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ABOUT THIS MANUAL 
 
Edupoint Educational Systems develops software with multiple release dates for the 
software and related documentation.  The documentation is being released in multiple 
volumes to meet this commitment. 
 
The table below lists the release date, software version, documentation volume number, 
and the content included in each volume of documentation to date. 
 
Software and Document History 

Date  Volume  Edition  Revision  Content 

August 2009 1 1 1 Initial release of this document 

March 2010 1 1 2 Updated to include changes from 
the November 2009 release and the 
February and March 2010 patches 

June 2011 1 1 3 Updated to include changes from 
the June 2011 release 

February 2013 1 1 4 Updated to include changes from 
the February 2013 release 
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CONVENTIONS USED IN THIS MANUAL 
 

Bold Text Bold Text - Indicates a button or menu or other text on the screen to 
click, or text to type. 

 

Tip – Suggests advanced techniques or alternative ways of 
approaching the subject. 

 

Note – Provides additional information or expands on the topic at 
hand. 

 

Reference – Refers to another source of information, such as 
another manual or website 

 

Caution – Warns of potential problems. Take special care when 
reading these sections. 

 
 
BEFORE YOU BEGIN 
 
Before installing any of the Edupoint family of software products, please be sure to rescreen 
the system requirements and make sure the district’s computer hardware and software 
meet the minimum requirements. If there are any questions about the system requirements, 
please contact an Edupoint representative at (877) 899-9111.  
 
 

  

Caution:  The Edupoint family of software does not support the use of 
pop-up blockers or third-party toolbars in the browser used to access 
Synergy SIS. Please disable any pop-up blockers (also known as pop-
up ad blockers) and extra toolbars in the browser before logging into 
any Edupoint product. 

 
 
At any point, if there are any technical difficulties, please contact the Edupoint technical 
support team at support@edupoint.com or by phone at 1-877-899-9111 option 1. 
 
  

mailto:support@edupoint.com
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Chapter One: 
HEALTH 

 
 
 
 
 
 
 
 
 
 
 
 

In this chapter, the following topics are covered: 
► Screening health records 
► Adding & editing health records 
► Working with the Medication & Service Monitor 
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This user guide covers the Health folder, where student immunizations records are entered 
and student health screening results are recorded. Screens in the Health folder can also 
record any health-related incidents and track student medications that need to be 
administered by school personnel. Alerts can be configured to warn staff in any screen in 
Synergy SIS when the student has a medical condition such as a food-related allergy. 
 
The setup and configuration of the screens in this user guide, as well as the security for 
each screen, is explained in the companion guide to this manual. The companion guide is 
titled the Synergy SIS – Health Administrator Guide.  
 
 

VIEWING HEALTH RECORDS 
 
The Health screen searches by student for health conditions and medications required. It 
includes immunizations and a health history for each student. To access the Health screen: 

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button. 

 
Figure 1.1 – Synergy SIS Navigation Tree 

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to 
the word Synergy SIS. Once clicked, the triangle will turn green and point 
downward. 

 
Figure 1.2 – Synergy SIS Folder 

 

 
Figure 1.3 – Synergy SIS Folder 

Expanded 

3. Under the Synergy SIS folder, open the Health folder by clicking on the blue triangle 
pointing right, next to the words Health. Once clicked, the triangle will turn green and 
point downward. 

  
Figure 1.4 – Health Folder 

 

 
Figure 1.5 – Health Folder Expanded 

4. Click on the Health icon. The health screen will appear in the content pane on the 
right side of the screen. 

 
Figure 1.6 – Health Screen Icon 
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To find a Health record, there are two methods:  Scroll or Find mode. To scroll through 
the student records to find the student: 

1. Click on the right Scroll button to advance to the first health record. Records are 
sorted alphabetically by student last name. 

 
Figure 1.7 – Right Scroll Button 

2. To scroll in reverse descending order, click the left Scroll button. 

 
Figure 1.8 – Left Scroll Button 

3. Continue clicking on the scroll button until the desired health record appears. 

 
To switch to the Find mode to look for a Health record: 

1. Click on the Find Mode button. 

 
Figure 1.9 – Find Mode Button 

2. Enter either the entire last name or the first part of the last name of the student in 
the Last Name box. 

 
Figure 1.10 – Health Find Last Name Screen 

3. Click the Find button or press the Enter key. The first student with the last name 
entered into the Find screen will appear. Then use the scroll buttons to find the 
exact student. 

 

 

Note:  In the Find Mode, students can also be found by searching by 
any of the yellow fields on the screen. For example, a first name may be 
entered in addition to the last name. This will bring up a pop-up screen 
with a list of students matching the criteria entered when the Find button 
is clicked. To select a student, click on their name and the student 
record selected will appear in the Health screen. For more about finding 
students in any screen, please refer to the Synergy SIS – Student 
Information User Guide. 

 
Once the desired record has been located, the information in the Health screen is: 
On the Nurse’s Log tab, a record of all visits to the nurse’s office as well as any accidents 
or other health-related incidents is detailed. In the list of records, the date of the visit as well 
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as the time the student entered and left is recorded. It also shows who referred the student 
to the nurse, the staff member who treated the student, and the clinical code for the 
student’s issue. 

 
Figure 1.11 – Health Screen, Nurse’s Log Tab 

For a detailed screen of each visit, click the Show Detail button. Select the record to view 
by clicking on the Date of the record on the left side of the screen. The selected record is 
highlighted in green. 
In the detailed screen of each record, the Log tab shows all of the information displayed on 
the main screen, as well as the date set for follow-up, when parent contact was attempted 
and made, a subjective description of the student’s condition, and the assessment of the 
student’s condition and treatment plan. Additional clinical codes may also be listed. 

  
Figure 1.12 – Health Screen, Nurse’s Log Tab, Detailed Screen, Log Tab 
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On the Accident Detail tab of the detailed screen, it records the date, time, and location of 
the accident and, if appropriate, an end date. It also shows who initially assisted the student 
and the staff member who supervised the medical treatment. Additional details that may be 
recorded include the status of the student’s accident insurance, if additional medical care 
was recommended and if so, where the student was taken and who picked up the student 
and when. It records why the student was at the location, any witnesses to the incident, the 
follow-up care needed by the student, any preventative measures taken to prevent future 
incidents, and other people notified as well. 

 
Figure 1.13 – Health Screen, Nurse’s Log Tab, Detailed Screen, Accident Detail Log 

A letter and form detailing the accident can also be printed to be sent home to the student’s 
parents.  

 

Note:  A Mail Merge may need to be created if one is not been provided 
by the district. 
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To print the accident form: 
1. Leave the Merge Document and Merge Language fields blank  

 
Figure 1.14 – Health Screen, Nurse’s Log Tab, Detailed Screen, Printing the Accident Report Form 

2. Click the Print Report button.  The Student Accident/Incident Report form pops-up 
in a separate PDF window. This report can also be generated from the Reports 
folder using report HLT203. 

 
Figure 1.15 – Student Accident/Incident Report 
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To print a cover letter to accompany the form: 
1. Select the mail merge document from the Merge Document drop-down list. 

 
 Figure 1.16 – Health Screen, Nurse’s Log Tab, Detailed Screen, Printing the Accident Report Letter 

2. Select which language to use for the letter from the Merge Language drop-down 
list.  

3. Click the Print Report button. The Student Accident/Incident Letter pops-up in a 
separate PDF window. 

 
Figure 1.17 – Student Accident/Incident Letter 
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On the Contact Log tab of the detailed screen of the Nurse’s Log tab, it records all contact 
with the parent and/or student regarding the health incident. For each contact, it can show 
how the contact was made, who made the contact, the date and time of contact, the type of 
outcome of the contact, and any notes regarding the contact. 

 
Figure 1.18 – Contact Log Tab, Detailed Screen, Nurse’s Log 

On the Health Conditions tab, a list of any ongoing health conditions the student has can 
be recorded, such as asthma or diabetes. For each condition, it can show a start and end 
date as well as the date, the condition was recorded in the system. The Health Conditions 
column shows the type of condition such as a medical alert or allergy. Details of the 
condition can be recorded in the Comment column. 

 
Figure 1.19 – Health Screen, Health Conditions Tab 

To see the details of the condition: 
1. Click the Show Detail button.  

2. Select the record to view by clicking on the Order By number of the record on the 
left side of the screen. The selected record is highlighted in green. The detailed 
screen of the record shows the same information available through the main screen.  

3. To return to the main screen, click the Hide Detail button. 

 
Figure 1.20 – Health Screen, Health Conditions Tab, Detailed Screen 
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On the Immunizations tab, a list of the required immunizations is shown with the status of 
the student’s compliance with the requirement. Below the summary, the dates of each 
vaccination dose are listed. 

 
Figure 1.21 – Health Screen, Immunizations Tab 

4. To see the details of an immunization requirement, click the Show Detail button. 
Select the record to view by clicking on the name of the immunization on the left 
side of the screen. The selected record is highlighted in green. 

On the detailed screen of each immunization, the Date column shows the date of the 
student’s doses and the Due By column shows the date by when the student should have 
received the dose. For each required dosage, the student can be registered as compliant 
by checking the Override Compliance box and any comments regarding the override can 
be recorded in the Comment column. 

 
Figure 1.22 – Health Screen, Immunizations Tab 
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The exemption or override compliance for the entire requirement is recorded in the 
Exemption, Compliance Override, and Comment section. 

1. To return to the main Immunization screen, click the Hide Detail button. 

2. To view the overall Exemption and Compliance for the student, expand the Set 
Exemption and Compliance section by clicking the Maximize  button at the 
right-hand side of the section. This section shows any exemptions or compliance 
override for all immunization requirements. Click the Minimize  button to hide this 
section again. 

 
Figure 1.23 – Health Screen, Immunizations Tab, Exemption and Compliance 
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3. To view additional immunization information (used for California’s and Arizona’s 
Immunization Records), expand the Immunization Record Data section by clicking 
the Maximize  button at the right-hand side of the section. This section shows 
staff and immunization status information and can be displayed in the Arizona and 
California state immunization records. Click the Minimize  button to hide this 
section again. 

 
Figure 1.24 – Health Screen, Immunizations Tab, Immunization Record Data 

On the Medications tab, a list of any current medications and/or current procedures that 
are administered by school staff is displayed. For each medication administered to a 
student, it shows the name of the medication and the remaining units in stock, the date the 
medication started being given to the student and the date it will be stopped. It also shows 
the time and number of units that should be given to the student, the quantity that makes up 
one unit and the days on which the medication is given. 

  
Figure 1.25 – Health Screen, Medications Tab 

For each procedure, it shows the type of procedure such as a blood sugar test, the times 
and days the procedure is needed, and the date the procedure started and ended. For both 
procedures and medications, if there is an IEP for the student it can be indicated. 

1. To hide the Admin Days columns for the medications to reduce the width of the 
screen, expand the Show/Hide Medication Columns section by clicking the 
Maximize  button at the right-hand side of the section. Check the Admin Days 
box and then click the Refresh Grid button. Click the Minimize  button to hide this 
section again. 

 
Figure 1.26 – Show/Hide Medication Columns 
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2. When the Admin Days are hidden, the Medications tab appears as shown below. 

 
Figure 1.27 – Health Screen, Medications Tab, Admin Days Hidden 

3. For a detailed screen of each medication, click the Show Detail button in the 
Current Medication section. Select the record to view by clicking on the Medication 
name on the left side of the screen. The selected record is highlighted in green. 

 
Figure 1.28 – Current Medications Detail 

For each medication, it shows each date and time the medication was administered, and/or 
each time additional dosages of the medication were added to storage. It also records who 
administered the medication or who received the additional medication and any notes.  

1. To see the details of the medication, click on the Maximize button of the Student 
Medication section.  

2. Additional details that can be entered here are the Medication Type, the Route of 
Admin, the Refill Threshold, the School Provided checkbox to indicate the school 
provides the medication, the Prescribing Physician, a Note, Side Effects, 
Administer In, and Student Health Conditions Related to this Medication. To 
return to the main screen, click the Hide Detail button. 
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Figure 1.29 – Medications Tab, Detailed Screen, Student Medication Detail 

3. For a detailed screen of each procedure, click the Show Detail button in the Current 
Procedures section. Select the record to view by clicking on the name of the 
Procedure on the left side of the screen. The selected record is highlighted in green. 

  
Figure 1.30 – Current Procedures Detail 

For each procedure, it shows each date and time the procedure was administered, who 
administered it, the time it took, and any notes. 

1. To see the details of the procedure itself, click on the Maximize button in the 
Student Medication Procedure section. A Location and a Note can be seen here.  
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Figure 1.31 – Student Medication Procedure Detail 

2. To return to the main screen, click the Hide Detail button. 

The Health History tab lists a record of all incidents in which the student was involved for 
both the current school year and any other schools and years. The Nurse’s Log tab only 
lists incidents for the school and year in focus. It also lists any medications and procedures 
that are no longer actively administered and have an end date. The information displayed 
for each incident, medication and procedure is the same as on the Nurse’s Log tab and 
Medications tab. 

  
Figure 1.32 – Health Screen, Health History Tab 

1. For a detailed screen of each incident, click the Show Detail button in the Incidents 
section. Select the record to view by clicking on the Date of the record on the left 
side of the screen. The selected record is highlighted in green. The details displayed 
are the same details available through the Nurse’s Log tab.  

 
Figure 1.33 – Health History Tab, Incidents Detail 
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2. To see details of an accident, click on the Accident Detail tab. These are also the 
same details available on the Nurse’s Log tab. To return to the main screen of the 
record, click the Hide Detail button. 

 
Figure 1.34 – Health History Tab, Incidents Detail, Accident Detail Tab 

3. For a detailed screen of each medication, click the Show Detail button in the Past 
Medication section. Select the record to view by clicking on the Medication name on 
the left side of the screen. The selected record is highlighted in green. 

 
Figure 1.35 – Health History Tab, Past Medications Detail 

4. To see the details of the medication, click on the Maximize button of the Student 
Medication section. The details of both sections are the same as on the Medications 
tab. To return to the main screen, click the Hide Detail button. 
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Figure 1.36 – Health History Tab, Past Medications, Student Medication Detail 

5. For a detailed screen of each procedure, click the Show Detail button in the Past 
Procedures section. Select the record to view by clicking on the name of the 
Procedure on the left side of the screen. The selected record is highlighted in green. 

 
Figure 1.37 – Health History Tab, Past Procedures Detail 

6. For each procedure, it shows each date and time the procedure was administered, 
who administered it, the time it took, and any notes. To see the details of the 
procedure itself, click on the Maximize button in the Student Medication Procedure 
section.  

