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5 Minute Guide to Easy Health Stats

This section is for people who hate reading mandiatiescribes the best
features of Easy Health Stats and how to use thesedonds.

For more information consult the relevant partthad manual.

Entering a new Client
To enter a new client it is best to search for thiesn,

1. Click in the ™! = Find Box.

2. Type the name of the client to be found andptkeenter key on the

keyboard.
A list of clients with that name will appear.

Find [Mickey L=

Micke_l,l b ouize

Cancel | = || Select |

3. If the client is not listed then clidkew. An empty client screen will
appear.

4. Remember to cIicE Save to save the information.

Finding a Client
To find a client,
e (=] Find Box.

1. Click in the
2. Type the name of the client to be found andptkeenter key on the

keyboard.
A list of clients with that name will appear.

Find [Mickey L=

Micke_l,l b ouize

Cancel | = || Select |

4. If more than one client appears, click on the containing the client.
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Entering a new Assessment
To create a new Assessment,

1. If the is task to be recorded against a pddratlient then find and select
the client. (Instructions shown above)

2. Click in the Date Column on the Event Grid aetkct a date.

3. Click on the@. Patient Assessment Button.
4. Enter the details of the assessment.
5. Press th&nter Key or Click theOK Button to save the new task

Assigning a task to someone else
To reassign a task to someone else,
1. Use the right mouse button to click on the thsi is to be reassigned.

This gives a shortcut menu.
Open Event

Assign ko
Create Task

Delete

Paste

Zancel Menu

2. Select thé\ssign to choice by holding the mouse pointer over it. (Bhier

no need to click on it)
A list of users vgiululwpgpuput from this list

Open Event =TT
Assign ko Adrmin
Create Task, James

Mew
Delete o

Paste

Cancel Menu

3. Click (using any mouse button) on the User ictv the task is to be
reassigned.

The task will disappear indicating that the task haen sent to the selected
user.

Completing a task
To complete a task,

s
1. Click theﬂ My Tasks Button to open the My Tasks Window.
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2. Click in the blank box next to the left of ttask.

Drescription

[ Hurnpty Durnpky

[~ Humpty Dumpky Collect Meds

[ Pepper Peter See zue about thiz one
[~ The Computer Adwvizer  think

The task will disappear, as it no longer needduktdisplayed.

Writing a letter

Easy Health Stats offers a quick way of addresantydating a letter to a
client.

Writing to the client directly
To write a letter to the client,

1. Find and select the client using the find tégha@ shown above.

2. Click on the _=tehead | gocument template button on the toolbar. (The
buttons on your screen may have different names)

Easy Health Stats will now switch to the word pissgg and create a new
document using this template. The letter will beoenatically addressed and
dated with the current date.

The letter may now be completed.

Note: Easy Health Stats will automatically record thégteéer was written to
the client.

The Philosophy

Contacts & Events
Easy Health Stats recordsntacts and the interaction organisations have with
the contacts. These interactions are @ahts. Examples of events are,

Tasks - Things that need to be done for or abauttimtact.,
Reminders — Reminder of things that need doinghfercontact,
Incoming call — A incoming call about or from thentact,
Assessment — An assessment of the client’s hea#ti:
Attachment — a document that is attached to théacofile.

There are other event types and it is also postideld your own.
All events must belong to a contact.
A contact many have many events.
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The Screen

Easy Health Stats is a multiple document inter{fé¢®l) application. As such
users can have open many windows simultaneoudlydimg opening several

clients and events.

The Contact Window

% Humpty Dumpty

URN 123456783
Title: hr

Given \Humpt}l
Sumame ‘Dumply
Addreszs |12 High 5t

Suburb LALMCESTON -

Phane 123456

Mobile

Fax

Ernail [

Date of Birth 12/021941 «

Entry Source ‘ j
RACF Patient r

Current Outreach Client [

Inactive r

Deceased r

Date ‘ Event Tyupe | Description |Assigned
2040272011 Task Collect Meds Jamesz
214020201 Azzessment Breathing Difficulty James
2140272011 ‘whrote Letter to RACF James
214020201 Completed Task  This tagk iz 20 long that it flows across many lines.  James
But even so it is still easy to read. Long Descriptions
may be entered
2402201 Completed Task James
~

The contact window is divided into two sides. Tat side stores information

about the client, such as name address and phbeeight side of the
window is made up of a grid which lists the cliehistory.
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The Events Window

o Humpty Dumpty - Task

Event Type Task

Dezcription

Collect Meds

Drate

2040242011 =

Azzigned |James

Time T aken [Minz] 0

[v

Set a Reminder

=]

Date for Reminder  [4/03/2011 -

Cancel

Drate Due -

o

The events windows appearance can change depamubmghe type of event.

