes to make an appointment for a massage 
and does not mind which practitioner they see. 

 

To add a new Modality click the "Add" button on the Toolbar, or use the popup menu displayed when you 
right click on the list of modalities. 

To Edit or Delete a Modality right click on the modality in the list on the left of the screen and select an 
option from the displayed popup menu. 
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Health Funds 

The Health Funds screen allows you to maintain a list of health funds that reimburse clients for using your 
services. These fund IDs can be added to client records and each practitioner record can contain their own 
provider numbers for each of the funds specified here. 

 

To update your list of health funds: 

 click the “Edit” button  

 Update the health fund details 

 Click the “Save” button 
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Practitioners 

The Practitioner screens allows you to set up the practitioners that use your practice.  

 

 

To add a new Practitioner click the "Add" button on the Toolbar, or use the popup menu displayed when you 
right click on the list of Practitioners. 

To Edit or Delete a Practitioner right click on the Practitioner in the list on the left of the screen and select an 
option from the displayed popup menu. 

Note that the practitioner start and stop times has changed with Version 4 to allow for two begin and end 
times each day. This makes it possible to factor in a lunch break. 
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Add a practitioner 
 

 

 

 Type in the practitioners name, phone numbers and email address 

 Indicate the days of the week and the hours that the practitioner is available for appointments. Two 
start and finish times are provided each day to allow for a lunch break.  

 If you are using the Therapist/Pro invoicing module, add the health fund provider numbers for this 
practitioner. The practitioners providers will be printed on the invoice.  

 Optionally add modalities that this practitioner supports, by right clicking on the Modalities table and 
choosing an option from the popup menu. 

 Scroll down to enter the practitioners home and postal addresses. 

 Click the “Save” button 
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Users and User Signon 

The User signon facility requires all users of the system to enter a userid and password to access the 
system.  

When the system is first installed a default System Administrator user is defined with  

Userid=sysadm  
Password=sysadm 

 
The userid and password are case sensitive. 
 
You should change the password for sysadm. 

Users will be prompted for a userid and password before access is allowed. 
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After a successful signon the Client List screen will display and the signed on user name and a Logoff 
button will be present. 

 

 

 

 

Signed on user name Logoff button enabled 
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User Authorities 
 

Each user that is defined to the system can be given one or more of the following authorities 

 Admin  

 Users  

 Clients  

 Appointments  

 Stock  

 Prescriptions  

 Herbs  

 Conditions  

 Invoices  

 Reports  

 Care Records  
 

If a user attempts to access a function within the system for which that user is not authorised they will be 
presented with a screen similar to the one below. 
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User Maintenance 
 
The User setup screen allows an authorised System Administrator to add, modify and delete users from the 
system as well as being able to reset  a users password. 

To add a new user click the "Add" button on the Toolbar, or use the popup menu displayed when you right 
click on the list of users. 

To Edit or Delete a User or Reset a users password, right click on the user in the list on the left of the screen 
and select an option from the displayed popup menu. 
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Deleting a User 
Right click on the user to be deleted in the table of users and select "Delete User" 

You will be prompted to confirm that you want to delete the selected user. 

Click "Delete" and the user will be deleted. 

You may not delete the user that you have used to sign on with. 
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Google Calendar Support 

To enable Google Calendar Support  

 Select "Calendar" from the "Setup Function" drop down list. 

 Check the box marked "Use Google Calendar" 

 Enter the Calendar Name and the Calendar ID 
 
The specified Google Calendar must already exist.  
 
To obtain the Calendar Name and Calendar ID,  

 Sign in to Google in your web browser and select "Calendar". 

 Locate the calendar you wish to use for all of your practice appointments 

 Click the down-arrow to the right of the calendar name 
 

 
 

 Select "Calendar Settings" and Google will display the details for the selected Calendar. 
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 Copy the Calendar Name and Calendar ID to the Therapist/Pro Admin screen 

 

 

 Click Save 

 

Calendar Name 

Calendar ID 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

34 

How Google Calendar Support works 
 

Once Google Calendar Support has been enabled, whenever you add or delete an Appointment, or a 
Holiday using the Therapist/Pro screens, the appointment will also be added/deleted in your Google 
Calendar. 

For example, the "Staff Meeting" that we add when setting up "Holidays" in the next section will appear in 
the Google Calendar as shown below 

 

If you always use Therapist/Pro to add holidays and appointments then you do not need to perform a 
calendar synchronisation. 

If however you update your Google Calendar outside of Therapist/Pro, the changes will only be reflected in 
Therapist/Pro if you perform a Calendar Synch using the Appointments screen as described on page 95. 
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Google Calendar Support is much simpler if you always use the Therapist/Pro screens to add appointments 
to your Google Calendar. 

Google Calendar allows you to enter calendar events in a free-form manner and you do not have access to 
your client list when you do this. For this reason, the synchronisation process requires that you select a 
client name and practitioner from drop down lists for each appointment that has been entered into your 
Google Calendar outside of Therapist/Pro. 

Sync Button 
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Holidays 

The Holiday screens allow you to set up events such as public holidays and practitioners annual leave.  
These events appear as busy time in the Appointments calendar. 

To add a new holiday click the "Add" button on the Toolbar. 

To Add, Edit or Delete a holiday, right click on the holiday in the list on the left of the screen and select an 
option from the displayed popup menu. 

If the "All Day Event" button is selected, the holiday will start at the Practice Start Time and finish at the 
Practice End Time for that particular day. If the "All Day Event" is not selected then start and end times can 
be specified. This is particularly useful for specifying meetings. 
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Recurring Holidays 
 
Many public holidays, meetings and conferences recur following a regular pattern. When adding or editing a 
holiday, by scrolling down the holiday screen, a number of different recurrence patters can be specified. 

Daily Recurrence 

 

A holiday that recurs daily can be defined as recurring on every weekday (Monday-Friday) or a set number 
of days apart, for example every 10 days.  

Weekly Recurrence 

 

A holiday that recurs weekly can be defined as recurring a set number of weeks apart on a particular day (or 
days) of the week, for example Monday and Wednesday of every second week.  