7. A Location and a Note can be seen here. To return to the main screen, click the 
Hide Detail button. 
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Figure 1.38 – Health History Tab, Past Procedures, Procedure Detail 

On the Private tab, staff may make comments regarding the student’s health that are not 
displayed in the ParentVUE and StudentVUE software. Each comment is shown with the 
date and staff name of who entered the comment. 

 
Figure 1.39 – Health Screen, Private Tab 

1. For a detailed screen of each comment, click the Show Detail button. Select the 
record to view by clicking on the Date of the record on the left side of the screen. 
The selected record is highlighted in green. 

 
Figure 1.40 – Health Screen, Private Tab, Detailed Screen 

2. The comment is displayed on the right side of the screen. To return to the main 
screen, click the Hide Detail button. 
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ADDING & EDITING HEALTH RECORDS 
 
When editing the information about a student, each tab must be edited separately and all 
changes saved before switching to a new tab. To edit the health data for a student: 

1. Check to make sure the current focus is set to a school and not the district. The 
focus is indicated in the top right-hand corner of the screen. 

 
Figure 1.41 – Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen. If the 
button is not available, Update mode is already turned on. 

 
Figure 1.42 – Edit Button 

Nurse’s Log Tab 
To add and edit the records on the Nurse’s Log tab: 

1. Click on the Nurse’s Log tab, where a record of all visits to the nurse’s office as 
well as any accidents or other health-related incidents is detailed. To edit the 
records, click on the data to modify and change the information as desired. Boxes 
with a gray background cannot be changed. 

 
Figure 1.43 – Health Screen, Nurse’s Log Tab 

2. The Date must be entered in MM/DD/YY format or they can be selected by clicking 
on the Calendar  button. The Health Code can be selected either by clicking on 
the drop-down arrow, or by entering the numeric code. 

3. To add a record, click on either the Add Wizard button or the Add button. The Add 
button just adds an additional record on the main screen and additional details must 
then be added by clicking the Show Detail button. The Add Wizard button allows 
both the information on the main screen and the detailed screen to be recorded. 

4. To add a record using the Add Wizard button, click the Add Wizard button. 
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5. The Health Incident Detail Add screen pops-up in a separate window. Mandatory 
fields are highlighted in green. Enter the date of the incident in the Date field. The 
date must be entered in MM/DD/YY format or they can be selected by clicking on 
the Calendar  button. 

 
Figure 1.44 – Health Incident Detail Add Screen, Log Tab 

6. The Health Code can be selected either by clicking on the drop-down arrow, or by 
entering the numeric code. 

7. Enter the Time In, Time Out, Staff Name, Referred By, Follow-up, Parent 
Contact Attempted, and Parent Contact Made. 

8. The Subjective/Objective description of the incident and the Assessment/Plan 
can be checked for spelling by clicking the Spellcheck  button. 

9. To add an individual Clinical Code, click the Add button. To select more than one 
code, click the Chooser button. 

10. If the Add button is used, a new row is added for the clinical code. Enter the 
number of the code in the Code column. When a correct code is entered, the 
description is automatically filled in. To remove a code, check the box in the X 
column. 

 
Figure 1.45 – Clinical Code, Add Button 

11. If the Chooser button is used, the Chooser screen pops-up in a separate window. 
Enter all or part of the Code and/or Description and click the Find button. 

 
Figure 1.46 – Chooser Screen 
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12. The clinical codes matching the criteria entered are displayed in the Find Result 
grid. Click on a code to select it, and then click the Add Selected Row(s)> button. 
To add multiple codes at a time, hold the CTRL button down while clicking on 
multiple codes to select them. To add all the codes matching the criteria, click the 
Add All Row(s) > button. 

 
Figure 1.47 – Chooser Screen, Selecting 

13. The codes are moved to the Selected Items grid. To remove a code from the 
Selected Items grid, click the box in the X column. When all the codes needed are in 
the Selected Items grid, click the Select button to add them to the Clinical Codes 
grid. 

 
Figure 1.48 - Adding a Clinical Code 
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14. If the health incident is an accident, click on the Accident Detail tab to record 
additional information. 

 
Figure 1.49 – Health Incident Detail Add Screen, Accident Detail Tab 

15. The dates on this tab must be entered in MM/DD/YY format or they can be selected 
by clicking on the Calendar  button on each field. To check the text entered for 
spelling, click the Spellcheck  button on each field. 

16. To add a Supervising Staff Member, click the gray arrow. The Find Staff screen 
pops-up. Enter all or part of the Last Name, First Name, and/or Middle Name of 
the staff and click the Find button. 

 
Figure 1.50 – Find Staff Screen 

17. The staff matching the criteria entered is listed in the Search Results grid. Click on 
the staff name and it is then highlighted in green. Click the Select button at the top 
of the screen to enter the staff name in the group. 

 
Figure 1.51 – Find Staff Screen, Search Results 

18. The staff member’s name is entered in the Supervising Staff Member box. 
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19. When all the information has been added for the incident, click the Save button at 
the top of the screen to save the record. 

20. To edit or add details for each visit, click the Show Detail button.  

 
Figure 1.52 – Health Screen, Nurse’s Log Tab 

21. Select the record to view by clicking on the Date of the record on the left side of the 
screen. The selected record is highlighted in green. 

 
Figure 1.53 – Health Screen, Nurse’s Log Tab, Detailed Screen, Log Tab 

In the detailed screen of each record, the Log tab shows all of the information 
displayed on the main screen, as well as the date set for follow-up, when parent 
contact was attempted and made, a subjective description of the student’s condition, 
and the assessment of the student’s condition and treatment plan. The 
Subjective/Objective description of the incident and the Assessment/Plan can be 
checked for spelling by clicking the Spellcheck  button. 

22. To add an individual Clinical Code, click the Add button. To select more than one 
code, click the Chooser button. 

23. If the Add button is used, a new row is added for the clinical code. Enter the 
number of the code in the Code column. When a correct code is entered, the 
description is automatically filled in. To remove a code, check the box in the X 
column. 

 
Figure 1.54 – Clinical Code, Add Button 
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24. If the Chooser button is used, the Chooser screen pops-up in a separate window. 
Enter all or part of the Code and/or Description and click the Find button. 

 
Figure 1.55 – Chooser Screen 

25. The clinical codes matching the criteria entered are displayed in the Find Result 
grid. Click on a code to select it, and then click the Add Selected Row(s)> button. 
To add multiple codes at a time, hold the CTRL button down while clicking on 
multiple codes to select them. To add all the codes matching the criteria, click the 
Add All Row(s) > button. 

 
Figure 1.56 – Chooser Screen, Selecting 

26. The codes are moved to the Selected Items grid. To remove a code from the 
Selected Items grid, click the box in the X column. When all the codes needed are in 
the Selected Items grid, click the Select button to add them to the grid. 

 
Figure 1.57 – Health Screen, Nurse’s Log Tab, Detailed Screen, Log Tab 
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On the Accident Detail tab of the detailed screen, it records the date, time, and location of 
the accident and, if appropriate, an end date. It also shows who initially assisted the student 
and the staff member who supervised the medical treatment. Additional details that may be 
recorded include the status of the student’s accident insurance, if additional medical care 
was recommended and if so, where the student was taken and who picked up the student 
and when. It records why the student was at the location, any witnesses to the incident, the 
follow-up care needed by the student, and any preventative measures taken to prevent 
future incidents as well. 

 
Figure 1.58 – Health Screen, Nurse’s Log Tab, Detailed Screen, Accident Detail Log 

27. The dates on this tab must be entered in MM/DD/YY format or they can be selected 
by clicking on the Calendar  button on each field. To check the text entered for 
spelling, click the Spellcheck  button on each field. 

28. To add a Supervising Staff Member, click the gray arrow. The Find Staff screen 
pops-up. Enter all or part of the Last Name, First Name, and/or Middle Name of 
the staff and click the Find button. 

 
Figure 1.59 – Find Staff Screen 
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29. The staff matching the criteria entered is listed in the Search Results grid. Click on 
the staff name and it is then highlighted in green. Click the Select button at the top 
of the screen to enter the staff name in the group. 

 
Figure 1.60 – Find Staff Screen, Search Results 

30. The staff member’s name is entered in the Supervising Staff Member box. 

31. A letter and form detailing the accident can also be printed to be sent home to the 
student’s parents. To print the form, leave the Merge Document and Merge 
Language fields blank and click the Print Report button. 

 
Figure 1.61 – Health Screen, Nurse’s Log Tab, Detailed Screen, Printing the Accident Report Form 

32. The Student Accident/Incident Report form pops-up in a separate PDF window. 
This report can also be generated from the Reports folder using report HLT203. 
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Figure 1.62 – Student Accident/Incident Report 



Chapter One Health User Guide 
 

Copyright© 2013 Edupoint Educational Systems, LLC 33 
 

33. To print a cover letter to accompany the form, select Accident Report from the 
Merge Document drop-down list and select which language to use for the letter 
from the Merge Language drop-down list. Then click the Print Report button. 

 
Figure 1.63 – Health Screen, Nurse’s Log Tab, Detailed Screen, Printing the Accident Report Letter 

34. The Student Accident/Incident Letter pops-up in a separate PDF window. 

 
Figure 1.64 – Student Accident/Incident Letter 

35. To record any contact made with the student or parent regarding the incident, click 
on the Contact Log tab of the detailed screen. 

 
Figure 1.65 – Contact Log Tab, Detailed Screen, Nurse’s Log 

36. To add a new contact, click the Add button in the Contact Log grid.  
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37. A new blank line is then added to the grid. Enter the Date of contact by typing the 
date in MM/DD/YY format or it can be selected by clicking on the Calendar  
button. 

 
Figure 1.66 – Adding a Record of Contact 

38. Enter the Time in HH:MM AM/PM format, and select how contact was made from 
the Contact Type drop-down list. Enter the name of the person who made contact 
in the Contact By column. 

39. Select the type of Outcome from the drop-down list, and enter any notes or 
comments in the Comment column. The Comment can be checked for spelling by 
clicking the Spellcheck  button. 

40. Click the Save button at the top of the screen to save any changes to the detail. To 
return to the main screen, click the Hide Detail button. 

41. To delete an incident record, check the box in the X column and click the Save 
button at the top of the screen. 

 
Figure 1.67 – Deleting Incidents 
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Health Conditions Tab 
On the Health Conditions tab, a list of any ongoing health conditions the student has can 
be recorded, such as asthma or diabetes. To add or edit a health condition: 

1. To edit a condition, click in the boxes and edit the data shown in each row. Dates 
must be entered in MM/DD/YY format or they can be selected by clicking on the 
Calendar  button. The Comment can be checked for spelling by clicking the 
Spellcheck  button. 

 
Figure 1.68 – Health Screen, Health Conditions Tab 

2. To add a condition, click the Add button in the Conditions section. A new blank line 
is added to the Conditions grid. 

 
Figure 1.69 – Adding a Health Condition 

3. Enter the details of the condition, and then click the Save button at the top of the 
screen. 

4. To add or edit the details of the condition, click the Show Detail button. Select the 
record to view by clicking on the Order By number of the record on the left side of 
the screen. The selected record is highlighted in green. 

5. The detailed screen of the record shows the same information available through the 
main screen. To return to the main screen, click the Hide Detail button. 

 
Figure 1.70 – Health Screen, Health Conditions Tab, Detailed Screen 

6. To delete a condition, check the box in the X column and click the Save button at 
the top of the screen. 
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Immunizations Tab 
On the Immunizations tab, a list of the required immunizations is shown with the status of 
the student’s compliance with the requirement. Below the summary, the dates of each 
vaccination dose are listed. To add or edit a student’s immunizations records: 

1. Click in the boxes in the Dosage Data grid and enter or change the dates on when 
the student received a dosage of each vaccine. Dates must be entered in 
MM/DD/YY format or they can be selected by clicking on the Calendar  button. 

 
Figure 1.71 – Health Screen, Immunizations Tabs 

2. Click the Save button at the top of the screen to save the changes to the records. 

3. To record an overall exemption for the student, expand the Set Exemption and 
Compliance section by clicking the Maximize  button at the right side.  

 
Figure 1.72 – Health Screen, Immunizations Tab, Exemption and Compliance 

4. Select the reason for the exemption from the Exempt drop-down list, and check the 
Compliance box to set the student in compliance with all immunization 
requirements. Be sure to check the Confirm Set box. Comments can be checked 
for spelling by clicking the Spellcheck  button. 

5. Click the Save button at the top of the screen to save the changes. Click the 
Minimize  button to hide this section again. 
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6. To record an exception or waiver for an individual vaccination, click the Show Detail 
button in the Immunizations section. 

 
Figure 1.73 – Health Screen, Immunizations Tab, Show Detail 

7. Select the record to view by clicking on the name of the immunization on the left 
side of the screen. 

 
Figure 1.74 – Health Screen, Immunizations Tab 

8. On the detailed screen of each immunization, the Date column shows the date of 
the student’s doses and the Due By column shows the date by when the student 
should have received the dose. For each required dosage, the student can be 
registered as compliant by checking the Override Compliance box and any 
comments regarding the override can be recorded in the Comment column. 

9. The exemption or override compliance for the entire requirement is recorded in the 
Exemption, Compliance Override, and Comment section. Enter the date the 
exemption was granted in the Exempt Granted date field. Select the reason for the 
exemption from the Exempt drop-down list, and enter the date for the Exempt 
Expiration if needed in MM/DD/YY format. Check the Compliant box to make the 
entire requirement compliant, and record a Comment as necessary. The comments 
can be checked for spelling by clicking the Spellcheck  button. 

10. Click the Save button at the top of the screen to save the changes. To return to the 
main Immunization screen, click the Hide Detail button. 
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11. To edit additional immunization information used for the California Immunization 
Record, expand the Immunization Record Data section by clicking the Maximize 

 button at the right-hand side of the section.  

 
Figure 1.75 – Health Screen, Immunizations Tab, Immunization Record Data 

12. This section shows staff and immunization status information that is displayed on 
the California Immunization Record. Enter the data as required. Dates must be 
entered in MM/DD/YY format or they can be selected by clicking on the Calendar  
button. 

 
Figure 1.76 – Health Screen, Immunizations Tab, Immunization Record Data 

13. Click the Save button at the top of the screen to save the changes. Click the 
Minimize  button to hide this section again. 
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Medications Tab 
On the Medications tab, a list of any current medications and/or current procedures that 
are administered by school staff is displayed. To add or edit a medication or procedure: 

1. To edit a medication or procedure, click in the boxes and edit the data shown in 
each row. Dates must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. The Remaining Units value is calculated 
automatically. 

