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1. Getting Started 

Installation, first-run setup, and logging in 

 

1. Getting Started 

1.1  System Requirements 

Field / Option Description 

Operating System Windows 10 / Windows 11 (64-bit) 

RAM 4 GB minimum, 8 GB recommended 

Disk Space 500 MB for installation + space for reports and backups 

Display 1024 × 700 minimum resolution (1280 × 800 recommended) 

Internet Required only for license activation — fully offline after that 

Printer Optional — any Windows-compatible printer or PDF printer 
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1.2  First-Run Setup Wizard 

When eRad launches for the first time, a two-step setup wizard guides you through creating your clinic profile and the 

administrator account. 

 

Step 1 — Clinic Information 

Field / Option Description 

Clinic / Hospital Name * Your clinic's primary English name. Appears on every printed report. 

Address Full street address of your clinic. 

Phone Main phone number (e.g. +251 9XX XXX XXXX). 

Email Contact email address. 

Paper Size Choose A4 (international) or Letter (US). Can be changed later in Settings. 

 

Step 2 — Admin Account 

Field / Option Description 

Full Name * The administrator's full name (e.g. Dr. Solomon). 

PRC License Number Professional license number — optional, appears on printed reports. 

Username * Used to log in. Minimum 3 characters, lowercase. 

Password * Must be at least 6 characters. Case-sensitive. 

Confirm Password * Re-enter the password to confirm. 

 

   Note 

Write down your admin username and password and store it safely. There is no "forgot password" option — if lost, data 

recovery may be difficult. 
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1.3  Logging In 

After setup is complete you are directed to the Login screen. Enter your username and password, then press Enter or 

click Sign In. 

 

  Tip 

Click the eye icon ( ) next to the Password field to show/hide your password as you type. 

 

The login screen also shows your license status and expiry date at the bottom of the card. 
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2. Interface Overview 

Navigating the main application window 

 

2. Interface Overview 

2.1  Navigation Sidebar 

The left sidebar is your main navigation hub. It shows your clinic logo, app version, and your role. Each menu item is 

role-restricted — you only see what you have access to. 

 

Menu Item Icon Who Can Access 

Dashboard   All roles 

New Report   Admin, Radiologist, MRT 

Records   All roles 

Templates   Admin, Radiologist, MRT 

Users   Admin only 

Services   Admin only 

Revenue   Admin only 

Settings   Admin only 

 

  Tip 

On smaller screens the sidebar collapses. Tap the blue circle button at the bottom-left of the screen to toggle it open. 

 

2.2  Dashboard 

The Dashboard is your home screen. It shows at-a-glance statistics including total reports, finalized reports, draft 

reports, patients seen today, and recent activity. Clicking any stat card navigates you to the relevant section. 

 

The "New Report" shortcut button is also available at the top-right of the Records page header for quick access. 
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2.3  Theme Customization 

eRad includes 5 color themes for the sidebar and header. Click the   paint palette icon in the top-right corner of the 

sidebar to open the theme picker. 

 

Field / Option Description 

Professional Blue Default — rich blue sidebar (recommended for clinical environments) 

Corporate Slate Neutral slate-gray — professional and subtle 

Neutral Gray Dark gray — low-contrast, easy on the eyes 

Medical Green Emerald green — classic medical aesthetic 

Clean White Light sidebar with dark text — high contrast 

 

  Tip 

Your chosen theme is saved automatically and remembered on next login. 
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3. Creating Reports 

Step-by-step guide to writing and saving a radiology report 

 

3. Creating Reports 
Navigate to New Report from the sidebar. The page is split into two areas: the Report Information form at the top, and 

the Rich Text Editor below. 

 

3.1  Patient Information 

The patient section is inside the collapsible blue header bar. Click the bar to expand or collapse it at any time. 

 

Field / Option Description 

Full Name * Patient's full name. Required before saving. 

Age * Patient age in years. Numeric only. 

Sex * Male or Female. Required. 

Contact Phone number or other contact info. Optional. 

Patient Code Auto-generated unique code. Click ↻ to regenerate if needed. 

 

Searching for an Existing Patient 

Click the   button to open the patient search panel. Type at least 2 characters to search by name, patient code, or phone 

number. Click a result to auto-fill all patient fields. 

 

  Tip 

When an existing patient is selected, an "Existing" green badge appears. Click ✕ to clear and start a new patient entry. 

 

3.2  Selecting Exam & Service 

Field / Option Description 

Exam / Service * Select from the grouped service dropdown. This sets the exam type and category used for billing 

and template filtering. 

Date of Exam * Defaults to today. Change if the exam was on a different date. 

