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The Story of Charisma Salus
As a volunteer-based, physician-led initiative to expand access to health care for low-income, uninsured
people, you offer your community Charisma Salus (the gift of health). To support your community’s
health care providers in offering this gift, you must have a robust computer program that tracks the
patients receiving care and the providers donating their services. You must have a computerized system
that your team can easily understand and utilize.
Project Access in Wichita/Sedgwick County, Kansas, a community partnership managed through the
Central Plains Regional Health Care Foundation faced this same dilemma. Wichita’s Project Access
program opened its doors September 1, 1999. They coordinate access to donated care for many
uninsured residents. They have learned the importance of tracking patient demographics, provider
services and the measurable impact their program has in their community, which is especially important
in demonstrating the return-on-investment for their community partners and funders. Project Access in
Wichita needed a computerized system to communicate with their remote enrollment sites, to track
multiple interactions with patients over several years, generate meaningful reports and employ a software
program that is easy to use. They now use an application that was custom-written for their program. It’s
called Charisma Salus. Project Access in Wichita commissioned a project leader, Key Evado, LLC to
develop their Charisma Salus program to meet their program’s needs.
This program, written in Visual Basic, uses a Microsoft SQL server to hold its data. What this provides is:
• It’s scalable, allowing it to work with one computer or a 100 equally well.
• It’s industry standard, allowing for lower support costs.
• It’s industry standard, allowing for flexible reporting tools, from Microsoft Access to Crystal
Reports to other off the shelf solutions.
• It’s industry standard, allowing for interaction between document management, electronic claims,
and other tools with minimal customization required.
As deployed by Project Access, remote clinics can work via secure internet connections to have
enrollment completed in the field.
Today, Charisma Salus is available from our distributor, Enegren Computers, 877-329-1671,
who also provide technical support for the product.
Visit our website, www.CharismaSalus.com, for the latest info.

Using this Manual
•

•
•

System Administrators
o There is a checklist for getting Charisma Salus ready for patient data in Appendix B
o Installation Instructions are in Appendix B
o Additional Setup Instructions can be found in “Administrative Functions”
o Prior to referring the first patient, you must set up providers of care, see the “Working
With Providers” section
All Users
o See the first section, “Working with Patients”
Other sections to note:
o Working with Prescriptions
o Working with Surveys
o Appendix A, Creating MS-Word Templates
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Working with Patients
Patient Icon Bar
Add New – Used to begin adding a new patient (Also used to search by SSN)
Search – Brings up the search screen
View All - Allows you to view all patients in the system
Active – Views only actively enrolled patients
History – View all patients you have clicked on this session
Save – Saves edits
Cancel Save – Cancels edits
ID Card – Prints “NewPatientCard.doc”
Hides the patient screen, holds
current patient entry on screen.

The white box on the top portion is the search results window. Clicking on a patient in this
section will cause the patient to be selected, bringing up the patient details tabs outlined on the
following pages.
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Adding a Patient
Step 1: Entering the Social Security Number
Clicking the Add Patient icon brings up a box to enter the patient’s social security number. By
typing in the number, the system first searches for other patients with that number. If it finds a
patient with the same number, it displays that patient on the screen. If not, it takes you to the
initial patient screen. (Shown below)

Note: You can elect to not use this search feature and have the system auto-assign a number. In
this case, the system pads the patient’s ID number with zero to make it the same length as a SSN.
For example, the first patient would be “000-00-0001”, the second patient “000-00-0002”, etc.
Note: If using this method, you can optionally enter the SSN in the SSN2 field.
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Step 2: Filling in Minimum Patient Information
Some fields are required in order to successfully add a patient.
• Name, Date of Birth, Address and Phone number are required.

Step 3: Setting Enrollment Dates
Clicking on “Save Record” brings up the enrollment dates screen. If you click on the “Save This
Enrollment” then the dates are saved, if you click “Do Not Enroll Patient Now”; all information
EXCEPT enrollment dates are saved and the patient status is changed from “Active” to “Not
Enrolled” automatically.

