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INTRODUCTION TO RPMS

The Indian Health Service Resource Patient Management (RPMS) is designed to meet the varying needs of the Indian Health Service and Tribal hospitals and clinics throughout the United States including Alaska. The RPMS is a decentralized automated information system that unlike many commercial software applications is made up of several integrated software applications that can function alone if necessary. The software applications that make up the RPMS operate with a single data base structure so that information need only be entered once to be available for all users. 
The objectives of the Resource Patient Management System are to provide information processing capability directly to the end users to support their administrative and health care programs; and to collect core information for a national data base. The goal of the RPMS is to provide meaningful and rapid access to information for direct support of health care delivery and resource management.  Professionals in American Indian, Alaska Native, and private sector health facilities use RPMS every day to efficiently manage programs, maximize revenue generation, and most important, to provide high-quality care for patients.
RPMS software applications have been, and continue to be, customized and enhanced based on requests and input from users throughout the entire Indian Healthcare system — people who use and depend on the applications, reports and information every day. As the foundation of the Indian Health information technology support system, RPMS is critical.
SECURITY AND USER IDENTIFICATION

Every employee is responsible for protecting the security of information stored in Automatic Data Processing (ADP) systems.

· The computers should not be left unattended while it’s on.

· Log off each time you leave your computer unattended.

· Do not forget that to keep out of view all printouts, computer documents, and media containing sensitive data.

All staff members who are authorized to use the RPMS computer system for medical documentation are responsible for safeguarding electronic signature codes and computer-generated medical documents to prevent unauthorized use.

In order to prevent unauthorized use of the computer system, each user is assigned CODES allowing access.  These codes serve several functions.  One of the most important is to insure that only authorized individuals will have access to the confidential information stored in the system.  For this reason you should never reveal your access codes to anyone else!
Entering these codes will identify you to the computer, and your name will be associated with many of the functions you perform through the computer i.e., looking up health summaries, registering a patient.

Your PASSWORD is your key to the computer system.

· Keep it confidential 

· Memorize it and DO NOT write it down 
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· DO NOT use anyone else's password

· DO NOT share your password with anyone else

· Change it regularly, at least every 90 days, immediately if someone else knows it 

· Choose one that is unique, at least 8 characters long, combination of letters, numbers, and punctuation marks 

· Notify your supervisor or system administrator if you think someone is using your password 

SIGN ON TO THE SYSTEM FOR THE FIRST TIME
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1. ACCESS CODE: ********

2. VERIFY CODE: ********

3. Enter a NEW verify code: ********

4. Please RE-TYPE the new code to show that I have it right: ********

EXIT RPMS

There are 4 ways to exit from RPMS applications.
1. By entering HALT at any menu option you will exit from the application and from the RPMS system immediately.
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2. By pressing on ENTER at each prompt you will back out of the option you are using and return to each preceding menu one layer at a time.  When you reach Select IHS Core Option the system will ask:  "Do you really want to halt?" if YES, your session on the computer will end.




3. By typing CONTINUE at any menu option you will exit from the application and from the RPMS system immediately.




YES, jump directly to the menu you were last at.

NO, will bring you to your main menu.
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4. By entering RESTART at any menu option will exit you to the ACCESS CODE prompt.


USING THE MENU SYSTEM

There are three basic types of screens that you’ll encounter using the Patient Registration application: the main menu screens, sub menu screens, and help screens.  The Main Menu screen displays all of the primary and miscellaneous options of the Patient Registration application.  When you have selected a primary command from the Main Menu, a submenu will appear on the screen.  The submenus enable you to choose more specific options and tasks. Submenus can also contain submenus of their own.  Help screens are available at each level by typing one, two, or three question marks (?), providing multiple levels of assistance.







Secondary Menu

Personal commands (also called 'secondary menu options') are options that are assigned to an individual user which may be accessed at any time.  These options are available from any point in the menu system.  They are not displayed unless the user enters '??'.

Select IHS Core Option: ??
	You can also select a secondary option:

	

	   FM   VA FileMan ... [DIUSER]

	   HS   Generate a HEALTH SUMMARY [AZHS]

	   SCAN SCAN the patient files ... [AZSCAN]
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COMMON OPTIONS MENU

The Common Options are options that are assigned to all users’ menu.  They may be accessed at any time.  These options are available from any point in the menu system.  They are not displayed unless the user enters '??'.

Select IHS Core Option: ??
	TBOX   User’s Toolbox
	This option allows the user to edit certain attributes e.g., VERIFY CODE and ELECTRONIC SIGNATURE CODE.  It also displays basic help information.

	VA      View Alerts
	This option is used to select alerts or notifications produced by application packages for viewing or to perform any actions associated with the alert or notification received e.g., discharge summary’s, operative reports.

	Continue
	The 'Continue' option is similar to 'Halt' in that it allows a user to exit without having to back up through the tree of menus.  Halting with 'Continue' will cause the computer to remember what the last option being executed was, and next time the user signs on, there will be the choice of resuming processing at that option.

	Halt
	The HALT option will exit you from the computer.  This is useful if you are several levels deep in a menu and do not want to 'carriage return' back to the beginning in order to exit.

	MailMan Menu
	MailMan is a general purpose computerized message system.  It allows the user to Send and Receive messages, as well as manage his baskets.

	Restart Session
	This option allows the user to return to the sign-on logic so that a session can be restarted without dropping a telecommunication line.

	Time
	This command displays the time and date


Use of the Enter Key

The ENTER key is used to indicate the end of an entry such as a number or a word. It must be pressed after you have entered your response to each prompt or request for data. When you are at a menu selection point, pressing ENTER without typing a response will take you back to the previous menu screen.

· Each service has their menu.

· The menu system is the way through which options are accessed.  They are arranged in a tree structure.  Starting at the top you can progress through levels to get to all your options.

· To go to your previous menu, press the enter key.  You will not be able to scroll backwards to an active menu.
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JUMP COMMAND

You may jump to options which are accessible to you but not in the current menu by using an '^' or '^^'.

REGULAR JUMP: If you know the name or synonym of an option, you can 'jump' to it directly by using the '^'.  This means that you do not need to step through several levels of menus to get to an option.  In response to the 'Select ... Option' prompt, enter ^OPTION NAME, where OPTION NAME is the name or synonym of the option you wish to jump to.  (Type an up-arrow (^) by pressing the 6 key while holding down the shift key.)  

