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Copyright Notice and Warranty 

Information in this document is subject to change without notice.  Companies, names, and data used in examples herein are fictitious unless otherwise noted.  No part of this 
document may be reproduced or transmitted in any form or by any means, electronic or mechanical, for any purpose, without the expressed written permission of Complete 
Billing Systems Inc. 
 
    © 1984 – 2007 Complete Billing Systems Inc.  All rights reserved. 
 
The CBS Navicert EMR License Agreement, included with the product, specifies the permitted and prohibited uses of the product.  Any unauthorized reproduction or use of 
the product, or breach of the terms and conditions of the License Agreement, is forbidden.  The Navicert License Agreement sets for the only warranties applicable to the 
product and documentation.  All warranty disclaimers and exclusions set forth therein apply to the information contained in this document. 
 
Navicert License Agreement and Limited Warranty 
You should carefully read the following terms and conditions.  Your use of this software package indicates your acceptance of them.  If you do not accept and agree to all of 
these terms and conditions, you should promptly contact Complete Billing Systems and arrange to return the software and your license fee will be refunded. 
 
CBS Navicert EMR is a proprietary product of Complete Billing Systems Ltd and is protected by copyright laws.  Title to the software shall at all times remain with Complete 
Billing Systems.  The software is licensed by Complete Billing Systems to you for your use strictly in accordance with the following terms and conditions.  Source code 
licenses are not available.  This agreement supersedes any previous agreements with Complete Billing Systems Ltd. 
 
License : 
Use the software on a single computer or single computer network to serve the needs of a single doctor or a group of doctors operating at one physical address for one year 
from the date of purchase.  Following the initial year of use you may apply for an additional license either month by month or for a full year.  Complete Billing Systems Ltd is 
under no obligation to issue additional licenses.  Should Complete Billing Systems elect to issue an additional license, Complete Billing Systems Ltd will charge a fee for this 
license.  Complete Billing Systems Ltd reserves all rights with regards to the amount of this fee.  Complete Billing Systems will provide telephone support and software 
updates during the time the license is in effect.  The content of all Software updates is at the sole discretion of Complete Billing Systems Ltd.  The hours of operation for 
telephone support are set at the sole discretion of Complete Billing Systems and may be altered without notice as necessary.  In addition, Complete Billing Systems Ltd may, 
at their sole discretion, provide other forms of support (fax, internet, e-mail). 
You may make backup copies of the software and store these copies away from the physical address but you may not concurrently run these copies without paying for and 
obtaining a license for the use of the software.  You may transfer the license to use this software to another party at another physical location provided you obtain the prior 
permission of Complete Billing Systems Ltd for the transfer however you may not continue to operate the software once the software has been transferred. 

• You may not loan or rent your software to any third party. 
• You may not modify, decompile, disassemble, reverse engineer or translate this software. 
• You may not reproduce, modify or translate this software documentation without permission of Complete Billing Systems Ltd. 
• You may not remove copy write notice. 
• You may not distribute any component part of the software or databases supplied by Complete Billing Systems Ltd. 
• You may not use your software at more than one physical location without purchasing an additional software license. 

If you do any of the foregoing, your license and this agreement are automatically terminated.  Such termination shall be in addition to and not in lieu of any criminal, civil or 
other remedies available to Complete Billing Systems Ltd. 
 
Term: 
You may terminate your license and this agreement at any time by destroying the software and any documentation together with all copies in any form.  The license  will also 
terminate automatically if you fail to comply with any term or condition of this Agreement, in which event you agree to destroy the Software together with all copies in any 
form, and to provide us upon our request with written certification of such destruction. 
 
Limited Warranty/Limitations of Remedies: 
Except as specifically stated in this agreement, the software and software documentation is provided and licensed “As Is” without Warranty of any kind, either expressed or 
implied, including but not limited to the implied warranties of merchantability and fitness for a particular purpose. 
Complete Billing Systems Ltd warrants for a period of 90 days from the date of delivery to you that (1) the Software will substantially conform to the Software documentation 
and specifications published by Complete Billing Systems Ltd, and (2) the media on which the Software is furnished and the documentation will be free from defects in 
materials and workmanship under normal use.  Download links for the software will remain valid for this period of time.  Complete Billing Systems Ltd. Does not warrant 
that the functions contained in the Software will meet your requirements or that the operation of the Software will be either error free or appear precisely as described in the 
Software documentation.   The Software must be used with the computer hardware and operating system for which it is designed, and in accordance with the Software 
documentation and specification requirements. 
Complete Billing Systems Ltd will replace defective media and make software available for electronic delivery during the period of time the software is under license. 
 
In no event will Complete Billing Systems Ltd be liable to you for any damages, including without limitation lost profits or revenues, loss of data, business interruption loss, 
recovery or substitution costs, or claims by third parties, or other indirect incidentals or consequential damages, arising out of the use of or inability to use the Software, even 
if Complete Billing Systems Ltd has been advised of the possibility of such damages.  In no case shall Complete Billing Systems Ltd liability exceed the amount of the license 
fee paid by you for the Software. 
This limited warranty gives you specific legal rights.  Some jurisdictions provide other rights, and some jurisdictions do not allow the exclusion or limitation of implied 
warranties or limitations of liability for incidental or consequential damages.  As a result, the above limitations and/or exclusions may not apply to you. 
 
General: 
This agreement is governed by the laws of the Province of Saskatchewan and the country of Canada.  By using this product, you acknowledge that you have read this 
agreement, and by using this software package indicate your acceptance of it’s terms and conditions.  You also agree that it is the complete agreement between us and that it 
supersedes any prior information or representations you received relating to the subject matter of this agreement.   



 

1 
 

Table of Contents 
 
Section I - Billing 
Overview ………………………………………………………………………………….. 1 
Starting Navicert ……………………………………………………………………………. 2 
Signing In to Navicert ………………………………………………………………………. 2 
Creating New Users………………………………………………………………………… 2 
The Navicert Main Menu …………………………………………………………………… 4 

Toolbar …………………………………………………………………………… 5 
Patient File Menu …………………………………………………………………………. 6 
 Enter Services …………………………………………………………………….. 6 

 Entering a New Patient …………………………………………………… 7 
  Adding a Photo …………………………………………………… 9 
  Patient Chart System ……………………………………………… 9 
  Patient Notes ……………………………………………………... 10 
  Referrals …………………………………………………………. 11 
  Appointments …………………………………………………… 13 
  Billing History ……………………………………………………. 13 
  Additional Patient Information Buttons …………………………… 14 
  Recall Function …………………………………………………… 14 
 The Medical Billing Screen ……………………………………………….. 15 
  Referring Doctor ………………………………………………… 16 
   Adding a new referring doctor……………………………. 16 
  Treating Doctor ………………………………………………….. 16 

   Diagnostic Code  (ICD Code).…………………………………… 16 
    Adding a new Diagnostic Code …….……………………. 16 

Location Code & Premium Billing ………………………………… 17 
 Visit Date ………………………………………………………..… 18 

Paying Agent ……………………………………………………… 18 
Service Code ……………………………………………………… 18 
Looking up a service code ………………………………………… 18 
75% and 50% Rule ……………………………………………… 19 

  Remarks …………………………………………………………. 19 
 Third Party Billing ………………………………………………………… 20 
  Printing Invoices …………………………………………………. 21 
 Quick Keys ……………………………………………………………….. 21 
 Quick Calculator ………………………………………………………….. 21 
 Chiropractic Billing Screen ………………………………………………… 22 
  Chiropractic DPAY & 99U Code …………………………………. 23 
 Hospital In-Patient Services ……………………………………………….. 24 
 Out of Province Patients ……………………………………………………
 25 

 List/Correct Services ……………………………………………………………… 26 
MSP Menu ……………………………………………………………………………. 27 
 Prepare Billings (Send billings to MSP) ………………………………………… 27 

 
 



 

2 
 

Section I – Billing (Continued...) 
          Prepare Third Party Claims …………………………………….…………….             27 
          Starting a new billing period …………………………………………….………         27 

  Transfer Billings to MSP …………………………………………….. .       28 
   Submission Methods …………………………………....…….         29 
    Internet Submission …………………………………         29 
     Validation Report ………………………….….      32 
    PC-Anywhere …………………………………………      34 
  Resending Billings ………………………………………….…….……      36 

            Return File  ………………………………………….…………………….…...   37 
  Internet Return ………………………………………………… 38 
  PC-Anywhere …………………………………………………. 39 
 Printing The Return File ………………………………………………. 40 
  Parts of the Return File ……………………………………….. 40 
 Resubmitting a Claim …………………………………………………. 42  

 Third Party Menu ……………………………………………………………….. 43 
  Reconcile Payments ……………………………………………………. 43 
  Accounts Receivable …………………………………………………  45 
  Duplicate Receipt ……………………………………………………  46 
 Misc. Menu……………………………………………………………………. 47 
  Examine History ………………………………………………………. 47 
  Find Claim By Number ………………………………………………... 48 
 Help Menu ……………………………………………………………………. 48 
  Check for On-Line Updates …………………………………………… 48 
  Contact Technical Support ……………………………………………. 49 
  Visit Us On-Line (Web Site) …………………………………………… 49 
 
Section II - Appointments 

Appointment Tab ………………………………………………………………… 50 
 Setting up a schedule ……………………………………………………………… 50 
 Set Individual Days ……………………………………………………………….. 53 
 Booking an Appointment ………………………………………………………… 54 
 Selecting a Doctor ………………………………………………………………… 54 
 Entering a New Patient via the Appointment System ……………………………… 55 
 Right Click Menu …………………………………………………………………. 55 
  Bill ………………………………………………………………………... 55 
  Block …………………………………………………………………….. 55 
  Unblock ………………………………………………………………….. 57 
  Copy ……………………………………………………………………… 57 
  Delete ……………………………………………………………………. 58 
  Edit ………………………………………………………………………. 58 

Insert . ……………………………………………………………………. 58 
Paste  .……………………………………………………………………. 58 
Move  ……………………………………………………………………. 59 
Wipe  .……………………………………………………………………. 59 

 
 



 

3 
 

Section II – Appointments (Continued…) 
 Scrolling Through A Day………………………………………………………….. 59  

Arrived and Seen Buttons ………………………………………………………… 59 
Additional Notes …………………………………………………………………. 60 
Selecting The Appointment Date …………………………………………………. 60 
 Today Button …………………………………………………………….. 60 
 Month Button …………………………………………………………….  61 
 Clinic Calendar …………………………………………………………… 61 
Tool Bar Items …………………………………………………………………… 62 
Find Appointment …………………………………….………………………….. 62 
Print …………… ………………………………...…………….……………….. 62 
 Preview of Appointment Sheet …………………………………………… 63 
Waitlist …………………………………………………………………………… 64 
 Search ……………………………………………………………………. 64 
 Add Patient……………………………………………………………….. 64 
 Remove Patient…………………………………………………………… 64 
 Edit………………………………………………………………………..  64 
 Book Appointment………………………………………………………… 64 
 Print………………………………………………………………………... 64 
Find Type …………………………………………………………………………. 65 
Expand View ……………………………………………………………………… 65 
 View 7 Days ………………………………………………………………. 65 
 View 7 Doctors …………………………………………………………… 66 
 

Section III 
Electronic Medical Records Tab …………………………………………………… 67 
 Select The Patient …………………………………………………………. 67 
 Start New SOAP Note (Using the Wizard)........…………………………….. 68 
  Presenting Complaint Button ……………………………………… 69 
  Subjective Symptoms ……………………………………………… 70 
  Objective Physical Exam Findings ………………………………… 70 
   Vitals ……………………………………………………… 71 
  Assessment ………………………………………………………... 71 
  Plan ……………………………………………………………….. 72 
   Medication ………………………………………………… 73 
    Print Prescription ………………………………….. 74 
   Specialist Referral ………………………………………….. 75 
   Treatment …………………………………………………. 76 
   Lab Tests ………………………………………………….. 76 
    Print Lab. Req. ……………………………………. 76 
   X-Ray …………………………………………………….. 77 
    Print X-Ray Req. ………………………………….. 77 
   Other Treatment ………………………………………….. 78 
  Completed SOAP Note …………………………………………… 78 
 Clinic Note ………………………………………………………………… 79 
 Templates …………………………………………………………………. 80 
  Creating New Template …………………………………………… 80 



 

4 
 

Section III - EMR (Continued …) 
   Questions …………………………………………………. 80 
   Answers …………………………………………………… 80 
  Creating New Template Note ……………………………………… 82 
 Review Recent Visits ………………………………………………………. 83 
 Patient Notes ……………………………………………………………… 83 
 Current Summary ………………………………………………………….. 84 
 Past Summary ……………………………………………………………… 84 
 Additional Info …………………………………………………………….. 85 
 Labs ……………………………………………………………………….. 85 
 Scans ………………………………………………………………………. 86 
  Import Scans ………………………………………………………. 87 
 Faxes ………………………………………………………………………. 88 
 Misc. Documents ………………………………………………………….. 88 
  

Section IV - Word Processing …………………………………..………………………... 89 
 File Menu…………………………………………………………………… 90 
  Export……………………………………………………………… 90 
  Page Setup……….………………………………………………… 90 
  Print Preview…….………………………………………………… 90 
  Print………………………….…………………………………… 90 
 Edit Menu…………………………..……………………………………… 90 
 Macros …………………………………………………………………..… 91 
 View Menu ………………………………………………………………… 92 
 Insert Menu ……………………………………………………………..… 92 
 Envelope Printing ……………….………………………………………… 92 
 Format Menu……………………………………………………………… 93 
 Table…………………………………………………………………….… 93 
 Options …………………………………………………………………… 93 
 Window …………………………………………………………………… 94 
 Word Processing Templates ………………………………………….…… 94 
  Template Field Names ……………………………………………. 96 - 97 
  Making a Template ……………………………………………….. 98 
  Working with Fields (Template Menu) ……………………………. 99 
  Select a Base Template ……………………………………………. 99 
  The <BLANK> field …………………………………………….. 99 
 

Section V - Utilities 
Utilities Tab ………………………………………………………………………..  100 
 Address Labels …………………………………………………………… 100 

  Backup / Restore Database ………………………………………………. 101 
  Check for Updates ………………………………………………………... 108 
  Cull Data ……………………………………………………………………. 109 
  Data Import / Export ………………………………………………………. 110 
  Edit Data Files ……………………………………………………………… 112 
  Merge Charts……………………………………………………………….. 114 
  Quick Keys ……………………………………………………………….. 115 



 

5 
 

Section V – Utilities (Continued…) 
  Recall List (Physician) ……………………………………………………… 115 
  Reindex Database ………………………………………………………… 117 
  Repair/Reindex Database…………………………………………………. 117 
  Site Certificate ……………………………………………………………... 117 
  Statistics …………………………………………………………………… 118 
  Submission Manager ………………………………………………………. 119 
  System Settings ……………………………………………………………. 121 
  Update Staff ………………………………………………………………... 122 
 
Section VI Messages……………………………………….…………………………… 127 
 Sending Messages ……………………….…………………………………….……. 127 
 Message History …………………………………………………………………… 127 
 Receiving Messages ………………………………………..………………………... 128 
 
 
 
 
 
 



 

1 
 

Navicert – “A Clean Bill Of Health” 
CBS Navicert is a well-tested and simple to use package.  In just a few minutes you will 
know enough to use the basic features of  this package. 

Navicert is a simple to use package.  This manual will assume that your Navicert package has been installed on 
your computer for you.  If you need assistance installing your package please contact our technical support line.   

This manual assumes that you are familiar with the basic features of Microsoft Windows.  You should already 
know how to start a program in Windows and how to turn your computer on and off safely.  Terms like 
“double-click”, “Right Click” and “drag-and-drop” should be familiar to you.  If you are not familiar with 
Windows you may wish to review the documentation that came with your computer or even sign up for an 
introduction to Windows course.   

Overview: 
CBS Navicert is a full featured Office management package.  Navicert has a number of modules including 
Billing, Appointments, Word Processing, Messaging and Paperless Office features. 

Section I:  Billing 
ach time a patient sees a doctor, the doctor provides a “service” to the patient.  Each service must be 
typed into Navicert.  Usually this is done daily.  Navicert stores the details of the service for about 2 
weeks and then sends the list of services (submission file) to Sask Health.  About a week later Navicert 
will connect with Sask Health and pick up a list of what was paid and what was rejected (return file).  

Once you know how to enter services, prepare a billing file and read a return file you will know the basics of 
Navicert billing.  Naturally there are a number of other features in the program and these are covered later in 
the manual.  There is one critical function that you MUST DO every single day without fail.  You must make 
a backup of your data files.  This function is described in this manual.  If you have any questions about 
Navicert or problems with the program please do not hesitate to call our office at any time. 

E 
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Starting CBS Navicert 
To Start CBS Navicert find your CBS Navicert icon on your desktop and 
double click on it.  You can also click on the START button then click on 
Programs, click on the Navicert folder and finally click on CBS Navicert. 

 
 

 

 

Signing In to Navicert 
When you first start Navicert you will be asked to sign in.  
While it is possible to disable sign-in and use Navicert without 
a password it is not recommended.  Legal requirements require 
health professionals to make every reasonable effort to protect 
health care records and that starts with a password to access 
the data.  When you first start Navicert you will have only one 
user – ADMIN.  The password for the ADMIN account is 
also ADMIN.  Clearly this is not secure.  Anyone who knows 

anything about computers will instantly guess this password.  As a first order of business you must change the 
ADMIN password and set up your user accounts.   

Type ADMIN then click the Add/Edit Users button.  You will see this screen: 

Click the drop-down and select the ADMIN account.  Next you 
must enter the new ADMIN password.  Confirm it in the Confirm 
Password box then click SAVE. 

Please do not forget the ADMIN password because there is NO 
WAY to recover it if it is ever lost.  You will be forever locked out 
of your data and that’s that.  No more billings.  No more 
appointments.  All patient records lost forever.  Your only hope 
would be an old backup with a password you remember. 

Honest… we can’t emphasize this enough.  DO NOT forget your 
ADMIN password. 
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You will notice that there are two levels for accounts.  One is the Administrative level and the other is Standard 
User Level.  Generally you should only have one Administrative Level account (the Admin account) and all 
other accounts should be Standard User Level accounts. 

The Admin account can create new users, change passwords and delete users.  Only the highest level 
administrative people at your clinic should have access to this account.  All other accounts should be Standard 
Level.  There have been unfortunate cases of disgruntled ex-employees causing harm to a business because they 
were given an Administrative password.  Likewise innocent ex-employees have been suspected of causing 
problems at a business because they had access to Administrative passwords.  For safety of all concerned it is 
best that only the highest level users have access to the Administrative Level password. 

Once the ADMIN account has been secured with a password you can set up the various user accounts for your 
staff.  Each user of the system should be given an account with a password.  Note that it is possible to assign an 
account with a blank password but this is not recommended because it is not secure. 

To create a new account just click the New User button.  Enter 
the user name, initials and password.  Set the User Level to 
Standard and then click SAVE.  Remember that it is not usually 
wise to freely hand out Administrator level accounts. 

Once all accounts have been added you are ready to log in and use 
Navicert. 

 

 

Importing CBS Classic Data Files 
If you are upgrading from CBS Classic you will probably want to import all your old CBS data files.  When your 
copy of Navicert is installed, the Navicert will run a setup wizard that will import your patient data.   If you need 
assistance upgrading from CBS Classic please call our support line for assistance. 
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The Navicert Main Menu 

 

The Navicert Main Menu consists of a series of tabs across the top of the screen.  Each tab will start a different 
section of the program.  For example there is the Billing tab, the Appointment Tab, the Electronic Medical 
Records tab and so on.  We will begin with the Billing Tab. 

Above the billing tab is a pull down menu.  This menu changes depending on which Tab you have selected.  As 
you click on a menu heading, Patient File for example, a number of sub-options appear such as Enter, List and 
Exit.  Beneath the Billing Tab is a toolbar with small pictures.  The toolbar allows instant access to the most 
common Navicert functions.  The right margin of the program usually displays “Pending Services”.  The body 
of the main screen will display a graphic.  Note that your graphic may look different from the picture displayed 
above as this graphic may be easily changed.  The graphic functions as a screen saver and is usually 
programmed to change every few minutes. 

Each menu item can be accessed by using the mouse or with the keyboard.  Using the mouse is probably the 
most natural and easiest way to use the menu system.   

To activate the menu by keyboard, tap the <ALT> key and release it.  Then press the underlined letter for the 
menu item you wish to access ( F for File, M for Miscellaneous, etc).  You should see the menu drop down.  
You may then tap any underlined letter – or – use the arrow keys on the keyboard to highlight the menu entry 
you wish to use.  Finally once the menu item is highlighted press the <ENTER> key to activate your selection. 
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The Toolbar 

The toolbar allows quick access to each 
of the major functions in the Billing 
portion of the Navicert program.  Each 
picture in the toolbar represents an 
action.   

Note:  If you are unsure of the function of any toolbar item just hold your mouse still over the picture and a 
small help box will pop up. 

Once they are used to using the Toolbar, most people prefer it over the menu system, however you can still use 
the menu system if you prefer. 

For example, you can select Enter Services by clicking on the small picture of a cash register.  If you prefer you 
can click on Patient File then click on Enter Services.  Either option will take you to the same place. 