Monthly Recurrence 

 

A holiday that recurs monthly can be defined as recurring on a particular day of each month, or on a 
particular day of the month, a fixed number of months apart, for example The 1st day of the month every 3 
months. Alternatively a monthly recurrence can be defined as occurring on a particular weekday a fixed 
number of months apart, for example, the second Sunday of every 3rd month.  

Yearly Recurrence 

 

A holiday that recurs yearly can be defined as recurring a set number of years apart on a particular day of a 
specified month, for example Christmas day occurs on 25th December every year. Alternatively the holiday 
can be defined as occurring on a particular weekday of a specified month. 
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Recurrence End Date 

 

If applicable, an end date can be specified for the recurring appointment. This can either be a fixed date or 
specified as being after a specified number of repetitions. 

Recurring Holidays requiring manual entry 
 
Some recurring public holidays, such as Good Friday do not lend themselves to being defined using this 
technique. Easter Sunday is defined as being the first Sunday after the first full moon after the Autumn 
equinox (in the southern hemisphere). Holidays such as Good Friday are therefore difficult to specify using 
the recurrence patterns above, and need to be entered each year. 

It is also common practice in Australia to shift public holidays that occur on a weekend to the nearest 
Monday or Friday. These type of holiday shifts also need to be entered, or modified each year. 
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Example 
 

All practitioners attend a staff meeting between 10am and 11am every Wednesday starting on the 13th April 
2016, a time when appointments would normally be taken.  

Next to “Practitioner”, select “All”. Make sure that “all day event” is not selected.  Select the start and end 
times and select the start and end dates as 13th April 2016. Select the Holiday Type as Meeting. 

To create a new "Holiday Type", overtype the value in the Holiday Type drop down list and press the 
ENTER key, or the TAB key. Note, if you do not press enter or tab, the new value will be ignored.  

When you click SAVE the new type will be added to the list of available types. 

 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

40 

Scroll down to the Recurrence Pattern and select "Weekly" and select Wednesday. 

 

Click the Save Button on the Toolbar. 

Appointments may not be made at this time for any Practitioner.  

If Google Calendar Support has been enabled then the holiday will also be inserted into the Google 
Calendar. 
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Field Names  

The Herbs and Conditions database each have two free-form text fields available for your use. By default, 
these fields are named “Notes 1” and “Notes 2” and the database. You may change the field names to any 
name that suits your needs. 

In some countries, the use of the word "Prescription" by non medical professionals is not allowed. The 
"Prescriptions Text" field on this screen allows an alternative word to be used throughout the program. 

  

Conditions Database 
The Conditions database has two spare fields. These free form text fields are for your for personalised 
information on any particular condition. You may, for example, choose to name one field ‘Research’ and 
another ‘Trials’ depending on your interests.  

Herb Database 
The Herbs database has two spare fields. These free form text fields are for personalised information on 
any particular herb. You may, for example, choose to name one button ‘Culinary Uses’ and the other 
‘Cultivation’ depending on your interests. The default names for these buttons are ‘Notes 1’ and ‘Notes 2’. 
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Billing Items  

Billing Items are used by the invoicing system to set up templates for regularly used invoice items.  
These templates allow details such as price, tax amount, health care item numbers and detailed description 
to be entered with a single click.  
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Invoice Layout  

The invoice layout screen allows you to select, using a series of check boxes, which items will appear on 
printed invoices.  

 

Two custom text fields are available for you to add text that is specific to your practice. The first custom text 
field appears below the practice address at the top of the invoice. This field is, by default, not displayed. You 
may use this field to add a single line of text to the invoice. For advanced users, this field can contain HTML 
tags to format the text.  

For example entering the following for custom text1  

<center><i>A wholistic approach to health care</i></center> 

will result in a line like this  

A wholistic approach to health care 
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The second custom text field has a default value of "TAX INVOICE" and is enabled by default.  
Invoices written in Australia are required to have these words appear on the invoice for them to be claimed 
as a tax deduction.  

Countries other than Australia may not require this field or may require different text.  
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An example invoice using the layout above is shown below. 
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Email 

NaturalTherapist/Pro allows you to send appointment reminders by email. It also allows you to send invoices 
to clients via email. Before you can take advantage of these features you need to set up your email server 
and the server sign-on details. 

 
 

Enter your email SMTP server name, userid and password as provided to you by your email service 
provider. This is the same information that you would enter in Microsoft Outlook when setting up your email 
account. The reply address should be the email address that your clients use to communicate with your 
practice e.g. Reception@NaturalTherapyClinic.com.au. 

Once you have set up your email server, the "Email" button will be enabled on the invoice and other screens 
to allow you to send invoices to clients by email. 
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Online Bookings  

The online bookings component provides a web page that you can add to your website to allow your clients 
to make appointments online. 

 

To add the online bookings page to your website you first need to complete the Email Setup described on 
page 46 

Once the email setup has been done you can place a link on your website to http://www.{your domain 
name}/TherapistPro/OnlineBookings.php
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Appointment Reminders  

NaturalTherapist/Pro allows you to send appointment reminders by email.  

Note that unlike the PC version of Therapist/Pro, reminders are not sent automatically but are sent by 
clicking the "Reminders" button on the "Appointments" screen. 

To start using this function you must first set up the Email server settings as described in a previous section 
and then define your reminder settings as shown on the screen below. 

 

You can send up to three appointment reminders to each client by selecting values from the "First", 
"Second" and "Third" reminder drop down lists.  
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Email appointment reminder messages will have the subject line as "<your practice name> Appointment 
Reminder". The body of the email will contain the text specified which by default is . 

Hi {clientname}, 

  This is a reminder that you have an appointment at {practicename}. 

  Your appointment is at {appointmentTime} on {appointmentDate} with {appointmentPractitioner} 

Regards 

{practicename} 

If you change the email text, the special values enclosed in curly braces must be specified exactly as 
shown. 

These keywords will be replaced when the email is created. 

 {clientname} 

 {practicename} 

 {appointmentTime} 

 {appointmentDate} 

 {appointmentPractitioner} 
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My Preferences 

Selecting "My Preferences" allows each user to tailor a number of Therapist/Pro  items to their own 
preference. 

