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Guidelines 
 

 
 
 
Guideline 1: Log In/Log Out 
To use the BlueStep™ system, you must be logged in, starting with a click on the Login  
button. The system requires a username and password, which should be given to you by the 
appropriate individual at your organization.  
 
If you login successfully, but receive a message that you are not authorized to view the site, you 
will also see one, two or three buttons  that will allow you to navigate 
to the Teams or Sites where you do have permission to view. These buttons vary, depending 
upon the products your organization has purchased. Lastly, for security reasons, it is important 
that you log out at the end of your work session. Logging out is immediate when you click on the 
Logout link  at the top of the screen. 
 

Guideline 2: Save vs. Cancel, Back or Close Buttons 
Always remember to use the Save  button when finishing a task, rather than the Back 

, Close  or Cancel  buttons. Clicking the Save button tells the program you are 
finished with that particular function and to post the results. Clicking on the cancel, back or 
close buttons ends your session on that screen without posting your work. If you wish to 
undo or not save your additions or changes, simply use the Cancel, Back or Close buttons. 
 

Guideline 3: Required Fields and Error Icon 
Some of the fields and items have a  next to them with a  near the top of the page, 
indicating that you cannot proceed to the next page until those fields are filled out. During the 
operation of any screen you may get the error icon . This indicates a problem with the data 
format or that required data has not been entered. Please check the field and any information it 
contains. Changing the data to conform to the correct parameters will allow you to proceed. 
 

Guideline 4: Delete and Edit 
The delete and edit functions are extremely valuable tools, but are easily misused. It is very rare 
that any item should actually require deletion and deleting data is strongly discouraged. In 
most cases, (such as with medications) the item should be discontinued or (in the case of former 
staff) access disabled. Before you click on the delete icon  be sure that it is actually the proper 
item and should actually be completely removed from the system.  
 
Delete functions cannot be undone. Deleting a record, form or entry will completely and 
permanently remove the deleted item and all its associated information from the system. 
This includes deleting (instead of discontinuing) current medications; the entire history of the 
medication will be permanently removed from the resident’s record.  
 
In certain cases, some deleted information can be retrieved from the database storage before it is 
overwritten. If it is to be successful, BlueStep must be notified immediately that an object has 
been deleted in error. Data restoration, when possible, takes substantial engineering time and 
applicable charges will be billed to the organization.  
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The same cautions apply when using the edit icon .  Editing in some areas can cause major, 
irreversible changes to your database, so be sure that you are editing the proper item in the 
proper way. 
 

Guideline 5: Screen Icons 
Throughout all BlueStep™ products you will see icons that perform certain functions, provide 
links or convey information. The following describes the icons and their uses. 
 

  Information – signifies a fact or condition and is not ‘clickable’ 
 Done – indicates task status is ‘Completed’ 

 On Schedule – indicates task status is ‘On Schedule with Minimal Issues’ 

 At Risk – indicates task status is ‘Schedule at Risk with Existing Issues’  

 Behind – indicates task status is ‘Behind Schedule with Significant Issues’ 

 Low Priority – indicates task priority is ‘Low’ 

 High Priority – indicates task priority is ‘High’ 

 Priority – identifies the Task Priority column  

 Folder Open – indicates that folder is open and the contents are listed below the file title 

 Folder Closed – indicated that folder is closed and the contents are hidden 

  Required – indicates that the field must be filled in before the page can be saved 

  Error – indicates that a required field has not been filled in or is filled with incorrectly 
formatted data and that the page will not save until completed or corrected 

  Cannot Delete – indicates that a person, file, record or other item cannot be deleted 

 New Permission – indicates that permission does not exist anywhere else in unit 

  Overridden Permission – indicates that default permission has been overridden 

 Default – indicates that the permission is at unit default level 
 
 

  Function – performs an operation when clicked 
  Default Reset – resets the permissions to unit default, if it has been changed 

 Slideshow – activates a slideshow of all files in a selected folder 

 Expand  – displays the contents of a folder or list 

  Collapse  – hides the contents of a folder or list 

 Expand All  - displays the contents of all folders or lists 

 Collapse All – hides the contents of all folders or lists 

 Day View – temporarily sets the calendar/schedule page to a single day 

 Week View – temporarily sets the calendar/schedule page to a week  

  Month View – temporarily sets the calendar/schedule page to a month 

 Delete/Remove – deletes/removes a file from Shared Files, a person from a screen, a 
task from a page, an issue from a list, an event from the calendar, etc. 

   Radio Button (selected and unselected) – records your on-screen choices  

   Checkbox (selected and unselected) – records your on-screen choices 

  Close – closes the window, pop-up or program, depending upon where it is used, and 
functions as a ‘Cancel’ if the work has not been saved 

 Button – all BlueStep™ system buttons appear as rounded gray bars and are labeled 
with the functions they perform 
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Guideline 6: Navigation 
BlueStep uses a triple-navigation system for most pages: the Dashboard, Main Navigation and 
Secondary navigation bars, as shown below. Additionally, there is a record navigation menu (left-
side navigation) displayed where applicable. 

 

 
 
Dashboard 
The appearance of the dashboard will change depending on your individual access. The standard 
configuration displays as below: 

 
� Greeting – includes the first name of the person currently logged in 

� My Profile – access to change your username, password, e-mail address and other 
personal information, usually including timecard 

� Logout - takes you entirely out of the system and closes your session 

� Search - performs selected searching functions throughout the current HQ 
 

  Link – opens a screen, pop-up or drop-down when clicked 

  Edit – retrieves the original input screen so that field data can be edited 

 Signature – opens a screen for addition of digital signature to document 

  Users/Members – displays a list of users or members of a selected group 

 Sub-task – opens a screen to add a sub-task to a selected task  

 Mini-calendar – opens a mini-calendar of the current month, allowing clickable selection 
of a specific day  

 Attachment – retrieves an existing attachment to a file, task or issue 

 Version – accesses the various versions of a document that is stored in Shared Files, if 
your organization has purchased Document Versioning 

  Locked, Unlocked – opens a screen on which file locking/unlocking information is 
available 

 Reorder – opens a window in which you can rearrange the order of items on a list or tree 

  Reorder File – opens a window in which you can rearrange the order of files in a folder 

  Reorder Folder – opens a window in which you can rearrange the order of folders within 
the Root Folder 

 Media Library – opens a window to display the contents of the Media Library 

 Down Arrow Button – opens a drop-down selection list and is labeled with the name of 
the list or function 
Bl St di t t th Bl St ™ t it
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The next three buttons  apply to Team™ and Connect™ functions, 
but also include your entry point to Relate™, if your organization has purchased any of these 
products. If you have not purchased them, the buttons will not be present on the dashboard. 

When you place the mouse cursor over the Tools button without clicking it (referred to as 
“mousing over”), you’ll get a drop-down list that shows the tools to which the logged-in user has 
permission to access and may include Organization Administration, Organization Chart, HQ and 
Relate. The Sites button will give you a drop-down list of the past ten sites you have visited within 
the organization during this login session. It also gives you access to a site map to help you 
navigate those sites. 

 
Main Navigation Bar 
The main navigation bar, shown below, lists modules that handle various aspects of the HQ™ 
system.  Some of these change or disappear from the bar, reflecting the level of permission you 
have been granted. 

 
 
To view the submenu items for any module, click on or mouse over (mouse 
cursor placed over the link without clicking) those titles. When you mouse over 
a title on the navigation bar, a drop-down list appears, such as the list for 
Management shown here. To access any of the items on the drop-down, 
simply click the drop-down name. 

 
Secondary Navigation Bar 
There is usually a secondary navigation bar connected with the individual modules. When you 
click on the title on the main navigation bar, any existing drop-down items appear within the 
secondary bar, as shown here below the main bar.  

 
 
For example, the secondary navigation options for Management are Active Tasks, Groups and 
Quality Control, just as they appeared in the Management drop-down. These remain in the lower 
bar until you click another title in the main navigation bar, which will replace these items with 
those from the drop-down for the new title you clicked.  

If you have clicked on a main navigation title, you will be directed to a page containing the 
secondary items. For instance, the submenu page for the secondary items in  (shown below) is 
the same as those items contained on the drop down. 
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Record Navigation Menu (Left-Hand Menu) 
Additionally, for most areas in HQ™, a record navigation menu appears to the left of the main 
screen, as seen in the example above. It allows you to access any area of the selected module 
and continues to display while you are performing actions in any of the submenu areas. This 
menu also appears on the individual and community Record Summaries, allowing you to quickly 
access, for viewing or editing, individual forms or reports containing information on that specific 
record.  

 
Guideline 7: Permissions 
Administrators make the decision as to what permission level to allow any groups or individual 
users. However, other supervisors may have additional limited authority to allow or disallow 
permissions for those on their own level or subgroups.   
 
If, as an individual, you are in need of expanded access and capabilities, please contact your 
organization’s BlueStep administrator for help. 
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HQ Home 
 

 
 
 
The first available screen in the HQ Management System is called HQ Home, as seen below. It 
contains the main navigation for all HQ modules and direct access points for the major queries 
and reports. Also available are the My Office selections and, for ease of use, a dynamic list of the 
Recent Records visited by the logged-in individual. 
 
Each of the HQ™ modules performs specific functions, which may be accessed from tabs on the 
main navigation bar or from the underlined links in each module section. Additionally, you may go 
directly to any of the functions under specific modules using the secondary navigation bar or the 
listings below each module title. For instance, under Management, the “Active Tasks | Groups | 
Quality Control” line is made up of three (3) clickable links to the three Management pages. All 
modules will display any available functions in this fashion.  
 
Depending upon your permission level, as granted by the management at your organization, you 
may see fewer than the modules displayed here. No matter what is available on your screens, 
each will operate as described in the following pages.  
 
 

 
 
 
Accessing Modules – click on the module name, such as “HR/Staff”, in either the main portion of 
the screen or the navigation bar. In most cases, the submenu screen will be displayed. 
Customized modules may retrieve other links specific to your facility.  
 
Accessing Reports/Queries/Wizards – click on the name of the item, such as “Add New 
Resident” on the main portion of the screen or on the drop-down from the navigation bar. These 
will be listed under the module name and the link will return the item selected. 
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Accessing My Office – click the My Office link from the navigation menu to the left or on the 
navigation bar. Specific areas of My Office can be accessed from the links on the navigation 
menu or on the drop-down from the navigation bar. 
 
Accessing Recent Records – click on the underlined name of the record in the Recent Records 
list. This list is dynamically created when the logged-in individual visits a record in the system. It 
will hold up to twelve (12) of the most-recently visited record links. Each logged-in user will only 
see the records they have accessed and not those of other users. 
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My Office 
 

 
 
 
My Office, as seen below, is an access point for several important processes that usually require 
review once each day or more often. 
 
 

 
 
 
 
My Office contains modules for Relationships, IntraMail and external e-mail Inbox, Tasks, Today’s 
Schedule, Issues and My Profile. These may be accessed individually by clicking the header links 
on the main page or links on the navigation menu to the left. 
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My Office – Inbox 
 
 
 
 
The My Office Inbox is an access point for both IntraMail and/or regular e-mail, as seen below. 
IntraMail is a secure mail system for electronic communication between users within the same 
organization. Since this mail does not go out onto the Web, it provides another layer of protection 
for your organization’s privileged communication and sensitive documents. Both IntraMail and 
regular e-mail require initial configuration by the Organization Administrator and the user before 
they become active. 
 

  It is important to note that IntraMail is secure, does not go through regular e-mail channels 
and, therefore, cannot be sent to addresses that are not BlueStep-hosted e-mail accounts. 
 
 

     
 
   
Creating E-mail  

1. Click the ‘Compose Secure IntraMail’ button or the ‘Compose Regular E-mail’ button.  
2. Type in the text of the message in the editor box labeled ‘Body’. 

3. To add individual recipients in the To, CC or BCC fields, click the single icon . To add a 

group of people as recipients, click the group icon .  
4. Recipients are available based upon queries within the system and the view-permission 

of the sender. If the desired individual or group is not available for selection, contact your 
Organization Administrator. 

5. Alternately, individual e-mail addresses may be typed into the fields. 
6. Click the ‘Send’ button. Alternately, click ‘Save As Draft’ to postpone completion. 

 
 
Adding Attachments 

1. Click the ‘Attachments’ link. Any file contained in the Attachments file can be selected for 
addition to the e-mail 

2. If the desired file is not shown, click the ‘Add File’ button. From the pop-up, the system 
can be browsed or the document can be scanned to the Attachment file.    
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Moving Mail   
1. Click the checkboxes associated with each e-mail that needs to be moved. 
2. To move the message(s) to a specific folder, select a folder from the drop-down. 
3. Click the ‘Move’ button. 

 
Deleting Mail 

1. Click the checkboxes associated with each e-mail that needs to be removed. 
2. Click the ‘Delete’ button.  

 
 
Accessing Mail  

1. Click on the underlined subject of the e-mail.  
2. Any attachments can be accessed by clicking the underlined name of the attachment. 
3. Also from the View Mail screen, deletions, replies and forwards can be initiated. 
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My Office – Tasks 
 
 
 
 
Tasks are created and assigned through the ‘Active Tasks’ link in the Operations Module. For 
ease of use, however, tasks assigned to individual users appear on their My Office Task List, as 
shown below. From this interface, any task can be reviewed, edited and updated.  
 

 
 
 
 
Accessing Tasks  

1. Click the underlined task name. A task pop-up will appear (see below), displaying the 
basic task information.  

2. From this pop-up, notes may be added, priority adjusted, due date moved and ‘Assigned 
To’ individuals changed.  

3. Additionally, non-compliance may be selected to report to specified individuals.  
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Updating Status  
1. Click on the ‘Task Status’ tab, 

which displays a status pop-up, 
seen at right.  

2. Click the ‘Update Status’ button 
and enter any comments, adjust 
the status through the drop-down 
box and enter a number for the 
percentage completed. 

 
                           
Adding Attachments  

1. Click the ‘Attachments’ tab. Any file contained in the Attachments file can be selected for 
addition to the task. 

2. If the desired file is not shown, click the ‘Add Attachment’ button. From the pop-up, the 
system can be browsed or the document can be scanned to the Attachment file.    

 
 
 
 
 
 
 
 



 

24 

 

 

 

My Office – Schedule 
 
 
 
 
The My Office Scheduling Calendar is a convenient place for each user to store appointment, 
event and meeting information. Events added to the HQ calendar will also be displayed on this 
view, if the specific user has been added to the event as an attendee. 
 
 

 
 
 
Viewing/Editing an Event 

1. To see information on a selected event, click the underlined name of the event. A pop-up 
will appear. When viewing is complete, click the ‘Close’ button on the pop-up. 

2. The user who originally created the event entry may also see and/or edit the event by 
clicking on the edit icon  .  

3. The user who originally created the event entry may also delete the event by clicking the 
delete icon . 

 
 
Adding a New Event 

1. Click the ‘New Event’ button at the upper right. 
2. On the New Event Screen (example shown below) type a title for the event in the Title 

field. Enter a location and select an event type, if desired. 
3. Enter any information about the meeting in the Event Details editor box.   
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4. Use the current date, type in a date or use the calendar icon  to select a date for the 
event. Enter a time of day. 

5. Verify that the Time Zone is set to the correct zone. 
6. If the event is ‘all day’ or repeats on a set schedule, make the appropriate choices. 
7. When all fields are set as desired, click the ‘Save’ button.  

 
 
Changing Views 

1. The calendar defaults to the current day. To navigate 
to past or future days, click the arrows on either side 
of the header date, as in this example. 
  
To move ahead or back by months, click one of the links or month calendars at the 
bottom of the current view. Alternately, enter a specific date in the search field and click 
the ‘Go’ button.  



 

26 

2. The calendar also defaults to the Day View. To see a full week, click the week icon  at 

the upper right. To see the full month, click on the month icon  .  
 

 
Setting Calendar Preferences 

1. At the bottom of the screen, click the ‘Calendar Preferences’ button. 
2. On the resulting page, click the Time Zone drop-down and select the applicable zone for 

your facility. 
 
 

 
 
 
3. Click the drop-down and select the desired starting view of the calendar, Day, Week or 

Month.   
4. Select starting hour and ending hour for the calendar display. If events are scheduled 

outside these default hours, the view will expand to include them. 
5. The Day View of the calendar may be set to increments of 10, 15, 20, 30 minutes or 1 

hour. Click the drop-down and select the appropriate interval. 
6. When completed, click the ‘Save’ button at the bottom of the screen. 
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My Office – My Profile 
 
 
 
 
My Office contains a link to My Profile, the same destination as reached by the ‘My Profile’ link at 
the top of the screen. From this screen, a number of important areas can be accessed and edited 
or completed.  
  
 

 
 
 
 
Updating Information 

1. Click on the form name link or the header – Name and E-mail, Online Profile or Contact 
Information. 

2. Make any appropriate entries or edits to the fields and click the ‘Save’ button. 
 
 
Clocking In and Out on the Timecard 

1. Select the ‘Timecard’ link or header and click the ‘New Entry’ button.  
2. Click the Signature checkbox and the ‘Save’ button. 
3. To clock out (for a break or for the day), click the edit icon for the current day’s entry. Do 

not click ‘New Entry’ when clocking out. 
4. Click the appropriate Signature checkbox and the ‘Save’ button. 
5. During any edit, notes or mileage may be added to the appropriate fields. 

 
 
Applying for a Digital Signature* 

1. Click the ‘Digital Signature’ link under the Special Settings section.  
2. The four-step process is outlined on the first page, as follows: 

a. Verify your name and contact information 
b. Enter a digital signature passphrase 
c. Print and complete the BlueStep Digital Signature agreement (Read, sign, 

notarize and mail the agreement to BlueStep)  
d. Upon receiving the agreement, BlueStep will activate your BlueStep Digital 

Signature account and you will be notified by e-mail  
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* Be sure to enter a secure, but easily-remembered passphrase. This passphrase cannot be 
provided if forgotten, as it is encrypted on the servers and is irretrievable. 
 
* Some facilities elect to have each individual write his/her passphrase on paper, seal in 
separate, labeled envelopes and store in the facility safe. 
 
* If a passphrase cannot be remembered or retrieved, BlueStep should be notified. The 
Digital Signature will be disabled, allowing the individual to apply for a new passphrase and 
resubmit the documentation.  
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Office - Timecard 
 

 
 
 
 
 
Clocking In on the Timecard 

1. From the Office Module or the 
My Profile link, select the 
‘Timecard’ link and click the 
‘New Entry’ button.  

2. On the Timecard page, as seen 
here, click the ‘Clock In’ 
signature checkbox. 

3. If needed, enter any comments 
or notes, then click the ‘Save’ button 
at the bottom. 

       
 
Entering Breaks on the Timecard 

1. To clock out for a break, click the edit icon for the current day’s entry. Do not click the 
‘New Entry’ button again. 

2. Click the ‘Start Break’ signature checkbox, as seen below, and the ‘Save’ button. 
3. The ‘Override’ fields are for the use of Organization Administrators and are auto-filled by 

the system. Do not change the data displayed. 
 
  

                             
 
 

4. To clock in after a break, click the edit icon for the current day’s entry. Do not click the 
‘New Entry’ button when clocking back in. 

5. Click the ‘End Break’ signature checkbox, displayed below.  
6. If needed, type in any notes or enter any mileage, then click the ‘Save’ button. 
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Clocking Out on the Timecard 

1. To clock out for the day, click the edit icon for the current day’s entry. Do not click ‘New 
Entry’ when clocking out. 

2. Click the ‘Clock Out’ signature checkbox, seen below, and the ‘Save’ button. 
3. During any edit, notes or mileage may be added to the appropriate fields. 
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Office - Helps 
 

 
 
 
HQ has two basic default helps shown on every home page, ‘BlueStep Help’ and ‘4Care 
Pharmacy Help’. These two are links to each company’s website and lead directly to the help 
pages on those sites.                                   
 
Accessing 4Care Pharmacy Online Help* 

1. From the HQ Home page, click the ‘4Care Pharmacy Help’ link in the Office module. 
2. The 4Care website, as seen below, will appear.  

 
       

 
 
 

3. Listed on the page are a number of manuals and guides in PDF format.  
4. The documents are organized into 4Care Pharmacy and HQ User Manuals.  
5. Find the needed section and guide, then click on the name. 
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* These documents may be printed, downloaded or e-mailed to those of your users or staff 
who may find them helpful.  
 
* New information is added to the 4Care website as new features and functions are created. 
Existing documents are also updated as needed. 
 
* Adobe Acrobat offers a free PDF Reader, if your computer is not already 
equipped to read PDF files. Click the Acrobat link (illustration at right) at the 
bottom of the 4Care help screen to reach the Adobe.com download page.  
 
 

Printing the 4Care Policies and Procedures Manual* 
* Most state licensing entities require that assisted 
living, skilled nursing and some other facilities have a 
print copy of the pharmacy policy and procedure 
manual on the premises. 
 

1. Click the ‘4Care Pharmacy Help’ link on the HQ 
home page. 

2. The 4Care Policies and Procedures manual is 
the sixth item in the 4Care Pharmacy section; 
see pointer in the example right. 

3. Click the underlined link. 
4. Depending upon your selection and the 

configuration of the computer, there will be a 
print icon  or print link Print in the program 
header. Click this link and proceed with printing 
as normal. 

5. When completed, exit or close the page. 
6. Any other document may be printed in the same 

manner. 
 
 
Accessing BlueStep Online Help 

1. From the HQ Home page, click the ‘BlueStep Help’ link in the Office Module. 
2. The client care website (portion is seen below) will appear. 
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3. The second section on the page lists a large number of manuals and guides in PDF 
format.  

4. The documents are organized into the sections, HQ User Manuals, 4Care Pharmacy, 
BlueStep Enhancements and Features, Connect, Team and BlueStep Newsletters.  

5. Find the needed section and guide, then click on the preferred underlined selection, 
either PDF or Word. 
 

* These documents may be printed, downloaded or e-mailed to those of your users or staff 
who may find them helpful.  
 
* New information is added to the BlueStep website as new features and functions are 
created. Existing documents are also updated as needed. 
 
* Adobe Acrobat offers a free PDF Reader, if your computer is not already 
equipped to read PDF files. Click the Acrobat link (illustration at right) at the 
bottom of the BlueStep help screen to reach the Adobe.com download page.  
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HR/Staff - Records 
 
 
 
 
 
Adding New Staff 

1. Click the Add New Staff link for access to a series of four (4) screens in which 
information is entered, saved and stored in the staff member’s record. 

2. Enter as much data as is known, then click the Next button at the bottom of the 
screen. 

3. On the fourth screen, click the Save button. The system will take you to the Record 
Summary, titled with the employee’s name, which you may access other forms to 
add any additional information or to edit existing information. 

4.  
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Relationships 
The Relationships link in the record navigation menu is used to establish a relationship between 
the record you are viewing and any other specific staff member, resident, responsible party, care 
partner or non-care partner within the HQ™ system.  
The relationship screens provide controlled access when a unique, permanent relationship or 
assignment must be designated to an individual, without access to others or by others.  
 

 
 

�   A Primary Relationship is defined as an individual or organization over whom 
the person named on this record has responsibility.  

 
  �   A Secondary Relationship is defined as an individual or organization that has 

responsibility over the person named on this record. 
 
Creating a New Relationship 
        1.          Click on either the New Primary Relationship or New Secondary Relationship 

button. 
2. On the resulting screen, click on one of the underlined category links in Related 

Person. This will produce a pop-up displaying all the possible record choices for that 
category.  

3. Select a record. 
 

 
 

4. Click on the Relationship Type drop-down and select one of the possible titles.  
5. Click the Save button.  
6. The new relationship will be added to the Relationships page for this record and will 

also be displayed on any relationship trees that include this record and/or the 
related person. 

 
*  The relationship types visible on the drop-down were selected at the time HQ™ was configured 
for your organization. They may be changed by someone in your organization with a Relate™ 
license or by BlueStep™, upon request. 
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Changing Record Categories 
If a record in the HQ™ system needs to be moved from one category to another, the Change 
Record Category link will allow the move without reentering the data or loss of information. 
 

1. Click the Change Record Category link on the record navigation menu. The resulting 
screen will show all categories that the present record is in and the data collection 
forms within those categories.  

2. Click the Add Category link to see a drop-down of all available categories to which 
you may add this record. 

 

 
  

3. Click on the appropriate category name. If there are fields of required information for 
the selected category (which have not been filled out for this individual) the forms 
containing those fields will be presented for you to complete. (If there are additional 
forms, but none of the fields are required to meet the category provisions, the record 
summary will appear.) 

4. Click the Save button  when done with any additional forms and you will be 
returned to the record summary. 

5. If you click the Change Record Category link again, you will see that the new 
category has been added to the screen. In the example below, the record is now in 
the Resident category, as well as the Lead category. 
 
 

 
 

6. In the rare instance when there is reason to delete a previous or unwanted category, 
click the Remove button to the right of the unneeded category. You may always 
check an individual’s category by clicking the Change Record Category link. 
 
 

 
Changing Units 
If a record in the HQ™ system 
needs to be moved from one 
unit to another, the Change 
Unit link will allow the move 
without reentering the data or 
loss of information. 
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1. Click the Change Unit link on the record navigation menu. The resulting screen, 
example above, displays the record name, the current unit and presents a drop-down 
listing all available units in your organization. 

2. Click on the new unit name, then the Save button. You may always check an 
individual’s unit by clicking this link and viewing the listed unit.  

 
  
Removing User Accounts 
You may delete the user account of any record, thus denying login without deleting other stored 
information on the individual named in the record. This is useful whenever you must retain data 
on the individual or organization, but they no longer should have access to your system, such as 
in the case of a former employee.  
 

1. Click on the Remove User Account link in the record navigation menu. The resulting 
screen displays the account name. 

2. If it is correct, click the Delete  button. A pop-up verifier will appear 
prompting you to reconsider this decision, as it will block the user’s access to the 
system. 

3. If you are sure you want to proceed, click the OK button. 
 
 

 
 
 

4. In certain instances, you may receive the red text message “This user account 
cannot be removed, because it is in use in other parts of the system.“ If that message 
appears, a list of User Groups appears below the text.  

5. Click on each of the underlined group names, such as Food Service in the example 
below. Each link will take you to a User Group, where you can delete the individual’s 
membership in the group, using the delete icon .  

6. When all memberships have been deleted, you may return to this record summary 
and proceed removing the user account, as described above. 
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Deleting Records 
1. It may occasionally become necessary to entirely remove a record from the system, 

such as when duplicate records appear. 
2. Click on the Delete Record link on the record navigation menu.  
3. On the resulting screen, please take note of the red warning message “Caution: 

Deleting this record is permanent.“ If you proceed and delete this record it will be 
permanently and irrevocably gone from the system. There is no way to undo the 
delete. If you find you do need the record after having deleted it, the only option is to 
recreate the record from the beginning again. 
 
 

 
 

4. If you are certain you want to proceed with the deletion, click the OK button on the 
pop-up verifier.  

5. In some cases, you may receive the red text message “This record cannot be 
deleted, because it is in use in other parts of the system.“ If that message appears, a 
list of User Groups appears below the text. Click on each of the underlined group 
names, such as Recreational, Organization Administrators, Groundskeeping, etc. in 
the example below. Each link will take you to a User Group, where you can delete the 
individual’s membership in the group, using the delete icon .  

6. When all memberships have been deleted, you may return to the record and proceed 
with removing the record, as described above. 

 

 
 
 
 

Viewing and Selecting Staff 
The Select Staff link under the manager icon gives you access to the All Staff screen, which lists 
every member of your organization who has been designated “Staff” (a member of the Staff 
record category). The page gives you a snapshot of the records of each individual, with a Select 
link to open each record summary.  
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The All Staff screen is set to alphabetize by last name as a default. You may click on any 
underlined column titles to reorder the records by Date Hired, Social Security Number or E-mail 
Address.  
 
* The display columns seen on this page were selected at the time HQ™ was configured for your 
organization. They may be changed by someone in your organization with a Relate™ license or 
by BlueStep™, upon request. 
 
 
  
Using a Search 
If you have a long list of staff members, the Search function will be a useful timesaver in locating 
the record needed. 
 

 
 
 

1. The Search By field contains a drop-down list of the fields on which you may conduct 
the search. In the example above, click on the down arrow, then on First Name, Last 
Name or Social Security number. 

2. The next field (Starts With is the first selection) contains a much longer list of possible 
search operators. Select one of these options, then proceed to the Search For field. 

3. Type an identifier (the name, partial name or number, in this case) for which you are 
searching and click the Search button .  

4. The page will repaint with the records that most closely match your search criteria. 
Click the Select link and proceed to work with the record. 
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My Staff 
The My Staff link allows you access to a relationship 
tree, similar to that which is displayed in My 
Relationships under My Office. It contains the 
names of staff members in the system over whom 
you have responsibility or who have responsibility 
over you. You may access the record summary for 
any of the people listed by clicking on their 
underlined name. Those whose names are not 
underlined are a part of your relationship tree, but 
are not staff members. 
 
The relationships displayed in My Staff are for 
informational viewing, reference and record 
summary retrieval. Making changes, additions or 
deletions to the people shown on your staff tree is 
handled through the Relationships link on your own 
record navigation menu or the menus of those 
individuals concerned.  
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HR/Staff – Time Off Requests 
 

 
 
 
 
Requesting Time Off 

1. From the My Profile link at the top of the 
screen, select the Time Off Request link. 

2. On the resulting screen, example at right, 
enter the Beginning and Ending Dates. 

3. Select a reason for the request from the 
drop-down list. 

4. Add any additional pertinent information in 
the Notes field. 

5. Click the Save button. 
6. The administrator or HR manager at your 

community will review the request and 
approve or deny it. 

7. To check the status of a Time Off Request, 
click the Time Off link in the Office module. 

8. All requests that you have made will be 
listed, as in the example below. 

9. ‘Request Time Off’ links are also offered in  
this view, should they be needed. 
 

 

 
 
 
 
Reviewing a Request 

1. HR administrators, staffing managers or 
Organization Administrators will have the 
access to approve or deny time off requests, 
as set by your organization. 

2. Click on the Staff Scheduling link in the 
HR/Staff module. 

3. Select ‘Time Off Requests’. 
4. A list of all ‘Pending’ status requests will be 

displayed. 
5. Click the Select associated with the desired 

request. 
6. On the resulting screen, example at right, 

select Approved or Denied in the Status field. 
7. Enter any notes, then click the Manager signature. 
8. Click Save and the system will return you to the pending requests page. 



 

42 

 

 

 

Marketing/Leads - Leads 
 
 
 
 
 
The Marketing/Leads module is designed to track and store information about prospective 
residents, their statuses, general and specific marketing activities, staff relationships with 
prospective customers and to provide a launching pad for future marketing strategies and 
individual marketing/sales tasks. 
 
 
Using the Preview Page 
The Preview screen consists of a web page that is available for administrators or marketing 
personnel to post comments, articles, guidelines, instructions or text of any sort. The pagelets 
may also contain shared files, Media Library items, site links and merge reports that have been 
built in Relate™ and added to the HQ Structure. The purpose of this page (additional pages may 
be added) is to provide a single place where the sales/marketing staff can share documents, 
ideas and information pertinent to the entire group.  
 
 
Lead Search 
Clicking on the Lead Search link opens a page from which you can add a new lead to the system 
or search for and select an existing lead. 

 
 
 
Adding a New Lead 

5. Click the Add Lead button  at the upper right of the Lead Search screen.  
6. Enter as much information on the ‘Name and E-mail’ form as you know, then select the 

Save button. 
7. The screen will repaint with the Record Summary/Inquiry Information form. There are six 

(6) sections on the Inquiry Information form, two (2) of which, Primary Contact and 
Resident Contact, can by expanded and collapsed by clicking the [+] and [-] icons. Add 
additional information to each section as needed.  
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Editing the Inquiry Information Section 
1. Manually type or select the appropriate date from the calendar icon  .  
2. Activate the drop-down arrows and make selections from the option lists in the Inquiry 

Method, Lead Source, Decision Status, Assigned To, Lead Status and Sales Phase 
fields. 
 

 

   
 

 
Editing the Primary Contact Section 

1. The Primary Contact section appears closed unless specifically opened by clicking 
the expand icon  [+].  

2. Complete the known information for each field. When the form is saved, the closed 
section will display the Primary Contact header bar, including the name entered as 
the contact.  
 
 

 
 
 
Editing the Resident Contact Section 

1. The Resident Contact section appears closed unless specifically opened by clicking 
the expand icon  [+]. 

2. Complete the known information for each field. When the form is saved, the closed 
section will display the Resident Contact header bar, including the name entered for 
the resident. 
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Editing the Resident Profile 
1. The Resident Profile section was designed to contain data required for success in 

meeting a prospective resident’s needs. Make selections and enter as much data as 
known.  

2. Amenities and Apartment Preference are drawn from Option Lists that can be 
customized (by those holding a Relate License or by the Organization Administrator) 
to reflect the choices available at your facility. 

 
 

 
 
 

3. Enter detailed data into the Hot Button memo field. This information is important to 
finding community solutions that will make the resident comfortable in choosing your 
facility. 

 
 
 
Editing the Financial Information Section 

1. This section provides a brief outline of financial matters pertaining to the resident’s 
ability and desire to enter the facility. 

2. Make selections based on information obtained from the prospective resident. 
 
 

 
 
 
 
Adding Inquiry Tasks/Notes 
Every task can be organized and tracked using the Inquiry Tasks/Notes section. Each contact 
with the potential resident and the results can be recorded as a Note.  
 
 

 
 
 

1. Click the Add Task/Note link at the right of the header bar.  
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2. The resulting screen will allow users to select a task, add notes, prioritize and add a 
deadline, as shown below. 

 

 
 
 

8. Add as many tasks and notes as are needed and the report displayed on the Inquiry 
Information summary will list each in order.  

9. Click the Save button when completed and the screen will return to the Inquiry 
Information summary. 

10. When all known data has been entered into Inquiry Information, click Save so that the 
entries are stored in the potential resident’s record. 

 
 
Updating an Existing Lead 

1. From the Lead Search screen, edit or update and existing lead by clicking the Select 
link associated with the individual. 

2. Make any changes to fields on the Inquiry Information summary screen, including 
adding additional notes and/or tasks. 

3. Click the Save button when completed. 
 
 
Moving an Inquiry to Pending/Resident 
When a contract has been signed, the Inquiry can be changed to Pending status or Resident 
status if the individual has moved into the facility.  
 

1. Click the Select associated with the individual.  
2. In the Navigation Menu, click open the Resident 

Wizards folder using the expand icon .  
3. If there is a lapse of time between signing the 

contract and moving into the facility, click the 
Move Inquiry to Pending link.  

4. The screen will repaint with the Resident Info 
form. Enter the known information and click Save 
at the bottom of the screen. 

5. This automatically places the individual into the 
Pending record category, preserving the data, but 
not adding him or her to the nursing and 
administrative reports.  

6. If the individual is moving into the facility 
immediately, click the Move Pending to Resident 
link.  

7. The Resident Info form and Individual Worksheet 
will be presented, one after another. Fill out the 
data for Resident Info 
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8. Click Next at the bottom of the screen.  
9. Complete the Individual Worksheet and click Save at the bottom of the screen. 
10. This places the individual into the Resident record category and add him/her to the 

nursing and administrative reports.  
 
 
Using the Move-in Financial Calculator 
The Individual Worksheet contains a section that calculates the move-in fees for a resident and 
automatically produces a printable, signable Resident Initial Fee Agreement. The Fee Agreement 
may be customized by the Organization Administrator with your facility’s verbiage and letterhead. 
 

1.      To produce this agreement, start by filling in the fields in the Move-in Financial 
Calculator section of the Individual Worksheet.  

 

 
 
 
 

7.       Enter the Daily Fee and Number of Occupancy Days (in move-in month). Charges for 
next month’s service fee and a one-time community fee are optional. 