Again, the tool bar changes depending on which tab you have selected. 

Patient File Menu 
Enter Services 

The feature you will probably be using more than any other is 
the Enter Services option.  Once you select this option, 
Navicert will guide you through the procedure necessary to 
record a patient visit.  Remember that the visit is recorded on 
your computer and will be kept on your computer until the 
services are submitted to MSP for processing.   

Simply entering the services will NOT result in payment – they must be prepared and submitted to MSP for 
payment.  These steps are covered later but for now we will continue to examine the process of entering 
services. 
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Once you select Enter Services you will see: 

If the patient’s information is already stored in your 
computer you may enter the name of the patient or the 
Personal Health Number (PHN) for the patient.  If 
entering the name you may enter the last name or even 
just a portion of the last name.  If you enter SMITH a list 
of all patients named SMITH will be displayed.   

 

To narrow the search a bit you may wish to enter the last name followed by a comma and then the first initial 
or name of the patient. 

If you enter the patient’s name, Navicert will check the database.  If there is more than one matching name, 
Navicert will display a list of matching patients displayed on the Patient Browse screen. 

     

 

 

 

 

 

 

 

 

 

 

 

Use the arrow keys on the keyboard to scroll up and down through the list.  You may use the Page Up and 
Page Down keys to more rapidly move through the list.   As you scroll through the names, detailed information 
on the patient you are billing is displayed at the bottom of the screen.  You cannot edit this information on this 
screen – it is just there to help you make sure you have the right patient. 
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Once you have highlighted the patient you wish to bill for, press the <ENTER> key on the keyboard.  Once 
the patient is displayed on the screen you may also click on the patient with your mouse. 

Entering a New Patient 
If the patient information is not already entered into your computer you will need to enter the patient as a New 
patient.  Just click on the NEW button either on the Enter Patient Name screen or on the Patient Browse 
screen. 

 

When you click on NEW you will see a blank patient entry form.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete each line of the form by typing the required information and pressing ENTER or TAB to move to 
the next field. 
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The area at the top of the screen on the left consists of the most basic patient information.  You must fill in the 
PHN, Last Name, First Name, Sex, Date of Birth and Doctor.  You do not need to fill in a chart number but 
you may do so if you wish.  All other information on this form is for clinic use only.  It is not sent to MSP and 
entering it is optional. 

The spot for DOCTOR is reserved for a number.  The number is assigned to the doctors in your clinic at the 
time the program is installed.  The first doctor entered will be doctor #1 while the next doctor will be #2, etc.  
If you know the doctor numbers in your clinic just type in the number.  If you would like to see a list of the 
doctors in your clinic you may click on the drop down box to the right of the doctor list box.   

The Birth Date is entered either by typing the number of the month (1) or the name of the month (January) or 
the abbreviation for the month (Jan).  Next type the day the patient was born on.  If the day isn’t known just 
type 1 and the service will still be processed.  Finally type the year the patient was born (63 or 1963). 

Note:  Two address lines are supplied but usually only the first line will be needed.   

We should spend a moment and examine the 
various tabs and options on this screen in a bit more 
detail.  

There are 4 tabs for information.  General, Family, 
Medical and Misc.  As you click each tab you will see 
additional fields you can fill in if you wish. 

The Misc. tab allows you to make up your own 
fields and store them on the patient chart. 

  

 
 
You will notice that Navicert allows you to enter a Photo into the patient’s chart.  
For this feature you will need a Web Cam or similar camera attached to your 
computer. 
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Adding a Photo to the Patient Chart: 
 

To add or update a patient photo just click the Photo Button.  You will see a 
screen like this (well hopefully your patient will look a bit nicer than that): 

Navicert works with any Windows compatible camera or input device.  You 
can select your input device from the drop-down.  You should instantly see a 
picture of some sort provided your device is working.  If you do not see a 
picture in this box you will need to consult the manual that came with your 
web camera for help. 

 

Have your patient pose against a neutral background and click Save Picture when you are ready. 

Once you have saved the picture, it will display on the patient’s chart.  As with any change to the chart  the 
picture will not be saved unless you click the Update or Bill button.  If you click EXIT then all changes, 
including updated photo’s, will be lost. 

Patient Chart System 
The patient chart system is optional.  The information is not sent to Sask 
Health and is only for your own use. 

The Patient Chart System is used to keep track of anything from general 
notes and some exam details.  It is backward compatible with Classic 
CBS.  Please note that Navicert contains a much more powerful full 
featured EMR package which will be discussed later in this manual. 

The General Notes control appears at the top right hand side of the 
Patient screen.  To use this box, just click in the General Notes box and 
type whatever note you like. 
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Patient Notes 
 

In addition to a General Notes box, you can select a 
number of different note categories from a drop 
down box at the bottom of the screen. 

 

 

 

 

 

Select the category you wish to make an entry for (ie 
Problem Summary).  Once the entry is selected you 
may click on the Add Remarks button to fill in an 
entry under the selected heading. 

 

 

Depending on the entry selected you may see a number of different items to complete.  Just fill in the blanks as 
you wish and hit SAVE. 
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Patient Notes Continued… 
As entries are made the heading will be displayed in the patient notes area.  To examine, modify or delete any of 
the entries just double click on the line you wish to edit.  The system will display the note for that date. 

 

Important Note:  When you edit a patient note 
you will need to click SAVE to place the 
information onto the Patient Screen.  When you 
click BILL or SAVE on the patient screen the note 
is recorded in the patient’s chart.  If you press 
EXIT on the patient screen the note will not be 
saved. 

Once you have completed the new patient form 
you may click SAVE or BILL.  If you click SAVE 
the patient information will be saved and the 
system will return to the Enter Patient Name 
screen.  If you click BILL the system will SAVE 
the patient then move to the patient billing screen.  
Usually you will click BILL. 

 

 

 

Referrals 
CBS Navicert includes a powerful utility to keep track of referrals to specialists.  To access this feature, click the 
Referrals tab: 

Any pending referrals will be listed in this box.  You can quickly use 
this feature to set up a referral.  First, contact the specialist in 
question and book the referral date.  Next, click the ADD button at 
the bottom of the Referrals tab. 
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Referrals Continued… 
To add a referral to the list, first you must 
select Doctor, Lab or Other.  You might 
be sending your patient for some lab 
work or you might be sending your 
patient to a specialist physician. 
 
Once that is done, click Browse and 
select the doctor or lab from the list 
provided. 
 
Next, fill in the Apt. Date. 
 
You can fill in any pertinent instructions 
for your patient.  For example, 
instructions not to eat before a blood test.   
 

If you think you may need to use these same instructions again for another patient you can click Add to 
List and Navicert will save the instructions in the list to the right.  The next time you use this feature you 
will see the previously saved instructions on the right hand side of the screen – just double click and 
Navicert will copy those instructions to the Instructions box. 
 
Once your referral information is complete you can 
click the Print button to print out the referral slip as 
a reminder for the patient: 
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Appointments Tab: 
Clicking on the Appointments tab will show all 
past and future appointments for the selected 
patient.   
 
 
 
 

 
 
 
Billing History Tab: 
 

Clicking the Billing History tab will allow you to instantly review 
previous and pending services which have been billed on this 
patient. 
 
To view the services in more detail just click the Details button 
and the system will display a more detailed view. 
 
 
 
 
 
 
 

 
From the detailed view screen you can print a 
statement for the patient.  Just select the Start 
and End date for the statement.  Check the 
desired options under “Print Claim Selection” 
then click View Statement.  The system will 
bring up the patient statement and allow you to 
print it. 
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Additional Patient Information Buttons: 

 
Along the bottom of the patient information screen you will see a number of buttons.  Their function is 
as follows: 
 
Bill  Saves the patient information then moves on to the billing screen.  To be discussed  

shortly. 
 
Label  Brings up the patient Label function.  Note that before this function works you must  

contact CBS Technical Support and have a Label Template designed. 
 

Edit  Places the cursor in the Last Name field and allows you to make changes to the chart. 
 
New  Clears the existing patient and allows you to enter a new patient. 
 
Update  Saves the patient information 
 
Delete  Deletes the displayed patient. 
 
History  Displays detailed billing history as described above 
 
Recall  Activates the Patient Recall function to be discussed shortly. 
 
Third Party This button allows you to edit the WCB or SGI claim details on this patient. 
 
Next/Prev Pt These buttons let you move to the next or previous patient in the database. 
 
Recall Function 

 
This function allows you to place the patient into the Recall 
system.  You can enter a Recall Code and a date to be 
recalled.  Please be consistent with your Recall codes or 
they will be much less useful later when you bring up the 
patient recall list. 
 
For more details on the Recall system consult the section 
towards the end of the billing portion of the manual under 
Utilities. 
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The Medical Billing Screen 
Note:  The Chiropractic Billing Screen has a slightly different appearance and is discussed in the 
section on chiropractic billing. 

At first glance the billing screen may 
seem a bit complex however you will 
quickly become very proficient in it’s 
use. 

The patient name and health number 
appear at the top of the screen.  You 
may not change them on this screen. 

The next item on the screen is the 
Referring Doctor line.  Specialists will 
need to supply a referring doctor in 
order to receive full payment for 
services.  General practitioner’s will 
only need to supply a referring doctor 
when they are performing a 
consultation (9B), interpreting an X-
Ray or Ultrasound for another doctor, 
when billing for a surgical assist, or in 
other rare cases. 
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Referring Doctor: 
To enter a referring doctor you may enter 
either the doctor’s 4 digit Medicare billing 
number or the doctor’s name.  Make sure to 
enter the last name first.  It is usually not 
necessary to enter a first name.  A list of all 
matching doctors will be displayed.  Highlight 
the doctor you want and press <ENTER>. 

If you wish to add a referring doctor just click 
the ADD button then fill in the blanks and 
click SAVE. 

If you wish to update a doctor’s address, 
phone number, etc just click on the 
appropriate field, make the change then click 
SAVE. 

 

 

Treating Doctor  
The next item you must supply when billing a patient is the Doctor in your clinic who provided the service.   
Navicert provides a quick way of selecting the treating doctor.  Each doctor in your clinic will be assigned a 
number (1, 2, 3, etc.).  Just enter that number or click the drop down box to pick the doctor by name. 

ICD Codes 

The next item is the Diagnosis.  You must provide the 
3 digit ICD code to MSP in order to receive payment.  
You may type in the code if you know it or you may 
enter the description of the diagnosis.  The system will 
search the ICD code database and display all matches.  
Select the best match from the list.   

To add a new code just click the ADD button, fill in 
the blanks then click SAVE.  Note that it is perfectly 
fine, even preferable, to have the same code entered 
into the system under a number of different 
descriptions.  This makes finding the code much 
easier.  For example you may wish to enter code 401 
under both Hypertension and High Blood Pressure.  
This way, whichever description you enter the system 

will be able to locate code 401.  It is the numeric code that MSP requires.  Once you have added the code just 
click SAVE to save the code in the ICD code database. 
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Location Code and Premiums 
The location code has a dual purpose.  MSP, for unknown reasons, decided to use the location code to indicate 
where a service takes place and also uses this code to indicate when a premium payment is due. 

During normal office hours a doctor uses one of five numbers to indicate the location where the service was 
delivered. 

A doctor may bill a premium for any service delivered which was delivered outside his office and also was 
provided outside normal office hours.  For more details on the rules governing Premium services please consult 
the MSP fee schedule manual.   To indicate a premium service the doctor uses a letter code.   

To see a list of available location codes just click the Location button on the billing screen. 

 

 

 

 

 

 

 

 

The system will watch the date of service and prompt the user to select a premium code on weekends but since 
the time of service is not provided, Navicert has no way to know when to suggest a premium code for after 
hours services during the week.  It is up to the user to make sure the right code is selected. 

Note that although you may select a 25% or 50% premium code the fee displayed on the screen remains the 
same.  MSP will notice the premium code and issue extra payment.   
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Visit Date 
Next you will need to enter the visit date.  All dates in Navicert are entered in the format Month, Day, Year.  
You may enter either the number of the month (1), the written form of the month (January) or the short form 
of the month (Jan).   Next enter the day of the month the service was provided on.  Finally comes the year.   If 
you leave off the year, Navicert will default to the current year. 

When you enter a visit date, Navicert will set that date as the last date used.  The next patient you enter will 
display this visit date.  This is very convenient when you wish to enter a number of patients one after the other 
all seen on the same day.  You may change this date by typing over the date. 

Paying Agent 

The paying agent field will only be displayed if “Enable 3rd Party Billing” is selected on this screen.  For this 
example we will use MCIB (MSP) however Navicert is capable of generating an invoice which may be sent to 
any 3rd party agent.  See the 3rd party billing information after this section. 

Service Code 
Next we enter the service code.  Navicert has a full list of the thousands of MSP codes and fees.  Please consult 
your fee schedule to determine the right code to use for your situation. 

You may type in the code and press <ENTER>.  For example you may enter a 5B (routine office visit).  Once 
you press <ENTER> the remainder of the line is filled in including the fee. 

Instead of pressing <ENTER> you may press the <TAB> key to move across the fields and make changes as 
necessary. 

Navicert has the ability to assist you in finding the right code.  Just click in the Fee Code Search box and type in 
a word to search for.  Navicert will search the Fee Schedule and locate as many matches as possible.  Please be 
aware that while every attempt has been made to insure the accuracy of our Fee Code list, we take no 
responsibility for errors or omissions.  Always consult the official MSP Fee Schedule guide for official rates and 
codes. 

 

After you enter your key word, Navicert will display a list for you to pick from: 
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Fee Code Continued… 
 

You can further refine your search by including more terms.  
Each word you type must be found in the description of the 
fee code in order for a code to be displayed. 
 
When you see your code just double click on it to select it. 
 
Remember – read and always refer to the official printed 
MSP fee schedule guide.  Use the Navicert guide only as a 
memory aid to assist you in locating codes. 
 
 

75% and 50% Rule 
Some services when billed together invoke MSP’s 75% rule.  Navicert is programmed to catch these situations 
and will cause the percent box to be filled in when necessary.  You may manually select 75% by clicking the 
drop down box in the percent column.  In certain rare cases the 75% rule may not apply to a given situation 
even though Navicert has selected that rule.  Please contact us if this occurs but use the drop down box to clear 
the 75%. 

There are only a very small number of services which are to be billed at 50% (usually orthopedic codes).  If you 
wish to bill a code at 50% just click the drop down box and select 50% from the list. 

Multiple services provided on different days may be entered on the same form.  Use the TAB key to move 
across the form and adjust the date. 

Using the TAB key you can also move across the form to select the location or even the billing MODE.  
(Normally you will NEVER change the mode – if you are in doubt please call the support office.) 

In rare cases where it is necessary to adjust the fee you will need to click in the fee box with your mouse.   

Remarks 
The REMARKS field is used to send a message to MSP.  You may type up to 78 characters in this box.  MSP 
staff will be able to read this comment and act upon it as necessary.  Remarks are often used to provide 
information MSP requests such as the time a procedure was completed or to indicate that a bilateral procedure 
was billed, etc. 
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Third Party Billing 
As previously discussed, Navicert is able to bill 3rd party agents.  You will only see this field if you have selected 
the ENABLED option under Third Party on this screen.  Some offices bill a lot of 3rd party claims and have the 
option enabled while others rarely bill 3rd party claims and have this option disabled for faster billing. 

To bill a 3rd party agent, once the option has been enabled, select the 3rd Party Agent field with your mouse.  
Agents that are already entered into the system are MSP, WCB and 0001 (Cash).  To see list of agents put your 
cursor in the Agent field and type a ? then press <ENTER>.  A list of all available agents will be displayed. 

 

If the agent you wish to bill for has not been entered 
you may enter the information into the system.  Just 
click the ADD button and fill in the blanks.  The Agent 
code or number must be a 4 digit number selected by 
the user. 

 

When billing for a 3rd party agent you may use standard 
MSP billing codes and fees or you may enter your own 
fee code items (See Utility Menu – Edit Data Files). 

 

 

 

Some 3rd Party Agents require additional information.  For 
example, WCB or SGI claims require information about the 
injury date, etc.  When it is necessary Navicert will prompt 
you for this information. 

 

 

You can view or edit Third Party Claim information by clicking 
the Update Third Party Info button on this screen. 



 

21 
 

Printing Invoices 
After entering the service code and 
saving the service you will be given the 
option to print an invoice immediately 
or print it at a later time.  

When you elect to print the invoice 
later, it will be printed the next time you 
prepare a submission to MSP.  If you 
decide to print the invoice it will print 
right away.   

Note:  You are responsible for sending 
the invoice to the 3rd party in question.  
Navicert can not send WCB or SGI 
claims electronically – that’s why 
Navicert prints the invoice – so you can 
mail it. 

 
 

 
Quick Keys 
Take a moment to set up your Quick Keys – covered later in this manual under the Utilities section.  You can 
program your quick keys to help you quickly enter common service codes and diagnostic codes with the tape of 
a button. 

Quick Calculator 
 
The quick calculator function allows Navicert to assist in the entry of certain service codes – mostly for 
Anesthesiology.  Check the Quick Calc box to enable this feature.  After you enable this feature, Navicert 
will watch the first service you enter.  If you enter, for example, a 500H Navicert will pop up a form 
requesting additional information.  Just fill in the start and end times of the operation and Navicert will 
calculate the 501H codes. 
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Chiropractic Billing 
 

Chiropractic billing is very similar to medical billing however there are a few important differences.   

 

 

 

 

 

 

 

 

 

 

Service codes are the standard Chiropractic codes (1U, 5U, 53U, etc).   The diagnostic codes are “C” codes (ie 
C14, C15, etc.)  The Visit Date is entered in the usual Month/Day/Year format.  The Paying Agents are 
alphabetic rather than numeric.  If you are unsure of the agent to use, type a question mark and press 
<ENTER> to see the full list. 

 

 

 

 

 

 
 

 
 
Navicert will automatically apply the right fee schedule for the agent selected.  For example, selecting SS uses the Social 
Services fee schedule and WCB will select the Workers Compensation fee schedule.   
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Chiropractic DPAY & 99U Code: 
Usually when a patient presents to the Chiropractic office he will be paying for his service at the time of his visit 
and the agent selected would be CASH or CHEQ, etc.  On occasion a patient will request the ability to pay at a 
later date.  A deferred payment is entered into Navicert by using the DPAY paying agent.  Navicert will record 
the service exactly like any other service however the patient’s account will be debited for the amount of the co-
payment. 

When the patient pays for his service you must enter the payment into Navicert to credit the patient’s account.  
This is done by billing a 99U service code.  Just type 99U on the service line and Navicert will ask the amount 
of the payment and method of payment.  Type in the amount and Navicert will credit the patient’s account with 
that amount. 

Note that you may enter a credit  (99U) code at any time.  It does not have to be made in conjunction with a 
service.  In some cases a payment may be made prior to a visit resulting in a credit balance on the patient’s 
account. 

Just remember, the DPAY agent used with a 5U service code is for Deferred Payment (Debit).  A 99U service 
code is for payment (Credit). 
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Hospital In-Patient Services 

For Physicians, billing for hospital days is simple with Navicert.  Either select an existing patient or enter a new 
patient as previously described.  Move to the billing screen and enter the referring doctor, treating doctor, 
location code and date as previously discussed.  Make sure to use the first date of hospital in-patient days as the 
Date. 

For the service code just enter the hospital in-patient days code for your specialty.  General practitioners, for 
example, use 25B. 

Once you press <ENTER> you will be asked to confirm the first date in hospital and to enter the last date of 
service.  This done you will see the hospital days form displayed. 

If necessary you may adjust the items on this screen.  The first 10 days of in-patient are billed as 25B.  If the 
doctor was not caring for the patient for the full 10 days of 25B, you can use your mouse to click on a date.  
Navicert will then remove that date from the days being billed. 

Pressing the NEXT button will cause Navicert to move to 26B, 27B and finally 28B for all remaining days. 

 

 

 

 

 

 

 

 

 

Sometimes a physician will share responsibility for a patient during a 10 day period.  Take the example of a 
patient who was seen by Doctor 1 and Doctor 2.  Doctor 1 saw the patient from Monday through Friday and 
Doctor 2 took over for Saturday and Sunday then turned care of the patient back over to Doctor 1.  When 
Doctor 1 bills the patient he must make sure not to bill Saturday or Sunday or Doctor 2 won’t be able to bill the 
services.  Doctor 1 would just click on Saturday and Sunday to unhighlight them.  The system will then not 
submit claims for those days.  Doctor 2 could then submit his claims for Saturday and Sunday. 
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Out of Province Billing 

Physicians are able to bill for patients from most other provinces and territories directly.  The only exception at 
this time is the province of Quebec.  You will need to bill Quebec patients directly, issue them a receipt and 
allow them to be reimbursed when they return home. 

To bill for an out of province patient you only need to know the billing number for the patient’s provincial 
health plan and province of origin.  Just enter the patient as you would any other patient.  The only difference is 
in the PHN.  Enter the two letter province code from the list below and follow it directly with the EXACT 
number on the patient’s health card.  If the health card shows letters in the health number those letters must be 
included.  Do NOT enter spaces or dashes in the health number.   