The initial screen to be displayed when signing on to Therapist/Pro can be set. For Practitioners this will 
generally be the Client screen (the default) but  the receptionist may prefer to see the Appointments screen 
first. 

The default behavior is for Therapist/Pro to use a single browser window for each screen. This means that 
switching from the "Clients" screen to the "Appointments" screen will effectively close the "Clients" screen. 
Many users will prefer each screen to be opened in a new browser tab. 

Similarly, practitioners may like to compare a clients care records side by side. This can be achieved by 
ticking the appropriate box in "User Preferences". 
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Client Documents  

 
The documents folder is automatically created  on your web server when NaturalTherapist/Pro is installed.  

This folder has Read/Write access to allow you to create sub-folders and upload documents related to each 
client. 

You can change the name of the "Documents" folder on your web server by clicking "Edit". However, the 
selected folder must exist on the server within the TherapistPro folder and must have Read/Write access. 

When you click on the "Docs" button within the client care screen for a client you can browse files that have 
been uploaded for each client. If you check the "Create Folder for each Client" box below, then when you 
click on the "Docs" button, the system will create a folder for the client if one does not already exist. The 
name of the created folder will be determined by the "Folder Format" option selected below. 

If you do not check the "Create Folder for each Client" box then uploaded files will go directly into the 
"Documents" folder and it is up to you to maintain a naming system that allows you to associate a file with a 
client. 
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Database Maintenance 
 

 

The Database maintenance screens allow you to  

 Backup the database 

 Restore the database from a previous backup 

 Optimise the database 

 

Alternatives to the Built-in Backup/Restore process 

Your website control panel normally has options that allow you to backup and restore your MySQL 
database. 

MySQL provide free desktop tools that allow you to perform a backup and restore and a myriad of other 
functions directly from your desktop. You can download and install "MySQL WorkBench" for free from  
www.mysql.com . 
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Backup 

The built-in Backup process of NaturalTherapist/Pro allows you to make a copy of your database which you 
can later restore.  

Note that your web server may have restricted the size of files that you can upload to your website. If the 
PHP settings for "upload_max_filesize" or "post_max_size" are less than the size of your backup file then 
you will not be able to use the backup file for restoring the database until those settings are changed. 

Backup does NOT copy anything besides the database. You should ensure that your documents, such as 
client scans, are backed up using your normal backup procedures. 

To perform a backup 

 Select “Backup” from the drop down list 

 Click the “Backup” button 
 

 

Your web browser will prompt you to save the generated backup file on your PC. 
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The backup name will be “TherapistBackup” followed by the date and the time of the backup.
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Restore 

The built-in Restore process of NaturalTherapist/Pro allows you to recover your database from an earlier 
backup. 

Note that your web server may have restricted the size of files that you can upload to your website. If the 
PHP settings for "upload_max_filesize" or "post_max_size" are less than the size of your backup file then 
you will not be able to use the backup file for restoring the database until those settings are changed. 

To perform a restore 

 Select “Restore” from the drop down list 

 Select the backup file by clicking the "Choose File" button 

 Click the “Restore” button 
 

CAUTION performing a restore will replace all the data in your database. If you select an incorrect backup 
for the restore, data may be lost. 

 

Reasons for performing a restore 
 

There are very few reasons why you may need to restore your database. These may include 

 Moving to a new Web Server 

 Data corruption caused by incorrect data entry 
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Optimise 

The built-in Optimse process of NaturalTherapist/Pro allows you to periodically optimise access to your 
database. This is recommended after long periods of data entry. 

To optimise your database 

 Select “Optimise” from the drop down list 

 Click the “Optimise” button 
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Client Care System 
The Client Care System provides you with a total client management tool allowing you to maintain medical, 
consultation and treatment information for all of the clients that attend your practice. 

 

On first entering the client care system you are presented with a list of your clients.  
Double click on a client to view the details. 
Right click on a client to display a popup menu.  
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Add a Client 
Clicking the ‘Add’ button allows you to enter information for the new client. When adding a new client, the 
minimum information that must be entered is first name, surname and date of birth.  

 

When you have completed entering the clients details, click the “Save” button. The system will assign a 
client number and the new name will appear in the list of clients. 

If the “Post” option is selected for newsletter distribution, a valid postal address must be entered or a 
message will be displayed. 

If the “Email” option is selected for newsletter distribution, a valid email address must be entered or a 
message will be displayed. The small mail button next to the email address can be clicked to send an email 
to this client. 
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View Client 
 

 

Scroll down to view additional client information. 
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Edit a Client 
Once a client has been entered in the system you can change the client’s details by selecting the client from 
the list and clicking the “Edit” button. Once you have made any required  changes click the “Save” button.  
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Delete a Client 
Deleting a Client removes the client completely from the database.  

Note that this differs from Version 3 where deleting a client marked the client record as deleted and made it 
invisible but did actually delete it. This allowed a deleted client to be recalled and did not free up the space 
in the database. In Version 4 deleting a client really deletes the client. This operation cannot be undone. 
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Displaying details of Client’s last visit 
 

Click on the last visit button to see the client’s most recent care record.   

 

The "Next" and "Prev" buttons can be used to scroll through the clients care records. 
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Medical History 
 

The medical history screens allow you to enter, in a free format, detailed information about the clients 
medical and family History. 
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Diet and Lifestyle 
This screen allows you to add details of the clients current diet as well as notes on findings.  
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Care Records  
 

Selecting a client and clicking on the "Visits" button will display the list of care records for the selected 
Client.  

 

 

Five different types of Care records are currently supported 

 Consultation  

 Iridology  

 Acupuncture  

 Massage  

 Sclerology 
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Add a care record 

Click the Add button, then select the type of care record to be added from the drop down list. 
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View a care record 

A care record can be opened in view mode by highlighting the required record in the list of care records for 
the client and either 

 double clicking the selected care record  

 right clicking on the care record and selecting "View care record"  

 clicking the View button 
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Update a care record 

Clicking the Edit button whilst viewing a care record will switch to edit mode.  

