How to use the new inpatient sign-outfile
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Reason:

We have been using a Microsoft word document with tabulate format for signing out in the past. The major problem with this is that WORD does not allow concurrent editing. Say, while resident A is modifying some information, the rest of the crew can not make any changes to the sign out file. The nightmare scenario is that someone opens the sign-out document then forgets to close it, now everyone is locked out. 
To overcome this problem, I prototyped the sign-out with a Microsoft Access database and it has worked fine so far with us. The following is the steps for transitioning from the MS WORD to the MS ACCESS sign-out.

The location:

The sign-out file still located at the same location as before: 

 
S:\Scanned Images\Signout.mdb
Please note the file extension is mdb, not doc anymore.

Operations:

· Open the file.

1. As usual, find the file mentioned above, double click it to open.  

2. You may encounter the following prompt screen. Just click the “NO” button to ignore the security warning.
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3. Then you may see the following prompt. Click the “Open” button to make it go away.
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4. Now you will see the following screen or something similar. Please notice that there is a small “Forms” panel in the big left side panel. Below it is the “Reports” panel. If the “Forms” panel is not highlighted, click it should give you the following screen.
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Figure 1: Main Database Screen.
· Add a new patient:

1. Double click on the highlighted “Patients: Add or Edit” as in the above picture. You will get the following screen. Please notice the arrows at the right lower bottom corner. They will let you navigate through the whole list. Another way to navigate is to maximize the windows in the following picture. Then you can use the mouse to scroll up and down each patient easily.
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2. Notice at the bottom, there is an arrow with “*” next to it. Click on it will give you a new place to input the new patient information. Like the following screen.
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3. Add the information as you do in MS WORD. In order to sort the patient by their location, please type the location as the first line in the Patient box.

4. Once you are done with everything, you can simply close the “Patients: add or Edit window” to exit the edit mode.
· Edit a patient

1. Similar to add new patient, you open the “Patients: add or Edit” form and navigate to the patient you are interested in, and make any changes as you wish. 
Then simply close the form to exit.

2. Please note: After you make some changes, you do not need explicitly save them. They should be automatically saved to the database. If you click the “Save” button from the menu bar while another person is making changes, you will get a message saying something like this. “You may not save any design changes to the form…..” Please just ignore it.
· Discharge a patient

1. Like edit a patient, you open the “Patients: add or Edit” form and navigate to the patient you are interested in.

2. Change the “status” from the dropdown list to “Discharged”. This will make the patient disappear from the printout report later on. 

3. If you do want the patient show up on the report, you may change the status to “Discharging”. This will keep the patient on the report list.

4. If you accidentally put the patient into discharged status and later on you need to put him/her back on report, you may go to the patients table and find the patient, then manually change the status there to “Discharging” or “Inpatient” in order to bring that patient back.

5. All the patient disappeared from the report still exist in the database. They are not deleted permanently like before.
· Generate and print the report

1. Once you finished you add or edit.

2. Click on the “Reports” panel in figure I as mentioned above. You will get the following screen.
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Figure 2: Report Screen
3. Double click on the “Inpatient List” report as highlighted above and you will see your report.
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4. Press “Ctrl” and “P” on the keyboard should bring up the following screen to let you print the report. Another way to find the print screen is click the “File” menu, then the “Print…” menu item.
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Advanced Features:
· Change the report header
1. You may need to change the resident/staff information located at the top of the first page of the report.  Right click on the “Inpatient List” report in the figure 2: the report screen and you will get the following screen.
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2. Click on the design view item as indicate above, you will see the following screen.
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3. Double click wherever you want to change, make the change and then save it. Reopen the report and you should see the information updated.

· Make a short cut to this sign-out file to your desktop:
1. Find the sign-out file and highlight it by click on it.

2. Press keyboard combination “CTRL + C”.

3. Now, point your mouse to your desktop and right click. You should see a popup menu item “paste shortcut.” Select that will leave a shortcut on your desktop.

Support:

· No official technic support available.
· You may page Brian @ 9019 if have any question.
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