  
Figure 1.77 – Health Screen, Medications Tab 

2. Click the Save button at the top of the screen to save any changes. 

3. To add a medication, click on the Add button in the Current Medications section. A 
new blank line is added to the Current Medications section. 

 
Figure 1.78 – Adding a Medication 

4. Select the type of Medication, and then enter the number of units added to stock 
initially in the Remaining Units column. 

5. Enter the Start Date for the first date the medication must be given, and enter an 
End Date if known for the last date the medication should be given. The dates must 
be entered in MM/DD/YY format or they can be selected by clicking on the Calendar 

 button. 

6. Enter the Time of day and number of Units that must administered each day. Up to 
three dosages of the medication can be given each day. 

7. Enter the measurement of the medication that equals one unit in the Dosage 
column. 

8. Check the boxes in the Admin Days columns for the days on which the medication 
is to be given. If not given every day, also enter the Days Between dosages. 

9. If the student has an IEP, check the IEP box. 

10. Click the Save button at the top of the screen to save the changes. 

11. To delete a medication, check the box in the X column, and then click the Save 
button at the top of the screen. 
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12. To record when each dose of a medication is administered or to add more 
medication to stock, click the Show Detail button in the Current Medication section.  

  
Figure 1.79 – Current Medications, Show Detail Button 

13. The detailed records appear on the right side of the screen. Select the record to edit 
by clicking on the Medication name on the left side. 

  
Figure 1.80 – Current Medications Detail 

14. To record when the medication was administered to the student, click the Add 
button in the History section and a new blank line is added to the section. 

  
Figure 1.81 – Current Medications Detail, Adding a Record 

15. Enter the Date and Time the medication was given to the student, and the number 
of Units. 

16. From the Administered drop-down list, select Administered. If the student was 
absent or did not show up at their scheduled time, select Absent or No Show. If 
Absent or No Show, be sure to enter 0 as the number of units. The Unit 
Adjustment is automatically calculated. 

17. Select the staff who administered the medication from the Administered By drop-
down list, and enter the time it took in the Total Admin Time. The Nurse’s Log 
column is not used at this time. Additional comments can be added in the Note 
column, and these comments can be checked for spelling by clicking the Spellcheck 

 button. 

18. To record when additional medication is added to stock, click the Add button in the 
History section and a new blank line is added to the section. 

19. Enter the number of Units added to stock, and select Dosage Adjustment from the 
Administered column. Also, select the Date the dosages were added, and enter 
the number of units in the Unit Adjustment column. The rest of the columns can be 
entered as needed. 

20. To remove a history record, check the box in the X column. 

21. Click the Save button at the top of the screen to save the changes. 
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22. To edit or add additional details click on the Maximize button of the Student 
Medication section.  

 
Figure 1.82 – Current Medications, Detailed Screen 

23. Additional details that can be entered here are the Medication Type, the Route of 
Admin, the Refill Threshold, the School Provided checkbox to indicate the school 
provides the medication, the Prescribing Physician, a Note, Side Effects, 
Administer In, and Student Health Conditions Related to this Medication. To 
return to the main screen, click the Hide Detail button. 

 
Figure 1.83 – Adding Additional Details to a Medication 

24. Click the Save button at the top of the screen to save the changes. 
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25. To add a procedure, click on the Add button in the Current Procedures section. A 
new blank line is added to the Current Procedures section. 

  
Figure 1.84 – Current Procedures, Adding 

26. Select the type of Procedure, and then enter the Start Date for the first date the 
procedure must be completed, and enter an End Date if known for the last date the 
procedure should be completed. The dates must be entered in MM/DD/YY format or 
they can be selected by clicking on the Calendar  button. 

27. Enter the Time of day the procedure should be completed each day. Each 
procedure can be given up to three times each day. 

28. Check the boxes in the Admin Days columns for the days on which the procedure 
is to be given. If not given every day, also enter the Days Between procedures. 

29. If the student has an IEP, check the IEP box. 

30. Click the Save button at the top of the screen to save the changes. 

31. To delete a procedure, check the box in the X column, and then click the Save 
button at the top of the screen. 

32. To record when a procedure was administered, click the Show Detail button in the 
Current Procedures section.  

 
Figure 1.85 – Current Procedures, Show Detail Button 

33. The detailed records appear on the right side of the screen. Select the record to 
view by clicking on the name of the Procedure on the left side of the screen. The 
selected record is highlighted in green. 

  
Figure 1.86 – Current Procedures Detail 

34. Click the Add button in the History section and a new blank line is added to the 
section. 

  
Figure 1.87 – Current Procedures Detail, Adding a Record 
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35. Enter the Date and Time the procedure was given to the student. 

36. From the Administered drop-down list, select Administered. If the student was 
absent or did not show up at their scheduled time, select Absent or No Show.  

37. Select the staff who administered the procedure from the Administered By drop-
down list, and enter the time it took in the Total Procedure Time. The Nurse’s Log 
column is not used at this time. Additional comments can be added in the Note 
column, and these comments can be checked for spelling by clicking the Spellcheck 

 button. 

38. To remove a history record, check the box in the X column. 

39. Click the Save button at the top of the screen to save the changes.  

40. To edit the details of the procedure itself, click on the Maximize button in the 
Student Medication Procedure section.  

 
Figure 1.88 – Current Procedures Detail 

41. A Location and a Note can be modified here, as well as the information from the 
main screen. Click the Save button at the top of the screen to save the changes 

 
Figure 1.89 – Student Medication Procedure Detail 

42. To return to the main screen, click the Hide Detail button. 

 

Note – A list of required medication and procedures can be displayed 
on a daily basis on the Synergy SIS home page. The Medication and 
Service Monitor can also show the medications and procedures that 
must be administered on a given day. 
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Health History Tab 
The Health History tab lists a record of all incidents in which the student was involved for 
both the current school year and any other schools and years. The Nurse’s Log tab only 
lists incidents for the school and year in focus. It also lists any medications and procedures 
that are no longer actively administered and have an end date. The information displayed 
for each incident, medication and procedure is the same as on the Nurse’s Log tab and 
Medications tab. To edit the historical records: 

1. Click in the boxes and edit the data shown in each row. Dates must be entered in 
MM/DD/YY format or they can be selected by clicking on the Calendar  button. 

 
Figure 1.90 – Health Screen, Health History Tab 

2. To delete a record, check the box in the X column. 

3. Click the Save button at the top of the screen to save the changes. 

4. To change any of the details of the records, click the Show Detail button, and edit 
the record as outlined for each of the tabs previously outlined in this chapter. 

Private Tab 
On the Private tab, staff may make comments regarding the student’s health that are not 
displayed in the ParentVUE and StudentVUE software. Each comment is shown with the 
date and staff name of who entered the comment. To add or edit these comments: 

1. To edit a comment, click in the boxes and edit the data shown in each row. Dates 
must be entered in MM/DD/YY format or they can be selected by clicking on the 
Calendar  button. 

 
Figure 1.91 – Health Screen, Private Tab 

2. To delete a comment, check the box in the X column. 

3. Click the Save button at the top of the screen to save the changes. 

4. To add a comment, click on either the Add Wizard button or the Add button. The 
Add button just adds an additional record on the main screen and additional details 



Chapter One Health User Guide 
 

Copyright© 2013 Edupoint Educational Systems, LLC 45 
 

must then be added by clicking the Show Detail button. The Add Wizard button 
allows both the information on the main screen and the detailed screen to be 
recorded. 

5. To add a record using the Add Wizard button, click the Add Wizard button. 

6. The Health Private Comment Detail Add screen pops-up in a separate window. 
Mandatory fields are highlighted in green. 

7. By default, the Comment Date is today’s date. Change the date by typing the date 
in MM/DD/YY format or it can be selected by clicking on the Calendar  button. 

 
Figure 1.92 – Health Private Comment Detail Add Screen 

8. Select the Staff making the comment from the drop-down list, and enter the 
comments in the Comment box. The comments can be checked for spelling by 
clicking the Spellcheck  button. 

9. Click the Save button at the top of the screen to add the comment. 

10. To add a record using the Add button, click the Add button and a new blank line is 
added to the Comments grid. 

 
Figure 1.93 – Health Screen, Private Tab, Adding using the Add Button 

11. By default, the Comment Date is today’s date. Change the date by typing the date 
in MM/DD/YY format or it can be selected by clicking on the Calendar  button. 

12. Select the Staff making the comment from the drop-down list, and click the Save 
button at the top of the screen to save the new comment. 
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13. To add or edit the details of each comment, click the Show Detail button.  

 
Figure 1.94  - Health Screen, Private Tab, Show Detail 

14. Select the record to view by clicking on the Date of the record on the left side of the 
screen. The selected record is highlighted in green. 

 
Figure 1.95 – Health Screen, Private Tab, Detailed Screen 

15. Edit the Comment in the right side of the screen. The comment can be checked for 
spelling by clicking the Spellcheck  button. 

16. Click the Save button at the top of the screen to save the changes. To return to the 
main screen, click the Hide Detail screen. 
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VIEWING HEALTH INCIDENTS BY THE DAY 
 
In addition to logging health incidents by student, incidents may also be logged by for the 
entire day. To view the existing log: 

1. Go to the Health Log Student screen, found under Synergy SIS > Health. 

 
Figure 1.96 – Health Log Student Screen 

2. By default, the Health Log shows the list of incidents that have happened today, and 
the incidents are displayed in alphabetical order by the student’s last name. To view 
the incidents in another order, select the order in the Sort Column field and check 
the Ascending checkbox to list them in ascending order. 

For each incident, it lists the time the person entered the nurse’s office and the time 
they left. It also lists the patient’s name, the health code assigned to the incident, 
and name of the staff that treated the patient. 

3. To view additional detail about the incident, click the Show Detail button. 

The details of the incident appear on the right side of the screen. Select the incident 
to view by clicking on the Student of the incident on the left side. 
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Figure 1.97 – Health Log Other Screen, Detailed Screen, Log Tab 

In the detailed screen, the Log tab shows all of the information displayed on the 
main screen, as well as a subjective description of the person’s condition, and the 
assessment of the person’s condition and treatment plan. Additional clinical codes 
may also be listed. 
The Accident Detail tab shows who initially cared for the person. It also records if 
additional medical care was recommended and if so, where the person was taken 
and who took them and when. It records why the person was at the location, any 
witnesses to the incident, the follow-up care needed by the person, and any 
preventative measures taken to prevent future incidents as well. 
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Figure 1.98 – Health Log Student Screen, Detailed Screen, Accident Detail Tab 

On the Contact Log tab of the detailed screen, it records all contact with the parent 
and/or student regarding the health incident. For each contact, it can show how the 
contact was made, who made the contact, the date and time of contact, the type of 
outcome of the contact, and any notes regarding the contact. 
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Figure 1.99 – Health Log Student Screen, Detailed Screen, Contact Log Tab 

4. To return to the main screen, click the Hide Detail button. 

 
 

ADDING & EDITING HEALTH INCIDENTS BY DAY 
 
To add or edit incidents for on the Health Log Student screen: 

1. Check to make sure the current focus is set to a school and not the district. The 
focus is indicated in the top right-hand corner of the screen. 

 
Figure 1.100 – Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen. If the 
button is not available, Update mode is already turned on. 

 
Figure 1.101 – Edit Button 

 
Figure 1.102 – Health Log Other Screen 

In the detailed screen of each record, the Log tab shows all of the information 
displayed on the main screen, as well as the date set for follow-up, when parent 
contact was attempted and made, a subjective description of the student’s condition, 
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and the assessment of the student’s condition and treatment plan. The 
Subjective/Objective description of the incident and the Assessment/Plan can be 
checked for spelling by clicking the Spellcheck  button. 

 
Figure 1.103 – Health Log Student screen – Detail Screen – Log tab 

3. To add an individual Clinical Code, click the Add button. To select more than one 
code, click the Chooser button. 

4. If the Add button is used, a new row is added for the clinical code. Enter the 
number of the code in the Code column. When a correct code is entered, the 
description is automatically filled in. To remove a code, check the box in the X 
column. 

 
Figure 1.104 – Clinical Code, Add Button 

5. If the Chooser button is used, the Chooser screen pops-up in a separate window. 
Enter all or part of the Code and/or Description and click the Find button. 
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Figure 1.105 – Chooser Screen 

6. The clinical codes matching the criteria entered are displayed in the Find Result 
grid. Click on a code to select it, and then click the Add Selected Row(s)> button. 
To add multiple codes at a time, hold the CTRL button down while clicking on 
multiple codes to select them. To add all the codes matching the criteria, click the 
Add All Row(s) > button. 

 
Figure 1.106 – Chooser Screen, Selecting 

7. The codes are moved to the Selected Items grid. To remove a code from the 
Selected Items grid, click the box in the X column. When all the codes needed are in 
the Selected Items grid, click the Select button to add them to the grid. 
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Figure 1.107 – Health Log Student, Detailed Screen, Log Tab 

On the Accident Detail tab of the detailed screen, it records the date, time, and location of 
the accident and, if appropriate, an end date. It also shows who initially assisted the student 
and the staff member who supervised the medical treatment. Additional details that may be 
recorded include the status of the student’s accident insurance, if additional medical care 
was recommended and if so, where the student was taken and who picked up the student 
and when. It records why the student was at the location, any witnesses to the incident, the 
follow-up care needed by the student, and any preventative measures taken to prevent 
future incidents as well. 
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Figure 1.108 – Health Log Student Screen, Detailed Screen, Accident Detail Log 

8. The dates on this tab must be entered in MM/DD/YY format or they can be selected 
by clicking on the Calendar  button on each field. To check the text entered for 
spelling, click the Spellcheck  button on each field. 

9. To add a Supervising Staff Member, click the gray arrow. The Find Staff screen 
pops-up. Enter all or part of the Last Name, First Name, and/or Middle Name of 
the staff and click the Find button. 

 
Figure 1.109 – Find Staff Screen 

10. The staff matching the criteria entered is listed in the Search Results grid. Click on 
the staff name and it is then highlighted in green. Click the Select button at the top 
of the screen to enter the staff name in the group. 
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Figure 1.110 – Find Staff Screen, Search Results 

11. The staff member’s name is entered in the Supervising Staff Member box. 

12. A letter and form detailing the accident can also be printed to be sent home to the 
student’s parents. To print the form, leave the Merge Document and Merge 
Language fields blank and click the Print Report button. 

 
Figure 1.111 – Health Log Student Screen, Detailed Screen, Printing the Accident Report Form 

13. The Student Accident/Incident Report form pops-up in a separate PDF window. 
This report can also be generated from the Reports folder using report HLT203. 
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Figure 1.112 – Student Accident/Incident Report 
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14. To print a cover letter to accompany the form, select Accident Report from the 
Merge Document drop-down list and select which language to use for the letter 
from the Merge Language drop-down list. Then click the Print Report button. 