EXERCISE:  

Select IHS Core Option:  REG     (Start at MAIN MENU ( REGISTRATION MENU)

Select Patient registration Option: ^EPT     (From REGISTRATION MENU ( EPT OPTION)

Select PATIENT NAME: press enter     (At the EPT OPTION press enter)
Select IHS Core Option:     (You’re back at the MAIN MENU)
RUBBER BAND JUMP:  This type of jump is to go to an option and back again like a rubber band.  Enter 2 up-arrows ^^ followed by the OPTION NAME.

EXERCISE:  

Select IHS Core Option:  REG     (Start at MAIN MENU ( REGISTRATION MENU)

Select Patient registration Option: ^^EPT     (From REGISTRATION MENU ( EPT OPTION)

Select PATIENT NAME: press enter     (At the EPT OPTION press enter)
Select: Patient registration Option:     (You’re back at the REGISTRATION MENU instead of the MAIN MENU)
JUMP TO YOUR PRIMARY MENU:  You may also use the 2 up-arrows ^^ to return to the menu that is presented when you first sign on (your primary menu).

EXERCISE:  

Select IHS Core Option:  REG   Patient registration
Select Patient registration Option: PTRG  Patient Registration 
Select Patient Registration Option: RPT    REGISTRATION REPORTS

Press 'RETURN' to continue, '^' to stop:  press the enter key
Select REGISTRATION REPORTS Option:  SSN    SSN Reports Menu

Select SSN Reports Menu Option: ^^

Select IHS Core Option:   (You AUTOMATICALLY jumped back to the PRIMARY MENU)
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EDITING WITH JUMP:  When you enter a record to correct a specific piece of information, you may use the jump command to go directly to the field that you want to work with.  This saves time.  You will not need to go through every field and prompt that precedes the one you want.

EXERCISE:

1. View the “ELECTRONIC SIGNAUTRE CODE EDIT option

TBOX  User's Toolbox

Select User's Toolbox Option:  Electronic Signature code Edit
INITIAL: BRR//  press enter
SIGNATURE BLOCK PRINTED NAME: BETTY R RUUTTILA// press enter
SIGNATURE BLOCK TITLE: press enter
OFFICE PHONE: 2610// press enter
VOICE PAGER: press enter
DIGITAL PAGER: press enter
Enter your Current Signature Code: press enter
2. Jump forward to the prompt “OFFICE PHONE”

TBOX  User's Toolbox

Select User's Toolbox Option:  Electronic Signature code Edit
INITIAL: BRR//  ^OFFICE PHONE
OFFICE PHONE: 2610//

3. Jump backward to the prompt “INITIAL”

INITIAL: BRR//  press enter
SIGNATURE BLOCK PRINTED NAME: BETTY R RUUTTILA//  press enter
SIGNATURE BLOCK TITLE:  ^INITIAL
INITIAL: BRR//

7

HELP WITH MENUS

USING QUESTION MARKS

All the RPMS applications provide some degree of on-line help for users.  This means that assistance is available to you from the computer, on your terminal screen.  In the menu system, the help function will assist you with your menus, describing your options so that you can make the proper choice.  Question Marks are used to obtain help.  What kind of help you get depends on how many question marks you enter.

ONE QUESTION MARK ?

A single question mark lists all options, available to you.  Only the options that pertain to the specific application you are working in will be listed. It has the same effect as [AUTO-MENU].

EXERCISE:

Select IHS Core Option: ?

If you find that you need more information to be able to respond to a prompt or field, entering ONE QUESTION mark will be of help.

EXERCISE:

Select IHS Core Option: ^EPT

Select PATIENT NAME:  DEMO,      select a demo patient name

CHANGE which item? (1-18) NONE//: 9
MAILING ADDRESS-STREET: 110 DEEPWOOD COURT// ?
     Enter the first line of the patient's street address. Must be 2-50 char.

TWO QUESTION MARKS ?

Two question marks will list all options, showing their formal names.  Also listed will be the secondary and common options menu.  These options you do not normally see on your menus, but are always available to you from any menu you are working in.

EXERCISE:

Select IHS Core Option: ??

   CHS    Contract Health System ... [ACHSMENU]

             **> Locked with ACHSZMENU

   MAIL   IHS Mailman in Albuquerque [AZAIHSMA]

   PCC+   Print Forms ... [VEN_PRINT]

             **> Locked with VENZPRINT

   PCCM   Patient Care Component ... [APCCUSER]

             **> Locked with APCDZUSER

   QMAN   Q-Man (PCC Query Utility) [AMQQMENU]

             **> Locked with AMQQZMENU

   REG    Patient registration ... [AGMENU]
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If you find that you need more information to be able to respond to a prompt or field, entering TWO QUESTION marks will be of help.

EXERCISE:

Select IHS Core Option: ^EPT
Select PATIENT NAME: DEMO,     choose a demo patient name

CHANGE which item? (1-18) NONE//: 13   for the State

MAILING ADDRESS-STATE: ALASKA// ??  this will give you a list of States

CHANGE which item? (1-18) NONE//: /.,

THREE QUESTION MARKS ???

Three question marks will provide you with a brief description for each option in your menu.  Use this feature when you are uncertain which menu option to select.

Select IHS Core Option:  REG   Patient registration
Select Patient registration Option: PTRG  Patient Registration 
Select Patient Registration Option: ???
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FOUR QUESTION MARKS ????

Four question marks show extended help for the menu displayed on your screen.

EXERCISE:

Select IHS Core Option:   ^ICD-9

   DL     ICD-9 Dx Lookup

   PL     ICD-9 Procedure Lookup

   CL     CPT Procedure Lookup

Type '^' to stop, or choose a number from 1 to 3 :  1

Select ICD-9 Auto-Coding System Option: ????

	'ICD-9 Auto-Coding System'     Option name: AICDUSER2

  Menu of lookup functions only; generally used in training or provided to the occasional person who just needs to be able to look up a code.

  NOTE: THERE ARE NO UTILITIES FOR CPT MANAGEMENT IN THIS PACKAGE.

**> Press 'RETURN' to continue, '^' to stop:

PRESSING RETURN WILL GIVE YOU AN EXDENDED HELP FOR THIS OPTION.




ONE QUESTION MARK FOLLOWED BY AN OPTION NAME ?SCA

An option name preceded with a single question mark show extended help for that option if one is available.

Select IHS Core Option:  REG   Patient registration
Select Patient registration Option: PTRG  Patient Registration 
Select Patient Registration Option: ?EPT
	'EDIT a patient's file'     Option name: AGEDIT

  Select and edit an existing patient, registered at the logged-on facility.

