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APPENDIX C:
BETTER HOSPITAL FOOD PATIENT SATISFACTION SURVEY DATABASE user guide


INTRODUCTION

This User Guide provides comprehensive information on the BHF Patient Satisfaction Survey Database from installing the Database to running and printing reports.

Please note: The Patient Satisfaction Survey Database will only run on a computer with Access 97 or Access 2000 already installed. 




how to use this guide

To install the database go to SECTION ONE: INSTALLING THE DATABASE and follow the Step by Step Guide

To Learn how to use the database go to SECTION TWO: STEP BY STEP GUIDE FOR THE FIRST TIME USER

For further information about the Database from ‘Viewing completed Patient Survey Records’, to ‘Saving Report Criteria’ go to SECTION THREE: FURTHER INFORMATION



CONTENTS
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SECTION 1:
Installing the Database


This guide will take you through this process step by step.



PROCESS


There are four aspects to the process of installing the Database:

1. Creating a folder

2. Installing the Database

3. Creating a short cut

4. Opening the Database



PREPARATION


1. Switch on your computer. 

2. Wait until the Microsoft desk top appears

3.  Click on the ‘My Computer’ icon [See Figure 1.1]
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The ‘My Computer’ icon



Figure 1.1: A typical Microsoft Desk Top








STEP ONE Creating a Folder
4. The ‘My Computer’ folder should now be visible in the middle of the screen containing a list of drives. Click on ‘Drive_C’ (C:) [Figure 1.2]
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Figure 1.2: A typical ‘My Computer’ folder


The list of drives


5. The ‘C: Drive’ should now be visible in the middle of the screen. Click on ‘File’ and then move the cursor over ‘new’ which will bring up a new list. Click on ‘Folder’. [See figure 1.3]
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The ‘File’ button.


Figure 1.3: A typical C:Drive folder with the File list open and the cursor over ‘New’




6. A new folder should now have appeared in the C:Drive, with it’s name highlighted in dark blue and the cursor flashing. Type ‘BHF Database’ and then press return. [See figure 1.4]

7. Now minimise the ‘C:Drive’ screen by clicking on the minimise button on the top left hand corner of the window. [See figure 1.4] 



STEP ONE Creating a Folder
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The Close Button



[image: image9.png]


 

The Minimise Button
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The ‘New Folder’ Icon


Figure 1.4: The C:Drive with a New Folder



STEP TW0 Installing the Database


8. The DeskTop should now be fully visible on the screen. 

9. Go to the Better Hospital Food Website at www.betterhospitalfood.com and login to Hospitals Only.

10. Once logged on, go to the PATIENT CATERING SATISFACTION QUESTIONNAIRE section and click on the link after “You can find out more on the”. 

11. Save the downloaded database into the BHF Database folder. 




12. When the download is complete,The BHF Database folder should now look similar to figure 6. 
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Figure 1.6: The BHF Database folder



STEP THREE CREATING A SHORT CUT


13. Move the cursor over the BHFSurIn icon and click the button on the right hand side of the mouse. An option list will appear. Click on ‘Create Shortcut’. 

14. A ‘Short cut to BHFSurIn’ icon should appear. Move the cursor over the shortcut icon and click the button on the right-hand side of the mouse. 



STEP THREE Creating a Short Cut


15. On the options list that appears, click on ‘copy’. Now close the BHF Database folder window and, if necessary, close the ‘A Drive’ window, by clicking on the cross at the top right hand side of the window. [See figure 1.4]

16. The Desk top should now be visible. Move the cursor to an empty space on the desk top and then click the button on the right hand side of the mouse.

17. On the list that appears, click on ‘paste’. The ‘Short cut to BHFSurIn’ icon should now be visible on the desk top. 



step four Opening the Database


18.  To open the database, double click on the ‘Short cut to BHF SurIn’ icon on the desk top. 

19. When the database has opened, the Main Menu should be visible in the middle of the screen. 




You have now completed installation of the database.

If you wish to leave the database, click on the ‘EXIT DATABASE’ button.