# Humpty Dumpty - Assessment

Event Type Assessment

Description

Ereathing Difficulty

Date

21/02/2011 =

Assigned ,m
Timne Taken [Mins) 50

Set a Reminder 2

Date for Reminder  |4/03/2011

Date Due -

Agsessment
Outreach I
Admitted v
Outcome |Haferred to ACAT j
Length of Stay ’75
Fall | j
Transferred To | j
Discharged To |Dischargad to with HALT Outreach ﬂ

KPls

Reterred To

w| Caie co-ordination
G ave education/information

Post dizcharge follow up
v Prevented DEM presentation
v Prevented hospital admiszion
Prevented autpatient wizit
tion within 28 days

Prevented re-pr
| F educed length of

Continence Murse
Disbetes Clinic
Dietician
Occupational therapy
v Physiotherapy
Fegistered Murze
Registrar
Social worker
| S peech Patholo

LCancel

]

A non Outreach Assessment
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% Humpty Dumpty - Assessment

Event Type Assessment Azzessment
. KPls -ardinati
Description Outreach v ] Care oo ordln.atlon .
- — Gave education/information.
Braathing Difficuty Post discharge follow up
Wisit Type Mursing - v Prevented DEM presentation
v Prevented hospital admission
Dischargs Reason  [No futher Input Flequied Prevented outpatient vist
Prevented re-presentation within 28 days
IR educed length of stay

Intervention

Date  [21/02/2011 w|  DateDue R
Azsigned | ames -
Time Taken (Minz] 50

Set a Reminder v

Date for Reminder [4/03/2011

LCancel | oK |

An Outreach Assessment

Data Entry

Entering Dates

In addition to simply typing in a date there aredlether ways to enter dates in Easy
Health Stats.

Date of Birth |12£D2£1 941 -

Calendar entry
Clicking the drop down arrow will display a calemnda

|Febluar_l,l j |'|94'| ﬂ I

S M TW T F S

1
2 34567 8
910 11 [1I313 14 15
16 1718 13 20 21 22
23 2425 26 27 28

T Abort

Quick Key Date entry
When in a date field, these keys will perform tbkoiwing actions

* Press th@ key. This will enter the current date.
» Press the key. This will advance the date by 1 day.
» Press the key. This will decrement the date by 1 day.
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Special Events

Task Event

A Task event is a to do item. It will display irethly Tasks Window of the
user who is responsible for it.

Reminder Event

A reminder event is similar to an alarm. It existsemind a user to perform
some action.

To add a reminder event,
1. Open the Contacts record.

2. Click thé@ Add a Reminder Button.

# bob builder - Reminder g@@l

Event Type Feminder

Drescription
Fallow upl

Date 2R/02/2011 = Date Due —_|,

Agzigned | A dmin j

Time T aken [Minz]

=

Drate for Beminder  [4/03/2011 - i

Cancel ‘ ok

This will display the reminder event window.
3. Enter a description and a date for the reminder

Assessment Event

An assessment event records the details of arvieteand assessment of a
patient.

Attaching Documents

Easy Health Stats can attach any file to a contactyd. It could be a picture,
a word document, x-ray, spreadsheet or a scanredront.
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To attach a document to a contact,
4. Open the Contacts record.

5. Click the @ Attach Document Button.
6. Use the Open Dialog to locate the file to liachted.

Lists
There are a number of dropdown lists and checkistxih Easy Health Stats.
All of these lists may be altered, or have lisingeremoved or added.

Access to most lists is limited to those users withinistrative access in
Easy Health Stats. Sékser List Below.

£ M= % Discharged C]
Outcome Inactive Dizcharged Inactive
p |Dizgcharged with TCP [m] » |Dizcharged back to ACF [m]
= |Further discharge planing o WaARD O " |Discharged From DEM with no additional support m}
= Mo Further HALT input O " |Dizcharged to ACF [new placement) m}
~|Patient Deceazed O T iDischarged to respite from DEM O
" |Patient Self Discharged T |Discharged to with HALT Outreach O
" |Refered to ACAT O T |Discharged with ACAT referal from DEM m}
~|Remains inpatient with ongoing HALT input O ~|Dizcharged with additional services fram DEM m}
I m 2 m
(Pls L
KPID |KFI Inactive % Yisit Type A =
p 7 Care co-ordination [m] VisitType B
i Gave education/information. O b |Medical O
13 Past dizcharge follow up [m] T IMursing m}
=it Frevented DEM presentation O = |Occupational Therapy [}
it Prevented hospital admission ] = |Physiotherapy [m}
[T 8 Frevented outpatient visit O T | Social work O
T4 Frevented re-presentation within 28 daps m] = |Speech Pathalaay O
= Fieduced length of stay O a O
s O

Samples of some of thelists

Lists may be accessed from the Lists menu on theuNBar.