Page 7 of 65

Patient Information Tabs Step By Step
Patient Info
Clicking on a patient in the top portion of the program will “select” that patient. The message
center at the bottom of the screen will show the patient you are viewing, that patient’s current
enrollment, the number of patients that are in the list (or viewing area) above, and the date that
the last HIPAA form was received. A month before the next HIPAA form is due, this box will
turn red as an alert to get a new HIPAA form signed from the patient. Also, above the HIPAA
form box, there will be a yellow box displayed when a patient’s enrollment has expired or if the
patient has been dis-enrolled. In these situations, the yellow box will say “Enrollment has
expired” or “Patient has been dis-enrolled”. If a patient is not eligible for future enrollment, this
same box will be red with a message that says “Patient Not Eligible for Enrollment!!!!”

The HIPAA Received button enters the HIPAA Received date (see text above.)
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Additional Info 1 & 2
These tabs allow for additional demographic information beyond the minimally required data.
These tabs may be completed at initial enrollment or anytime thereafter. Please note that as soon
as you begin entering or changing any data in the Patient Info, Additional Info 1 or the
Additional Info 2 tab, the upper icon bar changes and you must choose “Save” to save your
changes. This does not apply to the other screens as they feature other controls for saving data.

Please note the release checkbox next to the alternate contact information. Check this box to
indicate that it is ok to release patient data to that contact.
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Entering Referrals
The first step to entering a referral is to select the specialty from the referral screen. This will
bring up a list of providers for that specialty with referral commitments available. If there are
comments for the provider, clicking on the provider will bring up the provider detail zoom. If
there are no comments, highlight the provider you wish to refer to and click “refer provider”;
please note that you can sort by any column by clicking on that column.

Optional: You can choose to enter the primary care provider on this referral screen at any time.
You can choose from the list of providers in the system, or type in the name. This will trigger
the need to use the save button at the top of the screen to record this entry. You do NOT need to
use the save button to record the referral; you completed that by pushing the “Refer Provider”
step.
See example of a provider detail zoom, next page.
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Example of provider detail zoom.

Entering the First Appointment for a Provider/Patient Combo
The Referral process is now complete. You can elect to enter appointment data, but this step is
optional. You will now notice that when you go to the Referrals and Appointment tab you see
the providers for which referrals have been made.
Start this process by clicking on the provider for which you wish to enter the appointment. The
first time you click on the provider entry that does not have an appointment the following pop-up
will appear. Select the date and time for the appointment and optionally enter an appointment
comment.
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Appointments, Additional Steps
Clicking on an appointment that already has been made will bring up the appointment options
screen.

•

Edit Current Appointment allows you
to change the date, time and comment
by bringing back up the original
appointment screen. (see prior page)

•

Entering a comment allows you to
change just the comment.

•

Creating a new appointment with this
provider will add an additional row in
the appointment tab but does NOT
create an additional referral.

•

Clear the current appointment will
delete the current appointment but
will NOT affect the referral.

•

Create a letter with this provider just
brings up the Word Merge tab

•

Remove this referral will delete the
appointment and referral and WILL
RESTORE the referral commitment.
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Adding Notes

To add a note, click on the Add Notes tab, then click on the Add New Note button. A screen will
appear in which you can enter your note. You can choose a Note Summary heading from the
drop-down list or just leave it at the default, which is “General Note”. After you have finished
typing the note, be sure to click the Save button. You will now see that the Add Notes tab now
says Has Notes.
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Viewing / Editing Notes

To view or edit a note, click on the note in the Has Notes table. This will pull up the screen with
the note in which you need to edit. To view all the notes at once, click on the Summarize button
and it will open a separate window that lists all the notes entered for that patient (see below).