If you want to continue with the Step by Step guide and find out how to use the database, go to:

 section 2: Step by Step Guide for the first 



TIME USER 
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SECTION 2:
STEP BY STEP GUIDE FOR THE FIRST TIME USER


This Guide will take you through the process of inputting and analysing Patient Catering Surveys step by step. 


There are four aspects to the process of inputting and analysing patient surveys:

1. Entering Ward Groups

2. Entering Wards

3. Entering Patient Surveys

4.  Running Reports   



PROCESS





PREPARATION


 Before you start inputting surveys: 

1. Go through the completed surveys making a note of the wards 

2. Group those wards together under a ‘Ward Group’ name. For example a Labour and Post-Natal Ward could be grouped together as ‘MATERNITY’.

Why this needs to be done will become clear once you begin inputting surveys and running the reports


STEP ONE 

Entering Ward Groups
 
1. Open the Database (see Section Two if you require guidance on this) The Main Menu should now be visible in the middle of the screen. Click on the ‘Enter Ward Groups’ button. [See figure 2.1]
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Figure 2.1: The Main Menu

STEP 1

Entering Ward Groups
2. The Ward Group Entry Form should now be visible in the middle of the screen. Follow the instructions on the screen by entering a Ward Group and then clicking on the ‘SAVE WARD GROUP NAME BUTTON.’ To add further Ward Groups, click on ‘ENTER ANOTHER WARD GROUP’ and repeat the process of entering a Ward Group. [See figure 2.2]

NOTE: Each Ward Group name must be unique. For example, if you have already inputted ‘Maternity’ as a Ward Group, the Database will not allow you to add it a second time. 

3. When you have finished entering Ward Groups, click on the ‘EXIT TO MAIN MENU BUTTON’. 
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Figure 2.2: The Ward Group Entry Screen



STEP 2

Entering Wards


4. The Main Menu should now be visible in the middle of the screen. Click on the ‘Enter Wards’ button. 

5. The Ward Entry Form should now be visible in the middle of the screen. Follow the instructions on the screen by entering a Ward Name and then choosing a Ward Group by either typing it or clicking on the downward arrow and choosing from the list. (If a particular Ward Group is not visible, return to Step One to enter it). [See figure 2.3 on page 8]

6. Click on the ‘SAVE WARD NAME’ button. If you want to add further wards, click on the ‘ENTER ANOTHER NEW WARD’ button and repeat the process described in point 5. 

7. When you have finished inputting wards, click on the ‘EXIT TO MAIN  MENU’ button



STEP 2

Entering Wards
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Figure 2.3: The Ward Entry Form



STEP 3

Entering Surveys


8. The Main Menu should now be visible in the middle of the screen. Click on the ‘ENTER SURVEYS’ button. 

9. The Survey Input Form should now be visible in the middle of the screen. [See figure 2.4 on page 10] You will notice that the format follows the same sequence as the Patient Survey. In the first section of the form, follow these guidelines:





1. Use the TAB key (above CAPS LOCK on the Left-hand side of the keyboard) to move between each answer field. This is much quicker than using the mouse. 

2. Ward Name: To input the ward either start typing it or click on the downward arrow to choose a ward from the list. The former method is the fastest. (If the ward required does not appear on the list, click on the ‘EXIT TO MAIN MENU’ button and repeat STEP 2 on page 6)

3. Month: Enter the month by using a MM/YY format. For example, if the month is February 2004, type 02/04.

4. Gender: Type ‘F’ for Female, ‘M’ for Male and ‘U’ if the gender was not indicated on the Patient Survey.

5. Year of Birth: Where this has not been specified, type in 0000 (four zeros).

6. Days in hospital: Where this has not been specified, type 0 (zero). If the number is more than 10, type in 10+.  

NOTE: The database is defaulted to contain day numbers from 1-10. If you wish to learn how to add further day numbers, go to Section 3: Part 5 of this Guide, titled ‘VIEWING LISTS OF WARDS AND WARD GROUP AND ADDING  DAY NUMBERS’



10. You must enter an answer for each question. When you have completed this section, press the TAB Key twice to move to the Question 




11. The Cursor should now be in Q1’s answer field. In this section                 of the form follow these guidelines:



1. Use the TAB key (above CAPS LOCK on the Left-hand side of the keyboard) to move between each answer field. This is much quicker than using the mouse

2. You must input an answer for every question. Do not leave any blanks. If a patient has left a question blank, type ‘U’. 

