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viii Key Numbers

Key Numbers

Y ou should receive two standard keys for each cabinet. Each key should have atag that indicates
the key's cabinet and cabinet location. It isrecommended that you store one key in a safe,
secured place, and make the other key available to authorized users who may need it during
power failures, etc.

Use the following chart to record your key numbers. For each key, record the location, tower,
and key number.

Y ou can also use this chart as part of your backup plan for distributing keys during a power
failure or other event that prevents normal supply dispensing. Inthe Key Taken By column,
record the name of the user who has taken a key, and use the Out and In columnsto record the
date/time. Be certain to inform your users of the policy and procedure for accessing
SupplySource by using keys.

Y ou may make copies of this chart to list additional departments.

Department

Location Tower Key # Key Taken By Out In
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Introduction to the Control Center

The Control Center is awindows-style software application that runs on your own networked PC.
The Control Center allows you to enter, monitor, and modify datain the SupplySource database.
This manual contains step-by-step instructions for using the Control Center to maintain and
manage your SupplySource System, and it provides an administrative overview of all system
components and functions.

Y ou can perform the following tasks with the Control Center:

Define the characteristics of the suppliesin your database

Assign supplies to SupplySource Towers

Create accounts for all system users, and assign activity privileges to each
Enter, monitor, and retrieve patient data

Customize and configure the system to meet your needs

agkrwihpE

SupplySource is provided with the number of Control Center licenses you purchased, and each
application isinstalled on the computer you designated. To purchase and install additional
Control Center applications, contact your MedSelect Sales Representative.
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Overview of SupplySource

The following section is an overview of the SupplySource system, including a description of the
components and their uses. An explanation of operating procedures, system care, and safety
considerations follows the component descriptions.

Description of Components
SupplySource will include the following devices:

Display Terminal

The Display Terminal is a computer with atouch-screen
display that makes it possible to dispense supplies for a
selected patient, access supply and patient information,
and restock the system inventory.

For more information on using the Display Terminal, see
the SupplySource Display Terminal Dispensing Guide.

SupplySour ce Tower (SST)

The SupplySource Tower provides convenient yet
controlled access to supplies. The Tower shelves can be
configured in a variety of ways to provide a multitude of
storage options.
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Troubleshooting Tips

Thereisnot usually a need to power off the system database server, except for servicing by
authorized MedSelect service personnel. The following circumstances occur when a deviceis
powered off:

» If only the database server is powered off, the Display Terminals continue to operatein an
offline mode with limited functionality. Full functionality is restored when the database
server is brought online. All windows on the Display Terminal display ared title bar to
indicate that the server isnot available.

* If thelB Moduleisunplugged or powered off, dispensing from the Display Terminal is not
possible.

Care of the System

Do not use solvents, liquid cleaners or aerosol cleanersto clean any part of the SupplySource
System. Use a soft, dightly damp cloth and warm, soapy water for cleaning cabinet surfaces.
Use a soft cloth and a small amount of glass cleaner to clean the Display Terminal’s touch
screen.
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Safety Precautions

The SupplySource System is clearly marked to protect the user from possible injury or damage to
the system. The following symbols may be found on system components:

The exclamation point inside a triangle indicates caution.

M When you see this symbal, refer to thisinstruction

H manual in order to protect against damage to the
SupplySource System.
Thelightning bolt inside a triangle indicates hazardous

5 voltageinside. Do not attempt to open or access the
interior of a device marked with this symbol.

I This symbol indicates a circuit common connected to a

— grounded chassis.
]

The Warning label denotes a hazard. It calls attention to
WARNING | aprocedureor practice which, if not correctly performed
or adhered to, could result in personal injury. Do not
proceed beyond awarning label until the indicated
conditions are fully understood and met.

The Caution label denotes a hazard. It calls attention to
" CAUTION an operating procedure or practice which, if not correctly

performed or adhered to, could result in damage to or

hd destruction of part or al of the product. Do not proceed
beyond a caution label until the indicated conditions are
fully understood and met.




Control Center User’s Guide 5

Equipment marked with the label pictured below should not be opened by system users.
Otherwise, system damage may occur.

ATTENTION
OBSERVE PRECAUTIONS
FOR HANDLING
ELECTROSTATIC

SENSITIVE
DEVICES

Contact your MedSelect Service Representative for system service. There are no user serviceable
parts in the SupplySource System. Equipment used in a manner not specified in this document
by MedSdlect Inc. may impair the protection provided by the equipment.
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Electrical Requirements

This system requires a single-phase, three-wire, unswitched wall receptacle. A grounded, 3-
prong power receptacle must be available for connecting main AC power to the Display
Terminal, IB Module, and optional printer power Supply. In the event that your facility does not
have adequate el ectrical outlets, use only a qualified electrical contractor to perform work on
electrical circuits. Do not attempt to defeat the safety purpose of the grounding-type plug. You
may need to consult the hospital’ s Engineering department before performing eectrical work.

The power requirements of system components are as listed in the table bel ow.

Device Nominal Input M ax Power Max Power Consumption
Power Consumption(VA) | Rating(W)

Printer 115VAC, 60Hz, 85VA 50w

(Epson) single phase

IB Module | 115VAC, 60Hz, 135VA 80w
single phase

DT 2.0 115VAC, 60Hz, 200VA 120w
single phase
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Ventilation Requirements

There are no special ventilation requirements for the equipment covered by this manual, unless
your system includes an optional Display Terminal printer. The printer’s power supply isa
separate unit and should never be covered or mounted in any way that restrictsits ventilation
louvers. Restricting air circulation around this unit could reduce its operating life.
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Accessing and Tracking Supplies During Power Outages or Display
Terminal Failures

If all power sources should fail and the Display Terminal becomes inoperable, you must open the
dispensing cabinets with their proper keys. These keys should be secured by an authorized staff
member who can make them available during a power outage (see page viii).

During a power outage, the system is not able to track inventory. You must keep track of
supplies used and then adjust the system quantities when power is restored. Y ou should work
with your system administrator to develop a plan for manually recording supply usage during
power emergencies.
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Hardware and Software Requirements for Control Center Installation

The Control Center can beinstalled on a PC that is on the same network as the SupplySource
server. The PC must meet the following regquirements:

Components

Requirements

Microprocessor
RAM
Hard Disk

Video Monitor
Operating Systems
Keyboard

Mouse

Pentium 90 or higher

32MB of RAM or higher

15MB toinstall and run the Control Center

85MB toinstall Examiner (50MB will be given back after the
installation)

30MB to run Examiner

Total required to run Control Center and Examiner =50MB
EGA or higher

Microsoft Windows 95, NT 4.0, or Windows 2000
Required

A mouseis strongly recommended but not required

Do not install the Control Center on a computer running Windows 3.11 or any other version
prior to Windows 95. The Control Center can only be installed by MedSelect service

personnel.
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Contacting the MedSelect Customer Support Center

MedSelect customer support is available 24 hours a day, 7 days a week, 365 daysayear. If you
have questions about SupplySource that are not answered by this document, you can contact the
MedSelect Customer Support Center at 1-800-508-4576.
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Part One: System Configuration at Installation

t aintenance

SupplySource configuration refersto

the addition, removal, or modification User r
of any system component. Part One Cuztomer Defined Class

of this manual is designed to be used Eacility

by a MedSelect associate in assisting Ciepartment

the system administrator with the Location

configuration. It assumesthe user is

familiar with the Control Center, and ~_ =stack Amaunts

isintended for use only by
experienced system installers or
administrators.

Configuration Dizplay Terminal
Client

LCahinet
Contraller
Economy Tower Bing
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Login and Preparation

Before you can accomplish any work in SupplySource, you must log in to the Control Center,
then add yourself as a system user and grant yourself all of the access rights you need to perform
various high-level functions. If you already have a user account for yourself, you can skip to
Configuration Overview on page 13. Theseingtructions only work if the default administration
login has never been used.

Tologin and add your own user record (new system only)

1. Start the Control Center.

2. Typeyour Username as CCADMIN.

3. Pressthe TAB key to move the cursor to the next line.

4. Typeyour PIN as 9999 then pressENTER.
9999 isadefault PIN. When you enter this, you are prompted to change the PIN. Change
the PIN to a number only you will know. Thisnew number you enter is the default
administrator’s PIN from now on.

5. Under the Maintenance menu, select User, then select User Browser.

6. Click the Add button.

7. Typethe requested information about yoursdlf in each field on the User Detail form. Be sure
to enter the Username that you wish to use when logging in to the Control Center.

8. Sdect all of the user accessrightsin the right hand column.

This gives you full accessto all system functions. When you have become more familiar
with the system, you may want to change your access rights.

9. Click the Save button to save changes.
10. Close down the Control Center application, then restart it.
11. Login with the new Username and PIN. The PIN is9999.

12. Follow the prompts to create your unique PIN number.
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Configuration Overview

Defining the Areas in Your Hospital or Facility

SupplySource recognizes different areas of your facility by organizing them into locations and
departments.

Locations - Areas in your facility where activity impacts SupplySource in any way. These could
be patient rooms, stock rooms, storage closets, nursing stations, hallways, labs, etc. There may or
may not be SupplySource devices in these locations (such as in a patient room).

Department - A collection of locations and Display Terminals. Departments can define
attributes that can be set globally for all of the Display Terminals they contain.

To enter thisinformation, it is best to work from the top down in the following manner:
1. Create departmentsfirst.
2. Addlocations.

3. Add Display Terminals, choose a default location for each, and assign them to the
departments.

4. Assign additional locationsto the Display Terminals.

The following sections guide you through these steps.
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Step 1: Creating Departments

Departments are divisions of your facility that may define unique attributes for the parts of the
SupplySource System they contain.

To add a new department
1. Under the Maintenance menu, select Department.
2. Click the Add button on the toolbar.

3. Enter the department name and set each attribute as desired. For a description of each
option, see Department Maintenance Fields on page 107.

4. Click the Save button on the toolbar.

To delete a department
1. Select the department from the department browser.
2. Click the Delete button on the toolbar.

3. You are asked to confirm the deletion. Click the Yes button to confirm, or click the No
button to cancdl.

4. Click the Save button on the toolbar.

Note that the datais not removed from the database until you save.

Note: To protect theintegrity of the database, you may not be allowed to delete a department if
the department is currently active in the system or otherwise meets a condition that
prevents the deletion. If such a condition exists, you are notified by a message window.
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Step 2: Creating Locations

Locations are patient rooms, operating rooms, storage rooms, or any other area that must be
monitored or tracked in any way by SupplySource.

Once you have added all of your locations to the database, you should assign them to Display
Terminals. Adding Display Terminalsis explained under Creating Display Terminals on page

17.

To add a new location

1

2.

Under the Maintenance menu, select Location.

Click the Add button on the toolbar.

Enter the new location number and description.

The location number must be unique, and can include letters as well as numbers.

Y ou can assign many locations to the same Display Terminal. Once alocation has been
assigned to a Display Terminal, any patients assigned to that location are shown on the

Display Terminal that servicesthe location.

Click the Save button on the toolbar.

Toassign (or unassign) locationsto one or more Display Terminals

If you have not yet added Display Terminals to the system, skip this section and go to Creating
Display Terminalson page 17.

1

Select alocation from thelist, then click the Display Terminals button.

The column on thel€eft lists all Display Terminals. The column on the right lists the Display
Terminalsthat are assigned to the location. If the Display Terminal nameis followed by
"Default”, then the location is the default location for that Display Terminal.

To assign only specific Display Terminals, select each Display Terminal name from the
column on the l€ft, then click on the > button. The names you selected appear in the
location’s assigned list.

Toassign all Display Terminals to the location, click on the >> button.
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3. Tounassign specific Display Terminals, select each Display Terminal hame from the
column on theright, then click on the < button, or use the << button to unassign all.

Note that you cannot unassign a Display Terminal from the location if it is the default
location. Every Display Terminal has one default location, but may have additional
locations. To change the default location, you must use Display Terminal Configuration (see
page 17).

4. Click the Save button on the toolbar.

t%> Todelete alocation
1. Sdect thelocation.
2. Click the Delete button on the toolbar.

3. You are asked to confirm the deletion. Click the Yes button to confirm the deletion, or click
on the No button to cancdl.

4, Click the Save button on the toolbar.

Note that the datais not removed from the database until you save.

Note: To protect theintegrity of the database, you may not be allowed to delete alocation if the
location is currently active in the system or otherwise meets a condition that preventsthe
deletion. If such a condition exists, you are notified by a message window.
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Step 3: Creating Display Terminals

Y ou must have Configuration access rightsto add Display Terminals. If you have not yet added
locations to the database, you should do so before adding any Display Terminals (see Creating
L ocations on page 15).

Toadd a Display Terminal

1. Under the Maintenance menu, select Configuration, then select Display Terminal.

2. Click the Add button on the toolbar.

3. Enter the following data:
The node name is a unique name (up to 16 characters) that identifies this Display Terminal.
This can be any valid TCP/IP node name. Examples of valid node names are DTORROOM
or DTEYELAB. MedSelect encourages the use of DT as the first two letters of the node
name. The node name can contain a hyphen or underscore, but cannot contain spaces or
special characters. The node name must be unique.
Select the department where this Display Terminal is located.
Select the specific location for this Display Terminal. This location becomes the default
location, but you can assign other locations aswell. Note that if you change the default
location, the old default location continues to be assigned to the Display Terminal as anon-
default location.

Enter the Display Terminal’s assigned | P address, which must be provided by the hospital’s
Information Systems personnd.

Select alogging level. Thisdeterminesthe level of detail that isrecorded in the Display
Termina’s error log. For details, see Display Terminal Configuration Fields on page 112.

Check the Receipt Printer box if the Display Terminal has areceipt printer. Some Display
Terminals may not have a printer.

4. Click the Save button on the toolbar.
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Toassign (or unassign) Display Terminal to one more locations

1

Select a Display Terminal from thelist, and then click on the Display Terminals button.

The column on the left lists all locations. The column on theright lists the locations that are
assigned to the Display Terminal. One of theseis identified asthe default location. (To
quickly locate the default location, select Go To Default Location under the Data menu.)

To assign only specific locations, select each location name from the column on the | eft, then
click on the > button. The names you selected appear in the Display Terminal’s assigned
list.

To assign al locationsto the Display Terminal, click on the >> button.

To unassign specific locations, select each location name from the column on the right, then
click on the < button, or use the << button to unassign all locations.