In edit mode all fields of the care record can be changed with the exception of the client number and the 
care record type. 
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Delete a care record 

Click the delete button. 

The care record will be permanently deleted. 
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Consultation Care Record 

A consultation care record allows you to record notes about a client consultation.  

 

  

Press the SAVE button on the care record screen to save any updates. 
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Acupuncture Care Record 

An acupuncture care record gives you a series of body views that you can draw on with the mouse and add 
explanatory notes.  

 

Clicking on the thumbnail images on the left switches the view in the drawing canvas in the centre of the 
screen. 
Use the mouse to draw on the image in the drawing canvas. 
Undo, Redo and Clear buttons are provided in the toolbar above the image. 
The colour and thickness of the drawing line can be changed using the drop down boxes above the 
thumbnail images. 
Notes for each view can be typed in the box on the right of the drawing canvas.
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Iridology Care Record 
An iridology care record gives you a pair of iris views that you can draw on with the mouse and add 
explanatory notes.  

You can use the supplied images or upload the clients actual iris images if you have them available. 

 

 

Clicking on the thumbnail images on the left switches the view in the drawing canvas in the centre of the 
screen. 
Use the mouse to draw on the image in the drawing canvas.Undo, Redo and Clear buttons are provided in 
the toolbar above the image. 
The colour and thickness of the drawing line can be changed using the drop down boxes above the 
thumbnail images. 
Notes for each view can be typed in the box on the right of the drawing canvas. 
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Uploading Iris images 
 

The image can be changed by double clicking on the thumbnails. This allows you to upload a clients iris 
images and save them in the care record. 

 

Click the "Choose File" button 
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select the image to be uploaded and click "Open" 

 

 

Then click "Save" 
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Massage Care Record 

A massage care record gives you a series of body views that you can draw on with the mouse and add 
explanatory notes.  

 

Clicking on the thumbnail images on the left switches the view in the drawing canvas in the centre of the 
screen. 

Use the mouse to draw on the image in the drawing canvas. 

Undo, Redo and Clear buttons are provided in the toolbar above the image. 

The colour and thickness of the drawing line can be changed using the drop down boxes above the 
thumbnail images. 

Notes for each view can be typed in the box on the right of the drawing canvas. 
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Sclerology Care Record 

The sclerology care records allow you to store left and right images for the iris and the four quadrants of the 
sclera. 

 

 
Hovering over a thumbnail will shows which quadrant it applies to. 
Clicking on a thumbnail will display it in the central zoom panel. 
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Notes 
Below the drawing canvas is a notes area. Each different view has its own notes which are displayed when 
the thumbnail is selected. 
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Uploading Sclerology images 
 
Double clicking on the drawing canvas in Add or Edit mode will allow you to select a new image to be stored 
in the care record. This allows you to upload a clients sclerology images and save them in the care record. 

You may then draw on these uploaded images as before. 
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Print 
This feature allows you to print the list of care records for that Client or a single selected care record. 
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Documents 
 

Selecting a client and clicking on the "Docs" button will display the list of documents that have been 
uploaded for the selected Client.  

 

Folders are stored in the "Documents"  folder on your web server in the directory defined in Admin-
>Documents. By default this directory is TherapistPro\Documents  
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Add a document 

Click the "Add" button and a screen will be displayed allowing you to choose a file on your PC to be 
uploaded by clicking the "Choose File" button. 

 

 
 
 
Type a description for the file and press the "Save" button. 
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View a document 

 
Files may be opened, edited or deleted by right clicking on the file name and selecting the option from the 
popup menu 
 

 
 
. 
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Search 
 
The search function allows you to find all clients with a selected name or telephone number. 

Clicking the down-arrow to the right of the search box will display a popup menu allowing you to switch 
between name search and phone number search. 

Clicking anywhere on the screen will remove the popup menu. 
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Searching by Name 

Type the client's name, or part of the name in the search box and click the magnifying glass. This will find all 
clients with the specified text anywhere in their name. 

 

Clicking the "Reset" button will return you to the complete list of clients. 
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Searching by Phone Number 

Type the client's phone number, or part of the number in the search box and click the magnifying glass. This 
will find all clients with the specified text anywhere in any of their phone numbers. 

 

Clicking the "Reset" button will return you to the complete list of clients.
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Appointment Management System 
 
The Appointment Management System allows you to display and enter appointments for individual 
practitioners.   

 

 

 

Show only practitioners who support the selected  modalities 

Display a single practitioner 

Right Click for menu 
or double click to 
view 

Select the date 
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Add an appointment 
 Select the required date. 

 Select a client name from the list on the left. 

 Click on an available time slot for the required practitioner. 

 Right click on the timeslot and select "Add" from the popup menu. 
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Locating a client 

To locate a client in the client list you may page through the list alphabetically using the pagination buttons. 

Reset 

Clicking the "Reset" button will  

 Set the date to the current date 

 Set the Practitioner selector to "All" 

 Set the Modality selector to "All" 

 Clear the search argument 

 Reset the client list to the beginning 

 Redisplay the appointment list 
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Appointment Duration 

The appointment duration defaults to the value defined in the Admin->Setup->Practice Hours screen as the 
"Minimum Appointment Duration". The available appointment durations in the list increase in multiples of the 
same value.  

 

To make a longer appointment select the desired duration from the drop down box. 

 

The list of values in the drop down box will only display the appointment length available at the selected 
appointment time. For example, if the selected practitioner has a break at 1pm and the selected 
appointment time is 12 noon and the default appointment length is 30 minutes, then the list will only display 
30 and60.
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Delete an Appointment 

To delete an appointment, right click on the appointment you wish to delete and select "Delete". 
Alternatively, double click on the appointment to open it in "View" mode and then click the “Delete” button.  

A confirmation message will be displayed.  

 

Edit an Appointment 
 
To Edit an appointment, , right click on the appointment you wish to edit and select "Edit".  

Alternatively ,double click on the appointment to open it in "View" mode and then click the “Edit” button 
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Search 
 

Client Search 

To find all appointments for a client, type the client's name, or part of the name in the search box and click 
the magnifying glass. This will find all appointments both past and future for any client with the specified text 
anywhere in their name. 

