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1.0 The Basics

1.1 Requirements

300mHz or better Pentium computer

64 megabytes of RAM (memory) or more

Microsoft Office 97, Professional Version

ANMC domain username and password with network permission to access information on the CHAP share drive (contact the Help Desk, x2626, if you cannot “map a network drive” to CHAP on the file server)

Opening the database

The CHAP Training Center Database is located on the CHAP share drive of the ANMC main file server.  

· Open the folder named “Access” in the CHAP share to find the CHAP.mdb file.

· Double click the file to start the database application.

· Once you have opened the database at least once, you will find a shortcut to the file in your Start – Documents menu.

· You can also create a desktop shortcut icon to the file.

1.2 Navigating the database

The opening screen of the CHAP database presents three choices:
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The first option brings up another menu from which to select the data to view or edit.  Most actions can be performed from the first choice – Enter/Edit Data. The second option on the main menu opens a Village/CHA reference form in which health aides are listed according to their village.  The last option will close the database and exit Microsoft Access.

From the first option, you will see another menu with links to data entry options:
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From this main working menu, you can select to work with Health Aides, Village Clinics, Corporations and Liaison assignments, Instructors, and Sessions.  You may also choose to return to the first screen and, from there, exit the database.  Note that there are two Session options: the first allows you to create or modify sessions, the second allows you to add health aides to sessions and print the invitation forms.

2.0 Introduction

The database is a computer-based filing system for health aide-related information for the CHAP training program.  Here you will find data on the health aides (name, address, clinic, corporation, level of training), sessions (dates, attendees, instructors and advisors), and clinic/employers (address, phone, contact person).  

· This information can be updated by anyone in the CHAP department as needed.  More than one person can update or view the information in the database.  Only one person can update any one record at a time.  This applies only to a single person or village or session.  The system will inform you if you attempt to save a record that has been updated by someone else since you opened it.  The chances are fairly slim of two people changing information at the same time.

· The database is accessible from the CHAP shared drive on the ANMC file server.  It is only available to members of the CHAP department by virtue of their membership in the ANMC user group named “AKA-CHAP”.  To add others to the user group, please contact the Help Desk (x2626).

· System backup for the file server occurs after 9:00pm nightly, even on weekends.  Please remember to close the database before 9:00pm so that the backup software can safely copy all database objects.

3.0 Microsoft Access

Microsoft Access is a visual database program.   That is, it has a remarkably useful graphical interface so users can point and click rather than write and execute lengthy code.  A database is very simply an electronic filing system with data stored in tables by related information.  Users can add more information, update data, compile reports, and print summaries. 

· When opening action forms from the menu, you are automatically in “view” mode – if you wish to change the information, you must click the “Edit” button at the bottom of the screen (for health aides, villages, corporations, etc).

· When working in records, the pencil icon (() on the left status bar indicates that changes have not yet been saved to the database.  If the pencil is not present, the changes have already been saved to the database.

· Simply exiting the record will save the information.  Alternatively, you may click on the “Save” button located on the bottom of the form.

· The “Exit” button saves the current record, closes the form, and re-opens the menu.

· The “Exit Database” button will close all tables, close the database, and exit Microsoft Access.  Please use the “Exit Database” button on the main menu rather than the Microsoft Access “X” in the upper right corner of the screen.

4.0 Using the database

4.1 Health Aide Information

The Health Aide Information button opens the Health Aide form for viewing (remember that you must choose the “Edit” button in order to make changes to the information).  The health aide records are displayed alphabetically by last name.  A checkbox indicating activity status is located in the upper left corner of the form.  If the box is checked-marked, the health aide is marked “inactive”.  Use this box to indicate employment status of the health aide.  

The health aide’s name appears both at the top of the form and on the Personal Information tab.  There are four screens of information for each health aide: Personal Information, Health/CHA Comments, Training Sessions, and Certification/Comments.  Click the tab label to change screens.  Personal information is displayed on the first tab: 

[image: image3.png]Fle Edt Vew Insert Format Records Tooks Window Help Blx|

Dinactive fchecked Kari Merculief

Personal Information | Health{CHA Comments | Traiing Sessiors | Cortfction/Comments

Title: CHA -
83N: 518-12-2345
tsthame taneptme

(907) 545-1234
Village: (St Paullsland -

Home Address:
Glinic Address: [P.0. Box 148 8011 Bentwood Dr.