3. For the Yes/No Questions (numbered 1-17), type:




‘Y’ for Yes

‘N’ for No

‘U’ for N/A or questions that have not been answered.





4. For the Excellent to Very Poor Questions (numbered 18-21), type:




‘E’ for Excellent

‘G’ for Good

‘A’ for Acceptable

‘P’ for Poor

‘V’ for Very Poor 

‘U’ for N/A or questions that have not been answered.





5. Where a Patient has ticked between two responses, enter the lowest response. For example, if a Patient has ticked between Excellent and Good, input ‘G’ for Good. 




11. When you have completed this section, and the cursor is in  Q21’s answer field, hold the ctrl key down (on the bottom left-hand side of the keyboard) and press the TAB key to move to the next section of the form. This is much quicker than clicking on the ‘GO TO COMMENTS’ button. 

13.The cursor should now be in the Comments Box. Enter any 

     comments that the Patient has made (or leave blank if there

     are no comments).

14.Write the record number (in red at the top-left of the screen)  

     into the ‘For office use only’ box on the top left-hand corner o

     the Patient Survey. This is to provide an audit trail.

15.Make sure that the cursor is still in the Comments box and then

    press the TAB key twice to save the record and move to 

    a new form ready to input the next survey.

13. Repeat points 9-15 until you have inputted all the patient

     surveys. Then click on the ‘EXIT TO MAIN MENU’ button to 

     return to the Main Menu.

STEP 3

Entering Surveys
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Figure 2.4: The Survey Entry Form 



STEP 4

Running Reports

14. The Main Menu should now be visible in the middle of the screen. Click on the ‘CREATE VIEW AND PRINT REPORTS’ button. 

15. The Report Selection Form should now be visible in the middle of the screen. [See figure 2.5 below]
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Figure 2.5: The report selection form




16. To create a report, you must select the criteria for the records on which the report will be based. On each of the criteria, click on the downward arrow and select an option from the list.

Use the following guidelines to help you:




1) CHOOSE QUESTIONS



ALL QUESTIONS:
A Report including results for each question (Q1-17).

STEP 4

Running Reports
select question y/n:
A Report including results for questions with a Yes/No answer. (Q1-15)


select question e/p:
A Report including results for questions with an Excellent to Very Poor Answer (Q16-17).


comments
A report including patient’s comments


If you click on SELECT QUESTION Y/N or SELECT QUESTION E/P, you must specify which questions you wish to include. In the Question Selection Box, use the mouse to either click on a question OR  hold the Ctrl key down and use the mouse to click on consecutive questions  OR, to specify all of that type of question, click on the ‘Select All’ button. 




2) INCLUDE SUM OF RESULTS?

Whether the records in a report are aggregated can be specified by choosing either ‘INCLUDE SUMS OF RESULTS’, ‘WITHOUT SUM OF RESULTS’; or ‘SUM OF RESULTS ONLY’. 




3) CHOOSE WARD/WARD GROUPS:

The report can be based on the results from one Ward Group or Ward, or you can make a comparison between many Ward Groups or Wards by choosing one of the following:

ALL WARDS

ALL WARD GROUPS

SELECT WARD

SELECT WARD GROUP

If you choose ‘Select Ward’ or ‘Ward Group’, you must specify which Wards or Ward Groups you wish to include. In the Wards/Groups Box, use the mouse to highlight the Ward or Ward Group that you wish to include. If you wish to specify more than one Ward or Ward Group, hold the Ctrl key down and use the mouse to click on the Wards or Ward Groups that you wish to include.