  The user can jump from any page to any other page by entering "P(page #)"

  at any bottom-of-page prompt.  E.g., if you are editing page 3 and want

  to jump to page 8, enter "P8".  Fast-out characters are "/.,".

  **> Press 'RETURN' to continue, '^' to stop:
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SCREEN EDITOR COMPONENTS

The full screen editor uses the PF set of function keys to perform word processing functions, such as setting margins and tabs, deleting text, and saving text.  A help text is available while using the editor.




	
=[ WRAP ]==[ INSERT ]====< Subject >====[ <PF1>H=Help ]

	

	                     Type  your  message  here.

	

	

	

	

	

	<======T=======T=======T=======T=======T====>





SCREEN EDITOR FUNCTION KEYS
Press    F1    H     to enter the help screen

Navigation

Incremental movement
Arrow keys

Next tab stop to the right
Tab

Jump left and right
F1 <Left Arrow> and  F1 <Right Arrow>

Jump top or bottom of screen
F1 <Top Arrow> and  F1 <Bottom Arrow>

Top or bottom of document
F1 T  and  F1 B

Exiting/Saving

Exit and save text
F1 E

Quit without saving
F1 Q

Deleting

Character before cursor
<Backspace>

Character at cursor
F4

Entire line
F1 D

Formatting
Join current line to next line
F1 J

Reformat paragraph
F1 R

EXERCISE

Select IHS Core Option:  REG   Patient registration
Select Patient registration Option: PTRG  Patient Registration 
Select Patient Registration Option: ^EPT

Select PATIENT NAME: DEMO,     choose a demo patient name

CHANGE which item? (1-18) NONE//: P8

Do you wish to edit ADDITIONAL REGISTRATION INFORMATION? (Y/N) : N// YES
Edit? NO// YES
Type 3 short sentences.  Press the enter key after each short sentence.

Practice using the navigation keys, formatting , deleting, and exiting the system WITHOUT saving.
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LIST MANAGER SCREEN DISPLAY

The list manager utility enables RPMS applications to display a list of items in a screen format.  Some applications that use list manager: PCC Data Entry, Women’s Health, Patient Immunization Record.

EXERCISE:

Select IHS Core Option: ^PRL   Problem List Update

Select PATIENT NAME:   DEMO,      Choose a DEMO patient name

Location where Problem List update occurred: ALASKA TEST HEALTH CENTER// press enter



	Date Problem List Updated: T

	Problem List Update     Jul 30, 2004 18:32:36      Page:  1 of 2

	Patient Name: DEMO,BETTY  DOB: APR 27, 1953  Sex: F  HRN: 991123

	
 1) Problem ID:  ATC1    DX: 372.14  Status: ACTIVE  Onset:

	    Provider Narrative:  CHRONIC ALLERGIES

	      Notes:

	         ATC Note#1 4/15/2004  BREAK OUT IN SEVERE PAINFUL RASH



	 2) Problem ID:  ATC2    DX: 995.3   Status: ACTIVE  Onset: 4/8/2004

	    Provider Narrative:  ALLERGIC TO BEE STING

	      Notes:

	         ATC Note#1 4/15/2004  BREAKS OUT IN RASH, HIVE, PAINFUL

	+         Enter ?? for more actions                          >>>

	AP  Add Problem       IP  Inactivate Problem   RN  Remove Note

	EP  Edit Problem      DD  Detail Display       HS  Health Summary

	DE  Delete Problem    NO  Add Note             FA  Face Sheet

	AC  Activate Problem  MN  Edit Note            Q   Quit

	Select Action: +//


Screen title changes according to what type of information List Manager is displaying (e.g., Progress Notes, Discharge Summary, etc.).

Header area is a “fixed” (non-scrollable) area that displays patient information.

List area (scrolling region) This area scrolls if there are more items than will fit on one page. It displays a list of items, such as Unsigned Progress Notes, that you can take action on. If there’s more than one page of items, it’s listed in the upper right-hand corner of the screen (Page 1 of #).

Message window This section displays a plus (+) sign, minus (-), or >> sign, or informational text (i.e., Enter ?? for more actions). If you enter a plus sign at the action prompt, List Manager “jumps” forward a page. If a minus sign is displayed and you enter it at the action prompt, List Manager “jumps” back a screen. The plus, minus, and > signs are only valid actions if they are displayed in the message window.
Action area A list of actions display in this area of the screen.  If you enter a double question mark (??) at the Select Item(s)” prompt, you are shown a “hidden” list of additional actions that are available to use.
LIST MANAGER FUNCTIONS:  Type ?? at the “Select Action” prompt for additional actions.

	+   Next Screen
	<   Shift View to Left
	PS  Print Screen

	-   Previous Screen
	FS  First Screen
	PL  Print List

	UP  Up a Line
	LS  Last Screen
	SL   Search List

	DN  Down a Line
	GO  Go to Page
	ADPL Auto Display(On/Off)

	>   Shift View to Right
	RD  Re Display Screen
	QU   Quit
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EXERCISE:

Select IHS Core Option: ^PGEN   Patient General Retrieval

Type '^' to stop, or choose a number from 1 to 2 : 1  Patient General Retrieval  [APCL P QA PATIENT GEN RETR]
Select Patient List from: P   Search All Patients

Do you want to use a PREVIOUSLY DEFINED REPORT? N// press enter
Select Action: S// press enter
Which patient item(s):  (1-54): 7   Age
Enter a range of ages (e.g. 0-18 or 23-199 or 1-1): 25-50
Hit return to continue...: press enter
Select Action: S// Q    Quit Item Selection

Choose Type of Report: D// press enter
Select Action: S// press enter
Which patient item(s):  (1-70): 1,2,4,5,6,10,30,31
Enter Column width for Patient Name (suggested: 20):  (2-80): 20// press enter
Enter Column width for Chart # (suggested: 10):  (2-80): 10// press enter
Enter Column width for SSN (suggested: 11):  (2-80): 11// press enter
Enter Column width for Sex (suggested: 6):  (2-80): 6// press enter
Enter Column width for Date of Birth (suggested: 12):  (2-80): 12// press enter
Enter Column width for Age (suggested: 5):  (2-80): 5// press enter
Enter Column width for Community (suggested: 15):  (2-80): 15// 20
Enter Column width for Tribe (suggested: 20):  (2-80): 20// 25
               Total Report width (including column margins - 2 spaces):   125

Hit return to continue...: press enter
Select Action: S// Q   Quit Item Selection

Select Action: S// press enter
Sort Patients by which of the above:  (1-52): press enter
Do you want a separate page for each Patient Name? N// press enter
Would you like a custom title for this report? N// press enter
Do you wish to SAVE this SEARCH/PRINT/SORT logic for future use? N// press enter
Do you wish to : P// B    BROWSE Output on Screen




Select Action: +//  >

NOTE: The >>> signs indicate there is another column to the right.  Typing a > sign will shift the screen to the right.  Typing a < sign will shift the screen to the left.
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SELECTING A PATIENT

You can identify a Patient in one of the following ways:

EXERCISE:

Select IHS Core Option: ^VIEW PATIENT
- Enter the Patient’s LAST NAME followed by a comma.