8. The extra services fields should be completed with the charge per month for the 
service.  

9. Any other services beyond meals, storage, parking, cable TV and telephone can be 
grouped in the Other Fees field and described in the Extra Services memo field.  

10. If one of the default extra services is not offered or is included in the basic charges, it 
should be left blank.  

11. If a down payment has been made, enter the amount of the check.  
12. Review the numbers for accuracy, then click the Save button at the bottom of the 

screen.  
13. When the summary screen returns, open the Individual Worksheet again and scroll to 

the Financial Calculator section. New calculated fields showing the multiplied daily 
rate, the total rent due, the pro-rated total of extra services and a final total due at 
move-in will be displayed. 
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Accessing the Printable Resident Initial Fee Agreement 
1. To access the Resident Initial Fee Agreement containing the entered and calculated 

amounts, activate the View Layout at the upper right and select ‘Resident Initial Fee 
Agreement’.  

2. A print icon will also appear at the upper right. When printed, this form allows for 
resident and a facility representative to sign and date the agreement. 

3. When a check for the agreement amount is received, it may be scanned into the 
system using the Check Link field on the Individual Worksheet.  

 
*  The display columns seen on this page were selected at the time HQ™ was configured for 
your organization. They may be changed by someone in your organization with a Relate™ 
license or by BlueStep™, upon request. 
 
 
 
Lead Sources 
The Lead Sources link provides a way to track those businesses and individuals who refer 
prospective clients to your organization. This includes those who are professionals in your field or 
a related field and those who are private individuals, as well as sources such as published write-
ups or Internet sites, etc. Additionally, records are categorized by current activity (currently 
referring/will refer) or inactive (no longer referring/have not referred). 
 
 
 
Viewing and Editing Professional Lead Sources (Active) 
This screen, seen below, lists all active referring professionals. To edit any source record or view 
record details, click the Select link associated with the record.  
  

  
 
 
To add a source or access the other source categories, click on one of the six (6) links displayed 
on the Professional Lead Sources (Active) screen and other screens, • Add Professional Source, 
• Add Non-Professional Source, • Inactive Professional Sources, • Inactive Non-Professional 
Sources, • Professional Sources, • Non-Professional Sources 
 
 
Adding a Professional Source 

1. To add a source, click the • Add Professional Source link and provide the first and last 
name of the source individual. Click Save at the bottom of the screen and the record will 
be displayed, as shown below, allowing for further details to be entered. 
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2. Notes may be added to this screen using the Add Task/Note link on the right end on the 
Tasks/Notes header bar. When all edits are complete, click Save. 
 

 
 
 
 
Adding a Non-Professional Source 
Follow the same process for adding a non-professional source as for a professional source. The 
record screen will contain fewer fields and does not include separate notes, but a description field 
for all pertinent data, as seen below. 
 

 
 
 
Viewing Sources 
Active Non-Professional Sources, Inactive Professional Sources, Inactive Non-Professional 
Sources are accessed through links at the top of any lead source screen and report a list of the 
names and organizations in the specified category. Any listed person/company may be accessed 
by clicking the Select associated with that record. 
 
 
Reports – Closed Leads 
The Reports link provides a submenu of any lead/marketing reports designed for your 
organization. The default report is ‘Closed Leads’ and lists all of those leads that were marked as 
‘Closed – Lost Lead’ in the Sales Phase field of the record. If a lead has been marked closed in 
error, it may be returned to active tracking by setting the Sales Phase field to any other setting 
besides ‘Closed – Lost Lead’.   
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Marketing/Leads - Tasks 
 
 

 
 

Tasks 
Tasks are created for individuals in the Inquiry Tasks/Notes section of the Inquiry Information 
screen (accessed through selecting an individual on the Lead Search (Open) screen). These 
tasks are organized by date in four (4) ways – Today’s Incomplete, All Tasks, Task Calendar–
This Month, Task Calendar-Next Month.  
 
 
Task Manager – Today’s Incomplete 
The ‘Today’s Incomplete’ screen (see below) displays all tasks that have been for completion by 
today’s date and have not been marked as complete.  
 

 
 
 
 
Reading and Accessing Tasks 

1. To read further notes about the task, add further notes or mark it as complete, click 
the Select associated with the task.  

2. Make any appropriate changes on the screen and click Save; see below. If the task 
has been signed as ‘Complete’, it will disappear from the Today’s Incomplete list. 
 

              



 

50 

 
 
 

3.       To access the other dating formats, click on one of the three (3) links displayed on 
the All Tasks screen, • View All Tasks, • Task Calendar – This Month, • Task 
Calendar – Next Month 

 
 

Task Manager – All Tasks 
The ‘All Tasks’ screen displays in the same way as the ‘Today’s Incomplete’ screen, but includes 
the completed items, plus any that were scheduled for the past and are scheduled for the future. 
 
 
Task Manager – This Month 
As named, this screen displays tasks that are due at any time during the current month and have 
not been completed. 
 
 
Task Manager – Next Month 
Also as named, this screen displays tasks that are due at any time during the next month and 
have not been completed. 
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Resident – New Resident 
 

 
 
 
Adding a New Resident 

1. When adding a resident, be sure that the record does not already exist in the system. 
Check for existing records by searching the ‘All Inquiries’ query (see link in the 
Marketing/Inquiry Database).  

2. If the individual may already be a resident, also check the “Active Residents’ query and 
the ‘Pending Residents’ query (see links in the Resident Database).  

3. If the individual may have been a former resident, check the ‘Discharged Residents’ 
query (see link in the Resident Database).  

4. The ‘Add New Resident’ link takes the user to a wizard – a series of forms that collects 
important information about the prospective resident. 

5. Click the ‘Add New Resident’ link in the Resident Database. 
6. On each of the three (3) forms in the wizard, fill out all fields for which information can be 

obtained. In general, the first form will be the ‘Name and E-mail’ form, example seen 
below. 
 
 

     
 
 
7. Fields marked with an asterisk  must be filled out before progressing to the next form. 
8. When each form is complete, click the ‘Next’ button at the bottom of the screen. 
9. On the final form of the wizard, click the ‘Save’ button and the system will display the 

resident record just created.  
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Resident - Notes 
 

 
 
 
 
Navigating a Record 

1. Choose a resident from the ‘Active Residents’ query in the Resident 
Database by clicking the Select next to the resident’s name. 

2. On the Navigation Menu, example seen right, all folders are closed, 
as shown by the expand icon  next to them. 

3. To open the folder click the expand icon  until the menu expands 
and the links stored in the folder are displayed.  

4. Select the form or report desired by clicking on the link. 
 
 
 

Entering a Resident Note 
1. In the ‘General Resident’ folder, click the ‘Notes’ link.  
2. The resulting page will list all notes entered for the specific individual. Click the ‘New 

Entry’ button. 
3. As in the example below, the Notes form will auto-fill with the current date and time. 

Change the date or time, if needed, by typing corrections into the field. 
 
 

 
 
 
4. Select the note type by activating the drop-down and clicking on the appropriate 

selection. Each organization has its own list of types, which may include such items as, 
General, Admissions, Dietitian, Frequent Observations, Group Therapy, Home Health, 
Individual Therapy, Nursing, Office, Recreational Therapy, Refusals, Services, etc. 

5. Enter a name for the note that is easily distinguishable from other notes that may have 
been entered or will be entered. 
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6. Type in the note message, being as clear and specific as possible and giving all relevant 
details. 

7. Click the signature checkbox. 
8. If the note should be shown on the Family Connect website page, check the ‘Post to 

Family Connect’ box. 
9. If you are an administrator with Connect decision-making privileges, you may also check 

the ‘Approved to Post’ box. 
10. When complete, click the ‘Save’ button at the bottom. 
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Resident – Incident/Behavior 
 

 
 
 
 
Navigating a Record 

1. Choose a resident from the ‘Active Residents’ query in the Resident 
Database by clicking the Select next to the resident’s name. 

2. On the Navigation Menu, example seen right, all folders are closed, 
as shown by the expand icon  next to them. 

3. To open the folder click the expand icon  until the menu expands 
and the links stored in the folder are displayed.  

4. Select the form or report desired by clicking on the link. 
 
 
 

Entering an Incident Report* 
* Note that the Incident Report illustration below shows extensive incident reporting and a large 
number of fields, as per regulations in some states. This form is customizable per instruction from 
your organization’s BlueStep Organization Administrator and will most likely be more concise with 
fewer fields than in the examples below.  
 

1. In the ‘Daily Nursing Forms’ folder, click the ‘Incident/Behavior Report’ link. 
2. The resulting page will list all incidents entered for the specific individual. Click the ‘New 

Entry’ button. 
3. Fill in all fields with as much information as can be obtained.  
4. On the date/time field, click the calendar icon . If needed, type in corrections to the 

date and time information. 
5. Incident types are selected from among a group of radio buttons that contains such items 

as Injury, Runaway, Disruption, Medication Error, etc. Click the appropriate type on the 
list to make the selection. 

6. Entering vital signs is usually only necessary if the incident is medical in nature or results 
in abnormal physical responses or complications. 

7. As determined by instructions from your supervisors, administrators or state law, not all 
incidents must be reported to family or physicians. 

8. When complete, check the signature box at the bottom and the ‘Save’ button. 
9. A signature field is also provided for administrators or nursing supervisors to review and 

sign. 
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Reviewing an Incident Report 

1. In the ‘Daily Nursing Forms’ folder, click the ‘Incident Report’ link. 
2. As in the example below, the resulting page will list all incidents entered for the specific 

individual.  
 
 

 
 

3. Click the edit pencil icon  associated with the incident in question.  
4. Review and make additions or corrections as needed. 
5. Click the review signature checkbox and the ‘Save’ button when completed. 
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Resident – Complaints 
 

 
 
 
 
 
Navigating a Record 

1. Choose a resident from the ‘Active Residents’ query in the Resident 
Database by clicking the Select next to the resident’s name. 

2. On the Navigation Menu, example seen right, all folders are closed, 
as shown by the expand icon  next to them. 

3. To open the folder click the expand icon  until the menu expands 
and the links stored in the folder are displayed.  

4. Select the form or report desired by clicking on the link. 
 
 
 

Entering a Complaint* 
* Note that the Complaint Registry a form customizable per organization and may not appear 
exactly as the example below. 
 

1. In the ‘Daily Nursing Forms’ folder, click the ‘Complaint Registry’ link. 
2. The resulting page will list all complaints entered for the specific individual.  
3. Click the ‘New Entry’ button. 
 
 

 
 
 
4. On the date reported field, click the calendar icon . If needed, type in corrections to the 

date and time information.  
5. Fill in description field with as much information as can be obtained. 
6. Check the ‘Complaint taken’ checkbox and the ‘Save’ button. 
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Following up on a Complaint 
1. In the ‘Daily Nursing Forms’ folder, click the ‘Complaint Registry’ link. 
2. As in the example below, the resulting page will list all incidents entered for the specific 

individual. Select the incident requiring attention by clicking the edit icon . 
 
 

 
 
 

3. Enter the Investigation Results, the Resolution and/or Future Actions information, as 
needed. 

4. Click the signature checkbox associated with each completed memo field and the ‘Save’ 
button when done. 
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Resident – Temporary Warnings 
 
 
 
 
 
 
Creating Temporary Warnings 

1. Select the record of the resident for whom you wish to create a warning. 
2. Click on the ‘Temporary Warnings’ link in the left-side Navigation Menu. 
3. On the resulting page, seen below, you may select from Standard Messages, 

Custom Warnings or a combination. 
 

 

 
 
 

4. There are nine (9) Standard Messages at the top of the screen. Any of them can be 
activated by clicking the checkbox associated with the desired message.  

5. Activation places the prompt in a red-bordered box at the top of the resident’s face 
sheet and a large number of basic resident forms. 

6. Deactivate (no longer display on the screens) by unchecking the associated Select 
box. 

 
 
Custom Warnings 

1. There are spaces for five (5) Custom Warnings, if the Standard Messages do not 
cover the resident’s situation. 

2. Type in the appropriate information into the ‘Enter text’ box. 
3. Activate the warning by clicking the Select checkbox. 
4. When a warning is not longer needed, uncheck the Select box.    
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Applying Temporary Warnings 
1. When all data has been entered as needed for the resident, click the Save button 

 at the bottom of the screen. 
2. The system will automatically record the name of the individual who entered the data. 

On subsequent changes to the warnings, the most recent name will be listed at the 
bottom of the screen. 

3. Saving the example screen on the previous page results in the warning box shown 
below. Note that any checked warnings from the Temporary Warnings screen are 
displayed and any that are unchecked do not show. 

4. The Temporary Warnings box will always display at the top of the screen on the 
resident’s face sheet, to the left of the resident’s photo and on many additional forms, 
depending upon your organizations configuration. 
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Resident – Resident Reports 
 

 
 
 
 
Using Resident Reports* 
* Note that the illustration below contains the most common reports requested by Organization 
Administrators. Your organization may have a greater or fewer number of reports available, as 
per your management instructions.  

1. Click the ‘Resident Reports’ link in the Resident Database or from the Resident drop-
down on the navigation bar. 

2. The submenu page, example below, will appear. It contains the names of all reports to 
which you have at least ‘Reader’ permissions. 

3. View the desired report by clicking on the report name. 
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Resident - Shift Change Report 
 

 
 
 
Using the Shift Change Report 

2. Click on the ‘Shift Change Report’ name on the Resident Reports menu 
3. On the resulting page, example for one resident below, the reports for all residents for the 

last three (3) days are displayed.  
4. Included are: 

a. Nursing Notes 
b. Resident Notes 
c. Discontinued Medications  

 
 

 
 
 
 
Adding a Nursing Note* 

1. Click the underlined Select link below the resident’s name. 
2. Click the ‘New Entry’ button to the upper right 
3. The current date will auto-populate. Select an end date or enter a number of days the 

instructions are active. 

4. Select a ‘Note Type’ by clicking the down-arrow  and selecting the appropriate type 
from the list, which includes such items as General, Precautions, Resident Request, etc. 

5. Type in the note message in the ‘Note’ field and indicate if there are associated doctor’s 
orders. 

6. Click the ‘Staff Signature’ checkbox and the ‘Save’ button 
 
* Nursing Notes may also be added by navigating to the individual Resident Record and 
clicking the ‘Nursing Notes’ link in the ‘Daily Nursing Forms’ folder. 
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Editing a Nursing Note 
1. In some rare instances, it may be necessary to edit an existing note. Begin by clicking the 

underlined Select link below the resident’s name. 
2. If your permissions allow editing, an edit icon  will appear to the right of each note 

listed on the resulting page. Click to access the note. 
3. Make any appropriate changes. 
4. Click the ‘Save’ button when done. 

 
 
Adding a Resident Note* 

1. Click the underlined Select link below the resident’s name. 
2. In the ‘General Resident’ folder located on the navigation menu, click the ‘Notes’ link. 
3. The resulting page will list all notes entered for the specific individual.  
4. Click the ‘New Entry’ button. 
5. As in the example below, the Notes form will auto-fill with the current date and time. 

Change the date or time, if needed, by typing corrections into the field. 
 
 

 
 
 

6. Select the note type by activating the drop-down  and clicking on the appropriate 
selection. Each organization has its own list of types, which may include such items as, 
General, Admissions, Frequent Observations, Home Health, Individual Therapy, Office, 
Refusals, Services, etc. 

7. Enter a name for the note that is easily distinguishable from other notes that may have 
been entered or will be entered. 

8. Type in the note message, being as clear and specific as possible and giving all relevant 
details. 

9. Click the signature checkbox. 
10. If the note should be shown on the Family Connect website page, check the ‘Post to 

Family Connect’ box. 
11. If you are an administrator with Connect decision-making privileges, you may also check 

the ‘Approved to Post’ box. 
12. When complete, click the ‘Save’ button at the bottom. 
 
* Resident Notes may also be added by navigating to the individual Resident Record and 
clicking the ‘Notes’ link in the ‘General Resident’ folder. 
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Reviewing a Discontinued Medication 
1. If your responsibilities include reviewing discontinued medications and you want to view a 

single resident, start by clicking ‘View/Select Residents’ link in the Resident module, then 
the underlined Select link to the left of the resident’s name. 

2. In the ‘Medication’ folder located on the navigation menu, click the ‘Discontinued 
Medication’ link. 

3. The resulting page will list all discontinued medications (DC) for the specific individual. 
Click the edit icon  associated with the medication needing review.  

4. Locate the ‘Authorizations’ section about halfway down the page. As in the example 
below, the signature, date and time for the original DC is recorded and a checkbox is 
provided for the review. 

 
 

                      
    
 

5. Review the medication and, if satisfied, check the ‘DC Review’ box. 
6. Scroll to the bottom and click the ‘Save’ button. 
 
 

 
Reviewing All Discontinued Medications 

1.   If your responsibilities include reviewing discontinued medications and you want to view 
all residents at once, start by clicking ‘Medication Reports’ in the Medication module. 

2. Select the ‘DC Medication Nursing Review’ 
3. When the screen returns, see partial example below, with a listing of all discontinued 

drugs, sorted by resident name.  
 

 
 
 

4. Clicking the Select next to any medication name will return the ‘Medication-Review’ 
screen, from which, as a nurse or administrator, you may sign off on discontinuances, as 
seen below. 
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5. Click the Nursing Review or DC Review checkbox, depending upon your responsibilities.  
6. Click Save when completed. 
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Resident - Incident Report/Date 
 

 
 
 

Using the Incident Report by Date 
1. Click on the ‘Incident Report by Date’ link on the Resident Reports menu 
2. On the resulting page, example below, the incidents for all residents are displayed, 

grouped by the day on which they occurred. This will alert you if circumstances within the 
facility on a particular day triggered multiple incidents or behaviors. 

3. To view details of any specific incident, click the underlined Select link next to the 
resident’s name. 

 
 

 
 
 
Adding a New Incident*  

1. Click the ‘Select/View Residents’ link in the Resident module.  
2. Click the Select link next to the appropriate resident name. 
3. Click the Incident Report link on the navigation menu. A summary of all incidents for this 

resident will appear. Click the ‘New Entry’ button at the upper right.  
4. On the resulting form, example below, fill in all fields with as much information as can be 

obtained. 
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5. On the date/time field, click the calendar icon . If needed, type in corrections to the 
date and time information. 

6. Incident types are selected from a drop-down list that contains such items as Injury, 
Runaway, Disruption, Medication Error, etc. Activate the list by clicking the down arrow 

 on the field. Click the appropriate type on the list to make the selection. 
7. When complete, check the signature box at the bottom and the ‘Save’ button. 
 
* New incidents may also be added by clicking the Select link next to any resident name 
reported on the ‘Incident Report by Date’ or ‘Incident Report by Resident’. Once the resident 
record is available, select ‘Incident Report’ from the navigation menu, as described above. 
 
  
 

Reviewing an Incident Report 
1. Click the Select link next to the resident name. 
2. In the ‘Daily Nursing Forms’ folder, click the ‘Incident Report’ link.  
3. As in the example below, the resulting page will list all incidents entered for the specific 

individual. Click the edit pencil icon  associated with the incident in question.  
 
 

 
 
 
4. Review and make additions or corrections as needed. 
5. Click the review signature checkbox and the ‘Save’ button when completed. 
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Resident - Incident/Resident
 

 
 
 
Using the Incident Report by Resident 

1. Click on the ‘Incident Report by Resident’ link on the Resident Reports menu. 
2. On the resulting page, example below, the incidents for all residents are displayed, 

grouped by the resident’s name. This will alert you if a particular resident is experiencing 
multiple incidents or behaviors that span shifts or cluster around specific events. 

3. To view details of any specific incident, click the underlined Select link below the 
resident’s name for the date you wish to view. 

 
 

     
 
 
 
 
Adding a New Incident*  

1. Click the Select link next to the resident name. 
2. Click the Incident Report link in the Daily Nursing Forms folder on the navigation menu. A 

summary of all incidents for this resident will appear.  
3. Click the ‘New Entry’ button at the upper right.  
4. On the resulting form, example below, fill in all fields with as much information as can be 

obtained. 



 

69 

 

        
 
5. On the date/time field, click the calendar icon . If needed, type in corrections to the 

date and time information. 
6. Incident types are selected from a drop-down list that contains such items as Injury, 

Runaway, Disruption, Medication Error, etc. Activate the list by clicking the down arrow 

 on the field. Click the appropriate type on the list to make the selection. 
7. When complete, check the signature box at the bottom and the ‘Save’ button. 
 
* New incidents may also be added by navigating to the individual Resident Record and 
clicking the ‘Incident Report’ link in the ‘Daily Nursing Forms’ folder. See instructions in the 
‘Incident/Behavior’ section. 
 
 

Reviewing an Incident Report* 
1. Click the Select link next to the resident name. 
2. In the ‘Daily Nursing Forms’ folder, click the ‘Incident Report’ link.  
3. As in the example below, the resulting page will list all incidents entered for the specific 

individual.  
 

 

 
 
 
4. Click the edit pencil icon  associated with the incident in question.  
5. Review and make additions or corrections as needed. 
6. Click the review signature checkbox and the ‘Save’ button when completed. 

 
* Any incident may also be reviewed by navigating to the individual Resident Record and 
clicking the ‘Incident Report’ link in the ‘Daily Nursing Forms’ folder. See instructions in the 
‘Incident/Behavior’ section. 
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Resident - Complaint Registry 
 

 
 
 
Using the Complaint Registry 

1. Click on ‘Complaint Registry’ link on the Resident Reports menu. 
2. On the resulting page, example below, the complaints for all residents are displayed. 
3. To view details of any specific complaint, click the underlined Select link next to the 

resident’s name. 
 
 

          
 
 
Adding a Complaint* 

1. Click the Select link next to the resident name. 
2. Click the ‘Complaint Registry’ link in the Daily Nursing Forms folder on the navigation 

menu. A summary of all complaints for this resident will appear.  
3. Click the ‘New Entry’ button at the upper right.  
4. On the resulting form, example below, the current date field will auto-fill with the current 

date and time. Change the date or time, if needed, by typing corrections into the field. 
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5. Enter into the appropriate fields as much information as can be obtained. 
6. Click the signature checkboxes below each section you have filled in. 
7. Click the ‘Save’ button at the bottom 

 
* New complaints may also be added by navigating to the individual Resident Record and clicking 
the ‘Complaint Registry’ link in the ‘Daily Nursing Forms’ folder.  
 

 
Resolving a Complaint* 

1. Click the Select link next to the complaint needing investigation, resolution or further 
action.  

2. Review and make additions or corrections as needed, example below. 
 

 

       
 
 
3. Click the signature checkbox associated with any new information and the ‘Save’ button 

when completed. 
 
* Any complaint may also be reviewed or updated by navigating to the individual Resident Record 
and clicking the ‘Complaint Registry’ link in the ‘Daily Nursing Forms’ folder.  
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Resident – Notes/All Residents 
 

 
 
 
Using the Notes for All Residents 

1. The Add Notes feature is a group entry page that allows a user to add a copy of a note to 
every resident record with a single select-and-save function. 

2. Click on the Add Notes for All Residents link on the Resident Reports menu. 
3. On the resulting page, example below, all residents are displayed with the Select box 

checked. 
 
 

 
 
 
4. If there are individuals on the page who should not have the note added to his/her 

record, uncheck the box next to the appropriate name. Alternately, click the ‘Unselect All’ 
link and recheck those who should receive the note. 

5. Click the ‘Next’ button at the bottom.  
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6. The resulting screen will appear in one of two formats, individualized or grouped, as 
configured by your organization. The example above is an abbreviated view of an 
individualized format. 

a. The individualized format will list the form information followed by a ‘Notes’ field 
under a separate header for each resident selected. This allows customizable 
notes for each resident. 

b. The grouped format will display the form information and include a single ‘Notes’ 
field. This configuration allows a single note to be copied directly to individual 
records without customization. 

7. Enter a date or correct the date, as needed, in the ‘Note Date’ field. 

8. Select a ‘Note Type’ by clicking the down-arrow  and selecting the appropriate type 
from the list OR, depending upon the configuration, manually enter in a type. 

9. Type in a message into the ‘Notes’ field. If individualized, you may enter a different note 
into the field for each resident. If grouped, enter the note exactly as you want it to appear 
in every selected record.  

10. When complete, click the ‘Save’ button at the bottom. 
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Resident – Discharge 
 
 
 
 
 
Discharging Residents* 

1. Select the correct record from the ‘Select/View 
Residents’ screen 

2. On the Navigation Menu, click the Expand icon 
 next to the ‘Resident Wizard’ folder, if it is not 

already open 
3. Click the ‘Discharge This Resident’ link 
4. As in the example at right, enter the information 

appropriate for the resident’s current situation. 
Do not be concerned about fields that are not 
applicable to this move-out/transfer 

5. Edit the default date that appears in the 
‘Move/Trans Date’ field, if necessary 

6. If the possibility exists for the resident to return 
to the facility, select ‘No’ in the ‘Discontinue 
Medications’ field 

7. The nursing staff will need to mark the MAR 
exceptions field as ‘Absent’ each day; however, 
when the resident returns, all medication records 
will still be active in the system and will not need 
to be reentered 

8. Fill out as many other fields as are needed 
9. At the bottom of the screen, indicate if the room 

should be held for the resident or released for 
reassignment 

10. Review the entries and click the Save button 
when done 

11. Print the resident’s Record Summary (Face 
Sheet) and send with the resident if this is a 
medical transfer 

12. Collect and print any other data needed for the 
current transfer situation 

 
* Any medication discontinuation will be reflected in 
tomorrow’s MAR; all other processes will take effect 
immediately, including an automatic change in the 
resident’s record category. 
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Medication – Custom MARs 
 

 
 
 
 
 
Using Custom MARs* 
* Users may choose to use either Custom or Scheduled MARs or a combination of both. 

1. To access the Custom MARs for today, click the ‘MARs (Custom)’ link in the Medication 
Module. 

2. The Med Pass Setup screen will appear, as shown below. 
 

 

 
 
 

3. Select as many medication administration times as you would like to have displayed on 
the administration screen.  

4. The system will remember these choices each time you return to Custom MARs until you 
manually change selections on the setup screen. This is especially time-saving if your 
shift routinely covers specific med pass times. 

5. Click Save at the bottom of the screen. 
6. On the Daily Meds Report (Custom) screen, seen below, displays the administration 

times selected on the setup screen, if there are any medications to be administered at 
those times. Each individual requiring medication is listed separately and each 
medication is grouped under the name, with amount and administration instructions 
displayed. 
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Recording a Medication Administration* 
1. On the ‘Daily MAR Edit (Custom)’ page, example below, all medications for the selected 

times are displayed for the individual.  
 

 
 
 
2. Those needing to be administered are in the section labeled ‘Medications to be 

Administered Today’ followed by the day and date.  
3. Read any ‘Medication Prompts’ that appear in the blue box at the top of the screen for 

important, general medication administration instructions. 
4. Administer the appropriate medication(s). 
5. Click the ‘Staff signature’ checkbox for each medication administered. 
6. Click the ‘Save’ button at the bottom when complete. 
7. The system will return you to the ‘Daily Meds Report (Custom)’ screen. On that screen 

the medication just administered will no longer be on the list.  
8. Repeat this process for all resident administrations shown on the ‘Daily Meds Report 

(Custom). 
 

* For reference purposes, medications that have already been administered on the current 
day are in the section titled ‘Medications Previously Administered Today’.  
 
* Please note that the administration time recorded for this MAR is copied from the ‘Staff 
signature’ field at the time that ‘Save’ is clicked.  
 
* ’Medication Prompts’, in the blue box at the top of the screen, are entered on the resident’s 
Medication Prompts form and will be displayed at the top of all MAR administration screens 
for that individual. 
 

 
Medications Recorded After Administration Time* 

* In rare instances, users may not be able to record the medication administration at the time 
it occurs. A date/time field is provided for this situation. 
1. Administer the appropriate medication(s) for the time. 
2. Click the ‘Staff signature’ checkbox. 
3. Click the calendar icon  and select today’s date. 
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4. Edit the field information to display the correct time of administration. 
5. Click the ‘Save’ button. 

 
* Please note that the manually entered date and time overrides the time usually copied from 
the signature. 

Recording Administration Exceptions* 
* A medication may not be administered for a number of reasons. The ‘Exception’ field is 
provided for any time this situation occurs. 
1. Attempt to administer the appropriate medication(s) for the time. 
2. Click the ‘Staff signature’ checkbox. This signifies that the attempt to administer was 

made. 
3. Click the down-arrow on the ‘Exception’ field and select the appropriate exception 

reason. 
4. Click the ‘Save’ button. 

 
 
Changes in Administered Dosage* 

* It may happen that a smaller or larger dosage from that displayed on the MAR must be 
given the resident. The dosage field is editable for this purpose. 
1. Administer the appropriate medication(s) for the time. 
2. Click the ‘Staff signature’ checkbox.  
3. Change the number/amount displayed in the ‘Dosage’ field. 
4. Click the ‘Save’ button. 
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Medication – Scheduled MARs 
 

 
 
 
 
Using Scheduled MARs* 
* Scheduled MARs is provided for an alternate method of listing and accessing medications to be 
administered. As opposed to the Custom MAR, Scheduled MARs displays all scheduled 
medication administration times for the current day, excluding those that have already been 
administered.  
Using the Custom MAR to administer medications is recommended, but users or administrators 
may choose to use the Scheduled MARs periodically throughout the day or at the end of a shift to 
be sure no medications have been missed. 

13. To access the scheduled MARs for today, click the ‘Scheduled MARs’ link in the 
Medication Module. 

14. All residents needing medications at any time during the day will be displayed on the list, 
example below, grouped by the time the medications are to be administered.  
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Recording a Medication Administration* 
1. On the scheduled MARs (Daily Meds Report-All), find the scheduled administration time 

on which you are working. In the example above, the choices are 6:00 AM, 8:00 AM, 4:00 
PM, 6:00 PM and 9:00 PM.  

2. Click on the appropriate resident’s name. (If there are multiple entries for the same 
person, select any one of them.) 

3. The resulting ‘Daily MAR Edit Report’ is exactly the same screen as described under 
‘Daily MAR Edit (Custom)’ and operates in the same manner, performing the same 
functions as those described above. 

 
 
 
Items to Note 

* Any needed manual entries to the MAR (the date/time field next to the calendar icon , 
the ‘Dosage’, ‘Exception’ and ‘Notes’ fields) should be made before saving, not in separate 
operations, because... 
 
* Once a MAR is saved, only Organization Administrators can make changes to the data, 
which will now be in ‘Medications Previously Administered Today’.   
 
* If there are any comments or notes concerning the administration of medication, these may 
be added in the ‘Notes’ field and will save in the resident’s MAR record. This field appears 
small, but will accept and save several hundred characters. 
 
* If the facility has loaded resident photographs into the system, they will appear on the MAR 
to help prevent administration of medication to the wrong individual. 
 
* Administration instructions for each drug are shown on the MAR to help prevent 
administration errors. 
 
* State law requires that a diagnosis appear with each medication for the purpose of verifying 
appropriateness of each drug.   
 
* Medications administered on days other than the day and date shown on the MAR cannot 
be recorded on this form. 
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Medication – OTC PRNs 
 

 
 
 
Administering an OTC PRN 

1. Click the ‘Administer OTC PRN’ link in the Medication Module 
2. Access the appropriate resident by clicking the Select next to his/her name. 
3. Click the ‘New Entry’ button. 
4. On the resulting screen, example below, carefully read the ‘Contraindicated by Physician’ 

field. Any medications listed in this field MUST NOT BE GIVEN TO THE RESIDENT, so 
contact the supervisor. 
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5. Read the ‘Medication Instructions’ for the drug needed by the resident.  
6. Following these instructions, administer the medication. 
7. Click the radio button next to the name of the medication administered.  
8. Click the ‘Save’ button. 

 
 
OTC PRN Follow Up 

1. When 30 minutes have elapsed, contact the resident. 
2. Evaluate the effectiveness of the medication and enter the results in the ‘Effectiveness’ 

field. 
3. Click the ‘Follow Up Signature’ checkbox. 
4. Click the ‘Save’ button.   
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Medication – Prescribed PRNs 
 

 
 
 
Administering a Prescribed PRN* 

11. Click the ‘Administer Prescribed PRN’ link in the Medication Module. 
12. All residents with prescribed PRNs will be displayed. Access the appropriate resident by 

clicking the Select next to his/her name. 
13. Click the ‘New Entry’ button. 
14. On the resulting screen, example below, find the current day (Creation Date) and click 

the edit icon  of the PRN medication. 
 
 

 
 
 

15. When the screen repaints, be sure that the ‘View Layout’ field (upper right) reads 
‘Enhanced MAR Edit’ and displays similarly to the example below. 
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16. Check the ‘PRNs Previously Administered Today’ section to be sure that the medication 
has not already been taken or that it is not being given too soon after the last 
administration. 

17. Read the ‘Medication Prompts’ box (in blue) to be sure the desired PRN has not been 
restricted. 

18. The desired PRN should be displayed in the ‘Medication’ field. If it is not, click the drop-
down arrow and select from the list. If the medication is not on the list, it has not been 
entered into the system as a prescribed medication, so contact the supervisor. 

19. If it is appropriate to give the drug, proceed as with any other medication administration: 
a. Administer the medication. 
b. Click the ‘Staff signature’ checkbox. 
c. Click the ‘Save’ button. 

* As with other administration records, dosages may be changed, notes may be added or the 
date/time field may be edited prior to saving the record. 
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Medication – Prescribed Form 
 

 
 
 
Entering a New Medication* 

1. On the navigation menu of a resident record, open the Medications folder. 
2. Click the ‘Medication-Prescribed’ form link. 
3. Click the ‘New Entry’ button. See example of ‘Medication-Prescribed’ form below. 
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4. Fill in all the fields marked with an asterisk . 
5. Additionally, enter choices for the following fields: 

a. Medication Classification, if known 
b. Diagnosis 
c. Refills Allowed 
d. Pharmacy Dispensing 
e. Administration End Date - only if a limited script, such as a 10-day antibiotic, etc. 
f. Scheduled Admin Time – do not select time if medication is a PRN (given as 

needed) 
g. Periodic Administration – only if not administered each day 
h. DEA Number 
i. Order fill/refill 
j. Any additional fields for which you desire to enter information 

6. Verify correctness and completion of information 
7. Scroll to the bottom of the screen and click the ‘Save’ button 

 
* Medications entered into the ‘Medication-Prescribed’ form should be one of the following: 

1. A prescription medication 
2. An OTC medication that has been prescribed 
3. A regularly scheduled medication, whether prescription or OTC 
4. A medication for which the need should be assessed before administration or on a 

regular basis 
 
* For a description of how to fill in each field on the ‘Medication-Prescribed’ form, see the 
Medication – Form Details section.  
 
 
 
Discontinuing a Medication* 
* Important to note: Do not delete any medications! This will delete the resident’s entire 
administration history of the drug. Use the discontinue (DC) process instead.  

1. On the navigation menu of the resident record, open the Medications folder. 
2. Click the ‘Medication-Prescribed’ form link. 
3. Click the edit icon  associated with the name of the medication to be discontinued. 
4. Scroll to the Authorizations section and click the ‘DC this medication’ checkbox. 
5. You may also edit the following fields, if desired: 

a. Assistance Needed 
b. Administration End Date 
c. Scheduled Administration Time 
d. Memo to Pharmacy 

6. Scroll to the bottom of the screen and click the ‘Save’ button 
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Medication – Form Details 
 
 
 
 

A guide for filling out the Medication-Prescribed form. Physicians must fill out those fields marked 
with an asterisk* and should review those fields marked with an º. 
 