Note that you cannot unassign a location from a Display Terminal if it is the default
location. Every Display Terminal has one default location, but may have additional
locations.

To change the default location, select the name of the new default location you want from the
column on theright, then choose the Set As Default Location option from the Data
menu.
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t%> Todelete Display Terminals
1. Select the Display Terminal.
2. Click the Delete button on the toolbar.

3. You are asked to confirm the deletion. Click the Yes button to confirm the deletion, or click
on the No button to cancdl.

4. Click the Save button on the toolbar.

Note that the data is not removed from the database until you save.

Note: To protect theintegrity of the database, you may not be allowed to delete a Display
Terminal that has dispensing devices assigned to it. If such a condition exists, you are
notified by a message window.
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Step 4: Creating Cabinets

Locations must be in the database before you can generate create cabinets. Use Cabinet
Configuration to add, modify, and del ete the names of SupplySource Towers.

To add a cabinet

1

2.

Under the Maintenance menu, select Configuration, and then select Cabinet.
Click the Add button on the toolbar.

In the Cabinet Description field, enter a description for the cabinet or area, for example,
ER Tower 1, CCU Tower 3, ICU Tower 1, or CCU Tower 6.

Select alocation from the drop-down list.

Click the Save button on the toolbar.
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Step 5: Controller Configuration

Once you have added the cabinet name and location, you must enter the controllers contained
within the cabinet.

If you have the Economy model of the SupplySource tower, you should create only Electronic
Lock controllers—OC controllers (see the next page). After those are completed, move on to Step
6 on page 25.
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Creating a Controller for an SST Electronic Lock

Do the following to set up any e ectronic lock controller. You only haveto create one Electronic
Lock Controller for each SST:

1. Under the Maintenance menu, select Configuration, and then sdlect Controller.
2. Click the Add button on the toolbar.
3. Enter the following data:
Address isthe number assigned to the processor chip on the controller (SST Electronic

Lock controller names begin with 0C—zero C).

Type Description isadescription of the device, in this case SST Electronic Lock. This
field isfilled in automatically when you tab out of the Address field.

Display Terminal isthe name assigned to the Display Terminal that powers this
controller. If the Display Terminal you want is not listed, then you must add it using Display
Terminal configuration.

Cabinet Description identifies the cabinet that contains this controller. Choose the
description from the drop-down list. If the cabinet you want is not listed, you must add the
cabinet using Cabinet configuration.

Sequence Number isthe number that describes the physical order of controllersin a
cabinet. An SST Tower can have only one Electronic Lock controller. Thisfiedisfilled in
automatically.

Controller Configuration isthe number sequence (1-1-1-1, 1-1-2, 1-2-1, 1-3, 2-1-1, 2-2,
3-1) that describes the configuration of the Electronic Locks (doors) attached to the
controller.

4. Click the Save button on the toolbar.
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Creating a Controller for an SST Shelf

Controller configuration for an SST Shelf issimilar to an SST Lock, but requires that you specify
the shelf number and the way the shelf is divided. To add a controller of thistype, use SST Lock
Controller Configuration but observe the following differences:

1. TheAddress must begin with OD (a zero and the letter D).

2. TheSequence Number must befilled in. The Sequence Number istheshelf's
position number in the cabinet, starting at the top. The maximum number of shelvesis 16.
Tab to open the OD Shelf Controller dialog.

In the OD Shelf Controller dialog, the shelf isdivided into 18 shelf positions by default
(the maximum number possible). See below for shelf configuration instructions.

3. TheController Configuration field defaults to 18 (the maximum number of shelf
positions).

4. Click the Save button on the toolbar.

Note: Do not create OD controllersif you are configuring an Economy Tower, create 0C
Controllers and move on to Step 6: Adding Binsto SST Shelves (Economy model
only) on page 25.

To configure a OD shelf

When the OD Shelf Controller dialog opens, it defaults to the maximum number of shelf positions
(18) and a“Pull Out” shelf type.

To Configurea“Pull Out” Shelf:

1. IntheOD Shef Controller dialog, choose the Shelf Type as Pull Out.
2. The shef will be defaulted to the maximum number of positions (18).

AR

3. Click the button to remove shelf dividers. Note that the shelf indicator buttons on the
Button Bar in the dialog will change accordingly.
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4. Toput adivider back, click the button.

5. Click OK.

To Configurea“Fixed” Shelf:

1. IntheOD Shef Controller dialog, choose the Shelf Type as Fixed.

AR
In addition to the buttons, pull-down menus will appear at the bottom of each shelf
division.
2. First, configure the vertical dividerswith the buttons. Then, choose the horizontal

dividers with the pull-down menus.

If you choose:

1-1-1 Therow will bedivided in thirds.

1-2 The row will be divided in 2—with the front section 1/3 of the row and back section
2/3.

2-1 Therow will be divided in 2—with the front section 2/3 of the row and back section
1/3.

3 Therow will have no horizontal dividers

Note that the shelf indicator buttons on the Button Bar will change accordingly.

3. Click OK.
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Step 6: Adding Bins to SST Shelves (Economy model only)

If you are setting up an Economy SupplySource tower, you will need to configure the Economy
Tower Bins after you have created your cabinets (Step 4) and your SST Electronic Locks (Step 5).

To configur e economy tower bins

1. Under the Maintenance menu, select Configuration, and then select Economy Tower
Bins.

2. From the Cabinets pull down menu, choose the SST you would like to configure.

3. FromtheDoors list, choose the door that contains the shelf or shelves you would like to
configure.

4. Click the Auto-Generate button, and specify the number of bins you need. The number of
bins you requested will be created.

You can also create bins by clicking on the Add button. Each click on the Add button will
add an additional hin.

Bins can be deleted by using the Delete button. Choose the bin you would like to delete and
click the Delete button.

5. Click the Save button on the toolbar.
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Changing the System Configuration

Y ou need to reconfigure SupplySource whenever a Tower is added, removed, or replaced. You
may also need to edit names or make other changes that could occur when some part of the
facility is changed or renamed.

Removing System Components

Y ou can remove a SST or controller by opening a configuration window and deleting the
component.

Deleting SupplySour ce Towers

When you del ete a SupplySource Tower, all associated controllers and positions are also deleted.
However, you cannot delete a device or area if there are supplies assigned to its positions.
Unassign all supplies before deleting.

To delete a SupplySour ce Tower

1. Under the Maintenance menu, select Configuration, and then select Cabinet.
2. Select the cabinet you want to delete.

3. Click the Delete button on the toolbar.

Y ou are asked to confirm the deletion. Click the Yes button to confirm, or click on the No
button to cancel. Y ou may have to confirm more than once.
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Deleting Controllers

Deleting a controller causes all associated positions to be deleted. Y ou cannot delete a controller
if there are supplies assigned to its positions. If you know you want to delete all of the controllers
in a SST, it may be quicker to delete the entire cabinet, which also deletes all of its associated
controllers. To delete a cabinet, see Removing System Components on page 26.

Todelete individual controllerswithout deleting the cabinet

1. Under the Maintenance menu, select Configuration, and then sdlect Controller.
2. Select the controller you want to delete.

3. Click the Delete button on the toolbar.

Y ou are asked to confirm the deletion. Click the Yes button to confirm, or click on the No
button to cancel. Y ou may have to confirm more than once.

Deleting a Display Terminal

Y ou cannot delete a Display Terminal unlessall of its associated controllers have been deleted.
See Deleting Controllersabove. To delete a Display Terminal, follow these steps:

1. Under the Maintenance menu, select Configuration, and then sdlect Display Terminal.
2. Sdect the Display Terminal you want to delete.

3. Click the Delete button on the toolbar.

Y ou are asked to confirm the deletion. Click the Yes button to confirm, or click on the No
button to cancel. Y ou may have to confirm more than once.
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Replacing System Components

The requirements for replacing a system component vary by component. The following
instructions explain how to replace each SupplySource component.

M odifying or Replacing a Controller
The following rules apply when modifying or replacing a controller:

1. You can swap out an old controller and replaceit with a new controller only if the
controllers are the same type. This means that the two controllers must have the same 2-
digit prefix in their address. For instance, you can replace a SST Lock controller with
another Lock controller (prefix of 0C). You can replace a SST Shelf controller with another
Shelf controller (prefix of OD).

To replace a controller, you must first delete the unwanted controller, then add the new
controller. To delete a controller, see Deleting Controllers on page 27. To add a controller,
see Controller Configuration on page 21.

2. You can replace a controller with another of the same type without unassigning supplies only
if the new controller has the exact same configuration asthe old. When you do this, you
change only the controller addressin the database; all other information remains the same.

3. If you want to change a controller’s configuration, you must unassign all supplies for that
controller. For instance, if you want to change a controller that supportsa SST Shdlf with 18
compartments so that it supports a SST Shelf with 2 compartments, then you must unassign
each of the suppliesin the 18 compartments. Y ou can then modify the controller’s
configuration in the database (including the address, if you want to simultaneously swap the
controller and change the configuration).
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Tomodify or replace a same-type controller

1. Under the Maintenance menu, select Configuration, and then sdlect Controller.

2. Sdlect the controller you want to modify or replace.

3. Under the Data menu, select Modify Controller. A Modify Controller window opens.
4. Change the data to match the new controller.

If the controller has supplies assigned to it, then you are only able to edit the address of the
controller (the 2-digit prefix cannot be edited to ensure that this controller type remains the
same). If not, then you can modify everything but the description, which is created
automatically based on the prefix to the address.

Replacing a SupplySour ce Tower

Toreplace a SST, you must first delete the unwanted SST, then add the new one. To deletea
SST, see Deleting SupplySour ce Tower s on page 26. To add a cabinet or area, see Creating
Cabinets on page 20.

If a SST isbeing replaced with another SST and you plan to keep the old cabinet name, you
could keep the old cabinet name in the database and change only the controllers assigned to the
SST.

Replacing a Display Terminal

If aDisplay Terminal is replaced, the new Display Terminal should be given the same node name
asthe old Display Terminal. If thisis done, no change is needed at the Control Center. The new
Display Terminal should function properly. A Display Terminal should only be replaced by
authorized MedSelect service personnel.
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Client Configuration

Client Configuration is used to identify clients such as the Nursing WorkStation (NWS),
Restocking WorkStation (RWS), etc. These software applications are not currently components
of the Control Center, but can be run on the same PC as the Control Center.

Y ou must have Configuration access rights to add clients. If you have not yet added Departments
to the database, you should do so before adding any clients (see Step 1: Creating Departments
on page 14).

Toadd aclient

1

2.

3.

Under the Maintenance menu, select Configuration, and then select Client.
Click the Add button on the toolbar.

Enter datain each field on the form. For details about the information used on this form, see
Client Configuration Fields on page 105.

Click the Save button on the toolbar.

Todeleteclients

1

2.

Select the client.
Click the Delete button on the toolbar.

You are asked to confirm the deletion. Click the Yes button to confirm the deletion, or click
on the No button to cancdl.

Click the Save button on the toolbar.

Note that the datais not removed from the database until you save. When you delete a
client’s configuration, that client continuesto run normally if it was already in use. When
that client application is closed, it isnot possible to restart the client until a new
configuration is added at the Control Center.
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Part Two: Information Management Using the Control Center

SupplySource administration is performed using the Control Center. The Control Center isan
application you can run on almost any personal computer that can run Microsoft™ Windows™ 95,
98 or 2000, and is on the same network as SupplySource. Y ou use data entry formsto enter
information about patients, system users, and inventory. Thisinformation is processed and
stored by the database server, and can be retrieved whenever you need it. Y ou can view or print a
variety of reports that display the information you need to accomplish specific tasks such as
restocking.
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Control Center Standard Tools and Features

Toolbar

Depending on the window you are viewing, the Control Center toolbar may contain any of the

following buttons:

Close Print Preview  Add Visit

Delete Visit Insert Sort Find Help

y

1 t

Print Add Patient Delete Patient

Close Closes the current
window.
Print Prints the contents of the

current window (report,
browser, etc.).

Print Preview Showsapreview of a
printout on the screen, or
cancels print preview.

Add Patient ~ Adds a Patient (when
viewing the Patient
browser or Patient
Detail).

Add Visit Adds a Vist (when

viewing the Patient
Detail).

Delete Patient Deletes a Patient (when
viewing the Patient
browser or Patient
Detail).

DeleteVisit  DeeesaVisit (when
viewing the Patient

Detail).

X &18] &l & [la]%] (=] ) (0] (2]
T

t t

Add Delete Filter Save

Add Addsanew item tothelist or form you
areviewing.

Insert Inserts a new item directly above the
currently selected item in alist.

Delete Deletes the currently selected item
from thelist you are viewing.

Sort  Activates the Sort feature.

Filter Activatesthe Filter feature.

Find Activates the Find feature.

Save Savesthe current entry.

Help Activatesthe online help.
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Positioning the Toolbar

Y ou can reposition or remove the toolbar from the screen by right clicking on the buttons. This
opens alist box of several options. To remove the toolbar, select Sheetbar. Thetoolbar is
removed until the next time you open a new window (by opening a browser, detail, etc.). To
reposition the toolbar, select Left, Top, Right, Bottom, or Floating. If you sdlect floating,
the toolbar becomes its own small window.

Identifying a Button

When you place the pointer over a button and leave it there, a small pop-up message indicates the
name of the button. Y ou can also change the button style so that the button always displays the
name of itsfunction. To do this, right click on the buttons, then select Show Text.

Radio Buttons

Radio buttons allow you to choose an exclusiveitem. They are called radio buttons because they
work like station select buttons on aradio. Only one can be chosen at onetime. Radio buttons
are usually round, and the selected button contains a filled center. The other buttons are empty.

ted/Supply Mame: % Trade " Generic
Patient Browser,. ' Patient " Room
Restock Window: % Pozition € Supply

Drop-down lists

A drop-down list isalist of valid items that may be inserted into adatafield. Drop-down lists
usually contain information that is entered on another form. Drop-down lists areindicated by a
button with an arrow pointing downward.

Click on this button to open the list, which appears to “drop-down” from thefield. Click on one
of theitemsin thelist toinsert it into the field. When a field uses a drop-down list, you can only
insert information fromthe list. You cannot type information into a field that contains a drop-
down list.

Browsers

A browser isaform that presents alist of names or items, usually for the purpose of performing
some action or retrieving more detailed information on an item in the list. Browsers such asthe
patient browser, supply browser, and user browser contain abbreviated information on patients,
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supplies, and users, respectively. Double-clicking on one of these items opens a detailed form
that shows more specific information about the item you chose.