- Enter the Patient’s LAST NAME followed by a comma and first name with no spaces.


- Enter the Patient's CHART NUMBER

- Enter the Patient's DOB: 01/01/50, 01-01-50, JAN 1,1950


- Enter the Patient's SSN

- If the Patient is an Inpatient enter the WARD: 5E
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- Bring up the last patient you were working on.  Press SPACE BAR followed by the ENTER key.




Selected patient

DEMO,PATIENT L     F      12-30-1972     555555555    ANMC       999999


ENTERING DATES

You may enter dates in one of the following ways:

	JANUARY 5, 2001
	Spell out month

	JAN 5 2001
	Abbreviate month

	5 JAN 01
	Date first

	1/5/01
	Numbers with slashes

	010501
	Numbers with zeros

	1,5,01
	Numbers with commas

	1.5.01
	Numbers with periods

	1/5
	Omit year

	JAN 5
	Abbreviate and omit year

	T
	For today’s date

	T+1
	For tomorrow

	T+7
	For one week forward

	T-1
	For yesterday

	T-3W
	For 3 weeks ago

	T-3M
	For 3 months ago

	29
	Year 1929

	01
	Year 2001

	JAN, 2001
	Omit the precise day
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PRINTING IN RPMS
DISPLAY ON THE SCREEN (this will let you view the information on the screen)

DEVICE: HOME

DEVICE: H

DEVICE: 0

DEVICE: (leave blank)

DIRECT CONNECT PRINTER (this is a printer connected directly to your computer)

DEVICE:  S-HP5N4W (S=Slaved, HP=Hewlett Packard, 5N=model number, 4W=4th Floor West)

DEVICE: S-HPLASER

DEVICE: S-HP5N

NETWORK PRINTER (this is a printer that anyone on our system can print too, if setup to do so)
DEVICE: (type the network printer name, i.e., HP5N4W)

PRINT SCREEN (this will print the information showing on the screen)

Go to   File,   Print Screen.

QUEUE 

Queuing is to wait your turn on the printer.  TaskMan will process your job in the background and send it to the printer you requested. Meanwhile, you may continue working without delay.


DEVICE:  Q
DEVICE:  specify a printer
RIGHT MARGIN: 80//  press enter
REQUESTED TIME TO PRINT: NOW//  (You may accept the default (now) or indicate a later time in the usual format.  Example:  JAN 2@2am 

NOTE: queue long reports between 9pm and 8am so not to slow down system.  If you have more than one large report to run, space them in one-hour intervals.

16

ELECTRONIC SIGNATURE CODE
This option will permit you to enter a new Electronic Signature Code or to change an existing code.  The electronic signature code is used for signing patient orders, verifying certain results, reports, financial transactions, approvals, supply requisition, etc.  This code must be kept absolutely confidential.

Enter NEW Signature Code

1. TBOX   User's Toolbox    

(This option may be entered from any menu.)

2. Electronic Signature code Edit
(Type EL for short cut to that option.)

3. INITIAL: BRR// Press enter
4. SIGNATURE BLOCK PRINTED NAME:  Enter your name as you want it to appear on  official documents.
The name entered must contain the surname of the user.  This field can then contain the name of the user as they wish it to be displayed with the notation that they signed the document electronically.  For example:  John R. Doe, M.D.   or    Fred A. Sample, RN.

5. SIGNATURE BLOCK TITLE:  Enter your official title.
This field should contain the title of the person who is electronically signing a document.  Examples of titles are Chief of Surgery, Dietician, Clinical Pharmacist, etc.  This title will print next to the name of the person who signs the document.  The person's name will be taken from the SIGNATURE BLOCK PRINTED NAME field.  Example of a signed Document:

6. OFFICE PHONE:  3300//   Press enter
7. VOICE PAGER:  Press enter
8. DIGITAL PAGER:  Press enter
9. ENTER NEW SIGNATURE CODE:

10. RE-ENTER SIGNATURE CODE FOR VERIFICATION:
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Edit Current Electronic Signature Code

1. TBOX   User's Toolbox

(This option may be entered from any menu.)

2. Electronic Signature code Edit
(Type EL for short cut to that option)

3. Press enter to accept each value until you reach

“ Enter your Current Signature Code “

INITIAL: BRR//   press enter
SIGNATURE BLOCK PRINTED NAME: BETTY R RUUTTILA//   press enter

SIGNATURE BLOCK TITLE: COMPUTER SPECIALIST//   press enter
OFFICE PHONE: 2610//  press enter
VOICE PAGER:   press enter
DIGITAL PAGER:   press enter

4. Enter your Current Signature Code:    (so it can be verified)


5. ENTER NEW SIGNATURE CODE:

6. Re-enter your NEW SIGNATURE CODE for verification.

DEFAULT ANSWERS
All RPMS applications provide `default' functions for responding to most prompts.  A default value can be defined as the "most probable" answer or the most recent answer to a prompt for input.  The double slash marks // always identify a default value.

EXERCISE:

1. TBOX   User's Toolbox,  (This option may be entered from any menu.)

2. Electronic Signature code Edit,  (Type EL for short cut to that option)

3. INITIAL: BRR//   press enter
4. SIGNATURE BLOCK PRINTED NAME: BETTY R RUUTTILA//   press enter
5. SIGNATURE BLOCK TITLE: COMPUTER SPECIALIST//   press enter
6. OFFICE PHONE:  729-2681

Go back to the OFFICE PHONE prompt.

OFFICE PHONE:  729-2681//   (It is now a default answer.)