 
Medication Information Section 
* Medication – Enter the complete name of the medication, including drug name extension, such 

as DM, LA, XL, etc. 
* Dosage – Enter the prescribed dosage, a number followed by extension, such as mg, cc, etc. 
* Drug Dose Type – The default is  “Tablet”. Activate the drop-down to choose another dose 

type. 
* Medication Classification – Select the classification appropriate for this drug. 
* Diagnosis – Type in the reason for which this medication was prescribed. 
* Route of Administration – “By Mouth” default. Click the drop-down to choose another route. 
* Administration Type – Select either “Regularly scheduled” (a medication that should appear on 

the MARs) or “Non-scheduled” (a prescribed medication that is to be given as needed).  
* Administration Instructions – Type in any directions/instructions. These instructions will appear 

on the MARs each time the medication is scheduled. Include such things as directions to 
take with food, not to administer in combination with other drugs, or a sliding scale for 
insulin injections, etc. 

* Refills Allowed – Enter the number of refills you will allow the pharmacy to provide.  
* Pharmacy Dispensing – Choose either ‘Substitution permitted’ (the default setting) or ‘Dispense 

as written’.  
* Assistance Needed – Check the appropriate box, if known. 
 
 
MAR Scheduling Section 
* Administration Start Date – Enter the date on which administration is to start. 
º Number of Administration Days OR – Enter a number of days to administer the drug OR…  
º Administration End Date – Enter any specified date for ending administration. If not filled in, the 

field defaults to 100 years, which will keep the prescription available on the MARs for as 
long as needed. 

º Scheduled Administration Time – Check one or more times during the day, if this medication is 
to be administered in a schedule. These checkboxes control the times at which this  
medication appears on the Daily MARs report. Do not check any if medication is PRN  
(given as needed), unless the nursing staff should regularly assess if the drug is required  
at the scheduled time. 

º Periodic Administration Days OR – Use this field or the one below if the medication is not to be  
given every day. Check the day(s) of the week, such as MWF for three days  
administration per week, or other combination of days OR… 
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º By Administration Interval – Use this field or the one above if the medication is not to be given  
every day. Enter a number. For instance, if 3 is entered, administration will appear on the  
MARs starting the next day (or on the “Start Date”) and on every third day after that (two  
days between administration). Entering 28 will provide for administration once every  
month. Entering 7 will place the medication on the MAR once a week, beginning with the  
start date. 

 
 
Authorizations Section 
* Prescribed by – Type in your full name, i.e. Ryan K. Forsberg, David J. Merrill, etc.  
* DEA Number – Enter your number. 
* Entered by – Check to certify correctness and completion. Clicking this field will not 

automatically order the medication.  
DC this medication – Check here to discontinue this medication or if this form has been ‘saved’  

with an error. If there is an outstanding order with 4Care Pharmacy for this drug, notify  
the pharmacy that the drug has been discontinued. 

 
 
4Care Prescription Ordering Information 
Fills Remaining – Read-only field displaying the number of fills currently left for this medication. It  

will display [no data] when form is first filled out. 
* Order fill/refill – Check the box to order from 4Care Pharmacy. 
Memo to Pharmacy – Type in any instructions, clarifications or concerns for the pharmacy to  

know about. 
Memo from Pharmacy – Read any instructions or responses from the pharmacy. It will display  

[no data] when form is first filled out. 
 
 
Prescription Transfer Information Section 
Pharmacy Name – Type in name of current pharmacy.    
Pharmacy Phone – Enter phone number, including area code. 
Transfer Pharmacy Rx #  - Type in the Rx# from the current medication package.   
 
 
4Care Pharmacy Only Section 
Next Ship Date – Read only field that displays the date of next shipment for this drug. It will 

display [no data] when form is first filled out. 
Order History – Read only field that displays the history of all orders, fills and shipments for this  

drug. It will display [no data] when form is first filled out. 
 
 

! Remember to always review the form for accuracy before clicking the ‘Save’ 
button at the bottom of the screen. Saved errors can only be corrected by 
discontinuing the medication and entering the data again through the ‘New Entry’ 
button.  
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Medication - Prompts 
 

 
 
  
Creating Medication Prompts 

1. Select the record of the resident for whom you wish to create a 
prompt. 

2. Click on the ‘Medication Prompts’ link in the left-side Navigation 
Menu. 

3. On the resulting page, seen below, you may select from 
Standard Prompts, Medication Contraindications, Custom Prompts or any 
combination. 
 

 

 
 
 

4. There are seven (7) Standard Prompts at the top of the screen. 
Any of them can be activated by clicking the checkbox associated with the desired 
prompt.  

5. Activation places the prompt in a blue-bordered box at the top of 
any medication administration screen. 

6. Deactivate (no longer display on the screens) by unchecking the 
associate Select box. 

 
 
Medication Contraindications 

1. Medication Contraindications are those drugs that should not be administered to the 
resident, either because of drug interaction, negative side effects, negative 
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interaction with other therapeutics (herbal, holistic, etc.) or allergy. Any 
contraindication recommendations received from a physician or pharmacist should be 
entered here. This field represents a critical safeguard for your resident’s well being. 

2. Medications in the Contraindication field will appear in the Medication Prompts box 
and in red on the resident’s face sheet when the Select box is checked. 

3. One or more items entered into the Contraindications field may need to be 
deactivated at some point. Either uncheck the Select box to hide contraindications 
entirely or leave the Select box checked and edit the data to be current. 
 
 

Custom Prompts 
1. There are spaces for five (5) Custom Prompts, if the Standard Prompts do not cover 

the resident’s situation. 
2. Type in the appropriate information into the ‘Enter text’ box. 
3. Activate the prompt by clicking the Select checkbox. 
4. When a prompt is not longer needed, uncheck the Select box.    

 
 
Applying Medication Prompts 

1. When all data has been entered as needed for the resident, click the Save button 
 at the bottom of the screen. 

2. The system will automatically record the name of the individual who entered the data. 
On subsequent changes to the prompts, the most recent name will be listed at the 
bottom of the screen. 

3. Saving the example screen on the previous page results in the prompt box shown 
below. Note that any checked prompts from the Medication Prompts screen are 
displayed and any that are unchecked do not show. 

4. The Medication Prompts box will always display either to the left or right of the 
resident’s photo on all individual medication administration screens, such as those 
reached through the Custom MAR or Scheduled MAR.  
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Medication - Administered Today
 

 
 
 
Viewing Meds Administered Today 

1. Click the ‘Medication Reports’ link in the Medication Module. 
2. Click the ‘Meds Administered Today’ report link. 
3. On the resulting screen, example below, every medication that has been administered on 

the current date is listed, sorted by the assigned administration time. 
4. Notice that the names of the residents are shown, as well as the medications, date/time 

of administration, any exceptions noted and the dated signatures of the administering 
individual. 
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Medication - Not Administered 
 

 
 
 
Viewing Meds Not Yet Administered 

1. Click the ‘Medication Reports’ link in the Medication Module. 
2. Click the ‘Meds Not Yet Administered’ report link. 
3. On the resulting screen, example below, every medication that should still be 

administered on the current day is listed (including the resident’s name) and is sorted by 
the assigned administration time. 

4. Click the Select link next to a resident’s name for the individual MAR record, allowing the 
medication administration to be recorded. 
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Medication - C2 Inventory 
 

 
 
 

Viewing the C2 Medication Inventory 
1. Select the ‘C2 Medication Inventory’ link from the ‘Medication Reports’ submenu. 
2. This report, example below, covers the last 30 day’s inventory. 
 

 
 
 
3. To print for internal audit, state reporting, etc., use the print link  at the upper 

right. 
4. For a full inventory history on a specific person, click Select on the line under the 

resident’s name. 
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Medication – C2 Inventory Count 
 
 
 
Conducting a C2 Medication Count* – First staff member  

*Note that state and federal laws require that C2 medication counts are conducted by two (2) 
individuals. The first person logs in, counts and records all medications in the presence of the 
other person. When completed, the second individual logs in, counts and adds his/her 
signature to the count screen.  
1. Click the ‘C2 Inventory Count Needed’ link on the Medication Reports page, example 

below. 
 

 
 
 

2. Access the medication by clicking the Select next to any of the medication names under 
a specific resident. 

3. Verify that medication to be counted is the same name and dosage as shown on the 
screen, example below, then count. 
 

 

 
 
 

4. Enter the number in the ‘Current Count’ field, as shown above. 
5. Click the ‘Count By’ checkbox and the ‘Save’ button. 
6. Alternately, if a single individual’s medications are being counted, click the ‘Save and 

Refresh’ button so that the second staff member can login and finish the count. 
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Verifying the Count*– Second staff member 
*Note that state and federal laws require that C2 medication counts are conducted by two (2) 
individuals. The first person logs in, counts and records all medications in the presence of the 
other person. When completed, the second individual logs in, counts and adds his/her 
signature to the count screen.  
1. Click the ‘C2 Inventory Count Needed’ link on the Medication Reports page. 
2. Access the medication by clicking the Select next to the medication name.  
3. Verify that medication to be counted is the same name and dosage as shown on the 

screen, example below, then count. 
 
 

 
 
 
4. Verify that the count entered is the same, as shown above. 
5. Click the ‘Assisted By’ checkbox and the ‘Save’ button. 
*Note that the difference between the current count and the previous count is automatically 
calculated. In this case it indicates that, one (1) tablet was administered since the last count. 
 
 
 

Recording Count Differences* – Second staff member 
*Please note that the ‘Retract Count’ process provides legal protection for staff members in the 
event of count discrepancies.  

1. If the second count does not agree with the original count, click the ‘Retract count’ 
checkbox. 

2. This cancels the original count recording and allows the first staff member to begin the 
process again. 
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Medication – Emergency Med Kit 
 

 
 
 
 
Recording Administration from the Emergency Med Kit 

1. In the event that drugs and supplies are administered from the Emergency Med Kit, it is 
important that the usage be documented.  

2. Select the appropriate community from the ‘View/Select Community’ link in the 
Community module.  

3. On the Navigation Menu, click the ‘Administer from Emergency Kit’ link. This will open up 
a screen that displays all items that have been setup in the kit in alphabetical order, as 
seen in the partial screen below.  

4. For any non-prescribed items, enter the resident’s name into the name field. Prescribed 
items will have the resident’s name prefilled and non-editable.  
 

 

 
 
 
5. The Date field populates with the current date/time and may be edited using the mini-

calendar or typing in the appropriate data, if necessary.  
6. Enter ‘Nature of Emergency’ details. 
7. Lastly, click the Staff Signature field for each item used and the Save button at the 

bottom.  
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Medication – 31-Day Backup 
MAR 

 
 

 

 

The 31-Day Backup MAR is used in cases of emergency when power or computer access is not 
available. This system provides a temporary paper MAR on which to record data. Following the 
use of the Backup MAR, the hand-recorded information must be manually entered into the online 
system so that resident records are complete and correct. 

 
Preparing the 31-Day MAR 

1. On the last day of every month, open the 31-Day MAR report 
2. Using the print icon in the upper right corner, print the entire report 
3. Close the 31-Day MAR report 
4. Open the 31-Day MAR – Reverse 
5. Remove the printed documents, turn them over and reinsert in the printer 
6. Using the print icon, print the medication notes grid on the reverse side of the MAR 
7. Close the 31-Day MAR – Reverse report 
8. Store in a labeled binder or folder for emergency use 

 
Using the 31-Day MAR 

1. In the event power or computer access is suspended, fill out by hand the paper records 
and return them to the binder 

2. As soon as possible after computer operation has been restored, open the 31Day 
Backup Medication Entry report 

3. Locate the paper record for the first individual on the report 
4. On the screen, find the first date on which hand-reporting was done 
5. Choose any medication for that date and click the Select link 
6. By referencing the paper documents, fill out the information for all medications for that 

date and any subsequent emergency days 
7. It is critical that you NOT leave the date field blank, but enter the correct date/time the 

medication was administered and click the Staff Signature checkbox 
8. When done, click the Save button 
9. Repeat the recording process for as many individuals for whom you have paper records 
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Community – Maintenance 
 
 
 
Preventive Maintenance 
The Preventive Maintenance system in BlueStep allows administrators and maintenance 
personnel to select those maintenance issues that must be addressed on a recurring basis and  
provides an interface for maintenance staff to record completion of such tasks. A summary 
screen is available for reviewing the current status of preventive maintenance projects.  
 
Before configuring the maintenance tasks, there are five (5) Option Lists that should be modified 
to meet the specific needs of your facility. They are for Annual-Summer, Annual-Winter, Monthly, 
Quarterly and Semi-Annual tasks. 
 
 
Modifying Maintenance Task Lists 

8. From the Tools button drop-down, select the Relate link. 
9. Mouse over the Admin tab and select ‘Option Lists’. 

 

 
 

10. Click the Edit Pencil icon  associated with the Preventive Maintenance Tasks – 
Annual-Summer list. The current options on the list will be displayed, as seen above. 

11. For any of the displayed options that do not match the tasks needed annually in the 
summer, click the associated Edit Pencil icon.  

12. A small pop-up screen will appear, as seen at right.  
13. Highlight and delete the existing 

data in the Label field. Type in 
appropriate information.  

14. Enter an export value similar to the 
label, but unique to that option 
item. See the illustration above for 
examples.  

15. Be sure to click the Save button 
      at the bottom of the pop-up. 
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16. If more option items are needed, click the Add button  for one more item, or click 
the Add Multiple button  for a larger field that allows several more items to 
be entered at one time.  

17. Push the Enter key after each line entry.  
18. Be sure to click the Save button at the bottom of the pop-up. 

 
 
Changing the Order of Option Items (Reorder) 

1. Click the Reorder link  on the list for which you want to edit the order. 
2. When the pop-up appears, use the right-side keys to organize the list items. 
3. Be sure to click Save at the bottom of the pop-up when done.  

 
Follow the same procedure to modify the remaining four lists: Preventive Maintenance Tasks – 
Annual-Winter, Preventive Maintenance Tasks – Monthly, Preventive Maintenance Tasks – 
Quarterly and Preventive Maintenance Tasks – Semi-Annual lists. When all five lists accurately 
describe the required tasks at your facility, proceed to setting up the maintenance schedule. 
 
Maintenance Selection 

9. Click the Select Community link in the Community module. 
10. Select the appropriate community and click ‘Setup: Maintenance’ on the Navigation 

Menu.  
11. The maintenance items entered on the Option Lists will be displayed. Make appropriate 

selections, as seen in the example below. 
 

 
 

12. Select the months in which quarterly, semi-annual, summer and winter tasks from the 
drop-down lists below each task-selection section.  

13. When complete, click the Save at the bottom of the screen. 
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Editing Maintenance Tasks 
Once the initial maintenance tasks have been setup, additional tasks or task modification is done 
through the ‘Edit Maintenance Tasks’ link.  
 

10. From the Community module, click the Select/View Communities and choose the 
appropriate facility. 

11. In the Navigation Menu, click ‘Edit Maintenance Tasks’. As seen in the partial screen 
below, all the current maintenance tasks are listed. 
 

 
 

12. To create a new task, select the New Entry button  at the upper right.  
13. Select a Task Type from the drop-down.* 
14. Enter the specific action into the Task field, as in the example below. Select how often 

and, if appropriate, in what month the task should be completed.  
15. Click the Save button when finished.  

 

 
 

*  In the rare instance that a new Task Type is required, add the type to the Preventive 
Maintenance Types option list. 

 
 

Changing Task Assignment Months * 
1. To change how often or in what month a task should be done, select the Edit icon . 
2. The Edit Task screen will appear, as above, on which you can make the desired 

changes. 
3. Click the Save button when done. 
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* It is advisable to delete tasks for which the Task Type and Task fields must be changed or 
those default tasks that have no application at your facility. To delete such a task from the 
schedule, click the Delete icon  associated with that item. 
 
 
 
Tracking/Completing Maintenance Tasks * 

1. Select the Community Maintenance Monitor in the Community module 
2. Click the Maintenance Checklist on the submenu.  

 

 
 

3. The checklist, as in the partial example above, will list all tasks by type and display the 
due date. Any tasks that were previously completed will show the name of the individual, 
date and time the data was entered.  

4. To mark a task as completed, check the associated checkbox 
5. Enter any appropriate notes.  
6. Click the Save button when done.  
7. Once the end of the current month has passed, these maintenance tasks will no longer 

appear on the list and it will not be possible to check them as completed.  
8. The bottom section of the checklist is a report of any maintenance items that remained 

uncompleted after the due date. Ideally, this list should remain empty, as this would 
indicate that all tasks were completed on time. 

9. Any maintenance personnel or others with recurring tasks (consulting pharmacist, head 
nurse, kitchen staff, dietitian, etc.) should have access to this checklist.  

 
 
 
Checking the Preventive Maintenance Review 

1. The maintenance status can be reviewed at any time by selecting the Community 
Maintenance Monitor in the Community module.  

2. Click the Preventive Maintenance Review. This report shows all maintenance items for 
the past six months and for one month into the future, a portion of which can be seen in 
the example on the next page. 
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3. Note that the date/time of completion is listed, along with the name of the person who 
checked-off the task. 
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Provider (Physician) Guide 
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HQ Modules 
 
 
 
 
 
Each of the HQ™ modules performs specific functions, which may be accessed from tabs on the 
main navigation bar or from the underlined links in each module section. Additionally, you may go 
directly to any of the functions under specific modules using the secondary navigation bar or the 
listings below each module title. For instance, under Management, the “Active Tasks | Groups | 
Quality Control” line is made up of three (3) clickable links to the three Management pages. All 
modules will display any available functions in this fashion.  
 
Depending upon your permission level, as granted by the management at your organization, you 
may see fewer than the modules displayed here. No matter what is available on your screens, 
each will operate as described in the following pages.  
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HQ Access 
 

 
 

 
Logging in to BlueStep’s HQ Management System 
Each facility has it’s own URL (web address) and each physician has his/her own login. Prior to a 
physician using the system, the facility must set up physician access (see Facility section) and 
provide login information to the physician. Once this information is received, follow the steps 
below to access the system. 

1. Type the facility’s URL address into the address bar of your web browser. Google’s 
Chrome browser or Microsoft’s Internet Explorer 6.0 or higher are recommended. Firefox 
for MAC users is also acceptable.  

2. Save this address in your browser’s ‘Favorites’ for easy access in the future. 
3. When the login screen appears, example below, type in your assigned username and 

password in the fields provided. 
4. If the ‘Remember Me’ checkbox is clicked, your computer will be “cookied” to remember 

your login for future sessions. 
5. Click the ‘Login’ button to reach the HQ Home page.  

 
 

                       
 
 

6. Also available from this screen are links to access the automated ‘Lookup System’ 
(“Can’t remember your Username or Password?”) and other helps. 
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Customized View 
The first available screen in the HQ Management System is called HQ Home, as seen in basic 
physician version below. Also available are the My Office selections and, for ease of use, a 
dynamic list of the Recent Records visited by the logged-in individual. The view that an individual 
physician sees will vary depending upon the facility’s configuration. However, the pertinent 
sections of the Resident Database and Medication Module are available to all physicians.  
   
 

 
 
 
Accessing Modules – click on the module name, such as “Resident/Resident Database”, in 
either the main portion of the screen or the navigation bar. In most cases, the last resident record 
visited will be displayed. Customized modules may retrieve other links specific to the facility.  
 
Accessing Submenus/Reports/Queries – click on the name of the item, such as “Medication 
Reports” on the main portion of the screen or on the drop-down from the navigation bar. These 
will be listed under the module name and the link will return the item selected. 
 
Accessing My Office – click the My Office link from the navigation menu to the left or on the 
navigation bar. Specific areas of My Office can be accessed from the links on the navigation 
menu or on the drop-down from the navigation bar. 
 
Accessing Recent Records – click on the underlined name of the record in the Recent Records 
list. This list is dynamically created when the logged-in individual visits a record in the system. It 
will hold up to twelve (12) of the most-recently visited record links. Each logged-in user will only 
see the records they have accessed and not those of other users. 
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Resident - Records 
 

 
 
 
Accessing a Resident Record* 

1. Click the ‘My Residents’ link in the Resident Database shown on the HQ Home page. 
2. On the resulting page, all residents who have a database relationship with the logged-in 

physician will be displayed.  
3. Click the underlined name of the resident to access his/her record. 

 
 

                
 
 
 

* The resulting screen can take many formats, as selected by the organization. The most 
common format is a face sheet style (see example on the following page) with sections 
covering resident identification, medical data, contact persons, preferences, medications and 
vital signs.  
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Reading the Record Summary* 
* If the facility has chosen to use the face sheet style of Record Summary, as in the example on 
the previous page, there is a wealth of information available at a glance. Some information may 
be blank, due to security restrictions. Fields that display [no data] have not yet been filled out by 
the facility staff. Note the following sections and some of the pertinent data fields available to you:  
 
 
Resident Identification Section 
Date of birth 
Social Security number 
Admission date 

Room number 
Location 

 
Medical Data Section 
Code status (either Resuscitate or Do Not Resuscitate in red)
Medication contraindications (displayed in red) 
Links for viewing up to three (3) advance health care 
directives 
Past/Current medical conditions 
Health care provider information 

Surgeries 
Allergies 
Current diagnosis 
Dietary needs 
Medical devices 

 
Contact Persons Section 
Name of contact person 
Relationship 
Type of contact 

Home phone 
Cell phone 
Work phone 

 
Preferences Section 
Religious preference 
Clergy & phone 
Friend & phone 

Hospice & phone 
Hospital & phone 
Mortuary & phone 

 
Medications Administered Today Section 
This report automatically updates throughout each day and lists the medication name, dosage 
and time given. 

 
Current Medications Section 
Medication name & dosage 
Administration instructions 
Scheduled administration time 

Administration type 
Route of administration 

 
Vital Signs/Last 60 Days  
Date/time vitals taken 
Weight 
Blood pressure 
Glucose level 

Heart rate 
Temperature 
02 Sats 
 

 
 
* This data automatically updates throughout the day, as information is added to the resident 
record. The report may be printed as needed - for your records or to accompany the resident on 
outpatient or admitted health visits. Use the print link  at the upper right of the screen.
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Navigating a Record* 

1. Click the ‘My Residents’ link on the HQ Home page. 
2. Select the appropriate resident by clicking the 

underlined name. 
3. Click the name of the needed form, report or wizard 

within the gold navigation menu at the left side of the 
record.  

4. If the needed folder is closed, as designated by an 
expand icon  in front of the folder name, click the 
icon and the folder will open to display its contents. 

5. To see the contents of all folders, click the expand all 
icon  at the top of the menu. 

6. Once the folders are open, select the name of the 
form, report or wizard, as above. 

 
* Note than physicians may access such forms as Vital 
Signs, Medical History, Labs, Incident Report, Next of 
Kin, Nursing Notes, Medication Side Effects, etc., any of 
which may provide information helpful in caring for the 
resident.    
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Resident – Forms and Reports 
 

 
 
 
Using Resident Forms and Reports* 

* Forms exist in two formats, single entry and multi-entry. When the link for a single entry 
form is clicked, the form and its data will appear. When a multi-entry form is selected a 
summary page of all the copies of that form will appear, as in the Vital Signs example below.  
 
 

 
 
1. To see any one of the individual records, click the view icon .  
2. When finished viewing, click the ‘Done’ button at the bottom.  
 
* Most forms and reports provide information for the physician’s use in treating the resident. 
However, some forms allow physicians to record data permanently in the system. This is 
advantageous to the resident and the nursing staff at the patient’s facility, as there are no 
faxes to be lost or verbal instructions to be misinterpreted. Additionally, information is 
immediately available to all concerned parties without the need for transcription. 
 
* If a form is available for data entry by the physician or his/her staff, edit icons  will appear 
next to each record entry, such as in the Medication-Prescribed form example below. 
 
 

 
 
1. To view any one of the individual records, click the edit icon.  
2. When finished viewing, click the ‘Cancel’ button at the bottom.  

 
3. To edit an existing form, click the edit icon. 
4. When finished editing, click the ‘Save’ button. 

 
5. To create a new version, click the ‘New Entry’ button. 
6. When completed, click the ‘Save’ button. 
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Physician-Editable Forms List 
Individual Worksheet 
Medication-Prescribed 
Physician’s Refill Authorization 
Physician’s Quarterly Medication Review 

Doctor’s Orders 
Standing Orders/Recertifications 
Physician’s Roster 
Immunizations 

 
 
Using View Layouts* 
* Some forms have more than one version, accessible through the ‘View Layout’ feature. When 
this is the case, the ‘View Layout’ box will appear and directions at the top or bottom of the screen 
will explain what is needed, as in the example below. 

1. Click the down-arrow on the ‘View Layout’ box and select the layout as directed. 
 

 
 
 

2. After selecting the layout, the screen will display a report with features not accessible 
from the [Generic] view, as in the example below. 
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Printing a View Layout 

1. When using a ‘View Layout’ other than [Generic], the form MUST be saved before the 
screen will print in proper format and display the needed data. Click the ‘Save’ button at 
the bottom. 

2. When the screen repaints, select the copy of the form you just created with the edit icon 
.  

3. Click the print icon  at the upper-right. 
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Medication – Prescribed Form 
 

 
 
 
Entering a New Medication* 

8. On the navigation menu of a resident record, open the Medications folder. 
9. Click the ‘Medication-Prescribed’ form link. 
10. Click the ‘New Entry’ button. See example of ‘Medication-Prescribed’ form below. 
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11. Fill in all the fields marked with an asterisk . 
12. Additionally, enter choices for the following fields: 

a. Medication Classification, if known 
b. Diagnosis 
c. Refills Allowed 
d. Pharmacy Dispensing 
e. Administration End Date - only if a limited script, such as a 10-day antibiotic, etc. 
f. Scheduled Admin Time – do not select time if medication is a PRN (given as 

needed) 
g. Periodic Administration – only if not administered each day 
h. DEA Number 
i. Order fill/refill 
j. Any additional fields for which you desire to enter information 

13. Verify correctness and completion of information 
14. Scroll to the bottom of the screen and click the ‘Save’ button 

 
* Medications entered into the ‘Medication-Prescribed’ form should be one of the following: 

5. A prescription medication 
6. An OTC medication you wish to prescribe 
7. A regularly scheduled medication, whether prescription or OTC 
8. A medication for which the need should be assessed before administration or on a 

regular basis 
 
* For a description of how to fill in each field on the ‘Medication-Prescribed’ form, see the 
Medication – Form Details section.  
 
 
 
Discontinuing a Medication* 
* Important to note: Do not delete any medications! This will delete the resident’s entire 
administration history of the drug. Use the discontinue (DC) process instead.  

7. On the navigation menu of the resident record, open the Medications folder. 
8. Click the ‘Medication-Prescribed’ form link. 
9. Click the edit icon  associated with the name of the medication to be discontinued. 
10. Scroll to the Authorizations section and click the ‘DC this medication’ checkbox. 
11. You may also edit the following fields, if desired: 

a. Assistance Needed 
b. Administration End Date 
c. Scheduled Administration Time 
d. Memo to Pharmacy 

12. Scroll to the bottom of the screen and click the ‘Save’ button 
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Prescription Refill Authorization 
1. On the navigation menu of the resident record, open the Medications folder. 
2. Click the ‘Physicians Refill Authorization’ form link. Every medication for this resident that 

needs to be refilled, will be displayed on the screen. The example below displays one 
such medication. 

 
 

 
 
3. Note the medications needing refill authorization. 
4. Click the ‘Medication-Prescribed’ link. 
5. Click the ‘New Entry’ button and create a new prescription for each of the needed 

medications, filling the form as described above. 
Alternately at step 4… 
4.   Click the print link    on the ‘Refill Authorization’ screen. 
9. For each medication that should be refilled, sign and date the form, quantity in fill, DEA 

number. Enter contact information for at least one of the medications in this batch. 
10. Make any other changes as needed. 
11. Submit these by fax to 4Care Pharmacy at (801) 336-3001. 
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Conducting a Quarterly Medication Review* 
1. From the HQ Home page, click the Medication Reports link. 
2. Click the ‘Physicians Quarterly Medication Review’ link. The resulting page, example 

below, will display residents in the facility with medications.  
 

 

            
 
 

3. Review the medications for each of your residents.  
4. If there are no changes to any medications, no action is required. 
5. If there are changes to any medications listed, note these and click the ‘Medication-

Prescribed’ form link. 
6. Go to the medication needing a change and click the ‘DC this medication’ checkbox. 
7. Click the ‘New Entry’ button and create a new prescription for each of the medications 

needing a change, filling the form as described in ‘Entering a New Medication’, above.  
Alternately from step 5… 

5. If there are changes to any medications listed, print the Review using the print icon 
 at the top-right of the page. 

6. Make corrections on the page as needed, then sign, date and add DEA number. 
13. Submit these by fax to 4Care Pharmacy at (801) 336-3001. 
* Medications are not limited to review each quarter. This report may be run at any time 
desired and will list all currently prescribed medications for each resident. 
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Medication – Form Details 
 
 
 
 

A guide for filling out the Medication-Prescribed form. Physicians must fill out those fields marked 
with an asterisk* and should review those fields marked with an º. 
 
 
Medication Information Section 
* Medication – Enter the complete name of the medication, including drug name extension, such 

as DM, LA, XL, etc. 
* Dosage – Enter the prescribed dosage, a number followed by extension, such as mg, cc, etc. 
* Drug Dose Type – The default is  “Tablet”. Activate the drop-down to choose another dose 

type. 
* Medication Classification – Select the classification appropriate for this drug. 
* Diagnosis – Type in the reason for which this medication was prescribed. 
* Route of Administration – “By Mouth” default. Click the drop-down to choose another route. 
* Administration Type – Select either “Regularly scheduled” (a medication that should appear on 

the MARs) or “Non-scheduled” (a prescribed medication that is to be given as needed).  
* Administration Instructions – Type in any directions/instructions. These instructions will appear 

on the MARs each time the medication is scheduled. Include such things as directions to 
take with food, not to administer in combination with other drugs, or a sliding scale for 
insulin injections, etc. 

* Refills Allowed – Enter the number of refills you will allow the pharmacy to provide.  
* Pharmacy Dispensing – Choose either ‘Substitution permitted’ (the default setting) or ‘Dispense 

as written’.  
* Assistance Needed – Check the appropriate box, if known. 
 
 
MAR Scheduling Section 
* Administration Start Date – Enter the date on which administration is to start. 
º Number of Administration Days OR – Enter a number of days to administer the drug OR…  
º Administration End Date – Enter any specified date for ending administration. If not filled in, the 

field defaults to 100 years, which will keep the prescription available on the MARs for as 
long as needed. 

º Scheduled Administration Time – Check one or more times during the day, if this medication is 
to be administered in a schedule. These checkboxes control the times at which this  
medication appears on the Daily MARs report. Do not check any if medication is PRN  
(given as needed), unless the nursing staff should regularly assess if the drug is required  
at the scheduled time. 

º Periodic Administration Days OR – Use this field or the one below if the medication is not to be  
given every day. Check the day(s) of the week, such as MWF for three days  
administration per week, or other combination of days OR… 
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º By Administration Interval – Use this field or the one above if the medication is not to be given  
every day. Enter a number. For instance, if 3 is entered, administration will appear on the  
MARs starting the next day (or on the “Start Date”) and on every third day after that (two  
days between administration). Entering 28 will provide for administration once every  
month. Entering 7 will place the medication on the MAR once a week, beginning with the  
start date. 

 
 
Authorizations Section 
* Prescribed by – Type in your full name, i.e. Ryan K. Forsberg, David J. Merrill, etc.  
* DEA Number – Enter your number. 
* Entered by – Check to certify correctness and completion. Clicking this field will not 

automatically order the medication.  
DC this medication – Check here to discontinue this medication or if this form has been ‘saved’  

with an error. If there is an outstanding order with 4Care Pharmacy for this drug, notify  
the pharmacy that the drug has been discontinued. 

 
 
4Care Prescription Ordering Information 
Fills Remaining – Read-only field displaying the number of fills currently left for this medication. It  

will display [no data] when form is first filled out. 
* Order fill/refill – Check the box to order from 4Care Pharmacy. 
Memo to Pharmacy – Type in any instructions, clarifications or concerns for the pharmacy to  

know about. 
Memo from Pharmacy – Read any instructions or responses from the pharmacy. It will display  

[no data] when form is first filled out. 
 
 
Prescription Transfer Information Section 
Pharmacy Name – Type in name of current pharmacy.    
Pharmacy Phone – Enter phone number, including area code. 
Transfer Pharmacy Rx #  - Type in the Rx# from the current medication package.   
 
 
4Care Pharmacy Only Section 
Next Ship Date – Read only field that displays the date of next shipment for this drug. It will 

display [no data] when form is first filled out. 
Order History – Read only field that displays the history of all orders, fills and shipments for this  

drug. It will display [no data] when form is first filled out. 
 
 

! Remember to always review the form for accuracy before clicking the ‘Save’ 
button at the bottom of the screen. Saved errors can only be corrected by 
discontinuing the medication and entering the data again through the ‘New Entry’ 
button.  
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Medication - Reports 
 

 
 
Using Medication Reports* 
* A number of reports are available to the physician, giving an overview of the care that the 
patient is receiving within the facility. Any fields that have not yet had information entered into 
them by the facility staff will appear as [no data]. Each report is named to reflect the data being 
presented. 

1. Click the ‘Medication Reports’ link in the Medication Module. The Medication Reports 
submenu page is shown below.  

 
 
 

                                        
   
 
2. Click on the name of the desired report. The results will display in varying formats, 

depending upon the data contained. In the example below, all allergies for current 
residents are listed. 

 

                   
 
 
3. To view the details for any specific resident, click the Select associated with the record. 
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Using the Physician’s Quarterly Medication Review* 

1. From the HQ Home page, click the Medication Reports link. 
2. Click the ‘Physicians Quarterly Medication Review’ link. The resulting page, example 

below, will display residents in the facility who have been prescribed medications.  
 

 

            
 
 

3. Review the medications for each of your residents. 
4. If there are no changes to any medications, no action is required. 
5.   If there are changes to any medications listed, note these and click the ‘Medication-
Prescribed’ form link. 
6. Go to the medication needing a change and click the ‘DC this medication’ checkbox. 
7. Click the ‘New Entry’ button and create a new prescription for each of the medications 
needing a change, filling the form as described in ‘Entering a New Medication’ in the 
Medication section of this guide.  
Alternately from step 5… 
5. If there are changes to any medications listed, print the Review using the print icon 

 at the top-right of the page. 
6. Make corrections on the page as needed, then sign, date and add DEA number. 
7. Submit these by fax to 4Care Pharmacy at (801) 336-3001. 
* Medications are not limited to review each quarter. This report may be run at any time 
desired and will list all currently prescribed medications for each resident. 
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Office - Helps 
 

 
 
 
 
HQ has two basic default helps shown on every home page, ‘BlueStep Help’ and ‘4Care 
Pharmacy Help’. These two are links to each company’s website and lead directly to the help 
pages on those sites.                                   
 
Accessing 4Care Pharmacy Online Help* 

1. From the HQ Home page, click the ‘4Care Pharmacy Help’ link in the Office module. 
2. The 4Care website, as seen below, will appear.  

 
       

 
 

3. Listed on the page are a number of manuals and guides in PDF format. 
4. The documents are organized into 4Care Pharmacy and HQ User Manuals. 
5. Find the needed section and guide, then click on the name. 
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* These documents may be printed, downloaded or e-mailed to those of your users or staff 
who may find them helpful.  
 
* Adobe Acrobat offers a free PDF Reader, if your computer is not already 
equipped to read PDF files. Click the Acrobat link (illustration at right) at the 
bottom of the 4Care help screen to reach the Adobe.com download page.  
 
 

Printing the 4Care Policies and Procedures Manual* 
* Most state licensing entities require that assisted living, 
skilled nursing and some other facilities have a print copy 
of the pharmacy policy and procedure manual on the 
premises. 
 