4) DEFINE TIME PERIOD:

to select the time period of the records enter the beginning month in the left-hand box and the end date in the box on the right. For example to include records between March and April 2002, the period selection would like like this:
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To include only March 2002 records, type 03/02 in both boxes.

Up to four time periods can be specified in a report 



STEP 4

Running Reports
5) CHOOSE GENDER

The following gender criteria can be specified:

Men and Women

Men

Women



6) define LENGTH OF STAY

To limit the report to patients who have stayed in hospital for over a certain number of days, indicate the number in the ‘Over…Days’ box. To limit a report to patients who have stayed in hospital for between a number of days (eg. Between 1 and 5 days) indicate the numbers in the ‘Between…And…Days’ boxes. If you wish to include patients who have stayed in hospital for any length of time, leave this field blank.

 


7) only include if year of birth LATER THAN:

To limit a report to patients who were born after a certain year e.g. 1970, then type in the year in the ‘Later than’ box. To limit a report to patients who were born between certain years (eg. Between 1900 and 1935), type in the years in the Between…And…’ boxes.  If you wish to include patients of any age, leave this field blank. 




8) choose report type:

you can specify whether the results of the report will be displayed in a

FIGURES

CHART, or 

FIGURES AND CHART format

(For a Comments report, keep the field as ‘FIGURES’)



17. when you have specified the criteria for the report, click on either the ‘RUN REPORT’ button or the ‘EXCEL’ button and wait for the report to run. (Depending on the size of the report, this can be a lengthy process – be patient!)

RUN REPORT: This option will allow you to view comments, figures and charts in a report format.

EXCEL: This option will allow you to view figures only in an excel spreadsheet where the data can then be used to create graphs and charts using the full capabilities of the Excel Programme. 




RUNNING REPORTS CAUTION

1. WHEN RUNNING REPORTS DO NOT USE PROGRAMS OTHER THAN THE DATABASE ON THE COMPUTER. USING OTHER PROGRAMS WHILE THE DATABASE IS RUNNING COULD CAUSE THE DATABASE TO BECOME UNSTABLE OR CRASH. 
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Figure 2.6: An example report



STEP 4

Running Reports
18. When the report has appeared in the middle of the screen, use the navigation buttons to move between each page and the scroll bars to view different parts of the page. 

NOTE: When an All Questions report is run, two windows will open,  one with the Yes No questions section of the report and one with the Excellent to Very Poor questions section of the report. Do not close these reports before you have viewed both of the report windows. Closing an All Questions report window before viewing both windows could cause the report to not run properly. 

19. To print out the report, click on the ‘PRINT’ button. To export a comments report into Word (so that they can be edited for presentations/reports) click on the export to word button.

     When you have finished with the report, click on ‘close’. [See  

     figure 2.6]

20. The Report Selection screen should now be in the middle of the screen. To create another report, simply change the criteria and then press ‘RUN REPORT’. When you have finished creating and printing reports, click on ‘EXIT TO MAIN MENU’




21. The Main Menu should now be visible in the middle of the screen. Click on ‘Exit Database’.


if you have followed this Step by Step by Guide you should now be able to use the database to enter Patient Surveys and Create and Print Reports.

Whilst using the database on a daily basis, click on the INSTRUCTIONS buttons (placed throughout the database) for guidance. 

To learn more about the Database from ‘Viewing completed Patient Survey Records’ to ‘Saving Report Criteria’, proceed to 

Section 3: Further Information
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SECTION 3:
Further Information


If you have followed the step by step guides in Sections 1 and 2, you should now have installed the database and be able to input patient surveys and create and print reports.

This section provides further information that will help you to get the most out of the BHF Patient Satisfaction Survey Database.