Some browsers contain information that can be edited directly on the browser. Other browsers
only show information that must be added, edited, or deleted by using a detail form. For
instructions on using a particular browser, see the explanation of the form that contains the
browser.

Detail Forms

A detail isaform that displays details about a specific item or person. For instance, a patient
detail shows personal details about the patient, such as address, birthdate, etc. Detail formsare
often accessed by choosing an abbreviated description of the displayed item on a browser.

Required Fields

A detail or browser often contains required fields, which arefields that must befilled in, and
optional fields, which may be left blank but provide hel pful information when used. Required
fields are indicated by boldface type.

Editable and Non-editable Fields

Any field on a detail that has a white background can be edited. Fieldswith a dark background
cannot be edited. Non-editable fields usually contain information that is either entered by the
system automatically or is displayed for information purposes only.

Using the Tab key to move from one data field to the next
When working on a detail or browser, the Tab key causes the cursor to move from one field to the
next. The Enter key does not perform this function.

Printing Functions
You can print information on browsers, details, or reports by clicking on the Print button on the
toolbar.

Double-clicking vs. Click/Select Button

Any function that is performed by first selecting an item, then clicking on a button, can also be
performed by double-clicking on the item. For example, you can open a patient detail by
selecting a patient from the patient browser, then clicking on the Patient Detail button.
However, you can also double-click on the patient name in the patient browser to open the detail.
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Check Boxes
Check boxes indicated whether an option is selected or not. When an option is not selected, the
check box isempty. When an option is selected, the box contains a checkmark.

[ PIM Required
¥ Find Patient by 1D
[T Mot Available for FindA4dd

Toggling Between Open Windows within the Control Center Application

Y ou may want to have several windows, such as a Patient browser, Patient Detail, and Supply
browser open al at the sametime. Y ou can minimize one window to view others behind it, or
you can use CTRL+TAB to move from one window to the next. Press and hold the CTRL key
while repeatedly pressing the TAB key to move from window to window.

By clicking on the Window menu, you can view a list of open windows. Click on one of the
window names to bring that window to the foreground.

If you need to bring up other applications (such as aword processor or spreadsheet) that are
running on your computer behind the Control Center, you can use ALT+TAB to move from
application to application.

Viewing Online Help

The Control Center includes context sensitive online help. This means that whenever you open
help, the topic that appears contains specific instructions on the Control Center form or window
you were using. The online help is always the most current source of information about the
Control Center. Every time the Control Center software is updated or upgraded, a new online
help fileisincluded. Therefore, the online help may contain information that is not in this
User’'s Guide.

To open help, you can click on the Help button on the Control Center toolbar. For more
instructions on using Windows help, consult your Microsoft Windows documentation.
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Logging In to the Control Center

To start the Control Center application, click on the Start button on the Windows Task Bar,
select Programs, then select Med Select, then select Control Center.

The Control Center is Username and PIN protected. You must log in using avalid Username

and PIN provided by the system administrator. Y ou also must have Control Center Login access
rightsto log in to the Control Center. All unsuccessful login attempts are recorded in the System

Log Message report.

Logging in After a New System Installation

A newly installed Control Center includes a default administrative account that you can use until
you have added a unique account for yourself. Once you have added your own user account, you
should delete or disable the default administrator account as described under M aintaining User
Accounts on page 40.

Tologin as the default administrator, see Login and Prepar ation on page 12.

Changing Your PIN
Y ou can change your own PIN number after you have logged in to the Control Center. You use
this PIN whenever you log in to the Control Center or a Display Terminal.

To change your PIN

1. Under the File menu, select Change PIN. The Control Center PIN Change window opens.
2. IntheCurrent PIN field, type your current PIN.

3. IntheNew PIN field, type the new number that you want to use as your PIN.

4. IntheConfirm PIN field, type your new number again to verify that you did not mistype.

5. Click the OK button. Your new PIN will be effective the next time you log in.
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Normal Login Procedure
Once you have started the Control Center, the login prompt appears, as shown below.

£ Control Center Login Ei

1] 4
User Hame: || —
LCancel
PIN: I
Help

Toenter your Username and PIN

1. Typeyour User Name.

2. Pressthe TAB key to move the cursor to the next line.
3. Typeyour PIN, then pressENTER (or click OK).

If thisisthefirst time that you have logged into any SupplySource application, then your
PIN is9999. After you enter 9999, you are prompted to change your PIN.

A successful login allows access to all Control Center menus. Once you have started a Control
Center session, you cannot start another Control Center session until you close the current
session. Multiple Control Center sessions cannot run on the same computer at the sametime.
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Control Center Menus

The Control Center menus organize the work that can be accomplished at the Control Center. In
addition to standard Windows menus, there are two Control Center menus you use to perform
routine system administration: Management, and Maintenance.

M anagement Menu
The Management menu includes those functions typically performed on a daily basis. Patient
accounts, supply control, and fileimporting are all managed through this menu.

M aintenance Menu

The Maintenance menu includes those functions that are normally configured during the system
setup, and that change little over time. User Accounts, Facility Setup, and System Configuration
are al maintained through this menu.

Because the system must be set up before it can be used, the Maintenance menu is explained first.

Knowing What Kind of Information to Enter on a Control Center Form

Much of the information stored by SupplySource may be downloaded through a system interface,
but all of it can be entered directly at the Control Center. Each Control Center form has unique
fields. A listing of all Data Entry Fields that begins on page 103 explains these fields in detail,
including any pre-loaded data, limited field lengths, and suggestions for entering useful
information.

Thisinformation is also included in the Control Center online help. Every help topic that
contains instructions for entering data also includes a topic that explains the datafields. If you
open the fields topic, you can leave it open and consult it while you work in the Control Center
application.

Toreferencefieldsinformation in the Control Center online help

Suppose you are working in the Supply Detail and need to know what kind of information to put
in the datafields. Follow these steps:

1. Click the Help button.

A context sensitive help topic opens. Thistopic lists options related to the Supply Detail.
2. Click on the option for Supply Detail Fields.
A second window called Supply Detail Fields opens.

3. Enter information in the Supply Detail while consulting the help window.
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Using The Maintenance Menu

The Maintenance menu provides Maintenance

most of the functions you need to set Ulser b
up the system and control data that r
does not change frequently. User

Cuzgtomer Defined Clazz

) 2 Facilit
account maintenance, facility setup, El "
. . Department
and system configuration are all Location
performed through this menu. =
Bestock Armountz

Canfiguration r
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Maintaining User Accounts

User accounts, including access right assignments, are managed through User Maintenance. You
create an account for every system user, and define access privileges depending on the user’s
authorization to dispense materials, enter or change system data, etc. You can also disable a user
account temporarily, such aswhen a user is on vacation.

Users must be assigned to one or more departments within your facility. Userscan only login to
Display Terminalsthat arein their assigned departments. Y ou can also define an expiration date
to limit the time when a user's account is valid for a specific department.

When you open User Maintenance, the User browser is displayed. You can view the details of
any user listed in the browser, add a new user, delete a user, or print user information. If thisis
thefirst time that the system has been used, then the only user is the administrative account.
Once you create a user account for yourself, you should del ete the administrative account, remove
its access rights, or change the Control Center Username or PIN so that an unauthorized person
cannot use the account.
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Information about usersis recorded in the user detail. The user detail isdivided into two
columns: User Information and Access Rights.
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Access rights can be assigned individually, or can be assigned as part of a group profile, which is
a pre-defined group of accessrights. Accessrightsthat are grayed out are part of a group profile.

Y ou must have Control Center Login and Administrate access rights to create and edit user
accounts.

Toview or edit the user detail

1. Under the Maintenance menu, select User, and then select User Browser.
2. From the User browser, click the line showing the account you want to view.
3. Click the User Details button to open the user detail.

4. Edit the data as necessary.

5. Click the Save button on the toolbar.
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Toreset auser’s Personal Identification Number (PIN)

While viewing the user detail, click on the Reset PIN button. This causes the user's PIN
number to be set to 9999. The next time that user triesto log in to the Control Center or the
display terminal, the user must enter 9999 asthe PIN. A prompt then forces the user to modify
the 9999 PIN to some other number. For security, an administrator cannot enter the user’s actual
PIN number on the detail. All PIN resetswill be recorded in the System Log Message report.

To add a new user account

1

While viewing either the user browser or user detail, click on the Add button on the toolbar.
If you were viewing the user browser, then the user detail opens automatically.

Type datainto each field on the User Information column.

Y ou can enter all information except for the PIN number. By default, the user's PIN is 9999.

Check off each access right you want to allow this user, or choose a profile from the Group
Profile drop-down list.

To clear an assigned group, select the Group Profile drop-down list, and then pressthe
spacebar. Selecting access rights and group profiles are explained in further detail under To
select accessrightson page 44. To create group profiles, see Creating and Deleting
Group Profiles on page 45.

Toassign a user toone or mor e departments

1

While viewing the user detail, click on the Departments button.

The User-Department Assignment window opens. The column on the left lists all available
departments. The column on the right shows departments currently assigned to the user.

To assign only specific departments, select each department name from the column on the
[eft, then click on the > button. The names you selected appear in the user’s assigned list.

To assign all available departments to the user, click on the >> button.

To unassign specific departments, select each department from the column on the right, then
click on the < button, or use the << button to unassign all departments.
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5. Toset an expiration date for the account, select the department from the column on theright,
then select Change Expiration from the Data menu, and enter the date of expiration (date
is mm/dd/yyyy; time must be military time).

Todelete a user account

Note: Instead of deleting an account, you may want to disableit. See Disabling User
Accounts on page 44.

1. Sdect the account from the User Browser list.
You can delete any record that is not your own. If you must delete your own record, then you
must first create a new record for yourself and log on with that new ID. You can then delete
your old record.

2. You may choose to view the user detail, but you do not have to view the detail to delete the
record.

3. Click the Delete button on the toolbar.

4. You are asked to confirm the deletion. Click the Yes button to confirm, or click on the No
button to cancel the deletion.

If you performed the deletion from the user browser, then the data is not removed from the
database until you click on the Save button on the toolbar.

Note: To protect the integrity of the database, you may not be allowed to delete a user if the
user information is being used by other Control Center forms or otherwise meets a
condition that prevents the deletion. If such a condition exists, you are notified by a
message window.
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To select accessrights

To assign access rights, you may want to choose a group profile. To clear an assigned group,
select the Group Profile drop-down list, and then press the spacebar.

If you do not want a pre-defined group profile, you can customize a user’s access rights by
clearing the group profile, then clicking the check box next to each individual accessright. A
checkmark indicates that the accessright is selected. Click the box again to unselect the access
right.

Accessrights are divided into three categories: System Rights, Display Terminal and Defined
Classrights.

Each accessright is defined under User Detail Fields (Access Rights) on page 122.

Disabling User Accounts

Y ou can disable a user account temporarily when a user is off-site, then enable it when the user
returns. Disabling the account prevents anyone from logging on to any SupplySource
application with the disabled username and PIN.

The system also disables an account automatically if someone tries to repeatedly log in with a

valid username but invalid PIN. The number of login tries allowed before an automatic disable is
set in the Facility Maintenance window (see M aintaining Facility Settings on page 50).

To manually disable a user account

1. Open the user detail for the account you want to disable.
2. Sdect the Disable Login option.

3. Click the Save button on the toolbar.

The user can no longer log in to SupplySource. To enable the account, turn off the Disable
Login option.
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Creating and Deleting Group Profiles

Y ou can create group profiles that include specific access rights, instead of individually assigning
rightsto each user. You can give a group profile any description you wish, and it can include
any access rights you want.

For instance, suppose that you want to assign all Registered Nurses one set of rights, and all
Licensed Practical Nurses to have another set. 'Y ou might create one group called RN, and
another called LPN. To each of these profile groups, you would assign al of the rights you want
the group to have. Then, you would assign each nurse to the appropriate group. If you later
change the rights of the RN group, every user with RN profile group rights would be affected by
the change.

Once you have assigned a group profile to a user, you can still add or delete additional individual
access rights but you cannot modify rights that are part of the profile.

For more information on assigning users to profile groups, see To select access rights on page
44,

Toview or edit group profiles

1. Under the Maintenance menu, select User, and then select Group Profile.
2. Click on the description of the group profile you want to view.

3. Sdlect or unselect any access rights to modify the profile, as you want.

4. Click the Save button on the toolbar.

Tocreate agroup profile
1. Under the Maintenance menu, select User, and then select Group Profile.
2. Click the Add button on the toolbar.
3. Typeanew group profile description.
You can use single quotes in the description, but not double quotes.

4. Sdect each access right you want to associate with the profile.
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Access rights are divided into three categories: System rights, Display Terminal rights, and
Customer Defined Class rights (see page 47). Click on the System, Display Terminal, or
Defined Class index tabsto view the associated rights.

5. Click the Save hutton on the tool bar.

t%> Todelete a group profile

1. Onthe Group Profile detail, select the profile you want to delete.
2. Click the Delete button on the toolbar.

A confirmation box asks you to confirm the deletion. Click the Yes button to confirm.

Note: To protect theintegrity of the database, you are not allowed to delete a group profileif
the profile is assigned to any users. Y ou must remove the assignment from all users
before you can delete a group profile. If such a condition exists, you are notified by a
message window.
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Customer Defined Classes

Customer Defined Classes (CDCs) allow you to create your own classes of supplies. These classes
can then be used to grant restocking and/or dispensing privilegesto individual users or user
groups.

Y ou need the Administrate access right to create Customer Defined Classes.
To Create a Customer Defined Class:

1. Under the Maintenance menu, sdect Customer Defined Class. The Customer Defined
Class window will open.

Click the Insert button on the toolbar.
Enter a description for your Customer Defined Class (maximum of 15 characters).
Click the Save button.

g &~ w DN

When anew CDC is saved, two corresponding access rights are created—one for restocking
and one for dispensing. These access rights may then be assigned in the User Detail or the
Group Profile Maintenance windows, Access Rights area, Defined Classindex tab.

To Assign Suppliesto a Customer Defined Class:

1. Under the Maintenance menu, select Customer Defined Class. The Customer Defined
Class window will open.

2. Choose the CDC Description to which you would like to assign supplies.

3. Click the Supplies button.
The CDC Assignment window will open. The supplies without a defined class will appear on
the left, the supplies already assigned to this CDC will appear on the right.