1. Click the ‘4Care Pharmacy Help’ link on the 
HQ home page. 

2. The 4Care Policies and Procedures manual is 
the sixth item in the 4Care Pharmacy section; 
see pointer in the example right. 

3. Click the underlined link. 
4. Depending upon your selection and the 

configuration of the computer, there will be a 
print icon  or print link Print in the program 
header. Click this link and proceed with 
printing as normal. 

5. When completed, exit or close the page. 
6. Any other document may be printed in the 

same manner. 
 
 
 
Accessing BlueStep Online Help 

1. From the HQ Home page, click the ‘BlueStep Help’ link in the Office Module. 
2. The client care website (upper portion is seen below) will appear. 
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3. The second text section on the page lists a large number of manuals and guides in 
PDF format.  

4. The documents are organized into the sections, HQ User Manuals, 4Care Pharmacy, 
BlueStep Enhancements and Features, Connect, Team and BlueStep Newsletters.  

5. Find the needed section and guide, then click on the preferred underlined selection, 
either PDF or Word. 
 

* These documents may be printed, downloaded or e-mailed to those of your users or staff 
who may find them helpful.  
 
* New information is added to the BlueStep website as new features and functions are 
created. Existing documents are also updated as needed. 
 
* Adobe Acrobat offers a free PDF Reader, if your computer is not already 
equipped to read PDF files. Click the Acrobat link (illustration at right) at the 
bottom of the BlueStep help screen to reach the Adobe.com download page.  
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 Provider (Consulting Pharmacist) 
Guide 
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HQ Modules 
 
 
 
 
 
Each of the HQ™ modules performs specific functions, which may be accessed from tabs on the 
main navigation bar or from the underlined links in each module section. Additionally, you may go 
directly to any of the functions under specific modules using the secondary navigation bar or the 
listings below each module title. For instance, under Management, the “Active Tasks | Groups | 
Quality Control” line is made up of three (3) clickable links to the three Management pages. All 
modules will display any available functions in this fashion.  
 
Depending upon your permission level, as granted by the management at the community, you 
may see fewer than the modules displayed here. No matter what is available on your screens, 
each will operate as described in the following pages.  
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HQ Access 
 

 
 

 
Logging in to BlueStep’s HQ Management System 
Each facility has it’s own URL (web address) and each pharmacist has his/her own login. Prior to 
a pharmacist using the system, the facility must setup pharmacist access and provide login 
information to the pharmacist. Once this information is received, follow the steps below to access 
the system. 

1. Type the facility’s URL address into the address bar of your web browser. Google’s 
Chrome browser and Microsoft’s Internet Explorer 6.0 or higher are recommended. 
Firefox for MAC users is also acceptable. 

2. Save this address in your browser’s ‘Favorites’ for easy access in the future. 
3. When the login screen appears, example below, type in your assigned username and 

password in the fields provided. 
4. If the ‘Remember Me’ checkbox is clicked, your computer will be “cookied” to remember 

your login for future sessions. 
5. Click the ‘Login’ button to reach the HQ Home page.  

 
 

                       
 
 

6. Also available from this screen are links to access the automated ‘Lookup System’ 
(“Can’t remember your Username or Password?”) and other helps. 
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Customized View 
The first available screen in the HQ Management System is called HQ Home, as seen in basic 
pharmacist version below. Also available are the My Office selections and, for ease of use, a 
dynamic list of the Recent Records visited by the logged-in individual. The view that an individual 
pharmacist sees will vary depending upon the facility’s configuration. However, the pertinent 
sections of the Resident, Medication and Community modules are available to all pharmacists.  
   
 

 
 
 
Accessing Modules – click on the module name, such as “Resident”, in either the main portion 
of the screen or the navigation bar. In most cases, the last resident record visited will be 
displayed. Customized modules may retrieve other links specific to the facility.  
 
Accessing Submenus/Reports/Queries – click on the name of the item, such as “Medication 
Reports” on the main portion of the screen or on the drop-down from the navigation bar. These 
will be listed under the module name and the link will return the item selected. 
 
Accessing My Office – click the My Office link from the navigation menu to the left or on the 
navigation bar. Specific areas of My Office can be accessed from the links on the navigation 
menu or on the drop-down from the navigation bar. 
 
Accessing Recent Records – click on the underlined name of the record in the Recent Records 
list. This list is dynamically created when the logged-in individual visits a record in the system. It 
will hold up to twelve (12) of the most-recently visited record links. Each logged-in user will only 
see the records they have accessed and not those of other users. 
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Community – Emergency Med Kit
 

 
 
 
 
 

Pharmacists and Consulting Pharmacists will find specialized links and reports in the ‘Pharmacist 
Reports’ section of the Community module. These are designed to help pharmacists conduct 
medication reviews and other functions quickly and thoroughly with a minimum of navigation 
through the system and to provide all pertinent information in a meaningful format. 
 
 
 
Emergency Med Kit 
Each community will need to have a ‘setup’ performed for the emergency med kit when the 
BlueStep program is being initialized. Once the setup is complete and signed by a pharmacist, it 
will never need to be repeated.  
 
Contents of the kit fall into three (3) categories: 1) prescription drugs to meet the emergency 
needs of specific individuals (such as, EpiPens, digitalis tablets, etc.), 2) non-prescription drugs 
(both taken internally and applied externally), and 3) non-drug supplies (such as, dressings, 
stethoscopes, scissors, latex gloves, hot/cold packs, etc.).  
 
If the facility stores resident’s medications in a med cart or an area with fast and easy access, the 
facility may choose to store the emergency prescription drugs with the resident’s other 
medications in an emergency drug section. In that case, the emergency kit would contain only 
non-prescription drugs and supplies, and the emergency prescription drugs would need to be 
checked separately. 
 
 
 
Setup: Emergency Med Kit * 
* If the setup has already been created by an administrator or nurse, a licensed pharmacist will 
need to sign each entry. If that is the case, access each entry by using the Edit Pencil icon  
and click the ‘(Re)Stocked by’ signature checkbox. No further setup action is required. 
 

1. Select the appropriate community from the ‘Select/View Communities’ query in the 
Community monitor. 

2. Click the ‘Setup: Emergency Med Kit’ link in the left-side Navigation Menu.  
3. If any default medications appear on the list, use the Delete icon  to remove them. 
4. Click the New Entry button at the upper right of the screen.  
5. On the resulting setup screen, example seen below, the date will prefill with the current 

date and the expiration will prefill with one year from the current date. Edit either of these, 
if needed, by using the mini-calendar icon  or by typing in the appropriate date. The 
Expiration Date entered should be the expiration date printed on the drug packaging.  
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6. Type in the name and dosage of the 
medication and the quantity that will 
be in the kit. 

7. Select the dosage type from the 
drop-down.  

8. If the drug is prescribed for a specific 
individual, enter the name of the 
resident and the prescriber of that 
drug.  

9. When completed, click the 
Pharmacist Signature checkbox and 
the Save button.  

10. Click the New Entry button for each 
medication or supply item to be 
carried in the kit or stored separately 
and complete the form as above.  

 
 
 
Using Pharmacist Reports 
The  ‘Pharmacist Reports’ submenu, seen below, contains six (6) links for operations pharmacists 
need to regularly perform for the facility. They are most convenient when simply accessed from 
top to bottom. 
 

 
 
 
Restocking Emergency Med Kit 

1. Click the ‘Emergency Med Kit Contents’ link to view the current status of the med kit. 
2. If any current quantities do not match approved quantities, click the ‘Restock Emergency 

Med Kit’ link on the Pharmacist Reports submenu. 
3. Physically place the restock items in the kit.  
4. Click the signature checkbox for each restocked item (example below) and the Save 

button. 
5. In the case where quantities should be changed from the initial setup quantities, edit the 

amounts shown in the ‘Amt Stocked to:’ field. This will reset the approved quantity of the 
item for subsequent kit usage, display and restocking. 
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Recording the Completed Task  
Each community has a Maintenance Monitor to track recurring tasks. ‘Check the Emergency Med 
Kits’ and ‘Restock the Emergency Med Kit’ are both listed, by default, as community maintenance 
tasks. Consulting pharmacists must check off completion of the Med Kit tasks for the 
maintenance system to work correctly. 
 

1. Select ’Community Maintenance Monitor’ from the Community module. 
2. Click ‘Preventive Maintenance Review’.  
3. Locate ‘Check the Emergency Med Kits’ in the list of regularly scheduled tasks and items 

beginning ‘Restock’ in a separate area. 
4. Choose the associated Select with any one of these. 
5. Click the ‘Completed’ checkbox and the Save button for each med kit item.  

 
 
 
Emergency Med Kit History 
A listing of the entire history of the Med Kit can be viewed or printed using the ‘Emergency Med 
Kit History’ link on the Pharmacist Reports submenu. Each Med Kit transaction is displayed, 
giving date, item, quantity, action (administration or restocking) and ‘nature of emergency’ details. 
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Community – Medication Review 
 

 
 
 
 
Individual Medication Review 

1. Click the ‘Select Resident for Individual Medication Review’ link on the Pharmacist 
Reports submenu. 

2. On the resulting page, all current residents in the facility will be displayed. 
3. Click the Select next to a resident’s name to access his/her record. 
4. Click the ‘Pharmacists Qtrly Med Review’ link on the Navigation Menu. 
5. All previous reviews will display, one per line. For details, you may click the Edit icon. 
6. Click the New Entry button at the top right. 
7. In the View Layout field (top right) change the selection to read [Generic], if it is not 

already set. 
8. All medications currently prescribed for the individual are displayed on the page, see 

example below. 
 

           
 

9. Click the radio buttons to select if all medications or only some will be reviewed. 

10. Activate the Medication drop-down by clicking the down arrow  and select a 
medication from the list. 

11. Enter any comments, advice or warnings in the Comments box and proceed to the next 
section until all medications or the medications you have selected are reviewed. 

12. If more than six drugs are reviewed, enter additional information into the ‘Additional 
Medication Comments’ field. 

13. Assign either ‘Acceptable’ or ‘Questionable’ usage to the medication regimen. 
14. Click the ‘Signed by RPh’ checkbox and enter pharmacist’s license number. 
15. Click the Save button at the bottom of the screen. 
16. Repeat the review process as needed for additional residents. 
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* If additional information about a medication is needed, click the Go button  next to the 
medication drop-down that displays the appropriate drug. Additional information about the 
resident and his/her condition is recorded in several forms in the resident’s Navigation Menu. See 
“Navigating a Record” for additional information. 
 
* Some communities are turning to paperless data storage; however, if a signed paper copy of 
this review is needed, a formatted report is available. If a signed paper copy of all medication 
reviews is needed, a separate report in the Community module is available. 
 
Printing a Single Medication Review 

1.   Reopen the review by clicking on the Edit icon. 
2.   Change the View Layout (upper right) to read ‘Pharmacists Printable Review’. 
3. When the screen repaints, it will contain all of the data entered on the previous screen. 
4. Click the Print icon at the upper right. 
5. A pop-up will allow you to select a printer associated with the computer in use. 
6. When done, close the print pop-up and hand-sign the printed document.  

 
 
Printing All Medication Reviews 

1. To print all reviews for the Community in which you are working, click Pharmacist Reports 
in the Community module. 

2. Click ‘Pharmacists Medication Review’ on the submenu. 
3. It may take a moment for all the records in the facility to formulate the report. See 

example of resident Medication Review below. 
 

 
 
 

4. When the screen repaints, click the Print icon in the upper right. 
5. A pop-up will allow you to select a printer associated with the computer in use. Each 

resident’s review will print on a separate page. 
6. When done, close the print pop-up and hand-sign the printed documents. 
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Community – Facility Report 
 

 
 
 
 

Consulting Pharmacist Facility Report * 
1. Most states have a requirement for quarterly, on-site pharmacist evaluations of general 

medication management by the facility.  
2. In the Community module, click the Pharmacist Reports link. 
3. Select ‘Consulting Pharmacist Report’. 
4. All past reports will be listed and can be viewed by clicking the Edit icon. 
5. To do a new evaluation, click the New Entry button  at the top right. 
6. A list of ‘Yes/No’ questions and spaces for notes are displayed. 
7. Answer each question and enter any comments, instructions or evaluation notes that are 

necessary. 
8. Enter the next review date and click the ‘Pharmacist Signature’ checkbox. 
9. Click Save at the bottom of the screen. 

 
* The default questions on the Facility Report cover the standard issues requested by most 
states. If additional information is required by the state in which the facility is located, please have 
the facility’s administrator contact BlueStep and we will be happy to add the needed items. See 
“List of Facility Questions” below. 
 
 
 
Printing a Facility Report 

1.   Reopen the report by clicking on the Edit icon. 
3. Change the View Layout (upper right) to read ‘Printable Facility Report’. 
4. When the screen repaints, it will contain all of the data entered on the previous screen. 

See partial-screen example below. 
5. Click the Print icon at the upper right. 
6. A pop-up will allow you to select a printer associated with the computer in use. 
7. When done, close the print pop-up and hand-sign the printed document.  
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List of Facility Review Questions 
Is the facility licensed posted? 
Is the consulting pharmacist license posted? 
Is a medication reference available? 
Is the Pharmacy Policy and Procedures Manual available? 
Are medications stored in a locked cabinet or room? 
Are refrigerated medications locked? 
Is the drug storage temperature acceptable? 
Is the drug refrigeration temperature between 36° and 46° Fahrenheit or 2° and 8° Celsius? 
Are opened vials labeled with the first-use date? 
Is each resident’s medication stored separately? 
Are discontinued, expired and unused medications stored separately for disposal? 
Are medications stored separately from food? 
Is medication storage organized, neat and clean? 
Are prescription medications properly labeled? 
Are prescription labels legible and unaltered? 
Is the expiration date printed on the prescription label? 
Do the medication administration instructions match the physician’s orders? 
Are the medication administration times appropriate? 
Are vital signs checked when required to administer specific medications? 
Are tests given when required to administer specific medications? 
Are all received medications checked in to the facility? 
Are medication quantities appropriate? 
Are controlled substances identified and inventoried? 
Is medication destruction recorded and signed? 
Are sample medications on the premises? 
Is prescription floor stock on the premises? 
Has the Pharmacy Policy and Procedure Manual been signed by the consulting pharmacist? 
Are consulting pharmacist reports available for the last three (3) years? 
Are receipt of medication reports available for the last three (3) years? 
Are medication destruction reports available for the last three (3) years? 
 
 
 
Navigating a Record* 

1. Click the ‘Select Resident for Individual Medication Review’ link on the Pharmacist 
Reports submenu. 

2. Click Select for the appropriate resident. 
3. Click the name of the needed form, report or wizard within the gold Navigation Menu at 

the left side of the record. 
4. If the needed folder is closed, as designated by an expand icon  in front of the folder 

name, click the icon and the folder will open to display its contents. 
5. To see the contents of all folders, click the Expand All icon  at the top of the 

menu. 
6. Once the folders are open, select the name of the form or report as needed. 
 
* Note than pharmacists may access such forms as Vital Signs, Medical History, Labs, 
Incident Report, Nursing Notes, Medication Side Effects, etc., any of which may provide 
information helpful in caring for the resident.    
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Medication - Reports 
 

 
 
Using Medication Reports* 
* A number of reports are available to the pharmacist, giving an overview of the care that the 
patient is receiving within the facility. Any fields that have not yet had information entered into 
them by the facility staff will appear as [no data]. Each report is named to reflect the data being 
presented. 

1. Click the ‘Medication Reports’ link in the Medication Module. The Medication Reports 
submenu page is shown below.  
 

 
 

2. Click on the name of the desired report. The results will display in varying formats, 
depending upon the data contained. In the example below, all allergies for current 
residents are listed. 
 

 
 
 

3. To view the details for any specific resident, click the Select associated with the record. 
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Office - Helps 
 

 
 
 
 
HQ has two basic default helps shown on every home page, ‘BlueStep Help’ and ‘4Care 
Pharmacy Help’. These two are links to each company’s website and lead directly to the help 
pages on those sites.                                   
 
Accessing 4Care Pharmacy Online Help* 
From the HQ Home page, click the ‘4Care Pharmacy Help’ link in the Office module. 

1. The 4Care website, as seen below, will appear.  
 
       

 
 

2. Listed on the page are a number of manuals and guides in PDF format. 
3. The documents are organized into 4Care Pharmacy and HQ User Manuals. 
4. Find the needed section and guide, then click on the name. 
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* These documents may be printed, downloaded or e-mailed to those of your users or staff 
who may find them helpful.  
 
* Adobe Acrobat offers a free PDF Reader, if your computer is not already 
equipped to read PDF files. Click the Acrobat link (illustration at right) at the 
bottom of the 4Care help screen to reach the Adobe.com download page.  
 
 

Printing the 4Care Policies and Procedures Manual* 
* Most state licensing entities require that assisted living, 
skilled nursing and some other facilities have a print copy 
of the pharmacy policy and procedure manual on the 
premises. 
 

1. Click the ‘4Care Pharmacy Help’ 
link on the HQ home page. 

2. The 4Care Policies and 
Procedures manual is the sixth 
item in the 4Care Pharmacy 
section; see pointer in the 
example right. 

3. Click the underlined link. 
4. Depending upon your selection 

and the configuration of the 
computer, there will be a print icon 

 or print link Print in the 
program header. Click this link 
and proceed with printing as 
normal. 

5. When completed, exit or close the page. 
6. Any other document may be printed in the same manner. 

 
 
 
Accessing BlueStep Online Help 

1. From the HQ Home page, click the ‘BlueStep Help’ link in the Office Module. 
2. The client care website (upper portion is seen below) will appear. 
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3. The second text section on the page lists a large number of manuals and guides in PDF 
format.  

4. The documents are organized into the sections, HQ User Manuals, 4Care Pharmacy, 
BlueStep Enhancements and Features, Connect, Team and BlueStep Newsletters.  

5. Find the needed section and guide, then click on the preferred underlined selection, 
either PDF or Word. 
 

* These documents may be printed, downloaded or e-mailed to those of your users or staff 
who may find them helpful.  
 
* New information is added to the BlueStep website as new features and functions are 
created. Existing documents are also updated as needed. 
 
* Adobe Acrobat offers a free PDF Reader, if your computer is not already 
equipped to read PDF files. Click the Acrobat link (illustration at right) at the 
bottom of the BlueStep help screen to reach the Adobe.com download page.  
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Introduction 
 
 
 
 
BlueStep™ has developed a family of exceptional web-based tools created to bring programs, 
information and people together.  Through this unique approach to increasing productivity, the 
power of cutting-edge engineering is put to work for you. These tools include: 

Connect™ - a flexible web site infrastructure creator 
Relate™ - a customizable relationship management database 
Team™ - a dynamic online collaborative platform 
HQ™ - a fully automated health and human services operating system 

 

Each of these is preeminently functional and effective standing alone, but combining them 
creates a world-class suite designed to promote efficient communication and strengthen your 
organization’s focus and efficiency. 

 

The BlueStep™ suite brings the power of the Internet to your organization, providing an 
anywhere/anytime access to information that is critical to achieving your goals.  Our creative and 
accessible engineering models allow communication to occur as an Internet, Intranet or Extranet, 
supporting the needs of the user as defined by your own organization. These tools create 
interconnected levels of cooperation within an organizational structure, whether it is a large 
corporation, a national association, a smaller company or a local nonprofit organization. Imagine 
being able to simply and easily:  
 

�   Manage your web presence without costly technical charges  

�   Provide relevant and dynamic data with immediacy 

�   Exchange and track data on key relationships 

�   Communicate across limitless boundaries in a positive and proactive manner 

�   Track projects and tasks within a group 

�   Store vital information with customizable security to meet policy requirements 

 

That is the power of the BlueStep™ family of products. 

The purpose of this manual is to help you understand how to most effectively use your 
BlueStep™ tools, make the most of your resources and provide a quick reference to help you as 
you learn. 
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Listed below are a few concepts that will be helpful to you in using this guide and understanding 
the BlueStep™ tools. 
 

Concept 1: User Guide Icons 
The icon keys below are found throughout the user guide. They provide you with a visual key for: 

 
Definitions – Arrows highlighting the points in a list of important distinctions, issues or 
concepts to remember 

 
Tips – Useful information about how to use a feature included in HQ™ or a quick and 
easy method to accomplish the task or organize the project 

 
Step-by-Step – Brief instructions that walk you through the fastest way to perform 
individual functions 

 
Notes – Useful information, important to the proper functioning of the HQ™ database 
and applicable in a variety of situations 

 
Caution – Items to be considered carefully before performing the operation, as certain 
actions may have serious consequences to your database and its information 

 
Information – Important database conditions that need to be kept in mind while 
designing, editing or collecting data in HQ™ 

 
Concept 2: Browser 
Currently BlueStep™ products can be best viewed when using Windows™ 98/2000/XP and 
Microsoft Internet Explorer™ 5.7 or 6.0. Browsers other than Internet Explorer™ will give you 
some access to BlueStep™ products, but will impose limits on the usability and occasionally 
create load and usage problems. Using the latest version of any browser will increase your ability 
to quickly and accurately surf the web, as well as optimize your use of BlueStep™ tools. If you 
don’t have the most current Internet Explorer™ version, there is a free download from the 
browser corporate site, www.microsoft.com. 

 

Concept 3: Save vs. Cancel, Back or Close Buttons 
Always remember to use the Save  button when finishing a task, rather than the Back 

, Close  or Cancel  buttons. Clicking the Save button tells the program you are 
finished with that particular function and to post the results. Clicking on the cancel, back or close 
buttons ends your session on that screen without posting your work. If you wish to undo or not 
save your additions or changes, simply use the Cancel, Back or Close buttons.  
 

Concept 4: Log In/Log Out 
To use many aspects of the BlueStep™ system, you must be logged in, starting with a click on 
the Login  button. The system requires a username and password and prompts you to 
type in that information in the appropriate fields. When initially signing up for an account, you 
have the opportunity to select your own username and password. You are also at that time asked 
to select a question that can be used to verify your identity should you forget your password. 

If you login successfully, but receive a message that you are not authorized to view the site, you 
will also see one, two or three button links  that will allow you to 
navigate to the Teams or Sites where you do have permission to view. These buttons vary, 
depending upon the products your organization has purchased. Lastly, for security reasons, it is 
important that you log out at the end of your work session. Logging out is immediate when you 
click on the Logout link  at the top of the screen.  
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Concept 5: Screen Icons 
Throughout all BlueStep™ products you will find icons displayed on the screen. These perform 
certain functions, provide links or convey information. The following describes the icons shown on 
general screens and their uses. For icons specific to the editor box, see The Editor Box in 
Administrative Options. 
 

  Information – signifies a fact or condition and is not ‘clickable’ 

 Done – indicates task status is ‘Completed’ 

 On Schedule – indicates task status is ‘On Schedule with Minimal Issues’ 

 At Risk – indicates task status is ‘Schedule at Risk with Existing Issues’  

 Behind – indicates task status is ‘Behind Schedule with Significant Issues’ 

 Low Priority – indicates task priority is ‘Low’ 

 High Priority – indicates task priority is ‘High’ 

 Priority – identifies the Task Priority column  

 Folder Open – indicates that folder is open and the contents are listed below the file title 

 Folder Closed – indicated that folder is closed and the contents are hidden 

  Required – indicates that the field must be filled in before the page can be saved 

  Error – indicates that a required field has not been filled in or is filled with incorrectly 
formatted data and that the page will not save until completed or corrected 

  Cannot Delete – indicates that a person, file, record or other item cannot be deleted 

 New Permission – indicates that permission does not exist anywhere else in unit 

  Overridden Permission – indicates that default permission has been overridden 

 Default – indicates that the permission is at unit default level 
 
 

  Function – performs an operation when clicked 

  Default Reset – resets the permissions to unit default, if it has been changed 

 Slideshow – activates a slideshow of all files in a selected folder 

 Expand  – displays the contents of a folder or list 

  Collapse  – hides the contents of a folder or list 

 Expand All  - displays the contents of all folders or lists 

 Collapse All – hides the contents of all folders or lists 

 Day View – temporarily sets the calendar/schedule page to a single day 

 Week View – temporarily sets the calendar/schedule page to a week  

  Month View – temporarily sets the calendar/schedule page to a month 

 Delete/Remove – deletes/removes a file from Shared Files, a person from a screen, a 
task from a page, an issue from a list, an event from the calendar, etc. 

   Radio Button (selected and unselected) – records your on-screen choices  

   Checkbox (selected and unselected) – records your on-screen choices 

  Close – closes the window, pop-up or program, depending upon where it is used, and 
functions as a ‘Cancel’ if the work has not been saved 

 Button – all BlueStep™ system buttons appear as rounded gray bars and are labeled 
with the functions they perform 
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Concept 6: Required Fields and Error Icon 
Some of the fields and items have a  next to them with a  near the top of the page, 
indicating that you cannot proceed to the next page until those fields are filled out. During the 
operation of any screen you may get the error icon . This indicates a problem with the data 
format or that required data has not been entered. Please check the field and any information it 
contains. Changing the data to conform to the correct parameters will allow you to proceed. 
 
 

Concept 7: Browser Session Timeout 
HQ™ has a timeout length that is associated with your connection or “session” on the web site. 
Timeouts are designed to maximize utilization on the web servers and for our resident’s security 
and protection of their data. BlueStep™ sets the timeout on our web servers to one-half (½) hour. 
Performing an activity in which you navigate within the site or save work at least once every half-
hour ensures that you will not lose your session. When a timeout occurs, it means that your 
connection is no longer running. If that happens, the next time you click on a link, you will be 
returned to the login page. Once you have logged in again, you will need to navigate back to the 
page on which you were previously working. In most cases, your work will not be saved from 
before the session timed out.  
 
 

Concept 8: Delete and Edit 
The delete and edit functions are extremely valuable tools, but are easily 
misused. Before you click on the delete icon  be sure that it is actually the 
proper item.  Delete functions cannot be undone, so be very careful.  Deleting 
a record, record category, subcategory, field or form completely and 
permanently removes the deleted item and all its associated information 

  Link – opens a screen, pop-up or drop-down when clicked 

  Edit – retrieves the original input screen so that field data can be edited 

 Signature – opens a screen for addition of digital signature to document 

  Users/Members – displays a list of users or members of a selected group 

 Sub-task – opens a screen to add a sub-task to a selected task  

 Mini-calendar – opens a mini-calendar of the current month, allowing clickable selection 
of a specific day  

 Attachment – retrieves an existing attachment to a file, task or issue 

 Version – accesses the various versions of a document that is stored in Shared Files, if 
your organization has purchased Document Versioning 

  Locked, Unlocked – opens a screen on which file locking/unlocking information is 
available 

 Reorder – opens a window in which you can rearrange the order of items on a list or tree 

  Reorder File – opens a window in which you can rearrange the order of files in a folder 

  Reorder Folder – opens a window in which you can rearrange the order of folders within 
the Root Folder 

 Media Library – opens a window to display the contents of the Media Library 

 Down Arrow Button – opens a drop-down selection list and is labeled with the name of 
the list or function 
Bl St di t t th Bl St ™ t it
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from the system. The same cautions apply when using the edit icon .  Editing in some areas 
can cause major, irreversible changes to your database, so be sure that you are editing the 
proper item in the proper way. 

 

Concept 9: Navigation 
In this manual, you will find common references to three navigation bars.  They are the 
Dashboard, Main Navigation and Secondary navigation bars, as shown below. Additionally, there 
is a record navigation menu visible on most pages. 

 

 
 
Dashboard 
The appearance of the dashboard will change depending on certain variables. The standard 
configuration would be seen like this: 

 
On the left, the dashboard shows a greeting using the first name of the user who is logged in. The 
second link from the left links you to your profile, where you can change your username, 
password, e-mail address and other personal information. Third from the left is the Logout link. 
Clicking it will take you entirely out of the system. Fourth from left is the Search link, which 
performs selected searching functions throughout the teams and sites of your organization. 

The next three buttons  apply to Team™ and Connect™ functions, 
but also include your entry point to Relate™, if you have purchased any of these products. If you 
have not purchased them, the buttons will not be present on the dashboard. 

When you place the mouse cursor over the My Teams button without clicking it (referred to as 
“mousing over”), you’ll get a drop-down list, including Teams List, My View and Team Landing (a 
generic Team page with links to your Teams). The Tools button also gives you a drop-down list 
that shows the tools to which the logged-in user has permission to access and may include 
Organization Administration, Organization Chart, Organization Tree, HQ and Relate, with 
possible further listings for Dialog, Reach/Fax Blast and Donors. The Sites button will give you a 
drop-down list of the past ten sites you have visited within the organization during this login 
session. It also gives you access to a site map to help you navigate those sites. 

The farthest right hand button  will link you directly to the BlueStep™ corporate home page. 
 
Main Navigation Bar 
The main navigation bar, shown below, lists modules that handle various aspects of the HQ™ 
system.  Some of these change or disappear from the bar, reflecting the level of permission you 
have to view various areas. 

 
 
To view the submenu items for any module, click on or mouse over (mouse cursor placed over 
the link without clicking) those titles. When you mouse over a title on the navigation bar, a drop-
down list appears, such as the list for Total Operations Management shown here. To access any 
of the items on the drop-down, simply click the drop-down name. 
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Secondary Navigation Bar 
There is usually a secondary navigation bar connected with the individual modules. When you 
click on the title on the main navigation bar, any existing drop-down items appear within the 
secondary bar, as shown here below the main bar.  

 

 
 

For example, as you can see in the above image, the secondary navigation options for Total 
Operations Management are Departments, Processes, Active Tasks and Groups, just as they 
appeared in the Total Operations Management drop-down. These remain in the lower bar until 
you click another title in the main navigation bar, which will replace these items with those from 
the drop-down for the new title you clicked.  

If you have clicked on a main navigation title, you will be directed to a page containing the 
secondary items. For instance, the submenu page for the secondary items in  (shown below) is 
the same as those items contained on the drop down. 

 

 
 
 
Record Navigation Menu (Left-Hand Menu) 
Additionally, for most areas in HQ™, a record navigation menu appears to the left, as seen in the 
example above. It allows you to access any area of the selected module and continues to display 
while you are performing actions in any of the submenu areas. This menu also appears on 
individual or community Record Summaries, as seen in the partial-record example below, 
allowing you to quickly access individual forms or reports containing information specific to that 
record.  
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Concept 10: Permissions 
One of the important features of BlueStep™ products is the unequalled caliber of security that 
can be applied to the system in flexible ways.  At virtually every level of Connect™, Relate™, 
Team™ and HQ™, the administrator has the option of restricting or allowing use of data or any 
functions/features at multiple points. Anything from a single field to the entire system may be 
included or excluded for entire groups or individual users. By selecting the Permissions tab 

 on any screen where it appears, you can access five levels of permission: 
 
    No Access – no admission of any sort to the item 
    Reader – permission to view contents only 
    Participant – permission to respond to content  
    Author – permission to create and add content 
    Editor – full permission to add, edit and delete content in any way 
 
As administrator, you make the decision as to what permission level to allow any groups or 
individual users. Since all BlueStep™ products are hierarchical, decisions by those administrators 
at the top of the organization flow down to other levels. However, other supervisors and team 
leaders have additional limited authority to allow or disallow permissions for those on their own 
level, their own Team or subgroups under their leadership, without overriding the decisions made 
by top management.   
 
Associated with permissions is the concept of explicit, implicit and "flow down". In the hierarchical 
structure, if permissions are expressly or explicitly set on any object, those permissions will flow 
down to objects below them in the structure. The objects below would then have implied or 
implicit permissions from the parent container. 
 
If you move an object from one position to another, it will retain the permissions assigned to it in 
its old location if the permissions on that container were explicit. If they were inherited or implicit, 
the moved object will inherit the new permissions of the unit to which they have been moved.  
 
There are two guidelines for good security management. The first is to establish security as high 
as practicable in the organization structure and let it flow down from there. The second is to 
create groups that will assign security levels to large numbers of users. It is by far easier to add 
users to groups and thereby allow them access to resources than it is to individually assign those 
rights to all of the possible users in all possible places. 
 
Users or groups may be added or deleted as needed or their permission levels changed at any 
time. Please heed the warnings concerning edit and deletion powers granted by permission, and 
the serious consequences they can have to the database in the hands of unknowledgeable 
individuals. 
 
 
Concept 11: Links 
One of the strengths of the BlueStep™ system is the multitude of connections between various 
areas of the application. These are referred to as links and clicking them will retrieve selected 
portions of the database for your use. They appear in several ways throughout all BlueStep™ 
products. Bold titles that appear in blue, such as Online Profile, are clickable links that turn red 
Online Profile when activated. Links to create mail for selected e-mail addresses appear as 
noemail@bluestep.net and shift to red noemail@bluestep.net when used. Other underlined links, 
such as Select, Wayne Wakefield, Introductory Chapter, 1/04/2002, retrieve the record on the 
selected line, retrieve the record stored by name, retrieve the record stored by title or retrieve the 
record stored by date. These each will also appear red when activated.  
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HQ Management System 
 

BlueStep HQ™ is the first fully automated health and human services operating system and 
development platform. It is designed to improve top-line growth while increasing bottom-line 
results. HQ™ automates and streamlines core business processes, integrating resident 
management, operations, customer support, data capturing and reporting, resident services, 
human resource and other basic functions. Data is entered only once and automatically shared, 
depending on security levels, enterprise-wide in real time. All HQ™ systems “talk to each other” 
ensuring that information and reports are always current. Data is secure and available 24/7, even 
from remote locations. Families, consultants and referring professionals are automatically 
updated on resident issues and progress. 

The HQ™ user is presented with a user-friendly interface consisting of customizable modules. 
These modules correspond to job functions found in traditional health and human service 
organizations and contain a knowledge engine specific to their individual functions. Using this 
modular approach, HQ™ is able to give an organization a high degree of flexibility and allows 
your organization to grow to meet its future needs. 

 

 
 
 
Each of the HQ™ modules performs specific functions, which may be accessed from tabs on the 
main navigation bar or from the underlined links in each module section. Additionally, you may go 
directly to any of the functions under specific modules using the secondary navigation bar or the 
listings below each module title. For instance, under Management, the “Active Tasks | Groups | 
Quality Control” line is made up of three (3) clickable links to the three Management pages. All 
modules will display any available functions in this fashion.  
 
Also visible is the My Office menu, which offers shortcuts to all the functions specific to you and 
your day-to-day activities, such as Inbox, Tasks, Schedule, etc. Below My Office is Recent 
Records, which provides links for records with which you have recently worked, allowing quick 
access to them from any screen in the HQ™ system. 
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This section of the HQ manual briefly covers general user functions. However, it provides a more 
in-depth discussion of those functions that are not common to general users, but rather to 
managers or administrators, so that they may become a resource for the users within their 
organization. 
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My Office 
 
 
My Office is designed to gather together in one convenient place all the elements of the HQ™ 
system that apply directly and specifically to you, and with which you will be working on a regular 
basis.  These are each automatically updated as relationships are built, e-mail is received, tasks 
are assigned and other changes take place in your organization. Click on the My Office link on 
the main navigation bar and the My Office page appears, seen below.  
 

 
 
 
Click on titles within the record navigation menu to the left or on any of the section titles for 
access to the pages summarized on the My Office screen.  
 
 
Relationships 
Your relationships are shown as a list of individuals on the 
My Office screen. These are people over whom you have 
responsibility or who have responsibility over you.  
 
The list displays the top three (3) names from your entire 
relationship tree. Clicking on their individual names brings up 
the Record Summary page for that person (if you have been 
granted permissions for this access). Clicking on the 
relationship title or the numbers to the right of the section, 
such as the ‘3 of 3’ shown above, displays the hierarchical 
tree of relationships in which you have a place, titled with 
your name. See the illustration below. Again, clicking on the 
individual names will retrieve the Record Summary for that 
person, if your permissions level allows.  
 