This is a useful feature when a client calls and says "I have an appointment next week but I have forgotten 
the time", or "I would like to see the person I saw last time but I have forgotten their name". 

Clicking the "Reset" button will return you to the appointments for the selected day. 
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Next Available Appointment 

To get a list of the available appointments click the "down arrow" next to the search box and choose "Next 
Available". Leave the search box blank and click the search button (magnifying glass). This will display 
available appointments for the next 5 days for the practitioner and modality selected. 

To search for a different date range, either click a new date in the calendar, or enter a number in the search 
box to change the number of days returned. Note that increasing the number of days increases the time 
taken for the search. 

For example, with 6th February 2016 selected and Modality selector showing Naturopathy and Practitioner 
selector showing Mary Masseuse the search results appear as shown below. 

Clicking the "Reset" button will return you to the appointments for the selected day. 
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Print 
 

You are able to print appointments for the selected date for all Practitioners or for a selected Practitioner. 
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Synchronise Google Calendar with Therapist/Pro Calendar 
 

If Google Calendar Support has been enabled, whenever you add or delete an Appointment, or a Holiday 
using the Therapist/Pro screens, the appointment will also be added/deleted in your Google Calendar. To 
set up Google Calendar support see page 32 

If you always use Therapist/Pro to add holidays and appointments then you do not need to perform a 
calendar synchronisation. 

If however you update your Google Calendar outside of Therapist/Pro, the changes will only be reflected in 
Therapist/Pro if you perform a Calendar Synch using the Appointments screen 

Google Calendar Support is much simpler if you always use the Therapist/Pro screens to add 
appointments to your Google Calendar. 

Google Calendar allows you to enter calendar events in a free-form manner and you do not have access to 
your client list when you do this. For this reason, the synchronisation process requires that you select a 
client name and practitioner from drop down lists for each appointment that has been entered into your 
Google Calendar outside of Therapist/Pro. 

To synchronise your Therapist/Pro appointments with your Google Calendar press the "Sync" button on the 
appointments screen. 
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Processing calendar entries 

A new screen will open showing all the changes that have occurred to the Google Calendar since the last 
sync. 

 

Examine each of the listed appointments. If any action needs to be taken, select the appropriate option from 
the drop down list , tick the box next to the entry and press the "Process" button. 

If no action is required leave the box unticked. 

Possible actions are 

 Ignore - do nothing, this is the same as leaving the check box unticked 

 Show Busy - inserts a "Holiday" type appointment for the selected practitioner 

 Show Busy All - inserts a "Holiday" type appointment for all practitioners 

 Add Appointment - inserts a client appointment 

 Update Appointment - updates the client appointment 

 Delete Appointment - deletes the appointment 
 
Clicking the "Process" button can be repeated as many times as desired until all of the entries have been 
dealt with. 
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In most case no action will be required. The main exceptions are 

 Appointments added directly to your Google calendar. In this case we will have no connection 
between the appointment and a client or practitioner other than the details in the summary. You 
should choose "Add Appointment" and select a client and practitioner to add this appointment to the 
Therapist/Pro calendar. 

 Appointments made directly to your Google calendar that are not related to clients. In this case you 
should choose "Show Busy" to mark the practitioner unavailable in that time slot. 

 Online bookings made by clients who do not yet have a record in the client database. In this case 
you should choose "Update Appointment" and select a client to associate this appointment with a 
client record. 
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Completing the sync processing 

When you are happy that all required actions have been taken, press the "Save" button. This will update the 
stored synchronisation token in Therapist/Pro. The next time you perform a sync, only events that have 
been added, deleted or updated since the last save will appear in the list. This is known as incremental 
synchronisation. 

 
 

The screen will show the date and time of the last sync. 
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Send Appointment Reminders 
 

Appointment reminders can be sent by email as long as the Email set up has been completed(see page 46) 
and Appointment Reminders set up has been completed (see page 48) 

Click the "Reminders" button on the appointments screen and outstanding appointment reminders will be 
displayed.  

To return to the appointments list click the "Reset" button. 

 

Each appointment for a client who has an email address listed will be displayed with a check box beside it. 
Clients who do not have an email address listed will be displayed without a check box and with the mobile or 
home phone number to allow you to telephone or text these clients. 

To send reminders first click the "Select All" check box, or click the individual check boxes beside each 
appointment.  

 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

100 

Then click the "Send Reminders" button. 

 

 
All selected reminders will be emailed and the date of the last reminders will be updated. 

 
 

To return to the appointments list click the "Reset" button. 
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The email sent to the client will be similar to the one below. 
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Online Bookings 
Therapist/Pro comes with an online booking screen that you can add to your website to allow clients and 
members of the public to register with your practice and make appointment bookings online. 

To set up the online bookings screen see page 47 

Once the setup is complete you will have a link on your website to http://www.{your domain 
name}/TherapistPro/OnlineBookings.php which will display a screen like the following 

  

Clients need to register in order to use the online booking system. 
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Client Registration 

A new client will press the "Register" button and will be presented with the following screen 

  

The client needs to complete all the fields on the screen including the "captcha" text shown in the grey box 
below the "Last Name" field. 
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They then press the "Submit" button and an email will be sent to the specified address with an "Activation" 
link. 
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Client Activation 

The email sent to the client will look similar to the one below 

 

The client is required to click on the "activate"  link which will return them to the registration page to 
complete the registration process. 

Once their account is activated they may enter their password and the "captcha" text to signon. 

During registration we search the client database for a client with the specified email address and if one is 
found we link the client record with the online booking signon record. 
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Appointment List 

Once successfully signed on they will be presented with a screen displaying available appointments for 3 
days from the date selected in the calendar.  

To make a booking they click on the "Book" button beside an available time. 
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Confirming a Booking 

They will then need to confirm the booking details and click the "Save" button 
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Email Confirmation 

An email will be sent to the client confirming the booking 
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Updated Appointment List 

The appointment will then appear in the appointment system and the Google calendar (if in use) 
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Herbs 
The Herb database provides a full featured comprehensive herbal database featuring over 300 herbs. Well 
researched information is included with each herb featuring a photo, scientific and common names, brief 
description of use, botany, medicinal uses as well as history & folklore.  