OFFICE PHONE:  729-2681//   729-2626
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DELETING DEFAULT ANSWERS When the application you are working in provides you with a default answer and the answer provided needs to be deleted, type the @ sign (the uppercase of the 2 key) and press enter.

EXERCISE:

1. TBOX   User's Toolbox,  (This option may be entered from any menu.)

2. Electronic Signature code Edit,  (Type EL for short cut to that option)

3. INITIAL: BRR//   press enter
4. SIGNATURE BLOCK PRINTED NAME: BETTY R RUUTTILA//   press enter
5. SIGNATURE BLOCK TITLE: COMPUTER SPECIALIST//   press enter
6. OFFICE PHONE: 2610//  press enter
7. VOICE PAGER: 2610//   @
8. SURE YOU WANT TO DELETE?  YES
Go back to VOICE PAGER.  It should be blank.

CORRECTING LONGER DEFAULTS When the default answer provided with the prompt is lengthy, you will see a different sort of prompt – one that gives you an opportunity to correct the information.

EXERCISE 1:

Select IHS Core Option: REG   Patient Registration

Select Patient registration Option: PTRG   Patient Registration

Select Patient Registration Option: EPT    EDIT a patient's file

Select PATIENT NAME: (enter a DEMO patient name)

CHANGE which item? (1-18) NONE//: 9    MAILING ADDRESS-STREET

MAILING ADDRESS-STREET: 2681 NORTHWEST ARLINGTON BOULEVARD
CHANGE which item? (1-18) NONE//: 9    MAILING ADDRESS-STREET

MAILING ADDRESS-STREET: 2681 NORTHWEST ARLINGTON BOULEVARD

    Replace  NORTHWEST        With  SOUTHEAST         Replace
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EXERCISE 2:

Select IHS Core Option: REG   Patient Registration

Select Patient registration Option: PTRG   Patient Registration

Select Patient Registration Option: EPT    EDIT a patient's file

Select PATIENT NAME: (enter a DEMO patient name)

CHANGE which item? (1-18) NONE//: 9    MAILING ADDRESS-STREET

MAILING ADDRESS-STREET: 2681 SOUTHEAST ARLINGTON BOULEVARD
CHANGE which item? (1-18) NONE//: 9    MAILING ADDRESS-STREET

MAILING ADDRESS-STREET: 2681 SOUTHEAST ARLINGTON BOULEVARD

    Replace  ...      With  2001 SE MAIN ST       Replace  press enter
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VERIFY CODE

When you sign-on, you may see a message stating the last time you were on.  If you suspect someone is using your codes, it is important that they be changed.  You may change your own verify code through the COMMON MENU option, EDIT USER CHARACTERISTICS.  

Every 90 days, as a security measure, you will be asked to change your verify code.  The system will prompt you for a new code, which you can then enter.  You may not use the same code.  Your last five passwords will be remembered and will not be reused.  If you prefer, the code that the computer has generated can be used as the default. 




If correctly entered, you will receive this statement “OK, Verify code has been changed!”


When you sign-off you will receive this message:
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Edit Verify Code (at any time)

You may edit your own verify code using the Edit User Characteristics option under the User’s Toolbox (TBOX) menu.  This menu is accessible through the Common Menu at all times.  This option enables you to change some of your attributes.  When you sign-on, you may see a message stating the last time you were on.  If you suspect someone is using your codes, it is important that they be changed.

1. TBOX   User's Toolbox

2. EDIT User Characteristics

3. Select TERMINAL TYPE NAME: C-VT100//    press enter
4. Use the TAB key to move down to the prompt    “Want to edit verify code”  

5. Want to edit VERIFY CODE (Y/N):  YES
6. Enter your CURRENT verify code:  ********

7. Enter a NEW VERIFY CODE:  ********

8. RE-TYPE your new code to verify that its right:  ********

9. SAVE CHANGES:  Press  F1 followed by the letter E
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RPMS TUTORIAL BASIC

This option displays basic help information for the user.  Information on how to use the system is available thru 'Help Frames'.  You can access this online help by entering the 'keyword' for the system on which you would like information.  Help frames are arranged in a hierarchical structure, so you can obtain more detailed information on topics of your choice.

TBOX  User's Toolbox

Select User's Toolbox Option:  User Help
    RELATED HELP FRAME                            KEYWORD
1   SIGNING ON TO THE SYSTEM                      SIGN-ON
2   USING THE MENU SYSTEM                         OPTIONS
3   IDENTIFYING A PATIENT TO THE COMPUTER         PATIENT
4   FEATURES OF THE KERNEL                        KERNEL
5   USING MAILMAN                                 MAILMAN
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	RPMS MAILMAN


MailMan is a general purpose computerized message system, which is integrated into the Kernel software.  Messages can be exchanged over communication lines, modems, and other networks.  Mailman is located in the COMMON menu.  The COMMON menu is a list of options which are available to all users from any point in the menu system.  These options are not displayed unless the user enters '??'.
	SEND A MESSAGE


This option is used to send MailMan messages.  Messages may be sent to other users or groups of users.  The sender of the message may request a confirmation message, to be sent to him when each recipient reads the message.

1. MAIL

2. SML

3. SUBJECT:  enter subject

4. Type your message in the screen editor.
5. To EXIT the screen editor and SAVE your MESSAGE press F1  E or to quit without saving press F1 Q.
6. Send mail to:  Your name appears here//  press enter to send to yourself
Other choices:
You can enter a name by typing the person’s Lastname,first name beside the two //.


You can send to a group of users by entering G.group name

7. Select basket to send to: IN//  press ENTER to drop message into the IN basket

Other choices:  ? to list the existing baskets or enter ^ to exit this option.