The relationships displayed in My Office are for informational 
viewing, reference and record summary retrieval. Making 
changes, additions or deletions to the people shown on your 
relationships tree is handled through the Resident module, if 
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the individual is currently a resident in your organization. If the individual is a staff member, that 
function is accessed through the Staff module. See the Resident and Staff module sections for 
further details. 
 

  Please note that if you are logged in as a superuser, Relationship functions are not  
available. Relationship functions are available for all other users, including Organization and Unit 
Administrators.    
 
 
 
Inbox 
Inbox allows easy access to standard e-mail and to your secure IntraMail accounts – those 
accounts that operate internally within your organization and send to/receive from other members 
of your organization. It functions similarly to standard e-mail sent through Outlook™, Eudora™ or 
other e-mail services, but is secured with encryption and does not pass from our server to any 
external (unsecured) servers. Just as with other e-mail residents, IntraMail can have multiple 
accounts and folders and be customized to suit your working preferences. The Inbox link also lets 
you compose, send, receive and store standard e-mails to and from external, non-secure sources 
to recipients either inside or outside of your organization.  
 

 
 
 
Tasks 
Any tasks that you have been assigned, either to yourself as a reminder or by others in the 
organization, will appear listed on My Office screen and also the Tasks screen, where the full list 
is stored. 
 
 

 
 
 
For more information on each of the tasks, click the underlined task name. Doing so will take you 
to a pop-up of the original screen on which the task was created, as seen below. 
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You may make changes to this screen and the associated screens from this pop-up. However, if 
you need to initiate a new task, that is done under the Management. For a full discussion of Task 
Info, Task Status, Attachments and Permissions see Management.  
 
 
Schedule 
The Schedule section gives a snapshot view of those events slated for the current day. By 
clicking on the Schedule title, the entire day is presented in planner format. 
 

 



 

152 

Calendar Navigation 
To view the details on any calendar item, click on its underlined name. A summary giving the 
Event Time, Location, Event Type, and full Event Details will be presented. Selecting the edit icon 

 returns the original data entry page, where you may make any changes needed. Clicking the 
delete icon  removes this event from the calendar.  
 
A list of attendees for each event is also displayed in this view. To see the full list of attendees, 
including their Attendee Statuses for this event, click on an underlined attendee name. 
 
The date displayed in the dark bar at the top of the schedule identifies the date to which the 
schedule applies (it defaults to the present day). On either side of the date are arrows allowing 
quick navigation to previous and future days. The Today’s Date link returns you to the present 
day, if you are currently displaying a past or future schedule.  
 
The schedule defaults to a one-day-at-a-time view. To temporarily change views to display an 
entire week or entire month, use the three buttons on the upper right. 
 

   Displays the entire current month 

    Displays the entire current week 

    Returns to the current day 
Below the schedule are miniature calendars of the present, preceding and next month with links 
to jump back or forward five months, making the entire twelve-month schedule easily accessible. 
You may also select any specific date and enter it into the field below the miniature calendars or 
use the Go Today button to return to today’s schedule if you have been viewing other dates.  
 
Using Calendar Preferences 
The Calendar Preferences button  opens a screen with options to set 
display variables for your My Office schedule and the calendar view in Office Manager. 
 
 

 
   
 
Time Zone 
For events to record accurately for your location, it is important to set the Time Zone field. When 
set properly, events that are scheduled in other time zones will auto-correct for time differences 
when seen on your schedule. For instance, you may be party to a telephone conference at 10:00 
AM Eastern Time. If your time zone is two-hours behind Eastern Time, the event will display at 
8:00 AM on your schedule.   
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  Important Note about Time: When you are setting up a new computer to use with the 
BlueStep System, it is critical that you set the time and time zone correctly on the computer’s 
clock before accessing any BlueStep sites.  

The BlueStep database interacts with your computer settings when you access any page for 
the first time. If the time and time zone are incorrect on the computer, the database will store 
the wrong information about your organization. Such things as medication administration 
times and staff timecard entries will retain the wrong data, based on your machine’s incorrect 
initial settings.   

 
 
Calendar Opening View 
The Calendar view seen in Office Manager is set in this field. Please note that it does not reset 
the schedule view as seen on the My Office Schedule (Today) or the screen that is accessed 
from the Schedule link. Month, Week and Day Views are available. 
 
 
Typical Work Day 
This field lets you customize the span of hours that will be shown on the daily schedule. The span 
selected for the sample schedule page seen above is 8 AM to 5 PM. 
 
 
Interval on Day View 
You may set the time intervals displayed during the day with this field. The schedule may be 
divided into 10, 15, 20 or 30 minute periods or into one-hour intervals. The interval selected for 
the sample schedule page seen above is 30 minutes. 
 
 
Adding New Events 
To add a new event to the calendar, click 
the New Event button . On 
the resulting New Event screen, seen on 
the next page, the event Title, Start Date 
& Time, End Date & Time and Time Zone 
fields are required. All others are 
optional. 

 
Under General Information, choose a title 
for your event, type in its location and 
select a type from the list previously 
created (see Types discussed in Office).  
 
The editor box is provided for you to 
enter all details pertinent to the event, 
such as a speaker’s name, materials 
required, appropriate graphics, links to 
documents stored on your site or 
elsewhere available on the Internet, etc. 
Icons are available to perform standard 
word processing functions, such as font 
style and size, text colors, bulleting, 
inserting tables, etc.   
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  If you choose to add a graphic to the Event Details, the recommended size is 200 X 200 
pixels or 1.4 X 1.4 inches. 

 
Under Date and Time, enter the start and end dates and the time for each, then check to be sure 
the time zone field is correct for your time zone, so that events will record accurately on 
organization-wide calendars. There is also a box to indicate that an event lasts for a full day. 
 

  When set properly, events that are scheduled in the Office Manager will auto-correct for 
time differences when seen on all attendee’s schedules. For instance, if your office is hosting a 
telephone conference at 10:00 AM Eastern Time and participants are in a time zone two hours 
behind Eastern Time, the event will display at 8:00 AM on the participant’s schedule.  
 
Under Repeating Events, you can identify those meetings, classes and appointments that reoccur 
and place them on the schedule with a single 
new event submission. The drop-down in the 
Event Repeats field has several options, 
based upon either the day you have entered 
in the Start Date & Time or on the current 
date. As in the illustration here, if you have 
selected June 10th, which is also a Thursday, 
the options include repeating the event on 
every June 10th, on various Thursday 
possibilities or every day.  

 
If there is an end to the event recurrence, enter the ending date in the field provided below the 
Event Repeats box, labeled Repeats Until. 

 
  If you do not select specific attendees at this point, be sure to click the Save button  

when finished with the New Event page. 
 
Attendees 
If there are no attendees selected for an event, the calendar function places the event on the 
Office Manager calendar, but does not distribute it to any user’s My Office schedules.  
 
To add this event to the individual calendars seen through My Office, click the Attendees tab, to 
the right of General Information. If you have already saved the event, access it again through the 
edit icon , then go to Attendees. 
 
Using the New Attendee button, you may add as many or 

as few attendees to the event as you wish from a My 
Relationships screen. 

 
The options on this screen allow you to select from any 
category of individuals, using the Source drop-down, seen 
here. Click on a category of individuals shown on the drop-
down. The relationship tree for the chosen category will 
display on the main part of the page and you may click on 
any underlined individual to add them as an attendee. 

 
The Attendees screen will reappear, where you may select 
a status from the drop-down (see Attendee Statuses 
discussed in Office). Remember to click Save  
when done and you will be returned to the main calendar view. 
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Issues 
Any issues that you have been assigned, either to yourself as a reminder or by others in the 
organization, will appear listed on My Office screen and also the Issues screen, where the full list 
is stored. 
 
For more information on each of the issues, click the underlined issue name. Doing so will take 
you to a pop-up of the original screen on which the issue was created, as seen below. 
 
 

 
 
 

You may make changes to this screen and the associated screen from this pop-up. However, if 
you need to initiate a new issue, that is done under the Management section. For a full discussion 
of Issues, see Management. For a full discussion of Permissions, see Administrative 
Options.  
 
 
My Profile 
Not displayed in the main section 
of the screen, but available in the 
navigation menu to the left (and 
the dashboard), is the My Profile 
link. This is a valuable resource 
for keeping your online profile and 
personal information up-to-date. 
 
The My Profile screen is a quick 
way to access, review and edit 
your own personal information 
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that is stored in the Staff Manager. The four links displayed let you change your name, address, 
e-mail address, password, password hint, e-mail subscription preferences, home and  
work contact information and any persons you have listed as contacts. As with all data entry 
screens, if you make changes, you must click the Save button for the changes to be posted. 
 
 
Recent Records 
Below the My Office links is a section, example seen right, that can contain 
up to eight (8) shortcut links to the recent records with which you have 
worked. These are automatically saved in the list as you visit each one, 
with the most currently visited appearing at the top as you work with the 
records. Please note that if you have access to more than one unit in your 
organization, accessing a record in another unit will take you out of the 
current unit and transfer you to the unit of the record you are using. 
 

 
 

 
 

 
Step-by-Step in My Office 

 
 
Viewing Relationships 
�  Click the Relationships title in the record navigation menu (on the left) or 
�  Click the Relationships section header or 
�  Click the underlined numbers to the right of the section header or 
�  Click the underlined name of the individual in the section or on the relationship tree 
 
Viewing E-mail 
�  Click the Inbox title in the record navigation menu (on the left) or 
�  Click the Inbox section header or 
�  Click the underlined numbers to the right of the section header 
 
Composing Secure IntraMail 
�  Click the Compose Secure IntraMail button 
�  Enter recipients secure e-mail address (also CC and BCC, if desired) 
�  Type in a subject 
�  Click the Regarding link and select an individual 
�  If attachments are needed, click the attachment link and browse to select file 
�  Type body of message 
�  Click Send, Save As Draft or Cancel 
 
Viewing Tasks 
�  Click the Task title in the record navigation menu (at the left) or 
�  Click the Task section header or 
�  Click the underlined numbers to the right of the section header or  
�  Click the underlined name of the specific Task 
 
Viewing Today’s Schedule   
�  Click the Schedule title in the record navigation menu (to the left) or  
�  Click the Schedule section header or  
�  Click the underlined numbers to the right of the section header or  
�  Click the underlined title of the event 
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Editing Events 
�  Select an event 
�  Click the edit icon and make desired changes or the delete icon to remove 
�  When done, click the Save button 
 
Setting Calendar Preferences 
�  Click the Calendar Preferences button 
�  Select your time zone from the drop-down 
�  Set the opening view from the drop-down (resets only Office Manager, not My Office) 
�  Select start and end time for a typical work day from drop-downs 
�  Select preferred intervals from drop-down 
�  Click the Save button 
 
Adding a New Event 
�  Click the New Event button 
�  Enter a title and location  
�  Select a type from the drop-down  
�  Enter any event details 
�  Enter the start date/time, end date/time and time zone 
�  If event is repeating, select the appropriate listing from the drop-down 
�  If event recurrence ends, enter and end date  
�  Add attendees, if desired 
�  Click the Save button 
 
Adding Attendees 
�  Click New Event button and create an event or select an existing event using the edit icon 
�  Click the Attendees tab 
�  Click the New Attendee button 
�  Select a category of individuals from the Source drop-down 
�  Click on the desired name 
�  Select a status from the Status drop-down 
�  Click the Save button when done adding all attendees 
 
Viewing Issues 
�  Click the Issues title in the record navigation menu (to the left) or 
�  Click the Issues section header or 
�  Click the underlined numbers to the right of the section header or 
�  Click the underlined name of the specific issue 
 
Editing or Adding My Profile Information 
�  Click the My Profile link 
�  To edit your name, address, e-mail address or contact information, click Personal Information 
�  To edit your password, password hint or subscription preferences, click Online Profile 
�  To edit your contact information, click Personal Contact 
�  Make changes or additions, as needed 
�  Click the Save button 
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Management 
 
 
 
 
 
The Management module serves as a place to set up and control some of the most basic 
operational functions for the entire organization, including the creation and maintenance of Active 
Tasks, Groups and Quality Control. These areas integrate and work together, providing a smooth 
and functional basis for foundational operations. 
 
 
Active Tasks 
Active Tasks is an extremely useful feature that allows any user within the system (provided they 
have the proper permissions) to create tasks and sub-tasks that will lead to smooth functioning of 
the organization. As with Processes, Active Tasks formalize and solidify the necessary operations 
to ensure that goals are met, solutions to problems are implemented, operations happen at the 
right time and those assigned to the tasks are not only reminded of the job at hand but 
accountable for its completion.  
 
Active Tasks organize and assign functions in areas such as, program admission and discharge, 
resource allocation, business and financial procedures, facilities maintenance, inventory 
monitoring, safety practices, certification reviews, marketing strategies, regulatory compliance, 
etc. 
 
All the current Active Tasks for your organization are displayed on the Active Tasks page, see 
below, with the items that are assigned to the logged-in user appearing in bold type. Tasks are 
listed by name and may be followed by the attachment icon  , which opens any existing 
attachments. The next column displays the Priority for the task.  
 

(blank)  Normal 
         High Priority 

  Low Priority 
 

The Status column always contains an icon, which describes the current status of the task. 
 

  Done 
 On Schedule/Minimal Issues 
 Schedule at Risk/Issues 
     Behind Schedule/Significant Issues  

 
Other columns contain ‘Percentage-done’ figures, the due dates and assignees. You may add a 
sub-task to any task using the sub-task icon  or change the order in which the tasks appear on 
the list with the reorder icon .  Clicking the Hide Done Tasks button  at the lower 
left visually removes all tasks with a Done status from the list. They are not deleted, however, and 
can be recalled by clicking the button again. 
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Creating a New Task 
To create a new task, start by clicking the New Task button at the upper right. A pop-up window 
appears with a series of fields for defining and assigning the task. Establish a name for the task 
and whether or not it is a sub-task of an existing task. Enter the due date and the priority (see 
priority icons, above). The Assigned To field opens to a drop-down, which allows you to select 
anyone whose record is contained in your organization to be the assignee. The logged in user’s 
name automatically appears as the person Assigned By. If there are notes for the task, they can 
be entered in the Note field. 
 
The Non-Compliance section lets you 
select options for reporting a failure 
to meet the due date. This may be 
anything from a reminder to the task 
owner to a negative report on the 
owner’s performance log to a 
personal notification of the top-level 
executive in your organization. As 
shown below, more than one option 
may be selected, if desired.  
 
The Task Status tab allows you to set 
current status (see status icons 
above) or to update a status if the 
task is underway. The Attachments 
tab gives you the option of uploading 
and attaching a pertinent file to the 
task. You may also click the 
Permissions tab and allow or restrict 
access to the task as necessary. As 
with all data entry or function creation 
screens, remember to click the Save 
button  to post your work. 
 
The new task you created will appear 
on the Active Tasks list, where you 
may edit it using the edit icon . 
Editing is the function that allows you 
to reenter the task screen and change task status as progress is made towards completion, in 
addition to any other corrections or additions that need to be made.  
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Groups 
In many cases, you will have a need to organize your residents/students/patients groups to 
facilitate management, staff communication and data storage. The Groups function allows you to 
quickly and easily create groups that fit your exact requirements and then assign as many or as 
few members as needed. Please note that these groups do not act as security groups. 
 
Create a New Group 
To create a new group, 
click the New Group 
button . On 
the resulting screen, you 
can easily establish a 
name for the group, 
describe its function or 
purpose and add as 
many members of the 
group as appropriate. 
 
Each group you create 
will be listed on the Group 
screen, example below. 
From this screen, you can access the group for any edits that you need to do by using the edit 
icon . Additionally, a roster of all members of the group is available by clicking the underlined 
name of the group.  
 

 
 
 
 
 
Adding a Group Member 
You may add members to a 
group as it is being created or 
after it is added to the Groups 
screen. To add members to an 
existing group, click the edit icon 

. This will return you to the 
original screen you used when 
creating the group. Whether you 
are editing or creating the group, 
click the Add Member button 

. A relationship 
pop-up will appear, where you 
may select the category of 
individuals you would like to add 
to the group using the Source 
drop-down. 
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Click on the name of the category. The relationship tree for the chosen category will display on 
the main part of the page and you may click on any underlined individual shown there to add 
them as a group member. Do this as many times as needed to fill the group with members. When 
finished, remember to click the Save button. 
 
 
Quality Control 
The Quality Control function creates a constant, reliable focal point for all occurrences that 
require recording and tracking within your organization. Under the Quality Control section, 
problem areas can be identified, qualified and quantified, then assigned to the appropriate 
individual. Each assignee receives instant notification of the issue assignment and all the 
associated documentation. Documenting resident or organizational issues provides the basis for 
creating tasks, promoting accountability and facilitating solutions. Further, an up-to-date, accurate 
history of past problems creates a foundation for solving today’s problems and preventing their 
reoccurrence tomorrow. 
 
The Quality Control screen consists of two sections: Search and Issues. Prior to using either of 
these functions, however, Types and Statuses need to be established. Organization 
Administrators or those with knowledge of the operational structure of your organization are 
usually the best qualified to decide the content of these two lists.  
 
 
Issue Types 
The New Type button opens a screen that will let you enter and save each new type, which then 
appears on a list similar to that shown below. The types of issues entered may be defined in any 
way that seems appropriate for your situation. These designations can be as small and detailed 
or as broad and general as needed to effectively separate one kind of issue from another. There 
must be at least one type, but you need only select as many as will serve your purposes and 
divide Issues into meaningful groups.  
 

  One useful method of organizing issues is to divide them into types that correspond to 
groups, departments or branches in your organization. Another is to select types that correspond 
to specific functions or operations in your organization. 
 
 

 
 
 
 
 
Issue Statuses 
Statuses may also be defined as best suits your organization and the departments or branches 
within it.  
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  You may devise statuses that reflect the individual way each department operates (parts 
ordered, care partner notified, financials completed or task assigned, etc.) or make statuses 
general descriptive terms (Assigned, Evaluated, Pending, In Process, Finished, etc.). 
 
 

 
 
 

  Types and Statuses need to be created only once in the system. When this is done, these 
items become available for use in entering any subsequent new Issues and retrieving them 
through Search. Types and Statuses are easily added, edited or deleted at any time, by those 
with the proper permissions. This means that the Quality Control Manager can always respond to 
the changing requirements of your organization. 
 

 
 
 
Adding a New Issue 
Issues is the area where you will enter any data that is necessary to define and record the issue 
at hand. Click the New Issue button to access the entry screen. You will be asked to name and 
describe the issue, as well as make an assignment, which will appear in the assignee’s Issues 
section of My Office. Click the Select Assigned To link for a list of those staff members to which 
you can assign this issue. If appropriate, you may also click the Select Who About link for a list of 
residents to reference on this issue.  
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The Type and Status drop-downs will show all the line items that have been previously entered 
on these lists (see Issue Types and Issue Statuses, above). The Priority drop-down is pre-
populated with High, Medium, Low and Done selections. As with all data entry screens, 
remember to click the Save button  when you have completed recording the issue. The 
Issue will appear in the full list of issues when you return to the Quality Control screen. 
 

 
 
 
Conducting a Search 
The Search section allows you to find any issue that has been entered into the system through 
the above screen. There are a variety of ways in which to search for the needed issues using the 
issue name field or the Type, Status, Priority, Assigned To, Regarding or Created By drop-downs. 
The defaults for each of these fields are blank when you open the Quality Control screen. You do 
not need to fill in all of them, but at least one and only those that apply to the item you are trying 
to locate or those that seem most characteristic of the issue for which you are looking. Click the 
Search button and the screen will repaint with the results displayed under the Issues title, 
replacing the full list of issues. 
 

 
 
 

Once you have located the requested issue, the edit icon  is available so that you may view the 
original issue entry form and make any necessary changes and the delete icon  to remove the 
issue entirely from the system.   
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Step-by-Step in Management 

 
   
Creating an Active Task 
�  Click New Task button 
�  Enter a name, sub-task of (if appropriate), due date, priority, assigned to, assigned by, and 
     any notes that are needed. 
�  Check any applicable non-compliance notifications 
�  Click the Save button  
 
Updating an Active Task 
�  On the Active Tasks screen, click the edit icon opposite the task 
�  Make any needed changes to Task Info 
�  If no other changes needed, click the Save and Close button 
�  To change a task status, click the Task Status tab 
�  Click Update Task Status button and select a new status from the status drop-down 
�  If no other changes needed, click the Save and Close button 
�  To add an attachment to the task, click the Attachment tab 
�  Click the Add Attachments button (you may then click the Add Multiple Files button) 
�  Browse for the correct file, click on it when located 
�  Type in a new description, if desired 
�  Enable version control, if desired (only available if this option has been purchased) 
�  Click the Upload button  
�  If no other changes needed, click the Save and Close button  
�  To change permissions level for this task, click on the permissions tab 
�  Edit permissions as desired using the radio buttons and/or Add User or Add Group buttons 
�  If all updating is complete, click the Save and Close button 
 
Adding Members to a Group 
�  Click the edit icon opposite the name of the group 
�  Click the Add Member button 
�  Select a category of individuals from the Source drop-down 
�  Click an underlined name from the resulting relationships tree 
�  Repeat for any additional members 
�  Click Save when done 
 
Adding a New Issue 
�  Click the New Issue button 
�  Fill in a name, description, an assignee, a who about person, a type, a status and a priority 
�  Click the Save button 
 
Search for an Issue 
�  Choose one or more search criteria from the drop-downs or type in an issue name 
�  Click the Search button 
�  Those issues that most closely match your search criteria will appear in the lower section of 
     the screen, replacing the full issues list 
 
Making an Issue Assignment 
�  Enter a new issue or select an existing issue using the edit icon 
�  On the New Issue (or Edit Issue) screen, click the Select Assigned To link 
�  On the resulting pop-up window, click the Select link for the individual 
�  Click the Save button 
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Office 
 
 

The Office module has two basic features, Scheduling Calendar and Shared Files, which each 
provide important coordination functions for the entire organization. Using the Office Manager, 
calendar items and file information are both easily available to users from a single, consolidated 
point. Further, the Office Manager keeps these elements organized and up-to-date, secure and 
accessible, comprehensive and specific, by using flexible, customizable folders and layouts.  

Clicking the Office link retrieves a page with thumbnails of the calendar and files, side by side, as 
seen below.  
 

 
 
 
The Scheduling Calendar pagelet displays the current month and next month, with the next five 
(5) events (of those occurring within the next 90 days) summarized in a date/time list. You may 
directly access information on any event listed by clicking its underlined title. For the full calendar, 
click on the Scheduling Calendar title or the numbers to the right of it. The Shared Files pagelet 
lists the five (5) most recently uploaded files by title and document name. To directly access the 
document, click on the underlined title. For the complete files list, click the Shared Files title or the 
numbers to the right of it. 
 
 
Scheduling Calendar 
The event calendar stored in the Office module contains all the events that have been entered by 
and for every person, organization-wide. This allows for a central scheduling individual, one who 
has all the information necessary to conveniently coordinate meetings and make appointments 
for individuals or groups. 
 
The pagelet lists the next five (5) events for all schedules. To see the full calendar, as below, click 
on the Scheduling Calendar title or on the numbers to the right of the title.  
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Calendar Navigation 
To view the details on any calendar item, click on its underlined name. A summary giving the 
Event Time, Location, Event Type, and full Event Details will be presented. Selecting the edit icon 

 returns the original data entry page, where you may make any changes needed. Clicking the 
delete icon  removes this event from the calendar.  
 
The date displayed in the dark bar at the top of the schedule identifies the date to which the 
schedule applies (date defaults to the present day). On either side of the date are arrows allowing 
quick navigation to previous and future days. The Today’s Date link returns you to the present 
day, if you are currently displaying a past or future schedule.  
 
The schedule view defaults to the view set through the Calendar Preferences button (see Using 
Calendar Preferences below). To temporarily change views to display an entire week or entire 
month, use the three buttons on the upper right. 
 

   Displays the entire current month 

    Displays the entire current week 

    Returns to the current day 
 
Below the schedule are miniature calendars of the present, preceding and next month with links 
to jump back or forward five months, making the entire twelve-month schedule easily accessible.  
 
 
You may also select any specific date and enter it into the field below the miniature calendars or 
use the Go Today button to return to today’s schedule if you have been viewing other dates.  
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Using Calendar Preferences 
The Calendar Preferences button  opens a screen with options to set 
display variables for your My Office schedule and the calendar view in Office Manager. 
 

 
   
  
Time Zone 
For events to record accurately for your location, it is important to set the Time Zone field. When 
set properly, events that are scheduled in other time zones will auto-correct for time differences 
when seen on your schedule. For instance, you may be party to a telephone conference at 10:00 
AM Eastern Time. If your time zone is two hours behind Eastern Time, the event will display at 
8:00 AM on your schedule. 
 

  Important Note about Time: When you are setting up a new computer to use with the 
BlueStep System, it is critical that you set the time and time zone correctly on the computer’s 
clock before accessing any BlueStep sites.  

The BlueStep database interacts with your computer settings when you access any page for 
the first time. If the time and time zone are incorrect on the computer, the database will store 
the wrong information about your organization. Such things as medication administration 
times and staff timecard entries will retain the wrong data, based on your machine’s incorrect 
initial settings.   

 
Calendar Opening View 
The Calendar view seen in Office Manager is set in this field. Please note that it does not reset 
the schedule view as seen on the My Office Schedule (Today) or the screen that is accessed 
from the Schedule link. Month, Week and Day Views are available. 

 
Typical Work Day 
This field lets you customize the span of hours that will be shown on the daily schedule. The span 
selected for the sample schedule page seen above is 8 AM to 5 PM. 

 
Interval on Day View 
You may set the time intervals displayed during the day with this field. The schedule may be 
divided into 10, 15, 20 or 30 minute periods or into one-hour intervals. The interval selected for 
the sample schedule page seen above is 30 minutes. 
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New Events 
Prior to entering any new events, the Event Types and Attendee Status lists need to be created. 
Organization Administrators or those who are familiar with your organization and its planning 
practices are usually the best qualified to decided the content of these two lists.  
  
Event Types 
The Edit Event Types button 

 opens a 
screen that will let you enter and 
save each new type, which then 
appears on a list similar to that 
shown below. You should have at 
least one type, but may add as 
many others at needed.  
 

  One useful method to 
organize event types is to select 
those that correspond to groups, 
departments or branches in your 
organization. Another is to select 
types that correspond to specific 
functions or operations in your 
organization. As with all creation 
screens, please remember to click the Done button  at the bottom of the screen. 
 
 
Attendee Statuses 
For many events that your 
organization holds, you will want 
to track attendance. The Edit 
Attendee Statuses button allows 
you to create a customizable list 
based on the need you have for 
attendance statistics.  
 

  Attendee Statuses can be 
used to monitor staff creation, 
attendance and participation in 
events, for instance. In that case, you would list such items as, “Initiated Event”, “Organized 
Event”, “Attended Event”, “Conducted Event”, etc. Or it may be your organization’s policy to 
charge residents based upon their request for or attendance at various events. In that case, you 
would list such items as, “Requested Meeting”, “Requested, but did not attend”, “Attended”, 
“Participated”, etc. 
 
 

  Types and Statuses need to be created only once in the system. When this is done, these 
items become available for use in entering any subsequent new Events. Types and Statuses are 
easily added, edited or deleted at any time, by those with the proper permissions. This means 
that the Scheduling Manager can always respond to the changing calendar requirements of your 
organization. 
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Adding New Events 
To add a new event to the calendar, 
click the New Event button 

. On the resulting screen, 
the event Title, Start Date & Time, End 
Date & Time and Time Zone fields are 
required. All others are optional. 

 
Under General Information, choose a 
title for your event, type in its location 
and select a type from the list 
previously created (see Event Types, 
above). The editor box is a place 
where you can enter all details 
pertinent to the event, such as a 
speaker’s name, materials required, 
appropriate graphics, links to 
documents stored on your site or 
elsewhere available on the Internet, 
etc. Icons are available to perform 
standard word processing functions, 
such as font style and size, text colors, 
bulleting, inserting tables, etc.   
  

  If you choose to add a graphic to 
the Event Details, the recommended  
size is 200 X 200 pixels or 1.4 X 1.4 inches. 
 
 
Under Date and Time, enter the start and end dates and the time for each, then check to be sure 
the time zone field is correct for your time zone, so that events will record accurately on 
organization-wide calendars. There is also a box to indicate that an event lasts for a full day. 
 

  When set properly, events that are scheduled in the Office Manager will auto-correct for 
time differences when seen on all attendee’s schedules. For instance, if your office is hosting a 
telephone conference at 10:00 AM Eastern Time and participants are in a time zone a two-hours 
behind Eastern Time, the event will display at 8:00 AM on the participant’s schedule.  
 
Under Repeating Events, you can identify 
those meetings, classes and 
appointments that regularly reoccur and 
place them on the schedule with a single 
new event submission. The drop-down in 
the Event Repeats field has several 
options, based upon either the day you 
have entered in the Start Date & Time or 
on the current date. As in the illustration 
below, if you have selected June 10th, 
which is also a Thursday, the options  
include repeating the event on every June 
10th, on various Thursday possibilities or every day.  

 
If there is an end to the event recurrence, enter the date in the field provided below the Event 
Repeats box, labeled Repeats Until. 
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  If you do not select specific attendees at this point, be sure to click the Save button  
when finished with the New Event page. 
 
Attendees 
If attendees have not 
been selected for a 
specific event, the 
calendar function places 
the event on the Office 
Manager calendar, but 
does not distribute it to 
any user’s My Office 
schedules. To add this 
event to individual 
calendars seen through 
My Office, click the 
Attendees tab to the 
right of General 
Information. If you have 
already saved the event, 
access it again through 
the edit icon , then go 
to Attendees. Using the New Attendee button on the upper right, you may add as many or as few 
attendees to the event as you wish from a My Relationships screen. 
 
The options on this screen allow you to select from any category of individuals, by clicking on the 
category name in the Source drop-down. The relationship tree for the chosen category will 
display on the main part of the page and you may click on any underlined individual shown there 
to add them as an attendee. 
 
This will return you to the Attendees screen, as shown below, where you may select a status from 
the drop-down (see Attendee Statuses, above). The Remove button  
deletes all attendees from the event. To delete a single individual, click the delete icon  
opposite the individual’s name. Remember to click Save  when done and you will be 
returned to the main calendar view, where the new event will be shown.  
 
 

 
 
 

Shared Files 
The Shared Files pagelet displays the five (5) most recently posted documents by title and 
document name. To directly access the document, click on the underlined title/name. To view the 
complete list of files, click on the Shared Files section title or the numbers to the right of it. To 
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view any jpeg images or gif graphics contained in Shared Files in a slide show format, click on the 
slideshow icon  at the bottom of the list (also see Slideshow, below).  
 
 

 
 

  
Working with Shared Files 
On the main Shared Files page, you will find a list and description of every file that has been 
uploaded through HQ™ for your organization, which also includes the size of the file, the name of 
the person who posted it and the date it was uploaded. These files can be accessed, edited, 
deleted, locked or unlocked, organized into folders and rearranged to meet your organization’s 
information needs.  
 

  The image below is from the standard Shared Files (List) format. If your Administrator has 
changed the format from List to Icon, the page will appear with each folder or file represented by 
an icon and the associated function icons displayed below it. See Edit Page – Shared Files in 
Administrative Options, below, for details and illustrations. Please note that all of the following 
functions are applicable, the page is simply displayed in a different layout. 
 
Any of these columns may be visible or hidden, depending upon the permissions level you have 
been granted. For instance, if you have Reader permissions, the Delete column will not appear, 
since deleting requires Editor permissions. Additionally, a column, such as Description, may be 
hidden if no file descriptions have been entered for any file. Also, any file or folder may be visible 
or hidden to you, depending upon the security assigned to that specific file or folder.  
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File Navigation 
Each folder, if it contains any documents or subfolders, has an expand icon  next to it. Clicking 
it will display all the documents or folders within that folder and change the expand icon to a 
collapse icon . To close the folder, click the collapse icon. If you wish to expand or collapse all 
folders on the page, click either the Expand All or Collapse All tabs . 
 
You may access any document, graphic or file contained on the Shared Files tree, by clicking on 
its underlined name. To open the slideshow, click on the slideshow icon  (see Slideshow, 
below). To work with document version control, if you have purchased this option (see Document 
Versioning, below), click on the version icon  to the right of the posted date. The locked and 
unlocked icons    allow you to perform file locking or unlocking functions, if you have been 
granted the proper permissions. You may reorder any file or folder on the Shared Files tree using 
the two reorder icons  (see File and Folder Reordering, below). To edit the original File 
Upload page for any given document, click the edit icon  opposite the document’s name. If you 
wish to entirely delete the document, click the delete icon .  
 
Slideshow 
The slideshow icon  at the bottom of the Shared Files pagelet allows you to view graphic files 
in a slideshow version. On the main Shared Files page, magnifier icons appear opposite all files. 
If you click on any magnifier icon, all the files contained in that specific folder will be displayed, 
starting with the one you clicked.  

If you would like to see every file in every folder, click the icon across from the root folder, then 
click the    box at the bottom of the slideshow screen, see below. The 
images will each appear, one after another, centered on the slideshow screen, formatted 
according to your choices in speed and size. 

 
 
 

  Any files that are not graphical format or are unsupported by the browser (Internet 
Explorer™, etc.), will appear as only as an icon representing Word, Excel or other program, not 
as images of the document. The slideshow was designed to produce images from graphical files 
only. 
 
The slideshow options for image display speed are accessed from the Speed drop-down and 
include: Paused, Slowest, Slow, Medium, Fast and Fastest. The options for image display size 
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are accessed from the Size drop-down and include: Small, Medium and Large. The 
Previous/Next button moves your view forward or backward by one image. 
 
 

 
  
Document Versioning 
By purchasing Document Versioning, members/users/employees can make edits and additions to 
any document, while maintaining the integrity of the original version and tracking data on each of 
the updated versions. With every version, administrators gain valuable insight into the importance 
of specific issues to users, along with their comments and changes. 

To apply versioning to a document, you must upload the file to your Shared Files using the Add 
File button, the Add Multiple Files button or through Web Folders (see Adding Files and Data 
Vault using WebDAV, below). The enable versioning box  appears 
on the bottom of the File Upload screen, which you may check at this time or at any time in the 
future.  

If the file has already been uploaded, you may turn on versioning by finding the document title on 
the Shared Files listing, then clicking the edit icon   to the far right of the title. On the Edit File 
screen, click the Enable Version Control box, followed by the Save button. With Version Control 
enabled, you or anyone in your organization with Editor level permissions can perform version 
controlled edits to that document. 
 

 
  
 
Using Version Control 
To use versioning for any document, be sure that Version Control has been enabled. Click on the 
version icon  to the right of the document name. This brings up the Version Directory. 
 

 
 

Click on the underlined name of the document. If this document has multiple versions, you may 
click on any version in order to re-edit that version. Re-edited versions will always appear at the 
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bottom of the list when saved. 
 
Save the document to your hard drive or file system (opening a file from Shared Files without 
saving to disk is ‘View Only’ – no screen changes are recorded). Make whatever changes are 
desired throughout the document while it is on your computer.  
 
While you are working with this document, it is effectively locked from use by any others (see 
Locking and Unlocking, below). If someone else desires to edit the same document at the same 
time, they may make edits on the copy contained on their own computer, but will not be able to 
upload them to shared files until the lock you have in place through your use has been released. 

 

 
 

Uploading the New Version 
When you are finished with your edits, you are ready to upload the new version to Shared Files. 
Go to the Shared Files screen and click the edit icon  associated with the document with which 
you are working. On the resulting Edit File screen, use the Browse button  to find the 
new version. Select the version and make any other changes needed on the edit screen.   

 

 
 

Click the Save button when done and the new version will be added to the Version Directory 
screen.  

