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This is the main menu for the database.

Read all the instructions on the screen before entering data.

You do not need to click on anything to save the data you enter. As soon as 
you close a form the data is saved automatically.

Before you can use the database you need to enter the names of the wards you 
are conducting audits on as well as the names of the people who will be 
conducting the audits.

By clicking on one of the hands in the left hand corner you can access the 
forms that allow you to enter these details.  The right hand takes you to the 
Add New Ward form and the left hand takes you to the Add New Observer 
form.
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Click on Add New Ward to enter a ward to the database
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Click on Add New Observer to add a new observer to the database.
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To start entering your Hand Hygiene audit data, click on Enter Data
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The database always open up with the first session that was entered.  You need 
to be careful that you do not accidentally change this data as it is possible to 
overwrite it.  

To begin a new session you need to click on the New Session button which 
will take you to a blank form.

At the bottom of the form there is a Database Record Number.  Each new 
session is given a new Database Record Number. You can use the controls on 
either side of the number to navigate around the database to find previous 
sessions that you have entered or to take you directly to the first or last session.
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You need to complete the fields in the Session Details section first.
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Use the tab key on the keyboard to move to the next field or you can use the 
mouse to click into that field.

The Date, Ward Name and Observer Name are required fields and need to be 
completed in the order they are in to be able to move to the HCW field or to 
close the form.

The date needs to be entered in dd/mm/yyyy format  ie. 01/01/2008. Use the 
mouse to access the drop down box and click on the ward and observer or you 
want enter.

The comments section is optional.
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If you do not enter data into one of the fields and try to move into the HCW 
field you will get this error message.  Click OK and complete the missing data, 
which in this case is the date.
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When you have completed the session details you can then start entering data
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You can navigate and complete the form using the mouse and clicking on the 
drop down box of each field and then clicking on the entry you want to select. 

You can also use the tab key to move to the next field and generally by just 
typing the first letter it will auto complete the field ie. Typing a or A will auto 
complete to AH.  The only exceptions to this are the student categories under 
HCW and On and Off under Glove Use where you also need to type the 
second letter if you want SDR & SRN or On
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You can use the mouse to select the drop down box and then choose the 
Moment you want to enter, or again by simply typing the number it will auto 
complete this field for you.
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If gloves were not used during this moment then you need to enter No into the 
Glove Use field. 
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Once you enter data into a row every field in that row needs to be completed to 
be able to move to the next row or close the session.  If you try to move to the 
next row or close the form you will get this error message.  In this instance we 
have forgotten to enter the HCW in this row.

Click on OK and complete the missing field.
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If you need to delete a row you will need to enter data into the entire row 
before you can delete it.

To delete:
Click on the grey box to the left of the HCW field on the row 

you want to delete.  This will highlight the entire row.
………..(next page)
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…then right click with the mouse and left click on Delete Record
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You will then be asked to confirm if you really want to delete that record.
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The data in that row has now been permanently deleted.

Once you have finished a session you need to click on New Session to start 
entering data for another session or click on Close Form to stop entering data.
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Click on View Individual Ward Report to view a report for a single ward or 
department
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Complete all the instructions in Step 1 before Moving to Step 2 to view the 
report.  

If you click on Step 2 first it will display the last report that you generated 
rather than one that you want.
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Click on Yes
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Click on Yes
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Click Yes again.
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You have just created a table that contains all the data that is needed for your 
report.  You then need to move to Step 2 and click on View Ward Report to be 
able to view this report
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The report
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On the toolbar above the report there is an icon with a Blue W. By clicking 
this icon it will export the report to Microsoft Word. 
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Click on the close button to take you back to the Individual Ward Report 
screen
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You can then choose a new ward to run a report for but remember to follow all 
the steps again.  By clicking the close button it will take you back to the main 
menu.
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Click on View Health Service Report to view a report that combines all the 
data from every ward into an overall report.
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Again you need to follow the instructions in Step 1 before moving to Step 2.

Click on Create Health Service Report and click on Yes 3 times.
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You have just created a table that contains all the data that is needed for your 
report.  You then need to move to Step 2 and click on View Ward Report to be 
able to view this report
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Click Close on the toolbar to close this page.
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Use the Quit Access button to close the database.