The print summary icon will open the “NoteSummary.doc” Ms-Word template. This template
may be customized as desired (See Appendix A).
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Extending or Dis-enrolling a Patient

1

2

1. To extend a patient’s enrollment, go to the Enrollment History tab and click on the
Extend Expiration Date button. A date will appear on the right hand side of this button.
You can either type in the date or choose a date from the calendar by clicking on the
down arrow. Once you have entered your date, press the Tab key (on the keyboard). The
program will ask you if you’re sure you wish to extend the enrollment. Click “yes”.
2. To dis-enroll a patient, click on the Dis-enroll This Patient button. The program will ask
you if you’re sure you want to dis-enroll the patient. Click “yes”. The following window
will appear. Select the dis-enroll date as well as the dis-enroll reason(s). You can either
type in the dis-enroll reason or choose one from the drop-down list. When this is
completed, click on the Dis-Enroll button.
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Re-enrolling a Patient

To re-enroll a patient, click on the Re-Enroll This Patient button. The program will ask you if
you’re sure you want to re-enroll this patient. Click “yes”. A window box will appear (similar to
the one when you do a new enrollment) that will automatically enroll the patient for a three
month period. Once you have entered the correct dates, click on the Save This Enrollment button.
You will notice that the program tracks all of the patient’s enrollments in the Enrollment History
tab (see below).
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Entering Claim Forms

To enter a HCFA or UB-92 claim form click on the Claim Info tab. The detail screens (next
page) will appear in order for you to enter the patient’s information. Once all the information has
been entered, click the Save button. The Claim Info tab will track all of the HCFA’s and UB-92’s
entered for the selected patient (as shown above).
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The HCFA 1500 Screen
The first time you enter a HCFA 1500 for a given provider, entering that provider’s Tax ID #
will cause the list of providers to appear. This will let you associate a Tax ID # with a provider.
If you need more than one provider to have the same number (say a group ID), then use the
“select a different provider” button to choose another provider from the list. Once a tax ID has
been associated with a provider, you can reset this value by using the “select another provider”
button or by using the provider maintenance from “Providers” icon on the left hand side of the
screen. (See “Working with Providers”)
Note: All information is optional, but the more you fill in the easier the reporting will be later.
The Claim total is calculated automatically. You will get a warning if there isn’t a referral for
this provider and a separate warning if the dates of service are outside of the enrollment period.
However, these are warnings only, you will still be able to save the HCFA data you enter.
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The UB-92 Screen
The UB-92 screen has numbers next to the boxes that correspond to the boxes on the UB-92
form. Please note that the Hospital’s tax ID # (Box #5) is tracked separately from the Providers
UPIN number (Box #82), allowing you to track the hospital claims accurately. The software will
automatically update the UPIN numbers and TAX ID number automatically.
Note: Hospitals and other facilities need to be entered as providers of care under the Providers
Icon. (See “Working with Providers”)
Note: All information is optional, but the more you fill in the easier the reporting will be later.
You will get a warning if the dates of service are outside of the enrollment period. However,
these are warnings only, you will still be able to save the data you enter.
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Working with Microsoft Word
The MS-Word Docs screen allows you to complete a merge file using data from the currently
selected patient. The documents must have been previously created (See Appendix A).
Select the general category first.
Next, select the specific document you wish in the box.
Optional: Check the “Record Letter” box to create a note of the document name
(not the actual document itself). You will get a chance to annotate these notes
prior to saving them.

Optional: If you are completing a Word Merge that includes provider
information, select the appropriate provider from the list that applies to
this patient (even if there is only one).
Use the “Preview Document” button to allow yourself to edit the document
prior to printing.
Use the “Print Document” button to immediately print the document without
editing it first.
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Example MS-Word Note

This is an example of a note created automatically by the Word tab (see prior page). You can
annotate the note if desired.
Pressing “Save” will save the note, clicking “Delete Note” will delete the current note.
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Searching Patients

In order to search for a patient, click on the Search button in the toolbar. You can search by
several fields (as seen below). If you’re searching by last name and don’t want to type in the
entire name, you can type in “Mou” and it will pull up all the patients that have a last name
starting with “Mou”, such as “Mouse”

Note: The search feature is not case sensitive. Once you’ve entered the information you wish to
search for you can either press the “Enter” key or click on the Retrieve Patients button.
Note: To search by ssn, you can also use the “Add Patient” button.
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Working with Prescriptions
Overview
•
•
•
•

Populate the appropriate drop-down lists using the Configuration Screen
Enter the drugs into the formulary.
Add the prescription to the patients.
Use the Search Screen to work with patients.