II

ZipGode: (39650
0idAdt:  [P.0. Box 145

Select CHA) Adsta\(Hmde‘ Edit Record ‘ Save Record ‘ Eat
Recods WLl 155  [ouloe] of 334

Form View





Health/CHA Comment information contains date fields to enter immunization and emergency training dates, as well as general instructor comments for the health aide.  The training sessions page is linked to the Sessions forms and will display sessions for which the health aide has been accepted (in other words, you cannot edit the Session training information for a health aide from the Health Aide form – you must edit the information on the Session Enrollment form).  The tab named Certification/Comments displays the certification date fields as well as another large comment field for notes.

4.1.1 Navigating the records

To change the view to another health aide, you have at least two options: to click on the “Select CHA” button or use the scroll buttons at the bottom of the form.  
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The “Select CHA” button at the bottom of the form will bring up another, smaller, window from which you can choose another health aide by name.

In this smaller window you can scroll down the list of health aides by using the scroll bar on the right side of the list.  You can also type the first letter of the last name to jump to another section of the list.  Once you find the health aide’s name whose record you wish to view or edit, you may either double-click your mouse on the name, you may press the “Enter” key while the health aide’s name is highlighted, or you may use the “Show Record” button on the smaller form.
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Along the bottom of the health aide information form is a row marked “Record:” which displays your current location in the alphabetical list of health aides.  Scroll buttons on either side of the record number field indicate the direction in which you may choose.  The record locating buttons with arrow points will move you one record in either direction.  The buttons with arrow points and vertical lines will move either to the very first record (left-pointing arrow) or the very last record (right-pointing arrow).  The last button with a right-pointing arrow and an asterisk (star) will bring you to a new record form so that you may add a health aide.

4.1.2 Editing the records

The health aide record opens in view-only mode so that changes are not made inadvertently.  You must use the “Edit Record” button in order to change the information on the form.

· Most information can be changed by simply replacing the displayed text with new text.
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Fields displayed with a drop-down button, such as the Village name and Title fields, can be changed by selecting another option from the drop-down list.  You’ll notice that once you change the Village name, you do not have to enter anything for the Village Clinic Address or Zip Code.  These fields are populated with the corresponding information from the Villages table.  {Note:  If this information is incorrect, you must edit the Village Clinic Information form to ensure that the correct information is displayed.}

· Numeric fields, such as those for CHA social security number, phone number, and immunization dates will not allow text entry – only numbers!  These fields also have masks to format the values to the standard view.  For example, the phone number contains parentheses and a hyphen to separate the phone number and the date fields contain slashes “/” already between the two-digit month, day, and year portions.

· Three places in the health aide form allow for free-text comments.  Each of these spaces allow for a maximum of 255 text characters (including spaces).

· A large text box on the Health/CHA Comments tab allows space for generalized health aide comments

· A large text box on the Certification/Comments tab allows for instructor/advisor comments

· A section of the Training Sessions tab brings in session-specific comments from the Session Enrollment form

Another rather large comment field is displayed on the Village/Clinic Information form for additional comments regarding the clinic status.

Village Clinic Information
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The Village Clinic form contains fields for village name, population, FTE, address, phone and fax numbers, associated corporation and service region, along with a rather large comment field.  Note that both corporation and service region can be selected from a drop-down list on the form.  Other information may be included in the comment field, if necessary.  Navigating the Village Clinic form follows the same pattern as navigating the Health Aide form using either the “Select Village” button or using the record-scrolling buttons at the bottom of the form.

4.2 Corporations and Liaisons
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The first field of the Regional Corporation Information form is a short version of the corporation name, such as “BBAHC” for “Bristol Bay Area Health Corporation”.  When adding a new corporation, be sure to choose a short name (seven characters or less) that everyone will understand because it is generally the shorter name that appears on other forms in the database.  The corporation form also contains a drop-down list to select the instructor-liaison for that region.  There are fields to identify the corporation CHAP Director as well as update the address, phone, and fax numbers.  Navigating the Corporation form follows the same pattern as navigating Health Aides and Villages using either the “Select Corporation” button or using the record-scrolling buttons at the bottom of the form.

4.3 Instructor List
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The Instructor Information form contains, by choice, only instructor names, which link to Liaison and Advisor fields, as well as Session Key and Backup names.

