STIOffice – Guardian+ and Medical Information
About Guardian+ Information
This menu contains information about students' parents (referred to as Guardians), emergency contacts and/or other relatives. 
Select a student in Student Desktop or Add/Edit Student Information and click the Guardian+ button to view or enter this information. The Guardians+ menu will appear, with three tabs used to view the records:
· Guardians tab: This tab displays each person who has been entered as a Guardian of the selected student. More than one guardian may be entered, but the person who is assigned a Priority of 1 will be listed as the Primary Contact on student reports. 

· Emergency Contacts tab: This tab displays each person who has been entered as an Emergency Contact of the selected student. Functionality is similar to that of the Guardian tab. 

· Other tab: This tab displays all other individuals, including Doctors or any user-defined types. Functionality is similar to that of the Guardian tab. 

Inserting a New Guardian+ Record
To insert a new Guardian or any other type of contact record, do the following:

· In the Guardian+ menu, click the Insert button in the lower left corner. 
· Select the Type of contact (Guardian, Emergency Contact, Doctor, or a user-defined type). 
· Select the Priority to give this contact. Each person linked to a student receives a Priority value. This value determines the order in which the person is listed in the Guardian+ menu, with any individual who has a Priority of 1 appearing at the top of the list.

· By default, this field will fill in with the chronological value of the particular entry. In other words, the first Guardian record created for a student by the user will receive a Priority of 1 and the second Guardian record created will receive a Priority of 2, etc.; then the first Emergency Contact will receive a Priority of 1, and so forth. 
The default Priority value may be changed if desired, but there can only be one person listed with a Priority of 1. Whoever is designated as Priority 1 will be designated as such in any relevant student reports. 
· If the individual already exists in the database, click the Select button at the top of the menu. In the Person List that appears, double-click on the individual to copy the information into the new record. This will save time when records are created for siblings or for students who use the same doctor, etc. 
The Person List contains all Guardian 1 records that have been created for all students.

· Fill in the information fields onscreen, pressing the Tab key to move from field to field. After the Last Name and First Name fields have been filled in, the Name$ field will be automatically completed. Middle Name is optional. 
When printing mailing labels addressed to Guardians, the name that appears on the label is drawn from the Name$ field. If salutations are desired, include them in the Name$ field (for example, type Mr. & Mrs. Joe Smith). 
· Address$, City$, State$, Zip$ and Phone$: These fields can be automatically filled in with information drawn from the selected student’s demographic record. To do this:

· Click in or tab down to the Address$ field and press the F12 key on the keyboard. The student’s own full address and phone number will be copied directly from the student’s record. 
· Enter other information in the appropriate fields.

· Select the Mailings box if you are using the Check Mailings switch when printing reports for both custodial and non-custodial parents. 
· Click OK to save the record.

· After a record has been saved, you may reopen the record and enter information via the Contacts and Addresses buttons, located at the bottom of the menu. 

· Click the Contacts button to insert additional means of contact with the individual, such as Pager or Cell Phone number. 
· Click the Addresses button to enter additional address for the individual. 
Changing or Deleting a Guardian+ Record
· Select any record and click Change to modify data for that record. 
· Select a record and click Delete to remove the record from the database. 

Medical Information
Immunizations

To create new immunization records perform the following steps:

1.
Choose Utilities – Code Maintenance – Most Codes.

2.
Under the Medical section, select Immunizations.

3.
Click Insert to add an immunization. 

4.
Click Edit to change an immunization.

5.
Click Delete to delete an existing immunization.

Inoculation Guidelines

To enter Inoculation Guidelines, perform the following steps:

1.
Choose Utilities – Code Maintenance – Immunization Guidelines.

2.
Click Insert to add new guidelines for the selected immunization.

3.
Enter the total number of doses required for this immunization.

4.
Enter the Minimum Age for the first shot in the series

5.
Enter the Minimum Interval between each shot within the series.

6.
Enter the Minimum Booster Age for the final shot in the series.

7.
Enter the Minimum Booster Interval between the next to last shot in the series and the final shot in the series, which is considered the booster.

5. If a different shot will satisfy the requirements for this shot (as in the case of measles, mumps, rubella and MMR) select the shot to defer to in the drop down list.

6. Click OK.

Student Medical Records

This is where all medical information is entered for the student.  To access the medical information, perform the following steps:

1.
Choose either Students – Desktop, or Students – Add/Edit Student Information.

2.
Locate the student and click the Medical button.

Medical Records Tab

The Medical Record tab is where the basic medical information is entered such as height, weight, etc.  

1.
Doctor and Emergency Contact information is displayed if entered on the students Guardian+ button.

2.
Place a check mark next to Special Alert will enable a syringe icon on the student’s desktop screen.

Page 2 Tab

The Page 2 tab includes Vision and Hearing test results, TB, Hepatitis and Lice information as well as the preferred hospital.

Page 3 Tab

The Page 3 tab includes fields for Medications, Allergies, Growth, Scoliosis and Referrals.

Immunizations Tab

The Immunizations Tab includes shot records and dates for the student.

1.
Click Insert at the top of the screen to create a new immunization record for the student.

2.
Select the shot to add. If compliance for this shot is to be overridden because of religious objection, the student had the disease, etc. click Immunization Override.  Make a note of why the shot has been overridden and click OK.

3.
Highlight an immunization and click Change to enter an override on an existing shot.

4.
Highlight an immunization and click Delete to delete the shot record and all corresponding dates.

Once inoculation records have been created, enter dates by performing the following steps:

1.
Highlight the shot for which dates are to be entered.

2.
Type the first date in the date field.

3.
Click the Insert button to add the date.

4.
To delete a date, select it from the list of shot dates and click the Delete button.

5. Click OK. 

Immunization Compliance
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· An option to check Guidelines. 

· An option to check against Time Elapsed; prints students who have not had the selected immunization since a certain date. This allows the user to generate a report on students that has not had a particular immunization since a particular date. 
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