8. AND SEND TO:  press enter
9. Select TRANSMIT option: Transmit now//  press enter


	READ A MESSAGE


1. MAIL
2. RML
3. Read MAIL BASKET: IN//  Press Enter

4. IN Basket Message: 1//  ?  to display your list of messages

5. IN Basket Message: 1//
Enter selected message number

6. Select MESSAGE Action: IGNORE (in IN basket)//  Press Enter to leave it in the IN basket

	Other Options to Choose From:

backup
to back up and see the beginning of the message

	delete
to delete the message from the current basket

	ignore
to quit reading the message and leave it in the same basket

	query
to list the recipients of the message

	qd
will display detailed information for each individual recipient.

	reply
to send a reply back to the recipients of the message

	save
to save the message in another basket

	forward
to Forward the message to other recipients

	new
to force this message to appear as New

	terminate
to Terminate (stop) seeing future replies to the message

	print
to Print all or part of the message on another device

	headerless
to print all or part of a message without a header


7. IN Basket Message: 1//  ^     to exit out of mail messages
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	REPLY TO A MESSAGE


1. MAIL

2. RML

3. Read MAIL BASKET: IN//
Press Enter     to read messages from your IN basket
4. IN Basket Message: 1//
?     to see your list of messages
5. IN Basket Message: 1//
(enter selected message number)

6. Select MESSAGE Action: IGNORE (in IN basket)//
REPLY
7. Type your message in the screen editor.
8. To EXIT the screen editor and SAVE your MESSAGE press F1 E or to quit without saving F1 Q.
9. Select TRANSMIT option: Transmit now//  press enter

Other Choices:

E
to edit your message

B
to read the original message or responses.
P
to send this message as a priority message

C
to request a confirmation message
^
to cancel (delete) the message

10. Select MESSAGE Action: IGNORE (in IN basket)//  press enter or DELETE or SAVE to another basket
11. IN Basket Message: 1//  ^  to exit out of mail messages
	DELETE A MESSAGE


Deleting messages can be done individually or for a group of messages.  The deleted message will be put in the user's WASTE basket for temporary storage.  It will stay there until deleted from the basket, or until the MailMan manager cleans out old mail.  The user may retrieve deleted mail from the WASTE basket by reading it, just like any other basket.  If a message is deleted, and someone else then replies to it, the message will reappear in the IN basket, so that it may be read again.

1. MAIL

2. RML

3. READ MAIL BASKET:  IN//
Press Enter     to read messages from your IN Basket

4. IN Basket Message: 1//
?     to see your list of messages

5. IN Basket Message: 1//
(enter selected message number)

6. Select MESSAGE Action:  IGNORE (in IN basket)//    DELETE

7. IN Basket Message: 1//   ^     to exit out of mail messages

	DELETE A RANGE OF MESSAGES


1. MAIL

2. RML

3. Read MAIL BASKET: IN//
Press Enter     to read messages from your IN basket

4. IN Basket Message: 1//
?     to see your list of messages

5. IN Basket Message: 1//
DELETE
6. Delete which messages:  (1-70):
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	Retrieve a Deleted Message by Subject


If mail is deleted from the WASTE basket, it is not permanently gone.  It may still be retrieved by a look-up by its subject until MailMan purges the message from the system either because it is very old or because nobody has retained it in a mail basket.

1. MAIL

2. RML
3. Read MAIL BASKET: IN//
Press Enter
to read messages from your IN basket
4. IN Basket Message: 1//
??<STRING>
to search for messages whose subjects begin with <STRING> that you once received or sent.

	CREATE A NEW MAIL BASKET


Each user has at least an IN basket, into which all incoming mail is stored, and a WASTE basket, which holds old mail temporarily before permanent deletion.  You may add new baskets to sort out your mail for future use.

1. MAIL

2. RML

3. Read MAIL BASKET: IN//
Press Enter     to read messages from your IN basket

4. IN Basket Message: 1//
(select message number)
5. Select MESSAGE Action: IGNORE (in IN basket)//   SAVE
6. Save the message into BASKET:  enter basket name (Basket names must be between 3 and 30 characters.)

7. Do you wish to create a new basket NO//   YES
	READ A MESSAGE FROM ANOTHER BASKET


1. MAIL

2. RML

3. Read MAIL BASKET: IN//   ?   to see a list of your baskets

4. Read MAIL BASKET: IN//   enter your basket name
5. ____ Basket Message: 1//   ?     to see your list of messages

6. ____ Basket Message: 1//   (select message number)

	DELETE A MESSAGE FROM ANOTHER BASKET


1. MAIL

2. RML

3. Read MAIL BASKET: IN//   ?   to see a list of your baskets

4. Read MAIL BASKET: IN//   enter your basket name
5. ____ Basket Message: 1//   ?     to see your list of messages

6. ____ Basket Message: 1//   (select message number)

7. Select MESSAGE Action: IGNORE (in TO DO basket)//   DELETE
8. Since the ‘____’ basket is empty, do you want to eliminate it? YES//   press enter
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	RENUMBERING YOUR MAIL MESSAGES


You may re-sequence the numbers that have been assigned to the messages in any basket by typing 'R' to the prompt: "IN Basket Message: 5//". Normally messages are put into baskets at the end of the list.  Messages appear by number as they were delivered.  As messages are deleted, gaps appear in the numbers of the messages as they are listed for selection.  If you would like for your messages to appear according to the creation date, with NO GAPS in the sequence numbers appearing in your basket, you should re-sequence them.  You may re-sequence the numbers that have been assigned to the messages in any basket by typing 'R'.

1. MAIL

2. RML

3. Read MAIL BASKET: IN//   Press Enter     to read messages from your IN basket

4. IN Basket Message: 1//   RESEQUENCE
	DISPLAY PREVIOUS RESPONSES


Backup is useful when viewing a new response to an old message, while not recalling the previous responses.  Backing up to previous responses allows them to be reviewed.

1. MAIL

2. RML

3. Read MAIL BASKET: IN//   Press Enter     to read messages from your IN basket

4. IN Basket Message: 1//   (select message number)

	Subj: TEST MESSAGE        [#3992563]        08 Sep 99       10:12    1 Line

	From: RUUTTILA,BETTY R    1 of 1 Responses read.   in 'IN' basket.   Page 1

	     NO  MESSAGE  APPEARS

	

	Select MESSAGE Action: IGNORE (in IN basket)//





5. Select MESSAGE Action: IGNORE (in IN basket)//   BACKUP
There are 2 responses.

6. Back up to: Original message//   press enter
	GROUP INFORMATION


1. MAIL

2. HML  Mailman Help

3. Group Information

4. Select MAIL GROUP NAME:  (enter Mail Group Name  or  ?  to see a list of all groups)

	MAILMAN GENERAL INFORMATION


1. MAIL

2. HML  Mailman Help

3. MailMan general information

4. This is a general help frame that gives the simplest information about what MailMan is and does.  It is a good starting point for the beginner MailMan user.
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DO NOT type anything, just press the ENTER key.





Re-type your new second code.





BACKUP is to review the original message and previous responses.





Type your access code and press the enter key.  Note: as you type, nothing appears on the screen. This is to prevent anyone from learning your access code by watching you log onto the system.