 

 BC British Columbia  AB Alberta 

 MB Manitoba   NB  New Brunswick    

ON  Ontario    NS Nova Scotia 

PE  Prince Edward Island  NF  Newfoundland 

YT Yukon Territories  NT  North West Territories   

NU Nunavut   XX No Coverage (can’t bill to MSP) 
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List/Edit Services 
Once you select List/Edit Services from the Patient File menu you will see: 

Note:  This is a bit different from CBS 
Classic.  In CBS Classic there were two 
separate menu items.  One to list and one 
to edit services.  Both functions have been 
combined into one function with Navicert 

 

 

 

 

 

 

Although this screen may appear a bit complex at first glance it’s really fairly easy to use.  In most cases you will 
want to print a list of all services entered so far during the day.  To do that, just click the Today’s Postings 
button. 

You may wish to list all services entered since the last submission to MSP.  To do this, just click the All Postings 
button. 

There are a number of options on this screen you may wish to use.  The Date Order option is very useful.  You 
may wish to list services ENTERED on a certain date – use Post Date.  You may wish to list services 
PROVIDED on a certain date – use Visit Date. 

You may select either Alphabetical or Order of Entry or Date of Service in the Report order box.   

Once all options have been selected just click the Print Report button. 

Editing Services: 
To edit a service and correct an error you must first locate it on the List Services screen.  In the Search box (top 
right) type in the last name of the patient.  Once you see the patient, double click on that patient and the billing 
information will appear on the screen.  From there you may make any necessary changes to the services. 

Note:  You can not edit Hospital services.  You must delete them then re-enter them. 
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MSP 
Every few years MSP changes names so this title may be confusing.  First we had MCIC then MCIB then MSP 
and I believe we are now on MSB.  Parts of the program may refer to MCIB and other parts may refer to MSP. 
Both of these terms refers to Medicare services in Saskatchewan.  Whatever the government calls themselves at 
the time you read this manual, this menu item refers to sending and receiving billings back from the 
government.  The MSP menu will allow the Navicert user to prepare and send claims to Sask Health, pick up 
and print out return files from MSP and examine patient history information.   

 

 

 

 

 
Prepare Billings 

As of this writing, MSP processes the files every 
other Tuesday.  They require the submission to 
be received by 9am Tuesday morning.  Late 
submissions are processed with the next run two 
weeks later.  Although we know some die-hard 
last minute customers will ignore this suggestion,  
give yourself a bit of extra time in case there is a 
problem.  We usually suggest making the 
submission on the Thursday or Friday of the 
week prior to processing.  If you are unsure as to 
the next submission date please contact our office 
for assistance. 

To make your submission, click on MSP then click on Prepare Billings.    

Navicert will ask you to confirm that your printer is ready.  Click OK when the printer is ready.  

Navicert will then print out all MSP services.   
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3rd Party Claims Printing 
If there are unprinted 3rd party services you will see the 
third party printing menu.  Navicert will ask how many 
copies of the 3rd party invoices you wish to print.  Often 
offices will wish to print 2 copies – one to mail and one to 
keep.  

Please note that while MSP services are sent through 
the modem or Internet, 3rd party services need to be 
sent by mail or by fax. 

 

 

 

Starting a New Billing Period 

Once Navicert has finished printing all services it will 
confirm that all the services have printed correctly.   This is 
an important question.  If you answer YES, Navicert will 
move all the services into the history area and start a new 
billing period.  You will no longer be able to easily correct 
or re-print the services once they are in the history area. 

If you notice a problem with your print-out, such as a paper jam, you should make sure to click on NO.  You 
will then be able to fix any problems with your printer and prepare the services again. 

Transfer Billings to MSP 

After you have started a new billing period, Navicert will 
bring up the Transfer screen.  From this screen you will be 
able to send your MSP billings through the modem, by 
Internet or place them on a computer diskette. 
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Submission Methods: 

At the time of writing there are three supported methods of billing submission.  You may submit your claims 
by internet, by using MSP’s PC-Anywhere software or on diskette.  While MSP no longer allows new clinics to 
select diskette billing there are some grandfathered clinics which use this method.  In addition there may be 
cases where your modem or internet may not be working and you will need to select this method.  Make sure to 
contact our office before you change your submission method. 

Whatever submission method you are presently using, make sure it is selected from the list of displayed options. 
Once selected, click on START TRANSFER.  Navicert will then close all databases and suspend all functions 
until the submission is complete. 

• Internet 
 

When you have this option selected, Navicert will place a copy of your submission file in the AW folder in the 
root of the drive where your Navicert program is located.  Your submission file is called CLAIMSIN.  For 
Windows XP, your submission file is usually located in C:\AW.  For Windows Vista your file is located in 
C:\USERS\PUBLIC\AW 

In the case of a network system, your Navicert program may be loaded on a different computer than the one 
you use.  In cases like this, the server drive is referred to by a drive letter such as F: and so your submission file 
will be in F:\AW or  \\SERVER\AW 

You will need to know where your submission file is stored before you begin.  Navicert displays this 
information on the Transfer screen. 

When you click your Start Transfer button, Navicert will bring up Internet Explorer and set it to the MSP 
submission page.  From this point forward you are on your own – Navicert can not tell what you are doing or 
offer help.  If you fail to select the right file for submission or encounter an error, Navicert will have no idea 
that a problem occurred and can not warn you of the problem. 

When you first go to the Sask Health web site, you will be asked to 
click on your certificate.  This pop-up box will list your name or 
clinic name.  You probably only have one certificate but in rare 
cases you may have certificates for other web sites.  Click on the 
certificate issued by Sask Health – it usually lists your clinic name 
or doctor’s name.  Once selected, click Continue.  This process 
identifies your computer to Sask Health and logs you into the Sask 
Health system.  You will see “I agree – Log me on”.  You are 
agreeing to the information displayed – basically agreeing to use 
the system in a legal manner according to Sask Health regulations.  
You must click “I agree” to gain entry to the site. 

 

 



 

30 
 

 

Once you are logged in, you will see:    (Note:  The MSP web page 
appearance will likely change from time to time however the basic 
functions will remain the same) 

 

 

 

Click the Submit Claims button and you will see the next page. 

The Submit Claims screen is displayed below. 

You will see a line that asks you for the submission 
file name.  You can type in C:\AW\CLAIMSIN or 
C:\USERS\PUBLIC\AW 

 (When working on a network, make sure to change 
the C: to an F: or whatever your server drive letter 
is). 

 

 

Make sure to get your backslash key \ usually located above 
your enter key rather than the forward slash / which is located 
under the question mark.  Also make sure to use the full colon 
:  rather than the semi-colon ; 

If you type it in properly it will look like this:     C:\AW\CLAIMSIN 

If you would rather, you can also click the Browse button and search 
your hard drive for your CLAIMSIN file.  Make sure you locate the 
file in your AW folder.   When you click Browse you will see a box 
pop up on your screen that allows you to navigate your hard drive to 
select your AW folder and your Claimsin file. 

One advantage of using the Browse button is that Windows will remember the last place you browsed.  If you 
don’t often browse on your computer, your system will likely still be pointing to your C:\AW folder.  This can 
save you some time.  Naturally if you select the wrong file or can’t find your AW folder MSP won’t get the 
submission and won’t pay the claims.   
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To get to your AW folder and Claimsin file using Windows XP or Vista follow these steps: 

• Click Browse on the Sask Health web page 

• Click on My Computer (left hand panel of the screen) 

• Double Click on Local Disc C (it may have another name but it will always have  C:  in the name) 

• Double Click the AW folder.  When it opens you should see something like the picture above.  Note 
that at the top of the screen there is a small box that says Look In:  AW when you have selected the 
AW folder. 

• Double Click the file named  CLAIMSIN 

After selecting your Claimsin file from your AW folder you will see something like this: 

 

 

 

 

                         C:\AW\CLAIMSIN 

 

 

 

 

 

 

Once you have your submission file selected, click the Submit Claims button below the submission file name. 
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Once the Sask Health web site will now take the claim file that you have sent and begin processing.  You will 
see this screen: 

 

 

 

 

 

 

 

The notice says to be patient but in practice the processing is usually complete in just a few seconds.  There 
have been cases where the process fails or “hangs” down at Sask Health and this screen remains up for a long 
period of time.  If your submission takes more than a few minutes, it has probably failed.  In this case, call 
Navicert for assistance. 

Validation Report: 
 

 
 

 

 

 

 

 

 

Provided all goes well you will see a validation report.  Make sure to print the validation report and carefully 
compare the results with your Navicert report.  Make sure the totals match and all doctors are listed.  If there is 
a discrepancy you may have submitted the wrong file.  Please call for assistance if this is the case. 

You will notice in our example above there is a list of Rejected claims.  If you see any rejected claims you must 
deal with it immediately.  Don’t wait for 2 weeks only to discover you will not receive a payment!  Call us as 
soon as you notice the error. 
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Notice that there is a Pickup button on this screen.  MSP takes a week to process your file so don’t be fooled 
into thinking you can pick up your return file right away.  

Once you have printed your validation report, close Internet Explorer.  You will see the Navicert transfer 
screen.  Just click EXIT. 

After a successful submission you will notice 3 things.   

• You will have a print-out for each doctor listing the totals and with a place to sign.  Make sure the 
doctor signs the form – it’s part of his MSP agreement. 

• You will have a validation report printed that matches the signed print-out. 

• When you return to your main Navicert menu you will note the pending services 
box is back to zero for each doctor indicating the claims have been moved to the 
history area. 

If you are missing any of these three items, please call for assistance. 
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• PC-Anywhere 
 

Note:  We do NOT recommend the use of PC-Anywhere with Navicert.  DOS based applications require 
specialized hardware.  Modems often fail to connect properly.  The use of this transfer method will result in 
frustration and difficulties that are simply unnecessary.  If you are using PC-Anywhere it’s time to switch to 
modem submission. 

If you are a die hard PC-Anywhere users, here are the instructions for it’s use: 

MSP supplies a program called PC-Anywhere which is used to dial the telephone modem and submit claims.  
MSP supplies a detailed instruction manual for use with this software.  Where that manual conflicts with this 
manual, please use the instructions in THIS manual.  Call our office if you have any questions regarding the use 
of Navicert with PC-Anywhere.  

Before you begin you should insure that your modem has 
access to the telephone line and that any other device which 
shares the line (such as a fax machine) is turned off. 

When you select this option you should see the PC-Anywhere 
screen.  Look for the words “Initializing modem” and “last 
modem response ‘OK’”.  These are indications that PC-
Anywhere is communicating with your modem properly.  

PC-Anywhere will dial the telephone and connect to MSP.  
You will then be asked for a password.  Enter the password 
assigned to your clinic.  Navicert does not have this password so if you have lost the password you will need to 
contact MSP for assistance. 

Once your password is entered, PC-Anywhere will hang up the telephone and display “Waiting for call-back” in 
the upper left hand corner of the screen. 

MSP will then call your office.  Make sure to let your modem answer this call.  If a staff member, answering 
machine or fax machine answers the call it will prevent the PC-Anywhere software from working properly. 

PC-Anywhere will answer the telephone and present you with a menu.  Select option 1 (by typing 1) to submit 
your claims to MSP. 

Important:  MSP will briefly review the claims you have submitted and send back a short report.  This report 
lists all doctors in your clinic with dollar totals.  The report will then print on your printer.  If you do not get this 
report or if the totals on this report do not match the doctors in your clinic your submission was probably not 
received.  Make sure to examine the details of the report.  If you see “Doctor ineligible to submit” this indicates 
the doctors claims were not accepted for processing.  Make sure to contact MSP immediately about any rejected 
doctors.   
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After a successful submission you will notice three things: 

• You will have a print-out for each doctor listing the totals and with a place to sign.  Make sure the 
doctor signs the form – it’s part of his MSP agreement. 

• You will have a validation report printed that matches the signed print-out. 

• When you return to your main Navicert menu you will not the pending services box is back to zero for 
each doctor indicating the claims have been moved to the history area. 

If you are missing any of these three items, please call for assistance. 

Disk Submission: 

If you are submitting claims by diskette you will need to have two good quality blank disks handy.   Note that 
Navicert has a Format function available.  Click this button if you need to format (erase) your diskettes.  Note 
that diskettes wear out.  Make sure to replace your disks on a regular basis. 

Once you click on Start Transfer, Navicert will ask you for the MSP disk then a backup disk.  Send the MSP 
disk to MSP for processing.  Keep the backup disk incase the MSP disk is lost or damaged in the mail. 

After a successful disk submission you will notice three things: 

• You will have a print-out for each doctor listing the totals and with a place to sign.  Make sure the 
doctor signs the form – it’s part of his MSP agreement. 

• You will have an MSP and a BACKUP disk.  Make sure to send your MSP disk to MSP and keep the 
backup disk incase something happens to your MSP disk. 

• When you return to your main Navicert menu you will not the pending services box is back to zero for 
each doctor indicating the claims have been moved to the history area. 

If you are missing any of these three items, please call for assistance. 
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Resending PC-Anywhere Modem Billings 

Since there are several hundred offices all submitting at roughly the same time it is quite possible that you may 
occasionally encounter a busy signal or a crashed server and a failed submission.  Sometimes modems, like fax 
machines, fail to communicate with each other.  Sometimes a staff member will pick up an extension phone 
causing the submission to fail.  Whatever the reason for the failed submission, the result will be the same:  You 
will usually not receive a validation report after the submission. 

If you know that the submission has failed you should send the claims again. 

After a submission Navicert will display this box: 

  

 

 

 

To send the claims in again just click on NO then click on START TRANSFER  to try the submission again. 

If you have tried a number of times and are constantly getting a busy signal or can’t connect with the server you 
may wish to try the transfer at a later time.  In this case, even though you are not really finished with the modem 
transfer you may click on YES.    Navicert will return to the main menu. 

When you have time to try your submission again it’s a fairly simple process.  Navicert keeps your most recent 
submission on file until you prepare your billing files again.  For this reason it is important NOT to click on 
Prepare Billings again until you have succeeded in sending the previous file.  When you are ready to try the 
modem transfer again click on MSP – Skip over Prepare Billings – and pick “Modem / Disk / Net” then click 
on Start Transfer to send the files in again.  Hopefully it will work this time.  Note:  Since you are coming in 
from the main menu rather than going through Prepare Billings, Navicert has no way of knowing that you are 
trying to make a submission.  As a result, trying to be helpful, Navicert will ask if you wish to read a return file 
when you are finished.  Just answer No. 

If you are having on-going problems there may be a problem with your modem hardware, telephone line or 
software set-up.  In some cases MSP may have had computer problems.  Simply waiting and trying your 
transfer at a later time will resolve the problem.  Navicert does not supply modem hardware or software but we 
may be able to assist in some cases.  Feel free to call for help but please recognize that if the problem is with 
your equipment or with your service provider we may have to direct you to another party for assistance. 
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Return File 

When a claim is sent to MSP, Navicert keeps a copy in the history area.  
Navicert tracks these claims until they are returned.  Until a claim is 
returned, it is listed as outstanding.  MSP payment listings can be received 
in electronic format.  If you are using disk submissions you will receive the 
disk in the mail.  If you are using modem submissions you must instruct 
your computer to dial into MSP and pick up the return file. 

 

Before you can read your return file you must pick it up from MSP.  To pick up a return file click on MSP then 
click on Modem/Disk/Net.  You will see the Transfer screen displayed.  Make sure your transfer method is 
selected.  Click on Start Transfer. 

 

 

 

 

 

 

 

• Disk Return Files 

If you are using disk submission then your return file will generally be returned to you on disk.  In this case you 
may skip the following and select Read Return File directly from the main menu. 
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• Internet 

If you are using Internet submission you will have to pick up your 
return file through the internet before you can read it.  When you 
click the Navicert Start Transfer button, Navicert will take you to 
MSP’s site.  You will first see a security warning – click OK.  Next 
you must identify yourself to MSP by clicking on your Certificate 
and finally log in by clicking “I agree”. 

Once you are logged into MSP’s web site you will see a menu with 
a button marked Pick Up Returns.  Click that button to begin 
downloading your return file. 

At this point you will see a pop up box that asks if you want to 
Open or Save the file.  Select SAVE. 

The next question is where will you save your file.  It is really 
important you answer this properly.  Usually you will place your 
RETURNS.TXT file in the root directory of your C drive in your 
AW folder  (usually C:\AW for Windows XP or 
C:\USERS\PUBLIC\AW for Windows Vista).   

If you are using a network your AW folder may be on a different 
drive letter such as F, etc.  You MUST KNOW where to put 
your return file or Navicert won’t be able to find it and read it. 

Make sure to browse your drive, find your AW folder usually 
located in the root of drive C  (C:\AW or 
C:\USERS\PUBLIC\AW for Windows Vista).  You can find 
your C drive by clicking on My Computer then select Local 
Disk C (it may have another name but it always has C: in the 
name somewhere) 

Locate the AW folder just below C:.  Don’t change the return 
file name – it should be RETURNS and don’t change the file 
type – it should remain Text Document. 

 

Your system will likely ask you if you wish to overwrite the existing file – Click YES to allow the new file to 
be saved. 

Once you have saved your file to your hard drive, close your Internet Explorer and click the Exit button on 
your Navicert Transfer screen.  I know it’s tempting but do not click OPEN – close and let Navicert 
open the file later.  Navicert will notice the new return file and will take you to read your return file.  If you 
don’t pick up your return file or if you don’t place it in the right place, Navicert won’t be able to read it so please 
be careful to select the right location and avoid changing the return file name.  Note that different versions of 
windows will show a slightly different browse screen. 



 

39 
 

PC-Anywhere 

Once you have selected Start Transfer the PC-Anywhere software will dial MSP.  PC-Anywhere will ask for 
your password.  The program will hang up and MSP will call you back.  You must make sure to allow the 
modem to answer the call – don’t let staff, answering machines or fax machines answer the call.  Once your 
modem has answered the call you will be presented with a menu.  Select 2 to pick up a return file. 

 

On occasion, MSP will transmit a message to 
your clinic which will be printed by your 
computer.  When there is no message, MSP 
sends an empty box which will be printed on 
your printer.  Don’t be confused by this 
empty box – it is normal. 

 

 

Once the transfer has finished, Navicert will 
ask if you wish to read a return file.  Just click 
on YES. 

 

 

 

 



 

40 
 

Printing The Return File 
The return file is created by MSP and lists all services which have been processed in the most recent submission 
run.  Most claims are paid without any difficulty but some claims have error codes.  Any claims with error codes 
must be investigated and resubmitted if necessary. 

 

 

 

 

 

 

 

The return file name will be displayed at the top of this screen.  For PC-Anywhere users it should read 
\AW\RETURNS.  For Internet customers it should read \AW\RETURNS.TXT.  For disk users it will read 
A:GROUP123.RET (or B:GROUP123.RET) where 123 is replaced by your group number.  If your return file 
name isn’t right please call Navicert support for assistance. 

The Returned Doctor field will display each doctor in turn as Navicert processes returned claims for that 
doctor. 

The Returned Patient and Claim # field will each display information about returned claims one by one as they 
are processed.. 

Parts of the Return File 

The main body of the report contains only Paid lines.  At least that’s what MSP calls them.  But be careful – a 
paid line can be paid at a rate other than the amount submitted.  In fact a Paid Claim might be “Paid” at zero 
dollars!  Any time a claim is paid at an amount other than the amount submitted there will be a two letter code 
in the “EXPLAN” column.  These Explanatory codes help you to determine the problem with the claims.  You 
will need to use the MSP payment guide to look up the explanatory codes. 

Some codes are for information only.  They may indicate that you need to update a date of birth or a PHN 
number.  These codes will be paid in full and do not need to be resubmitted but you will want to update the 
patient’s chart for future use. 

Some codes indicate the claim has been rejected, perhaps because of an error in the patient information (sex, 
name, PHN, etc).  These claims will be “paid” at zero dollars.  You must investigate the claim, check the patient 
information then re-enter the claim and submit it with the next billing period.  
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Some claims are paid at zero dollars but should not be resubmitted.  One such example would be a BA error 
code which indicates the claim has already been paid on a previous run.  Other codes may indicate that the 
patient is not covered by Sask Health and will not be paid regardless of the number of times submitted.  

Following the body of the report is the total line.  This line indicates the total payment to the doctor. 

Following the total line comes rejected lines.  These lines contained more serious errors and could not be 
processed by MSP.  They must be handled in the same way as claims paid at zero dollars. 

Navicert then re-prints all claims with explanatory codes from the body of the report.  The rejected lines 
combined with the summary of explanatory codes forms a concise report of all claims which need to be 
examined and resubmitted. 

Each doctor in the clinic will have a similar report printed. 

After all the return files have been printed Navicert will compile a list of  claims which have not been returned.  
That is to say the claims have not been paid and they have not been rejected.  They have not been returned at 
all. 

Navicert will print these claims based on the length of time since the claim was first submitted.  Claims that are 
over 60 days old will be printed on a separate report and must be dealt with in a special way. 

Any claim that has been outstanding for 60 days or more should be investigated.   Often these claims have been 
paid under another claim number or another PHN causing Navicert to leave the claim unreconciled.  For 
example, you may submit a claim for a new baby under the mother’s PHN.  MSP may pay the claim under the 
baby’s new PHN.  Navicert won’t be able to reconcile this claim. 

