2008-2009 New User’s Guide

Nurse Web-Log

Thi s us Bdesigsed fgruew dsers of the Nurse web-log. Please use this information to help you
during your initial usage of the log. This guide should help you accomplish the following tasks:

How to login (username and password)
How to find your school site

How to access a new log

How to complete and save a log

How to edit a log

AN S

Other information

1. How to login
e Tologon to the site, go to the following URL:
https://psweb.etr.org/sfusd/login/splash.cfm

e |tis helpful to create a bookmark of the URL on your computer for easy reference to the site.
e The first time you login you will have the following username and password:

Username: First Name
Password: Last Name

Welcome to the SFUSD Reporting Website

Please Sign In

Usernara:

Pagsword

If you are having technical problems contact
“anessa Lee at (331-435-4060) vanessal@etr.org
or Greg Thrush gregtidetr. org
\F
L. ETR
SFFUSD o

Copyright @ 2008 ETR Associates

e After you have logged into the site, the system will ask you to choose a new login name and
password. Your login must be different than your first name, and your password must be
different than your last name. You will also be asked to answer a question of your choosing—
this question will be used for the system to identify you if you should ever forget your login or
password.
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https://psweb.etr.org/sfusd/login/splash.cfm

2. How to find your school site

After logging in you will notice several items on your screen. On the left navigation bar you will
notice the following key items:

. H o nwéll'take you to the main page if you get lost and want to start back at the main page.
e Information regarding your account can be foundbyc | i cki ng t he “Your | nfo”
e The“ dgout” link can be used to end your session. You can view all the Nurse logs that you

have previously created foras ¢ h o o | by iewAlwoligisrig!lti m&. “ V

To find your school site, look to the navigation bar on the left. There you will see the name(s) of
your school site(s). Here you will choose the school for which you would like to create a log. Please
verify that the school sites that appear in the left navigation bar. If your school site is not correct,
please contact Terry Vargas by email (vargast@sfusd.edu) to have the information modified.

Y4 Welcome to the SHPD Data Website
- . Today is Tuesday Septernber 9, 2008
SIUSD

Home | Your Info | Logout

Nurse
Alvarado -
Sep 2008 -
Aug 2003 -
Wiew All Logs
Help

This website is for San Francisco Unified School District personnel who contribute data to SHPD.

Currently, the site supports B projects.

Longfellow -
Sep 2008 - ® ExCEL After Schoal Programs
Aug 2008 — ® HA HST HPC Activity - Event Log
Wiew All Logs

Help ® | earning Support Prafessional (LSP) Monthly Log
® hiddle Schoal Mentaring Project
® PMurse Professional Monthly Log

® Tobacco Youth Outreach Coardinator {TYOC) Activity Log
Projects and sites assigned to you are listed in the left panel. Please use only the correct site assignment to log data. If the listin
please contact the project coordinatar and s/he will add your new site. The help link at left gives the project coordinator's name an

Tips for using this site well:

B Have only one website browser window open at a time. It's easy to forget and open maore than ane. More than one window o
®m [fyou get a message saying that youve previously logged in, make sure to close ather browserwindows that may still be opd

m |f after entering data, you are going to do some other task for a while, make sure your data is saved, end your session using
the browser window.
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3. How to access a new log
On 14" of every month, a new log will be available for you to enter information. For example, your
October 2008 log will be available on October 14™. Simply click on a month under a school name to
open a log (in the left navigation pane). Please note that you can also click on a log for a previous
month to update existing information.

Nursing Professional Monthly Log
Alvarado - August 2008

Nurse

Alvarado - Save Log |
sSep 2008 - Coverage | Direct Student Support Services | Student Groups | Teacher Consultation | Schookwide
Aug 2008 - Presentations | Meetings, Admin & Other | Feedback Save/Print (FDF)
Wiewe All Logs i i i i i _
Help 1s: This log has several sections. To move to a section easily, use the index above. Use the Save Log button above often and especiallf
that all data is saved. Use the Save/Print (FDF) link above to keep a copy of your log.
Longfellow - ) . . e
5 expecting numbers will not allow you to enter non-numeric entries like ™WAA or o
Sep 2008 - quired items are marked with an ™.
Aug 2008 -

Wiew All Logy

Coverage

How many days did you work at Alvarade during August 20087 *

4. How to complete and save a log

e This log is divided into the following color coded sections:

0 Coverage

Direct Student Support Services
Student Groups, Teacher Consultation
School-Wide Interventions, Presentations
Meeting, Admin & Other Activities
Program Successes & Highlights
Feedback About this Log
If you are a Nurse at a Safe Passages school, you will also have a Safe Passages and
Substance Abuse Outreach Coordinators section

O O O 0O o0 O o

e There are 8 questions that you are required to answer monthly. These are marked with an
asterisk. If you do not answer these questions, your log will be saved in the system as
incomplete. If you save your log without answering one or more of the 8 required
questions, the question/s will appear in red, and a note will appear prompting you to
complete your log.

e You can enter your answers into any number box or comment box on the log.
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Nursing Professional Monthly Log
Aptos - September 2008

Save Log |

Coverage | Direct Student Support Services | Student Groups | Teacher Consultation | School-wide
Fresentations | Meetings, Admin & Other | Feedback SavedPrint (PODF)

several sections. To move to a section easily, use the index above. Use the Save Log button above often
aved. Use the Save/Print (PDF) link above to keep a copy of your log.
bers will not allow you to enter non-numeric entries like ™A ar o
marked with an *.

especia

This log is incomplete because 8 required fields have not been entered.
Incomplete required fields are highlighted in red.

