STIHealth – Medical Tracking

Overview

Student health information is entered in Student Desktop. Here you may also view student demographic information that is drawn from STIOffice.

Student Data Entry

· In the main menu, select Student Desktop.

· Click the Lookup button to select the student you wish to work with.

· Highlight the student record and click Select, or double-click the student record.

· To enter information for a student, click the appropriate button under General Information or Screenings. 

· When the health item menu (Allergy Tracking, Daily Log, etc.) appears, click Insert to add a new record. Enter all applicable information and click the Save icon when finished. 

· To modify a record in any health item menu in Student Desktop, highlight the record and click Change. 

· To remove a record from any health item menu in Student Desktop, highlight the record and click Delete. 

Batch Screening

This procedure enables you to apply any screening information to multiple students by using user-defined groups.

Perform the following steps to use this utility:

· In the main menu, select Tools Desktop, then click Batch Maintenance. The Filter Wizard menu will appear. 

· All students in the STIOffice database are listed in the top browse box. The bottom browse box is the filter list. All students who are added to the filter list will be included in the group you are creating.

· You may add students to the filter list by one of two ways:

1. Left-click individual student records in the student list (the top browse box) and drag each one to the bottom box. 

2. Build a batch for automatic filter building. To do this, select the type of Range Setup (either Home Room or Grade), then click Build Filter. Enter the home room number or grade level, then click OK. 

· When the filter list contains all desired students for the current group, click the Next button. 

· Use the drop-down lists to select the Examiner, Action and Results for the majority of students in the group. Click the Next button to continue.

· In the Screening Pages menu, select the appropriate screening tab(s) and enter all applicable information for the majority of students in the group. Click the Next button to continue.

· The Process and Print menu will appear. To view the batch you have created, click View Batch. You may print this information by clicking the Printer icon below the batch list in the View Batch menu, or by clicking the Print Batch Alpha Listing button in the Process and Print menu. 

· To attach the screening information you have entered to all student records in the batch, click the Process Batch button.

· Click the Finish button when done. 

Exporting / Importing Health Data

When students move from school to school, the Export / Import utilities are used to transfer applicable student health data between schools. 

The school that the student is leaving will create an export file and send it to the school that is receiving the student. The file should be saved to a floppy diskette and sent to the receiving school. Once the file has been transferred, the receiving school will run the import procedure on the file received. 

Exporting Health Data

· In the main menu, click the Tools Desktop icon. 

· Click the Export Information button. The Export Filter menu will appear, displaying a list of all students in the STIOffice database.

· To select a small number of student records for export, click and drag each record from the top box to the lower box. 

· To select a larger group of student records for export, select a Range Setup parameter (Home Room or Grade) and click the Build Batch button. Enter the appropriate range.

· Verify that all selected students appear in the Filter list at the bottom of the menu, then click Continue. 

· Select the drive letter of the floppy to which you wish to export the data file. Typically, this would be A:\. 

· All health information files are selected by default. Uncheck any files you do not wish to export. 

·  Insert a floppy diskette into your disk drive, then click the Export Procedure icon. Click Continue when prompted. The data will be copied to disk or any other specified location as a compressed, self-extracting ZIP file.

· Exit when finished. 

Importing Health Data

· At the receiving school, insert the floppy diskette into your disk drive. 

· In the main menu, click the Tools icon, then click Import Information. 

· All health information files are selected for import by default. Uncheck any files you do not wish to import. 

· Select the drive letter, which will typically be A:\. Click the Import Procedure icon. 

· Exit when finished. 

Phone Directory

This procedure enables you to create a phone directory with multiple number entries for each contact in the system. 

Perform the following steps to use this functionality:

· In the main menu, click the Phone Directory. 

·  To create a new Contact, click the Insert button. Enter all pertinent information and click the OK button to save.

· To modify Contact information, highlight the record you wish to modify and click the Change button. Once modifications have been made, click the OK button to save.

· To remove Contact information, highlight the record you wish to delete and click the Delete button. 

· To enter a number for a Contact, highlight the Contact and click the Insert button at the bottom of the screen.

· Select the type of number you are entering and enter the number. Once you have entered the number, click OK button to save.

· To modify a number, highlight the number you wish to modify and click the Change button. Once modifications have been made, click the OK button to save.

· To remove a number, highlight the number you wish to delete and click the Delete button. 

Health Information

This icon allows read only access to the guardian and emergency contact information entered in STIOffice. It also allows read only access to a summary of a student’s insurance, screening, and medication information. 

Perform the following steps to use this functionality:

· In the main menu, click Health Information.

· To access read only information on a student, highlight the student’s name on the left side of the screen.

· All information on the right side of the screen pertains to the highlighted student.

· To access additional information on a student, click the tabs at the bottom of the right side of the screen.

· You may also access the phone directory by clicking on the Phone icon on the screen.

Report Desktop

This icon allows a variation of reports to be printed based on the information entered in the STIHealth program. Each report will give you the opportunity to preview the report or send it straight to the printer. You can also send the report to the printer once it has been previewed.

Perform the following steps to use this functionality:

· In the main menu, click Reports Desktop.

· To print a report, click the button of the report you wish to print.

· If a report is based on a date range, the dates must be entered before the report can be generated.

· If a report has filtering capabilities, the default for the report includes all students. If you wish to filter out certain students, highlight the appropriate data elements to include only the students you wish to include on the report.

· There are six tabs on the Reports Desktop screen to access various report.

· To print a cumulative health card for  student or group of students, click the Cumulative Card button in the bottom left of the Reports Desktop screen.

Quick Entry

This procedure allows for the quick entry of immunization shot records. 

Perform the following steps to use this functionality:

· In the main menu, click Quick Entry.

· To enter immunization shot records, click the Immunization button.

· To setup the quick entry of shot records, check or uncheck the options in the setup box in the top left of the screen. If you place a check in the box next to Type Field, the shot types will be cleared once you process the records for a student. . If you place a check in the box next to Date Field, the shot dates will be cleared once you process the records for a student. 

· To enter information for a student, highlight the student’s name in the list. To enter general information for the student, populate the fields in the general information section. 

· To enter shot records for the highlighted student, drag the shot you wish to enter from the list to one of the five shot type fields at the bottom of the screen. Enter as many as eight dates for each shot type and click the Process Immunization Record(s) button at the top right of the screen. 
Utility Desktop

This procedure allows you to enter employees and change health codes. 

Perform the following steps to use this functionality:

· In the main menu, click the Utilities icon.

· To add/edit employees, click the Employee button and then click Insert.

· All employees entered in STIOffice will be listed. Select an employee to create an STIHealth record for that employee. 

· To modify health codes, click the Codes button. 
· To add codes, select the appropriate tab and click Insert.

· To preview or print codes in the code desktop, click the Desk icon on the bottom right and then click the appropriate bank.

Inquiry Desktop

This procedure allows you to view student illness and shot record activity.

Perform the following steps to use this functionality:

· In the main menu, click the Inquiry desktop

· To access student illness, click Daily Log.

· To access activity of shot records, click Immunizations | Shot Information. 
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