Sometimes it is possible for you to locate these claims based on the claim number and a careful examination of 
your previous return files.  In other cases it is necessary to contact MSP to inquire as to the claim’s status. 

Once a claim has reached the 60 day outstanding report, Navicert will mark the claim so it will no longer print 
out on future reports.  The patient history will show the claim as unpaid.  The run code will be shown as ?? 
since Navicert has no idea which run code the claim was paid on.  If you examine the claim and find that it has 
been paid there is nothing further that needs to be done.   Of course, if you wish, you may edit the history file 
to mark this claim manually paid.  See the section on Manual Reconciliation later in this manual for more 
information on this topic.  

In some rare cases a claim may be submitted to MSP and simply vanish.  MSP claims this can not happen but in 
any system there are bound to be errors.  In the case of an unpaid claim that has been outstanding for more 
than 60 days the claim should be resubmitted. 
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Exceptional Circumstances 

Generally there is little to go wrong with a return file however on occasion there is a problem.  You may notice 
that there are a very large number of outstanding claims on one report.  For example the 30 to 45 day report 
may contain several hundred outstanding claims.  Since MSP usually processes claims within 2 weeks you know 
there is a problem.  What could it be? 

1) MSP didn’t get the submission file in the first place and thus the claims were never paid.   

2) MSP got the submission file but rejected it because a doctor was not eligible to submit. 

3) MSP got the submission file and processed it but you failed to pick up a return file. 

The best way to sort out this kind of mystery is to follow these steps: 

• Find the printed submission report that matches the outstanding claims and get the exact date of 
submission. 

• Check through your return files.  Each return file has a two letter Run Code.  The first Run Code was 
AA followed by AB, AC, etc.  Make sure you have each run code in sequence.  If you are missing a 
return file you will need to contact MSP to see if the return file is still available.  The sooner you notice 
a problem the more likely you will be able to get your return file.  MSP only keeps the past two return 
files.   

• If you have all your return files, call MSP and see if they got the submission file in the first place.  If 
they didn’t get the file call CBS Support – we will help you retrieve the submission and resubmit it.  

If you still can’t figure out the problem call the CBS office and we can give you further suggestions. 

Note:  Navicert keeps all submissions.  If MSP didn’t get a submission you DO NOT have to type it 
in again.  Give us a call and we will help you resubmit the entire submission. 

 

Resubmitting an Individual Claim 

To resubmit a claim, just enter the claim as if it were a new claim.  Select Patient File and Enter Services then 
proceed to enter the patient’s name or PHN and fill in the blanks in the Services screen.  Make sure to use the 
original date of service when resubmitting the claim.  If necessary, fill in the comment area at the bottom of the 
claim screen with an explanation.  This explanation line will be sent to MSP and may help an assessment officer 
to process the claim. 
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Third Party 
The Third Party menu allows you to deal with claims that are not handled through 
the electronic submission portion of the program.  For example WCB or SGI claims.  
Because these claims are submitted on paper, there is no way for Navicert to know 
when the claims are paid.  That is unless you reconcile the claims.  When you receive 
payment from a Third Party agent you must reconcile the claims (mark them paid). 

To reconcile 3rd party claims click on Third Party then on Reconcile Payments.  Identify the patient and bring 
the billing history up on the screen. 

Click on the service you wish to 
mark.  You can select multiple 
services if you hold the <CTRL> 
button down while clicking. 

Once the claim or claims have been 
selected click the PAID button and 
the services will be marked as paid. 

In addition you can do the 
following: 

 

 

Change Agent 

The Change Agent button allows you to change the paying agent for a particular service.  First click on the 
service or services you wish to change.  Next click Change Agent then type in the new agent. 

Mark Services Unpaid 

In the rare event that a patient’s cheque bounces or a WCB claim is first paid then later rejected you may wish 
to take a service, which had previously been marked as paid, and then mark it unpaid.  Just highlight the services 
you wish to work with then click the Unpaid button. 

Delete Services 

Be very careful with the Delete Services button because once a service is deleted there is no automatic way to 
undelete it.  To delete a service first highlight the service(s) then click the Delete button. 
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Edit Service 

If you wish to make a change to an already billed service you may 
do so with the Edit Service button.  First highlight ONE service 
then click Edit.  You may make any changes you wish then click 
on the SAVE button.  Remember that you are only editing patient 
history.  The service will not be reprinted or resubmitted.  If you 
have made changes to the patient history and wish to send these 
changes to a third party you must print the claim again.   

 

 

 

 

Select Agent 

On occasion a patient will have a number of paying agents on history.  You may wish only to work with one 
agent at a time.  Click on Select Agent then type in the agent you wish to work with (ie WCB).  Only services 
for that agent will be displayed. 

Select All 

If you wish to select all displayed services, perhaps to change agent or mark as paid, click the Select ALL button.  
All displayed services will be highlighted just as if you had clicked on each one. 

View Full History 

After editing, deleting or marking services paid or unpaid it may be necessary to re-print the patient’s invoice.   

Add Service 

If for some reason you wish to make a manual entry into the patient’s history file just click the Add button.  
Navicert will allow you to add a service to the history area.  Please note that this entry will go into the patient’s 
history file but will NOT be sent to any third party agent for payment.  Using this method of adjusting the 
patient’s history is very unusual.  The more common method would be to use the Enter Services function as 
previously described. 
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Accounts Receivable 
 

 

 

 

 

 

 

 

 

 

Note:  The Chiropractic Accounts Receivable screen will appear slightly different and will display a number of 
agents not displayed above however all functions work exactly as described here. 

The Accounts Receivable screen allows you to check for unpaid accounts.  Once you have identified unpaid 
accounts you can contact the patient or third party payer to determine the cause of the delay in payment. 

By default, Navicert picks the last day of the previous month for the End Date.  You may change this if you 
wish.  The Start Date, by default, is left blank.  If you wish you may type in a Start Date however services 
provided prior to the Start Date will be ignored by Navicert. 

Once you have selected your Start and End dates you may select either All Doctors or select one specific doctor 
in your clinic to work with.  Use the drop down box beside DOCTOR to select your choice. 

Next you must select the agent(s) you wish to work with.  You may wish to work with All Agents (which is the 
default choice) or you may wish to only work with, for example, WCB.  If you check the Select Other box, 
Navicert will ask you to enter the agent that you wish to work with (ie 0001, 0004 or 0008).  Agent 0001 is 
defined as Cash Payment for medical offices.  Other numbers have no predefined meaning – they  are agents 
which have been previously entered by your office. 
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Finally you must pick the type of report you wish to print.   

• Reprint Invoices will reprint the full invoice for all matching data. 

• Detailed Summary will print a summary of outstanding totals by patient. 

• Agent Summary will print out a summary of the amounts outstanding by 
agent. 

• Totals Only prints an aged accounts receivable for each doctor listing only the dollar totals outstanding. 

 

When you have finished making your selections click the Prepare button.  Navicert will ask the number of 
copies you wish to print.  Usually if you are Reprinting Invoices you will want to print 2 copies (one to send, 
one to keep for your records).  Otherwise you will likely only require one copy. 

 

Duplicate Receipt 
On occasion you will wish to issue a duplicate receipt to a 
patient for a service which has already been billed.  Note that 
this function will simply print out the data you enter.  Navicert 
does not check the validity of the data nor is any entry made in 
the patient’s history regarding this receipt. 

To issue a duplicate receipt you will first click on Third Party 
then click on Duplicate Receipt.  Navicert will have you identify 
a patient.  Next, fill in the blanks and click Next.  Navicert will 
then print your invoice. 

Usually duplicate receipts are used only for cash services.  For 
this reason Chiropractors will generally enter the agent CASH 
while medical offices will enter the agent code 0001 (cash 
payment by patient).  While this is the usual method of using this function it would be possible to use the 
Duplicate Receipt function for any paying agent. 
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Misc. 
 

The Misc. Menu allows you to examine a patient history files or a 
series of patient history files.  You can also locate claims by claim 
number. 

To examine a patient history file clikc on Misc. then on Examine 
History.  You will be asked to identify the patient then you will see 
the patient’s billing history screen. 

 

As we have seen in previous sections of this manual you can print the patient history from this screen. 
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Find Claim By Claim Number 
If you are searching for a specific claim by claim 
number just click on Misc. then on Find Claim By 
Number.  You will be asked for the claim number.  
If Navicert is able to locate a claim by that number 
it will display it.  There are often multiple service 
codes under one claim and all matching claims will 
be displayed.   

 

Note that claim numbers are recycled.  When you start the system, the first claim you bill is 10,000.  The system 
continues billing up to 99,999 then returns to 10,000.  For this reason large clinics that have been using the 
program for many years will likely have more than one claim number 10,000.  Navicert will display all matches 
to the claim number you enter. 

Hellp Menu: 
The help menu allows you to  check for on-line  Updates, Send an E-
Mail message to technical support, visit the CBS Web Site and read 
the About screen for Navicert. 

 

 

Check for Update: 

The Check For Update function allows you to connect to the CBS Navicert Web Site and make sure you have 
the latest version of the program.  Navicert will remind you at least once a month to check for updates but you 
can certainly check more frequently if you wish.  Just click the Check For Update button and Navicert will 
download and install the latest version of the program. 

Updates and networks:  It is generally a good idea to make sure that all terminals have 
exited from Navicert before installing a new update.  Once one terminal downloads 
and installs the update, it will alert all the other terminals that they need to exit and 
update too.  Each terminal will need to install the Navicert update to the local hard 
drive.  It is never a good idea to run different versions of the software on several 
terminals at once.  
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Contact Technical Support: 
 The best way to reach technical support 
is by telephone.  We do accept E-Mail 
messages and will attempt to deal with 
them in a timely manner but telephone 
support is our number 1 priority.  If you 
want fast service, pick up the phone.  
You can always reach us at: 

(800) 563-4666 or 569-1434 in Regina.   

If you wish to send us an E-Mail you can click the E-Mail button or send your E-Mail to cbshelp@gmail.com. 

Visit Us On-Line: 

When you visit our web site you will be able to see all the latest information, download additional screen savers, 
updates to this manual and more.  Come visit us any time. 

mailto:cbshelp@gmail.com�
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Section II 
Appointments 
 When you click the Appointments tab you will see the main appointment screen. 
 
It’s an action packed screen with many new features.  CBS Customers upgrading from CBS Classic will 
certainly enjoy these new features after a brief  
adjustment period. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Setting Up a Schedule: 
To set up an appointment schedule for a doctor just click the Setup Schedule toolbar item or click File 
and Setup Schedule.  You will see: 
 
This screen looks a bit intimidating but it’s very easy to use. 
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Step 1 is to click on Set Template.  Pick the doctor from the Drop-Down 
box.  Next set the system to All Days. 
 
Put in the Start Time and End Time.  Next put in the interval – this is the 
time between the appointments.  Finally put in the number of slots per 
interval.  For example, you may want one or two slots every 15 minutes. 
 
 
 
 
 
 
 

 
When each of these settings is in place, click the Generate Schedule 
button.  Your schedule will appear on the left side of the screen.  You 
can now customize the schedule further.  Click on a time slot then click 
the Delete button to remove that slot (for example, you may wish to 
remove the lunch hour slots). 
 
You can insert slots if you wish to have extra slots at a specific time. 
 
CBS Classic allowed you to block selected slots in Red.  Navicert allows a range of colors and makes the 
selection process much easier.  For example, if you wished to have a slot reserved for new patients at 8:45 
you could mark the TYPE column with NP for New Patient.  You may wish to have more time with a 
new patient so you may wish to block off the 9:00am slot.  Just click at 8:45 and hold the mouse down.  
Drag your mouse across the 9:00am slot and both slots will be highlighted.  You can highlight as many 
slots as you like in this manner.  Once the desired slots are highlighted, click the BLOCK button.  You 
will see: 

 
 
 
Oh no!  Another confusing screen.  Don’t 
worry – this one is really simple. 
 
Just click the color you want (Light Green) 
then click the Block Selected Slots button.  
The slots you have selected will appear 
Green.  We will cover blocking slots in more 
detail later in this manual. 



 

52 
 

Our appointment schedule is starting to 
take shape.  We have a basic model for 
the average day in the clinic. 
 
Don’t forget to click the SAVE button or 
all your hard work will be lost. 
 
But what about Wednesday afternoon 
when every good doctor goes out on the 
golf course?  Sadly those days are long 
gone but it is likely that you will have 
some days that look a bit different from 
other days. 
 
 

 
To set up a different schedule for (as an example) Wednesday, we would: 
 

Click the drop-down and select Wednesday.  Insert 
a Start and End time.  Put in a Slots per interval 
value then click the Generate Schedule button. 
 
From this point you can further customize the 
schedule by adding and removing slots, blocking 
with various colors, setting types and comments. 
 
Again, once you are done, don’t forget to hit the 
SAVE button. 
 
 
 
 
 
 

 
Some systems pre-book a mountain of empty appointment slots.  You need to manually pre-set up each 
month in advance or you can’t use it.  CBS does not use this process.  That would make your database 
huge and it takes a lot of time.  A Template is the basic way every Wednesday (for example) looks.  You 
could go to the year 2050 and bring up a Wednesday and it will look like the one you have in your 
template.   
 
But what if you want to change the template?  No problem. Just go in and change your template at any 
time.  Previously booked appointments will stay where they are and the rest of the day will change.  Be a 
bit careful though.  If you change from an interval of 15 minutes to an interval of 15 minutes, all the 
previously booked 15 minute appointments will remain.  As an example you might have a 9:00, 9:10, a 
previously booked 9:15 appointment then a 9:20 appointment. 
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Set Individual Days Option: 
 
What if you only want to change your template for a few weeks.  Say for example the doctor wants to 
finish up early on Friday nights for the month of July and August to get out to the lake (wouldn’t that be 
nice!). 
 
In this case you don’t want to change your Friday template because it will change the template for July, 
August and September, October and every month from that point on. 
 
Instead you want to use the Set Days feature.  PLEASE use this feature with great caution.  This feature 
will pre-book empty appointment slots that take precedence over your regular template.  There is no way 
to undo this except to use Set Days and book a different set of empty slots.  Using this feature improperly 
will ruin your nice flexible template system.  Changes to the regular template will have no effect on days 
that have been pre-booked with Set Days.  Give us a call and talk it over if you like.   
 
In general, only use Set Days for short periods of well defined time that have a definite start and stop 
date.  When in doubt use Set Template – it’s a lot easier to fix mistakes with Set Template. 
 
Click on Set Individual Days.  
Next select the doctor and day 
(ie Friday).  After that, put in 
the start Time and End Time.  
Insert your Interval time and 
slots per interval. 
 
Now you need to enter your 
Start Date and your End Date. 
 
Click Generate Schedule and 
further customize the schedule 
as you need. 
 
When the schedule on the left 
of the screen looks exactly the 
way you want click SAVE.  
Navicert will override the 
template for the selected days 
and make blank appointment 
slots for the times selected. 
 
Please double check the schedule before you save it – fixing an error is a bit tough. 
 
To fix errors made using Set Days, the only method available is to start over using all the above steps and 
being careful to select the proper Start Date and End Date. 
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The appointment templates will not apply to days that have been set up this way but previously booked 
appointments will remain unchanged.  Careful - if the doctor had a patient booked at 5pm then used Set 
Individual Days to book off at 2pm that 5pm appointment will remain in place. 
 
Booking an Appointment: 

 
Booking an appointment in Navicert is easy.  Just click in the Name column and type the last name of 
your patient.  You can also type the last name, a comma and then the first name.  You can also type the 
PHN of the patient. 
 
After entering the patient name you will see the patient information screen.  You can edit patient 
information on this screen before you click the book button. 
 
After the appointment is booked your patient will appear in the slot you selected.  At this point you can 
enter an appointment type in the Type column.  Appointment types must be no more than three letters.  
You may wish to make up a few standard appointment types for your office such as NP for New Patient 
or R for Review.  The use of the Type column is optional – you do not have to use it. 
 
You can enter a comment in the comment column if you wish.  This is again optional. 
 
You can not type directly in the Home, Work or Chart columns.  These columns are filled in from the 
patient chart.  If you wish to edit the phone numbers you will need to edit the patient chart.  Just double 
click on the patient to bring up the chart, enter the information you wish and click Book or Update. 
 
There is a column marked Status.  This feature is included for backwards compatibility with CBS Classic.  
You can click on this slot to assign a status to the patient.  For example you can change the status to 
Missed if a patient misses an appointment.   
 
Selecting a Doctor 
Selecting a Doctor is easy.  Just click the tab with the doctor’s name displayed.  The system displays 6 doctors at 
a time.  If your clinic has more than 6 doctors you will need to click the appropriate doctor button or pick a 
doctor from the drop-down menu. 
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Entering a New Patient In the Appointment System: 
You can easily enter a new patient from the appointment screen.  Just click in the Name column and type 
the word NEW then press <ENTER>.  You will see the new patient screen appear.   
 
Quite often when people book a patient over the telephone they don’t get every last bit of information.  
When you are billing a patient you must enter all information in the first section of the screen (Name, 
Sex, DOB, PHN).  When you are booking a patient from the appointment section this is not necessary.  
You only need to enter the first and last name to book the patient then click the Book button. 
 
Of course before you are able to bill the patient you will need to enter the rest of the critical information. 
 
Right Click Menu: 

Navicert has a number of special short cut 
functions built into the Right Click menu.  Just 
place your mouse over the patient and click with 
the right mouse button. 
 
Most of these functions are also found on the 
tool bar at the top of the screen for backwards 
compatibility with CBS Classic. 
 

 
Bill 
One of the nicest new features of Navicert is the ability to quickly bill a patient from the appointment 
screen.  Just right click on the patient and select Bill.  Once the patient has been billed his appointment 
slot will change to bright green.  At the end of the day you can quickly see at a glance which patients have 
been billed and which are left to bill. 
 
Block 
When we were setting up the initial patient schedule we took a brief look at the Block function.  We will 
now go into this function in a bit more detail. 

 
You will remember that you can click on just one slot or 
you can click on one slot and hold the mouse down as you 
drag over several slots.  Once the slots are selected you 
can either click the Block toolbar item or you can right 
click and select Block.  This will bring up the Block form: 
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Take a look at the button marked Set Types near the bottom of the screen.  This button allows you to 
change the meaning of the colors on the screen. 
 
For example you could set light green to mean New Patients.  You could set Blue to mean a visit with 
another health professional or Drug Rep. 
 

Take a look at the Action options.  When a slot is 
“blocked” it is really just highlighted with a color.  
This doesn’t really DO anything at all.   
 
That is it doesn’t DO anything unless you tell 
Navicert you want it to do something.  What could a 
color do? 
 
Warn is used to display a small warning message on 
the screen when a person starts billing a patient in a 
blocked slot. 
 
Lock will totally disable the highlighted slot so that it 
can not be used. 
 
In our example to the left, Orange (2nd from the top) 
is set to Warn while Light Magenta (2nd from the 
bottom) is set to Lock.  None of the other colors do 
anything at all – except highlight the slot in color. 

 
 
 
What else can we do?  When we click the top button Block Selected Slots 
Navicert will block the highlighted slots on the appointment screen. 
 
When we click Unblock Selected Slots, any previously blocked slots that are 
selected will become unblocked. 
 
We can block the entire day with the selected color regardless of which (if any) 
slots are selected. 
 
We can unblock all slots on the day by clicking Unblock All.  Be careful – when 
you unblock All slots you can not undo the changes. 
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Previously in the Bill section we mentioned that the slot would be highlighted in Bright Green when it 
had been billed.  You can actually turn this feature on or off by checking or unchecking this option: 
 
 
 
 
 
 
Unblock 
Unblock also brings up the Block Screen to allow you to unblock the selected slots. 
 
Copy 
We should spend a moment looking at the copy function.   
 
Let’s take the example of a patient who sees the doctor.  The doctor tells the patient to come back in two 
weeks.  You can go in and book an appointment two weeks later BUT wouldn’t it be nice if you could use 
a couple of mouse clicks to duplicate the appointment in the new spot?  That’s what Copy is for. 
 
Step one is to select the patient appointment you wish to copy and get it into the Copy bin. 
 
You can right click on a patient and select Copy or you click the Copy Toolbar Item.  Navicert will take a 
copy of the patient and place them in a special holding bin located at the top left hand corner of the 
screen. 
 
You can also click on the patient and while holding the mouse button down 
you can drag the patient into this holding bin.  If you have a photo of the 
patient on file, that photo will appear on the screen.  Otherwise a graphic will 
appear there.  The patient name will appear under the picture. 
 
There’s one more way to add a patient into the Copy bin.  If there is no patient already in the bin you can 
click the Browse button located in the top left hand corner. 
 
Now what do you do with a patient in the holding bin?  First find an empty appointment spot on the day 
you want.  Now click on the picture in the copy bin and holding your mouse drag the appointment to the 
empty appointment slot. 
 
You can also right click on the empty slot and click Paste.   
 
Instantly the appointment will be booked in the slot you have selected. 
 
Delete 
To delete an appointment just right click on the appointment and click the Delete menu item. 
 