 

 

A comprehensive glossary that includes references and explanations of terms used in indications, actions, 
chemistry and botany may be found under 'help' in the menu bar of the Herbs screens. 
 
The sophisticated search features allow you to identify herbs that are useful for a particular indication 
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(similar to symptoms) as well as herbs that have a particular action on the body. You may refine your list of 
herbs by selecting both an indication and an action. As an example a search for the indication of 'Anorexia 
nervosa' and the action of 'nutritive' will result in a list of herbs that are both useful in treating Anorexia 
nervosa and have a nutritive effect on the body 
 
You are able to add your own information or delete existing information if required to all fields in any herb. 
You may change or add to the brief description, history & folklore, botany, chemistry and medicinal uses 
fields. You may edit scientific names for herbs as they change as well as adding your preferred common 
names. Your preferred common names will also be included in the common name search. You may add 
new indications and actions as well as new herbs, photos and information in all fields. 
 
There are two free text fields included in Index of herbs where you may add your own information. These 
could include references and the latest research on particular herbs. You are able to personalise the buttons 
using the Administration function. 

Disclaimer 
 

The herbal information displayed by this program is provided solely for educational purposes. No claims are 
made for the efficacy of any herb, the legality of its use, or the validity or safety of any historical or traditional 
herbal treatment. The information provided here should not take the place of the accepted medical practice 
of any country. Some of these plants are extremely toxic and should be used only by licensed professionals 
who have the knowledge and facilities to process them into appropriate pharmaceuticals. Many historical 
and traditional herbal remedies have proven to be ineffective and should be treated with caution. 
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Filtering the list of Herbs 
 

The filter boxes on the list of herbs display allow you to quickly identify herbs that are useful for a particular 
indication (or symptom) as well as herbs that have a particular action on the body. You may refine your list 
of herbs by selecting both an indication and an action. As an example a search for the indication of 
‘Anorexia nervosa’ and the action of ‘nutritive’ will result in a list of herbs that are both useful in treating 
Anorexia nervosa and have a nutritive effect on the body. 

 

 

 

 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

113 

Switching between Scientific and Common names 
The “Herb Names” buttons allow you to switch the list of herbs display between Scientific Names and 
Common Names. 
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Finding a Herb by name 
 

Type a name, or a part of a name in the Search Box and click the Magnifying Glass. The results will depend 
on whether you are displaying "Common" or "Scientific" names. 

The list of herbs will display any herb names that contain the search string. 
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Displaying herb information 
Double Clicking on an entry in the list of herbs will display the available information for that herb. 

The herb display allows you to view and edit the following information about the herb: 

 Photo 

 Common Names 

 Brief Description 

 Detailed description 

 Plant Chemistry and notes 

 Medicinal Uses 

 Parts Used 

 Indications 

 Actions 

 Preparation and dosage 

 Cautions 

 History and Folklore 

 Notes1 and Notes2 
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Notes 1 and Notes 2 
The two notes fields are for your own use and can contain any additional information that you wish to record 
for the herb. For example, you may decide to use one of these fields to record your own cultivation notes 
and the other for culinary uses. These two field names can be changed using the Administration functions. 
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Add a Herb 
To add a new herb click on the “Add” button. 

Enter a unique scientific name and other details and click the “Save” button. The herb will now appear in the 
list of herbs. 

 

To add a photo click on the "Choose File" button, choose a photo and then click the save button. 

The photo image must be of type jpg, jpeg or gif. We suggest that the image size is kept to about 50KB. 
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Editing a Herb  
You are able to add your own information or delete existing information from any of the screens related to a 
particular herb. You may change or add to the brief description, history & folklore, botany, chemistry and 
medicinal uses fields. You may add your preferred common names. Your preferred common names will also 
be included in the common name search. You may also add new indication/ actions. 

There are two free text fields included in herb database where you may add your own information. These 
could include references and the latest research on particular herbs. This section may become you own 
personal knowledge base. You are able to personalise the fields in Administration/Setup/ field names. 

 

Herb Bibliography 
A full bibliography of references of the herb information supplied in the Herb database may be found in the 
“Help” dialog. 

Herb Glossary 
 
A comprehensive glossary that includes references and explanations of terms used in indications, actions, 
chemistry and botany may be found in the “Help” dialog. 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

120 

    

Conditions 

The conditions database is a free-form text database for you to record medical conditions and the 
treatments that your practice uses for them. This database contains no data when Therapist/Pro is first 
installed. 
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Add a Condition 
Click on the “Add” button and enter the details for the medical condition. 

 

 

Click the “Save” button to save the new condition name. 
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Delete a Condition 
To delete a condition, right click on the condition in the list and choose “Delete” from the popup menu. 

 
 

You will be prompted to confirm that your really want to delete this condition 
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Stock Control System 
 
The stock control system allows you to: 

 Maintain a list of items available from various suppliers 

 Keep track of items that you have in stock 
 
Stock control comprises a number of different components: 

 A list of suppliers. 

 A list of items and their amounts as held by the practice.  
 

 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

124 

 

On entering the stock control system you will see a list of “Stock Items”. When the system is first installed 
the list of Stock Items will  be empty. 

In prior versions of Therapist/Pro, the stock control systems was more complex to administer. Two different 
tables of stock items were maintained. The first was a list of stock items from a given supplier, these were 
referred to as "Supplier Stock Items", the second was a list of items actually held by the practice and was 
referred to as "Practice Stock Items". Commencing with Therapist/Pro V4.1 this set up has been simplified 
and a single list of stock items is maintained.  
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Suppliers 
Clicking on the “Suppliers” button will bring up your list of supplier. 

 

From this screen you can: 

 Add a new supplier 

 View an existing supplier 

 Delete an existing supplier 

 Change a supplier’s details 
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Add a supplier 

Click on the “Add” button, or right click on the list of suppliers and select the "Add" option. Fill in the name 
and details for the supplier and click the "Save" button. 

 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

127 

View a supplier 

Right click on the supplier in the list and select the “View” option. 
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Delete a supplier 

Right click on the supplier in the list and select the “Delete” option.  

