Sample:
Dane County Humane Society Procedure to Create Medical Boards Using PetPoint 



To enter a med board exam:
1. Go to Care-Add Exam
2. Enter animal number, name or location to bring up individual animal record
3. Make sure that a concern you are adding to the med board has not already been entered by someone else.  To see if the concern has already been noted:
a. Option 1:  Go to Animal View Report, in the medical summary section you would be able to see any med board entry that has already been addressed and changed to completed.  You can then scroll down further and in the scheduled/pending section you could see if any med board exams are still pending – to find out the details of a pending exam click on the blue exam # to the right of that entry and minimize the Animal View Report – the selected exam will be on the screen for your review
b. Option 2: Select “Medical View Report” from the drop down menu under medical documents and review the other med board exams to see if the concern has already been noted
4. To enter a new med board report, proceed through the steps below.
5. Select the upper Details Tab
6. Change Status to Pending
7. Status date/time – must be changed to a future time - add 5 minutes or so to the current time that appears automatically, enough time to allow you to complete the entry and hit submit (do not add too much time or a future date because we want the entry to show up as close to the time it is entered as possible)
8. Site:  Dane County Humane Society
9. Enter med board concern in the notes section
a. Include the current date at the beginning of your entry - once the vet has completed the exam, enters notes and changes the status to completed, PetPoint automatically adjusts the date to when the exam was completed and we no longer have an accurate record to reflect when the concern was noted.
b. When the entry is complete hit Enter 2 x and then a period (this provides a blank space on the printed report for the vets or medical staff to make notes when performing exams)
10. SUBMIT 
· Please continue to add any emergent situations to the med board manually as well – things that should be looked at the same day.

To Print the Med Board Report:
1.  Go to Report Website
2. Select Medical Exam/Surgery:  Detail or Express
3. Scroll down to red type
4. Item site:  leave as “all”
5. Record Type:  Exam
6. Record sub-type:  Med Board
7. Scroll down to next section of red type
8. Based on:  leave as Status and Status date (this is auto-selected)
9. Based on Status:  Pending
10. *Based on From:  enter start date
11. Based on To:  leave as current date (or enter end date if looking for a specific time period)
12.  Scroll to the next items (which are not in red)
13. Show/Hide Exam/Surgery Notes:  Show
14. Group By:  Location
15. Detail/Summary:  Select Detail   
16. SUBMIT
17. Once report is generated, click on the minimize button next to Parameter List in upper left corner eliminate that information from being printed on each report.
18. Click the print icon on the PP page to print – if using file-print or the print icon above the PP bar you will need to set up the page layout to print in landscape form

*Start date will initially be the date we implement this procedure.  Moving forward, I propose the following system to easily determine start date each day without keeping old reports on the board but not missing ones that have not yet been completed.
· Print report on day one and add pages to med board.
· As exams are completed and entered into PP some pages will no longer be needed.  If a full page is completed and all exams entered in PP it should be removed from the clipboard.
· Each day the earliest date still showing on a med board page should be used as the start date.
· This will allow any completed exams to be removed from the med board and only those pending from the earliest date to still show on the new report.

To enter exam notes and change med board exam entry to completed:
1.  Go to Care:  Search/Edit Medical
2. Exam Surgery – Exam/Surgery #:  enter exam # from med board report (in bold along left margin and starts with M) 
a. This brings you directly into the med board exam
3. Alternatively, you can select Animal – Animal # and use the animal’s booking number to bring up all entered exams/surgeries
a. From here select the pending med board exam
4. Change Status to Completed
5. Enter exam notes in note section below med board entry
6. SUBMIT

This sample courtesy of Dane County Humane Society 
www.giveshelter.org 