Populate the Appropriate Drop-Down
Using the Configuration icon on the left hand side, add values to the following Pick Lists.
• Drug Class
• Drug Companies
• RefillTasks – Lists all the steps in a refill, such “Advocate contacts company”, “Patient
contacts company”, “Doctor approves refill”, etc.
• RxActivity – Lists all the steps in the prescription process, such as “Send Application to
Company”, “Notifying Patient”, etc.

Populate the Formulary
Step 1: Launching the Formulary
Choose the formulary icon from the config menu.
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Step 2a: Adding Default Values for a Drug
Begin by clicking the add new button. This will bring up the detail for a given drug, allowing
you to enter the default values for drug.

Similar to the patients and providers screen, the Search button will allow you to search for a drug
by typing in the first few letters of the drug (case does not matter) while the View All button
shows you all the drugs previously entered.
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Step 2b: Entering Default Detail

These are the default values for the drug in the formulary. You can change these values for each
patient as needed. All values other than the name of the drug are optional.
To change these values, select the drug from the list in the top portion of the screen and edit as
needed, then click on “Save”
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Adding the Drug to a Patient
Step 1: Select the Patient
Select the patient normally. From the “Prescription Info” tab, click the “Add New Rx” button

Page 26 of 65

Step 2: Select the Drug
Select the Drug from the formulary by clicking on it and click the “Save” icon.
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Step 3: Confirm the Information
Verify the information is correct, then click on “Save”
Note: If the date box has a check, it is recorded. If it is unchecked, then no date
is recorded into the database. The date can be recorded at any time by
opening this screen, checking the box and clicking "Save".

Be sure to enter the total value donated for this individual prescription in the appropriate box to
track the value of donated drugs for reporting purposes.
Note: Clicking the Add Refill Button serves a special purpose, see next page.
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Adding Refills.
Select the patient normally. Select the drug in question and then click on “Medication
Overview”. The information contained on the Medication overview screen is stored for a given
prescription. Clicking the “Add Refill” button will record the date and time you clicked the
button along with the value of the drugs donated into a table called “RxRefillHistory_Info” to be
used for reporting purposes. Also, the entry will appear at the bottom of the screen. You can
edit these dates as needed, but the current date is added automatically.

Click on an entry to delete it.
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Other Prescription Functions
Move Selected Rx To History
This button will move the Prescription to a history screen by marking the “inactive” flag to true
in the RxMedicationOverview_Info table. You can view these records from the Patient Data
Overview screen (see next page) and move the records back at will.
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Patient Data Overview
This screen allows you to view data that relates to the patient, but that is not related to just one
prescription, such as “lock-ins”. (see next page)
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Patient Data Overview Continued.

Adding an Allowance
An allowance is when you increase the default allotment of funds for a given patient’s
prescription needs.
1.
2.
3.
4.
5.

Select the Rx Renewal Month from the drop-down list.
Click the “Add Allowance” Icon.
Verify the default amount of $500, or change as needed.
Click “Save”
You will see the allowance has been added to the history table. Delete the record by
clicking on it in the box below.
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Viewing History
You can view drugs moved to the history (see previous section) from the Patient Data Overview
Screen by clicking on the “History” icon. The following screen will appear.
You can move the drug back from inactive to active status (i.e., the Patient Screen) by clicking
on the drug you want to move and clicking the “Move Back” icon.
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Adding a Lock-In
“Lock-ins” are restrictions placed on Prescriptions. For example, you may want to lock in a
narcotic to a specific pharmacy.
Clicking “Add Lockin” from the Patient Data Overview Screen brings up the lock-in menu. (see
screen shot at bottom of page)

To make Corrections, use the buttons on the Patient Data Overview
Screen. (Lower half of screen shown below)
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Working with Prescription Activities
Adding a New Activity
Select the drug from the patient screen, then click on the button “Add / Edit Rx Activities”.
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Completing the Activity Screen
•
•
•

Select the activity completed from the drop down. Remember that these items are
specified in the Configuration Screen.
Select the next activity to be completed. The system tracks the next activity to be
completed for each patient for each prescription. This is important when searching for
patients.
If there are no future activities, it is important that you click on the “Activity Completed”
check box so that the patient does not come up in any activity searches.