 

In prior versions of Therapist/Pro, deleting a supplier also deleted all of the stock items from that supplier. 
This no longer happens. Deleting a supplier only deletes the supplier entry. 
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Edit a supplier 

To change the suppliers details, right click on the supplier in the list and select the “Edit” option. 
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Stock items 
 

The stock display shows you a list of items that you have in stock. 
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Add a stock item 

Click the "Add" button to enter details about an item that you have in stock. 
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View a stock item 

Double Click on an item or right click and select "View" to display the details of the item. 
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Edit a stock item 

Right click and select "Edit" to change the details of the item. 

 

Enter the amount of the item that you have in stock in the “Quantity in Stock” field, and if required, the 
suppliers “Batch Number” for the item. You may want to record the Storage Location and other details by 
scrolling down on this screen before clicking the “Save” button. 

If you are recording “Batch Numbers” you should not “Edit” a stock item when new stock is received unless 
the previous batch has been used or disposed of. The Prescription System records the batch numbers from 
the item in stock when a prescription item is dispensed. 
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Delete a stock item 

Right Click on an item and select "Delete". You will be prompted to confirm the deletion. 
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Prescriptions System 
The prescription system allows your practice to write and dispense prescriptions for clients. 

The prescription screen displays a list of clients on the left, with a list of prescriptions that have been written 
for the selected client on the right. In the example below, Josephine Pisano has two prescriptions that were 
written by Andrew Naturopath on 27th March 2015. 

Right click on a prescription to display a popup menu of options. 

 

 
To locate a client in the client list you may page through the list alphabetically using the pagination buttons 
above the list.  
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Prescription Items and Stock Items 
 
Each prescription has one or more "Prescription Items". These are listed in bold text on the prescription and 
may have dose information associated with them. 

If your practice stocks and sells medications you can add these items to the prescription as "Stock Items" 
beneath a "Prescription Item" 

"Prescription Items" may consist of zero or more "Stock Items". 

Some "Prescription Items" may have no "Stock Items" as would be the case where the item was an exercise 
or dietary recommendation, or for an item that your practice does not sell. 
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View Prescription 
 
Viewing a prescription shows it laid out as it will print. This will include the practice logo and contact details. 
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Add Prescription 
 
To add a prescription, first ensure that the correct client is selected in the list of clients on the left of the 
screen, and then click the “Add” button. 

 

 

 
Right Click anywhere on the central body of the prescription to add a prescription item. 

Stock items "belong" to prescription items, so to add a stock item you must first add a prescription item. 
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Edit Prescription 
 
Each prescription has one or more Prescription Items, each of which may consist of zero or more stock 
items. 

Some prescription items may have no stock items as would be the case where the item was an exercise or 
dietary recommendation 

Right clicking on the body of a new prescription, or on any prescription item will allow you to add a new 
"Item". 
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Add Prescription Item 

Right click on the prescription and select "Add Item". 

 

 

Complete the fields at the top of the screen and then click the "Save" button.
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Add Stock item 

Right click on a prescription item and select "Add Stock item" from the popup menu. 

 

A new stock item will appear at the end of the existing stock items for this prescription item. In the example 
"Item 1" already has two stock items so "Item 1 Stock Item 3" will be added. 
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Locate and select the stock item that you want to add to the prescription and fill in any other required details. 
The item will not be saved as part of the prescription until the "Save" button is clicked. 
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The stock item will appear on the prescription display. 

 

 

 

More stock items can be added to this item, and more items can be added to the prescription by right 
clicking the mouse on the prescription display. 
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Dispense Prescription Stock Item 
 
Each prescription has one or more Prescription Items, each of which may consist of zero or more stock 
items. 

Some prescription items may have no stock items as would be the case where the item was an exercise or 
dietary recommendation. These items are not intended to be dispensed. 

Prescription items may also be for remedies that are not able to be dispensed by your practice, such as 
those items that are normally purchased from a pharmacy. 

Prescription items may consist of stock items that your practice does not normally hold in stock and will 
require the client to have the item dispensed at another practice. 

The remaining items are able to be dispensed by your practice.  

In NaturalTherapist/Pro, prescriptions are dispensed at the “Stock Item” level.  

To dispense an item, right click the mouse on the prescription item and select “Dispense Stock Item”. 
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The option to  "Update Stock Amounts When Dispensing Prescriptions" in Admin->Setup->Practice Details 
has not yet been implemented but will be available in a future release. 
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Delete Prescription Item 
 
Right click on a "Prescription Item" whilst in edit mode and select "Delete Prescription Item". 

 

The prescription item and all its associated stock items will be deleted from the display. 

Note that the delete will not be permanent until the "Save" button is pressed. 
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Delete Prescription Stock item 
 
Right click on a "Stock Item" whilst in edit mode and select "Delete Stock Item". 

 

The stock item will be deleted from the display. 

Note that the delete will not be permanent until the "Save" button is pressed. 
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Delete prescription 
 

Right click on the prescription in the list and select "Delete". 

 

 

A confirmation box will be displayed. 
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Invoicing System 
The invoicing system allows your practitioners to write, print and email invoices for clients. 
This system is not a fully fledged accounting system and is not intended as a replacement for your existing 
accounting applications but will allow practitioners to write and print invoices for clients from within Natural 
Therapist/Pro. 

The invoice screen displays a list of clients on the left, with a list of invoices that have been written for the 
selected client on the right.  

In the example below, Carlos Absell has 6 invoices written between 7th December 2009 and 3rd March 
2010.  
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Add Invoice 
To add an invoice, first ensure that the correct client is selected in the list of clients on the left of the screen, 
and then click the "Add" button. You will be presented with an invoice screen with the client details but no 
invoice items.  
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View Invoice 
To View an invoice, double click on the invoice in the list or right click on the list of invoices and choose 
"View Invoice" from the popup menu. You will see the invoice as it will be printed. 

Each invoice consists of a Header section that describes the client, the practitioner, and the total amount(s) 
on the invoice, including any amount that has been paid. The header is followed by one or more Invoice 
Items.  

