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Introduction 
 
The PUPIL system is a tool to help school nurse’s record health data about young 
people.  
 
It provides a repository of clinical data which can be used to record trends and 
identify problems.  
 
 

 
 
 

What’s new 
 
Changes in this version: 

·  Event based system 
·  Clinic scheduling 
·  More reports 
·  Improved search 
·  Chronic conditions 

 

Getting Started 
 
This document is for people who will be entering data into the system and running 
reports. It assumes that the system has been installed and that clinic and other 
information has already been updated by your administrator. 
 
There is a separate document, PUPIL_Database_SystemSetUp.doc which explains 
how to install and set up the PUPIL system. 

Log in / security 
You will be prompted with a login screen. Enter the name and password that you 
have been allocated or set up with.  Passwords can be changed from the File menu: 

 

 
Your administrator will assign your initial password.  
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Which version have I got? 
Click Help About from the top menu bar: 
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The Main Menu 
Click the highlighted option: 
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Searching 
This has multiple tabs to make it easy to find information 
 
Click on a heading to sort.  Search by name.    Filter by school year 
 

 
 
Double-click anywhere on the row for more details 
 
The chronic conditions & current referrals show slightly different columns: 
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Event history 
 
The Event History tab shows events that have been attended: 
 

 
 
There are warnings in yellow where Case Notes and Outcome have not been filled 
out for the Event.  

Planned events 
 
The Planned Events allow filters on planned events.  (see page 17 for the Clinic 
Appointments screen) 
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Adding a Person  
 
To import demographics from other systems, please refer to the documentation in the 
administrator’s manual. 
 
To manually add a person, select ‘Add new Person’ from the main menu. 
 

 
 
The NHI field is for the NZ Health National Health Index number. It has a check on it 
to only allow valid number. 
 
The Other ID field is for linking to identifiers in other systems (such as a student 
administration system)  
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Main Person screen 
 
Once a person has been added, or searched, the main person screen is displayed. 

Name, contact tab 
. 

 
 

Chronic conditions 
Enter one or more from the drop down list.  

Warning Flags 
The red flags highlight areas that may be of concern and require follow up. 
 
Hold the mouse cursor over each flag for a brief description. The tab that the flag is 
over has more details. 
 

 
 
 

Event history tab 
Over time a person may have many events.  
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Click each row to see a summary of the event data on the right-hand side. 
 
The ‘Details’ button opens the main Event screen. See Page 14 

Front sheet tab 
This provides a summary of data from the last Assessment event, and shows any 
current, open referrals. 
 

 
 
Selecting the ‘Details…’ button takes you to the main Event screen, see Page 14 for 
more details. 
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Case Notes 
This provides a summary of notes from all historical events: 
 

 
 
Double-clicking the notes lets you zoom to see more. 
 
Selecting the ‘Details…’ button takes you to the main Event screen, see Page 14. 
 

Risk and Resiliency tab 
This shows the Risk & Resiliency score from the last assessment event: 
 

 
 
 

Planned events 
This shows upcoming events for the person. See the section on Clinic Appointments 
for another way to view this data. 
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In this screen, if you change the status to ‘Attended’, the system will prompt you to 
enter the actual event details. 
 

Adding a new Event   
 
From the main person screen, select the ‘Add new event for this person’ button. 
 
Enter the event basics:  
 

 
 
You can enter the time spent directly and the system will calculate the Finish time. 
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The main Event screen 
 

 
 
Multiple records can be added for Presented with, Treatment and Referred to.  
 
The case notes can be of unlimited length. You can use hot keys to add commonly 
used phrases to the notes. (These are set from Alt-a through to Alt-j, refer to the 
administrator manual) 
 

Assessment tab 
This lets you enter clinical data together with any questions that have been set up for 
the event type. 
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BMI and blood pressure 
·  Enter these fields to track BMI and Blood pressure over time. These are 

graphed in the Student reports, see page 23 

Hearing and Vision 
·  Enter these fields to track screening results over time. They are available in 

the Statistic and Yr 9 reports, see pages 21 and 24 
 

Risk and resiliency tab 
 
 

 
 

Year 9 Assessments 
 
For this event type, the Responses tab in the Event screen changes. 
 
The questions are grouped by Section, and can be filtered by clicking on each 
section. 
 
 

 
 
 



Pupil: Youth Health System Version 1.0 (AIMHI v4.0) 
User manual Date:       27 June 2006 

 

Page 16 of 25 Data Synthesis Ltd www.datasyn.co.nz 
 

Questions are formatted to accept yes/no or number responses (to provide accurate 
reports), together with free text and referrals. Some have a drop down list of choices. 
 

 
 
 
Click the More... button to add further information: 
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Clinic appointments 
 
Select ‘Manage clinic appointments’ from the main screen. 
 
Filter by date range: 
 

 
 
Select on the row to show scheduled times for the clinic on the left side. 
 
Allocate students to a time by selecting on the student field: 

 
 
And choose from the drop down list. 
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By changing the Status to Attended, the system will prompt you to create an actual 
event. 

 
 

 
 
This will take you to the Add new Event screen, see page 13. 
 
You can also add ad hoc appointments by typing in new records: 
 

 
 
 
Setting up clinic schedules : 
 
Select the ‘Create new schedule’ button: 
 

 
 
This will create as many future planned events as you specify. 
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Reporting 
 
 
Reports are available from the Main Menu, or via the Print buttons on the main 
person and event screens. 
 
Select a report type, then a report, then filters.  
 

 
 
Also, when a report is previewed, you can use the Office Links toolbar to export the 
report to Word or Excel. (The reports may lose some formatting when opened with 
Excel or Word.) 
 
There are various reports under each report type 

Daily reports 
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Statistics reports 
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Student reports 
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Term Report (AIMHI) 
Select your Term, then Preview, Print or export to Excel. It is normally 3 or 4 pages.  

Emailing the Term Report 
Press the ‘Open with Word’ button from the screen. 
 
Once the report is opened in Word, go File, Save As, rename if necessary and make 
sure the Save as type option is changed to 'Word document (*.doc)' 

 
 
This can then be emailed to other recipients from Word: 
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General Interface notes / beginners guide 

 
 
Add a new record here:  The current record: 
 

 
The icon changes to a pencil to indicate writing a new record. Press F9, or move off 
the row to save. 
 
To delete an entry, click to the left: 

 
 
Then press the delete key on the keyboard: 

 
 

·  There is one warning before 
the record is deleted. This 
mechanism applies throughout 
the system. 

·  Use the ‘Esc’ key on your 
keyboard to back out of an 
action, or if you get stuck. 

 
·  Date fields have a pop up 

calendar that is activated  by 
double-clicking on the particular 
date field: 

 

 
 