This section has four headings

1. More about inputting and viewing patient surveys

2. More about reports

3. Maintaining the Database

4. Error Messages
5. VIEWING LISTS OF WARDS AND WARD GROUPS AND ADDING DAY NUMBERS 


1. MORE ABOUT INPUTTING AND VIEWING PATIENT SURVEYS


1. Moving back to a field

2. Deleting an answer

3. Viewing Patient Survey records

4. DELETING AN INCOMPLETE RECORD
5. WHEN I MOVE TO A NEW RECORD I CANNOT SEE THE

     FIELDS AT THE TOP OF THE FORM
1. Moving back to a field:

In the Survey Entry form, the fastest way to move forward between each answer field is to use the TAB key (above CAPS LOCK on the left-hand side of the keyboard). To move backwards through each answer field, press the shift key down (below the CAPS LOCK on the left-hand side of the keyboard) and then press TAB. 

2. Deleting an answer:

If you have inputted the wrong data into an answer field, you can either press the delete key on the keyboard or, if the answer field has a downward arrow, choose another option from the downward arrow list. 




3. Vewing patient records

If you wish to view patient surveys that have already been inputted, in the Main Menu, click on the ‘VIEW PREVIOUSLY INPUTTED SURVEYS’ button. 

The input entry form will then open displaying the first Patient Survey Record that has been inputted into the database. 

To find a specific record, check the number in the ‘For Office Use Only’ box on the patient survey, and then use the navigation bar to move through the database (see figure 3.1)
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  The navigation bar. Click on the forward and back buttons to move between records. 


Figure 3.1: The survey form with the navigation bar


Edit the record by clicking in the appropriate field, deleting the current data and then adding new data. 

4. DELETING AN INCOMPLETE RECORD:

If you have started a record and have inputted only the ward, month gender and year of birth, you can delete the record by pressing ‘Exit to Main Menu’. A message box will appear detailing which field contains a null value. Click on OK. A second message will then appear titled ‘You can’t save this record at this time’.  Click on OK again. 

If you have already got as far as entering the number of days in hospital or question responses, you will have to delete the whole record. To do this click on the delete record form on the toolbar [see figure 3.1]. 

A message box will appear titled ‘You are about to delete 1 record’. Click ‘Yes’ to complete the deletion and ‘No’ to cancel.




To delete an old patient record, check the note of the record’s number (in the ‘For Office Use Only’ box on the patient survey). Then, in the Main Menu, click on ‘View previously inputted surveys’. When the Survey form appears, use the navigation bar to find the specific survey, then click on the delete record button on the toolbar. [See figure 3.2]
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 the delete record button


Figure 3.2: Survey Form with delete record button displayed




5 WHEN I MOVE TO A NEW RECORD I CANNOT SEE THE FIELDS AT THE TOP OF THE FORM

This is because the cursor is in one of the fields towards the bottom of the screen. Use the scroll bar on the right-hand side of the form to move to the top of the form and then click into the ID Number field. Then use the navigation bar to move to a new field. 



2. MORE ABOUT REPORTS




1. SAVING REPORT CRITERIA

2. LOADING A SAVED REPORT 

3. IF I HAVE PREVIOUSLY CREATED A REPORT BUT HAVE 

     SINCE ADDED RECORDS, WILL THE REPORT NOW INCLUDE 

    THE NEW DATA?



1. SAVING REPORT CRITERIA 

If you want to run a specific report on a regular basis, you can Save the report criteria so that you do not have to enter the same criteria multiple times.

To save report criteria, go into the Report Selection Form and then select the criteria as normal. Then click on the ‘SAVE CRITERIA’ button. The SAVED CRITERIA form will open. To save the criteria click on ‘New’. The Enter Report Criteria form will open. Enter a suitable name for the report and then click on ‘OK’.
  


2. LOADING A SAVED REPORT 

If you want to run a report with a saved criteria, go into the Report Selection Form and then click on the ‘LOAD CRITERIA’ button. Click on the saved report criteria that you require. Then run the report as normal. 




3. IF I HAVE PREVIOUSLY CREATED A REPORT BUT HAVE SINCE ADDED RECORDS, WILL THE REPORT NOW INCLUDE THE NEW DATA?

When you create a report, it automatically includes all the records that fit the specified criteria. If new records have been added since the last time the report was run, and they fit the criteria, these records will be included in the report.   