 
 
Once a document version has been created, the versioning data, both in the document and on 
the Version Directory screen, cannot be changed. You may always check out the document again 
and make further edits, creating a new version, but the existing text, Version number, Size, 
Posted By, and Date information is permanent. 
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  To view any of the versions without checking out for editing purposes, simply click on the 
underlined document name. 
 
Locking and Unlocking Files 
The locking/unlocking feature of Shared Files exists to prevent several users from making 
multiple file/folder changes simultaneously, some of which would override or supersede others, 
without regard to the permission status of the user or the importance of the edits. 
 
Locked folders or files are designated on the Shared Files screen by the locked icon ; unlocked 
folders or files are designated by the unlocked icon , seen opposite the file or folder name. 
  
The lock function of Shared Files operates under a series of universal rules from the WebDAV 
protocol (not designed by BlueStep), which all WebDAV-compliant systems must follow. These 
can be stated as a series of conditions, as described in BlueStep terminology. 
 
Lock Types 
There are four kinds of locks: Primary, Secondary, Dependent-on-Parent, Dependent-on-
Child.  
 
Locks, like BlueStep permissions, depend upon a hierarchical structure. The ‘Parent’ in 
Dependent-on-Parent refers to a folder that is in a direct line above the subject file/folder. The 
‘Child’ in Dependent-on-Child refers to a file or folder that is in a direct line below the subject 
folder. 
   A Primary Lock is the only type of lock a user may add or remove. A Primary Lock 
  fully restricts every modifying action (except by the lock owner) concerning the 
  file/folder, but not viewing. A Primary Lock may be activated by the author of a 
  file/folder and removed by the same person. Additionally, anyone with Editor  
  permissions for this particular resource may also unlock the file. All other lock 
  types are added/removed through the functioning of this lock. 
 
   A Secondary Lock restricts every modifying action, but must be unlocked from the 
  Primary Lock position 
 
   A Dependent-on-Parent Lock is a secondary lock and restricts deletion, renaming or  
  moving of files or folders. However, all other modifying actions (editing, new 

content, locking, changing permissions, adding files or folders, etc.) are allowed. 
 
   A Dependent-on-Child Lock is a secondary lock and restricts deletion, renaming or  
  moving of folders, changing permissions and recursive locking. All other 

modifying actions (editing, new content, adding files or folders to a folder, etc.) 
are allowed. 

 
Locks and Locking Performance 
Locks and their performance are affected by: 
 

  The type of resource being locked – folder, file or versioned file 
 
   The person who currently owns the specific lock on this resource 
 
   The process (BlueStep™ Shared Files web interface, Microsoft Office™, Web 
  Folders, WebDrive, etc.) being used at the time of locking 
 
   The permission level of the person working with the resource 
 
   The type of lock that is applied to this resource 
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Locking Interface 
Different locking interfaces are employed by every WebDAV compliant software application. All 
Microsoft Office 2000™ (and later) products lock a file when they open it and unlock it by closing. 
In WebDrive™, locking and unlocking is controlled through a tab on the Properties dialog box, 
after locking has been specifically enabled. Other residents/programs/processes support some 
form of locking and unlocking, but the interface and its functioning is controlled by the structure of 
the program and its specific configuration on your computer, not by BlueStep. 
 
Locking Files 
A fully locked (Primary or Secondary Lock) file or versioned file is restricted in regards to adding 
content, editing, deleting, renaming, moving location and changing permissions. A versioned file 
can be locked by anyone with at least Author permissions. Non-versioned files require Editor 
permissions of the locking individual. A fully locked file results in other types of locks being 
activated on other file(s) in the hierarchy. A Dependent-on-Child lock is created for the folders in a 
direct line above the subject file back to the root level of the hierarchy. However, files and folders 
that are not in a direct line back to the root, but may be contained within folders that are direct 
line, remain unlocked.  
 
Locking Folders 
Any locking of folders must be done by users with at least Author permissions. A fully locked 
folder results in other types of locks being activated on other folder(s) in the hierarchy. A 
Dependent-on-Child lock is created for the folders in a direct line above the subject folder back to 
the root level of the hierarchy. However, files and folders that are not in a direct line back to the 
root, but may be contained within folders that are direct line, remain unlocked.  
 
Folders may be locked either recursively or non-recursively. For a Recursive Lock, a Secondary 
Lock is created for all sub-folders and sub-files below the subject resource, flowing down through 
all levels of the hierarchy. For a Non-Recursive Lock, a Dependent-on-Parent Lock is created for 
all files and folders on the level immediately below the subject resource, but not for any 
hierarchical levels below the immediate level.  
 
Unlocking Files and Folders 
If you are the lock owner for the lock on any given resource, you may unlock the resource 
whenever and from wherever (from Shared Files, Web Folders, WebDrive, etc.) desired. You will 
always be able to go to BlueStep™ Shared Files and unlock it from there, in case the other 
processes have operated or closed abnormally. Users with Editor permissions may override 
locks, no matter who owns the lock. 
 

  If at any time you receive an on-screen message stating that a particular function cannot 
be performed with a file/folder in a Web Folder or if a Web Folder function fails to operate, go 
directly to the website version of Shared Files where the file/folder is contained and check 1) the 
locked/unlocked status of the item and 2) the permissions associated with that specific item.  
 
Following the on-screen instructions and information, as well as requesting that an administrator 
from your organization edit the permissions, will usually resolve any restrictions you have 
encountered. 
 
Shared Files Manage Lock Screen 
The Manage Lock screen is accessed from the lock/unlock icons   in BlueStep’s Shared Files 
page and the Manage Lock link on the Version Directory. The Manage Lock screen is divided into 
two basic areas, Locks Affecting This Folder and Available Actions.  
 
The Locks Affecting This Folder section is informational in nature. You may see what locks, if 
any, apply to what file or folder functions and who owns the lock.  
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The Available Actions section lists varying checkboxes that you may use to work with the lock. If 
you are not the lock owner, there may be no actions available to you, in which case, you would 
need to contact the lock owner for assistance in making file or folder changes. 
 
The Manage Lock screen can display many variations for each file/folder within the Shared Files 
system. This makes for dozens of possible informational combinations on the screen. A couple of 
basic screens are displayed below. 
 
Example 1 – A Non-Locked Folder 
 

 
 
This Manage Lock screen is for a folder entitled Office Forms. When no locks are present, you 
will see the No Locks notation under Locked Resource and that the actions Move, Rename, 
Delete, Edit Permission, Add Recursive Lock and Add a Child Folder or File are available, if you 
so choose. There are two locking actions that you may select under Available Actions. The first is 
a lock on the folder, the second makes the lock a recursive lock, if it was activated. These two 
checkboxes operate in tandem, depending upon the selections made. 
 
 
Example 2 – A Locked Folder, as seen by the lock owner 
 

 
 
This screen is for the same folder as above, but displays the lock information. If you are the lock 
owner, red asterisks  explain that the locking functions will not prevent your actions, only those 
of others. If you are not the lock owner, no asterisks will appear and you will see that your only 
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recourse is to contact the lock owner for release of the lock. If you have Editor permissions, you 
will see locking override under Available Actions and will be able to proceed with unlocking. 
 
Example 3 – Multiple Locks in Shared Files, as seen from the Root Folder 
 

 
 
By going to the Root Folder in Shared Files, you can see all the locks throughout the Shared Files 
system. There are dozens of possible locking configurations, depending upon the number of 
files/folders and the factors listed above under Locks and Locking Performance, such as type of 
resource being locked, the lock owner, the type of lock used, etc. 
  
Data Vault using WebDAV 
WebDAV support is integrated into many of the latest operating systems on current computer 
systems and networks. When files and folders are stored on a remote server, such as those in 
BlueStep’s Shared Files modules, the WebDAV protocol allows users of Windows, Mac or UNIX 
computers to access these items with the same ease as accessing the desktop on the user’s own 
computer. BlueStep™ platform-tailored version of WebDAV is named Data Vault. 
 
Data Vault, similar to Microsoft’s Web Folders, may only be used with operating systems and 
programs that have WebDAV support. These include Windows™ 98/2000/NT/ME/XP and 
Microsoft Office 2000™ (including later versions). Mac OS X™, Goliath™ for Mac OS 8.1, 
WebDrive™, Adobe GoLive™, Macromedia Dreamweaver™ and many others also support 
WebDAV. 
 
Data Vault Functions 
Data Vault provide several distinct advantages and valuable benefits, including: 
 

�  Drag-and-Drop functionality between user’s computer and online shared files 
�  Multiple uploads and downloads of files and folders 
�  File and folder locking to prevent simultaneous updates by multiple users  
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�  Easy availability and integration with the user’s desktop 
� Same online username/password for Data Vault access as for BlueStep access 
� No need to use a browser for direct access of online files* 

 
* There are some advanced file and folder functions within Team™, Connect™ and HQ™ that 
only BlueStep sites support. You will still need to use a browser to perform these functions.  
 
In HQ™, any file may be posted though an online browse-and-upload procedure. Using Data 
Vault WebDAV, any file or folder may be added to Shared Files, accessed, moved, edited and 
deleted using a drag-and-drop method (or other standard keyboard cut-and-paste technique). 
You may use either method (browser-based or desktop) at any time to perform these functions - 
using one does not preclude using the other when it is more convenient to do so. 
 
Creating Data Vault 
Users of BlueStep™ products may have access to one or many Shared Files, depending upon 
the number of Teams, Connect™ sites or HQ™ systems available through their organizations. 
For each Shared File you would like to have available on your desktop, you will need to create a 
Data Vault. Once a vault is created for a specific Shared File page, you need never do so again. 
The Data Vault will be available on your desktop (or other area in your file system) and continue 
to reflect the current state of the online Shared Files unless you disconnect the vault. 
 
At the bottom of each Shared Files page in BlueStep™, you will see a link Instructions for 
Accessing via Web Folders (WebDAV). Open this link and find the instructions that apply to the 
system you are using. Instructions are included for Windows 2000, XP, 98, NT, Mac OS X, Mac 
OS 8.1 or Dreamweaver.  
 
Any operating system may be configured in a variety of ways on any given computer. We have 
made every effort to offer instructions that are specific, yet point you in the correct direction 
should your OS vary from the usual set up. The important item in the instructions is the link 
(beginning with “http…). Please be sure to copy-and-paste or type it into the appropriate field 
exactly as shown, excluding quotation marks. 
 
Using Data Vault 
Once you have created a desktop Data Vault (instructions include adding a vault shortcut to your 
desktop in most cases, but you may place it anywhere desired in your file system), you may open 
it and use any of several methods to add, delete or move files, including drag-and-drop, Ctrl 
C/Ctrl V, etc. Any actions that you take in the desktop vault will also occur within the Team™, 
Connect™ or HQ™ Shared Files pages. 
 
As noted above, there are some advanced file and folder functions within Team™, Connect™ 
and HQ™ that only BlueStep sites support. You will still need to access the Shared Files pages 
online in order to perform these functions. They include: setting file and folder permissions and 
overriding a file lock. Additionally, most WebDAV residents (Windows, GoLive, etc.) will also not 
allow you to create a slideshow or use advanced locking capabilities, so you will also need to 
access the Shared Files pages online for these features. You will need to explore the capabilities 
of your specific WebDAV resident and its configuration to determine which features are available 
to you, as they are not exclusive to BlueStep and not controlled by our Data Vault interface.  
 
Securing Data Vault 
As with all BlueStep™ products, security is one of the prime concerns. All permissions and locks 
available on the standard Shared Files pages are in force in the Data Vault. For instance, online 
Shared Files that you do not have permission to edit will still be unavailable for editing when 
contained in the Web Folder. Any folders that are locked in Shared Files will still be locked in the 
Data Vault. Conversely, any permissions you have been granted to the files/folders in Shared 
Files will also be fully granted in Data Vault. 
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  If at any time you receive an on-screen message stating that you may not perform a 
particular function with a file/folder in a Data Vault or if a Data Vault function fails to operate, go 
directly to the website version of Shared Files where the file/folder is contained and check 1) the 
locked/unlocked status of the item and 2) the permissions associated with that specific item. 
  
Following the on-screen instructions and information, as well as requesting that an administrator 
from your organization edit the permissions, will usually resolve any restrictions you have 
encountered. 
 
File Moving 
You may wish to move a file from one folder to another. This is accomplished either through Data 
Vault, as described above in Data Vault using WebDAV and Web Folders, or the Shared Files 
screen through online functions.  
 
On the Shared Files screen, start by clicking the edit icon  associated with the file. In the 
resulting pop-up window, click the drop-down for File Location. All folders in the Shared Files 
system will appear and you can select the new location for the file. Click the Save button when 
you are satisfied with the selection.  
 
In some cases, you may receive the error message  Duplicate name: ___________. Please 
choose another name or location for this file. This is caused by attempting to move a file into a 
folder containing an existing file of the same name. To correct this, either change the name of the 
folder or move it to another folder where there will be no naming conflict.  
 
File and Folder Reordering 
You may change the order in which files and folders appear on the Shared Files tree. Any 
document that you post will become the last file in its selected folder. Any folder you create will 
become the last folder in the root folder or the last sub-folder within an existing folder. You can 
move folders into any order and move their contents into any order by using the two reorder icons 

. 

The reorder files icon  will appear to the right of all folders on your Shared Files tree. Click it 
for a pop-up window displaying any documents/graphics that are in that folder, along with the 
movement function keys. If there are no files inside this folder, the pop-up will be blank. In that 
case, either there is nothing in the folder at all or the folder only contains other folders. 

 

The reorder folder icon  will appear to 
the right of all folders on your Shared Files 
tree. Click it for a pop-up, example at right, 
that contains the list of all folders, along with 
the movement function keys. If there are no 
folders inside this folder, the pop-up will be 
empty. In this case, either there is nothing in 
the folder at all or the folder only contains 
files. 
 

  The reorder folder function is particularly 
useful in the case of the icon associated with 
the root folder. Using it will reorder the main 
folders in your system to a format that is 
meaningful to you and your organization. 
 
Editing Files 
The edit icon  may be used to edit any file, assuming you have the correct permissions to 
perform that function for the specific file. The edit icon opens a pop-up window very similar to the 
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New File screen, on which you can rename the file, change its location (to the root folder or any 
other existing folder) or provide a different file description. See the example below and also see 
Adding Files, below, for comparison. 
 

 Editing files from the edit icon does not allow you to change the content of the file. To 
edit content, open the file and save it to a local drive on your computer. Open it from the local 
drive and make any editing changes desired.  
 
In some cases, you may receive the error message  Duplicate name: ___________. Please 
choose another name or location for this file. This is caused by one of two (2) operations: 

 
 Attempting to rename a file of the same name as an existing file in the current 

 folder 
 

 Attempting to move a file into a folder containing an existing file of the same  
 name 

 
To correct this, either change the name of the file or move it to another folder where there will be 
no naming conflict.  

 
New Files and Folders 
New files and folders may be added to HQ™ Shared Files through either the Web Folders 
application, as discussed above, or the Shared Files screen through online functions. 
 
The Shared Files page always contains a root folder, created when HQ™ was configured for your 
organization. Any other files and folders that appear on the page have been added to the root by 
administrators or by users in the organization who have the proper permissions. Whether you are 
an administrator who is initially creating the folders/files for the Shared Files page or a user 
adding new files to an existing Shared Files tree, the same process is used to build and populate 
Shared Files.  
 
Adding Folders 
To effectively store files, it is most likely you will want to sort them into folders. Organization 
Administrators or those who are familiar with your organization and its data storage needs are 
usually the best qualified to decided which folders are needed and in what order they should 
appear. 
 
To add a folder, click the New Folder button  on the upper right. On the New Folder 
screen, enter a title for the folder as desired. The Folder Destination drop-down allows you to 
select any of the folders that exist in your Shared Files tree as a destination for the new folder. If 
there have been no other folders created, only the Root Folder will show in the drop-down. If you 
want the new folder to be one of the major folders in the system, select Root Folder as its 
destination. If you want it to be a sub-folder of an existing folder, click on the appropriate folder 
name.  
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When done, click Save. The new folder will appear on the Shared Files tree at the bottom of the 
root folder or the bottom of the selected destination folder. You may reorder the folders now or at 
any time in the future using the reorder icons   (see File and Folder Reordering, above). 
You may also at any time rename the folder or move its destination to the root or another folder 
by clicking the edit icon   that appears opposite the folder name. To delete the folder entirely 
and all its contents, click the delete icon  associated with it. 
 
In some cases, you may receive the error message  Duplicate name: ___________. Please 
choose another name or location for this folder. This is caused by one of four (4) operations:  

 
 Attempting to create a folder using the same name as an existing folder in the 

 current folder 
 

 Attempting to create a folder using the same name as an existing file 
 

 Attempting to rename a folder the same name as an existing folder in the  
 current folder 
 

 Attempting to move a folder into the current folder, which contains an existing  
 folder of the same name 

 
To correct this, either change the name of the folder or move it to another folder where there will 
be no naming conflict.  
 
Adding Files 
Once any necessary folders have been created, you may upload files to store in them. Any files 
you wish to add to Shared Files must exist somewhere on your computer, on a CD in your CD 
drive, on a floppy disk inserted in your floppy drive or accessible through network connections. 
 
Click the Add File button  at the upper right of the Shared Files screen. On the New File 
screen, seen below, click the Browse button. This will open a pop-up window displaying files, 
folders, drives and networks on your computer, allowing you to navigate to the file you wish to 
upload. If the file does not exceed 20 megabytes, click on the file name, which will place it in the 
File to Upload field. If you choose to have the file known by a different name in Shared Files from 
the original name in the source, type the new name into the Rename To field.  
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The File Location drop-down displays a list of all folders in your Shared files tree. You may select 
any folder to contain the document or select Root Folder if the document is to be outside the 
created folders. In either event, the file will upload as the last item in the selected folder or the 
Root Folder. Enter a description in the File Description field, if desired.  
 
If you have purchased the Version Control option, you may select to enable versioning at this 
point or return to this screen later to enable versioning (see Document Versioning, for details). 
 
In some cases, you may receive the error message  Duplicate name: ___________. Please 
choose another name or location for this file. This is caused by one of three (3) operations: 

 
 Attempting to upload a file that already exists under this name in the current 

 folder 
 

 Attempting to rename a file the same name as an existing file in the current 
 folder 
 

 Attempting to move a file into a folder containing an existing file of the e 
 name 

 
To correct this, either change the name of the file or move it to another file where there will be no 
naming conflict. Also note that folders may not be named the same as an existing file name.  
 
File Permissions 
By default, file security is inherited from the permissions set on the Shared Files screen or from 
higher in the organization structure. If you desire to set security for this specific file separate from 
other files, click the Permissions tab. On the resulting screen you may choose from any of five (5) 
permissions settings using the radio buttons.  
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Additionally, using the Add Group and/or Add User buttons allow you to provide specific access to 
this document for people and groups other than those listed, such as All Staff, Everyone, HQ 
Licensees, etc., as seen above. Remember to click the Save button when done. Also see 
Permissions in Administrative Options. 
 
Click the Upload button  at the bottom of the screen. The maximum upload size for any 
file is 20 MB. Please be patient. Large files could take several minutes to complete, particularly if 
being pulled from a floppy disk or through a network connection.  
 

  Please click the Upload button only once. Clicking it more than once may result in locking 
your computer or crashing your system, depending upon the size of the file and the programs 
concurrently running.  
 
When loaded, you may reorder the files using the reorder icons   (see File and Folder 
Reordering, above). You may also at any time rename the file or move its destination to the root 
or another folder by clicking the edit icon   that appears opposite the document name. To 
delete the file entirely, click the delete icon  associated with it. 
 
Multiple File Upload 
If you have several files to upload at once, the Add Multiple Files button  or the 
multiple files link Add Multiple Files will speed the process. The button is available on the upper 
right of the Shared Files screen. The button and link are both seen on the File Upload screen.   
 
This screen functions similarly to the individual File Upload screen (see Adding Files, above), 
allowing you to browse your computer for the needed file, select a location and add a description. 
However, there is no function to enable version control for any of these files at this time. After the 
files have been uploaded, you may reenter the files individually from the Shared Files screen. 
Using the edit icon, enter the Edit File screen, then click . See 
Document Versioning, above. 
 
 



 

185 

 
 
As you are selecting the files you need (up to ten (10) at a time) verify that the megabyte total 
does not exceed 20 MB. If it does not, click the Upload button  at the bottom of the 
screen. Please be patient. Large files could take several minutes to complete, particularly if being 
pulled from a floppy disk or through a network connection. 
 

  Please click the Upload button only once. Clicking it more than that may result in locking 
your computer or crashing your system, depending upon the size of the file and the programs 
concurrently running.  
 
When loaded, you may reorder any individually files using the reorder icons   (see File and 
Folder Reordering, above). You may also at any time rename the files or move the destination 
to the root or another folder by clicking the edit icon   that appears opposite each file name. As 
above, you may also enable version control from the Edit File screen. To delete a file entirely, 
click the delete icon  associated with it. 
 
 
 
  
 
 

 
Step-by-Step in Office 

   
 
Adding New Events 
�  Click the New Event button 
�  Enter a title and location. Select a type from the drop-down,  
�  Enter any event details, start date/time, end date/time and time zone or repeating data.  
�  Click the Save button 
�  To add attendees, see below 
 
 
Adding Attendees 
�  Click New Event button and create an event or select an existing event using the edit icon 
�  Click the Attendees tab 
�  Click the New Attendee button 
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�  Select a category of individuals from the Source drop-down 
�  Click on the desired name 
�  Select a status from the Status drop-down 
�  Click the Save button when done adding all attendees 
 
 
Adding New Files 
�  Click the Add File button 
�  Click the Browse button 
�  Navigate to the file you wish to add, click on its name 
�  Type a new name, if wish the file to be know by a different name than the source document 
�  Select a location from the drop-down 
�  Enter a file description, if desired 
�  Check Enable Version Control, if desired (only available if this option has been purchased) 
�  Click the Upload button and be patient 
 
 
Enabling and Using Document Versioning (Only available if your organization has purchased 
     this option) 
�  From the Shared Files screen, click the Add File button or select an existing file from the list  
     using the version or edit icon 
�  Check the Enable Version Control box  
�  Click Upload if this is a new file or click Save if this is an existing file  
�  Click on the underlined name of the desired file 
�  Save to your computer 
�  Make any edits necessary, then save the document on your computer 
�  Navigate to the Shared Files screen 
�  Click the edit icon for the document you are working with 
�  Click the Browse button 
�  Select the edited file, then click Upload 
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HR/Staff 
 
 
 
The HR/Staff module serves as a single, centralized place to store and track all data associated 
with your full-time and part-time employees. While forms and fields for data storage may be 
added and customized to fit your specific needs, the staff default allows for the recording of may 
types of information, including personal data (such as, birthday, social security number, marital 
status, languages spoken, etc.), employment information (dates, salary, contract, notes, etc.), 
employee-earned certifications, work and personal goals, employee contact information, personal 
contact reference data, brief medical records (immunizations, blood type, medical conditions, 
etc.) and job performance reviews. 
 
 
 
Adding New Staff 
Start by clicking the ‘Add New Staff’ in the HR/Staff module. This provides access to a series of 
four (4) screens in which information is entered, saved and stored in the staff member’s record. 
On each page, enter as much data as is known, then click the Next button at the bottom of the 
screen. On the fourth screen, click the Save button. The system will take you to the Record 
Summary, titled with the employee’s name. You may access other forms to add any additional 
information or to edit existing information from the Navigation Menu at the left. 
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Changing Record Categories 
If a record in the HQ™ system needs to be moved from one category to another, the Change 
Record Category link will allow the move without reentering the data or loss of information. This is 
particularly important if a staff member has been discharged. 
 
On the staff member’s record, click the Change Record Category link on the Navigation Menu. 
The resulting screen will show the current categories and the data collection forms within those 
categories. Mouse over the Add Category link to see a drop-down of the categories that may be 
added to the record. See the example below. 
 
 

 
  
 
Click the appropriate category name. If there are fields of required information for the selected 
category (which have not been filled out for this individual) the forms containing those fields will 
be presented for you to complete. (If there are additional forms, but none of the fields are required 
to meet the category provisions, the record summary will appear.) Click the Save button  
when done with any additional forms and you will be returned to the record summary. 
 
In the rare instance when there is reason to delete a previous or unwanted category from a 
record, click the Remove button to the right of the unneeded category. You may always check an 
individual’s category by clicking this link and viewing the listed category. 
 
 
 
Changing Units 
If a record in the HQ™ system 
needs to be moved from one 
unit to another, the Change 
Unit link will allow the move 
without reentering the data or 
loss of information. 
 
Click the Change Unit link on 
the record navigation menu. 
The resulting screen, example above, displays the record name, the current unit and presents a 
drop-down listing all available units in your organization. Click on the new unit name, then the 
Save button. You may always check an individual’s unit by clicking this link and viewing the listed 
unit.  

 
  
Removing User Accounts 
To deny login access without damaging a record or data, such as in the case of a former 
employee, remove the User Account for the individual. This allows you to retain data, such as 
employment records, but do not want the individual or organization to continue having access to 
your system. 
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Click on the Remove User Account link on the Navigation Menu. The resulting screen displays 
the record name. Be sure the name is correct before clicking the Delete  button. A pop-
up verifier will appear prompting you to reconsider this decision, as it will completely and 
immediately block the user’s access to the system. If you are sure you want to proceed, click the 
OK button. 
 
 

            
 
 
In certain instances, you may receive the red text message “This user account cannot be 
removed, because it is in use in other parts of the system.“ If that message appears, a list of User 
Groups appears below the text. Click on each of the underlined group names, such as Food 
Service in the example below. Each link will take you to a User Group, where you can delete the 
individual’s membership in the group, using the delete icon .  
 
When all memberships have been deleted, you may return to this record summary and proceed 
removing the user account, as described above. 
 

 
 
 

Deleting Records 
On rare instances, it may become necessary to entirely remove a record from the system, such 
as when duplicate records appear. This should be considered most carefully before proceeding. 
 
Click on the Delete Record link on the record navigation menu. On the resulting screen, please 
take note of the red warning message “Caution: Deleting this record is permanent.“ If you 
proceed and delete this record, it will be permanently and irrevocably gone from the system. 
There is no way to undo the delete. If you find you do need the record after having deleted it, the 
only option is to recreate the record from the beginning again. 
 
If you are certain you want to proceed with the deletion, click the OK button on the pop-up verifier. 
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In some cases, you may receive the red text message “This record cannot be deleted, because it 
is in use in other parts of the system.“ If that message appears, a list of User Groups appears 
below the text. Click on each of the underlined group names, such as Recreational, Organization 
Administrators, Groundskeeping, etc. in the example below. Each link will take you to a User 
Group, where you can delete the individual’s membership in the group, using the delete icon .  
 
 

      
 
 
When all memberships have been deleted, you may return to the record and proceed with 
removing the record, as described above. 
 

 
 
 

Viewing and Selecting Staff 
The Select Staff link under the manager icon gives you access to the All Staff screen, which lists 
every member of your organization who has been designated “Staff” (a member of the Staff 
record category). The page gives you a snapshot of the records of each individual, with a Select 
link to open each record summary.  
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The All Staff screen is set to alphabetize by last name as a default. You may click on any 
underlined column titles to reorder the records by Date Hired, Social Security Number or E-mail 
Address.  
 
* The display columns seen on this page were selected at the time HQ™ was configured for your 
organization. They may be changed by someone in your organization with a Relate™ license or 
by BlueStep™, upon request. 
 
 
 
  
Using a Search 
If you have a long list of staff members, the Search function will be a useful timesaver in locating 
the record needed. 
 

 
 
 
The Search By field contains a drop-down list of the fields on which you may conduct the search. 
In the example above, click on the down arrow, then on First Name, Last Name or Social Security 
number.  
 
The next field (Starts With is the first selection) contains a much longer list of possible search 
operators. Select one of these options, then proceed to the Search For field. 
 
Type an identifier (the name, partial name or number, in this case) for which you are searching 
and click the Search button .  
 
The page will repaint with the records that most closely match your search criteria. Click the 
Select link and proceed to work with the record. 
 
 
 
 
 
 

 
Step-by-Step in HR/Staff 

   
 
Adding New Staff 
�  Click the Add New Staff link under HR/Staff on the home page or secondary navigation bar 
�  Enter required and optional data on the data entry screens, clicking the Next button after each  
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�  Click the Save button 
 
 
Searching for Staff Records 
�  Click the Select Staff link under HR/Staff on the home page or secondary navigation bar 
�  Choose a Search By criterion from the first drop-down 
�  Select a criterion from the second drop-down 
�  In Search For, enter a name, partial name or number (depending on the Search By choice) 
�  Click the Search button 
 
 
Editing Staff Records 
�  Perform a search, as described above 
�  Click the Select opposite the desired record 
�  On the record navigation menu, locate and click the title of the form containing the information 
you desire to edit 
�  Scroll to the correct field and type in any changes 
�  Click the Save button 
�  Select any other sections and fields to edit, saving each time 
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Marketing/Leads 
 
 
 
 
 
The Marketing/Leads module is designed to track and store information about prospective 
residents, their statuses, general and specific marketing activities, staff relationships with 
prospective customers and to provide a launching pad for future marketing strategies and 
individual marketing/sales tasks. 
 
 
 
Using the Preview Page 
The Preview screen consists of a web page that is available for administrators or marketing 
personnel to post comments, articles, guidelines, instructions or text of any sort. The pagelets 
may also contain shared files, Media Library items, site links and merge reports that have been 
built in Relate™ and added to the HQ Structure. The purpose of this page (additional pages may 
be added) is to provide a single place where the sales/marketing staff can share documents, 
ideas and information pertinent to the entire group.  
 
 
 
Lead Search 
Clicking on the Lead Search link opens a page from which you can add a new lead to the system 
or search for and select an existing lead. 

 
 
 
Adding a New Lead 
Administrators or marketing staff begin by clicking the Add Lead button  at the upper 
right of the Lead Search screen. On the resulting screens, enter as much information on the 
‘Name and E-mail’ form as is known, then select the Save button. The screen will repaint with the 
Record Summary/Inquiry Information form. There are six (6) sections on the Inquiry Information 
form, two (2) of which, Primary Contact and Resident Contact, can by expanded and collapsed by 
clicking the [+] and [-] icons. Add additional information to each section as needed.  
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Editing the Inquiry Information Section 
On the Inquiry Information Section, data can be changed or added at any time. Manually type or 
select the appropriate date from the calendar icon  . Activate the drop-down arrows and make 
selections from the option lists in the Inquiry Method, Lead Source, Decision Status, Assigned To, 
Lead Status and Sales Phase fields. 
 
 

   
 

 
Editing the Primary Contact Section 
Similarly, the Primary Contact section can by edited at any time. It appears closed unless 
specifically opened by clicking the expand icon  [+]. Complete the known information for each 
field. When the form is saved, the closed section will display the Primary Contact header bar, 
including the name entered as the contact.  
 
 

 
 
 
Editing the Resident Contact Section 
The Resident Contact section also appears closed unless specifically opened by clicking the 
expand icon  [+]. Complete the known information for each field. When the form is saved, the 
closed section will display the Resident Contact header bar, including the name entered for the 
resident. 
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Editing the Resident Profile 
The Resident Profile section was designed to contain data required for success in meeting a 
prospective resident’s needs. Make selections and enter as much data as known. The Amenities 
and Apartment Preference options are drawn from Option Lists that can be customized to reflect 
the choices available at your facility. 
 
 

 
 
 
Enter detailed data into the Hot Button memo field. This information is important to finding 
community solutions that will make the resident comfortable in choosing your facility. 
 
 
 
Editing the Financial Information Section 
This section provides a brief outline of financial matters pertaining to the resident’s ability and 
desire to enter the facility. Make selections based on information obtained from the prospective 
resident. 
 
 

 
 
 
 
Adding Inquiry Tasks/Notes 
Every task can be organized and tracked using the Inquiry Tasks/Notes section. Each contact 
with the potential resident and the results can be recorded as a Note.  
 
 

 
 
Click the Add Task/Note link at the right of the header bar. The resulting screen will allow users to 
select a task, add notes, prioritize and add a deadline, as shown below. 
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Add as many tasks and notes as are needed and the report displayed on the Inquiry Information 
summary will list each in order. Click the Save button when completed and the screen will return 
to the Inquiry Information summary. When all known data has been entered into Inquiry 
Information, click Save so that the entries are stored in the potential resident’s record. 
 
 
 
Updating an Existing Lead 
From the Lead Search screen, edit or update and existing lead by clicking the Select link 
associated with the individual. Make any changes to fields on the Inquiry Information summary 
screen, including adding additional notes and/or tasks. Click the Save button when completed. 
 
 
 
Moving an Inquiry to Pending/Resident 
When a contract has been signed, the Inquiry can be changed to Pending status or Resident 
status if the individual has moved into the facility.  
 
Click the Select associated with the individual. In the 
Navigation Menu, click open the Resident Wizards folder 
using the expand icon . 
 
If there is a lapse of time between signing the contract and 
moving into the facility, click the Move Inquiry to Pending link. 
The screen will repaint with the Resident Info form. Enter the 
known information and click Save at the bottom of the screen. 
This automatically places the individual into the Pending 
record category, preserving the data, but not adding him or 
her to the nursing and administrative reports.  
 
If the individual is moving into the facility immediately, click 
the Move Pending to Resident link. The Resident Info form 
and Individual Worksheet will be presented, one after another. 
Fill out the data for Resident Info. Click Next at the bottom of 
the screen. Complete the Individual Worksheet and click Save 
at the bottom of the screen. This places the individual into the 
Resident record category and add him/her to the nursing and 
administrative reports.  
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Using the Move-in Financial Calculator 
The Individual Worksheet contains a section that calculates the move-in fees for a resident and 
automatically produces a printable, signable Resident Initial Fee Agreement. The Fee Agreement 
may be customized by the Organization Administrator with your facility’s verbiage and letterhead. 
 

To produce this agreement, start by filling in the fields in the Move-in Financial Calculator 
section of the Individual Worksheet.  

 

 
 
 
 
Enter the Daily Fee and Number of Occupancy Days (in move-in month). Charges for next 
month’s service fee and a one-time community fee are optional. The extra services fields should 
be completed with the charge per month for the service.  
 
Any other services beyond meals, storage, parking, cable TV and telephone can be grouped in 
the Other Fees field and described in the Extra Services memo field. If one of the default extra 
services is not offered or is included in the basic charges, it should be left blank. If a down 
payment has been made, enter the amount of the check. Review the numbers for accuracy, then 
click the Save button at the bottom of the screen.  
 
When the summary screen returns, open the Individual Worksheet again and scroll to the 
Financial Calculator section. New calculated fields showing the multiplied daily rate, the total rent 
due, the pro-rated total of extra services and a final total due at move-in will be displayed. 
 
 
 
Accessing the Printable Resident Initial Fee Agreement 
To access the Resident Initial Fee Agreement containing the entered and calculated amounts, 
activate the View Layout at the upper right and select ‘Resident Initial Fee Agreement’. A print 
icon will also appear at the upper right. When printed, this form allows for resident and a facility 
representative to sign and date the agreement. When a check for the agreement amount is 
received, it may be scanned into the system using the Check Link field on the Individual 
Worksheet.  
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*  The display columns seen on this page were selected at the time HQ™ was configured for 
your organization. They may be changed by someone in your organization with a Relate™ 
license or by BlueStep™, upon request. 
 
 
 
 
Lead Sources 
The Lead Sources link provides a way to track those businesses and individuals who refer 
prospective clients to your organization. This includes those who are professionals in your field or 
a related field and those who are private individuals, as well as sources such as published write-
ups or Internet sites, etc. Additionally, records are categorized by current activity (currently 
referring/will refer) or inactive (no longer referring/have not referred). 
 
 
 
Viewing and Editing Professional Lead Sources (Active) 
This screen, seen below, lists all active referring professionals. To edit any source record or view 
record details, click the Select link associated with the record.  
  