Every time that you hit the “Save” icon, the activities are logged in the list at the bottom of the
screen. To edit an activity, click on it from the list below. It is important to note that the record
is immediately deleted form the list when you click on it, so you must hit “Save” in order for the
record to be saved and put back in the list, even if you don’t make any changes. Hitting
“Cancel” will not save the activity.
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Searching Activities
The Patient Search icon (from the main patient screen) will allow you to search for the activities
entered.
Begin by clicking on the “Search Rx Patients” bubble to make the Rx Search appear.

Next, complete the appropriate criteria and click on “Retrieve Patients”.
Note: The list of activities on the third bubble (“All Patients Last Activity =”) matches the list
used when creating the activities, and is controlled via the configuration menu.
Note: Duplicate patients will not appear in the list. In other words, if a patient has more than one
activity due or overdue, they will only appear once.
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Working with Surveys
Overview
There are two types of surveys, “Long” or “Short”. Both surveys can have between 8 and 30
questions. The difference is that the “Long” Survey allows for an unlimited number of responses
to questions, while the “Short” survey allows for a maximum of seven responses.
The look and feel of the surveys are different in that the short survey uses “bubbles” to collect
the answers, while the long survey uses a list box to display all possible answers and a text box
to show the currently selected answer.

Creating Surveys
Step 1: Enable “Short” or “Long” surveys
Enter the survey editor by clicking on the “Configuration” icon on the left hand side and then the
“Survey Editor” icon on the top toolbar.
Simply click on the radio bubble for the appropriate type of survey you wish to use.
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Step 2: Select a Survey Name and Survey Size
To create a new survey instrument, type in a unique name, select a number of questions from the
drop down (between 8 and 30) and click on “Create New Survey.”
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Step 3a: Enter Short Questions and Answers
When using the Short Survey, you need to enter the question, and then enable appropriate
answers. By default, you get two answers, but you may enable up to seven responses. If you are
licensed to use the SF8 survey, there is a button built in to enter these questions and answers as
the first eight questions in the survey. Be sure to indicate which question to go to based on the
answer, this allows for a non-linear progression of your instrument.

Example of what the survey looks like from the Patient Screen.
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Step 3b: Enter Long Questions and Answers
When using the Long survey, enter the question, then enter the answer along with the jump to
question number (i.e., the number to go for that response, which allows for a non-linear
progression through your instrument) and then click the “Add to answer bank” button. Repeat as
often as necessary. To delete an answer from the answer bank, click on that entry in the answers
list box.

Example of what the survey looks like from the Patient Screen.
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Step 4: Set up a default survey (Short Surveys Only)
If using a short survey, select which survey is the default type for Medical Patients vs. Dental
Patients. Do this by first selecting a survey name from the list and then clicking on the
appropriate “Make Default” button. Note: If you have more than two surveys, a pop-up screen
appears to allow the user to select the survey. Naming your surveys with meaningful names will
make this step easier.

Note: For long surveys, if there is one, then that is the default. If there is more than one, then the
survey selection box will appear.
Example of the survey selection box on the Patient Screen.

Page 42 of 65

Entering Survey Answers
Surveys are managed from the patient screen, on the “Outcomes Survey” tab.
You can create a new survey response data set by clicking on “Take New Survey”. If there is
only one survey, you are taken immediately to that survey. If there is more than one survey, a
pop-up box appears asking you to select the survey. (see Prior Page).
Clicking on the “View/Edit” survey will take you to the data set of the currently selected survey.
Note: You do not have to complete the survey initially to save it. You can begin a survey and
return to it later via this option to complete it.
Clicking on the “Delete Survey” will delete the currently selected survey. You may also delete
the survey by editing it and clicking on the “Cancel” button.
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Working with Providers
Overview
The provider data is organized into groups and providers. At the group level, you enter the
group name, location and phone number; you can think of this as the building. At the provider
level, you specify which group they belong to, their specialty and the number of referrals they
will accept in the current year.
Note: The patient screen locates provider by specialty only, and the provider’s number of
available referrals must exceed zero to appear on the patient screen.