Double Slot 
Creates another appointment slot at the same time as the one selected. 
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Edit 
When you right click and pick Edit the system will display the patient information.  You can edit the 
information however you like then click the Update or Book button to save the changes.  This is exactly 
the same as clicking the Edit toolbar icon or double clicking on the patient.  
 
Insert 
Even the best planned schedule needs a bit of a tweak now and again.  You can insert an empty 
appointment slot anywhere in the day at any time.  Just click the Insert toolbar item or right click 
anywhere on the appointment sheet and click Insert.  You will see the Insert Appointment screen pop up. 
 

 
You do not have to fill in a type or a comment if you 
wish.  Navicert will use a small > character to show 
inserted slots if you leave the Type blank. 
 
 
 
 
 
 

 
Paste 
We have previously discussed the Copy function.  Past the a quick way to take a copy of the patient 
information in the Copy bin and paste them into the selected appointment slot. 
 
Note that you can easily paste several appointments for the same patient.  Sometimes it is necessary to set 
up 3 or 4 appointments for one patient. 
 
When you are done making appointments for that patient you can copy another patient or you can click 
the Clear button to clear that patient out of the copy bin. 
 
Move 
Move is very much like the Copy function.  Take a moment to review the copy function described above. 
 
Move will take a copy of the patient and place them in the Move bin located at the top right hand corner 
of the screen.  Once you click Paste or drag the patient out of the Move bin the original patient 
appointment will be deleted and a new one at a different time will be created.  Basically the appointment 
will be moved to a different time and/or date – Moved. 
 
 
Wipe 
Wipe is used to remove an appointment time slot from the screen.  It can be used to fine tune an 
appointment sheet.  If you find that you are constantly wiping and inserting slots you probably need to go 
back to the Appointment Schedule setup function and adjust your template. 
 
If there is an appointment booked in the slot you select to wipe, that appointment will be deleted. 
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Scrolling Through a Day 
 

As you scroll up and down through the day you move the cursor over 
booked appointments.  You should notice information on the right hand 
side of the screen changes. 
 
Information like the PHN and DOB will be displayed along with the 
Family Dr. and Referring Doctor. 
 
You will be able to see when the appointment was created and the initials 
of the person who booked the appointment (provided the appointment 
wasn’t imported from CBS Classic during your upgrade). 
 
If you wish there are a few more options you can use. 
 
 
 
 
 

 
Arrived and Seen Buttons: 
 
When a patient arrives in the clinic you can click the Arrived button.  Navicert will record the time the 
patient arrived in the Arrived slot. 
 
When the patient is seen by the doctor, just click the Seen button and the Seen slot will be filled in with 
the time the patient was seen. 
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Additional Notes: 
You can also type in additional notes if the comment field isn’t large enough and these notes will be 
tagged onto the patient appointment.  Once you have typed the notes, don’t forget to click the Save 
Notes button or the notes will be discarded once you click on another time slot. 
 
 
Next Appointment / Last Appointment: 

 
The next and previous appointments for the highlighted patient are 
displayed in the bottom right hand corner of the screen. 
 
 

Selecting the Appointment Date: 
 

You can easily move around your appointments by clicking on the Day, 
Week, Month or Year buttons.  The buttons with the right facing arrow 
move ahead through the calendar while left facing arrows move back. 

 

You can click the drop down date at the top to see a calendar and instantly pick the 
day you wish or move to a different month. 

Clicking the Today button instantly selects the current date. 
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Month Button 

Clicking the Month Button displays the month at a glance showing a calendar that has a count of all 
appointments for the selected doctor.  This will help you find a day that has a bit of free space. 
 

You can change doctors by clicking the 
doctor drop-down at the bottom of the 
screen. 
 
You can select different months by 
clicking the Next or Previous Month 
buttons. 
 
You can click on any displayed day and 
the system will take you to that date. 
 
 
 
 
 

Clinic Calendar: 
Navicert comes with a handy Clinic Calendar.  Just click the Clinic Calendar 
button in the upper right hand corner of the screen to open the screen. 
 
 
 
 

This screen allows you to add scheduling items to 
a list for each day.  You can add items to one 
specific doctor or for all doctors. 
 
This is a great way to schedule your staff meetings, 
days off, OR days, etc. 
 
You can put a heading in the light cyan area on by 
each day and click the Add button at the bottom 
of the screen to add individual items. 
 
You will see that each day of the month is displayed along with a count of the number of items for that 
day.  The selected day is highlighted in light pink.  There is a print button both for the month as a whole 
and for the list of individual items. 
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Tool Bar Items: 
Many of the tool bar items are also included in the right click menu and have already been discussed.  
There are a few very useful toolbar items that we still need to look at: 
 

 
Find Appointment 
 
The Find Appointment function is very helpful.  Just click this button.  Navicert will ask you to enter a 
patient name or PHN.  After that, Navicert will display all appointments for the selected patient with the 
newest appointment at the top of the list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Print 
This function allows you to print appointment sheets. 
 
First select the doctor (or All Doctors) you wish to print for.  Next, select 
the appointment date or select a range of dates. 
 
You can elect to skip empty appointment slots or print them. 
 
You can print an appointment sheet in Portrait (Up and Down) or in 
Landscape (Sideways) format.  Navicert prints slightly more information 
on each line when you select Landscape but obviously fewer lines per 
page.  You can elect to split the AM and PM into two separate reports. 
 
Finally you can elect to instantly print to the default printer or to select the 
output printer and you can select the number of copies to print.  You can 
elect to double space the report for easier viewing. 
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Preview of Appointment Sheet Print-Out 
 
Landscape: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Portrait: 
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Waitlist 
Navicert has two related features.  One is the Waitlist and the other is the Recall List which was discussed 
in the billing section. 
 
The waitlist is for patients you would like to book an appointment for but don’t presently have an empty 
appointment slot. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Waitlist shows all patients who are presently waiting for an appointment.  You can add patients to 
the list, delete them from the list and give them an appointment (thus removing them from the waiting 
list). 
 
Search:  Allows you to locate one individual patient on the list 
 
Add Patient:  Add a patient to the waiting list. 
 
Remove Patient: Remove the patient from the waiting list. 
 
Edit:   Edit the patient’s waiting list entry. 
 
Book Apt:  Takes the patient off the list and inserts the patient into the appointment sheet. 
 
Print:   Prints the waiting list 
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Tool Bar Items Continued… 
 

Find Type 

 

This toolbar item lets you search the appointment system to find an empty appointment slot of the type you 
specify.  For example if you were looking for an empty New Patient slot you would type NP.  Navicert would 
search for the next empty slot with NP in the type column. 

Expand View 
 
The Expanded View function brings up an overview form that lets you view a full week at a glance or 
patients for up to 7 doctors at once: 
 
View 7 Days:  This shows a full week at a glance for one doctor. 
 
You can click on the arrow’s under Select Doctor to change from one doctor to another.  You can do the 
same thing with the arrows under Select Week.  You can also click the Print button to print the sheet.  
You can click on any appointment slot and the system will take you to that day and time. 
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View 7 Doctors: 
 
Clicking this menu item will display up to 7 doctors for the selected day. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can click on the arrow’s under Select Doctor to change from one doctor to another.  You can do the 
same thing with the arrows under Select Day.  You can also click the Print button to print the sheet. 
 
You can double click on any appointment slot to view that appointment day and time. 
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Section III 
Electronic Medical Records 

 
 
CBS Navicert EMR is a paperless office solution designed to manage patient medical information.  It is 
simple to use, inexpensive and very full featured. 
 
First Step:  Select the Patient  

 
The first step in any Electronic Medical Record is to identify the patient.  Click the Toolbar 
Item that says Select Patient.  Once your patient has been selected you are ready to begin. 
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Next Step:  Start a New Soap Note:  Just click the Toolbar Icon New S.O.A.P. Note 
 
 
 
 

As you go through the following pages we will outline each section in detail.  You 
will notice there are a lot of buttons to click on.  To speed things up we suggest 
you use the Wizard button to quickly construct your SOAP note.  The Wizard 

takes you through each of the following steps one after the other with a minimum of effort.  You 
will find the Wizard button at the bottom of the screen: 
 
S.O.A.P. stands for: 
 
Subjective: The patient’s complaint described in their own words 
Objective: The objective and relevant clinical findings of the Physician. 
Assessment: The physician’s diagnosis or differential diagnosis 
Plan:  The physician’s treatment plan. 
 
This is the organizational format taught by many medical colleges.  Notes organized in this manner are 
generally concise and easy to follow. 
 
To enter a new SOAP note just click the New Soap Note toolbar item.  You will then the SOAP Note 
entry screen: 
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Presenting Complaint Button: 
 
The first item that must be entered is the presenting complaint.  This should be a very short summary of 
the patient complaint.  For example “Headache” or “Low Back Pain”.  The terms entered here will show 
up on the patient visit summary form which will be discussed later.  You may type any word or phrase 
into this box. 

 
Note the Presenting Complaint button?  Clicking this button will bring up a “Pick 
List” of commonly used presenting complaints. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
You may type any presenting complaint you wish into the Presenting Complaint search box at the top 
left.  As you type, the list of matches on the right will appear.  If you see the word or phrase you are 
searching for you can stop typing, highlight the word and press <ENTER> or click on the word or 
phrase. 
 
If the presenting complaint you are entering is not in the list, when you click the SAVE button, Navicert 
will add the presenting complaint to the pick list for the next time.  In this way, the presenting complaint 
list will be quickly tailored to your practice.  In just a few weeks you will have very little typing to do!. 
 
Note the column of grey letters on the far right?  If you quickly want to jump to the presenting 
complaints that start with the letter S for example you can click the S button and the Pick List will jump 
to that spot in the database. 
 
At the bottom of the screen you have an option.  “Start With” or “Contains the word”.  For example, if 
you select Start With and then type in the word LOW you will see LOW BACK PAIN appear on the list 
because Low Back Pain starts with the word LOW. 
 
If you select “Contains the word” and then type the word ACHE you would see BACK ACHE and 
HEAD ACHE. In the pick list because both phrases contain the word ACHE. 
 
Once you have selected your presenting complaint just click SAVE.  While it is recommended to stick 
with just one presenting complaint you could press the Presenting Complaint button and add another 
presenting complaint if you wished. 
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Subjective Symptoms: 

 
The Subjective Symptoms are the detailed description of the patient’s condition as 
they describe it.  Once again we have the Subjective Button to bring us a quick pick 
list of common Subject Symptoms.  Navicert will first examine the Presenting 

Complaint and then pick all Subjective Symptoms associated with that complaint to give you a reasonable 
list to select from. 
 
 
 
 
 
 
 
 
 
 
 
 
 
As you add new Subjective Complaints they will be saved with the presenting complaint you entered for 
the next time a patient with a similar condition presents to the office.  Over a short period of time your 
Quick Pick list will be very detailed and you will have little typing to do. 
 
Once you click SAVE, Navicert saves the Subjective Complaints and returns to the SOAP Note form. 
 
Objective Physical Exam Findings 
 

Objective Physical Exam findings are the findings the doctor makes during his 
examination of the patient.  By now you should be familiar with the quick pick 
lists.  Clicking the Objective button will bring up the Pick List. 
 

 
 
 



 

71 
 

Vitals 
 

 
 
 
 

 
An important part of any physical exam is a record of the vital statistics.  The patient’s height, weight, BP, 
temperature, pulse, vision plus smoking,  alcohol and drug habits are all part of a good clinical note.  
Navicert records these stats on the patient’s chart and automatically brings them forward when you create 
a new SOAP note.  All you need to do is record any changes. 
 
You can record your height and weight in English or Metric systems according to your preference and 
training but the drop-down temperature scale is in Celsius. 
 
Assessment 

 
You can type your assessment (Diagnosis) in free hand or you can click the Assessment 
button.  If you select the Assessment button, Navicert will bring up the MSP supplied 

ICD9 Code list that you will have seen in the billing section of the manual.  This list is reasonably 
complete but you can still add new diagnoses to the list.  If you are adding a diagnosis you will need to 
have the ICD9 code.  Coding manuals can be obtained from MSP. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To add a new diagnosis just click the ADD button.  Fill in the diagnosis and ICD code then click the 
SAVE button. 
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Plan 
 
Keep in mind you can type your Treatment Plan (or any of the other items described above) free hand.  
You do not need to use the quick pick lists if they are not applicable.  You may, for example, want to 
monitor the condition and not offer any specific treatment.  In that case it is much quicker to type 
“follow-up visit 2 weeks” than it would be to go through the various quick pick lists. 
 

 
The treatment plan for the patient should outline any medications, 
recommendations, tests specialist referrals or other treatments as the 
physician prescribes.  Navicert makes it easy to select these options.  
Further, Navicert will assist the physician by printing Lab Requisitions, X-
Ray Requisitions, Referral slips and prescriptions. 
 
 
 

 
 
If you are using the Wizard to construct your S.O.A.P Note you will be able to select which items you 
wish to use.  Just click the options you wish to add to the plan and click NEXT to fill each in. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
We will go over each option in detail but in reality you would rarely use all options available on one 
patient. 
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Medication 
 
Disclaimer:  The Navicert Prescription list was obtained from a variety of public domain sources.  The list 
is very large but may not include every medication the physician wishes to use.  The dosages listed for 
each medication may not include every dosage available for each medication and some dosages listed may 
not be available, applicable or even safe – physicians MUST carefully assess the dosage and 
medication name for accuracy.  Some medications listed may no longer be available.  Navicert makes 
no attempt to assess if the medication being prescribed is appropriate for the condition being treated.  
Navicert DOES NOT include any information regarding harmful drug interactions.  Improper 
prescriptions may harm or even kill a patient.  Complete Billing Systems assumes no liability for 
prescriptions made using the Navicert software – we are not experts in prescription medications – that is 
the area of expertise of the physician.  It is the physicians responsibility to carefully check each 
prescription for accuracy – Navicert is a helpful tool but it in no way replaces the skill of a physician. 
 

 
The Medication button will bring up the Medication Quick Pick list. 
 

 

 
 
As you type the name of a medication in the medication field, Navicert searches it’s database and finds 
the best matches to display on the pick list.  If you see the medication you are looking for you can stop 
typing and just click on it. 
 
If you do not find the medication you are looking for just type in the name.  Navicert will save it to the 
list for the next time. 
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Navicert locates all dosage information on the drug you have selected and loads it into the dose drop-
down box.  You can use the drop-down box to select the dosage from the available dosages listed.  If the 
dosage you wish is not listed, just type in the dosage and Navicert will save it along with the medication 
information for the next usage. 
 
The SIG portion of the prescription lists the method and frequency the medication should be taken.  
Click on the SIG you wish or type your own SIG into the field and let Navicert save it for next time. 
 
Type in the Disp Number or amount (for example “300 tablets” or “1 month supply”). 
 
Enter the number of refills or enter 0 if there are to be no refills. 
 
Enter any instructions for the pharmacy. 
 
When you are finished, click the “Add to This 
Prescription” button.  You can now add another 
medication if you wish using the above steps. 
 
When you are finished prescribing medication click the 
SAVE button.  Navicert will ask if you wish to print 
the prescription.   
 
 
Note that Saskatchewan pharmacies will not accept 
prescriptions unless they are signed by a physician so 
please make sure to sign the prescription when it 
prints. 
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Specialist Referral: 

 
The Referral screen was discussed in the billing section but as a reminder, you can select a physician, lab 
or other location (Massage, Chiropractic, Physiotherapy, etc). 
 
Once you have completed the referral form you can 
click the SAVE button and Navicert ask if you wish to 
print the referral form. 
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Treatment: 
The treatment button will bring up the familiar pick-list form allowing you to add any appropriate 
treatment.  Any treatment you add will be stored along with the condition for the next time you use the 
system. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Lab Test: 

 
Navicert will allow you to quickly fill in a 
lab requisition and print it.  Click the Lab 
Test button.  You will notice that lab tests 
are grouped together under main headings 
that are bold.  If you double click the bold 
item, all indented items under that heading 
will be selected.  You can also just select 
individual tests or even write in your own 
free-hand tests. 
 

 
 
When you have entered any additional instructions for the lab you can 
click the SAVE button.  Navicert will ask if you wish to print the lab 
requisition. 
 



 

77 
 

X-Ray 
 

Navicert lets you 
quickly select from a list 
of X-Ray types.  If the 
X-Ray you are looking 
for isn’t on the list you 
can type your own in. 
 
If the patient is under 
WCB, it is helpful to 
include the WCB claim 
number. 
 
For female patients, 

Navicert will ask you to fill in the pregnancy portion of the form (it is generally not recommended to take 
X-Rays of pregnant females). 
 
When you click SAVE Navicert will ask if you would like to print the X-Ray requisition. 
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Other Treatment: 
 
If there is a type of treatment you wish to prescribe not covered by the above categories you can use this 
quick pick list to select it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Completed SOAP Note: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you have completed your SOAP note you can manually edit it further or click SAVE to save the 
record into the patient’s chart. 
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Clinic Note: 
The Clinic Note feature allows doctors to enter notes in a less structured format.  It is ideal 
for touch typists who find little need for Pick Lists.  It is also ideal for people using Dragon 
Medical Dictation software. 

As with the S.O.A.P. note you need to enter the patient’s presenting Complaint at the top.  You can use the 
Presenting Complaint button to bring up a pick list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Clinic Note goes in the large box.  At any point you can bring up a pick-list for lab tests, X-Ray, 
referral, medication or any other Pick List shown down the right hand side of the screen. 
 
The Clinic Note function is idea for touch typists who can very quickly fill in detailed reports.  It is also 
ideal for people who use Dragon Voice dictation. 
 
If you wish you can select the “Use CBS Word EMR” check box.  When you do this you will be able to 
use the built in word processor that comes with CBS EMR.  Using the built in Word processor offers the 
advantage of access to the spell check and macro functions.  In addition if you have created a template in 
the Word Processing tab it will appear in the Template drop down.  You can select any template you wish 
prior to clicking the Word Processor button and Navicert will use the selected template to help create the 
clinic note. 
 
Once you have completed your clinical note, click the Save button. 
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Templates 
 

The SOAP format is great for most patient notes but there are cases where you may wish to enter notes in a 
very specific format.  For example, you could create a template to record notes on patients with diabetes or 
heart disease  in a specific format.  You may have specific information you wish to record on new patients and 
this information may follow a specific format.  Templates must first be designed but once they have been 
created they can be used to easily and rapidly enter patient notes.   

Creating Templates 
To create a new template, first select the Create Template toolbar item or click FILE then Create Template. 

 

You will then see the Template creation screen. 

Templates consist of three basic parts: 

• The template name – used to select 
the proper template.  For example 
you might use Initial Visit or 
Diabetes Follow up as template 
names. 

 

 

 

• Questions – Questions are the main points the doctor wishes to cover with the patient.  They can be 
actual questions that the doctor asks the patient such as “When did you first notice the problem”.  
Questions can also be questions the doctor wishes to answer such as “Does the patient appear 
agitated?”.  Questions can also be headings on a form that the doctor wishes to fill in such as “Blood 
Pressure”. 

• Answers – These are possible responses to the question.  By putting in the most likely response you will 
save a great deal of time later when you are filling in the template.  Answers are attached to the specific 
question selected. 

We will go through the steps involved in creating a very basic template called “Warts”.  This example is 
intended to show the basic steps however you will almost certainly not use our template in your practice 
without significant modification. 
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Template Creation Continued… 

Step 1 is to click in the New Template button.  Now type the template name  Warts. 

Step 2 is to enter a series of questions.  Let’s start with Location.  Click the New Question button and type in 
the word Location. 

Step 3 is to enter a series of possible answers.   

• Click the New Answer button and type in Hand.   

• Click the New Answer button and type in Foot 

• Click the New Answer button and type in Arm 

You can now enter more questions and more answers. For example Size.  Go to step 2, click on New Question 
then type in Size.  Now click New Answer and enter “Less than 1cm”.  Click New Answer and type in “1 – 2 
cm” and finally click New Answer and type in “Greater than 2cm”. 

In this way you can continue to add as many questions and possible answers to your template as you like.  It 
should be noted that you may not be able to anticipate every possible answer when you are building your 
template.  Don’t worry.   You can always add additional answers later when you are actually filling in your 
patient notes. 

 

 

 

 

 

 

 

 

You can modify any question you wish by just clicking on it in the yellow grid at the right side of the page.  
Once you have selected it you can change the question by clicking in the cyan box on the left side of the screen 
and making the change there.    Likewise you can modify any answer in the same way. 

You can use the Delete Answer button to remove a single answer.  You can use Delete Question to remove an 
entire question and all answers attached to it.  Finally you can use the Delete Template button to remove the 
entire template, all associated Questions and all associated Answers. 
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New Template Note 
To add a note to the patient’s chart using one of your pre-made templates just click the 
tool bar item that says “New Template Note”. 

 

You will see: 

The first step is to enter a 
presenting complaint.  You 
can type in a presenting 
complaint in the Complaint 
field or you can use the 
Presenting Complaint button 
to bring up a list of presenting 
complaints to select from. 

Once you have entered a 
presenting complaint you are 
ready to select a template.  All 
templates are displayed in the 
grid at the right.  Just click on 
the template you wish to use. 

Once you have selected a 
template the questions will fill 
in along the left hand side of 

the screen.   

