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Introduction

Now that you have been presented with a quick overview of the RPMS system, its history, uses, and components, we are ready to move forward with the basic skills that are used with every application within the RPMS system including clinical applications, administrative applications and the infrastructure applications.  When you complete this training, you will have the basic keystrokes under your belt, and be well prepared for additional training on specific applications. 

Opening Screen

While the exact layout and information varies by facility, this is a typical RPMS opening screen. The next screen offers another version of an opening screen, as well as information on how to log on.  
Logging onto RPMS

When you open an application in RPMS, you will be asked for your access code and your verify code.  These are similar to a username and a password.  Your supervisor will grant approval for you to obtain a RPMS login and your Site Manager will give you specific access and verify codes.  While your access code will remain the same over time, you will--for security reasons--be prompted every ninety days to change your verify code.  The RPMS system will automatically prompt you when it is time for you to change your verify code.
Menus

A menu is a list of options from which you choose depending upon the task you need to accomplish. This menu lists everything that you may do from this point in the Patient Care Component application. For example, one option on this list is to Generate a Health Summary. 

Accessing Menus

As you move through the menu options you’ll find that there are several ways to choose the option you want to select.  The first way to choose an option is to type the full option name, as shown here. The second way to access an option is to enter the synonym. The option synonyms are in all capital letters located on the left side of the menu.  

The third option is to type in the first word, or first few letters of the option you select. Sometimes when choosing and option, a list of several choices will appear.  This is a list of all the options that begin with the same few letters or words.  When this happens, choose your option by selecting the number that is displayed next to the option you want to use.

Exiting Menus

When using a menu, there are two different ways to go back to the previous menu.

The first way is to hit the enter/return key.  You may also return to a previous menu by using the up-arrow key, or the up-hat key. 
Fields

Much like a blank space on a paper form, a field is defined as a specified area which contains, or in which to enter, specific letters or numbers, which are called values. Information such as names, addresses, phone numbers or birth dates are examples of values that are entered into fields.  When the cursor comes to rest in a field, the computer expects you to respond by entering the kind of value—whether letters, words, or numbers—appropriate for that field.  Each field has a prompt that helps you identify what response is required in the field. 

Numeric-Type Fields

Numeric fields are fields in which the data you may input is restricted to valid numbers.  There may also be restrictions on how many numbers may be entered, and how many decimal places are allowed.  You may enter a question mark to get help determining what responses are acceptable for a given field.  For example:  spaces in which a patient’s height or weight are entered, or spaces in which the number of prescription refills entered, are examples of numeric fields.

Set of Codes-type Fields
A Set-of-Codes field (sometimes referred to simply as a “Set”) accepts only coded information. The codes are usually only one or two characters long, but each code in a set represents a word or a series of words.  Here’s an example:  the codes M or F may represent Male or Female in the field with the patient’s sex is entered, and save you time by allowing you to enter only the M or F code instead of an entire word.  A Set-of-Code field will only allow you to enter an acceptable code (or the word it represents). If you enter an incorrect code, the computer will not accept your response.  To get a list of acceptable codes for any Set-of-Codes field, just enter a question mark in response to the prompt.

Free Text-type Fields

Another kind of field is called a free text field. You can enter almost any character—numbers, letters, and even most symbols available on your keyboard--into a free text field.  Where there is a restriction on the number of characters you can enter, you can see how many characters you are allowed to enter into a particular free-text field by entering a question mark.  In some fields, there are pre-defined formats or checks that are applied to ensure that an entry matches a certain format.  An example of this is a text-free field for entering a social security number. This social security number free-text field only allows you to enter nine characters, all numbers—no letters or symbols are accepted.

Some free-text fields accept answers that are over 20 characters in length.  If this is the case, a line editor, which will be discussed in further detail in the tutorial, may be used to make changes to these fields.

Date/Time Fields

Another kind of field is the date/time field. For example, a patient’s birth date is entered in a date/time field.  As with all field types, entering a single question mark will give you help on what dates are acceptable for the particular field and what precision of date is needed (year, month, day, or time). When entering information into a date/time field, you can use a variety of formats. Acceptable formats include those shown on the screen.

To simplify the process of entering dates, you can use shortcuts such as T for today, T minus-sign and the number 1 for yesterday, or T plus sign and the number one 1 for tomorrow.  Or you can combine T with D for day, W for week, or M for month.  For example, T minus 2D means two days ago, T plus 1W means today plus one week, and T plus 4M means four months from today. 
In some Date/Time fields, you can enter a time of day along with the date.  For example, to indicate 4:00pm on July 20, 1999, enter the date as demonstrated, followed by an “at sign” —the a with the circle around it, followed by the time. And, if you have any questions, you can always enter the question mark to get additional information.
Pointer to a File Fields

A Pointer to a file field is a field that requires information from another file and is designed to ensure that all information in that field is entered in a consistent manner.