Add a New list item
To add a new list item, simply type it on the lase of the list.

To delete a list item

To remove a list item, tick the inactive columntioé list item. This will cause
it not to be displayed in the screens so thattdma can no longer be selected
but it will still be reported on for existing reats that have that list item
selected.
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User List

Uszemame | riitials Adriniztrator |nactive
AD O

Jay Jamesz B
Steve Shd O
O

O®E OO

The user list controls who has access to Easy M&adtts. If a user is not
listed in this screen, then they will not have asc® the Easy Health Stats.

Create a New User
To create a new user

1. Click into the last line of the Users Grid, etUsername Column.

2. Enter the users Username. That is the usernaahéhie user users to
log onto the computer.

3. Enter the users name and Initials.
4. Close the user list or click on another cebawe the last cell entered.
The new user should now be able to start Easy h&adtts.

Administrators

Administrators are a special type of user. Admraistrs can modify the drop
down lists and check box lists used in Easy Hea#ts. For this reason it is
wise to restrict use of the Administrator accoun$enior staff or a manager.

It is recommended to only have 1 Administrator fluss a backup in the case
of leave. The backup administrator should NOT be& administrative
access to alter lists unless the permanent admaitusis absent.

Lists should really only be altered after much dsston and agreement within
the organisation. Having to many staff alter lss result in the following
kind of list.

Nursing
Phisyo

Socail Work
Physiotherapy
Social Work
Pysiotherapy

Notice that there are two entries for social wankl ¢hree for Physiotherapy.
This would result in three rows of statistics faryBiotherapy wre only one
row is required.
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Tracking Tasks

There are two ways to track tasks. Users can digpkir own tasks through
the My Tasks Window, or they can see the taskyefy@ne in the system via

the outstanding tasks report.

My Tasks
To view your own tasks,

e
1. Click the2=d My Tasks Button to open the My Tasks Window or from

the menu bar seletiists, My Tasks.

Dezcription

[~ Humpty Durmpy

[ Hurnpty Durnpky Collect Meds

[~ Pepper Peter See sue about this one
[ The Computer Advizer  think

This will open the My Tasks Window

Open the task and client from My Tasks
To open the details of the task,

1. Right Click on the task.

I MHame [ escriptian
[~ Humpty Dumpty
[~ Humpty Dumpty Callect Meds
[~ Pepper Peter Open Event &
[T The Computer Adviser Assign ko 4

Delete

Cancel Menu

This will display the right click menu.
2. Select Open Event.

© Jay Burleigh
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Completing a task
1. Click in the blank box next to the left of ttaesk.

M ame Drescription Cue by
[ Hurnpty Durnpky
[~ Humpty Dumpky Collect Meds
[ Pepper Peter See zue about thiz one
[~ The Computer Adwvizer  think

The task will disappear, as it is no longer nedddae displayed. The event
will no longer be a task but will be a completeskta

Assigning a task to someone else
To reassign a task to someone else,

4. Use the right mouse button to click on the task is to be reassigned.
This gives a shortcut menu.
Open Event

Assign ko
Create Task

Delete

Paste
Zancel Menu

5. Select théssign to choice by holding the mouse pointer over it. (Bhier

no need to click on it)
A list of users Vl’i,l.LE‘.?.E’HP“t from this list

Open Event | Brraathing MU
Assign ko Admin
Create Task, James

e
Delete
Paste
Zancel Menu

6. Click (using any mouse button) on the User hictv the task is to be
reassigned.

The task will disappear indicating that the task been sent to the selected
user.

Reports

Reports can be accessed from the Menu bar, Rederts

© Jay Burleigh 13
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Zooming

Some reports have the ability to zoom directlyht® $source data. Typically
these are the non summary type reports.

The Contacts report is an example of a zoom-alplerte

[ Marme | Addd | add? [ Adda |  Swbub | Phons | Mobie | Ernail |
- — VT - .. ———— 1
T ——— - . - — - ——
— T — - - - .

— T —— -— — -
W— e e — — -
. m— - ——— = — J
- — -— - - —_—
— - —— - ———— - —

=

Moving the mouse pointer over a zoom-able repaditcause the pointer to
changeto a h? Arrow and Question mark.