To fill in the form just Click in the cyan box to the right of a question.  As you do this your previously entered 
answers will be displayed in the yellow grid.  You can select any of these answers by clicking on them or you 
can type in your own answer. 

If there are more than 10 questions you will see Previous Page and Next Page displayed at the bottom of the 
template.  Use these buttons to move back and forth through the questions. 

 

 

Along the bottom of the screen are a number of buttons which can be used to bring up the forms for various 
items such as Treatments, Referrals, X-Ray, Labs and Prescriptions. 

When you are finished filling in the template just click SAVE and the information will be stored in the patient’s 
file. 
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Recent Visits 

 

After creating your clinical notes 
you can view them any time.  
Navicert actually defaults to this 
screen to display the most recent 
clinical note when you click on 
the Electronic Medical Records 
tab. 

You can browse through patient 
records one at a time by clicking 
the Previous and Next buttons.  
You can click the Last Visit 
button any time to return to the 
most recent visit. 

 

If you wish to update a record you can click the Edit Visit button. 

 
Patient Notes: 

 
You can quickly see an overview 
of all patient visits by clicking the 
Patient Notes tab.  There you will 
see the date, complaint, 
assessment and the first few lines 
of the treatment plan.  You can 
double click any visit to see the 
full visit details. 
 
You can also create a new SOAP 
Note or Clinic Note by clicking 
on the button at the right hand 
side.   
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Current Summary: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Current Summary tab gives you a quick review of the patient’s current problem, current medications, 
current treatments and any pending medical referrals.  When a medication expires or a treatment is no 
longer current you can click the “Past” button.  This will move the item from the current summary area 
into the Past Summary area.  You can add to, edit or delete any of these items by clicking the appropriate 
button. 
 
Past Summary 

 

The past summary area outlines 
previous problems, medications, 
treatments and referrals.   
 
You can renew a past 
medication by clicking the 
“Refill” button. 
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Additional Info 
 
The Additional Info form allows 
you to track allergies, family 
history and social history, 
immunizations. 
 
 
 
 
 
 
 
 
 
 

 
Labs 

 
 
Lab results are displayed on this 
screen.  The first column shows 
the date of the lab test.  The next 
column shows all tests on that 
date.   
 
As you click on each date you 
will see the lab tests on that date. 
 
 
 
 
 

At the moment it is necessary to enter lab values manually.  In the near future we expect to be able to 
interface electronically and pick up lab results over the internet. 
 
You can quickly graph lab results.  Just click one of the drop-down boxes to select the lab result you wish 
to graph.  You can select up to 4 independent lab values to graph however be aware that lab values with 
widely different scales can distort the graphed results. 
 
You can also add new lab requisitions from this page, add to a requisition, delete and edit tests. 
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Scans 
 
The scans tab is used to store 
and view scans on the patient’s 
chart. 
 
In order to scan a document, 
for example, a letter that you 
have received in the mail, you 
will need a scanner.  Scanners 
come in many types but 
fortunately there is a standard 
way for scanners to 
communicate with PC’s.  The 
scanner manufacturer will 
supply a small interface 
program which Navicert will 
use. 

 
From the drop down menu, select your scanner.  Load your document in the scanner and click the Scan 
Document button.  Navicert will start the scanner interface.  Each scanner comes with it’s own interface 
software so it’s impossible to say exactly what you will see.  In general you will be able to select color or 
black & white, point size or DPI and a number of other features.  One constant is that there will be a 
Start Scan button or some similar button that starts the scan process.  Once it is complete, Navicert will 
display the picture.  When you confirm that you wish to save the picture, Navicert will bring up the date 
and ask for a brief description of the document.  Once this information is provided, the scan will be 
attached to the patient’s file. 
 
You should be aware that anything you scan is stored as a picture, even if it is a picture of a letter.  You 
can not edit the document the way you can edit a word processing file.  Likewise there is no way to search 
the file for words or phrases.  Some customers have suggested scanning old charts into Navicert.  While 
this does do away with paper and some storage issues it really isn’t the best way to maintain a 
computerized patient record.  Scans should be used to store the occasional correspondence or report. 
 
While you can’t edit the document you can edit the description of the document to make it easier to find.  
Just click the Edit Document button. 
 
You can view your document on the screen but it is a bit small and it could be hard to read.  You can 
click the Full Screen button to view the entire document  or you can click the Zoom In and Zoom Out 
button to look at parts of the document.  When you are zoomed in you can scroll around the picture.  
Just click the picture and while holding your mouse down move the mouse and drag the picture around. 
 
You can print the document back out if you need to.  Just click the Print button. 
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Import Scans 
The Import Scans button allows you to attach a large number of previously scanned 
documents to a patient’s chart. 
 
 

The first step is to 
select the folder to 
import from.  Just 
click the Change 
Folder button, 
browse your hard 
drive and locate the 
folder you wish to 
import from. 
 
You can now view 
the documents by 
scrolling up and 
down through them 
on grid on the left 
hand side. 
 
 

Along the right hand side of the screen you will see a number of buttons.  You can Zoom In or Zoom 
Out.  When Zoomed In you can scroll around the picture by clicking on the picture and moving your 
mouse.  You can also click Full Screen to view the entire document and you can Print the document out 
if you wish. 
 
Once you have selected the document you wish to add you can select the desired patient by clicking the 
Select Patient button. 
 
Navicert will take a copy of the document and store it in a shared folder so all computers on the network 
can access it.  But what to do with the original file?  You can leave it untouched or you can delete it once 
the copy has been made.  If you wish to delete the document just check the Delete Scan After Adding To 
Chart option box. 
 
When you are ready just click the Add Scan To Chart button. 
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Faxes 
 
Navicert comes with a separate 
program discussed later in this 
manual which can receive faxes 
directly to your computer.  That 
program can be used to attach 
faxes directly to the patient 
chart.  This is by far the more 
preferable way of dealing with 
faxes. 
 
Some customers wish to receive 
faxes the old fashioned way – 
on a fax machine.  In these 
cases you will want to be able to 
store the fax in the patient’s 
chart. 

 
Navicert allows you to scan a received fax into your computer through your scanner.  Other than the 
change in tab heading (Faxes) everything on this tab is identical to the Scans tab so we won’t bother going 
over it all again.  Just be aware that you can view and print any documents stored in this area and you can 
import faxes stored in a hard drive folder using the Import Faxes button at the top of the screen. 
 
Misc Documents 
This feature is very similar to the Scans and Faxes tab.  You can view either scans or faxes in the exact 
same way as described previously.  In addition you can view Microsoft Word compatible documents 
produced with a word processor.  Navicert’s Word processing program is Microsoft Word compatible so 
you can also store Navicert produced documents in this tab although it probably makes more sense to 
store them in the word processing tab. 
 

If you have a number of old reports that you wish to organize and store in Navicert you 
can do so with the Import Misc. Document button at the top of the screen.  It operates 
in exactly the same way as the Import Fax or Import Scan button works with the 

exception that it is able to view and import Microsoft Word documents as well as almost any type of 
picture or scan. 
 
Other Formats: 

   

You can also import DICOM medical images such as retinal scans, diagnostic X-Ray or ultrasound.  Navicert 
also allows you to import the popular Adobe PDF file format.  These Misc. documents are stored in the 
patient’s chart under the Misc. tab.  
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Section IV 
Word Processing 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Most customers will already have a word processor but don’t be too quick to dismiss using the Navicert 
EMR Word Processor.  There are a number of features you will want to examine: 
 

• Navicert comes with a 120,000 word medical dictionary 
• Navicert produces Microsoft Word compatible .DOC files 
• Navicert allows you to use templates 
• Navicert organizes your documents and stores letters in the patient’s file. 

 
Let’s get started with a simple example of a basic letter to a patient: 
 

First, click Select Patient and identify a patient in your system you wish to create a 
document for.  Next click New Document.   
 

 
Navicert will ask for a document description then it will launch the Navicert EMR Word Processor.  If 
you are familiar with Microsoft Word, Works, Word Perfect or any other word processor you should 
have no problems with the Navicert EMR Word Processor. 
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Word Processing Continued… 
 
 
 
 
 
 
 

 
File Menu 

  
Close – Closes the current document and discards any changes you have made. 
 
Save – Saves the document. 
 
Spell Check – checks the current document for spelling errors.  Navicert also has 
background spell checking.  As you type your document Navicert will check your 
typing and underline misspelled words in red.  You can right click on the word to 
bring up a list of possible corrections. 

 
Export – allows you to save the document in .PDF format.  PDF is a compact file format created by 
Adobe to allow users to easily exchange documents or manuals in read-only format. 
 
Page Setup – allows you to set the margins and page size. 
 
Print Preview – allows you to view how your document will look before you print it. 
 
Print…  - allows you to print the document 
 
 
Edit Menu 

Undo/Redo – used to reverse changes made while editing. 
Cut – Removes highlighted text 
Copy – Places a copy of highlighted text onto the “clipboard” 
Paste – Places the contents of the clipboard into the document 
Delete – Deletes selected text 
Select All – Selects all text in a document 
Find – Searches the document for text 
Replace – Goes through the document and replaces selected text with new text. 
 
 
 

 
 
 
 



 

91 
 

Macro 
The Macro feature really extends the power of Navicert Word EMR.  With a few keystrokes you can instantly 
insert words or phrases.  We will take the simple example of inserting the phrase “Thank you for asking me to 
see this patient.” 

First type the phrase.  Next, highlight the text using your mouse.  Finally you need to bring up the macro menu.  
Click on Edit then click on Maco.  Alternately you can right click on the selected text then click Add Macro. 

 

 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will see a spot on the screen marked Code.  Just fill in a short code phrase that you will use to insert 
your macro phrase.  We will use “ty” to stand for our phrase.  Now click the SAVE button and our 
macro will be added to the database. 
 
Next time you wish to use the phrase “Thank you for asking me to see this patient.” All you do is type  ty  
and then press the space bar.  The program will instantly change  ty  into our macro phrase. 
 
Obviously you would never want to use a Code that is actually a common word.  For example we 
wouldn’t want to use the code “Thank”.  If we did, every time we typed Thank the system would convert 
it into our macro phrase. 
 
You can bring up the macro screen any time by clicking on the Edit menu or by right clicking on a 
highlighted word or phrase then selecting Add Macro. 
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View Menu: 
 
Normal – resets the document to default view mode. 
Page Layout / Centered Page Layout – Sets the screen to show the document as it 
will print on your printer displaying as much of the document on the screen as 
possible. 
Headers and Footers – Sets the text to appear at the top or bottom of the page in 
the header or footer area. 
Tool Bar – Displays or hides the program tool bar. 
Paragraph Bar – Displays the font / point size, Bold, Italic, Centering and other 
paragraph options. 
Control Characters – Displays spaces, end of lines and paragraphs characters. 
Zoom – Sets the size of displayed text.  100% will display the text full sized. 

 
Headers & Footers: 
Headers and Footers are sections of text that are automatically inserted at the top and bottom of each 
page you type.  To enable Headers you must first check Page Layout or Centered Page Layout in the 
View menu – Headers and Footers are disabled unless you are in Page Layout mode.  After enabling page 
layout mode you must Headers and Footers in the View menu to enable the Headers/Footers toolbar 
items.   
 
Once you have enabled Headers/Footers just double click at the very top of the page or at the very 
bottom  of the page.  You will see a box appear.  Type your header/footer in this area. 
 

 
When you enable Headers and Footers are enabled you will see four toolbar 
items enabled.  They appear as green blocks just above the point size selector.  
The first item allows you to display Header/Footer properties.  Click this 
item and you will see the header/footer properties box. 
 
 

 
 
First Page Different Option 
Notice the “First Page Different” Check Box at the 
bottom of this box.  This option allows you to set a 
different Header or Footer for the first page.   If you leave 
the first page header/footer blank then the first page will 
have no header/footer.  This may be the best option for 
clinics using letter head. 
 
 
 
The second green header/footer toolbar item switches between header and footer.  The Third and Fourth 
header toolbar items are active only if you have selected the “First Page Different” option described 
above.  They switch between the First Page header/footer and the default header/footer. 
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Insert Menu 
Text – Inserts a text file that you have previously typed. 
Image – Inserts a picture or image.  Most common graphic formats are supported. 
Object – Allows you to insert a wide range of file types including spread sheets, video 
clips and even music files. 
Text Frame – Inserts a box that holds text. 
Page Break – Starts a new page 
 
 
 
 
 

 
 
Envelope 

 
Allows you to print an Envelope to your 
printer.  Before you print the Envelope 
click the Printer Setup Screen and make 
sure your alignment and paper bin 
options are set properly. 
 
Once that’s done all you need to do is 
insert your address and click the Print 
button. 
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Format Menu 
 
Character/Paragraph – Allows you to set the font and point size of selected text. 
Tabs – Sets or deletes tab spacing in your document. 
Bullets and Numbering – Sets “bullets” (little round dots) or line numbers in 
front of  lists.   
Styles – Allows you to create or select a previously created style. 
Image – If you have selected an image you can set a number of options especially 
how text will wrap around your image 
OLE Object – Sets how text will wrap around inserted objects (Spread sheet, 
video clip, etc). 
Text Frame – Sets how text will wrap around your Text Frame. 
Paragraph Frames – Allows you to set the distance between text and the 
paragraph frame for the currently selected paragraph(s). 

 
Text Color – Sets the color of selected text.  Obviously only works with color printers. 
Background Color – Sets the background color of the page. 
 
 
Table 

 
Insert – Inserts a table into your document.  You must select the number of rows 
and columns. 
Delete – Allows you to delete a row, column or the entire table. 
Split – Allows you to break up your table and split it into two parts. 
Select – Allows you to select a row, a column or the entire table. 
Grid Lines – Display or Hide the grid lines that make up your table. 
Properties – Sets many properties of your table including frame options, colors, size 
and formatting. 
 

 
Options 

 
HTML – Allows you to write simple web pages.  
PDF – Allows you to save your document in Adobe Portable Document Format 
Select Printers – Set the default printer and fax printer. 
Set Data Paths – Sets the location where your CBS Data files are located. 
Set Signature Lines – Sets the location of your Signature files  
Set Study Types – Used to set the various X-Ray Study types used by some X-Ray 
clinics. 
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Window 
When you have multiple documents open at the same time you can organize the documents 
in a number of ways.  Note that for simplicity of operation we suggest you do not open 
multiple documents at once. 

Cascade – Lays each window on top of the next. 

Horizontal – Lays each document one beside the next 

Vertical – Lays each document on above the next. 

Arange Icons – Lines up small thumb nail pictures of  each open document. 

 

Word Processing Templates 
We have seen how easy it is to make a blank document and attach it to a patient’s chart.  Now we are going to make 
our lives even easier – with Templates! 
 
Let’s look at a simple example.  We want to select a patient and then start a report to his referring doctor. 

 

We will start by clicking the New Template button. 

 

Navicert will ask for a description of the template:   

 

 

 

After that we type up the body of our letter.  The only major difference is that we are able to use Fields.  Fields 
are just bits of text that will be replaced with data from the database when we get around to actually writing a 
letter.  Navicert knows to watch for certain fields and can fill them in – but only if we use fields that Navicert is 
looking for.  To help Navicert, we surround each field with the < and > characters. 
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Valid Fields are: 
<NAME> Patient’s Name John B. Smith 

<LAST_NAME>   
 

Patient’s Last Name Smith 

<FIRST_NAME> 
 

Patient’s First Name John B. 

<PHN>   
 

Personal Health Number 908711123 

<SEX>    
 

Patient’s gender M 

<DOB> 
 

Patient’s Date of Birth Jan 12, 1965 

<ADDRESS>,  <ADDRESS2> Patient’s Address 67 Livingstone Drive 

<CITY_PROV>   
 

Patient’s City and Province Regina, SK. 

<POSTAL> 
 

Patient’s Postal Code S4V 2J9 

<CLINIC_PHONE> Clinic Phone Number (306) 555-1212 

<CLINIC_FAX> Clinic Fax Number (306) 555-2121 

<TREAT_DOC> 
 

Attending doctor Dr. I. M. Healthy 

<REF_NAME> 
 

Referring Doctor’s Name Dr. J Brown 

<REF_ADDRESS> 
 

Referring Doctor’s Address1 Field #201 – 12th St. E. 

<REF_ADDRESS2> 
 

Referring Doctor’s Address2 field #201 – 12th St. E. 

<REF_CITY> 
 

Referring Doctor’s City Saskatoon 

<REF_POSTAL> 
 

Referring Doctor’s Postal Code S0J 3P0 

<REF_PHONE> Referring Doctor Phone Number (306) 555-1212 

<REF_FAX> Referring Doctor FAX Number (306) 555-2121 

<DATE> 
 

Today’s Date Mar 4, 2007 

<APT_DATE>  (See note below) Currently selected appointment date  Mar 4, 2007 

<LAST_APT> Last appointment prior to today. Mar 1, 2007 

<NEXT_APT> Next appointment after today. Mar 9, 2007 

<LONG_DATE> Today’s date in long format Tuesday Mar. 14, 2007 

<CLINIC_NAME> 
 

Clinic Name Happy Medical clinic 

<CLINIC_ADDRESS> 
 

Clinic Address 61 Happy Patient Lane 

<CLINIC_CITY> 
 

Clinic City Moose Jaw, SK. 
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<CLINIC_POSTAL> 
 

Clinic Postal Code S0J 3P3 

<CLINIC_PHONE> 
 

Clinic Phone Number (306) 555-1212 

<CLINIC_FAX> 
 

Clinic Fax Number (306) 555-2121 

<AGE> Inserts patient’s current Age 38 

<CHART> Inserts the patient’s Chart Number 1138 

<FIELD> Inserts an empty field.  Use function key  F11 
to jump between fields. 

BP:  <FIELD>    Temp:  <FIELD> 

<FAM_NAME> 
 

Family Doctor’s Name Dr. J Brown 

<FAM_ADDRESS> 
 

Family Doctor’s Address1 field #201 – 12th St. E. 

<FAM_ADDRESS2> 
 

Family Doctor’s Address2 field #201 – 12th St. E. 

<FAM_CITY> 
 

Family Doctor’s City Saskatoon 

<FAM_POSTAL> 
 

Family Doctor’s Postal Code S0J 3P0 

<FAM_PHONE> Family Doctor Phone Number (306) 555-1212 

<FAM_FAX> Family Doctor FAX Number (306) 555-2121 

<SPEC_NAME> 
 

Specialist Doctor’s Name Dr. J Brown 

<SPEC_ADDRESS> 
 

Specialist Doctor’s Address1 Field #201 – 12th St. E. 

<SPEC_ADDRESS2> 
 

Specialist Doctor’s Address2 Field #201 – 12th St. E. 

<SPEC_CITY> 
 

Specialist Doctor’s City Saskatoon 

<SPEC_POSTAL> 
 

Specialist Doctor’s Postal Code S0J 3P0 

<SPEC_PHONE> Specialist Doctor Phone Number (306) 555-1212 

<SPEC_FAX> Specialist Doctor FAX Number (306) 555-2121 
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Note:  The field <APT_DATE> needs a bit more explanation.  To use this field, the staff will open the 
Appointment tab and locate the patient’s appointment.  Next the staff will open the Word Processing tab and 
type a letter based on the selected template.  The system will search the most recently opened appointment date.  
If the patient has an appointment on the selected appointment date the system will insert it.  If the patient does 
NOT have an appointment on the selected date the system will use the last appointment date prior to the 
current date. 

You can also use the <LAST_APT> or <NEXT_APT> fields.  

Making a Template: 
We are now ready to type up our template.  Let’s start with letterhead.  We will put our clinic name in nice large bold 
and Italic letters:: 

<CLINIC_NAME> 
Now add the address in a smaller font: 

<CLINIC_ADDRESS>  <CLINIC_CITY>  <CLINIC_POSTAL> Phone: <CLINIC_PHONE> Fax <CLINIC_FAX> 

Notice how we mixed fields and text?  We put the word “Phone” then followed it with the field 
<CLINIC_PHONE>.  The system will leave the word Phone alone but will replace <CLINIC_PHONE> 
with the clinic’s actual Phone Number when the template is used. 

Now we want the Referring Doctor information so it’s 
back to regular font size: 

<REF_NAME> 
<REF_ADDRESS> 
<REF_CITY>  <REF_POSTAL> 
 

Let’s now add the date: 

<DATE> 

Almost ready.  Now for a bit of patient info: 

Dear Dr. <REF_NAME>: 
 Re:   <NAME> 
      Visit Date:  <LAST_APT> 
 PHN: <PHN> DOB: <DOB> 
 

All set.  Now our template is finished.  Click File and Save.    Now that we have finished our template, it’s a 
snap to use.  Just select a patient then select our template from the pull-down menu.  Finally click the New 
Document button.  When we do that, Navicert will create our document and fill in the fields from the database 
saving us a lot of time. 
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Working With Fields 
 
Sometimes field names are a bit hard to 
remember and if you don’t get the right field 
name then the field just won’t work at all.  To 
aid you when working with fields in a template 
there is a special menu called Template.  You 
will only see it when you are making a new 
template. 
 
Using the Template menu you can quickly insert 
the field you wish.  Template categories are 
Clinic Information, Dates, Patient 
Demographics and Referring Doctor. 
 
