INDIANA ELECTRONIC BIRTH REGISTRATION SYSTEM TRAINING QUICK KEY

Navigating Electronic Registrar

· Logging On

Require User Name and Password

· Main Menu

Used to access the Birth Module and Utilities

· Birth Menu

Used to create Birth Record, Run Reports and access Library Tables

· Hot Keys

On each menu you will see that a letter is underscored, this is the hot key that will open the corresponding menu item. Pressing the Alt key and the Hot Key will open the menu. 

· Tool Tips

Hover the mouse over the icon and the Tool Tip will display.

Utilities

· Printer Setup

All printed forms must be configured to a Printer

· User Parameters

Customize system settings

· View Error Logs

Issues are posted to an Error Log

Library Maintenance Tables

· Function

Used to provide a ‘pick list’ of choices for related items and to validate data entries. 

· 
Supported Tables

· State/Foreign Country

· County

· City/Town
· Zip Code

· Facility

· Attendant/Certifier/Infant Attendant
Creating A Birth Record In Registration

· Using Your Keyboard

TAB:  Move from one control to another

Shift+Tab:  Reverses the 'TAB order' and moves focus back to the previous control.

Enter:  Used when a cross check displays and focus is on the Ok button.

Left/Right/Up/Down Arrows:  Used to navigate through  a drop down pick list

Alt+Down Arrow:  Located on the right side of a field indicates that a list is available to select from.

MindsEye(:  Type ahead  - Begin typing and the list will filter as you type.

Space Bar: Used to toggle checkbox items on or off.

Mouse Skills:  Used to quickly navigate from one field to another if the field is not the next one in the 'Tab Order

· Viz-e-Q(
Within Registration, you will receive a visual indication to determine if a field is resolved or unresolved.
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· Easy Add

Start a new birth record with just a click.  

· Use icon, [image: image2.png]



· On Registration, select New.

· Press Ctrl + N.

· [image: image5.jpg]


Press Alt + G + N

· Status Bar

The Status Bar is broken down into four main frames and is located at the bottom of the Registration screen. 

· Unresolved Field List  

On the status bar click the Record Status Frame (4th frame from the left).  To “Jump” to an unresolved field on the list, select the desired field (the font color will change to blue), and then click.

· 
Mandatory to Save Fields

These fields must be resolved before a new birth record can be saved for the first time:
· Child’s Last Name


· Mother’s Legal Last Name

· Mother’s Medical Record Number

· Record Type

· Child’s Date of Birth

· Plurality

· Birth Order

· Facility where birth is registered

· Easy Save  

You may save a Birth record after the mandatory to save fields are resolved.  

· Use icon, [image: image3.png]



· On Registration, select Save.

· Press Ctrl + S.

· Press Alt+G+S
· Canceling a New Birth Record

If you cancel the new record prior to saving, the birth data entered will not be retained.  

· Use icon, [image: image4.bmp]
· Unknown Birth Fields

To identify if a field will accept a value of Unknown (?), in the Registration window, click the Focus Field button on the Status Bar at the bottom of the screen.

· Duplicate Checking

A duplicate record is detected based on the following fields:

· Mother’s Medical Record Number

· Mother’s Maiden Name

· Child’s Date of Birth

· Plurality

· Birth Order

· Facility where the record is entered.

· Fast-fire( Edits 

Soft Edit:  You will be asked to verify the data entered when it is outside the normal range but within the acceptable extremes.

Hard Edits:  You will be issued a warning when the data entered is outside acceptable extremes. 

· Fast-fire( Checks

Range Check:  This check examines the entry made for a given field and compares it to two different thresholds. 

Cross Check:  A crosscheck concerns itself with comparing values entered in two or more fields, and then determining the consistency among the fields

· Adding Press Alt + G + A
· On Registration, select Cancel
 Add on the Fly (AOF)

· Supported Tables 

· State/Foreign Country

· Town/City

· Zip Code

· Facility

· Attendant/Certifier/Infant Attendant

· To AOF

1. Open the pick list by clicking on the down arrow to the right of the field.

2. Scroll through the pick list and select Add New.  The A Library Table Maintenance window will open. 

3. To Display in Lists, check Display in Lists.Click OK.

Searching for a Birth Record

· Quick Search/Unresolved Work Queue

This search allows the user to search for birth records that have not been filed with the state.  The Quick Search/Unresolved Work Queue is located in the upper right hand corner of the Registration screen.  

· Search Engine  

This search opens the Search window and allows the user to search for any birth record that has been entered into Registration at their facility.  Both unresolved records and records that have been transmitted to the LHD are included

Electronic Certification

· Requires PIN number

· 
Required to Release Record

Printing in Registration

· Paternity Affidavit
May generate a PA from the system with a unique PA number. The record will not be considered to be complete until the ‘Date PatAck Sent’ field is resolved. 

· Verification of Birth Facts

This form serves to confirm the birth information as entered into the system.  Printing is supported at any point after the record is saved and will NOT be locked after the record is released to the LHD.

· Social Security Letter

Electronic Registrar provides the capability to print this form for a birth record when ‘Apply for Social Security Number?’ = Yes.

Releasing Records

· Legal Release  

A record is eligible for Legal Release when the birth record is saved and the system detects that legal data fields have reached the status of ‘resolved.’

· Statistical Release

A record is eligible for Statistical Release when the birth record is saved and the system detects that statistical data fields have reached the status of ‘resolved.’

· Locking Records

Once a record has been released, it can no longer be edited at the facility.  However, the LHD has the ability to unlock a record.

Facility Reports

· Facility Unresolved Birth Records
· Statistical Report
· Newspaper Listing
· Newborn Admission List
· Operator Productivity Report
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