 
Figure 1.113 – Health Log Student Screen, Detailed Screen, Printing the Accident Report Letter 

15. The Student Accident/Incident Letter pops-up in a separate PDF window. 

 
Figure 1.114 – Student Accident/Incident Letter 

16. To record any contact made with the student or parent regarding the incident, click 
on the Contact Log tab of the detailed screen. 

 
Figure 1.115 – Contact Log Tab, Detailed Screen 
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17. To add a new contact, click the Add button in the Contact Log grid.  

18. A new blank line is then added to the grid. Enter the Date of contact by typing the 
date in MM/DD/YY format or it can be selected by clicking on the Calendar  
button. 

 
Figure 1.116 – Adding a Record of Contact 

19. Enter the Time in HH:MM AM/PM format, and select how contact was made from 
the Contact Type drop-down list. Enter the name of the person who made contact 
in the Contact By column. 

20. Select the type of Outcome from the drop-down list, and enter any notes or 
comments in the Comment column. The Comment can be checked for spelling by 
clicking the Spellcheck  button. 

21. Click the Save button at the top of the screen to save any changes to the detail. To 
return to the main screen, click the Hide Detail button. 
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HEALTH MENU OPTIONS 
 
At the top of the Health screen, a Menu button provides access to additional information 
regarding the student’s health records. 
 

 
Figure 1.117 – Health Menu Options Screen 

 
The options available under the Menu button are: 

• Reports – the reports menu allows four reports to be easily generated for the 
student currently displayed in the screen. These reports are the Student Health 
Profile, the Student Immunization Profile, Student Health Incident List, and the 
Student Medications Summary. Samples of these reports can be seen in chapter 
5. 

• View Audit Detail for Health – the Audit Trail History screen lists all of the changes 
made to the health records, what was changed, who changed it, and the date and 
time the change was made 

 
Figure 1.118 – Health Audit Trail History Screen 
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MEDICATION AND SERVICE MONITOR 
 
The Medication and Service Monitor lists all of the medications and/or procedures that have 
been scheduled using the Medications tab of the Health screen, and that have not been 
recorded as completed. It is a “to-do” list for the nursing staff at the school. To view the list 
of medications and procedure due: 

1. Go to the Medication and Service Monitor, found under Synergy SIS > Health. 

 
Figure 1.119 – Medication and Service Monitor Screen 

2. By default, the screen lists the tasks due for today and any overdue tasks. To 
change the date of the tasks to view, edit the Date in the Filter section. The date 
must be entered in MM/DD/YY format or they can be selected by clicking on the 
Calendar  button. To list all tasks prior to the date entered, check the box Show 
All Prior Tasks. Once the Date and Show All Prior Tasks have been modified, click 
the Filter button to change the list of tasks. 

3. For each task, it shows the student’s photo, name, grade, and SIS number. If the 
student’s name is clicked, the student’s health records pop-up in a separate 
window to show the Medications tab of the Health screen. Clicking the  icon 
pops-up the Student Phone Numbers screen in a separate window. Clicking the  
icon pops-up the student’s Daily or Period Attendance record in a separate 
window. 

4. On each task, it shows the Date and Time, the task is due, and the name of the 
medication or procedure is shown in the Medication and Service column. If a 
medication is due, the Units and Dosage are displayed. Finally, if the medication or 
procedure has any notes attached, these are displayed in the Medication and 
Service Note column. 

5. To modify the columns displayed for each task, expand the Show/Hide Columns 
section by clicking the Maximize  button at the right-hand side of the section 

 
Figure 1.120 – Show/Hide Columns Section 

6. Check or uncheck the columns to be displayed, and then click the Refresh Grid 
button to update the task list. To hide this section, click the Minimize  button. 
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7. To view the details of each task, click the Show Detail button. 

8. The detailed screen shows on the right-hand side of the screen. To select which 
task’s details to display, click on the Photo on the left side. 

 
Figure 1.121 – Medication and Service Monitor Screen, Detailed Screen 

9. The only additional detail available in this screen is the primary phone number of the 
student. All other details are also shown in the main screen. 

10. Click the Hide Detail button to return to the main screen. 

11. To record the administration of a medication or procedure, select Absent, No 
Show, or Administered from the Administered column. Select the staff who 
administered the task from the Administered By column. 

12. A note regarding the task can be entered in the Administered Note column, and 
the time taken for the task in the Total Admin Time column. The note can be 
checked for spelling by clicking the Spellcheck  button. 

13. Click the Save button at the top of the screen to save the changes. The records 
then no longer appear in the task list, but they can be screened from the History tab 
if needed. 

14. To delete a task from the screen, check the box in the X column then click the Save 
button at the top of the screen. 

15. To enter the same information for all task listed in the screen, select the value for 
the Administered column and the Administered By column in the Mass Update 
section. Then click the Mass Update Students button. 

 
Figure 1.122 – Mass Update 

16. To view the history of the tasks, click on the History tab. A list of all tasks that have 
been completed are shown, with the same columns are shown on the Students tab. 

 
Figure 1.123 – Medication and Service Monitor Screen, History Tab 

17. The information on the History tab can be modified by changing the text and then 
clicking the Save button at the top of the screen. 
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18. To delete a task, check the box in the X column then click the Save button at the top 
of the screen. 

TASK LIST 
 
Tasks in Synergy SIS provide a “to-do” list on the home page of Synergy SIS. Currently, 
two types of health-related tasks may be displayed:  Student Medication and Procedures as 
scheduled on the Medications tab of the Health screen, and follow-up to a student health 
incident as defined by the End Date on the Accident Detail tab of the Nurse’s Log tab on 
the Health screen. To go the related screen, click on the Icon in the task list. 
 

 
Figure 1.124 – Tasks Displayed on the Synergy SIS Home Page 

 
The tasks are generated once a day. To turn on the task list,  

1. Go to the User Profile screen, found under Synergy SIS > User Preferences. 

2. Click on the POV tab. 

3. Check the Show Task List box. 

 
Figure 1.125 – POV Tab, User Profile Screen 

4. Select which tasks are displays by checking the Selected Task Groups to Show in 
Task List boxes. Check Health to show the follow-ups to the Nurse’s Log, and 
check Medication to show the medications and procedures due each day. 
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5. Click the Save button at the top of the screen to save the changes, or click the 
Undo button to reverse them. 
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Chapter Two: 
INCIDENTS FOR NON-STUDENTS 

 
 
 
 
 
 
 
 
 
 
 
 

In this chapter, the following topics are covered: 
► Viewing health incidents for non-students 
► Adding & editing health incidents for non-students 
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VIEWING HEALTH INCIDENTS FOR NON- STUDENTS 
 
In addition to logging health incidents for students, incidents may also be logged for non-
students such as staff or visitors. To view the existing log: 

1. Go to the Health Log Other screen, found under Synergy SIS > Health. 

 
Figure 2.1 – Health Log Other Screen 

2. By default, the Health Log shows the list of incidents that have happened today. To 
view the incidents for another date, enter the date in the Log Date field. The data 
must be entered in MM/DD/YY format or they can be selected by clicking on the 
Calendar  button. 

3. Click the Go To Date button, and the list of incidents for the date selected appears. 

4. For each incident, it lists the time the person entered the nurse’s office and the time 
they left. It also lists the patient’s name, the health code assigned to the incident, 
and name of the staff that treated the patient. 

5. To view additional detail about the incident, click the Show Detail button. 

6. The details of the incident appear on the right side of the screen. Select the incident 
to view by clicking on the Time of the incident on the left side. 

 
Figure 2.2 – Health Log Other Screen, Detailed Screen, Log Tab 

7. In the detailed screen, the Log tab shows all of the information displayed on the 
main screen, as well as a subjective description of the person’s condition, and the 
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assessment of the person’s condition and treatment plan. Additional clinical codes 
may also be listed. 

8. The Accident Detail tab shows who initially cared for the person. It also records if 
additional medical care was recommended and if so, where the person was taken 
and who took them and when. It records why the person was at the location, any 
witnesses to the incident, the follow-up care needed by the person, and any 
preventative measures taken to prevent future incidents as well. 

 
Figure 2.3 – Health Log Other Screen, Detailed Screen, Accident Detail Tab 

9. To return to the main screen, click the Hide Detail button. 

 
 

ADDING & EDITING HEALTH INCIDENTS FOR NON- 
STUDENTS 
 
To add or edit incidents for non-students: 

1. Check to make sure the current focus is set to a school and not the district. The 
focus is indicated in the top right-hand corner of the screen. 

 
Figure 2.4 – Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen. If the 
button is not available, Update mode is already turned on. 

 
Figure 2.5 – Edit Button 

3. To locate the incident to edit, enter the date of the incident in the Log Date field. 
The data must be entered in MM/DD/YY format or they can be selected by clicking 
on the Calendar  button. 

4. Click the Go To Date button, and the list of incidents for the date selected appears. 
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Figure 2.6 – Health Log Other Screen 

5. To edit the records, click on the data to modify and change the information as 
desired. Boxes with a gray background cannot be changed. 

6. The Health Code can be selected either by clicking on the drop-down arrow, or by 
entering the numeric code. 

7. To delete a record, check the box in the X column. 

8. Click the Save button at the top of the screen to save the changes. 

9. To add a record, click on either the Add Wizard button or the Add button. The Add 
button just adds an additional record on the main screen and additional details must 
then be added by clicking the Show Detail button. The Add Wizard button allows 
both the information on the main screen and the detailed screen to be recorded. 

10. To add a record using the Add Wizard button, click the Add Wizard button. 

The Health Log Other Detail Add screen pops-up in a separate window. Mandatory 
fields are highlighted in green. The Effective Date will automatically be set to 
today’s date and cannot be changed. 

 
Figure 2.7 – Health Log Other Detail Add Screen, Log Tab 

11. The Health Code can either be selected by clicking on the drop-down arrow. 

12. Enter the Patient Name, Patient Description, Time In, Time Out, and Staff Name. 

13. The Subjective/Objective description of the incident and the Assessment/Plan 
can be checked for spelling by clicking the Spellcheck  button. 

14. To add an individual Clinical Code, click the Add button. To select more than one 
code, click the Chooser button. 
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15. If using the Add button, a new row is added for the clinical code. Enter the number 
of the code in the Code column. When a correct code is entered, the description is 
automatically filled in. To remove a code, check the box in the X column. 

 
Figure 2.8 – Clinical Code, Add Button 

16. If the Chooser button is used, the Chooser screen pops-up in a separate window. 
Enter all or part of the Code and/or Description and click the Find button. 

 
Figure 2.9 – Chooser Screen 

17. The clinical codes matching the criteria entered are displayed in the Find Result 
grid. Click on a code to select it, and then click the Add Selected Row(s)> button. 
To add multiple codes at a time, hold the CTRL button down while clicking on 
multiple codes to select them. To add all the codes matching the criteria, click the 
Add All Row(s) >  button. 

 
Figure 2.10 – Chooser Screen, Selecting 

18. The highlighted codes are moved to the Selected Items grid. To remove a code from 
the Selected Items grid, click the box in the X column. When all the codes needed 
are in the Selected Items grid, click the Select button to add them to the Clinical 
Codes grid. 
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Figure 2.11 - Adding a Clinical Code 

19. If the health incident is an accident, click on the Accident Detail tab to record 
additional information. 

 
Figure 2.12 – Health Log Other Detail Add Screen, Accident Detail Tab 

20. When all the information has been added for the incident, click the Save button at 
the top of the screen to save the record. 

21. To edit or add details for each incident, click the Show Detail button.  

 
Figure 2.13 – Health Log Other Screen 
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22. Select the record to view by clicking on the Time of the record on the left side of the 
screen. The selected record is highlighted in green. 

 
Figure 2.14 – Health Log Other Screen, Detailed Screen, Log Tab 

In the detailed screen, the Log tab shows all of the information displayed on the 
main screen, as well as a subjective description of the person’s condition, and the 
treatment plan. Additional clinical codes may also be listed. The 
Subjective/Objective description of the incident and the Assessment/Plan can be 
checked for spelling by clicking the Spellcheck  button. 

23. To add an individual Clinical Code, click the Add button. To select more than one 
code, click the Chooser button. 

24. If using the Add button, a new row is added for the clinical code. Enter the number 
of the code in the Code column. When a correct code is entered, the description is 
automatically filled in. To remove a code, check the box in the X column. 

 
Figure 2.15 – Clinical Code, Add Button 

25. If the Chooser button is used, the Chooser screen pops-up in a separate window. 
Enter all or part of the Code and/or Description and click the Find button. 

 
Figure 2.16 – Chooser Screen 
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26. The clinical codes matching the criteria entered are displayed in the Find Result 
grid. Click on a code to select it, and then click the Add Selected Row(s)> button. 
To add multiple codes at a time, hold the CTRL button down while clicking on 
multiple codes to select them. To add all the codes matching the criteria, click the 
Add All Row(s) >  button. 

 
Figure 2.17 – Chooser Screen, Selecting 

27. The codes are moved to the Selected Items grid. To remove a code from the 
Selected Items grid, click the box in the X column. When all the codes needed are in 
the Selected Items grid, click the Select button to add them to the grid. 

 
Figure 2.18 – Health Log Other Detail Add Screen 
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The Accident Detail tab shows who initially cared for the person. It also records if 
additional medical care was recommended and if so, where the person was taken 
and who took them and when. It records why the person was at the location, any 
witnesses to the incident, the follow-up care needed by the person, and any 
preventative measures taken to prevent future incidents as well. 

 
Figure 2.19 – Health Log Other Screen, Detailed Screen, Accident Detail Log 

28. Click the Save button at the top of the screen to save any changes to the detail. To 
return to the main screen, click the Hide Detail button. 
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Chapter Three: 
HEALTH SCREENING 

 
 
 
 
 
 
 
 
 
 
 
 

In this chapter, the following topics are covered: 
► Viewing health screen records 
► Adding & editing health screen records 



Chapter Three Health User Guide 
 

Copyright© 2013 Edupoint Educational Systems, LLC 75 
 

VIEWING HEALTH SCREEN RECORDS 
 
The Health Screen screen can record all of the screenings that take place, including 
Tuberculosis, Vision, Hearing, Scoliosis, General Health, and Dental. To view the student’s 
health screening records: 

1. Go to the Health Screen screen, found under Synergy SIS > Health > Health 
Screen. 

 
Figure 3.1 – Health Screen Screen 

 
To find a Health Screen record, there are two methods:  Scroll or Find mode. To scroll 
through the student records to find the student: 

1. Click on the right Scroll button to advance to the first health record. Records are 
sorted alphabetically by student last name. 