 
Selecting a Base Template 
 
Sometimes you will have a template already 
created but you will want to make a few 
modifications.  For that we use the Edit 
Template button.  But what if you want to 
take an existing template, make a few changes 
then keep both the old template and the 
newly modified template?  For this function 
we use Select Base Template.  It’s a menu 
item under the Template menu seen above. 
 

Pick your base template then make as many changes are you like.  The original template is safe and sound and 
you are left with a brand new template. 

 
The Blank <FIELD> 
There’s one special field – the Blank Field.  Inside your template just type the word <FIELD> and press the SPACE 
bar.  This blank field doesn’t connect to any data in your database.  It acts as a holding spot for later.  When you are 
using the template to create a document you can press the F11 key to quickly jump from <field> to <field>.  The 
<field> will be highlighted so any text you type will replace the blank field.  This is a great way to fill in a form quickly.  
While you are working in the document you can press F11 and the system will highlight blank fields and even fields 
you have already filled in.  Once you save your document, the filled in fields will become regular text. 
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Section V 
Utilities Tab 

 

 

 

 

 

 

The Utilities 
tab allows you 

to access a number of features. 

Address Labels 
The address label database lets you 
enter commonly used address 
information for later review or to 
print address labels. 

To add a new item just fill in the 
blanks and click SAVE.  If you have 
started filling in the information and 
find that you wish to start over click 
the CLEAR button. 

If you want to find a contact that you 
have previously entered into the 
system just fill in the Name field then 
click on Look Up.  Navicert will 
display a list of matching entries 
which you may select from. 

 

Once you have selected an address from your database you may click the DELETE button if you wish to 
delete the record.  

The PRINT button prints the label that’s displayed on the screen.  Note the Labels to Print box at the bottom 
of the screen.  You may enter a number in this box to select the number of labels to print. 
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Backup / Restore 
Navicert supports CD or DVD backup.   

 

Preparation: 
• If you are running a network, make sure all other 

terminals have exited from all Navicert programs. 
• Make sure your terminal has exited out of the 

appointment program and is only running the 
CBS Navicert Billing software 

• Insert your CDR or CDRW into the drive – 
wait for any windows that your operating 
system may open and close them. 

 

Starting the Backup: 
• Click on Utilities and on Backup then on CD 

ROM Backup – OR – Click the CD Burner Icon on your CBS Navicert toolbar (far right side). 
• Select Quick for a quick backup of the most essential database files.  Click Full for a complete 

backup of the whole Navicert folder.  You can also select or remove files as you wish and save a 
Custom set of backup files but this is usually not necessary. 

• Click the Burn button and wait for Navicert to finish the backup and eject your disc. 
 
General Notes: 

• Make sure you have at LEAST three backups although one backup for each day of the week is 
better. 

• Rotate your backup discs.  Never use the same backup twice in a row.  This insures multiple 
backups and provides optimum protection in the event of a crash or data loss. 

• Replace your CDR’s when they are full and replace CDRW’s at least every 6 months. 
• Unlike Diskette backup, CDRW’s do not have to be formatted before the first usage. 
 

Most Important Note: 
Make a backup every day you use your billing or appointment system.  Backups must be made at regular 
intervals and must be current or they are useless. Follow this advice and there are very few situations that 
you can’t recover from.  Ignore it at your peril. 
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CBS Navicert 
CDROM Backup System – Detailed Instructions 

 
Why Make A Backup? 
It’s not a question of IF your computer will crash, it’s just a question of when.  Wear and tear, computer 
viruses, software bugs, power failure and user errors can all cause the sudden loss of valuable data.  
Imagine the sudden loss of all patients, billing history, appointments, patient notes, accounts receivable 
and all pending data – all gone in an instant.  Our only protection is a good backup system. 
 
Diskette Backup 
Navicert initially ships with a diskette backup system.  This system is easy to use and inexpensive.  It’s 
perfect for at least the first few months of use.  The problem is that computer diskettes only store a small 
amount of data.  As your database grows you will use more and more disks to back up your data.  Each 
disk holds the risk of an error.  As the number of disks increases so does your chance of a bad disk and 
one bad disk will ruin the entire set.  Waiting for each disk to finish and changing to a new disk consumes 
valuable staff time.  When your backup set is more than 3 or 4 disks in size you should strongly consider 
moving to a high capacity backup system.   
 
High Capacity Backup Systems 
There are a number of backup types available.  Each has it’s own advantages and disadvantages.   
Common backup systems are CD or DVD backup, tape drive, DAT drives, Zip discs, USB memory 
sticks and LS-120 disc drives.   
 

Backup System Advantages Disadvantages 
• Tape Drive None Expensive, Slow, low capacity 
• DAT Drive High Capacity, Faster Expensive, Custom Software 
• ZIP Drive Widely Available, Fast Expensive Media 
• USB Stick VERY fast VERY Expensive, Custom Software 
• LS-120 Drive Reads standard disks & 120MB Expensive Media, discontinued 
• CD Backup Fast, Cheap, High Capacity Requires custom software 

 
Tape drives have fallen out of favor in recent years because they are relatively expensive, slow and hold 
less information than other systems.  DAT drives are expensive but faster and hold large amounts of data.  
Older Zip drives are slow and only hold 100MB of data however Zip drives have been constantly updated 
and new Zip Drivers now fast and hold up to 750MB of data.  Blank Zip discs are relatively expensive.  
USB Memory sticks are quite expensive but very fast and hold anywhere from 128 to 256MB of data.  
They are not really designed for routine backups but can be a great way of quickly moving data from one 
computer to another.  LS-120 drives held promise when introduced because they worked with both 
standard disks and with high capacity 120MB discs.  They had some reliability problems and never did 
really catch on.   
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CD/DVD Backup 
Recently most people are using CD or DVD backup systems.  CD Writers are now very inexpensive as 
are blank CD’s.  The main problem with CD backup’s is the fact that most programs can not directly 
write to a CD Rom.  You need to purchase and learn to use a CD Rom burning program.  Some common 
programs for CD Writers are Nero or Easy CD Creator and customers who own these programs are 
certainly encouraged to learn to use them.  These programs can make backups, music CD’s, Video CD’s 
and more recently even DVD’s. 
 
The average Navicert user doesn’t make a lot of music CD’s.  They want a simple reliable backup system 
that integrates with their Navicert software.  For this reason, we have created the Navicert CD Writer 
Backup System. 
 
Navicert CD Writer Backup System 
To use the Navicert CD Writer Backup System you will need a compatible CD Writer.  A CD ROM 
Drive can read CD’s but can not write to them so make sure you have a CD Writer.  Most CD Writers 
are compatible with Navicert however if your CD Writer is very old and slow you may wish to replace it 
with a more modern unit.   
 
Burn Proof Technology 
CD Rom drives read CD’s by bouncing a low power laser off the surface of a CD.  CD Writers use two 
lasers.  The high power laser burns small pits in a blank CD and stores data.  The second lower power 
laser is used to read the pits and retrieve the stored data just like a regular CD Rom Drive.  Once the high 
power laser turns on, it begins burning small dots and dashes on your CD Rom.  If your computer can’t 
get data to the CD Rom drive on time or if something interrupts your CD writing software, the drive 
can’t write the needed dots to the CD and the CD is ruined.  This was a huge problem with early CD 
units and annoying when CD’s were very expensive.  New drives come with “Burn Proof” technology 
and large buffers which greatly reduces the number of ruined discs.  The Navicert CD Writer Backup 
System supports “Burn Proof” technology. 
 
CD/DVD Writers 
Recently, CD Writers have been replaced by DVD Writers.  DVD Writers can burn huge sums of data to 
blank DVD’s but they can also write to CD’s.  Navicert will work with both CD Writers and DVD 
Writers, with CD’s and with DVD’s.  Since most databases are not large enough to warrant the use of 
DVD’s, most customers will probably use CD’s for backup even if they have a DVD writer.  In this 
document, when writing about CDR’s and CDRW’s you can generally apply the same information to 
DVD’s and DVD-RW discs.   
 
CDRW/DVDRW Discs 
CD’s (and DVD’s) come in two types.  First is the CDR which can be used a number of times.  Each 
time data is written to the disc there is less free disc remaining.  Eventually the disc is full and the disc 
must be replaced.  The next type is the CDRW which works the same way but which can be erased and 
reused when it is full.  We recommend the use of the CDRW with the important caveat that you MUST 
replace your CDRW’s when they become worn out.  The length of time you use a CDRW depends on the 
manufacturer but as a general rule, you should plan to replace your CDRW roughly every 6 months. 
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DVD writers come in two types.  The first is the DVD –R and the second is the DVD +R format.  Some 
DVD writers will handle both formats.  If using blank DVD’s, make sure to get the right type for your 
DVD writer. 
 
Formatting a CDRW Disc 
You may be familiar with diskette backup.  Computer Diskettes must be formatted before they are first 
used.  Most diskettes come pre-formatted from the factory.  CDRW’s may come formatted from the 
factory however they usually are completely blank.  The Navicert CD Writer backup system does not 
require your CDRW to be formatted before first use however you may format the CDRW if you wish.  It 
is not necessary or even possible to format a CDR disc. 
 
If you decide to use CDR’s you will need to replace them when they are full.  Your CDR will hold 650MB 
to 750MB of data.  1MB (Megabyte) of data is roughly one million characters.  Your Navicert databases 
will run anywhere from 5 to 150MB or more.  If you are backing up 50MB of data to a 650MB CDR, you 
can use your CDR about 13 times and it will then be full and must be replaced with a fresh CDR.  
Navicert will warn you when your CD no longer contains enough free space for your backup.  Your 
CDRW holds roughly the same amount of  data but once it is full you can erase the CDRW and use it 
again and again. 
 
Backup Failures and Problems: 
Some computer users seem to perversely enjoy doing strange things with computer software and this 
invariably causes huge problems for the rest of us.  The best way to avoid this sort of problem is to avoid 
doing the weird thing in the first place.  Sadly most computer users who do weird things don’t know that 
what they are doing is weird.  This sort of computer user is both very unpredictable and dangerous.  
Approach with caution and get them to step away from the computer. 
 
Things you shouldn’t ever do: 

• Try to erase a totally blank unformatted CDRW 
• Start a backup then eject the CD before it is finished 
• Click the erase button during a backup 
• Any of a zillion other things I can’t think of right now but I’m sure someone will try. 

 
These actions are likely to cause unpredictable results and backup failures.  Other common problems that 
often cause backup problems are full discs, dirty discs, dirty CD laser units, using very slow discs in very 
high speed CD writers, trying to use a DVD in a CD Rom Drive and probably a million other things. 
 
In the case that your backup system seems to have become unstable and backups are failing you should 
reboot your computer and consider replacing the CD that you are using.  Make sure your CDR or CDRW 
is the right speed for your CD Writer.  Modern CD Writers work at very high speeds and require fast 
CDR’s or CDRW’s to keep up.  You may also want to try using a CD Rom cleaning kit to clean your CD 
Rom drive.  If you have rebooted, replaced the CD and cleaned your drive but you still have problems 
please call Navicert Technical Support.   
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Starting your Navicert CD Writer Software: 
 
To use your Navicert CD Writer software you must make sure that it has exclusive access to all databases.  
If you are running on a network, make sure all other terminals have exited from all Navicert programs.  
Make sure your terminal has exited from the Appointment system and is only running the CBS Navicert 
billing module.   
 
 
Next, click on the Utilities tab then click on File and finally click on Backup.  Once you do this, you will 
see your Navicert Backup screen.  
 
Using your Toolbar to Start your Navicert CD Writer Backup System: 
 
You can also activate your Navicert CD Writer backup system by clicking on the CD Icon on the toolbar 
of the main Navicert screen.   
 

 
 
 
Navicert CD Writer Backup System 
Main Screen: 
 
Once you have started your Navicert CD 
Writer Software you will see: 
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IMPORTANT:  Selecting your Burner 
 
Some computers have two or more 
CD/DVD drives.  If this is the case for 
your computer, you must first select the 
drive you wish to use from the drop-down 
box at the top of the screen. 
 
 
Selecting Backup Set: 
 
You can select to backup your Data Files or you can select a 
custom backup and select your own files.  You can add 
additional files or folders to this list and you can also 
remove items from the list, however removing critical 
databases from the backup set is not recommended. 
 
 
 
 
Adding Files to your Backup Set 
 
To add additional files to the backup set you would use the file 
browse.  You can select either a full directory or just an 
individual file.  If you are adding an individual file, first select 
the file with your mouse then click the Add File button. 
 
If you are adding a directory, first make sure the folder is open 
then click the Add Directory button. 
 
If you have selected a full directory, all files in that directory are 
automatically selected so there would be no point in selecting 
an individual file inside that same directory. 
 
 
Removing Files from your Backup Set 
To remove an item from the list, first click on the item then click 
the Delete Item button.  To clear the list and start over, click the 
Delete All button.  Remember that deleting an item will affect the 
list only for the current use of the program.  Once you exit out of 
the program and start it again, the list will go back the way it was 
when you started the program.  To save any changes you must click 
the SAVE LIST button. 
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Erasing your CDRW Discs 
As mentioned earlier, CDRW discs can be erased.  The information 
as to what data is stored on your CDRW is located in a directory 
track that is physically located nearest to the centre of the disc.  
You can erase the directory track and the disc will appear to the 
computer to be entirely blank and ready for use.   
 
The more thorough method of erasing your CDRW is to format the CDRW.  This process erases every 
track on the disc and tests the CDRW thoroughly.  The format process takes much longer but does a 
much more thorough job.  For most purposes the Erase function will be all that is required. 
 
Inserting your CDR or CDRW Disc  
When you have selected the files you wish to burn it is time to insert your CDR or CDRW into the drive.  
Once inserted make sure to wait a moment.  Many versions of windows, in an attempt to be 
helpful, will bring up a window asking you if you want to view the CD, etc.  If your system brings 
up a window like this, you must wait for that window then CLOSE it before you can use the 
Navicert CD Writer Backup System. 
 
 
Starting the Backup 
Probably the most important part of the Navicert CDWriter 
Backup system is the Backup button.  When your CD Writer 
back up files have been selected, the proper drive has been 
selected and the CDR or CDRW has been inserted just click the 
Burn button.  Navicert will display progress information at the 
bottom of the screen.  You will also see a spinning CD displayed 
as the CD burn process progresses.  When the backup is finished, 
the progress bar will be at 100% and the spinning CD will vanish.   
 
 
Wait for the Backup to fully Complete 
Once the backup is complete, your Navicert CD Writer Backup system must flush all hardware buffers 
and close the data track.  Please allow the system time to complete the burning process.  Do not eject the 
CD – Navicert will do that for you when it’s time.. 
 
Rotate Your Backup Set 
Remember to have at least 3 backup CD’s.  Better still, have one backup CD for each day of the week.  
Back up your data every day you use your computer.  Never use the same backup disc twice in a row.  
Follow these rules and your data will be safe and sound. 
 
 
Remember to make a backup every day you enter information into your Navicert software and 
you will have smooth sailing. 
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Check For Updates 
Note:  You must have an Internet connection available on your Navicert billing computer for this 
feature to work. 

The Check For Updates feature allows Navicert to use your internet connection to connect to the Navicert 
server and see if a new Navicert update has been posted.  We recommend you use this feature frequently after a 
major mail-out and at least once a month throughout the year.  Just click on Utilities then click on Check For 
Update.   

 

 

 

 

If a new version is available, Navicert will display 
that information on the screen and confirm that you 
wish to download it. 

 

 

 

 

After the update has been downloaded you will be prompted to install it.  Just click YES and Navicert will load 
your update for you.   Once an update is loaded on one computer on your network, it will signal all the other 
terminals.  The next time they start Navicert each terminal will automatically update to the latest version. 
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Cull Data 
Navicert maintains a database of all 
billing data and all patient data 
indefinitely.  If data files become 
very large, system performance can 
suffer.  In addition, you may fill all 
available storage on your and 
finally your backup media may no 
longer be large enough to hold all 
the data.  For these reasons you 
may wish to delete some older 
data. 

 

WARNING: Before you begin make certain you have a very recent backup on new disks.  The cull 
operation is NOT reversible and the only way to recover lost data will be with a backup. 

First, select the doctor you wish to delete for from the drop down box at the top of the screen. 

• Cull Patients 

If you wish to delete patients you should use this option.   Next you will wish to select the Patient options.  You 
may wish to keep all patients seen in the past 5 years, as an example.  To do so, enter the appropriate cut-off 
date in the box marked “Delete Patients not seen since:”. 

If a patient has no history on file Navicert will not be able to determine the last date the patient was seen.  
These may be patient’s who’s billing history was previously culled.  In some cases these are patients moved 
from another billing system or Navicert for DOS.  They may be patients from the initial MSP download or they 
may be patients who were entered using the appointment system but never billed.  In any event, if you wish to 
keep these patients click the box “Keep Patients with no history”.  If this box is not checked, Navicert will 
delete all patients without billing history. 

Naturally all billing history for any patient who is deleted will also be deleted. 

• Cull History 

The Cull History option will allow you to remove some or all of a patient’s history.  Remember that when the 
history is removed it can not be restored.  Be very careful using this feature. 

You may keep a certain number of visits or visits over a certain period of time.  For example, a patient may 
have been seen 5 times this year 1 each year for the previous 5 years.  If you elected to keep the last 3 years of 
history, Navicert would keep all 5 visits from this year and 1 visit from each of the previous 2 years.  Visits prior 
to that would be deleted. 

Using the same example, you may elect to keep the past 5 visits.  In this case, since the patient had 5 visits this 
year, only the most current year would be preserved.  Every visit prior to the present year would be deleted. 
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If you elect to keep BOTH the last 5 visits AND the last 3 years then Navicert keeps either the last 5 visits or 
the last 3 years, whichever is greater.  In our example, Navicert will keep the past 5 visits from the current year 
and one visit from each of the 2 years prior to the present year.   

You may also elect to use a specific cut-off date rather than a certain number of years.  For example, if one 
doctor retires and you wish to delete all services for that doctor you could click the cut-off date box and enter 
his date of departure in this box.  Don’t forget to specify which doctor you wish to work with in the drop down 
box or all doctors in the clinic will be used. 

 
Data Import / Export  
 

The Data Import / Export option allows you 
to transfer data from one Navicert program to 
another Navicert program.  Do NOT use this 
option to attempt to bring data into Navicert 
from any other source.  Improperly formatted 
data can result in severe and permanent 
database damage. 

 The most common use for this function 
would be to enter data on a laptop computer 
or at a satellite office then bring the data to the 
main office on a diskette. 

 

The computer sending the data out is the computer that will use the Export function.  To export information 
you must first make a few settings.  First select the doctor you wish to work with or leave the system set to All 
Doctors.  Next select the drive you wish to export data to (usually Drive A).  Next select either Recent Patients 
(patients seen since the last export) or Every Patient (all patients in the system) or more commonly Patients + 
Billings.  This final option will export all recent patients plus any billings entered for those patients. 

Once you have made your choices click on Data Export.  Navicert will prepare the necessary file and transfer it 
to a diskette.  Navicert will offer to make a backup disk which would be kept in case the original disk was lost or 
damaged. 

The disk would then be taken to the other Navicert program and the user would click on Data Import to read 
the data into the system. 

• Format Disks 
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The Format Disks option allows you to erase any data from a disk and test the surface of the disk for errors.   

• Conversion Table 

The Conversion table is used when the doctor number is different on the Exporting and Importing computers.  
The Importing computer would set up a conversion table.  For example, if Dr. Smith is doctor #1 on the 
exporting computer but he is doctor #3 on the importing computer it will be necessary to set up a conversion 
table.  Otherwise the billings from doctor #1 on the exporting computer will remain as doctor #1 on the 
importing computer and the wrong doctor will be paid for the services. 

When you select Conversion Table, Navicert will ask for the number on the 
exporting computer (1 in our case).  Navicert will then ask for the number on 
the Importing computer (3 in our case). 

 

• Clear Conversion Table 

If you wish to erase a conversion table and create a new one just click the Clear 
Conversion Table button. 

 

• Clear Export List 

This function will clear the list of patients and billings waiting to be exported.  After you clear the export list, no 
data will be exported until new data is entered into the system.   

• Reset Export List 

This function will signal Navicert to export all pending services whether they have been already exported or 
not.  This can be useful when a disk is lost and no backup is available.  Be careful to avoid using this feature in 
error because duplicate billings may be caused if the same data is exported then imported more than once. 
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Edit Data Files 
 

 

 

 

 

 

 

 

 

 

 

 

The Edit Data Files function is a powerful utility that allows you to add, delete or edit records in a number of 
Navicert databases.   

Editing the Fee Schedule database is one common use of this utility.  On occasion MSP will issue a short 
update to the fee schedule.  When MSP changes a large number of fee schedule items we will issue a new fee 
schedule update disk which will automatically make the needed changes to your database.  If there are only one 
or two codes that are changed the customer will need to enter these changes manually. 