4.4 Sessions

There are two forms linked to the menu for managing sessions.  The first form, Review/Add Sessions, allows you to build the session schedule and review previous sessions.  The second form allows you to enroll health aides in the sessions, change the liaison (if necessary), and enter session-specific comments.  The second form also contains a link to the printable Invitation Fax.

4.4.1 Review/Add Sessions

The information on this form includes only the dates and level for the session.  
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To create another session, such as when setting up a new training year, click the button marked “Add New Session” or click the little arrow-* button at the bottom of the form.  

· Enter the training year in the text box next to “Year” using all four digits.

· “Class #” refers to the sequential order of classes during the year.  The first class of the training year is “1”, the second is “2”, etc.  Once you’ve entered the year and number, the system will complete the session “ID” field.

· Select the training level from the drop-down list.

· To set the dates of the session, you can enter the date in the text box next to “Begin Date” and “End Date” in the format of MMDDYY.  Alternatively, you can use the calendar to select the date.  Once you’ve clicked the start date for the session on the calendar, click the “Set Beginning Date” button located below the calendar.  After you’ve entered the beginning date, the button will change to read “Set Ending Date”.  Click on the last day of the session using the calendar before you use the “Set Ending Date” button.

4.4.2 Enroll Health Aides in Sessions
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The Session Cha Enrollment form is the only form in the CHAP database which opens in the edit-ready mode.  Within this form you may assign the Key Instructor and Backup Instructor positions, and select health aides for potential attendance.  Once you’ve selected a health aide, the corresponding Village, Corporation, and Liaison fields will populate with the related information.  If desired, you may change the Liaison/Advisor for any health aide by using the drop-down list.  There is a rather long Comment field off to the right of the Candidates section which can be used for notes associated with enrolling a health aide in a session.

It is this information which appears on the Training Sessions tab of the Health Aide Information form.  The link between the Enroll Cha and the Health Aide Information forms will not work unless the checkbox is marked that the CHA has been accepted into the session.  Note:  even though there is a little arrow-* button on the “Record” line at the bottom of the screen, you cannot add a session from this form.

The button marked “Preview Invitation Fax” brings up a form letter addressed to the health aide’s corporation CHAP Director as identified on the Corporation Information form.  A sample Invitation Letter/Fax is attached at the end of this User’s Guide.

5.0 The future of the CHAP Database

A database can become a powerful tool for tracking Health Aide training and certification status.  It is, however, only as useful as the data contained within.  If the information is not entered correctly, the reports and sessions will not display results correctly.  Future revisions of the database will provide additional reports based on queries to the health aide and session training information.

· Queries, or formal requests for specific information, may be run against the data to provide summary information on any subject in the database.  Some examples include listing the health aides who have completed training during the year, lists or numbers of health aides completing training from any given region, lists of health aides who should be ready for the next level of session training, etc.  

· Queries can also produce certification/recertification information, including up-to-date checklists for those health aides in the certification/recertification process.

Appendix A: Sample Invitation Letter

Anchorage CHAP Training Center

DATE:
February 5, 2004

TO:
Susan Watermann
FROM:
Alaska Native Medical Center

CHAP Director
ANC-CHAP, Jean Rounds-Riley, PA-C

APIA
4315 Diplomacy Drive

Anchorage, Alaska 99508

Phone:
546-2310
Phone:
729-2427

Fax:
546-2268
Fax:
729-2447

TOPIC:
CHAP Training Invitation and Request for Confirmation

Your CHA(s) is/are invited to attend ANC-CHAP's training:

Session:
SIII
Dates:
March 15
-
April 9, 2004

Please Fax or Mail back to us confirmation of acceptance ASAP, no later than February 16, 2004

CHA(s)
will attend
will not attend
	Kari Merculief, St. Paul Island
	
	

	Sylvia Zaochney, Atka
	
	


Upon receipt of your acceptance, we will send a letter to the CHA(s) with additional information
to promote a successful training experience.
For each CHA attending, we must receive by
March 1, 2004

(Completed Post Session Learning Needs form

(PEF Review Form & Medical Traffic Checklist

(Skills List

(Copies of 10 Patient Encounters seen since last Completed Updated Application form
Housing will be a private bedroom in an apartment shared with other CHAs at:

Alaska Family Hospice,  Ph: 333-8746  Fax: 333-7538
Send Alaska Family Hospice the CHA's travel itinerary and any roommate preferences so they

can arrange rooms and airport transportation.
� EMBED PBrush  ���





� EMBED PBrush  ���
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