4. Assign/unassign suppliesto this CDC viadrag and drop, or by using the arrow buttons.
5. Click the Save button.

6. A supply'sCDC can be found in the Supply Assignment window (From the Management
menu, choose Supply Assignment) or in the Supply Browser (Management, Supply).
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To Assign Individual Suppliesto a Customer Defined Class:

1. Fromthe Management menu, choose Supply. Highlight the supply you'd like to assign a
CDC and click the Supply Details button. Choose the CDC you want to assign this supply
from the pull down list in the Customer Defined Classfield. (See page 47.)

2. Click the Save button.

A supply’s CDC can be found in the Supply Assignment window (From the Management
menu, choose Supply Assignment) or in the Supply Browser (Management, Supply).
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Facility Areas: Departments, Locations, and System-wide Attributes

Locations and departments are created and configured when SupplySourceisinstaled. For a
complete explanation of these terms, and instructions on configuring the system, see Part One:
System Configuration at Installation on page 11. If you must add to or modify your existing
system, consult Part One.

If you want to edit location or department information without changing the configuration, then
use the following instructions.
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Maintaining Facility Settings

Facility Maintenance is used to define global settings for SupplySource. The attributes you
choose affect all devicesin the system, regardless of department. To define specific department
settings, see Maintaining Department Settings on page 52.

H Facility Maintenance =01 ]
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Facility Maintenance is used to define the following system attributes:

#Login Tries (required) The number of times a user can unsuccessfully attempt tolog in
to a SupplySource software application before that user’s account
isdisabled. An unsuccessful log in means that the user entered
the correct login ID but an incorrect PIN.

DT Find Closed Visit If checked, indicates that a patient find performed at a Display
Terminal should search for closed as well as open visit records.

Positive I dentification If checked, indicatesthat all usersin your facility must use a

Login Required swipe card to log in to the Display Terminal. Logging on by

manually entering aLogin ID is not permitted. Theuser is
required to enter a unique PIN number in addition to using the
swipe card.
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& Toview or edit facility data
1. Under the Maintenance menu, select Facility.
2. Edit any data as necessary.

3. Click the Save hutton on the tool bar.
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Maintaining Department Settings

Department Maintenance is used to create different departments within your facility, and then to
define settings specific to the Display Terminalsin each department. Each department may have
unique settings.

In addition to department settings, there are global system settings that can be defined using
Facility Maintenance. These are described on under Maintaining Facility Settings on page 50.

When you have created departments and defined their attributes, you can assign users to those
departments. Users may only log in to Display Terminalsthat arein their assigned departments.
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Department Maintenance is used to define the following attributes:

Department Options

These are options and attributes you can define at a department level:

Department (required)
DT Timeout (required)

DT Restock Timeout
(required)

DT Patient Usage (required)

ID Card Lead Digitsand
Trail Digits

A name you create to identify a department.

The length of time, in seconds, that a Display Terminal can be
idle before automatically logging out the user.

Thelength of time, in seconds, that a Display Terminal can be
idle during arestock before automatically logging out the user.
Thisisusually longer than theregular DT Timeout.

Indicates how many past hours worth of time the Display
Terminal should use to show patient usage information. For
instance, a value of 48 indicates that the Patient Usage window
shows all patient usage for the past 2 days. The default is 72
hours.

These values determine how a user’'s ID string isread from a
swipe card.

Lead digitsindicate how many numeric characters should be
ignored at the beginning of the string. Alpha characters are
automatically ignored. For instance, if the lead string is AOOO,
then Lead Digits should be set to 3 (because the"A" is
ignored.).

Trail digits indicates how many numeric charactersto ignore
at the end of the string but prior to the = sign. Every character
after the=signisignored. All alpha charactersin thetrailing
digitsare alsoignored. For instances, if the string ends with
OA00=0B and the Trail Digitsis set to 3, then the 0OA00 is
ignored. The OB isalso ignored because it appears after
the=sign.
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Display Terminal Options
Y ou can define these attributes for all Display Terminals within a department:

PIN Required If checked, indicates that user must enter a PIN number to
login to DT. Thisis not checked by default.
Find Patient by ID If checked, indicates that when a user performs a patient find

at a Display Terminal, the patient ID field is an option for
specifying find data. Otherwise, the patient 1D field is not an
option for a patient find.

Not Available for Find/Add  If checked, indicates that patientsin this department cannot be
"found" by other departments when they do a patient search.
The patient can till be found if searched for within its own
department.
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Display Terminal Sorting

These are default sorting options that can be set for every Display Terminal in a department:

Supply Name

Patient Browser

Stocklt Window

Usage Browser

Allows you to select the default display format for supplies
listed on the Supply browser. Y ou can choose to show
supplies by their material name or nursing name.

Allows you to select the default sort order for patient records
listed on the Patient browser. Y ou can choose to display
records alphabetically in order by patient name or the room
description.

Allows you to select the default sort order for supplieslisted on
the Stocklt window. Y ou can choose to display supplies
alphabetically in order by their position or the supply name.

Allows you to select the default sort order for transactions
listed in the Usage browser, which shows all supply
transactions for a particular patient. Y ou can chooseto list the
transactions in order chronologically by the date of the event,
or alphabetically by the name of the supply involved.
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Toview or edit department data

1

2.

3.

Under the Maintenance menu, select Department.
Edit any data as necessary.

Click the Save button on the toolbar.

Toassign (or unassign) a department to one or more users

1

While viewing the Department Maintenance window, select a department, and then click on
the Users button.

The Department-User Assignment window opens. The column on the left lists all user
names. The column on the right shows users currently assigned to the department.

To assign only specific users, select each user name from the column on the left, then click
on the > button. The names you selected appear in the department’s assigned list.

To assign all usersto the department, click on the >> button.

To unassign specific users, select each user name from the column on the right, then click on
the < button, or use the << button to unassign all users.

To set an expiration date for the account, select the user name from the column on the right,
then select Change Expiration from the Data menu, and enter the date of expiration (date
is mm/dd/yyyy; time must be military time).
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Maintaining Locations

All roomsin your facility are recognized by their location name. You can use Location
Maintenance to enter all location names, such as patient rooms, operating rooms, hallways, and
storage rooms. These names are used to identify the areas that contain all SupplySource devices,
the inventory that is tracked by the system, and all patient care areas.

After you have added locations, you can assign them to Display Terminals (Configuration access
rights are required to do this). When you assign alocation to a Display Terminal, the Display
Terminal only displays records for patients who are also assigned to that same location.
However, auser at a Display Terminal can find a patient in any location by using the Display
Terminal’s Find/Add feature (see the SupplySource Display Terminal Dispensing Guide).
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Toview or edit locations
1. Under the Maintenance menu, select Location.
2. Edit any information as necessary.

3. Click the Save button on the toolbar.
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t%I> To add locations

1. Click the Add button on the toolbar.

2. Enter the Location Number (required) and the Location Description (optional).

ThelLocation Number must be unique, and can include letters as well as numbers up to 15
characters. You cannot use double quotes in the location number.

The Location Description isnot shown on any reports or data screens. It is only provided
on thiswindow for additional information to help you identify alocation. SupplySource uses
the Location Number when referencing alocation on any report or data window.

t%> Toadd arange of sequential locations
1. Under the Data menu, select Add Range.

2. Typethe name of the lowest room number in the Beginning Location Number field, and

the highest room number in the Ending Location Number field.

Y ou can type any combination of numbers and letters. The automatic sequencing is based on
thefirst string of unrepeated numbers found in your entry. For instance, if you enter
Room50-1B as the beginning number and Room50-12B as the ending number, the system
bases its sequencing on the numbers 1 through 12, ignoring everything to right and left of 1
and 12. After Room50-1B, the first location generated would be Room50-2B, followed by
Room50-3B, and so on. If you started with alocation of 200West and ended with 210West,
thefirst location generated after 200West would be 201West, then 202West, and so on.

The system can add leading zeros to make your start number and end number consistent.
For instance, if your start number is Room001 and your end number is Room10, the system
can change the end number to Room 010 so that the leading zeros are matched.

To cause the generation to skip every other number, check the Skip Every Other Number
option.

This allows you to generate only odd or even numbers, if necessary.
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4. Specify how you want the locations to be described.

You can select Use This Description For All, and then type a description, to give the
same description to all of the new locations. If you select Description Same As
Number, the description isidentical to the number for each location.

Click the OK button when you are ready to generate the new locations.
If your locations include leading zeros, then you are asked whether you want to use the zeros.

If you respond No, then the zeros are dropped from the location number. For instance,
RoomO01 becomes Room1.

t%> To delete alocation

1

2.

Select the location.
Click the Delete button on the toolbar.

You are asked to confirm the deletion. Click the Yes button to confirm, or click on the No
button to cancel the deletion.

Click the Save button on the toolbar. Note that the data is not removed from the database
until you save.

Note: To protect theintegrity of the database, you may not be allowed to delete alocation if the

location information is being used by other Control Center forms or otherwise meets a
condition that prevents the deletion. If such a condition exists, you are notified by a
message window.
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t%> Toassign (or unassign) a location to one or more Display Terminals
1. Select alocation from thelist, and then click on the Display Terminals button.

The column on the l€eft lists all system Display Terminals. The column on theright lists the
Display Terminals that are assigned to the location.

2. Toassign only specific Display Terminals, select each Display Terminal name from the
column on the left, then click on the > button. The names you sdlected appear in the
location’s assigned list.

3. Toassign al Display Terminalsto the location, click on the >> button.

4. Tounassign specific Display Terminals, select each Display Terminal name from the
column on theright, then click on the < button, or use the << button to unassign all Display
Terminals.

Note that you cannot unassign a Display Terminal from alocation that is the default location
for theterminal. Every Display Terminal has one default location, but may have additional
locations. The default location can only be modified in Display Terminal Configuration (see
Creating Display Terminalson page 17).
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Restock Amounts

The Restock Amounts window updates the database for Examiner Refill reports. If you have a
daily automated task updating the database at a preset time, this function should only be used if
you want to do an interim restock.

The Restock accessright isrequired for this function.

To calculate Restock Amounts:

1. Under the Maintenance menu, choose Restock Amounts.

2. ChoosetheLocation you would liketo restock (the Display Terminal name(s) and
Department name for that location are also listed).

Choosethe Report type—Below Min or All Positions.

4. Click the Calculate button. Beforeit prints, a message box will remind you how many
cabinets are at that location. Click OK. Thiswill update the database.

5. Open Examiner and print the appropriate Refill Positions report. See Gener ating Reports:
Using Examiner on page 92.



62

Control Center User’'s Guide

Using the Management Menu

The Management menu provides most of the
functions you need to manage the daily flow of
information. Patient accounts, supply
assignment, and file importing are al
managed through this menu.

Supply
Supply Aszignment
Irveentony Adjustment

Dizcrepancy Resolution

Supply |mport
Location Impart
Uzer Impart
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Managing Patient Records

Patient data is added, edited, and deleted by using Patient Management. When you open Patient
Management, the patient browser is displayed. You can view the details of any patient listed in
the browser, add a new patient, delete a patient, or print patient records.

The patient detail provides two different types of information about the patient: demographic
information (which includes personal information and current visit information), and supply
usage information.

Theinformation under the Demographics tab isthe only information you can add or edit. The
information under the Usage tab cannot be edited. It isprovided for reference only. When you
view usage information, the data will pertain to the visit that is currently displayed.

The Demographics tab isdivided into two parts: personal information is on the top, and
current (open or on-hold) visit information is on the bottom.
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In the database, the personal information record and visit records are separate records. Personal
information about a patient generally changes infrequently. Personal information can be edited,
for instance, if the patient’ s address changes. Y ou should never create mor e than one patient
information record for the same patient. Instead, the patient receives a new visit record for
each new visit to the facility.
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The total number of visits for this patient is shown in the lower right hand corner of the window.
A patient can have an unlimited number of visits, but only one visit can have an open or on-hold
status. The other visits must have a closed status. An open visit means that the Visit Status field
reads Open. When apatient has an open visit, that patient is displayed for selection at a

Display Terminal in the location that matches the visit's assigned |ocation (on-hold visits are not
available at the Display Terminal). Therefore, only patients with open visits can receive charges
for dispensed items. Closing avisit causes the patient to be removed from the Display Terminal.

Y ou must have Control Center Login and Patient Management access rights to add, edit, or
delete patient and visit records.

Toview or edit the patient detail

1

Under the Management menu, select Patient.

The patient browser opens. The patient browser lists only patients with an open or on-hold
visit record. The browser can be updated at any time to show new records that may be
coming in to the database through a system interface. To ensure that the data in the patient
browser is current, open the Data menu, then choose the Refresh Browser option. If you
do not see the patient record you want, then that patient may not have any open or on-hold
visits (see Retrieving a Patient with No Open or On-hold Visits on page 67).

From the patient browser, click on the line showing the record you want to view.

Click the Patient Details button (or double-click on the line showing the patient) to open
the patient detail. The current visit for that patient is displayed.

The current visit number for each patient is displayed in the bottom right-hand corner of the
window. To view the patient’s previous visits, from the Data menu, select Previous Visit.
Y ou may update the information in previous visits.

Please note: as you scroll through a patient’s visit records, the Usage tab will pertain to the
currently displayed visit.

Edit the data as necessary.

Click the Save button on the toolbar.
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t%> Toadd a new patient and visit record

1

2

3

. Click the Add Patient button on the toolbar.
. Typedatain each field on theform.

. Click the Save button on the toolbar.

t%> Todelete a patient record

1

Select the patient name from the browser list.

You are not permitted to delete a patient record if thereis an open visit for that patient. To
close avisit without viewing the patient detail, from the Data menu, choose Close Visit.
You can also view the patient detail and change the visit status to closed.

Click the Delete Patient button on the tool bar.

You are asked to confirm the deletion. Click the Yes button to confirm, or click on the No
button to cancel the deletion.

If you performed the deletion from the patient browser, then the data is not removed from the
database until you click on the Save button on the toolbar.

If you were viewing the patient detail, you are returned to the patient browser automatically.

Deleting a patient record causes all associated visits to be deleted.

Note: To protect theintegrity of the database, you are not allowed to delete a patient if the
patient record has had supply transactions (events). If such a condition exists, you are
notified by a message window.
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Closing Old Visitsand Creating Additional Visitsfor Existing Patients

Each patient record can have many associated visit records. Never create more than one patient
record for the same patient. Always create a new visit record for each new hospital visit.