First click on Fee Schedule to select the fee schedule database.  Next click on the Look Up button.  Enter the 
fee code you wish to edit.  Navicert will then ask for the Agent.  Just press <ENTER> to select MSP.  The fee 
data will be displayed on the screen.  From here you may adjust any of the items displayed except the fee code.  
When you are done with the changes you must click the SAVE button.  You may also delete the fee code by 
clicking on the DELETE button. 
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Edit Fee Schedule Database 

Description of Field Meaning and Usual Values 

Fee Code A code (usually issued by MSP) which consists of 3 numbers followed by a letter – 
005B for example 

Specialist The rate a specialist bills when seeing a referred patient 

GP The rate a General Practioner or Chiropractor bills a service at 

Rule The MSP fee schedule rule.  Valid rules are:  0, 10, 42.  Use X for Visits.  Use A for 
add-on procedures.  Use D for Diagnostic procedures. 

Agent The agent the fee is to be billed for.  Note that if the agent is set to MSP then that 
code may be billed to any third party agent. 

Units Allowed Set to Y or N.  Determines if Navicert will allow multiple units of a procedure to be 
billed.  For example, 897L X 4 units.   

Copayment At present only used by Chiropractors.  Set to the amount billed directly to the 
patient above the MSP billed amount. 

Description Optional.  This field may contain the description of the service code.  Useful for 
printed 3rd party statements but not needed for MSP billing. 

Older/Current Fee 
Schedule 

Navicert maintains two fee schedules.  Select the schedule you wish to update. 

 

You are not limited to editing existing codes.  You may enter a brand new code.  For example, if you wanted to 
enter a code 999I to represent a special procedure that was not covered by MSP you could easily do so.  Make 
sure to select a valid Third Party agent such as WCB or 0001 (billed directly to patient).  Make sure to fill in all 
the fields before you click SAVE.  Contact our office if you need any advice or assistance with this feature. 

Other Databases 

You may select another database, for example the ICD Codes database or Referring Doctor database.  You 
may wish to enter 10 common diagnostic codes and descriptions all at once.  To add a new ICD code just click 
ICD Code (to use the ICD code database) then click ADD.  Fill in the description and code then click SAVE.  
Repeat for each of the remaining codes until you are finished. 

It is possible to have Navicert print out all ICD codes in the system.  Just click the Print ICD 
Codes button. 
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On occasion, Navicert will send out an updated list of referring doctors.  To read this list into the system you 
will need to follow the instructions on the update disk.  In general you will load the disk then click the Update 
Ref. Doc button. 

You may also print a list of all referring doctors by clicking the Print Ref. Doc. List button. 

 
Merge Charts 

In rare cases, two charts might be created 
for the same patient.  For example a 
patient may switch from an out of 
province patient to a Saskatchewan 
resident.  The proper course of action is 
to bring up the patient, change the billing 
number and address then save the chart.  
But perhaps the staff didn’t know about 
the out of province chart at the time and 

just made up a new chart.  The same thing could happen when a patient changes their name after marriage, or 
when a baby changes from the mother’s PHN to his own PHN.   

Whatever the reason, two charts for one patient is something we want to avoid.  The Merge Charts feature 
allows you to take all the billing history, appointment history and pending services from one chart then merge 
them into another chart, then delete the first chart.   To activate this feature, click on Utilities then on Merge 
Charts.  Next, click on Select 1st Patient to select the first patient.  The “first patient” chart will be the one that is 
deleted so make sure you have the right one.  Next click on “Select 2nd Patient” to select the other chart.  The 
“Second Patient” is the chart that will be left once you are done. 

Finally click the Merge button.  The system will take all information from the first patient and move it over to 
the 2nd patient then delete the first patient’s chart.  Note that you may now have duplicate entries in the patient 
history.  This happens because services that were entered under the 2nd patient were sent out but MSP payment 
may have come in to the 1st patient chart.  Now that the two are merged into one chart there could be duplicate 
entries.  To correct this you will need to manually weed through the billing history.  See the section under Third 
Party – Reconcile Payments.  In this section you can manually delete duplicates or mark unpaid services that 
previously would not reconcile. 
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Quick Keys 
The Quick Keys feature allows you to assign a Diagnosis,  
Service Code or Referring Doctor to one of the 12 function 
keys at the top of your keyboard.  First, use the pull down at the 
top of the screen to select Diagnosis, Service Code or Referring 
Doctor.  Next, fill in the desired value.  For example, if you 
frequently see patients with an upper respiratory tract infection 
you would click in the Function Key F1 slot and type Infection.  
Allow Navicert to browse the diagnostic code database and click 
on the desired code.   

You can continue this way to fill in up to 12 different diagnostic 
codes.   When you are finished click Save. 

The next time you are billing a patient, when your cursor is in 
the diagnosis field, just press F1 and Navicert will instantly fill in 
Infection – Upper Respiratory. 

In the same way you can assign up to 12 Referring Doctors and 12 frequently used Service Codes.   

Use of the Quick Keys can certainly speed up your billing but of course you must remember which service 
code, diagnosis or doctor you have assigned to each key. 

Recall List  
 

The recall list is a simple feature which will 
allow you to place patients on a list and then 
view the list at a later time.  A common use 
of this feature might be to schedule patients 
for follow-up visits or to use the list as a 
waiting list. 

There are two parts to the Recall system.  
First the patient must be placed on the list.  
The easiest way to book a recall visit is from 
the Patient information screen.  Click Patient 
File then Enter Services and select the 
patient you wish to book.  You may 
remember that along the bottom of the 
patient information screen there were a 
number of buttons.  One of those buttons was labeled RECALL.  Just click that button.  
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The other method of booking a recall is to click the 
ADD button along the bottom of the Recall screen.  
Either way, once the system has been instructed to 
add a recall you will see a screen displayed. 

The Recall Date field should be filled in with the 
date, perhaps 6 months in the future, that you wish 
to book the recall for. 

The Recall Doctor field should be filled in with the 
doctor you wish to book the recall with. 

The Recall Code is an internal code which is used 
only in your clinic.  You will need to decide the 
various reasons for a recall and what each code 

means.   In the example above, RG was used to indicate Recall Glaucoma.  The Recall Reason is used to 
provide a brief description of the reason for the recall.  It’s not necessary to enter a Recall Reason but it can be 
helpful. 

As each entry is made into the database 
the recall list will grow.  It is advisable to 
review the recall list on a regular basis, 
perhaps daily.  There is no point putting 
a patient on the recall list if the list is 
never reviewed and processed. 

When you first select the Recall List 
from the Utilities menu you will see all 
pending recalls from the first through 
the last.  You can limit the list by 
entering a Start Date and an End Date.  
Recalls which fall outside the selected 
dates will not be displayed. 

You may further limit the list by 
selecting a doctor to work with.  Finally 
you can enter a Recall Code in the CODE field.  Only recalls which match the code you entered will be 
displayed. 
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Additional Controls: 

The ADD button, as described previously, adds new entries to the recall list. 

The EDIT button allows you to make changes to the highlighted recall.  Just click the Recall you wish to work 
with then click the EDIT button. 

The DELETE button is used to erase a recall once you are finished with it.  Use caution – there is no automatic 
way to undelete an entry. 

The SHOW ALL button will display all recall records. 

The CLEAR OLD button will first ask for a cut-off date and then delete all Recall records prior to the cut-off 
date.  Usually this feature is used once the Recall has expired. 

The PRINT button will print a list based on the dates, doctor and recall code selected. 

The SEARCH button will allow you to search the recall list for one specific patient. 

 

Reindex / Repair Database 
An Index is used to quickly locate information in a large database.  On occasion it is necessary to rebuild these 
indexes to keep the system operating at optimal speed.  Every month Navicert will automatically ask if it can 
reindex the databases but you can elect to reindex at any time using this menu entry.  It may be advisable to 
reindex after a sudden loss of power. 

It is only possible to reindex if the system has exclusive access to the database.  If you run both appointments 
and billing at the same time on the same computer you must exit from the appointment system leaving only the 
billing system running. 

If you are on a network you must make sure that all other terminals on the network have exited from the 
appointment and billing programs before you begin. 

 
Site Certificate 
Your Navicert Software is generally licensed to 
you for a period of one year.  When that year has 
expired you will need to enter a new Site 
Certificate.  Your new Site Certificate code is 
automatically faxed to you when you order and 
pay for your yearly Update and Support Service. 
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If your certificate is expired, as a courtesy, your Navicert software will continue to function normally for a 
period of time.  During that time period, Navicert will prompt you to enter a new Site Certificate code.  

Navicert will ask “Would you like to enter your new Site Certificate Code Now?”.  If you don’t have your new 
code yet, click NO.  When you have your new code click YES. 

If you obtain your new code before the old code expires you may enter it early.  You do not lose any days of 
support by doing so.  Just click on Utilities then Site Certificate. 

Enter the code number exactly as it appears on your renewal form and click SAVE.  If you make an error in the 
number, Navicert will prompt you to re-enter the number. 

Statistics 

The Statistics function is a powerful utility 
which can be used  to locate information in 
your Navicert database. 

The use of this function is very simple.  First 
you must determine the information you wish 
to find.  For our purposes we will take a simple 
example.  We will find all female patients 65 
years of age or older who have had pneumonia 
in the past year.  We will assume that today’s 
date is July 17, 2001. 

We would enter the Start and End dates to 
cover the previous 12 months.  July 17, 2000 – 
July 17, 2001.  The ICD code would be 486 for 
Pneumonia and Sex would be F for Female. 

We want to make sure that the patient is at least 65 years of age so the END DOB would be filled in to be July 
17, 1935.  Patients born prior to this date are at least 65 years old and since we don’t want to set an upper age 
limit we don’t need to put in a Start DOB. 

We want to find only patients who match all these 
items so we would set the Options to Match All.  

If you only want to print out the patient’s name one 
time you would put the system to Print Patient.  If you 
wanted to list every service for every patient matching 
your criterion you would put the system to Print 
Services.  In our case we only want the name of each 
patient matching our criterion not a list of every visit 
these patients have had so we would set the system to Print Patient. 
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If you only wish to know the total number of matching records you may click on the Only Print Totals box.  If 
you are doing a search and you want to know how many unique ICD or Service codes are found for each 
matching patient you may click on the Count Each Service Code or Count Each ICD Code box.   

Other Statistics Functions: 

Patient Count will give you the total number of patients in the system.  Since Navicert keeps a count of the 
number of records in it’s database this result is presented instantly.  Navicert then asks if you would like a 
breakdown of the total per doctor.  If you would like to know how many patients are recorded for each doctor, 
Navicert must search through every record in the system and thus there will be a delay reporting this 
information. 

Submission Manager 

Submission Manager allows you to 
either reprint an old submission or to 
resubmit the services to MSP. 

Usually you wouldn’t need to do either 
of these activities, however on rare 
occasion a submission file will have a 
doctor rejected or need to have a clinic 
number changed, etc. 

 

To resubmit all claims for one or more doctors for a given submission period, first select the submission by 
date from the list that appears.  Next, click the Resubmit button.  This will bring up the following form: 

First, make sure the doctor(s) you wish to submit are set to 
YES in the first column.  Change any doctors you do NOT 
wish to resubmit to NO by clicking in the first column.  You 
can now click in the New Doc, New Clinic, NewMode or 
New Corp column and make any needed changes. 

When you are finished, click the Resubmit button and 
Navicert will take you to the Submission Method form and 
allow you to send your files to MSP with the selected 
changes. 

 

You can also use Submission Manager to just reprint a previous submission without actually sending the files to 
MSP.  First select the submission from the list.  Next click the Reprint button.  Navicert will reprint the 
submission for all doctors in that billing period. 
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Submission Manager can also reprint or reprocess return files. 

 

Put the dot on Return File then select the return file by date from the list that appears. 

If you lost the print-out of your return file you can print it again.  Just click on the return file by date from the 
list then click the Reprint button.   Navicert will then print out the return file again.  Don’t lose this one!  ☺ 
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System Settings 
 

The System 
Settings are used to 
determine how 
your system 
operates.  Usually 
your Navicert 
system will be set 
to operate properly 
when it is installed 
and it will not be 
necessary to use 
this menu.  Please 
be cautious about 

the use of this screen since it is possible to make several disruptive changes to your system. 

Set Clinic Address 
This screen lets you set the clinic address which is used in reports and print-out’s. 

Set Printers 
Allows you to set the printers used in Navicert. 

Set Data Path 
Sets the path where CBS Navicert Data files are located. 

Check for Messages How Often? 
Navicert allows customers to exchange messages between terminals.  Navicert will check every now and again 
for new messages that may have been delivered.  Usually once every 10 to 30 seconds is a good setting. 

Sign In Options 
 Require Users Sign-In causes Navicert to bring up a sign-in screen that requires users to enter a password in 
order to use Navicert.  You can disable this option by selecting Disable User Sign-In. 

Set Monitor Orientation 
Some lap-top computers such as Tablet PC’s can be used in Horizontal or Vertical alignment.  Use this option 
to select the way Navicert displays the page. 

Note:  Don’t forget to click Save Settings to save any changes you have entered. 
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Update Staff 

The Update Staff function allows you to 
add, remove or edit doctors registered in 
your clinic. 

The ADD Button is used to add a new 
doctor to your clinic.  Fill in each field as 
described below and then click SAVE.  
Navicert will assign a number to the doctor 
and inform you of the new doctor’s 
number. 

When you are entering a new doctor you 
may press the CANCEL button to erase all 
information you have entered and start 
over. 

The DELETE button is used to remove a 
doctor.  Navicert does not allow gaps in the doctor’s list.  For that reason Navicert will only allow you to delete 
the last doctor in the list.  If there are 4 doctors registered to work in your clinic you may only delete doctor #4.  
Once Doctor #4 is deleted you may delete Doctor #3 and so on.  

Cauton:  Each patient seen in your clinic is assigned to a specific doctor on his first visit.  All history on that 
patient will show the treating doctor’s number.  If you delete this doctor it will cause problems when you 
attempt to print patient history.  In addition, if MSP issues payment for a doctor that you have deleted from 
your system it will cause problems when reading the return file. 

The PRINT button prints your doctor list. 

The UPDATE button saves your changes. 

Fields in the Doctor Registration Screen: 
Name 

The Doctor’s name is entered in this spot.  For example, Dr. I. M. Healthy.  

Address 

The address where you wish paper correspondence to be sent. 

City/Prov 

The city and province where the doctor lives.  For example, Regina, Sk. or Saskatoon, Sk. 
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Postal 

The postal code.  Note that MSP does not accept spaces in the postal code.   

E-Mail 

Sets the doctor’s E-Mail address 

Corporation 

If your doctor has registered a corporation in Saskatchewan he will often realize substantial tax savings.  To bill 
as a registered corporation to MSP the doctor should first inform Sask Health as to his corporate status.  He 
will need to inform Sask Health as to the Start Date he will begin billing as a corporate doctor.  All billings 
before the Start Date must be submitted to MSP without the Corporation information.  You will need to enter 
all billings and then prepare a billing file.  Once the billing file has been sent to MSP you may enter the 
corporation information - HOWEVER – you may no longer bill for services prior to the Start Date so be sure 
all information has been submitted. 

The other method that can be used is to enter the doctor into your system twice - once without the corporate 
information (doctor  #1 for example) and once with the corporate information (doctor #2 for example).  
Billings prior to the start date would be billed under doctor #1 and billings after the start date would be billed 
under doctor #2. 

The Corporation letter is entered first.  It must be an A, B or C.  The first corporation a doctor has registered 
will always be entered as an A.  If the doctor has more than one corporation it should be entered as a B and the 
third corporation entered as a C.  No more than 3 corporations are supported under MSP specifications. 

The Corporation Name is optional.  It may be a numbered corporation or a name.  If the name is too long it 
will be truncated to fit the screen. 

Doctor Number 

The Doctor Number is the number assigned by Navicert to each doctor in your clinic.  The first doctor is 1, 
second doctor is 2, etc.  Do not confuse this number with the Billing Number.  Note that you do not fill in this 
number.  Navicert will assign it for you. 

Billing Number 

This is a 4 digit number assigned by MSP to each Saskatchewan physician.  MSP may add a 5th digit to the end 
of the billing number as a check digit when processing manual entries.  Only enter the first 4 digits. 

Clinic Number 

The Clinic number is assigned to a group of Physicians.  It is a 3 digit number.  A doctor may belong to a 
number of clinics at the same time.  If a doctor in your office bills from multiple clinics you will need to enter 
him into the system once for each clinic number.  Solo doctors are usually assigned a clinic number of 000.  
Locum doctors are often assigned the same billing number as the sponsoring doctor and a clinic number of 900 
or 901.   
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Clinic Number Continued… 

If you are unsure of the doctor’s billing number or clinic number please contact MSP and clarify the 
information.  If you bill a doctor with the wrong billing number or clinic number it will cause the doctor’s 
billings to be rejected. 

Mode 

The Mode field is used to identify the type of doctor and payment method being used. 

• Mode 1 is Fee for Service. 

• Mode 6 is for Optometrists 

• Mode 8 is for Chiropractors 

• Mode 9 and Mode 0 are for alternative payment methods such as a doctor working on salary or a  nurse 
practitioner or global budget clinics.   

If you are unsure what mode to use contact the Navicert office or MSP. 

Phone 

The telephone number for the doctor.  This number appears at the top of invoices and print-outs. 

Fax 

The fax number for the doctor. 

X-Ray 

Used by Chiropractors.  Set to Y if the doctor takes X-Rays and bills the technical component.   Set to N if the 
doctor does not take X-Rays.   Set to B if the doctor bills both Technical AND Interpretive component for X-
Rays.  Can be left blank if the doctor is a physician or if the doctor does not take X-rays.  

Default ICD 

Most offices will leave this spot blank.  Exceptions would be radiologists who always bill a Z21 as a diagnostic 
code or anesthetists who always use Z17 as a diagnostic code. 

Specialist 

Set to Y if the doctor is a Specialist or N if the doctor is a GP or Chiropractor.   
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Default Sex 

Generally left blank.  This field can be used by Gynecologists who see mainly female patients to speed data 
entry. 

Initials 

Enter up to 3 letters in this box.  These initials will be displayed when there isn’t enough room to display the 
doctor’s full name.  For this reason it is important that each set of initials be unique. 

Location 

This is the location where most services will be billed from.  Location 1 is for the Office, 2 for Hospital In-
patient, 3 for Hosptial Outpatient.  There are a number of other locations but these are usually the only ones 
that would be used for the Default Location.  Naturally you may use any location code you wish when billing 
but if you supply the right default location it would save you the bother of constantly changing the location 
code. 

Ultrasound 

Similar to X-Ray.  If the doctor performs diagnostic ultrasound and bills the Technical component then this 
field is set to Y.  If the doctor performs diagnostic ultrasound and only bills the interpretive component then 
this field is set to N.  If the doctor performs both technical and interpretive components then this field is set to 
B for Both.  This field can be left blank if the doctor bills only interpretive component or does not bill 
Ultrasound. 

Default Service 

The Default Service is designed to speed your billing process.  A “Default” is what the computer will supply 
when no information is provided.  For a GP the Default Service is 005B.  When you are billing just press the 
enter key on the first service line and Navicert will enter the default service code.  If you select the right default 
service it will speed up your billing process and you won’t have to type the service code. 

GST # 

Used mainly by massage therapists.  Enter your GST number in this field.  It is used on invoices. 

PST # 

Used mainly by Massage Therapists.  Enter your PST number in this field. 

MTAS # 

Used by Massage Therapists.  Enter your MTAS association number here. 
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DVA # 

Used mainly by Chiropractors and Massage Therapists.  Enter your Department of Veterans Affairs billing 
number here. 

SGI # 

Used by Chiropractors and Massage Therapists.  This field contains the Saskatchewan Government Insurance 
payee number.  Contact the Chiropractors Association of Saskatchewan for assistance in applying for and 
obtaining an SGI payee number.. 

Position Cursor in Referring Doctor Field 

Foreign certified specialists will bill either a 9B or another code such as 9L when they see referred patients.  If 
the majority of patients the doctor sees are referred you should click on this check box so the cursor on the 
billing screen will position in the Referring Doctor spot..  This will save you the bother of constantly moving 
the cursor up one line every time you want to enter a referring doctor. 
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Section VI 
Messages 

 

 

 

 

 

 

 

 

 

 

 

Note:  The message system needs to know who you are to find your messages and it needs to know who you 
are to tell other people who sent the message.  For that reason, you can not use the message system when you 
have user log-in disabled. 

The message system allows you to send messages from one terminal to another on your local network.   When 
you click the Messages tab you will see a list of all terminals on the left side of the screen.  You can send a 
message by double clicking on the terminal you wish.  When you do that you will be able to enter a subject and 
a message.  Once finished click SEND. 
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The right side of the screen displays your message history.   

 

You can view any message by clicking on it. 

Once you have selected a message, you can reply to it or you can 
delete the message. 

 

 

 

 

 

When you receive a message from another terminal you will see: 

When a message appears you will also hear a sound 
played provided you have speakers on your computer.  
While this is useful to bring your attention to the 
screen you may find it distracting.  If so, click the “Do 
Not Play Sounds” box and the system will stop playing 
alert tones. 

The system plays small sound files called WAV files.  
These files are located in the Navicert folder under the 
MAIL directory.  You can listen to the sounds by 
double clicking on them.  If you wish, you can delete 
any unwanted sounds from this folder and it will no 
longer be played. 

Once you have reviewed your message you can click 
the Reply button or the Exit button. 
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