 
Figure 3.2 – Right Scroll Button 

2. To scroll in reverse descending order, click the left Scroll button. 

 
Figure 3.3 – Left Scroll Button 

3. Continue clicking on the scroll button until the desired record appears. 
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To switch to the Find mode to look for a Health Screen record: 

1. Click on the Find Mode button. 

 
Figure 3.4 – Find Mode Button 

2. Enter either the entire last name or the first part of the last name of the student in 
the Last Name box. 

 
Figure 3.5 – Health Find Last Name Screen 

3. Click the Find button or press the Enter key. The first student with the last name 
entered into the Find screen will appear. Then use the scroll buttons to find the 
exact student. 

  

Note:  In the Find Mode, student records can also be found by 
searching by any of the yellow fields on the screen. For example, a first 
name may be entered in addition to the last name. This will bring up a 
pop-up screen with a list of students matching the criteria entered when 
the Find button is clicked. To select a student, click on their name and 
the student record selected will appear in the Health Screen screen. For 
more about finding students in any screen, please refer to Synergy SIS 
– Student Information User Guide. 

 
Once the desired record has been located, the information in the Health Screen screen is: 
On the Tuberculosis tab, the results of two different tuberculosis skin tests can be seen. 
For each test, it records the type of test, the date it was given, the date it was read, and the 
results of the test. 

 
Figure 3.6 – Tuberculosis Tab, Health Screen Screen 
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4. If the student waived testing, the reason for the Waiver and the Waiver Date is 
shown. 

5. If the student tests positive, the X-ray Film Date and X-ray Impression is shown. 

6. If the x-ray shows an abnormal result, the Medication Prescribed to the student is 
listed as well as the Start and End Date of the medication. 

7. The overall result of the testing or medication process is shown in the Free of 
Communicable Tuberculosis drop-down list. 

On the Vision tab, each vision test the student has received is listed. For each test, 
it lists the date of the test and the grade level of the student when the test was 
taken. It also shows the results of the test for each eye, with and without glasses. 

 
Figure 3.7 – Health Screen Screen, Vision Tab 

8. To view the details of a test, click on the Show Detail button. 

9. The details of the test appear on the right side of the screen. Select the test to view 
by clicking on the Screen Date of the test on the left side. The test selected is 
highlighted in green. 

 
Figure 3.8 – Health Screen Screen, Vision Tab, Detailed Screen 

For each test, it shows all of the information on the main screen as well as the name 
of the staff that performed the test. It also shows if the student uses contacts or 
glasses, if the student was referred, the referral date, the referral result, and the 
reason for the referral. It displays the results of the color deficiency, ocular 
alignment, near left eye and near right eye tests as well and the near both eyes test. 
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On the Hearing tab, the results of all of the student’s hearing tests are listed. At the 
top of the tab, it lists the overall status of the student’s hearing as well as other 
notes. For each test, it displays the date of the test and the grade level of the 
student when the test was taken. The reason for the testing and result of the test for 
each ear is displayed, as well as the clinic date, referral type and referral date. 

 
Figure 3.9 – Health Screen Screen, Hearing Tab 

10. To view the details of each test, click the Show Detail button. 

11. The details of the test appear on the right side of the screen. Select the test to view 
by clicking on the Screen Date of the test on the left side. The test selected is 
highlighted in green. 

 
Figure 3.10 – Health Screen Screen, Hearing Tab, Detailed Screen 

For each test, it shows all of the information on the main screen as well as any 
comments about the test. It lists if the student uses a hearing aid for either ear, and 
the details of each test used for each ear. Other information includes the folder, and 
if a doctor's letter or re-evaluation letter was received. 

12. Click the Hide Detail button to return to the main screen. 
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On the Scoliosis tab, the date of the latest physical exam for scoliosis is shown 
with the result. If needed, the referral date is listed and the results and dates of the 
x-rays. Additional comments may also be displayed. 

 
Figure 3.11 – Health Screen screen, Scoliosis Tab 

On the General Health tab, a list of all the student’s physical examinations is shown. 
For each exam, it shows the date of the exam and the grade level of the student when 
the exam was performed. It also displays the student’s height & weight, body mass 
index (BMI), heart rate, and blood pressure. If the student is referred to a medical 
professional for follow-up, the date of the referral is shown. It also shows any health or 
drug tests performed for student group participation. 

 
Figure 3.12 – Health Screen Screen, General Health Tab 

13. To view the detail of an exam, click the Show Detail button. 

14. The details of the test appear on the right side of the screen. Select the test to view 
by clicking on the Screen Date of the test on the left side. The test selected is 
highlighted in green. 

 
Figure 3.13 – Health Screen Screen, General Health Tab, Detailed Screen 

For each exam, it shows all of the information on the main screen as well as any 
comments about the exam and the staff who administered it. 

15. To return to the main screen, click the Hide Detail button. 

On the Dental tab, a list of the student’s dental exams is shown. For each exam, it 
shows the date of the exam and the grade level of the student when the exam was 
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performed. It also lists the results of the exam, if the student has any cavities or 
fillings, the treatment recommended, the reason for an exam waiver, and the follow-
up date if needed. 

 
Figure 3.14 – Health Screen Screen, Dental Tab 

 
 

ADDING & EDITING HEALTH SCREEN RECORDS 
 
When editing the information about a student, each tab must be edited separately and all 
changes saved before switching to a new tab. To edit the health screening data: 

1. Check to make sure the current focus is set to a school and not the district. The 
focus is indicated in the top right-hand corner of the screen. 

 
Figure 3.15 – Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen. If the 
button is not available, Update mode is already turned on. 

 
Figure 3.16 – Edit Button 

3. On the Tuberculosis tab, add or edit the records by clicking on the data to modify 
and change the information as desired. Boxes with a gray background cannot be 
changed. Dates must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. 

 
Figure 3.17 – Tuberculosis Tab, Health Screen Screen 
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4. On the Vision tab, each vision test the student has received is listed. Edit the 
records by clicking on the data to modify and change the information as desired. 
Boxes with a gray background cannot be changed. Dates must be entered in 
MM/DD/YY format or they can be selected by clicking on the Calendar  button. 

 
Figure 3.18 – Health Screen Screen, Vision Tab 

5. To delete a test record, check the box in the X column. 

6. Click the Save button at the top of the screen to save any changes. 

7. To add a test record, click on either the Add Wizard button or the Add button. The 
Add button just adds an additional record on the main screen and additional details 
must then be added by clicking the Show Detail button. The Add Wizard button 
allows both the information on the main screen and the detailed screen to be 
recorded. 

8. To add a record using the Add Wizard button, click the Add Wizard button. 

9. The Health Screen Vision Detail Add screen pops-up in a separate window. 
Mandatory fields are highlighted in green.  

 
Figure 3.19 – Health Screen Vision Detail Add Screen 

10. By default, the Screen Date is set to today’s date. To change the date, enter the 
date in MM/DD/YY format or it can be selected by clicking on the Calendar  
button. 
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11. Enter the results of the test by selecting the values from the drop-down lists. Notes 
regarding the test can also be added to the Comment box. This text can also be 
checked for spelling by clicking the Spellcheck  button. 

12. Click the Save button at the top of the screen to save the new test record. 

13. To add a record using the Add button, click the Add button and a new blank record 
is added to the grid. 

 
Figure 3.20 – Health Screen Screen, Vision Tab, Adding 

14. By default, the Screen Date is set to today’s date. To change the date, enter the 
date in MM/DD/YY format or it can be selected by clicking on the Calendar  
button. 

15. Enter the results of the test by selecting the values from the drop-down lists. When 
everything has been entered, click the Save button at the top of the screen. 

16. To add or edit the details of a test, click on the Show Detail button. 

17. The details of the test appear on the right side of the screen. Select the test to edit 
by clicking on the Screen Date of the test on the left side. The test selected is 
highlighted in green. 

 
Figure 3.21 – Health Screen Screen, Vision Tab, Detailed Screen 

18. For each test, it shows all of the information on the main screen as well as the name 
of the staff who performed the test, the near eye tests, vision aid, referral 
information, color deficiency, ocular alignment, and comments. To edit or add 
information, enter the information in the boxes provided. Dates must be entered in 
MM/DD/YY format or they can be selected by clicking on the Calendar  button. 
The Comment information can be checked for spelling by clicking the Spellcheck  
button. 
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19. Click the Save button at the top of the screen to save the changes. 

On the Hearing tab, the results of all of the student’s hearing tests are listed. At the 
top of the tab, it lists the overall status of the student’s hearing as well as other 
notes. For each test, it displays the date of the test and the grade level of the 
student when the test was taken. The reason for the testing and result of the test for 
each ear is displayed, as well as the clinic date, referral type and referral date. 

 
Figure 3.22 – Health Screen Screen, Hearing Tab 

20. To edit the information at the top of the tab, check or uncheck the boxes as needed. 
The Hard of Hearing Date must be entered in MM/DD/YY format or it can be 
selected by clicking on the Calendar  button. The Comment text can be checked 
for spelling by clicking the Spellcheck  button. 

21. To delete a test record, check the box in the X column. 

22. Click the Save button at the top of the screen to save any changes. 

23. To add a test record, click on either the Add Wizard button or the Add button. The 
Add button just adds an additional record on the main screen and additional details 
must then be added by clicking the Show Detail button. The Add Wizard button 
allows both the information on the main screen and the detailed screen to be 
recorded. 

24. To add a record using the Add Wizard button, click the Add Wizard button. 



Health User Guide Chapter Three 
 

84 Copyright© 2013 Edupoint Educational Systems, LLC 
 

25. The Health Screen Audio Detail Add screen pops-up in a separate window. 
Mandatory fields are highlighted in green.  

 
Figure 3.23 – Health Screen Audio Detail Add Screen 

26. By default, the Screen Date is set to today’s date. To change the date, enter the 
date in MM/DD/YY format or it can be selected by clicking on the Calendar  
button. Enter the rest of the dates in the same fashion. 

27. Enter the results of the tests for both ears, and comment can be added from the 
Doctor and/or Screener/Audiologist. The comments can be checked for spelling by 
clicking the Spellcheck  button. 

28. Once all of the information has been added, click the Save button at the top of the 
screen to add the new test record. 

29. To add a record using the Add button, click the Add button. A new blank line is 
added where the test results can be recorded. 

 
Figure 3.24 – Adding an Audio Record using the Add Button 

30. By default, the Screen Date is set to today’s date. To change the date, enter the 
date in MM/DD/YY format or it can be selected by clicking on the Calendar  
button. Enter the rest of the dates in the same fashion. 

31. Enter the rest of the results of the tests, and click the Save button at the top of the 
screen to add the record. 

32. To add or edit the details of each test, click the Show Detail button. 
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33. The details of the test appear on the right side of the screen. Select the test to edit 
by clicking on the Screen Date of the test on the left side. The test selected is 
highlighted in green. 

 
Figure 3.25 – Health Screen Screen, Hearing Tab, Detailed Screen 

34. For each test, all of the information on the main screen as well as any comments 
about the test can be edited. Edit or add the information as needed. Dates can be 
changes by entering the date in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. The comments can be checked for spelling by 
clicking the Spellcheck  button. 

35. Click the Save button at the top of the screen to save any changes. 

36. Click the Hide Detail button to return to the main screen. 
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37. On the Scoliosis tab, add or edit the records by clicking on the data to modify and 
change the information as desired. Boxes with a gray background cannot be 
changed. Dates must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. The comments can be checked for spelling by 
clicking the Spellcheck  button. 

 
Figure 3.26 – Health Screen screen, Scoliosis Tab 

38. Click the Save button at the top of the screen to save the changes. 

On the General Health tab, a list of all the student’s physical examinations is 
shown. For each exam, it shows the date of the exam and the grade level of the 
student when the exam was performed. It also displays the student’s height & 
weight, body mass index (BMI), heart rate, and blood pressure. If the student is 
referred to a medical professional for follow-up, the date of the referral is shown. In 
the Activity Screening section, it also shows the results of any health or drug tests 
taken for eligibility for participating in a student group. 

 
Figure 3.27 – Health Screen Screen, General Health Tab 

39. Edit the records by clicking on the data to modify and change the information as 
desired. Boxes with a gray background cannot be changed. Dates must be entered 
in MM/DD/YY format or they can be selected by clicking on the Calendar  button. 

40. To delete a test record, check the box in the X column. 

41. Click the Save button at the top of the screen to save any changes. 
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42. To add a health exam record, click the Add button in the Health section. A new 
blank line is added at the bottom of the Health grid. 

 
Figure 3.28 – Health Screen screen, General Health Tab, Adding Records 

43. By default, the Screen Date is set to today’s date. To change the date, enter the 
date in MM/DD/YY format or it can be selected by clicking on the Calendar  
button. Enter the rest of the dates in the same fashion. 

44. Enter the rest of the test results, and then click the Save button at the top of the 
screen to save the new record. 

45. To delete a test record, check the box in the X column. 

46. To add or edit the detail of an exam, click the Show Detail button. 

47. The details of the test appear on the right side of the screen. Select the test to edit 
by clicking on the Screen Date of the test on the left side. The test selected is 
highlighted in green. 

 
Figure 3.29 – Health Screen Screen, General Health Tab, Detailed Screen 

48. For each exam, all of the same information on the main screen can be edited. Any 
comments about the exam can also be added or edited, as well as the name of the 
staff who administered the test. The comment can be checked for spelling by 
clicking the Spellcheck  button. 

49. Click the Save button at the top of the screen to save the changes. 

50. To return to the main screen, click the Hide Detail button. 
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51. To add a new Activity Screening record, click on the Add button. A new blank line is 
shown. 

 
Figure 3.30 – Health Screen Screen, General Health Tab, Activity Screening Screen 

52. By default, the Screen Date is set to today’s date. To change the date, enter the 
date in MM/DD/YY format or it can be selected by clicking on the Calendar  
button. Enter the rest of the dates in the same fashion. 

53. To enter the Staff Name, click the gray arrow and select the staff from the Find: 
Staff screen. 

54. Enter the rest of the test results, and then click the Save button at the top of the 
screen to save the record. To delete a test record, check the box in the X column. 

55. On the Dental tab, a list of the student’s dental exams is shown. For each exam, it 
shows the date of the exam and the grade level of the student when the exam was 
performed. It also lists the results of the exam, if the student has any cavities or 
fillings, the treatment recommended, the reason for an exam waiver, and the follow-
up date if needed. 

