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Chapter 1: Getting Started 
Once Nurse/Employee Daily Worksheets is installed there are some things that need to be set up to make sure the 

module works correctly. 

Navigate to: Community and Public Health Services > Nurse/Employee Daily Works Sheets 

 

 

Once in this module, the next section will focus on the Maintenance Tab. 
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Chapter 2: Maintenance 

Close/Add/Delete/Print Actions 

Once in Maintenance, Select Add/Delete/Modify Tables 

For every sub-category in Add/Delete/Modify Tables, similar buttons are present that perform similar actions in each 

window screen. 

 

Close Exits from the currently opened maintenance table.  
Must close in order to navigate or open a new screen. 

Add Creates a blank line that allows user to add new 
information.  

Delete Will remove/delete the currently high-lighted selection 
in the maintenance table. 

Print Prints out a list of all items in the maintenance table. 
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Activity Codes 

Once on the Maintenance Tab, click Activity Codes: 

 

Make sure table is properly filled in. 

 

 

Click here for Close/Add/Delete/Print description, or navigate to Page 4. 
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Health Service Employees 

Navigate to:  Maintenance > Add/Delete/Modify Tables > Health Service Employees 

 

 

Insert the names of Employees or make sure that they are all entered correctly. 

 

 

 

Click here for Close/Add/Delete/Print description, or navigate to Page 4. 

  



 

 

Nurse/Employee Daily Worksheets 
 

 

7 
 

Political Subdivisions 

Navigate to:  Maintenance > Add/Delete/Modify Tables > Political Subdivisions 

 

 

Insert the Code and Political subdivision here. 

 

 

Click here for Close/Add/Delete/Print description, or navigate to Page 4. 
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Program Codes 

Navigate to:  Maintenance > Add/Delete/Modify Tables > Program Codes 

 

 

Insert the Program Codes or make sure they are accurate in this screen. 

 

 

Click here for Close/Add/Delete/Print description, or navigate to Page 4. 
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User Defined 

Navigate to:  Maintenance > Add/Delete/Modify Tables > User Defined 

 

 

 

Fill in information for the User Defined fields that are used with data entry and report generation. 

Activity Summary Table 1 - 4 

 

 

  



 

 

Nurse/Employee Daily Worksheets 
 

 

10 
 

Location 
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Race 
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Service Codes 
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Distribute Nurses Daily Mileage 

Navigate to: Maintenance > Distribute Nurses Daily Mileage 

This is a utility that creates distribution of equal spread for mileage in one whole day. 

 

Enter the From date and To date fields, click OK to proceed or Close to exit. 
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Field Names 

Navigate to: Maintenance > Field Names 
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General Profile 

Navigate to: General Profile > Nurses Daily’s 

This screen shows extra settings in the General Profile that adapts the Daily Worksheet module. 

 

 

Check mark or uncheck mark the boxes to apply settings for the Nurse/Employee Daily Worksheets module. 

Once set, the selection is automatically saved. 
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Printer Setup 

Navigate to: Maintenance > Printer Setup 

 

This screen allows a default printer setup. 
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Reindex/Pack Nurse/Employee Daily Worksheets Data Files 

Navigate to: Maintenance > Reindex/Pack Nurse 

 

This utility is used when there is a possibility for an issue with data indexes. 
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Chapter 3: Using Nurse/Employee Daily Worksheets 

Daily Work Sheets Tab 

From the Nurse/Employee Daily Work Sheets module, navigate to: Daily Work Sheets tab 

View/Select 

This is an overview of the Daily Worksheet entries.  Selecting an entry from this screen and navigating to the Modify or 

Add tabs will edit or add a new entry for the selected Nurse/Employee. 
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Create Worksheet 

To create a Worksheet, from the Daily Work Sheets Tab, navigate to the Add tab. 

 

 

Fill in appropriate fields and click the Add button. 

 

  



 

 

Nurse/Employee Daily Worksheets 
 

 

20 
 

Modify Worksheet 

Click on the Modify button at the bottom of the screen to make changes to the selected entry. 

Clicking Previous or Next will navigate between different entries. 
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Reports 

Click the Reports tab to see a dropdown list of different reports in the module. 
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For Example:  Clicking on the Activities Report Options will open a new window with options to choose from in order to 

optimize the report. 

 

The Filters button opens a new window that allows even more constraints to make the report more specific. 
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Browse/List/Export 

Clicking on the Browse/List/Export tab, a window will popup that is similar to what is seen in Reports.  This screen has 

selections to constrain the type of data to pull from the system.   

 

The Output to section shows the different types of files that can be saved. 
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Count Graph 

Click on the Count Graph tab in the module to open a new screen.  This window is similar to Browse/List/Export or 

pulling a Report from the Reports menu.  Count Graph will display sums for different data selections, along with showing 

the results in graphs. 
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Example of a simple bar graph output: 

 