If you’re working in a patient file, for example, and you reach a field that asks for the name of the patient’s pharmacist, that field is probably a pointer-to-a-file-field that “points” or directs you to a file containing the names of the pharmacists.  Because of pointers, commonly used information such as lists of names can be stored in a single file.  Then, every file (Patient, Vendor, Insurance, etc.) that needs to record a value for the pharmacist can use a pointer to the file containing the list of Pharmacists’ names. 

Computed-type Fields

A computed field is used to output a value that will be computed later, when a report is run. You cannot edit the value of a computed field because it is pre-set so that the field will contain accurate information without you entering that exact information. 

An example of a computed field is a field that calculates age based on today’s date and a patient’s date of birth.  Because the field contains a computed data formula, it will output a patient’s current age based on that date. In other words, instead of entering the patient’s age, the formula in the computed field calculates it accurately for you.

Word Processing Fields

Word Processing fields can contain unlimited amounts of text data, and are suitable for things like mail messages, physician notes, and descriptions. Because of their special nature, there are special tools for entering and editing data into this kind of field.  Two editors that can be used are a screen editor and a line editor, which will be discussed in further detail later in this tutorial.

If your default editor is preset to “screen editor”, you will see a portion of the text displayed and you will be prompted with “Edit question mark NO double forward slash”, as you see here.

If your default editor is preset to “Line Editor”, a portion of the text will be displayed, and you’ll be prompted with “Edit Option”.

Standard Prompt

Most of the time, you will be entering data or commands at a prompt on your terminal screen.  A standard prompt consists of three parts:  a prompt, a default response, and your response.  When you are prompted for a response, the prompt question will be followed by a colon, as you can see on this screen.  Some prompts will have a default or pre-set response.  If the default response is the correct one and you want to enter it, simply hit your return key.  If you need to enter your own response, simply type your response.  If do not choose the default response and instead enter your own, once you hit return, the response that you typed in becomes the default response or value for this record.

Sometimes there are several default choices that appear and in this case, the prompt will begin with the word select.  If the question requires either a yes or no response, the prompt may end with a question mark, rather than a colon.  Remember, if you have any questions or need help, you can always type in a question mark to get more information.

Help - ?,??,???
If you are confused, or do not know what a prompt is asking for, you may enter a question mark and hit the enter/return key.  The system will then provide you with details about the type of information you are required to enter, or a list of possible options from which you may choose.  If you still have questions, you can enter two question marks, which will provide you with additional information.  If you have additional questions after entering two question marks, you may enter three question marks, which may provide you with even more information.

Incorrect Responses

VA Fileman checks each answer to a prompt immediately after you enter it.  If you answer a question incorrectly, you will hear a “Beep”, and the system will display two spaces and two question marks.  In some cases, you may be given an explanation of what was incorrect, and then, a chance to respond to the prompt again.

Partial Responses

You may save time and keystrokes by not typing the full response.  Type in only the first letter or first few letters representing the response that you desire.  If the characters you enter uniquely identify one of the possible acceptable responses, VA Fileman presents the remaining characters and uses the matching choice as your response.  If more than one possible answer begins with the characters that you typed, you will be given a list of possible choices and asked to choose which response you would like, enter the number displayed next to the correct choice.

Entering Data – Scrolling Mode

There are two types of interfaces, or ways in which you work with the prompts.  The first is called “scrolling mode” interface.  In scrolling mode, you will see the prompt signaling that data needs to be entered. Once you enter a response, the computer will automatically place another prompt on your screen. This happens one line at a time.  As you move through the prompts, the previous prompts will move up and eventually off of your screen, as shown here.  In the scrolling mode, the prompts appear in a predetermined order which has been designated by the software programmers.

For instance, the Line Editor is a scrolling mode editor. The distinguishing characteristic of a Scrolling Mode editor is that you enter your text one line at a time, and that you can only edit lines, one at a time.

Sometimes your system will choose the Line Editor as your default, or automatic, editing mode, you may however change this.  Contact your Site Manager for assistance in changing your editor. 
Entering Data – Screen Man

The other way in which data can be entered is in screen-oriented data-entry mode, often shorted to “screen mode”.   In screen mode, the data is entered into pre-set form fields which stay in a fixed position on your screen.  This mode allows you to see many data fields at once, and it also allows you to use simple key combinations to edit data and move from field to field on a screen.  Screen mode also allows you to move from screen to screen, much like turning the pages of a book. 