A patient cannot have more than one open visit. To close avisit, from the Data menu, choose

Close Visit, or view the patient’s detail and change the Status on the visit record to Closed.
Only open visits are displayed at Display Terminals.

To add a new visit

1. Sdect the patient name from the browser list, and then click on the Patient Detail button to
display the patient detail.

If the patient already has an existing visit, you must close it before adding a new one.
2. Click the Add Visit button on thetoolbar. A new visit opens.
3. Enter thevisit data.

The visit number must be unique.

4. Click the Save button on the toolbar.

Todelete avisit

1. Sdlect the patient name from the browser list, and then click on Patient Detail to display
the patient detail.

2. If thevisit you want to delete is open, you must closeit before deleting.
3. Click the Delete Visit button on the toolbar.

You are asked to confirm the deletion. Click the Yes button to confirm, or click on the No
button to cancel the deletion.

4. Click the Save button on the toolbar.
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To scrall through multiple visit records

When a patient has multiple visit records, you can move to the next visit by pressing CTRL+N,
or to the previous visit by pressing CTRL+R. You can also choose from the Data menu
Previous Visit or Next Visit.

Retrieving a Patient with No Open or On-hold Visits

If all of a patient’s visits have been closed, than that patient is no longer listed on the Control
Center patient browser. However, you can till retrieve the Patient’s record if you wish, then re-
open avisit or add a new visit.

Toretrieve the patient record

1. Whileviewing the patient browser, open the Data menu, and then select Locate Patient
Without Open Visit.

2. Inthe Locate window, choose the search criteria from the drop-down list in the Search
column.

You can search by Admission Date, Patient ID Number, or Patient Last Name.

3. Choose an operator ( = or begins with), then type the value you want to search for in the
Value field (the search is not case sensitive when using the last name).

4. Click the Search button.

All records matching your criteria are displayed in the results window. If no records are
found, you can click on the Reset button to clear the criteria and try again.

5. Sdlect therecord or records you want from the results window, then click on the Select
button. Y ou can aso double-click on arecord or records to select them.

The patient record is displayed in the patient browser.

Once the record has been retrieved, you can view the record and re-open avisit or add a new
vigit. Otherwise, all visits remain closed, and the next time you open the Patient browser, this
record is not displayed. If a patient has no open or on-hold visits, then that patient record will
not continue to be displayed on the patient browser after the browser is closed.
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Assigning Unknown Supply Transactions to a Specific Patient

When a supply transaction cannot be attributed to a patient, it is given a status of "Unknown".
You can use Inventory Adjustment to assign an unknown transaction to the correct patient.
When the unknown transaction is transferred, the "Unknown" description is removed.

To assign an unknown transaction to the correct patient

1

Under the Management menu, sdect Inventory Adjustment.

The Inventory Adjustment window displays two browsers. The top browser shows unknown
supply transactions, with the most recent at the top of thelist. The bottom browser isalist
of patients.

In the top browser, select the unknown supply transaction you want to transfer.

In the bottom browser, select the patient who actually received the supply, then click on the
Retrieve Inventory button.

The patient’s name is shown in the display box above the browser, and the usage record is
displayed where the browser used to be.

Click the Move button.

You can also drag and drop the unknown supply transaction into the patient’s usage record.
If the transaction you want to move is a Return event, then the patient must already have a

Taken event for that same supply (otherwise, you would be indicating a return for a supply

that was never dispensed for the patient). When you move a Return event, a window opens
for you to select the Taken event that should be associated with it. Choose the appropriate

Taken event then click on the Select Event button.

To select another patient and repeat this process, click on the Select Patient button.
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Adjusting and Merging Patient Records

You can use Account Adjustment to transfer dispensing transactions from one patient to another,

or to completely merge two patient records. Y ou must have Account Adjustment rights to
perform account adjustments.
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Transferring Supplies from One Patient to Another (M ove Usage)

When a supply istaken or dispensed, it is attributed to the patient that was selected at the Display
Terminal. You can use the Account Adjustment window to transfer supply events from one
patient to another, in the instance that a supply was attributed to the wrong patient.
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The following rules apply when you move usage:
* You can only transfer events with a status of Taken or Taken Transfer In.

» If asupply wastaken and then returned, and you transfer the Taken event to another
account, the corresponding Return event is transferred al so.

» If you transfer a Taken event that has a corresponding Resolved Transfer In or Resolved
Transfer Out event, the Resolved event is not transferred, but the quantity of the Taken
Transfer In event is updated to reflect the adjustment.

Event statuses are defined under 1dentifying Adjusted Events on page 73.

To move supply usage:

1. Under the Management menu, select Patient.

2. Select the patient account that contains the supplies you want to move.

3. Click the Patient Details button.

4. Click the Account Adjustment button.

5. In the bottom browser, choose the patient then visit number you want to move the supply to.

6. Choose the supply you want to move in the top browser, then click the Move Usage button.
You can also drag and drop supplies from the top to the bottom browser. The supply will be
removed from the account of Patient "A" (top browser) and moved to the account of Patient
"B" (bottom browser).

Merging Visit Recordsfor the Same Patient (Visit Merge)

In the event that a patient has two visit records, one closed and one open, you can use Account
Adjustment to merge the two visits. This might occur if a patient is admitted in the emergency
room, and hisrecord is closed. Then, a new record is opened when he is admitted to a room.
These two visits should really be one continuous open visit.

If you intend to merge Visit "A" into Visit "B", note that all supply transactions from Visit "A"
will become the property of Visit "B". ALL INFORMATION ABOUT VISIT "A" WILL THEN
BE DELETED.
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Tomerge visit records:

1

2.

Under the Management menu, select Patient.

Select the patient account that contains the visit you want to merge into the desired or
another visit (from the same patient).

Click the Patient Details button.

Click the Account Adjustment button.

The Account Adjustment window displays two browsers. The top browser shows, in reverse
chronological order, any supplies used by the selected patient for that visit. Thisisthe
sending account. The bottom form shows a patient browser. The visit you sdect will be the
receiving visit.

In the bottom browser, choose the same patient account that was sel ected above and then
select the visit number you want to merge the top browser information (visit) with.

Click the Visit Merge button. The visit shown in the top browser will be merged into the
visit shown in the bottom browser. The visit shown in the top browser will then be del eted.
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Merging Two Patient Recor ds (Patient M er ge)

In the event that two records exist for the same patient, you can use Account Adjustment to
merge them into asinglerecord. This might occur if a patient is entered at the Display Terminal
without a patient ID, or if one of the records contained erroneous information (such as an
incorrect 1D) that prevented the Control Center or system interface from recognizing a duplicate
record. In some cases, theinterface with a hospital information system may allow a patient to
have more than one patient record.

If you intend to merge arecord for Patient "A" into the record for Patient "B", note that all supply
transactions from Patient "A" become the property of Patient "B", including all open and closed
visit records. ALL INFORMATION ABOUT PATIENT "A" ISTHEN DELETED.

To merge a patient account
1. Under the Management menu, select Patient.
2. Sdlect the patient account you want to merge into another patient account.

3. Click the Patient Details button. The current visit for that patient will appear on the screen
(the visit number is noted in the lower right corner).

4. Click the Account Adjustment button.

The Account Adjustment window displays two browsers. The top browser shows, in reverse
chronological order, any supplies used by the selected patient for that visit. Thisisthe
sending account. The bottom form shows a patient browser. The patient you select there will
be the receiving account.

5. Inthe bottom browser, visits for the patient whose account needs to be merged into will be
displayed.

6. Click the Patient Merge button. The patient shown in the top browser will be merged into
the patient shown in the bottom browser. The patient shown in the top browser will then be
deleted. All other visits (if any) for the top patient will be moved to the receiving patient
(the bottom browser).
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Identifying Adjusted Events

When an event is transferred from one account to another, its status description changes, and the
date of the event is set to today’ s date. The new description indicates that the event was
transferred manually. In addition, the sending account will receive a new event, called a Transfer
Out event, that is used to credit the account for each event originally attributed to it.

To save space at the Display Terminal, the abbreviation xfer is used for Transfer.

Event Name on the Account Event Name on the Account New Event on the Account

Sending the Event, Before Sending the Event, After Receiving the Event, After
Adjustment Adjustment Adjustment
Taken Taken Xfer Out Taken Xfer In
Returned Returned Xfer Out Returned Xfer In
Taken Xfer In Taken Xfer Out Taken Xfer In

Resolved Credit

Resolved Charge Cannot be Transferred
Taken (canceled)
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Managing Supplies

Supply data is added, edited, and deleted by using Supply Management. When you open Supply
Management, the supply browser is displayed. You can view the details of any record listed in
the browser, add a new record, delete arecord, or print records.

In the supply browser, supply data that is accented by bold type indicates that the supply has
fallen below the minimum systemwide quantity. Y ou can view supply quantities and other data
on the supply detail. To ensurethat the data in the supply browser is current, open the Data
menu, then select the Refresh Browser option.
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Y ou must have Control Center and Inventory access rights to use Supply Management.
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Toview or edit the supply detail

1

2.

Under the Management menu, select Supply.
From the supply browser, click on the line showing the record you want to view.

Click the Supply Details button to open the supply detail (or double-click on theline
showing the supply you want to view).

Edit the data as necessary.

Click the Save button on the toolbar.

Toadd a new supply

1. Click the Add button on thetoolbar. A blank Supply form opens.

2. Enter the Supply Data. Datafields are defined under Data Entry Fields on page 103 and in
the online help.

Todelete a supply

1. Sdect the supply name from the browser list.

2. You may choose to view the supply detail, but you do not have to view the detail to delete the
record.

3. Click the Delete button on the toolbar.

4. You are asked to confirm the deletion. Click the Yes button to confirm, or click on the No

button to cancel the deletion.

If you performed the deletion from the supply browser, then the data is not removed from the
database until you click on the Save button on the toolbar.

Note: To protect theintegrity of the database, you may not be allowed to delete a supply if the

supply information is being used by other Control Center forms or otherwise meets a
condition that prevents the deletion. If such a condition exists, you are notified by a
message window.
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Assigning Supplies to SupplySource

Supplies are assigned to SupplySource positions by using Supply Assignment. When a supply is
assigned to a position, you may set maximum and minimum quantities for the position. All other
information about a supply is entered using Supply Management.
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Y ou must have Control Center and inventory rights to assign supplies to SupplySource positions.

The Importance of Setting Maximum and Minimum Quantities

The maximum quantity is the highest quantity of the supply that should be stocked at the
position. For suppliesthat are used frequently, you may want to set the maximum quantity as
high as the position’s holding capacity. For suppliesthat are used infrequently, you may want to
set the maximum quantity at less than the actual holding capacity, to prevent over-stocking of the

supply.

The minimum quantity is the lowest quantity of the supply that should be stocked at that position.
Minimum quantities help you ensure that adequate supplies are kept in stock.

If the same supply is stored in multiple positions, then the minimum quantity for each position
should be set to 1. If the minimum quantity is set higher than 1, then a position that falls below
minimum is likely to be restocked before the inventory can roll over to the next available position
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containing the same supply. This causes the inventory in the second position to grow old and
possibly expire before it can be used.

If the minimum is set to 0, then supply position will never be listed on a below minimum report,

because the inventory cannot fall below 0. This may cause a position to remain empty for some
time.

Toassign a supply to a position
1. Under the Management menu, select Supply Assignment.

Supply Assignment contains two browsers. Thetop isa supply browser. The bottomisa
cabinet browser that shows all of the supplies contained within the selected cabinet.

2. Inthedrop-down Cabinet field, select a cabinet.
3. Click on a specific position in the cabinet.

Y ou may haveto scroll through thelist of positions to locate the position you want. A
pointing hand (<) indicates the currently selected position.

4. Inthe supply browser, select the supply you want to assign to the position.

5. Click the Assign button.
You can also drag and drop the supply into the cabinet browser.

6. IntheMin field, enter the minimum quantity of the supply that should be kept at this
position. In the Max field, enter the maximum quantity of the supply that should be kept at

thisposition. Thesefields are required.

The Qty field, which shows the actual quantity currently stocked, cannot be edited from this
form. Actual quantities can only be entered at the Display Terminal.

7. If you aretracking supply expirations, then enter the expiration date and manufacturer’s [ot
number of the supply with the earliest expiration date.

Normally, thisinformation is entered at the Display Terminal when the supply is stocked. 1If
you are not tracking the expiration, then the Expiration Date field should display
00/00/0000 and the Lot # field should be blank. To reset an existing expiration date,
double-click on the date so that it becomes highlighted, then press the spacebar.
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Toedit a position’s contents

1

2.

In the drop-down Cabinet field, select the cabinet that contains positions you want to edit.
Click on the position you want to edit.

To change the maximum or minimum quantities, click into either field, and then enter the
new quantity.

To remove or unassign the supply, check that its actual quantity is O (zero), then click on the
Unassign button.

If the position still contains supplies, then those supplies must be accounted for before you
can unassign the supply. Therefore, the system automatically attempts to unload any
supplies till in the position (you must physically remove the supplies yourself). You are
asked if you want to unload these supplies before continuing. If you do not, then the supply
cannot be unassigned.

To check the details of a supply in the browser list or cabinet positions

1

Right-click on the name of a supply listed in the browser or displayed in the cabinet position.
An optionslist opens. Y ou can also open the options|list by pressing the Enter key while
the cursor isin the supply list browser box.

Click the Details option.
A supply detail opens and displays information about the supply. These details are for

information only. You cannot edit the supply detail from thiswindow. To close the Supply
detail and return to Supply Assignment, click on the Close button on the toolbar.
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t%> To use the keyboar d to move between the supply browser (top of form) and supply position
list (bottom of form)

1

When the cursor or selected field isin the supply browser (top of form), pressCTRL+B to
move into the supply position list (bottom of form).

When the cursor or selected field isin the supply position list (bottom of form), press
CTRL+S to moveinto the supply browser (top of form).
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Discrepancy Resolution
Discrepancies can be created at the DT in two ways:

1

A discrepancy may be created automatically when dispensing supplies. When taking
(dispensing) supplies, if the user “takes” more than the system thinks is available and
enters that number on the button bar, a discrepancy is automatically created. The user is
asked to verify the number entered at the button bar before the discrepancy is recorded
(to avoid creating discrepancies due to typographical errors). The event that is generated
when the discrepancy is recorded can be viewed on the Control Center Discrepancy
Resolution form. An administrator should correct the count at the DT after the
discrepancy is resolved.