Coverage

w many days did you work at Aptos during September 20087 *

e  While filling out the log, you may find that you need help defining a term used in the log. If
thisisthecaseyoucanc | i ¢ k D® i b Hiwkithdt cas Be found to the right of each
section heading. A pop-up window will appear and provide you with more information.
Additionally, you can place your mouse over a question or term and a definition will appear
in a box. If the definition is long, the whole definition will not appear, so it would be best to
click on the definitions link.

Nursing Professional Monthly Log
Lick - September 2008

Sawe Log |

Coverage | Direct Student Support Services | Student Groups | Teacher Consultation | School-wide
Safe Passages | SAOC Presentations | Meetings, Admin & Other | Feedback Save/Print (POF)

saved. Use the Save/Print (FDF) link above to keep a copy of your log.
mbers will not allow you to enter non-numeric entries like ™A' or wx'
e rmarked with an *.

[ sevaral sections. To mave to a section easily, use the index above. Use the Save Log button abave often and especially at the end of yourgl

Coverage

How many days did you work at Lick during September 20082 *

Direct Student Support Services

(Such as observation, check-in, brief conversati

[Definitions)
individual s

Total number of students served this month {September 2008) *

Number of new students served this month *
(Flease indicate the number of new students, not the frequency you made contact with the
new students)

/

Of the NEW students you served
. | a

did you serve for the following
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e To skip ahead to a specific section of the log, you can click on the section headings provided
at the top of the log.

¢ Throughout your wuse of the |l og you can hit t
log to save any data that you have entered.

Nursing Professional Monthly Log
Lick - September 2008

Sawve Log |

Caoverage | Direct Student Support Services | Student Groups | Teacher Consultation | Schoolwide
Safe Passages | SAOC Presentations | Meetings, Admin & Other | Feedback Save/Print (FD

| gections. To agection easily, use the index above. Use the Save Log buttan
Use the Save/Print (FOF) link above T0 REEr a COpT o roar o

will not allow you to enter non-numeric entries like ™A or s’

d with an *.

and especially af

Coverage

How many days did you work at Lick during September 20087 *

e You can also save or print a PDF of your log. Simply clickonthe” S a v e /lifRR pravide
and a PDF view of the log will appear enabling you to save or print the PDF. To exit out of
the PDF vi ew, click on the “Return to Web Lo

Nursing Professional Monthly Log
Lick - September 2008

Save Log |

Coverage | Direct Student Support Services | Student Groups | Teacher Co
Safe Passages | SA0C Presentations | Meetings, Admin & Other | Feedbal

Nursing Professional Monthly Log
Lick - September 2008

C Return to Web Log

B[] @ @ [1nw |- (B [ -

hers will
arked

Nursing Professional Monthly Log
Lick - Sep 2008

Document created Sep 9, 2008 11:34 AM

This log is incomplete because 8 required fields have not been entered.
Incomplete required fields are highlighted in red.
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e The last question provides a text box for you to provide comments or questions about the
log; this feedback is used to help improve the log. Questions that have to do with using the
log and/or about definitions will receive quick response via email when notated in this
section of the log.

Nursing Professional Monthly Log
Lick - September 2008

Sawve Log |

Coverage | Direct Student Support Services | Student Groups | Teacher Consultation | School-wide
Safe Passages | SAOC Presentations | Meetings, Admin & Other | Feedback Save/Print (FOF)

Feedback about this Log

Please provide any feedback that would help us improve this log.

e Whenyouarefinished wi th your | og, be satthebottooofhi t t he
the screen; otherwise, the information that you enter in your log will not be saved.

5. Editing alog

You can open a current mont h’ismeybuowanttomakea | og f o
changes.

0 You can access logs for the current month in the left navigation panel.

o To access |l ogs for previous months, click

left navigation panel. Choose the month that you would like to edit, make your
changes, and save.

6. Other Information
e Logs are due by the first Friday of the following month! (i.e. Sept. log is due Friday, Oct. 3). If
your log is overdue, you will receive an email from your manager reminding you to submit it
as soon as possible.
e Don’ t thhtowmo Dadylogtools (Workbook and a weekly calendar) have been provided
for you so that you can conveniently keep track of numbers and notes on a daily basis.

Contact Lisa O’Connor at ETR Associates (lisao@etr.org) with any
guestions or problems you may encounter while accessing this log.

Thank you!
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