You need to enter your own code here.  CODES must be mixed ALPHANUMERIC, 8 to 20 characters, must not  use your name, birth date or social security number ('^', ';', ':' not allowed).  Enter one question mark “?” and the computer will give you a code you can use.





Command�
Shortcut�
�
Move up�
F4 or�
�
Move up�
Up Arrow�
�
Move down�
Press Enter or�
�
Move down�
Down Arrow�
�
Move right�
Tab�
�






SCA   Appointment Menu …


SCR   Reports Menu (Scheduling) ...


SCS   Supervisor Menu (Scheduling) ...





Select Scheduling Menu Option:    HALT








Halting at 2:49 pm


Exit





MSM session terminated


























Do you really want to halt? YES//  (press enter)





   LOE    Ward Lab Menu ...


   LRR    Lab/Radiology Results & Dictated Documents ...


   NUR    Nursing ...


   PCC    Patient Care Component ...


   REG    Patient registration ...


   ROE    Rad ORD Entry Menu ...


   SM     Scheduling Menu ...


   TIU    Text-Integration Utility ...





Select IHS Core Option:  (press enter)




















  SCA    Appointment Menu ...


  SCR    Reports Menu (Scheduling) ...


  SCS    Supervisor Menu (Scheduling) ...





Select Scheduling Menu Option:  (press enter)





MB  Multiple Appointment Booking


MC  Multiple Clinic Display/Book


MD  Month-at-a-Glance Display


NS  No-Shows


OI  Add/Edit Other Info


PR  Patient Mini-registration


XA  Appointment Tutorial





Select Appointment Menu Option:  (press enter)





Together these options are called a menu.





Each of these items, individually, is called an option.





must be 6 to 20 characters in length


no control or lowercase characters


to protect your code, your typing will not appear





A menu is always followed by a prompt asking you to select one of the menu options.





  AMH    Behavioral Health Information System ...


  AZA    Monthly Workload Reports ...


  CHS    Contract Health System ...


  MAIL   IHS Mailman in Albuquerque


  PCC+   Print Forms ...


  PCCM   Patient Care Component ...


  QMAN   Q-Man (PCC Query Utility)


  REG    Patient registration ...


  REPT   PCC Management Reports ...


  SD     Scheduling Menu ...


  VEN    New Encounter Form ...


  VIEW   View Access ...





Select IHS Core Option:





An option that ends with 3 periods, indicates there is another menu to that option.





To choose an option on your menu, type the synonym and press enter.  You need only enter enough characters to uniquely identify the option.





If what you've entered matches with other options, you will be prompted for a choice.





TRIBE OF MEMBERSHIP�
�
--------------------�
�
�
�
 DOYON, LIMITED�
�
 INDIAN NON-TRIBAL MEMBER�
�
 DOYON, LIMITED�
�
 DOYON, LIMITED�
�
 NON-INDIAN BENEFICIARY�
�
 INDIAN NON-TRIBAL MEMBER�
�
 DOYON, LIMITED�
�
 NON-INDIAN BENEFICIARY�
�
 INDIAN NON-TRIBAL MEMBER�
�
 INDIAN NON-TRIBAL MEMBER�
�
<<<                    �
�
�
�
�
�






'ADD a new patient'     Option name: AGADD     Synonym: ADD


  New patients and all available accompanying data can be entered, or if the patient is already in the database, can be registered at this facility.





'CORRECT the patient's NAME'     Option name: AGNAME     Synonym: NAM


  Allows REG. system manager to edit a patient's name.





'DELETE a patient's Health Record Number'  Option name: AGDELETEPAT  Synonym: DEL


  Inactivates a patient file and sets flags for data export so the


  patient is deleted at DDPS.





'EDIT a patient's file'     Option name: AGEDIT     Synonym: EPT


  Select and edit an existing patient, registered at the logged-on facility.


  The user can jump from any page to any other page by entering "P(page #)"


  at any bottom-of-page prompt.  E.g., if you are editing page 3 and want


  to jump to page 8, enter "P8".  Fast-out characters are "/.,".








F1 H will take you to the Help Screen.





This is the message title.





Will let you insert text.





When the Cursor is at the right end of the screen it will go to the second line automatically.





Message area.





Left margin.





Right margin.





Tabs





Enter the message numbers separated by commas.  Specify a range of numbers by separating the beginning and ending numbers with a dash:  for example  '1-9'.  Specify combinations of the above by putting ranges where numbers would go:  for example,   '1-3,5,8-10'.








To change the default, simply enter the correct answer following the //.





Pressing enter at a prompt with a default value will accept (use) that value as the input.





Other choices:  E		edit your message	P	send as a priority message	C	request confirmation	^	cancel (delete)





Other choices:  Enter another recipient’s Lastname,Firstname.  Delete a recipient’s name by entering a dash (-) in front of the name.





# of pages indicated here





Screen title





Header area





Scroll area





Message window





Action area





SSN





Chart Number





Location





Date of Birth





Sex





1 S-HP5N APRO    SLAVED HP5N 16.67


2 S-HP5N CHART   SLAVED HP5N 12


3 S-HP5N LAB     SLAVED HP5N 10





1 S-HPLASER-L12          SLAVED HP LASER-LANDSCAPE 12CPI


2 S-HPLASERIII 16PITCH   SLAVE HPIII


3 S-HPLASERJETIII        SLAVE HPIII








Do not use this key if you want to edit rather than completely delete the information.  This same key will delete an entire record from a file when used with the name field in some applications.





Type in the information you want substituted.





Type the information you want taken out.





If everything is correct, press the enter key.





Indicates replacing the entire line.














ACCESS CODE:  ******


VERIFY CODE:  ******





Good morning BETTY


     You last signed on yesterday at 16:45





You must change your VERIFY CODE at this time.








Please enter your current verify code:  ********








Enter a new VERIFY CODE:  ********








Please re-type the new code to show that I have it right:  ********





To protect your codes, they will not appear.





CODES must be mixed ALPHANUMERIC, 8 to 20 characters, cannot use your name, birth date or social security number ('^', ';', ':' not allowed).





MSM session terminated





OK, Verify code has been changed!


Please remember it for next time.


Exit





A plus sign “+” indicates there are more information than what’s showing on the screen.








This is a title, which appears in the message header, when the message is being read.  The title must be less than 65 characters in length.





Halting at 3:07 pm


Exit





MSM session terminated


Connection closed.





  SCA    Appointment Menu ...


  SCR    Reports Menu (Scheduling)


  SCS    Supervisor Menu (Scheduling) ...