Template Optional — pick a template to pre-fill the editor content. Search by name in the dropdown. 
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3.3  Using the Rich Text Editor 

The editor supports full rich text formatting. The toolbar provides the following controls: 

 

Field / Option Description 

Bold / Italic / Underline Standard text formatting 

Font family & size Choose from a range of professional fonts and sizes 

Text alignment Left, center, right, or justify 

Bullet lists Unordered bullet points 

Numbered lists Ordered numbered lists 

Tables (⊞) Insert a table — hover over the grid to choose rows and columns, or enter custom dimensions. 

Right-click a cell for row/column options. 

Indent / Outdent Increase or decrease list indentation 

Undo / Redo Standard undo/redo support 

 

  Tip 

You can paste tables directly from Microsoft Word or Google Docs — eRad automatically cleans the formatting while 

preserving table structure. 

 

3.4  Applying Templates 

Templates pre-fill the editor with standard report text. After selecting a template, the content appears in the editor where 

you can edit it freely. Placeholder tokens are replaced automatically with patient data. 

 

Placeholder Replaced With 

{patient_name} Patient's full name 

{age} Patient's age 

{sex} Patient's sex (Male / Female) 

{date} Date of exam 

{clinical_indication} Clinical indication field 

{technique} Technique field 

 

Saving a Template from Current Content 

If you have written report content you want to reuse, click the purple   Save button next to the template selector. Give 

the template a name and confirm. To update an existing template with your edits, click the amber ✏  Update button 

(only visible when a template is selected). 

 

3.5  Saving & Finalizing 

Field / Option Description 

Save Draft Saves progress. The report remains editable. A draft badge appears. 

Finalize Marks the report as final. Appears with a green Finalized badge. Finalized reports can still be edited 

by authorized users. 

Print Sends the saved report to the printer. Requires the report to be saved first. 
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Field / Option Description 

Print Preview Opens a visual preview of how the report will look when printed. 

 

   Note 

Save your report as a Draft first before printing or finalizing. Unsaved content cannot be printed. 

 

Mobile Floating Menu 

On smaller screens, a blue floating ☰ button appears at the bottom-right. Tap it to access Save Draft, Finalize, Print, 

Preview, and New Report actions. 
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4. Print Preview & Printing 

Previewing, printing, and exporting reports to PDF 

 

4. Print Preview & Printing 

4.1  Print Preview 

Click Print Preview ( ) to open a full-page simulation of the printed report. The preview renders all pages accurately, 

showing exactly how the header, footer, and body content will appear on paper. 

 

The preview dynamically measures header and footer heights so that body content never overlaps them — even on 

multi-page reports. Each page is separated by a gray "— Page N of M —" label for easy navigation. 

 

  Tip 

You can print directly from the preview window using the blue   Print button in the top-right corner of the modal. 

 

4.2  Printing Reports 

Click Print ( ) in the report editor toolbar. The Windows print dialog opens where you can select your printer, paper 

size, and number of copies. The report must be saved at least once before printing. 

 

4.3  Exporting to PDF 

From the Records page, select a report and click PDF in the action panel on the right. A Save As dialog will appear — 

choose a location to save the PDF file. 

 

  Tip 

PDF export uses the same layout engine as the print function, so the output is pixel-perfect with your print settings. 
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5. Patient Records 

Searching, viewing, and managing patient reports 

 

5. Patient Records 

5.1  Searching Records 

The Records page shows the 3 most recent reports by default. Use the search bar and filters to find specific records. 

 

Field / Option Description 

Search bar Search by patient name, report number, or exam type. Results update as you type (300 ms 

debounce). 

Status filter Filter by All, draft, or final. 

Date From / To Filter by exam date range. 

View All Records Click to load all records with full pagination (10 per page). 

 

5.2  Patient History 

Every patient row has a "History" link below their name. Click it to open the Patient History panel on the right sidebar, 

showing every visit for that patient. 

 

From the Patient History panel you can click any past report to view its details, or click New Visit to create a new report 

for the same patient (their details are pre-filled automatically). 
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5.3  Record Actions 

Click any report row to open its detail panel on the right. Available actions depend on your role: 

 

Field / Option Description 

Edit Report Opens the report in the New Report editor. Available to the report's author and admins. 

View Content Shows the raw report text in a modal without headers/footers. 

Print Sends the report to the printer. 

PDF Exports the report as a PDF file. 

Finalize Report Marks a draft report as final. Available to authorized users. 

Delete Report Permanently deletes the report. Admin only. Cannot be undone. 
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6. Report Templates 

Creating and managing reusable report templates 

 

6. Report Templates 
Templates are pre-written report structures organized by exam category. They save time by pre-filling the report editor 

with standard content that you customize per patient. 