             
 
 
To add a source or access the other source categories, click on one of the six (6) links displayed 
on the Professional Lead Sources (Active) screen and other screens, • Add Professional Source, 
• Add Non-Professional Source, • Inactive Professional Sources, • Inactive Non-Professional 
Sources, • Professional Sources, • Non-Professional Sources 
 
 
 
Adding a Professional Source 
To add a source, click the • Add Professional Source link and provide the first and last name of 
the source individual. Click Save at the bottom of the screen and the record will be displayed, as 
shown below, allowing for further details to be entered. Notes may be added to this screen using 
the Add Task/Note link on the right end on the Tasks/Notes header bar. When all edits are 
complete, click Save. 
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Adding a Non-Professional Source 
Follow the same process for adding a non-professional source as for a professional source. The 
record screen will contain fewer fields and does not include separate notes, but a description field 
for all pertinent data, as seen below. 
 

 
 
 
 
Viewing Sources 
Active Non-Professional Sources, Inactive Professional Sources, Inactive Non-Professional 
Sources are accessed through links at the top of any lead source screen and report a list of the 
names and organizations in the specified category. Any listed person/company may be accessed 
by clicking the Select associated with that record. 
 
 
 
 
Reports – Closed Leads 
The Reports link provides a submenu of any lead/marketing reports designed for your 
organization. The default report is ‘Closed Leads’ and lists all of those leads that were marked as 
‘Closed – Lost Lead’ in the Sales Phase field of the record. If a lead has been marked closed in 
error, it may be returned to active tracking by setting the Sales Phase field to any other setting 
besides ‘Closed – Lost Lead’.   
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Tasks 
Tasks are created for individuals in the Inquiry Tasks/Notes section of the Inquiry Information 
screen (accessed through selecting an individual on the Lead Search (Open) screen). These 
tasks are organized by date in four (4) ways – Today’s Incomplete, All Tasks, Task Calendar–
This Month, Task Calendar-Next Month.  
 
 
 
Task Manager – Today’s Incomplete 
The ‘Today’s Incomplete’ screen (see below) displays all tasks that have been for completion by 
today’s date and have not been marked as complete.  
 

 
 
 
 
Reading and Accessing Tasks 
To read further notes about the task, add further notes or mark it as complete, click the Select 
associated with the task. Make any appropriate changes on the screen and click Save; see 
below. If the task has been signed as ‘Complete’, it will disappear from the Today’s Incomplete 
list. 
 

 
 
 
 
To access the other dating formats, click on one of the three (3) links displayed on the All Tasks 
screen, • View All Tasks, • Task Calendar – This Month, • Task Calendar – Next Month 
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Task Manager – All Tasks 
The ‘All Tasks’ screen displays in the same way as the ‘Today’s Incomplete’ screen, but includes 
the completed items, plus any that were scheduled for the past and are scheduled for the future. 
 
 
 
Task Manager – This Month 
As named, this screen displays tasks that are due at any time during the current month and have 
not been completed. 
 
 
 
Task Manager – Next Month 
Also as named, this screen displays tasks that are due at any time during the next month and 
have not been completed. 
 
 
 
 
 

 
Step-by-Step in Marketing/Leads 

   
 
Adding a New Lead 
�   Click the Add Lead button at the upper right of the Lead Search screen 
�   Enter as much information on the ‘Name and E-mail’ form as you know 
�   Select the Save button 
 
 
Editing the Inquiry Information Screen 
�   Manually type or select the appropriate date from the calendar icon   
�   Make selections from the option lists in the Inquiry Method, Lead Source, Decision Status, 
Assigned To, Lead Status and Sales Phase fields 
�   Click the Expand icon to open the Primary Contact 
�   Complete the known information for each field 
�   Open the Resident Contact section by clicking the expand icon 
�   Complete the known information for each field. When the form is saved, the closed section 
will display the Resident Contact header bar, including the name entered for the resident 
� Enter detailed data into the Hot Button memo field and remaining fields 
� Make selections based on information obtained from the prospective resident 
� Click the Add Task/Note link at the right of the header bar 
� Select a task, add notes, prioritize and add a deadline 
� Add as many tasks and notes as are needed 
� Click the Save button when completed  
 
 
Updating an Existing Lead 
� On the Lead Search screen, click the Select link associated with the individual 
� Make any changes to fields on the Inquiry Information summary screen 
� Adding any notes and/or tasks 
� Click the Save button when completed 
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Moving an Inquiry to Pending/Resident 
� Click the Select associated with the individual 
� In the Navigation Menu, click open the Resident Wizards folder using the expand icon 
� If the resident is NOT moving into the facility immediately, click Move Inquiry to Pending link 
� Enter the known information into the Resident Information screen. 
� Click Save at the bottom of the screen 
� If the individual is moving into the facility immediately, click the Move Pending to Resident link 
� Enter the appropriate information into the Resident Info and Individual Worksheet forms 
� Click Save at the bottom of the screen 
 
 
Using the Move-in Financial Calculator 
� Fill out the fields in the Move-in Financial Calculator section of the Individual Worksheet 
� Charges for next month’s service fee and a one-time community fee are optional 
� The extra services fields should be completed with the charge per month for the service 
� Group services beyond meals, storage, parking, cable TV and telephone in the Other Fees 
field and describe in the Extra Services memo field 
� If one of the default extra services is not offered or is included in the basic charges, it should 
be left blank 
� If a down payment has been made, enter the amount of the check 
� Review the numbers for accuracy, then click the Save button at the bottom of the screen 
� Reopen the form 
� Activate the View Layout at the upper right and select ‘Resident Initial Fee Agreement’ 
� A print icon will appear at the upper right 
� Resident and a facility representative should sign and date the agreement 
� Scan any check received into the Check Link field 
 
 
Adding a Professional or Non-Professional Lead Source 
� Click the • Add Professional Source or • Add Non-Professional Source link 
� Enter the requested data 
� Click Save at the bottom of the screen and the record will be displayed, as shown below, 
allowing for further details to be entered 
� Notes may be added to this screen using the Add Task/Note 
� Click Save 
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Resident 
 
 
The Resident module provides an efficient record keeping and retrieval system for information on 
your organization’s residents. Through the resident module, all data on each resident is stored in 
easy-to-use forms, highlighted and accessible through Record Summary screens. All forms and 
summaries are HIPAA compliant, with complete security and permissions control available for 
each page, form and field. Staff relationships with the resident, as well as with other residents, 
responsible parties, care partners and non-care partners are created, documented and editable. 
In conjunction with Service Manager records, Resident Manager paints a complete, accurate and 
fully-functional portrait of each individual, which can be accessed anytime needed, day or night.  
 
 
Adding a New Resident 
The ‘Add New Resident’ link takes you to a series of three (3) screens in which information is 
entered, saved and stored in a resident’s summary record. The screens ask for a basic level of 
data - general information, home and work contact information and personal information. When 
saved, the data becomes available in a Record Summary, titled with the resident’s name. From 
the Navigation Menu, any forms, reports or wizards may be accessed to add any additional 
information or edit existing data. Memo fields are available to track the notes of actions, 
decisions, activities, any additional information or conversations, with the client, staff, family, 
consultants and other providers. 
 
The illustration on the following page displays the ‘Face Sheet’ style of Record Summary. If 
another summary configuration is desired, contact your BlueStep Implementer and he/she will be 
glad to assist you. 
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Selecting a Resident 
The ‘View/Select Resident’ link under the Resident module provides access to the All Residents 
query screen, which lists every individual within your organization who has been designated a 
“Resident” (a member of the Resident record category). The page gives you a snapshot of the 
records of each individual, with a Select link to open each record summary. 
  
 

 
 

 
The All Residents screen is set to alphabetize by last name as a default. You may click on any 
underlined column title to reorder the records. In the above example, Home City and Home 
Phone columns are available to reorder. 
 

  The display columns seen on this page were selected at the time HQ™ was configured for 
your organization. They may be changed by someone in your organization with a Relate™ 
license or by BlueStep™, upon request. 
 
 
Using a Search 
If you have a long list of residents, the 
Search function will be a useful timesaver in 
locating the record needed. 
 
The Search By field contains a drop-down 
list of the fields on which you may conduct 
the search. In the example above, you 
would click on the down arrow, then on First 
Name, Last Name or Social Security 
Number.  
 
The next field (Starts With is the first selection) contains a much longer list of possible search 
operators. Select one of these options, then proceed to the Search For field. 
Type an identifier (the name, partial name or number, in this case) for which you are searching 
and click the Search button . The page will repaint with the records that most closely 
match your search criteria. Click the Select and proceed to work with the selected record as 
desired. 
 

  The fields available for search under Search By were selected at the time HQ™ was 
configured for your organization. As above, they may be changed by an individual with a Relate™ 
license or by BlueStep™, upon request. 
 
 



 

206 

 
Discharging a Resident 
Under many circumstances, residents will eventually become discharged residents. You will need 
to change their records from the Resident category to the Discharged Resident category. This 
can be done through in the record Navigation Menu on the record summary page for each 
individual.   
 
Administrators may effect a resident discharge in two ways: using the ‘Discharge This Resident’ 
wizard or the ‘Change Record Category’ link. The wizard allows for recording of move-out or 
transfer information, including the date of discharge. This is the preferred method of discharging a 
resident, as it communicates data to other portions of the system and discontinues resident 
processes. Changing the record category shuts off those items that are category-dependent only. 
Relate training is recommended if you desire to use the change category method. 
 
 
 
 
Discharging through Discharge Wizard 
Begin by selecting the correct record from the 
‘Select/View Residents’ screen. On the 
Navigation Menu, click the Expand icon  next 
to the ‘Resident Wizard’ folder, if it is not 
already open. Click the ‘Discharge This 
Resident’ link.  
 
The resulting page, example at right, has fields 
to cover many types of move-outs or transfers. 
It is, therefore, rather long with multiple 
sections. Enter the information appropriate for 
the resident’s current situation; do not be 
concerned about those fields that are not 
applicable to the move-out/transfer. 
 
Several fields contain decision-making data that 
you will want to consider. The date entered in 
the ‘Move/Trans Date’ field will be the 
discontinuance date listed on many reports and 
controlling several operations. It defaults to the 
current date and can be edited to the actual 
date, if necessary.  
 
Clicking ‘Yes’ on the ‘Discontinue Medications’ 
field will automatically convert all active 
medications for this resident to discontinued 
meds and remove them from the MAR. Once a 
medication is discontinued, it cannot be 
returned to ‘active’ status; it must be manually 
reentered into the system. If there is a 
possibility of the resident returning to the 
facility, select ‘No’ in this field. In that case, the 
MARs will continue to be created for this 
resident each day and the nursing staff will 
need to mark the MAR exceptions field as 
‘Absent’. When the resident returns, however, 
all medication records will still be in place and 
will not need to be reentered into the system. 
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The ‘Documentation Checklist’ is built from the ‘Transfer Documentation’ option list and may be 
configured to list only those items your facility records for its residents. (See ‘Modifying Option 
Lists’ in the Step-by-Step section of Community Setup for instructions.) 
 
The resident’s Record Summary (Face Sheet) contains a summary of the most-oft requested 
data that hospitals require. It can be printed from the Print link at the top right and sent with the 
resident, if needed. If there is additional information required by your facility, a BlueStep 
Implementer or Client Care Technician can make the additions on the Record Summary for you. 
Other forms can also be printed, if necessary, and sent to the hospital.  
 
At the bottom of the form is an important field, called ‘Hold This Room’. If ‘Do NOT hold room’ is 
selected, the room number and listing will be returned to unoccupied status and the system will 
allow it to be selected for another resident. If another individual is assigned to a room that should 
have been held, both resident’s records will need to be edited in the correct order for the room to 
be released and reassigned. 
 
When the appropriate fields have been completed, review the data and click the Save button at 
the bottom of the screen. Any medication discontinuance will be reflected in tomorrow’s MAR; all 
other processes will take effect immediately, including an automatic change in record category. 
 
 
 
Discharging through Category Change 
Begin by selecting the correct record from the ‘Select/View Residents’ screen. Click ‘Change 
Record Category’ on the Navigation Menu. On the resulting screen, partial example below, 
mouse over the Add Category button.  
 
 

 
 
  
All available categories that you could choose for this record are seen on the drop-down. Click on 
the Discharged Residents selection. If there are fields of required information for the selected 
category (which have not been filled out for this individual), the forms containing those fields will 
be presented for you to complete. If there are additional forms, but none of the fields are required 
to meet the category provisions, the record summary will appear.   
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Creating Temporary Warnings 
Temporary Warnings are a valuable tool to communicate transient resident events or conditions 
that must not be overlooked by the staff. When completed, these warnings appear as a red-
bordered box, either to the left or right of the resident photo, at the top of the most oft-used 
resident screens. See the example below.  
 
 

 
 
 
 
 
Start creating a Temporary Warning by selecting the record of the resident for whom you wish to 
create the warning and click on the ‘Temporary Warnings’ link in the Navigation Menu. On the 
resulting page, example seen below, you may select from Standard Messages, Custom Warnings 
or a combination. 
 
 

 
 
 
There are nine (9) Standard Messages at the top of the screen. Any of them can be activated by 
clicking the checkbox associated with the desired message. This activation places the prompt in a 
red-bordered box at the top of the resident’s face sheet and a large number of basic resident 
forms. To deactivate (no longer display on the screens), uncheck the associated Select box. 
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Custom Warnings 
Additional to the Standard Message are spaces for five (5) Custom Warnings, if the Standard 
Messages do not cover the resident’s situation. Type in the appropriate information into the ‘Enter 
text’ box and activate the warning by clicking the Select checkbox. When this warning is not 
longer needed, uncheck the Select box.    
 
 
 
Applying Temporary Warnings 
When all data has been entered as needed for the resident, click the Save button  at the 
bottom of the screen. The system will automatically record the name of the individual who entered 
the data. On subsequent changes to the warnings, the most recent name will be listed at the 
bottom of the screen. 
 
 
 
 

 
Step-by-Step in Resident 

   
Adding a New Resident 
�  Click Add New Resident link under the Resident module or on the secondary navigation bar 
�  Enter required and optional data on data entry screens, clicking the Next button after each 
�  Click the Save button 
 
 
Searching for Resident Records 
�  Click Select Resident link under the Resident module or on the secondary navigation bar 
�  Choose a Search By criterion from the first drop-down 
�  Select a criterion from the second drop-down 
�  In Search For, enter a name, partial name or number (depending on Search By choice) 
�  Click the Search button 
 
 
Editing Resident Records 
�  Perform a Search, as described above 
�  Click the Select link opposite the desired record 
�  Locate the section that contains the information you desire to edit and click the section title or  
     the form title on the record navigation menu 
�  Scroll to the correct field and type in any changes 
�  Click the Save button 
�  Select any other sections and fields to edit, saving each time 
 
 
Changing a Lead into a Resident 
�  Perform a Search as described above 
�  Click the Select link opposite the desired record 
�  Click the Change Record Category link on the record navigation menu 
�  Click the All Category button and select the Resident category 
�  Click the Change Record Category link again 
�  Click the Remove button opposite the Lead category 
 
 
Creating a Temporary Warning 
�  Select the record of the resident for whom you wish to create a warning 
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�  Click on the ‘Temporary Warnings’ link in the left-side Navigation Menu 
�  Select from Standard Messages, Custom Warnings or a combination 
�  Activate by clicking the checkbox associated with the desired message 
�  Type in the appropriate information into the ‘Enter text’ box of any Custom Warning 
�  Activate the warning by clicking the Select checkbox 
�  When a warning is not longer needed, uncheck the Select box 
�  When done, click the Save button at the bottom of the screen 
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Medication 
 

 
 
 
 
The Medication module provides a single area where nurses, CNAs, physicians and 
administrators can record, store, manage, administer and report on multiple medications and 
medication-associated tasks. Custom MARs and Scheduled MARs are two methods of achieving 
the same goal, each tailored to address different nursing requirements or preferences. Data from, 
to or by 4Care Pharmacy can be seen in the 4Care Reports section. All general mediation 
reports, such as New Medication Review, Yesterday’s Missed Medications, PRN Effectiveness, 
C2 Medication Inventory and many others are located on the Medication Reports submenu. 
Foremost among these reports is the Backup 31-Day MAR system, designed to provide critical 
medication information if your computers or network are unavailable for a period of time.  
 
  
 
Entering a New Medication* 
On the navigation menu of a resident record, open the Medications folder and click the 
‘Medication-Prescribed’ form link. Select the ‘New Entry’ button. See the example on the following 
page. Fill in all the fields marked with an asterisk . Additionally, enter choices for the following 
fields: 

a. Medication Classification, if known 
b. Diagnosis 
c. Refills Allowed 
d. Pharmacy Dispensing 
e. Administration End Date - only if a limited script, such as a 10-day antibiotic, etc. 
f. Scheduled Admin Time – do not select time if medication is a PRN (given as 

needed) 
g. Periodic Administration – only if not administered each day 
h. DEA Number 
i. Order fill/refill 
j. Any additional fields for which you desire to enter information 

Be sure to verify correctness and completion of information, then scroll to the bottom of the 
screen and click the ‘Save’ button. 
 

 
* Medications entered into the ‘Medication-Prescribed’ form should be one of the following: 

A prescription medication 
An OTC medication that has been prescribed 
A regularly scheduled medication, whether prescription or OTC 
A medication for which the need should be assessed before administration or on a regular 
basis 
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Discontinuing a Medication* 
* Important to note: Do not delete any medications! This will delete the resident’s entire 
administration history of the drug. Use the discontinue (DC) process instead.  
On the navigation menu of the resident record, open the Medications folder and click the 
‘Medication-Prescribed’ form link. Select the edit icon  associated with the name of the 
medication to be discontinued, then look for the Authorizations section and click the ‘DC this 
medication’ checkbox. 
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Step-by-Step in Medication 

 
 
Preparing the 31-Day MAR 
�  On the last day of every month, open the 31-Day MAR report 
�  Using the print icon in the upper right corner, print the entire report 
�  Close the 31-Day MAR report 
�  Open the 31-Day MAR – Reverse 
�  Remove the printed documents, turn them over and reinsert in the printer 
�  Using the print icon, print the medication notes grid on the reverse side of the MAR 
�  Close the 31-Day MAR – Reverse report 
�  Store in a labeled binder or folder for emergency use 
 

Using the 31-Day MAR 
�  In the event power or computer access is suspended, fill out by hand the paper records and 
return them to the binder 
�  As soon as possible after computer operation has been restored, open the 31Day Backup 
Medication Entry report 
�  Locate the paper record for the first individual on the report 
�  On the screen, find the first date on which hand-reporting was done 
�  Choose any medication for that date and click the Select link 
�  By referencing the paper documents, fill out the information for all medications for that date 
and any subsequent emergency days 
�  It is critical that you NOT leave the date field blank, but enter the correct date/time the 
medication was administered and click the Staff Signature checkbox 
�  When done, click the Save button 
�  Repeat the recording process for as many individuals for whom you have paper records 
 
 
Adding a New Prescription 
�  On the navigation menu of a resident record, open the Medications folder 
�  Click the ‘Medication-Prescribed’ form link 
�  Click the ‘New Entry’ button. See example of ‘Medication-Prescribed’ form below 
�  Fill in all the fields marked with an asterisk . 
�  Additionally, enter choices for the following fields: Medication Classification, Diagnosis, Refills 
Allowed, Pharmacy Dispensing, Administration End Date (only if a time-limited script), Scheduled 
Admin Time, Periodic Administration, DEA Number, Order fill/refill or any additional fields for 
which you desire to enter information 
�  Verify correctness and completion of information 
�  Scroll to the bottom of the screen and click the ‘Save’ button 
 
 
Discontinuing a Medication 
�  On the navigation menu of the resident record, open the Medications folder 
�  Click the ‘Medication-Prescribed’ form link 
�  Click the edit icon associated with the name of the medication to be discontinued 
�  Scroll to the Authorizations section and click the ‘DC this medication’ checkbox 
�  You may also edit the following fields, if desired: Assistance Needed, Administration End Date 
or Memo to Pharmacy 
�  Scroll to the bottom of the screen and click the ‘Save’ button 

 
Authorizing a Prescription Refill 
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�  On the navigation menu of the resident record, open the Medications folder 
�  Click the ‘Physicians Refill Authorization’ form link  
�  Note the medications needing refill authorization 
�  Click the ‘Medication-Prescribed’ link 
�  Click the ‘New Entry’ button and create a new prescription for each of the needed medications 
Alternately… 
�  Click the print link on the ‘Refill Authorization’ screen 
�  For each medication that should be refilled, sign and date the form, quantity in fill, DEA 
number 
�  Enter contact information for at least one of the medications in this batch 
�  Make any other changes as needed 
�  Submit these by fax to 4Care Pharmacy at (801) 336-3001 
 
 
Conducting a Quarterly Medication Review 
�  From the HQ Home page, click the Medication Reports link 
�  Click the ‘Physicians Quarterly Medication Review’ link 
�  Review the medications for each resident 
�  If there are no changes to any medications, no action is required 
�  If there are changes to any medications listed, note these and click the ‘Medication-
Prescribed’ form link 
�  Go to the medication needing a change and click the ‘DC this medication’ checkbox 
�  Click the ‘New Entry’ button and create a new prescription for each of the medications needing 
a change 
Alternately… 
�  If there are changes to any medications listed, print the Review using the print icon at the top-
right of the page 
�  Make corrections on the page as needed, then sign, date and add DEA number 
�  Submit these by fax to 4Care Pharmacy at (801) 336-3001 
 

Using Custom MARs 
�  Click the ‘MARs (Custom)’ link in the Medication Module 
�  On the Med Pass screen, select as many medication administration times as you would like to 
have displayed 
�  Click Save at the bottom of the screen 
�  Review the Daily Meds Report (Custom) for any medications to be administered at the 
selected times 

 
Recording a Medication Administration 
�  On the ‘Daily Meds Report (Custom)’ page, select the appropriate individual for whom to 
record a medication administration 
�  Read any ‘Medication Prompts’ that appear in the blue box at the top of the screen 
�  Administer the appropriate medication(s) 
�  Click the ‘Staff signature’ checkbox for each medication administered 
�  Click the ‘Save’ button at the bottom when complete 

 
Recording a Medication After Administration Time 
�  In the resident’s record, choose the Medication-MAR form 
�  Using the edit pencil icon, select the medication for which administration information needs to 
be recorded 
�  Click the ‘Staff signature’ checkbox 
�  Click the calendar icon and select today’s date 
�  Edit the field information to display the correct time of administration 
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�  Enter any other appropriate notes, dosages or exceptions 
�  Click the ‘Save’ button 

 
Recording Administration Exceptions 
�  Attempt to administer the appropriate medication(s) for the time 
�  Click the ‘Staff signature’ checkbox 
�  Click the down-arrow on the ‘Exception’ field and select the appropriate exception reason 
�  Click the ‘Save’ button. 

 
Changes in Administered Dosage 
�  Administer the appropriate medication(s) for the time 
�  Click the ‘Staff signature’ checkbox 
�  Change the number/amount displayed in the ‘Dosage’ field 
�  Click the ‘Save’ button 
 
 
Using Scheduled MARs 
�  Click the ‘Scheduled MARs’ link in the Medication Module 
�  Find the scheduled administration time on which you are working 
�  Click the appropriate resident’s name 
�  Use the resulting ‘Daily MAR Edit Report’ in the same way as ‘Daily MAR Edit (Custom)’, 
described above 
 
 
Creating Medication Prompts 
�  Select the record of the resident for whom you wish to create a prompt 
�  Click on the ‘Medication Prompts’ link in the left-side Navigation Menu 
�  Select from Standard Prompts, Medication Contraindications, Custom Prompts or any 
combination 
�  Click the checkbox associated with the desired standard prompt 
�  Enter text for Medication Contraindications, as needed, and check the Select box 
�  Type in the appropriate information into any ‘Enter text’ box of Custom Prompts 
�  Activate the prompt by clicking the associated Select checkbox 
�  When the screen is completed as desired, click the Save button 
�  When a specific prompt is no longer needed, deactivate by unchecking the Select box 
�  Click the Save button when done 
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Community 
 
 
 
 
The Community module is designed to monitor several critical areas relating to community-, unit-, 
or facility-wide functions. Forms and reports divided among sub-menus provide the options to 
build your own physical facilities preventive maintenance program, follow its progress and 
interface with maintenance personnel. The Community Census Monitor offers a profile of room 
occupancy, while the Community Records Monitor tracks the status of resident and staff records. 
Additionally, records of providers, outside services, suppliers and consultants are stored in this 
area, as well as the facility-wide consulting pharmacist reports that are mandated by most states.  
 

 
 
 

Accessing Communities 
Click the ‘Select/View Communities’ link in the Community module. The resulting query displays 
each ‘Community’, ‘Facility’ or ‘Unit’ in your organization, depending upon the preferred 
terminology. 
 
To access a specific community, click the Select link associated with the 
community name. From the community record, all facility-wide 
community reports and most setup functions can be selected from the 
Navigation Menu, as seen at right. 



 

217 

 

 

 

Community – Setup 
 
 
 
 
Configuring a Community Record* 
* Your BlueStep implementer is trained to assist you in the process of configuring the initial setup 
for each of the communities in your organization. Since the success of certain internal automated 
processes depends upon the accurate and complete configuration of the community functions, 
please contact your implementer before beginning this multi-step process. 
 
 
Critical Setups 
Eight (8) setup processes must be complete before your system will operate as designed and 
provide all the tracking features available. These setups are: 1) Community Information, 2) 
Rooms/Beds, 3) Staff Scheduling, 4) Certifications, 5) Records Reviews, 6) Maintenance, 7) 
Emergency Med Kit Contents and 8) OTC PRN Medications. 
 
As displayed in the Navigation Menu for the community record are links for basic setup functions 
such as: 
  

�  Number and type of rooms or beds in your building(s) 
�  Managing workdays, shifts and staff scheduling 
�  Completeness of staff and resident records 
�  Stocking any state-mandated first aid kits 
�  Tracking routine preventive maintenance tasks  
�  Reporting by visiting consulting pharmacists 

 
The setup of some of these items may be delegated to senior staff members or managers; others 
may be completed by the community administrator. The decision as to who is responsible for the 
setups is specific to the community management and the community mode of operation. 
 
 
1. Setup: Community Information 
Since each individual community is the basic 
reference for all records it contains, such as 
resident, staff, maintenance, etc., the 
Community Information form should be 
completed first. From the Navigation Menu, 
click the Community Information link. As in the 
illustration at right, enter the appropriate data 
into each field on the form. Take particular care 
to provide the correct time zone and number of 
room hold days. Both of these fields work 
internally to support functions and calculations 
essential to proper operation of your system. 
 



 

218 

 
2. Setup: Rooms/Beds 
The BlueStep Rooms/Beds function interacts with resident records to provide lists of available 
rooms during move-ins/move-outs, when costs and billings are being determined, as well as 
providing the foundation for community census/occupancy reports. Prior to adding facility rooms 
to the system, proper classification and descriptions of room types, location and access are 
necessary. 
 
Modifying Room Types, Access and Location Lists 
Types, access and location lists exist in Relate Option Lists, but contain default data, as in the 
‘Room Access’ example below.  
 
 

 
 
 

From the Tools button drop-down, select the Relate link. Mouse over the Admin tab and select 
‘Option Lists’. Click the Edit Pencil icon  associated with the Room Access list. The current 
options on the list will be displayed, as seen above. 
 
 
For any of the displayed options that do not 
match the actual composition of your building 
and location, click the associated Edit Pencil 
icon. A small pop-up screen will appear, as 
seen at right. Highlight and delete the existing 
data in the Label field. Type in the appropriate 
information. Do not enter an export value, as 
this is reserved for functions not used in room 
calculations. Be sure to click the Save at the 
bottom of the pop-up.  
 
If more option items are needed, click the Add 
button  for one more item, or click the Add 
Multiple button  for a larger field 
that allows several more items to be entered at 
one time, example right. If using the multiple 
function, push the Enter key after each line 
entry. Be sure to click the Save button at the 
bottom of the pop-up. The Edit Option List 
screen will repaint with the added items 
displayed at the bottom.  
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Changing the Order of Option Items (Reordering)  
If you would like to change the order in which the option 
items display on the list, click the Reorder link  Reorder. 
When the pop-up appears, example at right, click on an 
option item and use the right-side keys to move to the 
appropriate spot on the list. When done, be sure to click 
Save at the bottom of the pop-up when done. 
 
Follow the same procedure as above to modify the Room 
Location and Room Types lists. When all three lists 
accurately describe the composition of your rooms and 
building(s), proceed to adding specific rooms and/or beds 
to the community record. 
  
 
Adding Rooms/Beds 
In order to accurately track maintenance, census and room availability, all rooms (excluding 
bathrooms, storage rooms or additional spaces inside of rooms or suites), hallways, common 
areas, offices and service areas should be entered into the system.  
 
From the Navigation Menu, click the Setup: Rooms/Beds link. Using the New Entry button, 
access a blank Rooms/Beds form. Any rooms that have already been entered into the system will 
appear in the upper section of the screen, as in the example below. Enter the room name or 
number in the appropriate field. In the case of a room with two or more beds, create separate 
records for each bed and indicate them with the room number followed by A, B, C, etc. or some 
other unique identifier of your own choosing. For rooms such as hallways, craft rooms, furnace 
room and kitchens, DO NOT click the ‘Billable, rentable room’ checkbox. 
 

 
 
 

Select the Room Type, Room Access and Location by activating the drop-down arrows on the 
fields. As noted above, types, location and access are selected from default drop-down lists. 
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These lists must be modified to accurately reflect the composition of your rooms and building(s), 
as they affect the proper functioning of resident records, billing processes and census records.  
 
Enter the base price (if the ‘Billable, rentable room’ checkbox has been checked) and room notes. 
Occupancy and Vacancy Dates should be entered to reflect the current census as accurately as 
possible. Click the Save button  at the bottom of the screen. 
 
 
3. Setup: Staff Scheduling 
The Staff Scheduling system is a widely-integrated process that interacts with staff records at 
multiple points and provides at-a-glance schedule pages when complete. The setup process is a 
one-time-only function, but shifts may be edited and rearranged as needed at any time.  
 
Activate the scheduling functions by selecting a community. In the Navigation Menu, select 
‘Setup: Staff Scheduling’ and click the Enable checkbox. ‘Last Schedule Generation’ may be 
blank or contain the date your system was implemented.  
 
Staff Module Screens 
Click the Staff Scheduling sub-menu in the HR/Staff module. Select ‘Staff Schedule Setup’. The 
resulting screen, example below, will contain default sample shifts. 
 

 
 
If you are viewing in the ‘By Shift’ mode (as above), only the ‘By Staff’ link at the top of the grid 
will be active. Note that the left column lists all shifts that have been created in alphabetical order. 
Clicking the ‘By Staff’ link presents the staff view, seen below. Note that the left column contains 
all staff members who have been added to any shift. The ‘By Staff’ link is inactive, while the ‘By 
Shift’ link has returned to active. 
 

 
  
 
 
Setting up Shifts 
Plan out a shift naming pattern that you will use for all shifts (see suggested names in the grids 
above) and a consistent abbreviation pattern of no more than three (3) characters per shift. In 



 

221 

designing the naming pattern, consider if nurses, CNAs, office staff, administration, etc. work the 
same hours or different hours. All shifts will be listed in alphabetical order, so if a particular shift 
order is required, name them appropriately or begin the shift names with A., B., etc. or 1., 2., etc. 
 
Create a separate shift entry for each group that works hours different from any other group. In 
the example above, CNAs work a different hourly schedule from nurses even though the shifts 
are named similarly.  

From the ‘By Shift’ view, click the Add 
Shift  button at the top right of 
the screen. On the resulting screen 
example right, all fields are required.  

 
Enter the selected shift name and 
abbreviation, plus the start and end times. 
Consider if your staff members work 
weeks/weekends, 4 days & 3 days, or 
any other combination and assign the 
appropriate days for this shift. The ‘Hours’ 
field will calculate automatically after the 
shift has been saved.  
 
Some shifts will have a pay differential other than the default 1.0. If this shift pays time-and-a-half, 
for instance, enter 1.5 into the ‘Differential’ field. Make the appropriate entry for this shift, then 
check the completed form.  
 
Once the form is saved, it is locked to prevent editing the shift and you will not be able to revise 
the name, abbreviation, times, days or differential. Locking is critical to preserving the integrity of 
your records, as editing after a shift has been worked would destroy the accuracy of the staff’s 
work history and compromise the veracity of staff payroll records. For the same reasons, shifts 
cannot be deleted, only discontinued.  
 
 
Discontinuing a Shift  
If a shift should be changed, such as when new hours are adopted, names changed, etc., 
discontinue it. Start by creating a new shift, as described above, reviewing and saving it. Remove 
the unneeded shift by clicking the underlined name from the Staff Schedule Setup screen and 
entering a DC date: the date on which this shift will no longer appear on the work schedule. 
Likewise, any unused or inappropriate default shifts that appear on your shift schedule should be 
discontinued in the same manner. 
 
 
Configuring Staff Shifts 
Once the shifts are entered and correctly reflect the hours worked at your facility, populate them 
with staff members. This may be done two ways: by assigning the shift on the Staff Schedule 
Setup or by setting routine schedules for individual staff members.  
 
 
Setting up Staff per Shift 
It is easiest to populate the shifts from the Staff 
Schedule Setup screen. Click one of the tan 
boxes in the appropriate shift. The resulting 
page, example at right, displays the name and 
times of the shift. Choose a staff member from 
the drop-down field, Staff to Fill Shift, by 
activating the field down arrow.  
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Choose all days of the shift that the selected individual will work by clicking the appropriate 
checkboxes. Days that do not apply to the shift are grayed out (uncheckable). Review the screen 
for accuracy, then save. 
 
Once at least one staff member has been added to a day, that grid box is no longer tan, but white 
or ivory and the Add Staff icon   Add Staff  appears below the staff member’s name. Clicking 
this icon also leads to the above Shift Information screen.  
 
 
Setting up Routine Staff Schedules* 
The second method begins by selecting a staff member from the ‘Select Staff’ query in the 
HR/Staff module.  
 
* If you are performing this operation from the top or management level of your organization, be 
sure to select a staff member whose record is in the unit where you are attempting to create the 
schedule. If you are unsure where a specific individual works, you may check the ‘Change Unit’ 
link on the Navigation Menu in his/her record. 
  
Click the ‘Routine Schedule’ link in the Navigation 
Menu, then the New Entry button. Select the 
appropriate shift from the drop-down and check the 
days represented by this shift. For instance, in the 
above example, the Weekend Swing shift for 
nurses occurs on Sunday and Saturday. Set 
Effective Start and End dates and click the Save 
button at the bottom of the screen. If the staff 
member works additional shifts, select the New 
Entry button again and setup the next shift.  
 
To change a schedule, click the Edit icon and make the appropriate changes in the days worked, 
the start date or end date. If the Day(s) field is changed, be sure to enter the current date as the 
Effective Start Date.  
 
To change the shift worked, delete the existing routine schedule, using the delete icon associated 
with it. Create a new entry for the staff member for the new shift to be worked.  
 
If you return to the Staff Schedule Setup screen, the display shows the selected staff member 
added to the chosen shifts and days. As future schedules are generated, this automatic 
assignment to the shifts and days will continue until the effective end date is reached. 
 
 
Viewing Scheduled Shifts 
When the setup is complete and for any week thereafter, the past week’s, current week’s and 
following week’s schedule can be viewed and printed from the Scheduled Shifts screen, example 
below. This example is a ‘By Staff’ view; a ‘By Shift’ view is also available. 
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4. Setup: Certifications 
Most states require that healthcare or treatment organizations track the licensing and 
certifications of their care providers and staff members. To initialize tracking certifications, two (2) 
Option Lists must be updated to conform to the staff positions at your facility and the certifications 
required by your state. Please verify licensure requirements in your state before editing the lists.  
 