 
Figure 3.31 – Health Screen Screen, Dental Tab 

56. Edit the records by clicking on the data to modify and change the information as 
desired. Boxes with a gray background cannot be changed. Dates must be entered 
in MM/DD/YY format or they can be selected by clicking on the Calendar  button. 

57. To delete a test record, check the box in the X column. 

58. Click the Save button at the top of the screen to save any changes. 

59. To add an exam record, click the Add button in the Dental section. A new blank line 
is added at the bottom of the Dental grid. 

 
Figure 3.32 – Health Screen Screen, Dental Tab, Adding Records 

60. By default, the Screen Date is set to today’s date. To change the date, enter the 
date in MM/DD/YY format or it can be selected by clicking on the Calendar  
button. Enter the rest of the dates in the same fashion. 

61. Enter the rest of the test results, and then click the Save button at the top of the 
screen to save the new record. 
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HEALTH SCREENING BY SECTION 
 
Since most health screening is completed by class, the screening results may also be 
entered by section instead of by student. To enter the screening results by section: 

1. Go to the Health Screen By Section screen, found under Synergy SIS > Health. 

2. Enter all or part of the Section ID in the Section ID box and click Find. 

  
Figure 3.33 – Health Screen By Section Find Screen 

3. On the Tuberculosis tab, only the first test results may be entered. Dates must be 
entered in MM/DD/YY format or they can be selected by clicking on the Calendar  
button. To see only the students needing screening, checking the box Hide 
Students With Tuberculosis Records. To see the student’s demographic records, 
click on the student name. Click the Save button at the top of the screen. 

 
Figure 3.34 – Health Screen By Section Screen 

4. On the Vision tab, enter the date for vision screening in the Screen Date. Multiple 
screening dates may take place throughout the year. Dates must be entered in 
MM/DD/YY format or they can be selected by clicking on the Calendar  button. To 
see the student’s demographic records, click on the student name. 

 
Figure 3.35 – Health Screen By Section Screen, Vision Tab 
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5. To show only the records of students that were not screened on that date, check the 
box Hide Students With Records For Screen Date. 

6. Click Apply Filter. 
7. Enter the test results for each student Without Glasses and With Glasses, then click 

the Save button at the top of the screen. 

8. On the Hearing tab, enter the date for hearing screening in the Screen Date. 
Multiple screening dates may take place throughout the year. Dates must be 
entered in MM/DD/YY format or they can be selected by clicking on the Calendar  
button. To see the student’s demographic records, click on the student name 
underlined in blue. 

 
Figure 3.36 – Health Screen By Section Screen, Hearing Tab 

9. To show only the records of students that were not screened on that date, check the 
box Hide Students With Records For Screen Date. 

10. Click Apply Filter. 
11. Enter the test results and referral information for each student, then click the Save 

button at the top of the screen. 

12. On the Scoliosis tab, enter the X-Ray results. Dates must be entered in MM/DD/YY 
format or they can be selected by clicking on the Calendar  button. To see only the 
students needing screening, checking the box Hide Students With Scoliosis 
Records. To see the student’s demographic records, click on the student name 
underlined in blue. Click the Save button at the top of the screen. 

 
Figure 3.37 – Health Screen By Section Screen, Scoliosis Tab 
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13. On the General Health tab, enter the date for health screening in the Screen Date. 
Multiple screening dates may take place throughout the year. Dates must be 
entered in MM/DD/YY format or they can be selected by clicking on the Calendar  
button. To see the student’s demographic records, click on the student name 
underlined in blue. 

 
Figure 3.38 – Health Screen By Section Screen, General Health Tab 

14. To show only the records of students that were not screened on that date, check the 
box Hide Students With Records For Screen Date. 

15. Click Apply Filter. 
16. Enter the test results and referral information for each student, then click the Save 

button at the top of the screen. 

17. On the Dental tab, enter the date for dental screening in the Screen Date. Multiple 
screening dates may take place throughout the year. Dates must be entered in 
MM/DD/YY format or they can be selected by clicking on the Calendar  button. To 
see the student’s demographic records, click on the student name underlined in 
blue. 

 
Figure 3.39 – Health Screen By Section Screen, Dental Tab 

18. To show only the records of students that were not screened on that date, check the 
box Hide Students With Records For Screen Date. 

19. Click Apply Filter. 
20. Enter the test results, waiver, and follow-up information for each student, then click 

the Save button at the top of the screen. 
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Chapter Four: 
HEALTHCARE PLANS 

 
 
 
 
 
 
 
 
 
 
 
 

In this chapter, the following topics are covered: 
► Viewing healthcare plans 
► Adding & editing healthcare plans 
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VIEWING INDIVIDUAL HEALTHCARE PLANS 
 
The Individual Healthcare Plan screen can record all of the individual healthcare plans 
created for students with serious or chronic healthcare needs. To view the student’s 
healthcare plans: 

1. Go to the Individual Healthcare Plan screen, found under Synergy SIS > Health. 

 
Figure 4.1 – Individual Healthcare Plan Screen 

 
To find an Individual Healthcare Plan record, there are two methods:  Scroll or Find 
mode. To scroll through the student records to find the student: 

2. Click on the right Scroll button to advance to the first health record. Records are 
sorted alphabetically by student last name. 

 

 
Figure 4.2 – Right Scroll Button 

3. To scroll in reverse descending order, click the left Scroll button. 
 

 
Figure 4.3 – Left Scroll Button 

4. Continue clicking on the scroll button until the desired record appears. 
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To switch to the Find mode to look for a Health Screen record: 

5. Click on the Find Mode button. 

 
Figure 4.4 – Find Mode Button 

6. Enter either the entire last name or the first part of the last name of the student in 
the Last Name box. 

 
Figure 4.5 – Individual Healthcare Plan Find Last Name Screen 

7. Click the Find button or press the Enter key. The first student with the last name 
entered into the Find screen will appear. Then use the scroll buttons to find the 
exact student. 

  

Note:  In the Find Mode, student records can also be found by 
searching by any of the yellow fields on the screen. For example, a first 
name may be entered in addition to the last name. This will bring up a 
pop-up screen with a list of students matching the criteria entered when 
the Find button is clicked. To select a student, click on their name and 
the student record selected will appear in the Individual Healthcare Plan 
screen. For more about finding students in any screen, please refer to 
Synergy SIS – Student Information User Guide. 

 
Once the desired record has been located, the Individual Healthcare Plans screen displays 
any Individual Healthcare Plans for the student. For each plan, it records the plan name, the 
date it started, the date it ends, who wrote it, the Medical Diagnosis, the Nursing Diagnosis, 
and a link to the plan details. 

 
Figure 4.6 – Individual Healthcare Plan Screen 

8. To view additional detail about the healthcare plan, click the Show Detail link. 
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Figure 4.7 –Healthcare Plan Details Screen 

9. The Healthcare Plan Details screen opens and shows all of the information on the 
main screen as well as the interventions for the plan. It also shows the nurse’s 
assessment of the health issue, their plan, any medications associated with the 
health issue and their possible side effects, and the expected outcome of the plan. 

10. Close the Healthcare Plan Details screen to return to the main screen. 

 
 

ADDING & EDITING HEALTHCARE PLANS 
 
To add or edit healthcare plans: 

1. Check to make sure the current focus is set to a school and not the district. The 
focus is indicated in the top right-hand corner of the screen. 

 
Figure 4.8 – Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen. If the 
button is not available, Update mode is already turned on. 

 
Figure 4.9 – Edit Button 

3. To edit the records, click on the data to modify and change the information as 
desired. Boxes with a gray background cannot be changed. 

 
Figure 4.10 – Individual Healthcare Plan Screen 

4. To delete a record, check the box in the X column. 

5. Click the Save button at the top of the screen to save the changes. 
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6. To change the plan details, click on the Show Details link. On the Healthcare Plan 
Details screen modify and change the information as desired. 

 
Figure 4.11 – Healthcare Plan Details Screen 

7. To delete an Intervention or Detail record, check the box in the X column. 

8. Click the Save button at the top of the screen to save any changes. 

9. To add an Individual Healthcare Plan, click the Add button on the Individual 
Healthcare Plan screen. 

10. The Healthcare Plan Details screen pops-up in a separate window. Mandatory 
fields are highlighted in green.  

 
Figure 4.12 – Healthcare Plan Details Screen 

11. Enter the Plan Start Date and Plan End Date in MM/DD/YY format or they can be 
selected by clicking on the Calendar  buttons. 

12. Enter the Medical Diagnosis by selecting the value from the drop-down list. The 
description of the diagnosis can be entered in the Nursing Diagnosis field.  

13. Click the Save button at the top of the screen to save the new plan. 

14. To add an intervention, click the Add button and a new blank record is added to the 
Interventions grid. 
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Figure 4.13 – Healthcare Plan Details Screen, Adding 

15. Enter the Intervention Code by selecting the value from the drop-down list. The 
description of the intervention can be entered in the Intervention Description field.  

16. To add details, click the Add button and a new blank record is added to the Details  
grid. 

17. Enter the Nursing Assessment, Nursing Plan, Medications/Side Effects, and 
Expected Student Outcomes in the fields.  by selecting the value from the drop-
down list. The description of the intervention can be entered in the Intervention 
Description field. The Comment text can be checked for spelling by clicking the 
Spellcheck  button. 

18. To delete a detail or intervention, check the box in the X column. 

19. Click the Save button at the top of the screen to save any changes. 

20. A letter and form detailing the healthcare plan can also be printed to be sent home 
to the student’s parents. To print the form, leave the Merge Document and Merge 
Language fields blank and click the Print Report button. 

 
Figure 4.14 – Healthcare Plan Details Screen, Printing the Healthcare Plan Report Form 

21. The Healthcare Detail Plan form pops-up in a separate PDF window. This report 
can also be generated from the Reports folder using report HLT213. 
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Figure 4.15 – Healthcare Detail Plan 
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22. To print a cover letter to accompany the form, select a Report from the Merge 
Document drop-down list and select which language to use for the letter from the 
Merge Language drop-down list. Then click the Print Report button. 

 
Figure 4.16 – Healthcare Plan Details Screen, Printing the Healthcare Plan Report Letter 

23. The Individualized Healthcare Plan Letter pops-up in a separate PDF window. 

 
Figure 4.17 – Sample Individual Healthcare Plan Letter 
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Chapter Five: 
REPORTS 

 
 
 
 
 
 
 
 
 
 
 
 

In this chapter, the following topics are covered: 
► What reports are available through Health 
► How to customize the reports prior to printing 



Health User Guide Chapter Four 

102 Copyright© 2013 Edupoint Educational Systems, LLC 
 

The available reports for Health are found under the Synergy SIS Health menu. Individual 
reports print out information about a single student per page, but can be printed for multiple 
students at one time. List reports generate a list of all the students and their information as 
specified by the description of the list report. Summary reports generate summaries for 
multiple students. 
 

 
Figure 5.1 – List of Health Individual & List 

Reports 

 

 
Figure 5.2 – List of Health Summary Reports 

 
To access the available Health reports: 

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button. 

 
Figure 5.3 – Synergy SIS Navigation Tree 

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to 
the word Synergy SIS. Once clicked, the triangle will turn green and point 
downward. 

 
Figure 5.4 – Synergy SIS Folder 

 

 
Figure 5.5 – Synergy SIS Folder 

Expanded 
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3. Under the Synergy SIS folder, open the Health folder by clicking on the blue triangle 
pointing right, next to the words Health. Once clicked, the triangle will turn green and 
point downward. 

 
Figure 5.6 – Health Folder 

 

 
Figure 5.7 – Health Folder Expanded 

4. Under the Health folder, open the Reports folder by clicking on the blue triangle 
pointing right, next to the word Reports. Once clicked, the triangle will turn green 
and point downward. 

 
Figure 5.8 – Health Reports Folder 

 
Figure 5.9 – Health Reports Folder Expanded 

5. To access the Individual reports, click on the blue triangle next to the word 
Individual. 

 
Figure 5.10 – Health Individual  Folders 

 
Figure 5.11 – Health Individual Folders Expanded 
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6. To access the List reports, click on the blue triangle next to the word List. 

 
Figure 5.12 – Health List Folders 

 
Figure 5.13 – Health List Folders Expanded 

7. To access the Summary reports, click on the blue triangle next to the word 
Summary. 

 
Figure 5.14 – Health Summary Folders 

 
Figure 5.15 – Health Summary Folders Expanded 

8. Click on the name of the report to open the report and select the options to be used 
in printing the report. 

9. Once the report options have been set, click on the Print button to print the report. 
The report will be printed as a PDF file to the screen, which can then be sent to the 
printer. 
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HLT201 – Student Health Profile 
 
The Student Health Profile report provides a complete listing of all of a student’s health-
related records. The report includes the student’s basic demographic and contact 
information, their emergency contact information, their health conditions, any health 
incidents, and their immunization information. 
 
This report can be customized using the following options: 
 

 
Figure 5.16 – Student Health Profile Report Interface 

• An individual student or group of students can be selected by filtering on the Last 
Name, First Name, or Perm ID. For example, if a last name of Smith is entered, the 
report prints an individual report for each student with a last name of Smith. 

• To include the Health Condition History, check the box. 
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Figure 5.17 – Student Health Profile Report  
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HLT202 – Student Immunization  
 
The Student Immunization report lists all of a student’s vaccinations, the date they received 
the vaccination, and if they are compliant with the immunization requirement.  
 
This report can be customized using the following options: 
 

 
Figure 5.18 – Student Immunization Profile Report Interface 

• An individual student or group of students can be selected by filtering on the Last 
Name, First Name, Perm ID, or Grade. For example, if grade 12 is selected the 
report prints an individual report for each student in grade 12. 

• To show only the students and immunizations that have not met the requirements, 
check the Only Non-Compliant box. 

• Several areas of the report can be removed by checking Hide Footer Text, Hide 
Documentation and Requirement Status, Hide TB/Scoliosis Section, or Hide 
Compliance Notes. 

 

  

Reference:  To modify the text at the bottom of the report, go to the 
Immunization Definition screen found under Synergy SIS > Health > 
Setup. For more information, please refer to the manual titled Synergy 
SIS – Health Administrator Guide. 
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Figure 5.19 – Immunization Definition Screen 

 

 
Figure 5.20 – Student Immunization Profile Report 
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HLT203 – Student Accident/Incident Report 
 
The Student Accident/Incident Report lists the details of an accident or health-related 
incident involving a student. This is also the same report that prints when the Print Report 
button is clicked from the Accident Detail tab of the detailed screen of an incident on the 
Nurse’s Log tab of the Health screen. 
 