 

6.1  Browsing Templates 

The Templates page has a sidebar showing all exam categories. Click a category to filter the list. Use the search box to 

find templates by name. Click a template to preview its content on the right. 

 

The navigator at the bottom of the sidebar lets you page through templates one at a time, or use the dropdown to jump 

directly to a specific template. 

 

6.2  Creating a Template 

Click the + New button in the sidebar header. Fill in: 

 

Field / Option Description 

Template Name * A descriptive name, e.g. "Normal Chest X-Ray" or "Brain MRI — No Acute Findings". 

Category * Must match an existing service category so templates appear when that exam is selected. 

Template Content * The full report text. Use the rich text editor with placeholders. 

 

  Tip 

Categories come from the Services page. If a category is missing, add the service first, then create the template. 

 

   Note 

Deleting a template that is linked to existing patient reports is blocked. You must update or delete those reports first. 
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7. Settings 

Clinic profile, print layout, and system preferences 

 

7. Settings 
  tt n s  s     ss  l   rom t   s     r   ) and is restricted to Admin users. It is organized into five tabs: Clinic Profile, 

License, Backup, Print, and System. 

 

7.1  Clinic Profile 

Configure your clinic's identity. This information appears on every printed report. 

 

Field / Option Description 

Primary Name (English) 

* 
Main clinic name, e.g. "St. Luke's Radiology Center". 

Name in Local Language Secondary name line in Amharic, Arabic, or any language. Displayed below the primary name. 

Slogan / Tagline Optional short tagline shown in the header. 

Address, Phone, Fax, 

Email, Website 
Contact details printed on every report. 

Tax ID / VAT No. Optional tax identification number. 

Ministry / Registration 

No. 
Optional regulatory registration number. 

Default Paper Size A4, Letter, or Legal. 

Custom Print Header 

Text 
Extra accreditation or certification text below the clinic name. 

Clinic Logo Upload a PNG or JPG logo (recommended 300×100 px). Enable/disable in Print settings. 

 

  Done 

Click Save Clinic Profile after making changes. 

 

7.2  Print Settings — Page Setup 

Field / Option Description 

Paper Size A4, Letter (US), or Legal. 

Body Font Family Font used for the report body text (12 professional options). 

Body Font Size Slider from 7 pt to 20 pt. 

Left / Right Margin Side margins in millimeters. 

Body Bottom Margin Bottom margin in millimeters. 

 

7.3  Print Settings — Header 
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The page header is pinned to the top of every page. Body content starts immediately below it — there is never any 

overlap. 

 

Field / Option Description 

Show Header Toggle the header on or off globally. 

Padding Top / Bottom Space inside the header above the clinic name and below the divider line. 

Show Clinic Logo Toggle the logo on/off. Upload the logo in Clinic Profile. 

Logo Position Left, Center, or Right. 

Logo Height Slider from 20 px to 120 px. 

Header Font Family Separate font from the body, applies to all header lines. 

Header Text Alignment Left, Center, Right, or Justify — applies to all header text. 

 

Per-Line Typography 

Each line in the header has its own font size and color control: 

 

Field / Option Description 

① Clinic Name 

(Primary) 
Size and color of the main English clinic name. 

② Local Language 

Name 
Size and color of the Amharic / Arabic name. 

③ Slogan / Tagline Size, color, and italic toggle for the tagline. 

④ Contact Line Size and color for address · phone · fax · email · website. 

⑤ Registration / 

Ministry No. 
Size and color for the registration number. 

⑥ Extra Header Lines Size, color, and additional free-text line. 

 

A Live Preview panel below the controls shows exactly how the header will look before you save. 

 

7.4  Print Settings — Footer 

The footer is pinned to the bottom of every page. Body content never overlaps it. 

 

Field / Option Description 

Show Footer Toggle footer visibility. 

Padding Top / Bottom Internal spacing above and below the footer text. 

Footer Text Main disclaimer or notice text shown on the left. 

Footer Font Family Font for the footer text. 

Footer Font Size Size in pt. 

Footer Text Color Color picker with preset swatches. 

Footer Text Alignment Left, Center, Right, or Justify. 

Right Stamp "Printed: [date] · eRad" shown on the right side. Has its own size and color controls. 