When you view, edit or print an Invoice, the logo at the top of the prescription will by default be a sample 
image. To customize this image to your own practice go to Administration->Setup and Edit your Practice 
Details to select a new logo.  
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Edit Invoice 
To Edit an invoice, double click on the invoice in the list or right click on the list of invoices and choose "Edit 
Invoice" from the popup menu. Alternatively, whilst viewing the invoice, click the "Edit" button. 

Each invoice consists of information that describes the client, and the total amount(s) on the invoice, 
including any amount that has been paid and any amount that has been paid by a health fund (for example 
through HICAPS). This is followed by one or more Invoice Items.  
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Provider Numbers 
If the invoice has items that have a Practitioner specified, and the Practitioner has Provider Numbers 
specified for health funds then the Health Fund provider numbers will be displayed at the bottom of the 
invoice. 
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Billing Codes 
Billing codes are short cuts for regularly used invoice items. These are set up in Admin->Setup->Billing 
Items. The information defined in the Billing Code is copied into the Invoice Item. Even if the fields have 
been completed from a "Billing Code" the values can be overtyped if required. This would be the case, for 
example, when prescription items are dispensed which may vary in value for every invoice. 
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Add Invoice Item 

Invoice Items can be either text items or stock items selected from the stock held by the practice. 

To add an item to an invoice right click on the invoice and select the "Add Invoice Item" option. 
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An empty item will appear on the invoice. 

 

 

If the "Service Date" is not the current date, click the "Down Arrow" next to "Date" and choose a new date. 
Select a "Billing Code" from the drop down list to fill in the item from a stored template, or leave "Billing 
Code" blank and manually fill in the remaining fields. Even if the fields have been completed from a "Billing 
Code" the values can be overtyped if required. This would be the case, for example, when prescription items 
are dispensed which may vary in value for every invoice. 
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Add Invoice Stock Item 
Invoice Items can be either text items or stock items selected from the stock held by the practice. 

To add a stock item "right click" the mouse and select the "Add Stock Item" option. 
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Select the stock item from the drop down lists. The item will now appear on the invoice and the totals and 
GST amounts will be updated. 
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Delete Invoice Item 

Invoice items can be deleted individually by right clicking on the item whilst in Edit mode. 
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Delete Invoice 
An entire invoice can be deleted along with its invoice items. 

Right click on the invoice in the list and select Delete. 

A confirmation message will be displayed. 
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Update Invoice Payment Details 
To record a payment against an invoice, Edit the Invoice and enter a payment amount, a payment date and 
a Method of payment and optionally the amount paid by the Health Fund (such as through HICAPS).  
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Email Invoice 
If your email server values have been set up using the Administration screens, an Email option will be 
enabled on the popup menu.  

 

If the client has an email address stored in the client record then selecting the Email option will send a copy 
of the invoice to the client. 
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The emailed invoice will appear as shown below. 
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Reports 
The Reports system allows you to print a series of predefined reports.  

To view a report, select a report using the drop down lists. 

Admin 
 

User List 
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User Details 
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Practitioner List 
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Practitioner Details 
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Appointments 
Todays Appointments 

 

This Weeks Appointments 
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Date Range 
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All Dates 
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Client Reports 
 

Client List 

This report includes a list of all clients with name, date of birth and contact numbers.  
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Client Email List 
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Client Details 
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Appointment reminders 

This report includes a list of clients who have not had an appointment in the specified period prior to the 
report date. It prints the client’s names, their dates of birth and contact numbers.  
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Address Labels 

This report contains the names and addresses of all clients. You may save this to a file to print address 
labels. 
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Visit Reasons 

 

 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

177 

Recent Birthdays 

This report includes a list of clients who had a birthday this month or in the specified period of months prior 
to the report date. It prints the client’s names, their dates of birth and contact numbers. 
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Upcoming Birthdays 

This report includes a list of clients who have a birthday this month or in the specified period of months after 
the report date. It prints the client’s names, their dates of birth and contact numbers. 
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Referred By 
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Conditions 
 

Condition List 
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Condition Details 
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Email 

The email option of Reports allows you to send pre-defined emails to your clients. 

Newsletter 

The Newsletter email allows you to select a file from your PC to attach to an email that is sent to all clients 
who have valid email addresses and have the "Newsletter" option ticked in their client record. 

 

Select file to attach to email 

Edit the text to be included in 
the body of the email 

Send button 
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The email sent to clients will appear similar to the one below. The recipients are added as BCC so that 
clients do not see the email addresses of other clients. 
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Appointment Reminder 

The appointment reminder email is not a reminder of upcoming appointments (as is sent in the Appointment 
System) but rather a reminder to clients who have not visited your clinic for a pre determined time period, 
that they are due for another visit 
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Happy Birthday and Belated Birthday 

These options allow you to send birthday greetings to clients with birthdays a given number of months in the 
future (or the past). 
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All Clients 

This option allows you to send an email to all clients for whom you have email addresses. 
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Herbs 

 

Common Name List 
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Scientific Name List 
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Herb Details 
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Invoices 
 

The invoice report allows you to select the list of invoices using a number of filters 

 Paid or Unpaid 

 One client or all clients 

 Flexible date selection  

 Flexible sub-total selection 
 
 

 

All, Paid or Unpaid 

All clients or selected client 

Date selection 

Sub total selection 
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Date Selection 

 

Invoices can be selected for a range of standard date ranges such as financial year or calendar year or a 
custom date range can be entered for specific begin and end dates. 
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Subtotals 

Reports can have sub-totals calculated by a range of standard values 
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Prescriptions 
Prescription List 
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Stock 
Reorder List 
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Stock On Hand 
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Stock Value 

 



 

 

© Copyright Long Grass Systems Pty Ltd. 2008,2015 
All rights reserved. 

 www.LongGrassSystems.com.au/Therapist 

197 

Stocktake Form 
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Stock Details 
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Supplier List 
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Supplier Details 
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Support 
If you experience problems with NaturalTherapist/Pro please email us at help@longgrasssystems.com.au 
for assistance. 

 

 

mailto:helpg@longgrasssystems.com.au