Select Scheduling Menu Option:  CONTINUE





Do you want to halt and continue with this option later? YES//  YES





EDIT USER CHARACTERISTICS


NAME: RUUTTILA,BETTY                                             PAGE 1 OF 1


____________________________________________________________________________





                   INITIAL: BR                        PHONE:


                 NICK NAME: BETTY              OFFICE PHONE: 729-2681


                                                VOICE PAGER:


                                              DIGITAL PAGER:





    ASK DEVICE TYPE AT SIGN-ON: DON'T ASK


                     AUTO MENU: YES, MENUS GENERATED


                    TYPE-AHEAD: ALLOWED


               TEXT TERMINATOR:


              PREFERRED EDITOR: SCREEN EDITOR - VA FILEMAN





Want to edit VERIFY CODE (Y/N):


____________________________________________________________________________


Exit     Save     Refresh





Enter a command or '^' followed by a caption to jump to a specific field.








COMMAND:                                     Press <PF1>H for help    Insert





The next time you sign on.





You were last executing the 'Scheduling Menu' menu option.


Do you wish to resume? Yes//





SCA    Appointment Menu ...


SCR    Reports Menu (Scheduling)


SCS    Supervisor Menu (Scheduling) ...





Select Scheduling Menu Option:  RESTART





Halting at 1:42 pm





ACCESS CODE:





Select IHS Core Option: TBOX


          Display User Characteristics


          Edit User Characteristics


          Electronic Signature code Edit


          Menu Templates ...


          Spooler Menu ...


          Switch UCI


          TaskMan User


          User Help


Select User's Toolbox Option: EL





 CHS    Contract Health System ...


 PCC+   Print Forms ...


 PCCM   Patient Care Component ...


 QMAN   Q-Man (PCC Query Utility)


 REG    Patient registration ...


 REPT   PCC Management Reports ...


 SD     Scheduling Menu ...


 VIEW   View Access ...





Select IHS Core Option: PCC


   1    PCC Management Reports


   2    Print Forms


   3    Patient Care Component


CHOOSE 1-3:





Shortcut	Command	Description�
�
E	EXIT	Exit the form�
�
S	SAVE	Save all changes�
�
R	REFRESH	Repaint screen�
�






Command�
Shortcut�
�
Move left�
F4�
�
Jump to a field�
^caption�
�
Delete Entire Line�
F1 D or @�
�
Quit form without saving�
F1 Q�
�
Exit form & save changes�
F1 E�
�






/es/ JOHN R. DOE, MD


SURGEON


Signed: 03/14/02 11:26





/es/ FRED A. SAMPLE


RN CASE MANAGER


Signed: 05/31/01 11:47





Select PATIENT NAME: DEMO,


   1   DEMO,AL  DEMO,ALFRED TROY        M 11-03-1977 111000069   ATC 790169


   2    DEMO,AMELITA MICHAELA           F 12-10-1961 111000004   ATC 790103


   3    DEMO,ANDERS VICTOR              M 07-28-1994 111000036   ATC 790133


   4    DEMO,BARBARA ELIZABETH          F 01-12-1937             ATC 790177


CHOOSE 1-4:





Select IHS/ANMC Core Option: TBOX


   Display User Characteristics


   Edit User Characteristics


   Electronic Signature code Edit


   Menu Templates ...


   Spooler Menu ...


   Switch UCI


   TaskMan User


   User Help


Select User's Toolbox Option: EL





Your typing will not show.  Signature code must be 6 to 20 characters in length With no control or lowercase characters.





space bar





enter





� EMBED Word.Picture.8  ���





Select PATIENT NAME: 4E


 1  4E  DEMO,PATIENT           F 09-28-1943 555555555  ANMC 999998


 2  4E  DEMO,PATIENT II   <A>  F 08-20-1948 666666666  ANMC 997777


ENTER '^' TO STOP, OR


CHOOSE 1-2:





Select PATIENT NAME: 111000069





Select PATIENT NAME: 790102





Select PATIENT NAME: 4/27/53


   1  2530427  REED,MELODY L.R.         F 04-27-1953 383128903   ATC 106066


   2  2530427  DEMO,BEAR                M 04-27-1953 112042753   ATC 991121


   3  2530427  DEMO,BETTY               F 04-27-1953 123789101   ATC 991123


   4  2530427  DEMO,FRANK EDWARD        M 04-27-1953             ATC 790001


CHOOSE 1-4:





Select PATIENT NAME: DEMO,BARBARA


   1    DEMO,BARBARA ELIZABETH          F 01-12-1937             ATC 790177


   2    DEMO,BARBARA RAE                F 04-17-1943 111000002   ATC 790102


CHOOSE 1-2:





               TOTAL column width: 112�
�
�
�
Patients will be SORTED by:  Name/Chart #/SSN�
�
�
�
                                           PCC PATIENT LISTING�
�
NAME              HRN        SEX     DOB         AGE COMMUNITY�
�
--------------------------------------------------------------�
�
�
�
ABRANT,BETSY      ATC106275  FEMALE  08/14/1953  50  FORT YUKON�
�
ABRANT,CORRINE L  ATC106321  FEMALE  11/03/1954  49  FAIRBANKS�
�
ADAMS,CORRINE L   ATC102327  FEMALE  05/13/1968  36  FAIRBANKS�
�
ADAMS,DEREK       ATC100690  MALE    10/31/1967  36  WILLOW�
�
ADAMS,DONALD W    ATC103555  MALE    11/19/1971  32  FAIRBANKS�
�
ADAMS,EXENIA      ATC107754  FEMALE  11/13/1954  49  CIRCLE�
�
ADAMS,GERALD SR.  ATC103160  MALE    02/25/1963  41  FORT YUKON�
�
ADAMS,HARLAN D    NONE       MALE    07/06/1976  28  RAMPART�
�
ADAMS,JONAS       ATC101887  MALE    06/01/1963  41  FAIRBANKS�
�
ADAMS,KRISTEN     ATC103695  FEMALE  05/21/1978  26  VENETIE�
�
+         Enter ?? for more actions                        >>>�
�
+    NEXT SCREEN          -    PREVIOUS SCREEN      Q    QUIT�
�
Select Action: +//�
�






With the up-arrow you can jump directly to the field you want to edit.  Type an up-arrow and the name of the field you want to edit in response to a prompt.  The computer will take you to that field.








Betty Ruuttila, 7/30/2004
PAGE  
Betty Ruuttila, 7/30/2004
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