Clicking anywhere on a line with this icon will cgaiEasy Health Stats to

open the detail screen for the data. In the casieeoContacts report this will
be the client screen.

Quick Dates

Some reports allow the selection of a range ofsddte make this task easier,
Easy Health Stats has entered a number of comneselpctions of date
ranges so that they may be quickly selected.

BEIERY | ot /eck | From [13/02/2011 | To [19/02/2011 || Go | ﬂ
Ea

All
L__De All Future I 172E |
17401 oday rd Azsezzment
T ommorow
“'esterday
Mest 7 days
Mext 30 days
Thiz Manth b

Export to Excel
Any report or list may be exported to Excel.
To export a report,

1. Click theﬂ Export Report Button.

© Jay Burleigh 14
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Dealing with Duplicate clients

Occasionally the same individual may be enterenl lt#tsy Health Stats more
than once. To avoid thisefore entering a new client it is best to search for
them firdt.

Protection against duplicate

Easy Health Stats will automatically detect if #hés another contact with the
same given and surname entered on the system th#hef saving a new
record. A warning message will be displayed

Easy Health Stats

L E Warning! Record has been saved but there is another contact with the same name already on the syskem,
L3

Even so duplicate entries for clients can findrth&y into the system.

Searching for Duplicates
To find possible duplicates,

1. From the menu bar sel@abols, Find Duplicate Names.
This will display all the duplicate names in Easyaith Stats.

G Duplicate Names E| @| PX|

Surname I Given I Businesz Mame | Addrl I Addr |
Blogo= Geaff
Bloggz [Zenff
Dumpty Humpty
Dumpty Humpty 12 High 5t

Fixing the Duplicates

The easiest way to fix duplicates is to amalgarttegen. Amalgamating to
clients’ records will amalgamate all events fronthbdients.

To amalgamate two clients,

© Jay Burleigh 15
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1. From the menu bar sel@abols, Amalgamate Two Clientsinto One.
This will start the Amalgamate wizard.

Amalgamate

Thiz Wizard is used to remove duplicate clients from the databaze. [t will attach the tasks and
events friom one client to another client, 1t will then remove the duplicate chent.

Mewut -

2. ClickNext to begin
3. The next step is displayed.

Amalgamate
Select the client which will be kept,

Thiz client will have the nest clients records added.

Diumpty Humpty: Fef 1016
Diurmpty Hurnpty;, (Ref 10010

-

Select the client whose client record is to be leeyl then clickNext

4. The next step is displayed.

Amalgamate

Select the client which will be merged.
Upon completetion of merge this client will be deleted.

| i |

Select the client who will be merged and thenkchiext
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5. A summary of your choices is displayed.

Amalgamate

The tazkz and eventz of chent : Dumpty Humpty; <Ref 1010

Wwill be merged inta client : Durmpty Humpty: Ref 1016

Upon completion client: Dumpty Humpty: :Ref 1010 will be delsted.

£-Prev Exit

Click Finish to proceed with the merge.

Writing Letters

It is possible to write letters to contacts dirgdtbm within Easy Health Stats.
To create a letter,

1. Open the contact’s record.

2. Click the =" | | etterhead Button. This Button may be named
differently on your system.

A letter will be started, complete with today’s éaind the name & address
of the contact.

Envelopes
It is possible to create envelopes to contactctiyérom within Easy Health
Stats.

To create an envelope,
3. Open the contact’s record.

Click theJ% Envelope Button.
An envelope will be created, complete with the n&realdress of the contact.
Templates

Editing a template or envelope for use with Easy Health Stats

Templates are the basis for which Easy Health 8t#s to create its
automatic documents such as letters, filenotesandlopes
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To modify a template,

1. ClickTools, Edit Templates.

2. Click the template that is to be modified.

3. ClickOpen.

3. Make the changes that are required and savernhaate.

Modifying a template for use with Easy Health Stats

In order for a template to be used with the EasgltHeStats program it needs
some modifications.

To modify a template,

1. Open the template in Microsoft Word.

2. Select all of the Text. PreSIRL A

3. Copy the text

3. Open an existing Easy Health Stats template.
4. Choosédit, Paste.

ClickFile, Save As

Enter a new name for the template

Open Easy Health Stats.

© ©o oo 0

On the Menu bar select View, Options.

10. Enter the name of the template in the templatea.The template is now
ready for use.

Tip: For an example, examine the template, which comitbsEasy Health
Stats.
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