A discrepancy may be reported during supply restocking. If arestocker discoversa
difference between the system count and the physical count of a supply, the restocker
should press the Discrepancy button at the DT while viewing the discrepant position's
Stock Amount window (if in Restock mode) or Stocklt window (if in Stocklt mode).
The user isthen prompted to enter the actual quantity in the position prior to restocking
it, and a new Resolved event is generated based on the user's correction. The position
guantity is updated to match the user’s count, and the system count is updated
accordingly.

To view, print out, and resolve these discrepancies, see Viewing and Resolving Discrepancies

(below).
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Viewing and Resolving Discrepancies

Y ou can view and resolve discrepancies on the Discrepancy Resolution window. This window
lists all discrepancies that have occurred during a time period that you define. It also shows
detailed data related to the discrepant event.

Unresolved discrepancies are also listed on the Discrepancy report (see Using the Discr epancy
Report on page 84). Once an event has been marked as resolved at the Control Center, itisno
longer displayed on the Discrepancy report, but it may still be printed from the Discrepancy
Resol ution window.

Y ou can use this window to limit the information displayed and printed to make it more
manageable. There are two types of information you can limit:

Date Range: When you first open the Discrepancy Resolution window, you are prompted
to set adaterange. The number of days you specify determines how far
back in time the browser goesto retrieve and display discrepant events.

Previous Accesses: For each individual discrepancy listed in the browser, you may view alist of
users who accessed the position prior to the discrepancy. You can limit the
number of previous accesses shown for each discrepancy.
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Toview and comment on discrepant events

1

Under the Management menu, seect Discrepancy Resolution.

Thetop form is an event browser that lists discrepant counts that have been reported at the
Display Terminal. Note that the Resolved column indicates whether or not the event has
been resolved. The bottom form is a discrepant event detail that shows information about the
discrepancy.

Click on a discrepant event.

The specifics of the event are shown in the detail.

Edit or add the resolution description as necessary.

Y ou can enter any text you like into the description. Y ou may want to explain why there was
adiscrepancy, or other similar information. When you save the record, your name is

appended as a signature to this description.

Check off the Resolved box to indicate that this discrepant event has been reviewed and
has been resolved.

When this box is checked off, the discrepant event no longer appears on the Discrepancy
report. The event continuesto be shown on the Discrepancy Resolution window on the
Control Center; it isnot purged.

To set the date range for the discrepanciesyou are viewing

1

While viewing the Discrepancy Resolution window, from the Data menu, select Set Date
Range.

Enter the beginning and end dates to define the range you want to view.

If you check the Always Display Before Retrieving option, you are prompted to set the
date range every time you open the Discrepancy Resol ution window in the future.

If you select the Defaults button, the dates are set automatically so that the begin dateis
determined by the Report Criteria setting in the Application Properties dialog
(Maintenance, Configuration, Client, Properties button). The end date istoday’s
date.
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To view previous accesses to a discrepant position

1

2.

Select a discrepant event in the browser.
Click the Show Previous Access button.

You can also double-click on the discrepancy, or select from the Data menu Show
Previous Accesses.

A new window opens, displaying arecord of previous users who dispensed supplies from the
position that now has a discrepancy.

Click the Print button if you want to print thislist.

Click the Close button to close the window.

To set the number of previous accesses to a discrepant position

1

2.

4.

From the Data menu, select Set Number of Previous Accesses.
In the Set Previous Accesses window, enter the number of accesses you want to view.
Enter the number of days to limit the search for previous accesses.

When searching for previous accesses, the system stops searching when it has found the
number of accesses specified in Step 2, or the number of days specified here, whichever
comesfirst. For instance, suppose you enter 5 as the number of previous accesses, and 10 as
the number of days. If aposition has only been accessed 3 timesin the past 10 days, then the
system stops searching for previous accesses beyond the 10-day limit. In this case, only 3
accesses are shown.

Click on OK to close the Set Previous Accesses window.

The previous access setting is remembered by the system. Y ou do not need to set this each time
you want to view previous accesses, unless you want to change the number.
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Using the Discrepancy Report

The Discrepancy report is designed to show an audit trail of discrepancies and previous accesses
that occur for each supply position. Thisreport providesthe list of users who have most recently
accessed a supply position that was found to be discrepant. Whenever thereisa discrepancy in
your system, use this report to contact each user to determine whether they can offer information
that helpsto resolve the discrepancy.

How to Read the Discrepancy Report

The Discrepancy report lists each outstanding discrepancy, and for each, it shows alist of
individuals who previoudly accessed the cabinet. The number of days of previous accesses shown
can be set when you print the report.

If a discrepancy occurs on a shelf that has more than one compartment, then the list of previous
accesses includes all accessesto that shelf, not just the compartment that has the discrepancy. In
other words, you see alist of several accessesto the shelf, but each access may or may not be for a
different supply in a different compartment.

Printing the Discrepancy Report and Other Discrepancy Information
To print information about discrepancies, you must be viewing the Discrepancy Resolution
window.

To print the Discrepancy Report

Before printing the Discrepancy report, make certain the printer is set to print in landscape mode.
To print the Discrepancy report, click on the Print Discrepancy Report button.
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To print more specific types of information

To print other information about discrepancies, select the Print option under the File menu.
Y ou receive four print options. Choose the option you want, then click on the OK button. The
following four choices are available:

1. List of
Discrepancies

2. Current
Discrepancy
Detail

3. Previous
Accesses of
Current
Discrepancy

4. Previous
Accesses of all
Unresolved
Discrepancies
(Discrepancy
Report)

Thisoption printsalist of all of the discrepanciesin the system.

This option printsthe detail that is currently displayed on the
Discrepancy Resolution window.

This option prints information about the previous accesses to the
discrepant position that is currently highlighted in the browser. The
number of accesses shown depends on the number you have specified
in the Set Number of Previous Access option under the Data
menu.

Thisisthe same as the Discrepancy Report. This option prints
information about the previous accesses to ALL of the unresolved
discrepant positionsthat are listed on the Discrepancy Resolution
window. The number of accesses shown depends on the number you
have specified in the Set Number of Previous Access option
under the Data menu. This printout may take along timeif you
have many discrepancies. If there are more than 20 or 30
discrepancies, you may want to print only previous accesses for the
current discrepancy, not all discrepancies, as described in option 3
above.
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Importing Supplies
To reduce or eiminate the need for manual supply entry, data from an on-line supply list can be

imported into the SupplySource database. The list must meet the following requirements before it
can be imported:

* Itmust exist in aflat file (text) format.

» Theflat file must be tab delimited, dBase I1, or dBase 111 format.

* Theflat file must have, at minimum, the fields marked required in the table below. Other
fields are optional, and all fields must not exceed the length specified in the table.

In addition to these requirements, the following rules will be applied to an imported list:

1. Theitem code must be unique. Existing records will be updated with new information. New
records will be added to the database.

2. If no Nursing Name exists, then Nursing Name = Material Name

3. If selected for import but valueis not valid, then Billing Required defaultsto Y

Field Name Type Length

Supply Material Name (reguired) | Char 50
Supply Nursing Name Char 50
Unit of Issue Char 20
Manufacturer Part Number Char 15
Item Code (required) Char 15
Supply Charge Code Char 25
Supply Max Quantity Number

Supply Min Quantity Number

Supply Cost Money 8.2
Count Remaining Flag Char 1
Store Room Location Char 25
Vendor Number Char 15
Billing Required Char 1
Customer Defined Class Char 1
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Toimport a supply list:

1

7.

Under the Management menu, select Supply Import.
Supply Import lists all fields that could be a part of your supply list.

Turn off any fields that are not part of your list by removing the check in theIncluded
checkbox.

Some required fields can be unselected. However, if you unselect arequired field, no new
records will be added. Instead, only existing records will be updated. Some required fields
cannot be unsdlected. Y ou will be informed if you attempt to unselect one of thesefields.

Arrange the order of the fields to match the order of your list.

Tomove afield up or down in thelist, sdlect thefield, then click on the Move Up or Move
Down button, or drag and drop the field to anew location in the list.

If you want to overwrite any fields in existing records with the imported values, then check
the Overwrite option for that field name. If you do not select the Overwrite option, then
valuesin existing records will not be changed.

Y ou can save the format that you have defined so that you do not have to configure the fields
again. Under the Data menu, select Save Column Format.

Next to the Import File field, click on the Browse button to locate the file.

If necessary, select the Skip File Header option to ignore any header information in the
file

Click the Import button.

When you close the window, you may be asked if you want to save the format for the import
options (only if you have moved fields up or down). Choose Yes to preserve this format on this
Control Center computer only. If you choose No, thelist will open in its default format the next
time you use thisimport function.
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Importing Locations

Location data can be imported into the SupplySource database. Location data must meet the
following requirements before it can be imported:

The data must exist in aflat file (text) format.
Theflat file must be tab ddimited, dBase I, or dBase |11 format.

Theflat file must have the format defined in the following table (all fields are optional unless
otherwise noted):

Field Name Type Length
L ocation Number (reguired) Char 15
Location Description Char 30

Thefollowing ruleis applied to an imported location: if no Location Description exists, then
Location Description = Location Number.

Toimport location data

1. Under the Management menu, select Location Import.

Location Import lists all fields that contain location-specific data.

Turn off any fieldsthat are not part of your data by removing the check in the Included
checkbox.

Some required fields can be unselected. However, if you unselect a required field, no new
recordswill be added. Instead, only existing records will be updated. Some required fields
cannot be unselected. Y ou will beinformed if you attempt to unselect one of these fields.

Arrange the order of the fields to match the order of your data.

Tomove afield up or down in thelist, select thefield, then click on the Move Up or Move
Down button.

If you want to overwrite any fields in existing records with the imported values, then check
the Overwrite option for that field name. If you do not select the Overwrite option, then
valuesin existing records will not be changed.
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Y ou can save the format that you have defined so that you do not have to configure the fields
again. Under the Data menu, select Save Column Format.

5. Nexttothelmport File field, click on the Browse button to locate thefile.

6. If necessary, select the Skip File Header option to ignore any header information in the
file

7. Click the lImport button.

When you close the window, you may be asked if you want to save the format for the import
options (only if you have moved fields up or down). Choose Yes to preserve this format on this
Control Center computer only. If you choose No, thelist opensin its default format the next
time you use thisimport function.
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Importing Users

User data can be imported into the SupplySource database. User data must meet the following
requirements before it can be imported:

The data must exist in aflat file (text) format.
Theflat file must be tab ddimited, dBase I, or dBase |11 format.

Theflat file must have the format defined in the following table (all fields are optional unless
otherwise noted):

Field Name Type Length
User Card Number (required) Numeralsonly | 15
User Name Prefix Char 4
User First Name (required) Char 15
User Middle Name Char 15
User Last Name (required) Char 15
User Name Suffix Char 8

All imported user accounts are assigned a PIN of 9999 that must be changed at any Display
Terminal or Control Center when that user logsin.

Toimport user data

1

3.

Under the Management menu, select User Import.
User Import lists all fields that contain user-specific data.

Turn off any fields that are not part of your data by removing the check in the Included
checkbox.

Some required fields can be unselected. However, if you unselect a required field, no new
recordswill be added. Instead, only existing records will be updated. Some required fields
cannot be unselected. Y ou will beinformed if you attempt to unselect one of these fields.
Arrange the order of the fields to match the order of your data.

To move afield up or down in thelist, select thefield, then click on the Move Up or Move
Down button.
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4. If you want to overwrite any fields in existing records with the imported values, then check
the Overwrite option for that field name. If you do not select the Overwrite option, then
valuesin existing records will not be changed.

Y ou can save the format that you have defined so that you do not have to configure the fields
again. Under the Data menu, select Save Column Format.

5. Nexttothelmport File field, click on the Browse button to locate thefile.

6. If necessary, select the Skip File Header option to ignore any header information in the
file

7. Click thelmport button.

When you close the window, you may be asked if you want to save the format for the import
options (only if you have moved fields up or down). Choose Yes to preserve this format on this
Control Center computer only. If you choose No, thelist opensin its default format the next
time you use thisimport function.
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Generating Reports: Using Examiner

Examiner isareporting package that you can use to create, customize, and print reports.
Examiner includes a variety of standard reports that you can view and print without performing
any customization. Theinstructions that follow show you how to access and print these standard
reports.

For specific instructions on using Examiner’s many features, or to create or customize your own
reports, consult the Examiner online help.

Starting Examiner

To start the Examiner application, click on the Start button on the Windows Task Bar, select
Programs, then select Med Select, then select Examiner 6.0.

Viewing a Report and Setting Date Ranges

For some reports, you are prompted to enter a date range for the report information. If thereare
events listed on areport that do not have a required matching event (such as a Return event with
no original Taken event), then the date range you specified may be too limiting (for instance, the
original Taken event occurred before the begin date or time for thisreport). Y ou may want to
generate the report again with a broader date range.

Viewing a Report from Examiner
If Examiner is already open, you can view all reports by selecting the Open option under the
File menu. Choose the report you want from the available list.
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Printing a Report
To print areport that you are viewing, select the Print option under the File menu in Examiner.

Closing Examiner
Y ou can close Examiner when you are finished, or leave it running in the background while you
continue to use the Control Center.

Standard Reports

There are four general types of reportsthat are provided with SupplySource: Refill,
M anagement, Configuration and Nursing. Each of these report typesis described in the
following sections.

Refill Reports

The Refill reports are used for picking the supplies needed for restocking the SupplySource
stations. See Restock Amounts on page 61 for more information about these reports.

Refill Warehouse Selection to Maximum—Lists all positions that are below their maximum
capacity and the quantity needed to restock those positions to their maximum capacity. This
report would be used to pick the supplies needed to restock all positions to maximum.

Refill Warehouse Selection Below Minimum—Lists all positions that are below their minimum
capacity and the quantity needed to restock those positions to their maximum capacity. This
report would be used to pick the supplies needed to restock only positions that are below
minimum.

Refill Warehouse Stockouts - Lists all positions that are at a zero quantity. Thisreport would be
used to pick the supplies needed to restock only positions that are empty.

Management Reports
These reports are used by the Materials Manager to better manage supply utilization.

Location Dollar Value—Lists all supplies by location and dollar value. Thisreport can be used
to review the supply stock at each station and current dollar value of each supply at that station.