Provider Icon Bar
Click to begin adding a provider
Click to search providers with or without available commitments
Click to view all providers with or without available commitments
Click to view all providers ONLY with available commitments
Save changes made to group information
Cancel changes made to group information
Delete current Provider
Migrate a prior year’s commitment to the
current year
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Adding a Provider
Step 1: Adding the Provider’s Group
After clicking Add, the following screen appears allowing you to enter a group name and the
first provider for that group.

Note: All groups must have at least one provider.
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Step 2: Adding Additional Providers to the Existing Group
If additional providers work at the same location, you can add unlimited providers to a group.
Clicking on the group name in the top portion of the screen (i.e., click on any provider in the
group) will make the following screen appear. Click on the “Add New Provider” button as
needed.
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After entering the name, click on the Save changes button.
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Step 3: Finishing Up Provider Entry
Click on the Provider’s name in the top portion of the screen. Next, click on the tab labeled
“Providers”. This shows you all the providers at the given group. Next, click on the provider
you want to finish up.

Note: The patients tab allows you to see
which patients this provider has taken as referrals.
Note: If a Provider changes groups, use this screen to move them (You will be given a chance to
add the new group name on the fly if it doesn’t already exist).
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Note: Filling in any information in the boxes (or making any changes to the boxes) will trigger
the save icon at the top to appear. Make sure that you save any changes you make. This doesn’t
apply to any buttons clicked.
After you click on the provider you wish to finish up, click on the set specialty button.

Example of changing commitments.
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Choose the specialty from the list (created via the “configuration” menu) and click “Save”.
Note: Use care in selecting the specialty, this is how the provider
will be located from the patient menu.

Repeat updates as needed for all providers.
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Administrative Functions
Setting Up Program Values
Step 1: Pick Lists
Click on the Configuration icon on the main menu to bring up the form below. The first tab
controls what appears in various screens throughout the program.
Begin by clicking the list you wish to maintain. Sample items have been provided. To add an
additional item, type in the white box in the center then click the button.

To remove an item from the list, simply click on the item on the right hand side.
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Step 2: Default Values
Use this screen to specify locations of critical files.
• MS-Word Template Directory. – This location is typically on a network, and allows you
to see templates created for use with the program. If you are pointed to a local directory
(say, drive C:\) then users cannot share templates.
• MS-Access Program – This is the location to the exe file that launches Access. It will
vary based on the version of Access installed on your computer.
• MS-Access Database – This is the location of the adp file created in the installation of the
program, this should be password protected and is shared by all users of the program.
You may elect to have a local copy of the Access file as either an adp or mdb if you want
personal queries and reports. Contact technical support for assistance with this if you
have questions.
• Default Document – This is a MS-Word document template (optional) that prints the first
time you refer a patient.
• Default Tax Number for UB-92’s – This will pre-fill the tax field when completing
UB-92s.
• Default Area Code – This will pre-fill the area code when adding patients.
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Step 3: Other Functions
These buttons are maintenance steps.
• Migrate Providers Service Year – This button will copy over all referral donations from a
prior year to the current year. This applies to all providers. To migrate a single provider,
use the provider screen.
• Change SSN Wizard – This tool allows you to correct an incorrectly entered SSN.
• Delete Patients… – If a program error occurs while adding a patient, the SSN is marked
as in use but the patient information is not saved. This button cleans up the record.
• Set Database Location… - If the initial setup information changes (i.e., your SQL server
changes), the program will ask this question automatically. However, if you want to
point to a second database temporarily, such as a training database; use this option to
reset the location. Exit the program and restart for this change to take effect.

Note: Formulary and Surveys are covered in separate sections, “Working with Prescriptions” and
“Working with Surveys”, respectively.
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Setting Up Users
In general, the steps are to first create locations, next the groups, then create users, and finally to
associate the users with groups.