This report can be customized using the following options: 
 

 
Figure 5.21 – Student Accident/Incident Report Interface 

• An individual student or group of students can be selected by filtering on the Last 
Name, First Name, or Perm ID. For example, if a last name of Smith is entered, the 
report prints an individual report for each student with a last name of Smith. 

• To only print the incidents that occurred during a specific period, enter the range of 
Incident Dates in the From and To boxes. Dates must be entered in MM/DD/YY 
format or they can be selected by clicking on the Calendar  button. 
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Figure 5.22 – Student Accident/Incident Report 
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HLT204 – California Immunization Record 
 
The California Immunization Record report lists all of a student’s vaccination information in 
the format specified by the state of California. 
 
This report can be customized using the following options: 
 

 
Figure 5.23 – California Immunization Record Report Interface 

• An individual student or group of students can be selected by filtering on the Last 
Name, First Name, Perm ID, or Grade. For example, if grade 12 is selected the 
report prints an individual report for each student in grade 12. 

• To show the student’s birth state and country on the report, check the Display Birth 
State and Country box. 

• To identify a parent on the immunization record, select the Parent/Guardian 
Selection Criteria.  The options are based on the flags set on the Parent/Guardian 
tab of the Student screen.  Options include: 

• Lives With,  

• Contact Allowed, 

• Ed. Rights,  

• Has Custody, or  

• Mailings Allowed. 
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Figure 5.24 – California Immunization Record Report 
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HLT206 – Student Medication Summary 
 
The Student Medication Summary report lists of all of the medications that the school nurse 
has been asked to administer to the student. For each medication, it lists the name of the 
medication, the type, the date range during which the medication is to be given, and the 
times the medication should be administered. It also shows how many units of the 
medication are left in the school infirmary and how the medication should be administered 
(orally, injected, etc.). 
 
This report can be customized using the following options: 
 

 
Figure 5.25 – Student Medication Summary Report Interface 

• An individual student or group of students can be selected by filtering on the Last 
Name, First Name, Perm ID, Gender, or Grade. For example, if grade 12 is 
selected the report prints an individual report for each student in grade 12. 

• To show all of the medications administered, click the Show Medication History 
button 

• To show previous medications that were given to the student as well as current 
medications, click the Show Past Medications box. 

• To filter the report to show only the medications that may need to be refilled, enter 
the number of Remaining Units. The report will only list those medications with that 
number of units remaining or less. 
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Figure 5.26 – Student Medication Summary Report 
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HLT210 – Student Accident/Incident Report 
The Student Accident/Incident Report provides information regarding those students 
involved in either an accident or a health-related incident, similar to HLT203. However, this 
report can be filtered to list only incidents with specific clinical codes.. 
 
This report can be customized using the following options: 
 

 
Figure 5.27 – Student Accident/Incident Report Interface 

• An individual student or group of students can be selected by filtering on the Last 
Name, First Name, or Perm ID. For example, if a last name of Smith is entered, the 
report prints an individual report for each student with a last name of Smith. 

• To only print the incidents that occurred during a specific period, enter the range of 
Incident Dates in the From and To boxes. Dates must be entered in MM/DD/YY 
format or they can be selected by clicking on the Calendar  button. 

• To specify which types of incidents are included in the report, check the Health 
Codes to be included. To exclude the codes checked instead of including them, 
check the Exclude Selected Health Codes box. To check or uncheck all of the 
codes, click on the Uncheck/Check All  buttons. 
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Figure 5.28 – Student Accident/Incident Report 
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HLT211 – Health Screening Profile 
 
The Health Screening Profile report lists the results of all of the screening tests for a 
student. 
 
This report can be customized using the following options: 
 

 
• An individual student or group of students can be selected by filtering on the Last 

Name, First Name, Perm ID, Gender, or Grade. For example, if grade 12 is 
selected the report prints an individual report for each student in grade 12. 

• The screening results included on the report can be filtered to include only results 
with a specific date range by entering the Start and End dates. Dates must be 
entered in MM/DD/YY format or they can be selected by clicking on the Calendar  
button. 

• Check the box in front of each screening type to be included on the report in the 
Include the Following section. 
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Figure 5.29 – Health Screening Profile Report 
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HLT212 – Arizona Immunization Record Report 
 
The Arizona Immunization Record report prints each student’s immunization record on the 
official state of Arizona immunization record format. 
 
This report can be customized using the following options: 
 

 
Figure 5.30 – Arizona Immunization Record Report Interface 

 

• An individual student or group of students can be selected by filtering on the Last 
Name, First Name, Perm ID, or Grade. For example, if grade 12 is selected the 
report prints an individual report for each student in grade 12. 

 
 

  

Caution:  For the HLT212 report to work correctly, the Vaccination 
State Cod table must be setup with the following values. Once the 
lookup table is setup, the codes must be mapped to each vaccination 
definition as outlined in the Synergy SIS – Health Administrator Guide in 
the section on Immunization Definition Setup. 
 

Code Description State Code 
01 Polio 01 
02 Dipth 02 
03 DTTD 03 
04 MMR 04 
05 HIB 05 
06 HEP B 06 
07 HEP A 07 
08 Varicella 08 
09 PCV7 09 
10 TDAP 10 
11 MCV 11 
12 TB Skin Test 12 
13 HPV 13 
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Figure 5.31 – Arizona Immunization Record Report 
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HLT213 – Healthcare Detail Plan 
The Healthcare Detail Plan lists the individual healthcare plans on file for a student. 
 
This report can be customized using the following options: 
 

 
Figure 5.32 – Healthcare Detail Plan Report Interface 

• An individual student or group of students can be selected by filtering on the Last 
Name, First Name, Perm ID, or Grade. For example, if grade 12 is selected the 
report prints an individual report for each student in grade 12. 

• The screening results included on the report can be filtered to include only results 
with a specific date range by entering the Start and End dates. Dates must be 
entered in MM/DD/YY format or they can be selected by clicking on the Calendar  
button. 
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Figure 5.33 – Healthcare Detail Plan 
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HLT209 – Student Health Incident List 
 
The Student Health Incident List report lists all of the incidents in which a student was 
involved in a shortened format. For each incident, it lists the time in, time out, the date and 
time of the incident, the staff involved, the health code, a brief description of the incident, 
and the assessment plan. 
 
This report can be customized using the following options: 
 

 
Figure 5.34 – Student Health Incident List Report Interface 

• An individual student or group of students can be selected by filtering on the Last 
Name, First Name, or Perm ID. For example, if a last name of Smith is entered, the 
report prints an individual report for each student with a last name of Smith. 

• To list only one student’s records on a page, check the box Show One Student Per 
Page. 

• To list only students that have been involved in a health-related incident, check the 
box Show Only Students with Incidents. 

• To only print the incidents that occurred during a specific period, enter the range of 
Incident Dates in the From and To boxes. Dates must be entered in MM/DD/YY 
format or they can be selected by clicking on the Calendar  button. 

• To list only incidents with Specific Health Codes, select the codes from the Health 
Code Selection drop-down lists. 
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Figure 5.35 – Student Health Incident List Report 
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HLT401 – Student Health Conditions List 
 
The Student Health Conditions List report lists all the students at the school in focus and 
shows if they have a health condition recorded. 
 
This report can be customized using the following options: 
 

 
Figure 5.36 – Student Health Conditions List Report Interface 

• An individual student or group of students can be selected by filtering on the Last 
Name, First Name, Perm ID, or Grade. For example, if grade 12 is selected the 
report prints an individual report for each student in grade 12. 

• To select what information to show about the health condition, select Code, 
Comments or Both from the Information Options drop-down list. 

• To list only students with specific conditions, check the conditions to be listed in the 
Condition Code section. To check or uncheck all of the condition codes, click on 
the Uncheck/Check All  buttons. The Show Only Selected Codes box must 
also be checked. 

• To list only students with a health condition, check the Show Only Students with 
Conditions box. 

• To hide health conditions that have expired, click the Suppress Expired 
Conditions box. 
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• To hide any health conditions that have an expiration date, click the Suppress 
Conditions with Any Expiration Date box. 

• To have health conditions that have expired appear in the report with parentheses 
around them, click the Mark Expired Conditions with Parentheses box. 

 
Figure 5.37 – Student Health Conditions List Report 
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HLT403 – Student Immunization Compliance List 
 
The Student Immunization Compliance List report lists all of the students at the school in 
focus, and shows the number of doses (in parenthesis) of each vaccination the student has 
received. Students that are not compliant show an N in the column for the vaccine. If an 
exemption has been recorded for the student, an E is shown in the column. 
 
This report requires that at least one of the vaccination boxes to be checked before the 
report will run. This report can be further customized with the following options: 
 

 
Figure 5.38 – Student Immunization Compliance List Report Interface 

• Select the date in the As Of Date field to show all vaccinations received on or 
before that date. The date must be entered in MM/DD/YY format or they can be 
selected by clicking on the Calendar  button. 

• To filter by a range of grades, select the Grade from the drop-down list. 

• Select which Vaccinations should be included on the report by checking the boxes 
next to each vaccination. To check or uncheck all of the vaccinations, click on the 
Uncheck/Check All  buttons. 
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• To display an N in the box for vaccinations that have not been completed, check the 
box Show Non-Compliant Students. 

• To display in an E in the box for students that have an exemption, check the Show 
Student Exemptions box. 

• To show the number of dosages completed by each student for each vaccination 
(the number in parentheses), check the Show Dosage Count box. 

• To list the student’s birth date, check the Show Birth Date box. 

• Select the vaccination requirements to apply from the Apply Rules For Year drop-
down list. 

• To include mailing information in order to do a Mail Merge, click the Include for Mail 
Merge box.  

• To list only students that will be in a specific school or grade level in the following 
school year, select the Next School and Next Grade Level from the drop-down 
lists. 

• To either use the student’s or parent’s address when creating a mail merge, select 
from the Address to Use drop down.  For parents, the Parent Options identifies 
the parent or guardian to whom the mail merge letter will be sent.  The options are 
based on the flags set on the Parent/Guardian tab of the Student screen.  Options 
include: 

• Lives With,  

• Contact Allowed, 

• Ed. Rights,  

• Has Custody, or  

• Mailings Allowed. 
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Figure 5.39 – Student Immunization Compliance List Report 
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HLT404 – Class Health Conditions List 
 
The Class Health Conditions List report provides a list of all students by class and displays 
any health conditions they may have. 
 
This report can be customized using the following options: 
 

 
Figure 5.40 – Class Health Conditions List Report Interface 

• To filter by a range of grades, select the Grade from the drop-down list. 

• To filter by the period of the class, select the Begin Period and End Period from 
the drop-down list. 

• To select what information to show about the health condition, select Code, 
Comments or Both from the Information Options drop-down list. 

• Select the sections to print by entering the beginning and ending Section ID. 

• To list only students with specific conditions, check the conditions to be listed in the 
Condition Code section. To check or uncheck all of the condition codes, click on 
the Uncheck/Check All  buttons. The Show Only Selected Codes box must 
also be checked. 

• To list only students with a health condition, check the Show Only Students with 
Conditions box. 

• To hide health conditions that have expired, click the Suppress Expired 
Conditions box. 

• To hide any health conditions that have an expiration date, click the Suppress 
Conditions with Any Expiration Date box. 
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• To have health conditions that have expired appear in the report with parentheses 
around them, click the Mark Expired Conditions with Parentheses box. 

 

 
Figure 5.41 – Class Health Conditions List Report 
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HLT405 – Student Immunization Assessment 
 
The Student Immunization Assessment report is designed for pre-schools and 
kindergartens to assess the immunization status of their students or their incoming 
students. 
 
This report requires the age group and birth date range to be filled in before the report will 
run. This report can be further customized with the following options: 
 

 
Figure 5.42 – Student Immunization Assessment Report Interface 

• Select either 0-2 year olds or 2-5 years olds for the Age Group to be listed on the 
report. 

• The report can be generated for a specific grade by selecting it from the Grade 
drop-down list. 

• Enter the Birth Date Range by entering the dates in MM/DD/YY format, or they can 
be selected by clicking on the Calendar  button. 

• To display the person who should be contacted and their license number, enter their 
information in the Contact Person and License No. fields. This information will 
display on the report. 
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Figure 5.43 – Student Immunization Assessment Report 
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HLT406 – Health Incident List 
 
The Health Incident List report provides a list of students with a health incident.  
 
This report can be customized using the following options: 
 

 
Figure 5.44 – Health Incident List Report Interface 

• Select the date range of the incidents to be included in the lists from the Incident 
Dates. Dates must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. 

• Select the Health Codes to be included in the report by checking the boxes. To 
check or uncheck all of the health codes, click on the Uncheck/Check All  
buttons. To exclude these codes instead of including them, check the Exclude 
Selected Health Codes box. 
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Figure 5.45 – Health Incident List Report 
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HLT407 – Medication Task List 
 
The Medication Task Lists shows all medications and procedures that must be completed 
for a specific date or range of dates. 
 
This report can be customized using the following options: 
 

 
Figure 5.46 – Medication Task List Report Interface 

• To show all tasks for a specific date, enter the Date in MM/DD/YY format or it can 
be selected by clicking on the Calendar  button. 

• To show all tasks on or before that date, click on the Show All Prior Tasks box. 

 
 

 
Figure 5.47 – Medication Task List Report 
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HLT408 – Tuberculosis Section List Report 
 
The Tuberculosis Section List report prints a page for each class listing all of the students in 
the class, with spaces to record their screening results. If the student has been screened, 
their results will display on the report. 
 
This report can be customized using the following options: 
 

 
Figure 5.48 – Tuberculosis Section List Report Interface 

 

• To print the report for just one class, enter the Section ID for the class. 

• To print only the records for students that have not been screened, check the box 
Hide Students with Tuberculosis Records. 

 

 
Figure 5.49 – Tuberculosis Section List Report 
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HLT409 – Vision Section List Report 
 
The Vision Section List report prints a page for each class listing all of the students in the 
class, with spaces to record their screening results. If the student has been screened, their 
results will display on the report. 
 
This report can be customized using the following options: 
 

 
Figure 5.50 – Vision Section List Report Interface 

 

• To print the report for just one class, enter the Section ID for the class. 

• Enter the date on which the screening was (or will be) conducted in the Screen 
Date box. Dates must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. 

 

 
Figure 5.51 – Vision Section List Report 
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HLT410 – Audio Section List Report 
 
The Audio Section List report prints a page for each class listing all of the students in the 
class, with spaces to record their screening results. If the student has been screened, their 
results will display on the report. 
 
This report can be customized using the following options: 
 

 
Figure 5.52 – Audio Section List Report Interface 

 

• To print the report for just one class, enter the Section ID for the class. 