 

A Footer Preview panel shows a real-time preview of the footer layout. 
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7.5  Signature 

Enable or disable the radiologist signature block at the bottom of each report. Upload individual signatures from the 

Us rs p     Us rs → s l  t us r → Uplo      n tur ). 
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8. User Management 

Adding users, assigning roles, and managing credentials 

 

8. User Management 

8.1  User Roles 

eRad has four roles, each with different access levels: 

 

Role Label Access Level 

admin   Admin Full access — manage users, settings, backup, all reports 

radiologist   Radiologist Create & finalize reports, manage templates 

mrt   MRT Create & edit reports, register patients 

receptionist   Receptionist Register patients only, view records 

 

8.2  Adding Users 

Go to Users in the sidebar. Click + Add User — a panel slides in on the right. 

 

Field / Option Description 

Full Name * User's display name. 

Username * Login username — unique, cannot be changed after creation. 

Role * Admin, Radiologist, MRT, or Receptionist. 

PRC License No. Professional license number. Appears on printed reports. 

Print Title Title shown under the user's name on reports, e.g. "Medical Radiologic Technologist" or 
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Field / Option Description 

"Radiologist, MD". Auto-populated based on role. 

Password * Minimum 6 characters (new users only). 

 

  Tip 

To disable a user without deleting them, click the Deactivate button on their card. Inactive users cannot log in but their historical 

reports remain intact. You can reactivate them at any time. 

 

8.3  Digital Signatures 

Radiologists can have a signature image attached to their profile. It appears below the report content when printing, 

above the name and title line. 

 

To upload a signature: go to Users, select the user, then click ✍  Upload Signature. Any image format is accepted. 

Recommended: a transparent-background PNG of the actual handwritten signature, 400×150 px. 

 

  Tip 

En  l  or   s  l  s  n tur  pr nt n   lo  lly  n   tt n s → Pr nt →    n tur . 

 

8.4  Changing Passwords 

Select a user in the Users page, then click   Change Password. If you are changing your own password, you must 

provide your current password first. Admins can change any user's password without knowing the old one. 
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9. Services & Pricing 

Managing your exam catalog and billing rates 

 

9. Services & Pricing 
Services are the exam types available in eRad. They are organized by category (X-Ray, MRI, CT, Ultrasound, etc.) and 

have a set price used for billing. eRad comes with a comprehensive default catalog of 90+ services. 

 

9.1  Managing Services 

Navigate to Services from the sidebar. Use the search bar and category filter to find services. Click + Add Service to 

create a new one. 

 

Field / Option Description 

Service Name * Descriptive name, e.g. "Brain MRI with Contrast". 

Category * X-Ray, MRI, CT, Ultrasound, ECHO, ECG, EEG, or Other. 

Currency ETB (Ethiopian Birr) or USD. 

Price * Numeric price used for billing. 

Sort Order Lower numbers appear first in dropdowns. Default 0. 

Description Optional short description. 

 

  Tip 

Deactivating a service hides it from the New Report dropdown but preserves all historical billing records. Use "Show inactive" 

to view and restore them. 

 

9.2  Categories 

The service category is the link between services and templates. When a service is selected in a report, only templates 

with the matching category are shown in the template dropdown. 

 

  Tip 

To add a new category, simply create a service with a new category name. The category will appear automatically throughout the 

app. 
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10. License & Activation 

Understanding license plans and activating your software 

 

10. License & Activation 

10.1  License Plans 

Plan Code Duration Typical Price (ETB) 

Trial T 14 days Free 

Monthly M 30 days 250 

Quarterly Q 3 months 600 

Biannual H 6 months 1,000 

Annual A 1 year 1,900 

Lifetime L Forever 5,000 

 

  Tip 

Paid license keys stack — activating a new key before expiry extends your current license by the new key's full duration. For 
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example, activating an Annual key 30 days before expiry gives you 365 + 30 days total. 

 

10.2  Activating a License Key 

Go to   tt n s → L   ns  → s roll to "A t v t  L   ns ". Type or paste your license key (format: ERAD-X-

XXXXXXXX-XXXX) and click Activate. 

 

   Note 

Internet access is required for activation. After successful activation, eRad works completely offline — no further internet 

connection is needed. 

 

Contact your supplier via WhatsApp (+251 936 239 911) or email (davesolabay@gmail.com) to obtain a license key. 

Payment options include CBE, BOA, and Telebirr. 

 

10.3  License Transfer to a New Computer 

Each license is tied to one machine. To move eRad to a new PC, follow this checklist: 

 

On the old PC 

1. Go to   tt n s → L   ns  → Tr ns  r to Anot  r Comput r. 

2. Cl  k Export L   ns  → s v  t   . r  k y   l  to   U B  r v . 

3. Cl  k Export All D t   B  kup) → s v  t   . r    k   l  to t   s m  U B  r v . 

 

On the new PC 

4. Install eRad. 

5. Go to   tt n s → L   ns  → Tr ns  r →  l  k Import L   ns . 

6. Select the .eradkey file from the USB drive. 

7. Go to   tt n s → B  kup → R stor  → s l  t t   . r    k   l . 

 

  Done 

After importing the license, eRad will restart. Then restore your backup. All patients, reports, and templates will be exactly as 

before. 
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11. Backup & Restore 

Protecting your data with regular backups 

 

11. Backup & Restore 
eRad stores all data locally on your PC. Regular backups protect against accidental data loss, hardware failure, or 

Windows issues. 