Step 1: Locations
Verify that the locations table has been completed if you are allowing users to specify the
location where patients are signed up.
This is accomplished by launching Charisma, logging in with the default user name of “admin”
(contact dealer for password) and clicking on “configuration”.
Locate “Locations” and click on the word “Locations”.
Enter an additional location in the box and click on “add to list” to add. If you
accidentally add a bad location, click on the right hand side to delete it. DO NOT
delete all locations, at least one is required.
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Step 2: Groups
Click on the “Security” icon on the menu on the left hand side of the main screen. This will
make the security setup screen appear. Click on the words “Group Setup” to make the screen
below appear.
Fill in a group name, and optionally fill in a description, then click “Add”
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Next, assign rights to each group by clicking on the name of the group and choosing that group’s
rights. You MUST HIT THE APPLY BUTTON after each group’s rights are assigned.
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Step 3: Users
Step 3: Add the Users by typing in the login ID you wish them to have (it will save time for the
user if this is the same as their network logon, but this is not required). Select the primary
location for this user, and if they are able to enroll patients for multiple locations, add them as
well. Finally, select the group this user belongs to and CLICK ADD.

Repeat as needed for each additional user. Click “close” when done.
Use the “Existing User Setup” only if you need to change any of the information added in this
step.
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Appendix A: How to Create a MS-Word Template file
Overview
•
•
•
•

Create a MS-Word document.
Insert Bookmarks into the document to control where merged data will appear.
Save the document into the correct directory using a name from the list on the next page.
After you exit MS-Word, mark the document read-only.

Step 1: Create the Document
Launch MS-Word. Create the word document using the normal Microsoft Word method. Next,
insert the bookmarks using the following steps.

Viewing Bookmarks
The first time you create a Word Template, click on the menu item “Tools” then click on
“Options” then click on “View” and finally click on “Bookmarks”.
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Inserting Bookmarks
Next, position the cursor in the bookmark location you wish to have the merged field appear.
Then click on “Insert” from the menu then “Bookmarks”. Type in the name of the bookmark
you wish to add and click on the “Add” button. You will find a list of bookmarks two more
pages into this document.

If you add a bookmark in error, use the “Insert” + “Bookmark” menu options to delete or review
your bookmarks.

Step 2: Naming the Document
The name of the document controls where the document appears on the patient screen.
Document Names Must Start With:
o Merge_General_
o Merge_Disenroll_
o Merge_Fax_
o Merge_RX_
o Merge_Other_
For example, typing in “Merge_General_Contact.Doc” will give you “Contact.doc” in Charisma
Salus. Typing in “Merge_Fax_Fax to PNK.Doc” will give you “Fax to PNK.doc” in Charisma
Salus. Typing in “Merge_Other_Tricia’s Form Letter.doc” will give you “Trica’s Form
Letter.doc” in Charisma Salus.

Special Documents
•
•

“NewPatientCard.doc” – this document does not appear on the merge list, but is printed
when you click on the “ID Card” icon at the top of the patient screen.
“NoteSummary.doc” – this document does not appear on the merge list, but is printed
when you click on “Print Summary” from the “Summarize Notes” Screen.
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Step 3: Mark the Documents as Read-Only
After you have successfully created the documents and named them appropriately, you must
mark them as read-only to allow more than one user at a time to take advantage of them. Do this
with Windows Explorer by highlighting the appropriate documents, using the other mouse button
(typically the right mouse button) to bring up a menu and selecting “properties”. Check the readonly attribute option box.

Note: You must reverse this step to edit existing documents, and then redo this step prior to use.
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List of Bookmarks
Bookmark list as of: 3/14/05 Email david@keyevado.com to request additional bookmarks to
be added to the next program release.
Note: a dash (“-“) indicates a blank inserted in the value
Note: Bookmarks may only be used once per document.