Day of the Week Average Usage—L ists the average usage of supplies at alocation by day of the
week. Thisreport can be used to spot trends in usage of a particular supply by day. For example,
Sundays average 20 per day, Mondays average 40, etc.
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Daily Usage—L.iststhe supplies that have been used at a location, and how many have been
dispensed of each, within a specified date range. Thisreport can be used to review the exact
usage of supplies at alocation during a certain time period.

Department Charges and Credits—Lists al suppliesthat were either charged or credited to a
specific department because of an inventory discrepancy. When actual inventory islessthan the
system count, the department is charged for the discrepancy (Department Resolved Charge).
When the actual inventory is greater than the system count, the department is credited
(Department Resolved Credit).

Supply Usage by L ocation Graph—Shows the usage of all suppliesin alocation in bar graph
form. Thisreport clearly illustrates which supplies are used the “most popular” and the “least
popular” at alocation.

Staff Usage by Supply Graph—Shows supply name and cost of all supplies dispensed by each
staff member in bar graph form. Thisreport illustrates the dispensing history of each staff
member, and the dollar value of those dispenses.

Audit Report—Lists all supply positions and their system quantities. Restock technicians can
use this report to compare quantities on the shelf to the system quantity.

System L og M essage—Documents most errors made in the system. It lists the date and time of
the error, the interface and window where the error occurred, the type of error committed, and a
description of the error. It also records user logins and logouts.

Supply List—Lists al the supplies that are available to be stocked in the SupplySource system.
Supply Expiration Date—Lists all suppliesthat are at or near their expiration date (the
expiration dates must be entered by restock technicians). Thisreport can be used by restock
technicians to expire supplies that are unusable.

Refill Event Summary—Lists all restocking activity.

Supply Usage by M aterials Name—L ists the usage of each supply by location. This can be used
to pinpoint which departments have higher usage of particular supplies.

Discrepancy Report—Thisreport is printed at the Control Center, please see page 84.
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Configuration Reports
These reports display configuration information.

Available Positions—L.ists positions that do not have supplies assigned to them.
Configur ation—L.ists each location, and the towers and controllers that make up that |ocation.

Position L abels—Used to create “ Supply Position” labelsthat should be affixed to each supply
position as identification. The label lists the [tem Number, Material Name, and Unit of Issue.
Please see Printing Dispensing Device L abels on page 96 for label specifications. Seethe
SupplySource Restocker’ s Guide for complete instructions on the placement of labels.

Nursing Reports
These reports are used by the Nursing Manager to manage staff and suppliesin their department.

Nursing Inventory—Lists all supplies by location, sorted by tower. Thisreport is“map” of each
SupplySource station and can be used to verify the supplies available, and to inform newer staff
of the supply availability at that station. It can also be used as a quick way to locate suppliesin
the case when thereis a power outage and the cabinets must be accessed by key.

Staff AccessRights—Listsall users and their accessrights.

Staff Usage by L ocation—This report lists each staff member’ s usage by department, and the
supplies dispensed by that staff member, along with the dollar value of those supplies.
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Printing Dispensing Device Labels

Examiner can generate |abels that you can use to identify your supply positions. Position labels
can be printed on standard Avery labels using the Position Labels Report (see Configuration
Reports on page 95). These labels can be purchased from most office supply vendors. Print
labels only after you have assigned a supply to each position.

Recommended brand: Avery White Removable Multi-Purpose Labels (#AVE6460)
(Formerly Remove ‘Em Laser Labels)
(1" x 25/8" - 30 labels/sheet, 25 sheets/box, 750 total |abe 5/box)

See the SupplySource Restocker’ s Guide for label placement instructions.

The color Position Indicator Labels (included with each SST) also need to be affixed to the
supply positions. See the SupplySource Restocker’s Guide for instructions.
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Control Center Advanced Tools

Using the Sort Feature
You can sort information on any browser you are viewing. To use the Sort feature, follow these

steps:

1. Whileviewing the browser you want to sort, click on the Sort button on the toolbar.

2. IntheColumn field, select the field to use for the sort.

3. Sdect Asc or Desc to indicate whether you want to sort by ascending (Asc) or descending
(Desc) order.

4. To select another field to use for a secondary sort, click on the Add button. A blank line
opens for you to define the next field to use in the sort.
Y ou can also click on Insert to place a blank line between existing lines. Theblank lineis
placed before the currently selected line. Y ou can use as many fields as you like to define
the sort. Click on Delete to delete the currently selected line.

5. Click on OK. Thesort is performed.

Example: Sorting the patient browser first by last name, then by location

1

2.

3.

While viewing the patient browser, click on the Sort button on the toolbar.
In the Column field, select patient_last_name.

Select Asc for ascending order.

Click the Add button.

In the Column field of the new line, select location_number.

Select Asc for ascending order.

Click on OK. Thesort is performed.
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Using Standard Find, Smart Find, and the Filter

Using afind window, you can search for information on any browser you are viewing. Some
browsers use a detailed find form called standard find, while others use a quicker find form called
smart find. To usethefind features, click on the Find button on the toolbar. Thetitle of the find
window that opens indicates whether it is standard or smart find.

Thefilter issimilar to the standard find feature, but it “filtersout” all of the information you
haven’t specified, and shows only the information that meets your criteria.

Standard Find and the Filter
The following table defines all of the selections you can define when using afilter or the standard

find feature:
Heading Definition Options Result
( Denotes the beginning of a -Selected | - Indicatesthe start of a group of options
sequence of options -Not Selected | - No group of optionsisdesired
Column Contains a drop-down list of Sdectafield | - Thefilter sorts by thefield you select.
all of the fields on the report
or browser you are using.
Operator Defines the parameters of = | - Findsonly thoseitemsexactly equal to the Value; the
the sort. The Operator equals search is case sensitive
defineshow the Valueis <> | - Findsonly thoseitems not equal to the Value
used by thefilter. < | - Findsall itemslessthan the Value
> [ - Findsall itemsgreater than the Value
<= | - Findsall itemslessthan or equal to the Value
>= | - Findsall itemsgreater than or equal to the Value
begins | - Findsall itemsthat begin with the Value
contains | - Findsall itemsthat contain the Value
ends | - Findsall itemsthat end with the Value
Vaue Definesan exact value, -Choosefrom | - TheValueisused tofilter the browser or report,
suchasanameor ID the drop-down depending on the Operator you specified. Thevalue
number, NOT case sensitive list field contains a drop-down list of fields on the form,
-Enter aletter but you are not required to choose fromthelist. You
-Enter aword may typein the value you want to specify. You
- Enter a number cannot search for double quotes (). Y ou may search
for single quotes ().
) Denotestheend of a -Selected | - Indicatesthe end of a group of options
sequence of options -Not Selected | - No group of optionsisdesired
And/Or Prioritizes multiple options -And | - Finds more than one option
-Or | - Findsonly one or the other option
-Blank | - No optionsare desired
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Thefilter and standard find featuresinclude Add, Insert, and Delete buttons. Use these
buttons to add, insert, or delete data entry lines. If you add lines before you enter any data, the
And/Or field defaults to And, but you can changethisto Or if you like.

Note: While performing afilter or find, you can specify a search for information in afield that
is either blank or not blank. To specify a search for afied that is blank, specify = in the
Operator field, and do not put any datain the Value field. To search for any
information except a blank field, specify < > in the Operator field, and do not put any
datain the Value field.

Thefollowing examplesillustrate the use of a the standard find and filter features:

Example: Finding all userswith a disabled login
This example shows you how to quickly locate any record that matches the search criteria, in this
case, any user with adisabled login. Follow these steps:
1. Under the Maintenance menu, select User, and then select User Browser.
2. Click theFind button on the toolbar.
3. IntheColumn field, select disable_login_flag.
4. IntheOperator field, select =.
5. IntheValue fidd, type Y (the = search is case sensitive, so you must type a capital Y).
Y ou should now have afind that reads: (disable_login_flag = Y).

6. Click on OK. The browser now highlightsthefirst record of a user with a disabled login.

7. Tofind the next user with adisabled login, press CTRL+N. Do thisto find each
consecutive user with a disabled login.
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Example: Filtering for all userswith a disabled login

This example functions much like the find you performed in the previous example, but the result
isdifferent. Instead of finding the record among the list of all recordsin the browser, the
browser is refreshed to show only those records that meet the search criteria. Follow these steps:

1

2.

Under the Maintenance menu, select User, and then select User Browser.

Click the Filter button on the toolbar.

In the Column field, select disable_login_flag.

In the Operator field, select =.

In the Value field, type Y (the = search is case sensitive, so you must type a capital Y).
Y ou should now have afilter that reads: (disable_login_flag = Y).

Click on OK. The browser isrefreshed to show only those records that meet the search
criteria.
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Resetting the Filter

After you have used thefilter to filter a browser, you can reset the display toits original list or
information. To reset the filter and restore the previous display, under the Data menu, select
Reset Filter.

Smart Find

When you are viewing a browser like the Patient browser or Supply browser, you can locate a
specific item using Smart Find. To locate an item, follow these steps:

1. Whileviewing a browser, click on the Find button on the toolbar.

2. Click on the corresponding radio button to indicate the type of information you are looking
for.

3. Inthetext box, type the name of the item you want to find.
4. Click the Find Next button to find each consecutive occurrence of the item.

5. Click the Close button to close the Smart Find window.

Example: Using Smart Find to find all patientswith a last name of Smith
1. Under the Management menu, select Patient.

2. Click the Find button on the toolbar.

3. Click the Last Name radio button.

4. Inthetext fidd, type smith (the search is not case sensitive).

Asyou are typing, you see the browser selection jump to the first occurrence of the name
Smith.

5. Click theFind Next button to find each consecutive patient named Smith.

6. Click the Close button to close the Smart Find window.
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Data Entry Shortcuts

Some system users may prefer using keyboard shortcuts instead of the mouse for frequently used
functions. Thefollowing list shows keyboard shortcuts you can use on most windows in the
Control Center:

Shortcut Keys Function
CTRL+A Add
CTRL+C Copy Selection
CTRL+D Delete Selection
CTRL+F Find
CTRL+I Insert
CTRL+N Find Next
CTRL+P Print
CTRL+S Save
CTRL+X Cut
CTRL+Y Paste Copied Item

CTRL+Z Undo
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Data Entry Fields

This section lists the Control Center windows in alphabetical order, and defines each of the data
entry fields on those forms. Required fields are underlined and highlighted.
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Cabinet Configuration Fields

Cabinet Description A name that describes this SST. Every cabinet in the same
location must have a unique description.

L ocation Thelocation of the cabinet. Choose the location from the drop-
down list.
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Client Configuration Fields

Node Name

Department
IP Address

Application Type

Application Name

Version

CC Auto L ogout
(Properties)

Report Criteria
(Properties)

The node name is a unique name (up to 16 characters) that
identifies the computer that is running the client application.
This can be any valid TCP/IP node name. Examples of valid
node names are NWS3 or NWS_OR. The node name can
contain a hyphen or underscore, but cannot contain spaces or
special characters. Each computer’s node name must be
unique.

Multiple applications can be installed on the same computer; in
this case, each application is assigned to the same node name.

The department where the client is located.

The client computer’s assigned | P address, which must be
provided by the hospital’s Information Systems personnel. The
format for the |P address i s ###.#iH #H#H . #iH# where each ###
segment can beal, 2, or 3 digit number.

The type of application, such as Control Center.

A name given to identify the application. When a new record
is created, a default Application Name s created by combining
the Node Name with the Application Type. You can usethis
default name or edit the field to be any name you wish to use.

The version number of the software application that is currently
running on the computer you have identified by node name.
When you first add a client, the version isblank. The version
number is only shown after the client application has been run
for thefirst time.

Thelength of time, in seconds, that the Control Center
application may sit idle before automatically logging out the
user.

The number of days that should be retrieved on the Discrepancy
report. For example, the number 5 indicates that the report
show data from today and the past five days. The default value
is7.
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Controller Configuration Fields

Address

Type Description

Display Terminal

Cabinet Description

Sequence Number

Controller
Configuration

The number assigned to the processor chip on the
Controller. Maximum of 8 characters.

A description of the device. Thisfidd isfilledin
automatically when you tab out of the Addressfield.

The node name assigned to the Display Terminal that
powers this Controller. Choose the Display Terminal from
the drop-down list.

Identifiesthe SST that contains this Controller. Choose the
description from the drop-down list.

The number that describes the physical order of controllers
when there is more than one. For example, a SST has 16
possible shelf controllers; the top controller has a sequence
number of 1, the next lowest has a sequence number of 2,
and soon. A SST Electronic Lock controller will always
have a sequence number of 1 (thereisonly 1 per SST).

The numbers that describe the configuration of the devices
attached to the controller. Choose the configuration of an
Electronic Lock from the drop-down list. A Shelf controller
will default to 18 (the maximum number of positions per
shelf).
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Department Maintenance Fields

Department Options:

Department
DT Timeout

DT Restock Timeout

DT Patient Usage

ID Card Leading
Digitsand Trailing
Digits

A name you create to identify a department.

The length of time, in seconds, that a Display Terminal can beidle
before automatically logging out the user.

Thelength of time, in seconds, that a Display Terminal can beidle
during arestock before automatically logging out theuser. Thisis
usually longer than theregular DT Timeout.

Indicates how many past hours worth of time the Display Terminal
should use to show patient usage information. For instance, a value
of 48 indicates that the Patient Usage window shows all patient
usage for the past 2 days. The default is 72 hours.

These values determine how a user’'s ID string is read from a swipe
card.

Lead digitsindicates how many numeric characters should be
ignored at the beginning of the string. Alpha characters are
automatically ignored. For example, if the lead string is A0OO, then
Lead Digits should be set to 3 (because the "A" isignored.)

Trail digits indicates how many numeric charactersto ignore at the
end of the string but prior to the = sign. Every character after the =
signisignored. All alphacharactersin thetrailing digits are also
ignored. For example, if the string ends with 0OA00=0B and the
Trail Digitsis set to 3, then the 0AQO isignored. TheOB isalso
ignored because it appears after the = sign.
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Department Maintenance Fields (continued)
Display Terminal Options:
Find Patient by ID If checked, indicates that when a user performs a patient find at a

Display Terminal, the Patient ID field is an option for specifying
find data. Otherwise, the patient ID field is not an option for a

patient find.
Not Available for If checked, indicates that patientsin this department cannot be
Find/Add "found" by other departments when they do a patient search. The
patient can still be found if searched for within its own department.
PIN Required If checked, users must enter a PIN Number to log in. Not checked by

default.
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Department Maintenance Fields (continued)

Display Terminal Sorting:

Supply Name

Patient Browser

Stocklt Window

Usage Browser

Allows you to select the default display format for supplieslisted in
the Supply Browser. Y ou can choose to show supplies by their
Material or Nursing Name.