• Enter the date on which the screening was (or will be) conducted in the Screen 
Date box. Dates must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. 

• To print only the records for students that were not screened on that date, check the 
box Hide Students with Records For Screen Date. 
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Figure 5.53 – Audio Section List Report 
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HLT411 – Scoliosis Section List Report 
 
The Scoliosis Section List report prints a page for each class listing all of the students in the 
class, with spaces to record their screening results. If the student has been screened, their 
results will display on the report. 
 
This report can be customized using the following options: 
 

 
Figure 5.54 – Scoliosis Section List Report Interface 

 

• To print the report for just one class, enter the Section ID for the class. 

• To print only the records for students that have not been screened, check the box 
Hide Students with Scoliosis Records. 

 
 

 
Figure 5.55 – Scoliosis Section List Report 
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HLT412 – General Health Section List Report 
 
The General Health Section List report prints a page for each class listing all of the students 
in the class, with spaces to record their screening results. If the student has been screened, 
their results will display on the report. 
 
This report can be customized using the following options: 
 

 
Figure 5.56 – General Health Section List Report Interface 

 

• To print the report for just one class, enter the Section ID for the class. 

• Enter the date on which the screening was (or will be) conducted in the Screen 
Date box. Dates must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. 

• To print only the records for students that were not screened on that date, check the 
box Hide Students with Records For Screen Date. 
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Figure 5.57 – General Health Section List Report 
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HLT413 – Dental Section List Report 
 
The Dental Section List report prints a page for each class listing all of the students in the 
class, with spaces to record their screening results. If the student has been screened, their 
results will display on the report. 
 
This report can be customized using the following options: 
 

 
Figure 5.58 – Dental Section List Report Interface 

 

• To print the report for just one class, enter the Section ID for the class. 

• Enter the date on which the screening was (or will be) conducted in the Screen 
Date box. Dates must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. 

• To print only the records for students that were not screened on that date, check the 
box Hide Students with Records For Screen Date. 
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Figure 5.59 – Dental Section List Report 
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HLT801 – Daily Health Log 
 
The Daily Health Log report lists all health-related incidents for a given day. 
 
This report can be further customized with the following options: 
 

 
Figure 5.60 – Daily Health Log Report Interface 

• Select the date to be displayed in the report from the Effective Date field. The date 
must be entered in MM/DD/YY format or they can be selected by clicking on the 
Calendar  button. This date must be selected for this report to run.  
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Figure 5.61 – Daily Health Log Report 
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HLT601 – Health Condition Totals 
 
The Health Condition Totals summary report provides a list of health conditions and how 
many females or males have the condition as well as a total count. 
 
This report can be customized using the following options: 
 

 
Figure 5.62 – Health Condition Totals Report Interface 

• Select the date in the As Of box to show the conditions that were active as of that 
date. The date must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. 

• To list the codes as well as the comments for the health conditions, check the Show 
All Condition Codes box. 
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Figure 5.63 – Health Condition Totals Report 
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HLT602 – Class Incident Summary Report 
 
The Class Incident Summary report provides a list of students by class and show the total 
number of health-related incidents in which the student has been involved.  
 
This report can be customized using the following options: 
 

 
Figure 5.64 – Class Incident Summary Report Interface 

• An individual section or range of sections can be included in the report by entering 
the Section ID in the boxes provided. 

• Select the data range for the incidents to be summarized in the Begin Date and 
End Date boxes. The dates must be entered in MM/DD/YY format or they can be 
selected by clicking on the Calendar  button. 

• To list only students that have been involved in a health-related incident, check the 
box Include Only Students With Incidents. 
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Figure 5.65 – Class Incident Summary Report 
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HLT603 – Clinical Code Totals 
 
The Clinical Code Totals report lists the number of incidents by clinical code. The report can 
summarize both the incidents recorded in the Nurse’s Log tab of the Health screen and the 
incidents recorded in the Health Log Other screen. 
 
This report can be customized using the following options: 
 

 
Figure 5.66 – Clinical Code Totals Interface 

• Select the Date Range of the incidents to be included in the totals. The dates must 
be entered in MM/DD/YY format or they can be selected by clicking on the Calendar 

 button. 

• To show all the Clinical Codes used on the Nurse’s Log (for students) even if no 
incidents were reported, check the Show All Clinical Codes box. 

• To show the codes used in the Health Log Other screen for non-students, check the 
box Show Health Log Other Codes. 

• If the codes in the Health Log Other are selected, the Show All Other Codes box 
can be checked to show all of these codes even if they were not used. 
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Figure 5.67 – Clinical Code Totals Report 
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HLT604 – Kindergarten Immunization Report 
 
The Kindergarten Immunization Report summarizes the totals for the immunizations of the 
students in kindergarten at the school. 
 
This report requires the Elementary Grade field to be filled in before the report will run. This 
report can be further customized with the following options: 
 

 
Figure 5.68 – Kindergarten Immunization Record Report Interface 

• Select the date in the As Of box to show the state of the immunizations as of that 
date. The date must be entered in MM/DD/YY format or it can be selected by 
clicking on the Calendar  button. 

• To display the person who should be contacted, enter their information in the 
Contact Person field. This information will display on the report. 

• Select the grade of the students to summarize from the Elementary Grade drop-
down list. 
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Figure 5.69 – Kindergarten Immunization Record Report 
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HLT605 – School Grade Immunization Data Report 
 
The School Grade Immunization Data Report provides a summary of the number of 
students at the school and the number of students with each immunization. 
 
This report requires the Secondary Grade field and the High School Grade field be filled in 
before the report will run. This report can be further customized with the following options: 
 

  
Figure 5.70 – School Grade Immunization Data Report Interface 

• To display the person who should be contacted, enter their information in the 
Contact Person field. This information will display on the report. 

• Select the Secondary Grade and High School Grade to be displayed. Each grade 
selected will be summarized in a separate column. 
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Figure 5.71 – School Grade Immunization Data Report 
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HLT606 – Health Incident Summary 
 
The Health Incident Summary report summarizes the number of health-related incidents at 
a school overall and by gender, time of day, age, location, type of injury, activity, and type 
of equipment involved. 
 
This report can be customized using the following options: 
 

 
Figure 5.72 – Health Incident Summary Report Interface 

• Select the range of dates for the incidents to be included from the Report Dates 
From and To boxes. The dates must be entered in MM/DD/YY format or they can 
be selected by clicking on the Calendar  button. 

• Select the schools to be included in the report by checking the boxes in the School 
Selection section. To check or uncheck all of the schools, click on the 
Uncheck/Check All  buttons. 
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Figure 5.73 – Health Incident Summary Report 
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HLT607 – Health Incident Comparison Report 
 
The Health Incident Comparison Report summary report provides a bar graph comparison 
of the number of incidents at the schools checked in the Options section.  
 
This report can be customized using the following options: 
 

 
Figure 5.74 – Health incident Comparison Report Interface 

• Select the range of dates for the incidents to be included from the Report Dates 
From and To boxes. The dates must be entered in MM/DD/YY format or they can 
be selected by clicking on the Calendar  button. 

• Select the schools to be included in the report by checking the boxes in the Options 
section. To check or uncheck all of the schools, click on the Uncheck/Check All 

 buttons. 
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Figure 5.75 – Health incident Comparison Report 
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HLT609 – 6th Grade Immunization Report 
 
The 6th Grade Immunization Report provides a summary of the immunization information for 
6th graders at the school(s) selected.  
 
This report requires the Grade field be filled in before the report will run. This report can be 
further customized with the following options: 
 

 
Figure 5.76 – 6th Grade Immunization Report Interface 

• Select the date in the As Of Date field to show the status of the immunizations as of 
that date. The date must be entered in MM/DD/YY format or it can be selected by 
clicking on the Calendar  button. 

• Select the date in the As Of Date for Students Under Age 11 field to show the 
status of the immunizations for students who are younger than 11 as of that date. 
The date must be entered in MM/DD/YY format or it can be selected by clicking on 
the Calendar  button. 

• To display the person who should be contacted, enter their information in the 
Contact Person field. This information will display on the report. 

• Select the grade of the students to summarize from the Grade drop-down list. 
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Figure 5.77 – 6th Grade Immunization Report 
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HLT610 – 10th Grade Immunization Report 
 
The 10th Grade Immunization Report provides a summary of the immunization information 
for 10th graders at the school(s) selected.  
 
This report can be customized using the following options: 
 

 
Figure 5.78 – 10th Grade Immunization Report Interface 

• Select the date in the As Of box to show the state of the immunizations as of that 
date. The date must be entered in MM/DD/YY format or it can be selected by 
clicking on the Calendar  button. 

• To display the person who should be contacted, enter their information in the 
Contact Person field. This information will display on the report. 

• Select the grade of the students to summarize from the Grade drop-down list. 
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Figure 5.79 – 10th Grade Immunization Report 
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HLT611 – Student Medication Refill 
 
The Student Medication Refill lists the students that will need a refill of their medication 
shortly. The report includes the student’s name, Perm ID and the date of last dosage. 
 
This report can be customized using the following options: 
 

 
Figure 5.80 – Student Medication Refill Report Interface 

• Enter the minimum number of Remaining Units to include on the report to filter by 
this number. 

• To filter by the date on which the student will run out of their medication, enter the 
date in the Run Out By box. The date must be entered in MM/DD/YY format or it 
can be selected by clicking on the Calendar  button. 

• The students to be included in the report can be selected by filtering on the Grade. 
For example, if grade 10-12 is selected the report prints an individual report for each 
student in grades 10-12. 
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Figure 5.81 – Student Medication Refill Report 
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HLT612 – Medication Disbursement Summary by Grade 
 
The Medication Disbursement Summary by Grade report summarizes the number of 
medications given to students by type of medication, gender, grade and overall. 
 
This report can be customized using the following options: 
 

 
Figure 5.82 – Medication Disbursement Summary by Grade Report Interface 

• The students to be included in the report can be selected by filtering on the Grade. 
For example, if grade 10 & 12 is selected the report includes each student in grades 
10 & 12. 

• The types of medications included on the report can be selected by checking the 
boxes in the Medication section. To check or uncheck all of the medications, click 
on the Uncheck/Check All  buttons. 

• Select the date range for the summary by entering the Start Date and End Date. 
The dates must be entered in MM/DD/YY format or they can be selected by clicking 
on the Calendar  button. 
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Figure 5.83 – Medication Disbursement Summary by Grade Report 
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HLT613 – Medication Disbursement Summary by Ethnic Code 
 
The Medication Disbursement Summary by Ethnic Code report summarizes the number of 
medications given to students by type of medication, ethnic code, gender, and overall. 
 
This report can be customized using the following options: 
 

 
Figure 5.84 – Medication Disbursement Summary by Ethnic Code Report Interface 

• Select the ethnic codes to be included in the report by checking the boxes in the 
Ethnic Code section. To check or uncheck all of the ethnicities, click on the 
Uncheck/Check All  buttons. 

• The types of medications included on the report can be selected by checking the 
boxes in the Medication section. To check or uncheck all of the medications, click 
on the Uncheck/Check All  buttons. 

• Select the date range for the summary by entering the Start Date and End Date. 
The dates must be entered in MM/DD/YY format or they can be selected by clicking 
on the Calendar  button. 
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Figure 5.85 – Medication Disbursement Summary by Ethnic Code Report 
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HLT614 – Hearing Screening Program Report 
 
The Hearing and Screening Program Report provides a summary count of the students by 
grade and the status of their screening. 
 
This report can be customized using the following options: 
 

 
Figure 5.86 – Hearing Screening Program Report Interface 

• Select the date in the As Of box to show the status of the screenings as of that 
date. The date must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. 

• Enter the Screening Performed By, Report Completed By, and Title to fill-in this 
information on the report. 

• Check the Screener(s) Attach Copy of Hearing Certificate box if the screener(s) 
will be attaching a copy of the hearing certificate to the report. 

• Enter the Equipment Calibration Date in MM/DD/YY format or it can be selected 
by clicking on the Calendar  button. If ADHS Equipment Was Used, check the 
box. 

• Enter the Audiologist’s Phone Number to show on the report. Check the 
Audiologist-Fill In License # box if the license number is not available, or enter the 
number in the Audiologist’s License # box. 

• Select the grades where the Audiometer, Tympanometer, and OAE were used 
from the boxes provided. 

• Choose the Reason Codes that do not count as screened. To check or uncheck all 
of the reason codes, click on the Uncheck/Check All  buttons. 
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• Choose the Reason Codes that count as failed. To check or uncheck all of the 
reason codes, click on the Uncheck/Check All  buttons. 

To view a description of the totals shown on the report: 

1. Click on the Maximize button in the Summary Totals Description section at the 
bottom of the report interface. 

 
Figure 5.87 – Showing the Summary Totals Description 

2. A description of each total in the report is listed 

 
Figure 5.88 – Summary Totals Description 
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Figure 5.89 – Hearing Screening Program Report 
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HLT615 – Vision Screening 
 
The Vision Screening Program Report provides a count of the students who have either 
passed or failed all vision tests given and what is left to be completed in the comments 
section. 
 
This report can be customized using the following options: 
 

 
Figure 5.90 – Vision Screening Report Interface 

• Select the date in the As Of box to show the status of the vision screenings as of 
that date. The date must be entered in MM/DD/YY format or they can be selected by 
clicking on the Calendar  button. 

• Enter the Phone # to be contacted regarding the vision screening, as it should be 
printed on the report. 
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Figure 5.91 – Vision Screening Report 
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HLT618 – Oral Health Assessment and Waiver Report 
 
The Oral Health Assessment and Waiver Report provides a count of the students who have 
either passed or failed all dental tests given and what is left to be completed in the 
comments section. It produces both a PDF report with the totals, and a log that list each 
student and their status. 
 
This report can be customized using the following options: 
 

 
Figure 5.92 – Oral Health Assessment and Waiver Report Interface 

• The Kindergarten Grade and the First Grade must be selected for the report to be 
printed. 

 

  

Caution:  For the HLT618 report to work correctly, the Treatment 
Urgency and Dental Assessment tables must be setup with the 
following values, as outlined in the Synergy SIS – Health Administrator 
Guide on page 48-49. 
 
Treatment Urgency 

Code Description Alt Code 3 
0 No obvious problem 1 
1 Early dental care recommended 2 
2 Urgent care needed 3 

 
Dental Assessment 

Code Description Alt Code 3 
0 Lack of access to insurance 2 
1 Financial burden 1 
2 Parental consent 3 
3 Form not returned 4 
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Figure 5.93 – Oral Health Assessment and Waiver Report 

 
 

 
Figure 5.94 – Oral Health Assessment and Waiver Log 
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