3. MAINTAINING THE DATABASE




If you use the database to print reports on a regular basis and if you have a large number of patient surveys stored in the database, then it’s performance could gradually be impaired as the database becomes fragmented. 

To prevent this from happening, every few months, the Database should be compacted. 

To do this follow these steps.
1. Open the Database.

2. The Main Menu should be visible in the middle of the screen.

3. Click on the ‘Main Menu:Form’ bar at the top of Main Menu and move the Main Menu window down the screen so that the Microsoft menu bar is visible.

4. Click on the Tools button in the Menu Bar.

5. Point to Database Utilities and then click on Compact Database.

6. When the database has finished compacting, the database 

     can be used as normal. [see figure 3.3 on page 19]
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The Tools button on the Menu Bar

 The ‘Main Menu: Form’ bar


Figure 3.3 The Main Menu with the tools button on the menu bar and the Main Menu: Form bar indicated



4. ERROR MESSAGES




Here is a list of common errors with tips on how to handle them.

1. The text you entered isn’t an item in the list

2. The field…..can’t contain a null value…..

3. You can’t save this record at this time

4. The value you entered isn’t appropriate for the input mask…

5.   No record selected for report


1. THE TEXT YOU ENTERED ISN’T AN ITEM IN THE LIST 
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Where there are drop down boxes in a field (like in the Ward/name field on the Input Survey form), you must type or choose one of the options from the list. Click on ‘OK’




2. THE FIELD……CAN’T CONTAIN A NULL VALUE….
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When you are inputting data, you must make sure that something has been entered in every field. Click on ‘OK’ and fill in any blank fields.




3. YOU CAN’T SAVE THIS RECORD AT THIS TIME
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This error appears when you have tried to close a form with an incomplete record. If you want to close the form click on ‘Yes’ The incomplete record will be deleted. 




4. The value you entered isn’t appropriate for the input mask…




[image: image33.png][Microsoft Access:

The value you entered st appropriate for the input mask ‘00/00
specfied for this e





With certain fields such as the Month field, data has to be entered in a specific way. Click on ‘OK’ then re-enter the data in the way that is specified. Eg. mm/yy for the Month field




4. NO RECORD SELECTED FOR REPORT
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If you are creating a report and this message appears it is because there are no records for the criteria that you have specified. Click on ‘OK’ and change the criteria.



5. VIEWING LISTS OF WARDS AND WARD GROUPS AND ADDING DAY NUMBERS 




Important note: wards, ward groups and days cannot be edited or deleted from the database. Editing or deleting this information adversely affects the reporting of records previously entered into the database. It can also prevent the reports from being run. 

To view lists of wards, ward groups or days from the Main Menu, click on the ‘Advanced Menu’ and then click on the appropriate button (Day Number Listings, Ward Listings, Ward Group Listings). To find out how to view these fields, see the appropriate heading below. 

1. Add and View Day Numbers

2. View Wards 

3. View Ward Groups


1. ADD AND VIEW DAY NUMBERS 

From the Advanced Menu click on ‘DAY NUMBER LISTINGS’.

Use the scroll bars to view Day Numbers down the list or use the navigation bar to move between each Day Number record. To add a new Day Number, click on the ‘new record button’ on the navigation bar. 

When you have finished viewing or adding Day Numbers, click on ‘Close’ to return to the Advanced Menu. 




2. VIEW WARDS 

From the Advanced Menu click on ‘WARD LISTINGS’. 

Use the scroll bars to view Wards down the list or use the navigation bar to move between each Ward record. 

When you have finished viewing or adding Wards, click on ‘Close’ to return to the Advanced Menu. 




3. VIEW WARD GROUPS

From the Advanced Menu click on ‘WARD GROUP LISTINGS’.

Use the scroll bars to view Ward Groups down the list or use the navigation bar to between each Ward Group record.

When you have finished viewing or adding Ward Groups, click on ‘Close’ to return to the Advanced Menu. 




Question Selection and Wards/Groups Boxes
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Export to Word
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