To edit the contents of Word-processing fields, you need to use a word-processing editor.  There are two standard editors: the Screen Editor and the Line Editor.  The Screen Editor provides flexibility and freedom not provided by the Line Editor.  The Screen Editor provides such features as full-screen editing, automatic text wrapping, and search-and replace.  In most cases, you will probably want your default editor to be Screen Editor.

While entering text using the Screen Editor, you can at any time select a command.  For example, you may at any time change your left margin, move to a different screen, save your document, or get online Help.  To invoke most commands, you need to enter only two keystrokes: the <PF1> key and a character key, such as D for delete line.  You may also enter <PF1>H for the help key.  

Replace…with Editor

When a default response is more than 20 characters long, it won’t be followed by double forward slashes.  Instead, it is presented with a Replace prompt. The Replace prompt uses the Replace…with editor.  This prompt will allow you to change the existing default answer. 

To revise only a piece of the existing default response, type in any series of letters that are part of the existing default answer that you want to change and then press the enter/return key.  At the With prompt, enter the series of characters to replace the original series, and press the enter/return key.  At this point, the replace prompt is presented again, so that you can enter additional corrections.  If you are finished, just hit the enter/return key to continue moving through the prompts.

Sometimes you will want to replace the entire default answer.  If this is the case, simply enter three periods, an ellipsis, at the replace prompt. Then you may replace the entire default response with what you enter at the With prompt.

If you want to delete the entire text, enter the “at sign” at the replace prompt.

Jumping Fields with the [^]

If you notice a typing error after you have pressed the enter/return key and stored a field, you can still correct this error by going back to the field where the error occurred.  You can usually accomplish this by using the jump command. This requires that you enter an up-arrow along with the name, or the first few letters, of the field to which you wish to jump.  Instead of moving to the next prompt in order, you are moved back to the prompt that you identified. You can use the up arrow to jump both forward and backward in a sequence of fields.  To get a list of fields to which you can jump, enter an up arrow and a question mark at any field prompt.

In some applications, the programmer may have disabled this feature.  If that is the case, you will have to continue to enter data and then “recycle” back to the field you need to change.

Using Ret to Opt-out of Answering

To opt-out of answering any question or prompt in the program, you hit the enter/return key by itself at the prompt.  This will move you to the next available field in the application. 

In some cases, a field is mandatory, and you must enter a value, if one isn’t already there.  Pressing the enter/return key without making an entry is not valid.  If you do press the enter/return key or use the up arrow without entering any data, the application will make a “beep” sound and will prompt you again to enter this information.

You must make an entry in mandatory data field.  If you do not, your record will be considered incomplete and will not be stored.  This helps everyone keep meaningful and complete information in the database.

If you still need to exit before you can provide all of the required information, you should abort your edit and start over later.  

Spacebar Recall

VA Fileman wants to simplify data entry by recalling your most recent response to a prompt.  This feature, called Spacebar Recall, uses the Spacebar and the Enter/Return Keys.  For example, if you are editing a particular patient record in a Nursing application and then switch to the Order/Entry application for the same patient, you can usually retrieve the same patient information by pressing the Spacebar and the Enter/Return keys at the second application’s “Select Patient Name:” prompt

Deleting Responses

You can also delete an answer previously entered, without substituting any other answer.  To do this, enter an at-sign as a response to that prompt.  Once you hit the enter/return key, you will be asked to confirm the deletion, giving you another chance to change your mind before deleting the information in the field.

Using the Printer

You will be given two options when asked if you want to print:  print output; and, browse output on screen.  Print output allows you to print your documents to a printer.  HOME is your designated printer.

Using the Printer

This is an example of a page that would be printed from the RPMS applications.  Many of the reports that you print from applications are pre-designed; that is, the selection of records, and the fields that print for each record, are pre-determined by the designer of the application.  You simply choose the report you would like to print from a menu option, choose an output device, and the selected report prints.

Using the Printer - Browse

The browse output on screen function allows a user to view the information over several pages without needing to print the pages.  A user can move from this screen, forward to the next, and back to the previous screen, and review data.

Signing Off

To sign off of the RMPS System, continue to hit the return button until you see a request to halt, as shown on the screen.  At this prompt, you may hit the return button to indicate “yes”, and you will be signed off of the system.

Support

IHS offers a tiered support system, at the local, area, and national levels. Site managers provide local support directly to end users. Site managers, and end users without site managers, contact the area help desk for support. National support is offered directly to area help desks. Or visit the IHS Web site at www.ihs.gov and look for the Resource and Patient Management System, or RPMS, area. We hope that you have learned the basic menus and keystrokes that are needed to work quickly and efficiently within the RPMS applications.  You will be able to put these skills to use in the future as you learn more about the specific applications with which you will work and that they will be helpful to you as you put them to use in the future. 