The following apply to the current patient
Patient_Full_Name
Patient_Full_Name_2
Patient_First
Patient_Middle
Patient_Last
Patient_ID
Patient_ID_2
Patient_ID_Alt
Patient_Address
Patient_CSZ
Patient_DOB
Patient_Status
Patient_PCH
Effective_Dates
Effective_Dates_2
Enrollment_Site
Site_Phone
Due_Date
Due_Date_2
HIPAA_Due
Patient_Gender
User_Full_Name

First Name-Last Name
Same
First Name
Middle Name
Last Name
SSN
Same
This field is the alternate SS# next to the
primary SS#.
Address Line 1
City,-State-Zip
Date of Birth as mm/dd/yyyy
The status box in the bottom left hand
corner of the patient screen
The primary care home on the appt screen
The current enrollment period
Same
The name in the enrollment location on the
patient screen
Phone number from the tblLocations for
the given enrollment site
Today plus one week
Today plus one year
The same message that appears in the box
on the patient screen
“Male” or “Female”
The full name of the logged in user from
the security setup

In addition to the above list, these only work on the Note Print button.
NoteDetail

The contents of the notes summary button

In addition to the list on the prior page, these work on the ID Card button.
Name
IDNumber2
Effective2

Patient First-Last
SSN again
The current enrollment period again
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The following apply to the provider selected from the list on the MS-Word
Docs Screen (the list are all providers for which a referral exists for this
patient/provider combo)
Referring_PROVIDER
Referring_ PROVIDER_2
Referring_ PROVIDER_3
Referring_ PROVIDER_4
Referring_PROVIDER_First
Referring_PROVIDER_First_2
Referring_PROVIDER_Last
Referring_PROVIDER_Last_2
Referring_PROVIDER_Title
Referring_PROVIDER_Title_2
Referring_PROVIDER_Office
Referring_PROVIDER_Fax
Referring_PROVIDER_Address
Referring_PROVIDER_CSZ
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First Name-Last Name-Title
Same
Same
Same
First Name
Same
Last Name
Same
Title
Same
Office Phone (From Group Info)
Office Fax
Address 1-Address 2
City,-State-Zip

Appendix B: Making Charisma Ready to Run
Checklist
 SQL Server is present on the network (or optionally MSDE if 5 or fewer workstations);
contact your computer network service provider if you need assistance with this step.
 charisma.mdf has been copied to server or script has been run to a different location, SQL
login has been created for this database. (see below)
 Setup has been run on each workstation. (see next page)
 Charisma has been run at least once on each workstation so that server information has
been entered. (see next page)
 Lists of pick list values have been entered via the Configuration screen. (see
Administrative functions)
 Optional: Created a blank Microsoft ADP file that connects to the SQL database for use
in creating reports.
 Optional: Microsoft Word Templates have been created. (see Appendix A)
 Default location values have been entered via the Configuration screen if using Word
Templates and/or Reports. (see Administrative Functions)
 Security Groups and Users have been created. (see Administrative Functions)
 Providers of care have been entered. (see Working with Providers)
 Optional: Formulary has been entered. (see Working with Prescriptions)
 Optional: Surveys have been created. (see Working with Surveys)

Installing the Software
Prior to Setting Up the Workstation
Charisma Salus uses a locally installed executable file to connect to a Microsoft SQL server.
Prior to installing the local file, make sure that you have first set up the database on the SQL
server (either by running the sql script or by copying over the sample database to the server) and
know the following information.
1.
2.
3.
4.

The name of the SQL server
The name of the database on the server (usually “charisma”)
The username of a SQL login that has read/write permission to the database.*
The password for that login.*
*This information should only be shared with authorized personnel, as this
provides a gateway to the data. This information is only needed during
workstation setup.
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Setting Up the Workstation
1. Use supplied installation CD to setup each workstation. If the CD does not auto-start,
click “start” plus “run” and type in d:\setup where d is the drive letter of your CD-ROM.
2. Once the installation CD has completed it’s task, launch Charisma by clicking on “Start”
plus “Program Files” plus “Charisma Salus” plus “Charisma” and complete the SQL
server information you noted in the above step. (example below)
In this example, the server name is “Saturn”, database is “Charisma”, username is “CS”
and the password is also “CS”.

Other Installation Tasks
•

Install Microsoft Office to each workstation
o Microsoft Word is required for Merge Documents
o Microsoft Access is optional for reporting.

•

Create a shared directory on the network to allow sharing of MS-Word Templates

•

Set default locations (see chapter on Administrative Functions + Setting Up Program
Values + Step 2)
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