Allows you to select the default sort order for patient records listed
on the Patient browser. Y ou can choose to display records
alphabetically in order by patient name or the room description.

Allows you to select the default sort order for supplieslisted on the
Stocklt window. Y ou can choose to display supplies by position or
supply name.

Allows you to select the default sort order for transactions listed in
the Usage browser, which shows all supply transactions for a
particular patient. You can chooseto list the transactionsin order
chronologically by the date of the event, or alphabetically by the
name of the supply involved.
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Discrepancy Resolution Fields

Browser Fields:

Event Date
Event Status

Res Stat

DT

Supply Nursing Name
User

Res

The date and time when the user reported the discrepancy.

The type of event that was being transacted when the
discrepancy occurred, such as Taken or Returned.

The status of the event that the system generated to resolve
the inventory count. The following statuses are possible:

Dpt Chrg Department Charge: this applies an additional
charge to the department to make up for a
discrepancy in which the system count is higher
than the user corrected count.

Dpt Cred Department Credit: this credits the department to
make up for a discrepancy in which the system
count is below the user corrected count.

Pat Cred Patient Credit: this credits the patient account to
make up for a discrepancy in which the system
charged the patient for a supply that was never
administered to that patient.

The Display Terminal where the discrepancy was noticed and
reported.

The nursing name of the supply that is discrepant.
The user who reported the discrepancy.

Indicates whether or not the discrepancy has been resolved by
showing Yes or No.
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Discrepancy Resolution Fields (continued)

Detail Fields:
Patient The patient for whom the supply was dispensed.
Supply The manufacturer’s brand name for the supply that was dispensed.
Material
Name
Supply The dispensing position from which the supply was dispensed.
Position
Room/Bed  Theroom and bed assigned to the patient.
Unit of The unit of measurement used to describe the volume of the supply that
Issue was dispensed.

Quantity The number of supply items dispensed during this dispensing event.
Dispensed

Resolved If checked, indicates that you understand why the discrepancy occurred
and that the discrepancy is resolved.

Resolution A textual description you enter to explain why the discrepancy occurred,

Description  how it was resolved, etc. Maximum of 1000 characters. The name of the
person who islogged in to the Control Center is appended to the
description when it is saved.
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Display Terminal Configuration Fields

Node Name

Department
L ocation

|P Address

Receipt Printer

The node name is a unique name (up to 16 characters) that
identifies the Display Terminal. Examples of valid node names are
DTORROOM or DTEYELAB. MedSelect encourages the use of
DT asthefirst two letters of the node name. The node name can
contain a hyphen or underscore, but cannot contain spaces or
special characters. The node name must be unique.

The department where the Display Terminal islocated.

Thelocation of the Display Terminal. Choose the location from the
drop-down list. Thislocation isthe default location, but you can
assign other locations aswell. Note that if you change the default
location, the old default location continues to be assigned to the
Display Terminal as a non-default location.

The Display Terminal’s assigned | P address, which must be
provided by the hospital’s Information Systems personnel. The
format for the |P address i s ###.#iH #H#H . #iH# where each ###
segment can beal, 2, or 3 digit number.

This determines the level of detail that isrecorded in the Display
Termina’s error log. The following logging options are available:

0  Indicates no logging.

1 Indicates status logging only. Status logging records
information such aslog in, log out, offline change, and online
change.

2 Indicates debug logging. Debug logging records Display
Terminal activitiesin detail, and can be used by MedSel ect
support personnel when troubleshooting the system.

The default setting is 1. Y ou should use this default unless
otherwise instructed by MedSelect.

Check this box if the Display Terminal has an attached receipt
printer.
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Economy Tower Bins Fields

Cabinets

The economy cabinetsin the database. Choose the SST you would
like to configure from the drop-down list.

Thelist of doors that make up the above cabinet. One or more
shelves will reside behind each door.

The compartments created behind each door using the Auto-
Generate or Add button.
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Facility Maintenance Fields

Facility Name

#Login Tries

DT Find Closed
Visit

Positive
| dentification
Login Required

Product Release
Number

The name of the facility. Maximum of 60 characters.

The number of times a user can unsuccessfully attempt tolog in
toaDisplay Terminal or Control Center before that user’s
account isdisabled. An unsuccessful login means that the user
entered the correct login 1D but an incorrect PIN.

If checked, indicates that a patient find performed at a Display
Terminal searchesfor closed aswell as open visit records.
Closed visit records are shown only when thereis no open or on-
hold visit to display.

If checked, indicatesthat all usersin your facility must use a
swipe card to log in to the Display Terminal. Logging on by
manually entering alogin ID is not permitted. The user is
required to enter a unique PIN number in addition to using the
swipe card.

The version of the Control Center software you are running.
Thisfield cannot be edited. Y ou may need to provide this
number when calling MedSelect for support.
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Location Maintenance Fields

L ocation Number

Location Description

A number that identifiesthe location. The number can include
letters, up to 15 characters.

A description that can be used to help you identify the location.

Thisdescription is not used in the system. It isused only on the
Location Maintenance window.
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Patient Detail Fields

ID Number

Prefix

First
Middle
Last
Suffix
Address 1
Address 2
City
State

ZIP
Country
Home Phone
Birthdate

Gender

MRN

Allergies

External Patient
ID

A number assigned by your facility to uniquely identify a patient.
Maximum of 20 characters. (Note: if thisfield isblank in an existing
record, then the patient was added at the Display Terminal. If you
make any modifications to the record at the Control Center, then you
must also fill in thisfield before saving.)

Titlessuch as Dr., Mr., Ms,, etc. Choose thetitle from the drop-down
list.

The patient’sfirst name or initial. Maximum of 15 characters.
The patient’smiddle name or initial. Maximum of 15 characters.
The patient’ s last name. Maximum of 15 characters.
Descriptorsthat follow a name, such as Jr., 111, M.D., Ph.D., etc.
Thefirst line of the patient’s address. Maximum of 30 characters.
The second line of the patient’ s address. Maximum of 30 characters.
The city where the patient resides. Maximum of 30 characters.
The state where the patient resides. Maximum of 15 characters.
The patient’s ZIP code. Maximum of 10 characters.

The country where the patient resides. Maximum of 30 characters.
The patient’ s home telephone number. Maximum of 14 characters.
The patient’ s date of birth (mm/dd/yyyy).

The patient’ s gender (choose Male, Female, Unknown, or Other from
the drop-down list).

The Medical Record Number assigned to this patient. Maximum of
20 characters.

A description of any relevant drug allergies the patient may have.
Maximum of 450 characters. "NKA", "None" or "No Known
Allergies’ will appear in thisfield if the patient hasno allergies or no
known alergies.

Unique identifier for a patient to an external hospital system.
Maximum of 45 characters.
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Patient Detail Fields (continued)

External System ID

Admission Date

Location

Bednumber

Class

Height

Weight

Admitting Physician

Visit Number

External Account
Number

Status

Close Date

Discharge Date

Admin User

Unique identifier for a patient to an external hospital system.
Maximum of 20 characters.

The date (mm/dd/yyyy) and time (hh:mm:ss) that the patient was
admitted.

Theroom where this patient is staying. Choose a location from
the drop-down list.

A number that identifies the bed assigned to this patient.
Maximum of 8 characters.

A description of the circumstances of the patient’s admission
(choose Inpatient, Outpatient, Emergency, Pre-admit, or Re-
occurring from the drop-down list).

The patient’ s height. Maximum of 10 characters.

The patient’ s weight at the time of admission. Maximum of 10
characters.

The name of the physician who admitted the patient. Choose the
physician from the drop-down list.

A unique number assigned by your facility to identify this
patient’svisit. (Note: if thisfield is blank in an existing record,
then the patient was added at the Display Terminal). If you make
any modifications to the record at the Control Center, then you
must also fill in thisfield before saving). Maximum of 15
characters.

Unique number representing a patient billing account within the
hospital. Maximum of 20 characters.

The current status of the patient’ s visit (choose Open, On-hold, or
Closed from the drop-down list). Only open visits are displayed
on SupplySource Display Terminals.

The date (mm/dd/yyyy) and time (hh:mm:ss) that this visit status
was changed to closed.

The date (mm/dd/yyyy) and time (hh:mm:ss) that this patient was
released from your facility.

The administrator who last updated this visit.
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Supply Assignment Fields

Expiration Date

Lot #

Minimum Quantity

M aximum Quantity

The earliest date when a supply in a position expires. To clear the
expiration date, select the field by double-clicking on it, then press
the spacebar.

The manufacturer’s ot number for the supply with the earliest
expiration date.

The minimum quantity of this supply that you want to keep
stocked at this position. The supply should be re-ordered when it
reaches the Minimum Quantity. When a supply is stocked in
multiple positions, it is recommended that the minimum for each
position be set to 1 (see Assigning Supplies to SupplySour ce on
page 76 for an explanation).

The maximum quantity of this supply that you want to keep
stocked at this position. Maximum quantities prevent over-
stocking.

See Supply Detail Fields on page 119 for a description of all other fields used on the Supply

Assignment form.
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Supply Detail Fields

Material Name The manufacturer’s proprietary, US trademarked name for a supply.
Maximum of 50 characters.

Nursing Name  Thegeneral, chemical, or non-brand specific name for a supply. You are
not required to enter a Nursing Name, but if no Nursing Name is entered,
then the Material Name is copied and used. Maximum of 50 characters.

[tem Code A unique number assigned by your facility to identify a supply.
Maximum of 15 characters.

Unit of Issue The type of unit the supply isissued in, for example, box, bag, etc.
Maximum of 8 characters.

System The actual quantity of the supply currently stocked in SupplySource.

Quantity This quantity cannot be changed at the Control Center, but can be edited
only at the Display Terminal.

Minimum The minimum system-wide quantity of this supply that your facility wants

Quantity to keep stocked in SupplySource. The supply should be re-ordered when

it reaches the Minimum Quantity. Some industries may refer to this as
the par quantity for an item.

Maximum The maximum system-wide quantity of this supply that your facility
Quantity wants to keep stocked in SupplySource. Maximum Quantities prevent
over-stocking.

Charge Code A hospital assigned code that indicates the charge for this supply.
Maximum of 25 characters.

Cost The latest cost per unit of the supply.

Billing If checked, indicates that any dispenses of this supply should be sent to
Required the billing interface.

Return to Checked by default, indicates that the user must return this supply to the
Original position from which it was originally taken.

Drawer
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Supply Detail Fields (continued)

Customer Defined Class
(See page 47)

Vendor Number

Store Room Location

Manufacturer Part
Number

The class assigned to this supply by the Administrator. The
Administrator can give permission to restock and/or dispense
this classto individual users and user groups.

A number assigned by the vendor to identify its product.
Alternatively, you may wish to use thisfield to specify a
number that identifies the vendor to your facility. Maximum of
15 characters.

A description of the location within the hospital wherethis
supply islocated. Maximum of 25 characters.

The number assigned to this supply by the manufacturer.
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User Detail Fields

Name Prefix

First Name
Middle Name
Last Name
Name Suffix

ID Card Number

Username

Group Prdfile

DisableLogin

Titlessuch as Dr., Mr., Ms,, etc. Choose thetitle from the drop-
down list.

The user’sfirst nameor initial. Maximum of 15 characters.
The user’s middle name or initial. Maximum of 15 characters.
Theuser’slast name. Maximum of 15 characters.
Descriptorsthat follow a name, such as Jr., 111, M.D., Ph.D., etc.

A number that may be used to log in to the Display Terminal. This
number may be encoded on a magnetic swipe card, or typed in
manually at the Display Terminal Login window. Maximum of 9
numbers.

A unigue name that identifies the user to SupplySource. For
instance, you may want to assign each user a name by combining
the first name with the last initial. In this case, John Jones would
be johnj. Thisnameis used for logging in to the Control Center,
and is not required if the user is not to be given accessto the
Control Center. Maximum of 15 characters.

The group profile, which includes associated access rights, that has
been assigned to this user.

If checked, indicates that this user account has been disabled and
cannot be used to log in to SupplySource.
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User Detail Fields (continued)

Access Rights

System:

Control Center Login

Account Adjustment

Administrate

Configuration

Discrepancy Resolution

Inventory

Thisright allows the user to log in to the Control
Center, view patient info, and print reports.

Thisright allows the user to transfer events between
patient accounts using Account Adjustment, and to
assign unknown events to patient accounts using
Inventory Adjustment.

Thisright givesthe user the ability to maintain user
accounts, including group profiles. It also givesthe
user the ability to maintain facility and department
information.

At the Display Terminal, thisright gives the user the
ability to add temporary users.

Thisright givesthe user the ability to modify the
system configuration information.

Thisright allows the user to resolve discrepancies at the
Control Center.

Thisright allows the user to add, update, and delete
supply information through the Control Center. This
right also allows the user to assign supplies to positions,
adjust supply minimum and maximum quantities, and
expire supplies.
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User Detail Fields (continued)

Access Rights (continued)

Maintenance

Patient
Management

Thisright allows the user to add, update, or delete Location information.
It also allows the user to use Location Import.

At the Display Terminal, thisright allows the user to exit the Display
Terminal application by displaying an Exit button on the Patient
browser. The button is only displayed to users with the Maintenance
Right.

Thisright allows the user to add, update, and del ete patient information,
and to close visit records at the Control Center.

Users without this right may still view patient information.
Thisright has no impact on the user’s ability to add a patient at the

Display Terminal. All userswith DT Login rights may add patients at
the Display Terminal.

Display Terminal:

SS& DT
Login

Restock

Defined Class:

Dispense and
Restock Rights
Defined by
Administrator

Thisright allows the user tolog in to a Display Terminal, dispense
supplies, and add or find patients at the Display Terminal. A user who
attemptstolog in to a Display Terminal must also be assigned to the
same department as that Display Terminal.

Thisright allows the user to enter the Restock Browser. Oncein the
Restock Browser, the user must have the Restock right for the supply in
the position being restocked.

These rights allow the user to restock and/or dispense classes of
supplies previously defined by the administrator through the Control
Center. If no classes are defined, this areawill be empty. (See page
47.)
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