 

11.1  Local Backup 

Go to   tt n s → B  kup. Two    kup  orm ts  r   v  l  l : 

 

Field / Option Description 

.eradbak (Encrypted) Recommended. Encrypted binary format — safe to send or store externally. 

.json (Plain) Human-readable JSON. Useful for data inspection or migration. 

 

   Note 

Save backups to a USB drive, external hard disk, or cloud storage (Google Drive, Dropbox). Backups saved only on the same PC 

are lost if the PC fails. 

 

What Is Backed Up? 

A backup includes ALL data: patients, reports, report templates, users, services, billing records, and settings. Nothing is 

excluded. 

 

11.2  Restoring Data 

Go to   tt n s → B  kup → R stor . Cl  k "C oos  B  kup F l  & R stor "  n  s l  t   . r    k or .json    kup   l . 

 

  Warning 

Restoring PERMANENTLY overwrites all current data with the contents of the backup. Make a new backup of your current data 

before restoring if you might need it. 

 

11.3  Recommended Backup Schedule 

Field / Option Description 

Daily High-volume clinics (20+ reports/day) — backup at end of each day. 

Weekly Moderate volume — backup at end of each working week. 

Before upgrades Always backup before installing a new version of eRad. 

Before restore Always backup current data before restoring from an old backup. 
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12. Troubleshooting & FAQ 

Common questions and how to resolve them 

 

12. Troubleshooting & FAQ 

Q: The app shows a blank white screen on startup. 

Wait 5–10 seconds for the loading spinner. If it persists, close and reopen eRad. If still blank, check that your Windows 

version is up to date. 

 

Q: I forgot my admin password. 

There is no self-service password reset. Contact your eRad supplier and provide your M    n  ID    tt n s → L   ns ). 

A database reset may be required. 

 

Q: "This license key is already activated on another computer." 

E    l   ns  k y works on on  m    n  only. Us  t   L   ns  Tr ns  r work low    tt n s → L   ns  → Tr ns  r) to 

move your license to the new PC. If the old PC is no longer available, contact your supplier. 

 

Q: "Cannot connect to license server" during activation. 

Check your internet connection. Disable any firewall or antivirus that may be blocking outbound HTTPS connections to 

erad.doxhall.com. 

 

Q: Print preview is blank or shows only the header. 

Save the report first (Draft or Finalize), then open Preview again. Unsaved content cannot be previewed. 

 

Q: Lists (bullets/numbering) look correct in the editor but not in print. 

T  s  s   known qu rk o  som  ol  r syst m  onts. Try    n  n  t   Bo y Font F m ly  n   tt n s → Pr nt → P    

Setup to Times New Roman or Georgia. 

 

Q: Images in the header (logo) are not showing in the preview. 

Make sure the logo file still exists at the path it was uploaded from. If the file was moved or deleted, re-upload it from 

  tt n s → Cl n   Pro  l  → Uplo   Lo o. 

 

Q: The app is slow when searching records. 

eRad is optimized for fast search. If you have thousands of records, make sure your PC meets the minimum RAM 

requirement (4 GB). Close other heavy applications. 

 

Q: How do I add a second radiologist? 

Go to Us rs → A   Us r.   t t   rol  to R   olo  st. E    us r   s t   r own lo  n, r ports,  n  opt on l s  n tur  

image. 

 

Q: Can two users log in at the same time? 

eRad is a single-user desktop application — only one user can be logged in per PC instance. Multiple PCs in the same 

clinic each need their own license. 
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Q: Where is my data stored? 

All data is stored in C:\ProgramData\eRad\ on Windows. You   n op n t  s  ol  r  rom   tt n s →  yst m → Op n 

Data Folder. 

 

Q: How do I update eRad to a new version? 

Download the new installer from erad.doxhall.com and run it. Your data is preserved. Always backup first before 

updating. 

 

 

Getting Support 

Field / Option Description 

WhatsApp +251 936 239 911 

Email davesolabay@gmail.com 

Website https://erad.doxhall.com 

Machine ID   tt n s → L   ns  → M    n  ID   lw ys  n lu   w  n  ont  t n  support) 
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