 
Modifying Job Position and Staff Certification/Training Lists* 
The Job Position and Staff Certification/Training lists already exist in Relate Option Lists, but 
contain default data, as in the ‘Job Positions’ example below.  
 
 

 
 

From the Tools button drop-down, select the Relate link. Mouse over the Admin tab and select 
‘Option Lists’. Click the Edit Pencil icon  associated with the Job Positions list. The current 
options on the list will be displayed, as seen above. 
 
This option list is pre-configured to contain most of the positions used in any facility. If there are 
any positions that do not exist at your facility, they may be deleted with the delete icon . Before 
any options are deleted, however, remember that this list is also used on the Employment form to 
record hiring data. Even if a position does not require certification, if it exists at your organization, 
leave it on the list.  
 
To change wording on any option, click the 
associated Edit Pencil icon. A small pop-up screen 
will appear, as seen at right. Highlight and delete 
the existing data in the Label field. Type in the 
appropriate information. Do not enter an export 
value, as this is reserved for functions not used in 
certification calculations. Be sure to click the Save 
at the bottom of the pop-up.  
 
If more option items are needed, click the Add button  for one more item, or click the Add 
Multiple button  for a larger field that allows several more items to be entered at one 
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time. If using the multiple function, push the Enter key after each line entry. Be sure to click the 
Save button at the bottom of the pop-up when done.  
 
The Edit Option List screen will repaint with the added items displayed at the bottom. If you would 
like to change the order in which the option items are displayed on the list, click the Reorder link 

. When the pop-up appears, use the right-side keys to organize the list items.  Be sure to click 
Save at the bottom of the pop-up when done. When the options on the list accurately reflect all 
job types/titles at your facility and in the desired order, click the Save button at the bottom of the 
screen.  
 
Follow the same procedure to modify the Staff Certification/Training list. When both lists 
accurately describe the positions at your facility and the certifications required by your state, 
proceed to setting up the Certifications monitor. 
 
* Because the certifications will be displayed in a grid layout, keep the certification names as 
concise as possible and use abbreviations wherever they will not cause confusion. 
 
 
Setting up Certification Groups 
Click the Select Community link in the Community module. Select the appropriate community and 
click ‘Setup: Certifications’ on the Navigation Menu. Some default certifications will be in place, as 
seen in the example below. 
 

 
 

 
If any of the entries for any of the positions are incorrect, click the Edit Pencil icon  associated 
with that item. On the resulting screen, example seen below, check and uncheck the boxes until 
the appropriate certifications and/or training are listed for the position shown. Click the Staff 
Signature checkbox and the Save button. The setup screen will repaint with the changes 
displayed.   
 

 
 
 



 

225 

For job positions that are not listed on the default setup screen, but that require certification 
tracking, click the New Entry button at the top right. A blank certification screen will appear. Click 
the down arrow on the ‘Position’ field and select the desired job position. Check the necessary 
certifications/training, click the Staff Signature and the Save button. The new position selections 
will be added to the setup screen in alphabetic order. 
 
 
5. Setup: Records Reviews 
BlueStep offers a record review function that allows management a concise summary of the 
status of selected critical data for all residents and all staff. To initialize this function, select the 
community and click ‘Setup: Records Reviews’ on the Navigation Menu. On the resulting page, 
seen below, several options are available for the types of records administrators might want to 
see on the record review. Click the checkbox associated with desired data for both residents and 
staff. Click the Save button  at the bottom of the screen.  
 

 
 
 

 
6. Setup: Maintenance 
The Preventive Maintenance system in BlueStep allows administrators to select those 
maintenance issues that must be addressed on a recurring basis and also provides an interface 
for maintenance staff to record completion of such tasks. A summary screen is available for 
reviewing the current status of preventive maintenance projects.  
 
Before configuring the maintenance tasks, there are five (5) Option Lists that should be modified 
to meet the specific needs of your facility. They are for Annual-Summer, Annual-Winter, Monthly, 
Quarterly and Semi-Annual tasks. 
 
 
Modifying Maintenance Task Lists 
Preventive Maintenance Task lists exist in Relate Option Lists, but contain default data, as in the 
‘Preventive Maintenance Tasks-Annual-Summer’ example on the next page. From the Tools 
button drop-down, select the Relate link. Mouse over the Admin tab and select ‘Option Lists’. 
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Click the Edit Pencil icon  associated with the Preventive Maintenance Tasks – Annual-
Summer list. The current options on the list will be displayed, as seen above. 
 
For any of the displayed options that do not 
match the tasks needed annually in the 
summer, click the associated Edit Pencil 
icon. A small pop-up screen will appear, as 
seen at right. Highlight and delete the 
existing data in the Label field. Type in 
appropriate information. Enter an export 
value similar to the label, but unique to that option item. See the illustration above for examples. 
Be sure to click the Save button at the bottom of the pop-up.  
 
If more option items are needed, click the Add button  for one more item, or click the Add 
Multiple button  for a larger field that allows several more items to be entered at one 
time. If using the multiple function, push the Enter key after each line entry. Be sure to click the 
Save button at the bottom of the pop-up.  
 
The Edit Option List screen will repaint with the added items displayed at the bottom. If you would 
like to change the order in which the option items display on the list, click the Reorder link . 
When the pop-up appears, use the right-side keys to organize the list items. Be sure to click Save 
at the bottom of the pop-up when done.  
 
Follow the same procedure to modify the remaining four lists: Preventive Maintenance Tasks – 
Annual-Winter, Preventive Maintenance Tasks – Monthly, Preventive Maintenance Tasks – 
Quarterly and Preventive Maintenance Tasks – Semi-Annual lists. When all five lists accurately 
describe the required tasks at your facility, proceed to setting up the maintenance schedule. 
 
Maintenance Selection 
Click the Select Community link in the Community module. Select the appropriate community and 
click ‘Setup: Maintenance’ on the Navigation Menu. The maintenance items entered on the 
Option Lists will be displayed. Make appropriate selections, as seen in the example below. 
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The months in which quarterly, semi-annual, summer and winter tasks are to begin are set from 
the drop-down lists below each task-selection section. When complete, click the Save at the 
bottom of the screen. 
 
 
Editing Maintenance Tasks 
Once the initial maintenance tasks have been setup, additional tasks or task modification is done 
through the ‘Edit Maintenance Tasks’ link. From the Community module, click the Select/View 
Communities and choose the appropriate facility. In the Navigation Menu, click ‘Edit Maintenance 
Tasks’. As seen in the partial screen below, all the current maintenance tasks are listed.  
 

 
 
 

To create a new task, select the New Entry button  at the upper right. Select a Task 
Type from the drop-down.* Enter the specific action into the Task field, as in the example below. 
Select how often and, if appropriate, in what month the task should be completed. Click the Save 
button when finished.  
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To change how often or in what month a task should be done, select the Edit icon  . The Edit 
Task screen will appear, as above, on which you can make the desired changes. It is advisable to 
delete tasks for which the Task Type and Task fields must be changed or those default tasks that 
have no application at your facility. To delete such a task from the schedule, click the Delete icon 

 associated with that item. 
 
*  In the rare instance that a new Task Type is required, add the type to the Preventive 
Maintenance Types option list. 
 
Tracking Maintenance Tasks 
To report the completion of any scheduled task, select the Community Maintenance Monitor in 
the Community module and the Maintenance Checklist on the subsequent page. Any 
maintenance personnel or others with recurring tasks (consulting pharmacist, head nurse, kitchen 
staff, dietitian, etc.) should have access to this checklist.  
 
 

 
 
 
 
The checklist, as seen above, will list all tasks by type and display the due date. Any tasks that 
were previously completed will show the name of the individual, date and time the data was 
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entered. To mark a task as completed, check the associated checkbox and enter any appropriate 
notes. Click the Save button when done. Once the end of the current month has passed, these 
maintenance tasks will no longer appear on the list and it will not be possible to check them as 
completed.  
 
The bottom section of the checklist is a report of any maintenance items that remained 
uncompleted after the due date. Ideally, this list should remain empty, as this would indicate that 
all tasks were completed on time. 
 
 
 
Preventive Maintenance Review 
The maintenance status can be reviewed at any time by selecting the Community Maintenance 
Monitor in the Community module, then the Preventive Maintenance Review. This report shows 
all maintenance items for the past six months and for one month into the future, a portion of which 
can be seen in the example on the next page.   
 

 
 

Note that the date/time of completion is listed, along with the name of the person who checked-off 
the task. 
 
 
 
7. Setup: Emergency Med Kit 
Most states require that an emergency medication tray or first aid kit be in place in the facility and 
fully stocked by a licensed pharmacist. Administrators may contact a local pharmacist or 
consulting pharmacist from the source where medications for residents are obtained. This 
pharmacist should stock the medication kit in coordination with the administrator and/or head 
nurse. Complete instructions for setup and stocking of the Emergency Med Kit are located in the 
Provider (Consulting Pharmacist) Guide section of this manual. 
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The Emergency Med Kit section of the Community record is provided to track the history of usage 
and restocking of the kit and to monitor the contents for safe storage and theft prevention. State 
licensing will require that this kit be locked and stored in a secure but readily available area.  
 
Contents of the kit fall into three (3) categories: 1) prescription drugs to meet the emergency 
needs of specific individuals (such as, EpiPens, digitalis tablets, etc.), 2) non-prescription drugs 
(both taken internally and applied externally), and 3) non-drug supplies (such as, dressings, 
stethoscopes, scissors, latex gloves, hot/cold packs, etc.).  
 
If your facility stores resident’s medications in a med cart or an area with fast and easy access, 
you may choose to store the emergency prescription drugs with the resident’s other medications 
in an emergency drug section. In that case, the emergency kit would contain only non-
prescription drugs and supplies.  
 
 
 
Entering Medications and Supplies 
Select the appropriate community from the 
‘Select/View Communities’ query in the 
Community monitor. Click the ‘Setup: 
Emergency Med Kit’ link in the Navigation 
Menu. If any default medications appear on 
the list, use the Delete icon  to remove 
them.  
 
Click the New Entry button at the upper right 
on the screen. On the resulting setup screen, 
example seen at right, the date will prefill with 
the current date and the expiration will prefill 
with one year from the current date. Either of 
these may be edited using the mini-calendar 
icon  or by typing in the appropriate date. 
The Expiration Date entered should be the expiration date printed on the drug packaging. Type in 
the name and dosage of the medication and the quantity that will be in the kit. Select the dosage 
type from the drop-down. If the drug is prescribed for a specific individual, enter the name of the 
resident and the prescriber of that drug.  
 
When completed, click the Save button. Click the New Entry button for each medication or supply 
item carried in the kit and complete the form as above. If the setup is being created by an 
administrator or nurse, a licensed pharmacist also should login to sign each entry. The current 
quantity for the kit will not display on any report or track correctly in the system until each form 
has been signed.  
 
 
Administering from the Emergency Med Kit 
It is important that the head nurse, Director of Nursing or administrator document the usage of 
medications or supplies each time items are administered from the Emergency Med Kit. To do so, 
select the appropriate community from the Community module query. On the Navigation Menu, 
click the ‘Administer from Emergency Kit’ link. This will open up a screen that displays all items 
that have been setup in the kit in alphabetical order, as seen in the partial screen below.  
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In the example, a medication was administered to the resident for whom it was prescribed (third 
section) and a bandage was used to cover the injection site (second section). The Resident 
Name field for the prescribed medication is not editable, indicating that this drug is specifically for 
that resident only. For any non-prescribed items, enter the resident’s name into the name field. 
The Date field populates with the current date/time and may be edited using the mini-calendar or 
typing in the appropriate data, if necessary. Lastly, click the Staff Signature field for each item 
used and the Save button at the bottom.  
 
 
 
Restocking the Emergency Med Kit 
Whenever a pharmacist is visiting the facility or if the contents of the kit become depleted, the 
med kit should be restocked. This should be done by a pharmacist following the instructions in 
the Provider (Consulting Pharmacist) Guide in this manual. 
 
 
 
Recording the Completed Task 
‘Check the Emergency Med Kits’ and ‘Restock the Emergency Med Kit’ are both listed, by default, 
as community maintenance tasks. Select ’Community Maintenance Monitor’ from the Community 
module, then click ‘Preventive Maintenance Review’. Look for ‘Check the Emergency Med Kits’ 
with the regularly scheduled tasks. Because restocking medications can be on an unscheduled 
basis, restocking will appear as a task, but listed separately. Locate items beginning ‘Restock’ or 
for the scheduled med kit check and choose the associated Select . Click the ‘Completed’ 
checkbox and the Save button for each med kit item on the screen.  
 
Pharmacists should record the completed restocking tasks following the instructions in the 
Provider (Consulting Pharmacist) Guide section in this manual, but administrators may assign 
recording the routine med kit check to the head nurse, nursing administrator or other 
administrator as a verification that the pharmacist did, indeed, do the appropriate kit check and 
restocking, if desired. 
 
 
Emergency Med Kit Contents and History 
At any time, a listing of the current contents of the Emergency Med Kit can be viewed or printed 
using the ‘Printable Med Kit Contents’ link on the Navigation Menu. To view or print the entire 
history of drug administration, supply usage and kit restocking, click the ‘Emergency Med Kit 
History.’ On this report, each med kit transaction is displayed giving date, item, quantity and 
‘nature of emergency’ details. 
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Consulting Pharmacist Facility Report * 
Most states have a requirement for quarterly, on-site pharmacist evaluations of general 
medication management by the facility. This is accessed through the Community module and the 
Pharmacist Reports link. The current ‘Consulting Pharmacist Report’ and all past reports will be 
listed and can be viewed by clicking the Edit icon. 
 
* The default questions on the Facility Report cover the standard issues requested by most 
states. If additional information is required by the state in which the facility is located, please 
contact BlueStep and we will be happy to add the needed items.  
 
 
List of Facility Review Questions 
Is the facility licensed posted? 
Is the consulting pharmacist license posted? 
Is a medication reference available? 
Is the Pharmacy Policy and Procedures Manual available? 
Are medications stored in a locked cabinet or room? 
Are refrigerated medications locked? 
Is the drug storage temperature acceptable? 
Is the drug refrigeration temperature between 36° and 46° Fahrenheit or 2° and 8° Celsius? 
Are opened vials labeled with the first-use date? 
Is each resident’s medication stored separately? 
Are discontinued, expired and unused medications stored separately for disposal? 
Are medications stored separately from food? 
Is medication storage organized, neat and clean? 
Are prescription medications properly labeled? 
Are prescription labels legible and unaltered? 
Is the expiration date printed on the prescription label? 
Do the medication administration instructions match the physician’s orders? 
Are the medication administration times appropriate? 
Are vital signs checked when required to administer specific medications? 
Are tests given when required to administer specific medications? 
Are all received medications checked in to the facility? 
Are medication quantities appropriate? 
Are controlled substances identified and inventoried? 
Is medication destruction recorded and signed? 
Are sample medications on the premises? 
Is prescription floor stock on the premises? 
Has the Pharmacy Policy and Procedure Manual been signed by the consulting pharmacist? 
Are consulting pharmacist reports available for the last three (3) years? 
Are receipt of medication reports available for the last three (3) years? 
Are medication destruction reports available for the last three (3) years? 
 
 
 
 
8. Setup: PRN Stock Medications 
Most facilities have a limited number of stock medications, such as Tums, aspirin, Tylenol, Pepto-
Bismol that can be administered to residents as needed without a prescription. If your facility does 
not keep or administer any stock, over-the-counter, non-prescription drugs, this setup does not 
need to be performed. 
 
Tracking stock non-prescription drugs is managed on the ‘Medications-OTC PRNs’ form. This 
form is populated with default stock medications that must be edited in two ways to reflect the 
actual stock in the facility. See the default example below. 
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Modifying the OTC PRN List 
The ‘Over-the-Counter PRNs’ list 
exists in Relate Option Lists, but 
contains default data, as seen at 
right.  
 
From the Tools button drop-down, 
select the Relate link. Mouse over 
the Admin tab and select ‘Option 
Lists’. Click the Edit Pencil icon  
associated with the ‘Over-the-
Counter PRNs’ list. The current 
options on the list will be displayed. 
 
For any entries that do not match an actual OTC stock medication at your facility, click the Delete 
icon . To add items that are not listed, click the Add button  for one more item, or click 
the Add Multiple button  for a larger field that allows several more items to be 
entered at one time. If using the multiple function, push the Enter key after each line entry. Be 
sure to click the Save button at the bottom of the pop-up. The Edit Option List screen will repaint 
with the added items displayed at the bottom.  
 
* Note that the dosage is listed along with the medication name and that drugs in two different 
strengths are listed separately, as shown in the Tylenol 250mg and Tylenol 500mg items above. 
All medication entries should follow this format. 
 
 
 
Changing the Order of Option Items (Reordering)  
If you would like to change the order in which the option items display on the list, click the 
Reorder link  Reorder. When the pop-up appears, click on an option item and use the right-
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side keys to move to the appropriate spot on the list. When done, be sure to click Save at the 
bottom of the pop-up when done. 
  
When the ‘Over-the-Counter’ option list matches those items stocked by your facility, proceed to 
configuring the form instructions.  
 
 
 
Configuring OTC Medication Instructions * 
Configuring the medication instructions for the Medication–OTC PRNs form requires editing a 
Merge Report in Relate, a delicate operation. Please follow the instructions carefully and 
completely. 
 
From the Tools button drop-down, select the Relate link. Mouse over the Admin tab and select 
‘Merge Reports’. Click the Edit Pencil icon  associated with the ‘Medication – OTC PRNs’ 
merge report. Navigate to the fourth page without making any changes.  
 
In the Report Content box is the current instructions for the default OTC PRNs, as seen in the 
example below. 

 

 
 
 
Edit 1. Carefully place the cursor within the existing bold text and type the name and strength of 
the first medication. Delete the unneeded bold characters.  
Edit 2. Place the cursor in the standard text and type the instructions for that drug. Delete any 
unneeded characters. 
Edit 3. Place the cursor in the ‘warning line’ text and type in any “Do Nots” that apply to the drug. 
Delete the unneeded characters. 
  
Repeat this process for all medications that appear on the ‘Over-the-Counter PRNs’ option list. 
Use the scroll bar to reach the lower part of the screen. If you need additional space for more 
medications, click the HTML Source icon . If you have HTML experience, you will be able to 
add additional table rows. If you are unfamiliar with HTML, contact your BlueStep Implementer 
and he/she will be glad to assist. When all medications have been entered, click the Save button 
at the bottom of the screen. 
 
* It is highly recommended that the instructional information be obtained from the medication 
packaging and the text entered exactly as it appears on the label. 
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Additional Setup: Care Partners 
Outside providers and consultants may need access to your community and resident records in 
order to perform assigned tasks in your community. These individual are not staff members and 
are referred to as Care Partners within the system. Care Partners may include physicians, 
consulting pharmacists, hospice staff, psychotherapists, physical therapists and others who will 
be working directly with your residents or their records.  
 
Physicians requiring access to resident’s records in order to care for their patients should follow 
the instructions outlined in the Provider (Physicians) Guide section of this manual. Likewise, 
Pharmacists should follow the instructions in the Provider (Consulting Pharmacist) Guide section 
of this manual. 
 
* Some of the following items may be already available in your system and only need verification. 
 
 
 
Configuring Relate for Care Partners 
Care Partners must be configured in Relate in two ways: a record category and a matching 
security query. In the Tools drop-down, select Relate and click Record Categories under the 
Admin tab. Click the New Category button and create the Care Partner record category(ies) 
(Physician, Therapist, Pharmacist, etc. as needed) with appropriate form names checked. Save 
the category. 
 
Click the Queries tab on the Navigation Bar. Select the New Query button and create a security 
query based on each of the Care Partner record category(ies) just created. The third page should 
have the Physician Info ‘Provider Type’ marked as [Is None Of] value of empty, as in the example 
below. 
 

              
 
The fourth page should only display the ‘Fullname’ field from the Name and E-mail form. Save the 
query. 
 
 
 
Configuring Security in Organization Administration 
On the Organization Administration page, accessed from the Tools drop-down, select User 
Groups. Create a new Dynamic Group for each of the Security Group queries just created, if they 
do not already exist. 
 
In the Advanced Unit Security section, select the third option, “same unit”. Be sure that the Relate 
Query field is set to the appropriate security group query.  
 
 
 
Permissioning Forms and Merge Reports 
Navigate to Relate and click Relate Structure from the Admin drop-down. Click the Permissions 
Report link Permissions Report at the top right of the screen. 
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This screen, partial example below, is a master view of permission settings for Relate items such 
as forms and merge reports. Note that the Security Groups are in vertical columns and the 
forms/reports are listed down the left side. 
 
 

    
 
The blue letters represent the permission level assigned to each specific item, as follows:  

N = No Access  P = Participant  A = Author 
R = Reader  E = Editor  Gray letters = inherited permission 

 
On this report, click the Edit icon and set ‘Editor’ permissions on the Record Type form for the 
security groups just created. Using the Expand icon  open the folders as needed and set 
appropriate levels of permission. Form access and level of permission are facility decisions, but 
‘Editor’ or ‘Reader’ access to most resident and all medication forms is recommended. 
 
 
 
Configuring HQ for Care Partners 
Permission to the HQ pages needs to be configured to match the access settings in Relate. For 
instance, if a physician is granted access to the MAR form, he/she should have ‘Reader’ 
permission to the Resident module and the ‘Select/View Resident’ query. This will allow him/her 
to select the appropriate resident’s record on which to view the MAR. However, within the 
Resident module, the physician should not be able to see ‘Change Resident Status’, ‘Resident 
Monitor’ or other non-physician functions. Permissions to these pages should be ‘No Access’. 
 
Under the Security tab drop-down, select HQ Structure. Click the Permissions Report link 
Permissions Report for a page similar to Relate permissions, see partial example below.  
 
Note that security groups are listed vertically across the top, but HQ modules and pages, 
including postings for reports and queries, are listed down the left side. 
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Select the Edit icon to make the permission edit and add ‘Reader’ permissions for the Care 
Partner security groups created for this setup. For other modules in HQ where access should not 
be granted to a Care Partner group, edit the various Care Partner levels to ‘No Access’ 
 
In the Resident Database, set report folders, wizards and queries to ‘No Access’ for the Care 
Partner groups. Leave ‘Editor’ access for those items with which the Care Partner will need to 
work. For Care Partners who will have ‘Relationships’ established with the resident, leave only 
the ‘My Residents’ page available. See the discussion of Relationships below. 
 
In the Medication Module, set folders, reports and queries to ‘No Access’ for the Care Partner 
groups. Leave only the ‘Medication Reports’ folder available 
 
 
 
Add Record for Provider 
The ‘Providers’ link, see the Providers submenu at right, in 
the Community module offers a central location to add, 
store and retrieve the records of Care Partners and 
Vendors/Suppliers. 
 
To enter Care Partner data, click the ‘Add New 
Physician/Care Partner’ link. This link takes you through a 
wizard that collects the most vital information, creates the 
record and allows you to view and edit it, if necessary. As 
you go through each screen, enter the known information, then click the Next button  at 
the bottom until the Save button is no longer grayed out , but clickable . 
 
 
 
Care Partner Information 
Once a Care Partner is in the system and set as a ‘User’, the physician, therapist, etc. needs to 
be notified about his/her access. Contact the individual directly to issue his/her secure login 
information. In compliance with HIPAA regulations, logins control access to Protected Health 
Information and must be treated with the same care. Provide the Care Partner and/or Partner’s 
staff the URL (web address) of the facility’s HQ home page and direct them to access the 
appropriate Provider Guide in this manual. 
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Setting the Relationship Feature 
The Relationships link in the record navigation menu is used to establish a relationship between 
the record you are viewing and any other staff member, resident or care partner within the HQ™ 
system. When viewed in a relationship tree, this allows you to know who is responsible for any 
issues, who is affected by changes or who to contact concerning the individual shown on the 
record. 
 
In some instances, you will want to ensure that a Care Partner group has no access to residents 
other than those who are their direct clients. For others, it does not matter if the names of non-
client residents are accessible to the group. Make the determination as to which groups will be 
restricted from access and then use Relationships to create a link between each partner and 
each of his/her patients.  
 
On the just-created Care Partner record, select ‘Relationships’ from the Navigation Menu. Two 
options are on the screen example below, Primary and Secondary relationships. 
 
� A Primary Relationship is defined as an individual or organization over whom the 

person named on this record has responsibility. 
 

� A Secondary Relationship is defined as an individual or organization that has 
responsibility over the person named on this record. 
 

 

 
 
 
For any providers, click the ‘New 
Primary Relationship’ button. On the 
resulting screen, example at right, 
the blue underlined category links in 
the Related Person field let you 
select the individual with whom the 
relationship will be created. 

 
Once the selection is made, the 
screen repaints with the chosen 
individual. From the Relationship 
Type drop-down, seen expanded at 
right, that individual’s position can be 
selected.  
 
When saved, the new relationship 
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will be added to the Relationships page for this record and the related person. Additionally, it will 
also be displayed on any relationship tree that includes this record and/or the related person. 
 
 
 

 
 
 
 

 
Step-by-Step in Community Setup 

  
  
 
Setup 1: Community Information 
�  From the Navigation Menu, click the Community Information link 
�  Enter the appropriate data into each field on the form 
�  Take particular care to provide the correct time zone and number of room hold days 
�  Click the Save button 
 
 
Setup 2: Rooms/Beds  
�  From the Tools button drop-down, select the Relate link 
�  Mouse over the Admin tab and select ‘Option Lists’ 
�  Click the Edit icon associated with the Room Access list 
�  Modify the list to reflect the actual composition of your buildings and location 
�  Do not enter an export value 
�  Click the Save at the bottom of the pop-up 
�  Modify the Room Location and Room Types lists and Save 
�  From the Community record Navigation Menu, click the Setup: Rooms/Beds link 
�  Using the New Entry button, access a blank Rooms/Beds form 
�  Enter the room name or number in the appropriate field 
�  In the case of a room with two or more beds, create separate records for each bed 
�  For hallways, craft rooms, kitchens, etc. DO NOT click the ‘Billable, rentable room’ checkbox 
�  Select the Room Type, Room Access and Location from the drop-down fields 
�  Enter the base price, if the ‘Billable, rentable room’ checkbox has been checked’ 
�  Enter room notes and Occupancy/ Vacancy Dates 
�  Click the Save button at the bottom of the screen 
�  Repeat until all rooms, billable or not, have been entered.  
�  Do not include rooms that are built and/or billed as part of a suite or unit 
 
 
Setup 3: Staff Scheduling  
�  Select a community from the ‘Select/View Community’ link in the Community module 
�  In the Navigation Menu, select ‘Setup: Staff Scheduling’  
�  Click the Enable checkbox 
�  Click the Staff Scheduling sub-menu in the HR/Staff module 
�  Select ‘Staff Schedule Setup’ 
�  Choose a shift naming pattern that you will use for all shifts and a consistent abbreviation  
pattern of no more than three characters per shift 
�  Create a separate shift entry for each group that works hours different from any other group 
�  From the ‘By Shift’ view, click the Add Shift button at the top right of the screen 
�  On the resulting screen, enter the data for all fields, except for the ‘Hours’ field, which will 
calculate automatically after the shift has been saved 
�  Enter the appropriate data in the ‘Differential’ field, if necessary 
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�  Check the completed form for accuracy, then click Save 
�  Once the form is saved, it is locked to prevent editing no revisions can be made 
�  If there has been an error or a shift should be changed, discontinue it 
�  Create a new shift to replace the unneeded on, as described above 
�  Click on the underlined name of the unneeded shift and enter a DC date 
�  Select a staff member from the ‘Select Staff’ query in the HR/Staff module 
�  Click the ‘Routine Schedule’ link in the Navigation Menu, then the New Entry button 
�  Select the appropriate shift from the drop-down and check the days represented by this shift 
�  Set Effective Start and End dates 
�  Click the Save button at the bottom of the screen 
�  For additional shifts, select the New Entry button again and setup the next shift 
�  Repeat for all staff members 
�  For shifts that are not covered by routine schedules or for vacation coverage and other limited 
adjustments, click the appropriate tan box in the grid on the Staff Schedule Setup screen 
�  On the resulting screen, choose a staff member from the drop-down field, Staff to Fill Shift 
�  Choose all days of the shift that the selected individual will work by clicking the checkboxes 
�  Review the screen for accuracy, then save 
�  If additional non-routine coverage for this shift is needed, click the Add Staff icon to reach the 
Shift Information screen as described above  
 
 
Setup 4: Certifications 
�  From the Tools button drop-down, select the Relate link 
�  Mouse over the Admin tab and select ‘Option Lists’ 
�  Click the Edit icon associated with the Job Position list 
�  Modify the list to reflect the actual positions at your facility 
�  Do not enter an export value 
�  Click the Save at the bottom of the pop-up 
�  Follow the same procedure to modify the Staff Certification/Training list 
�  Because certifications are displayed in a grid, keep the names as short, using abbreviations 
where possible 
�  Select the community from the ‘Select/View Communities’ link in the Community module 
�  Click ‘Setup: Certifications’ on the Navigation Menu 
�  Review the default setup 
�  If any certifications need to be edited from the default, click the Edit icon for that item 
�  Check and uncheck the boxes until the appropriate certifications and/or training are listed 
�  Click the Staff Signature checkbox 
�  Click the Save button 
�  For job positions that are not listed, but that require certification, click the New Entry button 
�  Click the down arrow on the ‘Position’ field and select the desired job position 
�  Check the necessary certifications/training 
�  Click the Staff Signature checkbox and the Save button 
 
 
Setup 5: Records Review 
�  Select the community from the ‘Select/View Communities’ link in the Community module 
�  Click ‘Setup: Records Reviews’ on the Navigation Menu 
�  Click the checkboxes associated with desired review options for both residents and staff 
�  Click the Save button at the bottom of the screen 
 
 
Setup 6: Preventive Maintenance 
�  From the Tools button drop-down, select the Relate link 
�  Mouse over the Admin tab and select ‘Option Lists’ 
�  Click the Edit icon associated with the ‘Maintenance – Annual-Summer Tasks’ list 
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�  Modify the list to reflect the actual summer tasks at your facility 
�  Enter a short, appropriate export value 
�  Click the Save at the bottom of the pop-up 
�  Follow the same procedure to modify the ‘Preventive Maintenance Tasks - Annual-Winter’, 
‘Preventive Maintenance Tasks – Monthly’, ‘Preventive Maintenance Tasks – Quarterly’ and 
‘Preventive Maintenance Tasks - Semi-Annual’ lists 
�  Click the ‘View/Select Community’ link in the Community module and choose the appropriate 
community 
�  Click ‘Setup: Maintenance’ on the Navigation Menu 
�  Make appropriate selections in the Monthly, Quarterly, Semi-Annual, Summer and Winter 
sections 
�  For all but the Monthly section, select a month for the tasks 
�  Click Save when done 
 
 
Setup 7: Emergency Med Kit 
�  Select the appropriate community from the ‘Select/View Communities’ query in the Community 
monitor 
�  Click the ‘Setup: Emergency Med Kit’ link in the Navigation Menu 
�  Remove any default medications, using the Delete icon 
�  Click the New Entry button at the upper right on the screen 
�  Edit the Date and Expiration Date, if necessary 
�  Type in the name and dosage of the medication 
�  Enter the quantity that will be stored in the kit 
�  Select the dosage type from the drop-down 
�  If the drug is prescribed for an individual, enter the name of the resident and the prescriber 
�  Click the Save button 
�  Click the New Entry button for each medication or supply item carried in the kit 
�  If the setup is being created by an administrator or nurse, a licensed pharmacist must also 
sign each entry 
 
 
Setup 8: OTC PRN Medications 
�  From the Tools button drop-down, select the Relate link 
�  Mouse over the Admin tab and select ‘Option Lists’ 
�  Click the Edit icon associated with the ‘Over-the-Counter PRNs’ list 
�  Modify the list to reflect the stock medications at your facility 
�  Enter the dosage along with the medication name 
�  Create separate entries for medications in different strengths 
�  Do not enter an export value 
�  Click the Save at the bottom of the pop-up 
�  From the Tools button drop-down, select the Relate link 
�  Mouse over the Admin tab and select ‘Merge Reports’ 
�  Click the Edit icon associated with the ‘Medication – OTC PRNs’ merge report 
�  Navigate to the fourth page without making any changes 
�  Place the cursor within the existing bold text and type the name and strength of the first 
medication 
�  Delete the unneeded bold characters 
�  Place the cursor in the standard text and type the instructions for that drug 
�  Delete any unneeded characters 
�  Place the cursor in the ‘warning line’ text and type in any “Do Nots” that apply to the drug 
�  Delete the unneeded characters 
�  It is highly recommended that the instructional information be obtained from the medication 
packaging and the text entered exactly as it appears on the label 
�  Repeat this process for all medications that appear on the ‘Over-the-Counter PRNs’ option list 
�  When instructions for all medications have been entered, click Save 



 

242 

 
 
 
 
Modifying Option Lists 
�  From the Tools button drop-down, select the Relate link 
�  Mouse over the Admin tab and select ‘Option Lists’ 
�  Click the Edit icon associated with the list requiring modification 
�  For any options that do not match the needed data, click the associated Edit icon 
�  On the resulting pop-up, highlight and delete the existing data in the Label field 
�  Type in the appropriate information 
�  Unless expressly directed, do not enter an export value 
�  Click the Save at the bottom of the pop-up 
�  If one more option item is needed, click the Add button  
�  If several more option items are needed, click the Add Multiple button 
�  If using the multiple function, push the Enter key after each line entry 
�  Click the Save button at the bottom of the pop-up 
�  When the Edit Option List screen repaints, check that the list items are in the desired order 
�  If not in the correct order,  click the Reorder link 
�  When the pop-up appears, click on an option item and use the right-side keys to move it to the 
appropriate spot on the list 
�  Repeat until all items are arranged as desired 
�  Click Save at the bottom of the pop-up 
�  When the option list is complete and correct, click Save 
 
 
Editing Maintenance Tasks 
�  From the Community module, click ‘Select/View Communities’ 
�  Choose the appropriate facility 
�  In the Navigation Menu, click ‘Edit Maintenance Tasks’ 
�  Select the Edit icon for the task needing modification 
�  Make the desired changes on the Edit Task screen that appears 
�  For tasks in which the Task Type and Task fields no longer apply or must be changed, delete 
the task by clicking the Delete icon for that item 
�  Create a new task with the appropriate Type and Task to replace the deleted task 
�  If a new Task Type is required, add the type to the Preventive Maintenance Types option list 
 
 
Recording Completed Tasks 
�  Select the Community Maintenance Monitor in the Community module 
�  Select the Maintenance Checklist 
�  Mark a task completed by checking the checkbox and entering any appropriate notes 
�  Click the Save button when done 
 
 
Administering from the Emergency Med Kit 
�  Select the appropriate community from the Community module query 
�  On the Navigation Menu, click the ‘Administer from Emergency Kit’ link 
�  Change the Date/Time of the administration, if necessary 
�  Enter the name of the resident needing the emergency medication 
�  Medications for prescribed individuals will have this field prefilled and will not be editable 
�  Type in the amount administered 
�  Enter notes in the ‘Nature of Emergency’ field 
�  Click the Staff Signature checkbox 
�  Click Save at the bottom of the screen 
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Configuring Care Partners 
In Relate (Once only per Care Partner group) 

�  Establish a Care Partner record category (Physician, Therapist, Pharmacist, etc. as needed) 
with appropriate forms checked 
�  Create a security query based on each of the Care Partner record category(ies) just created 

 
In Organization Administration (Once only per Care Partner group) 

�  Create a new dynamic group using the Security Group query(ies) just created 
�  In Advanced Unit Security, select the third option, “same unit”  
 

In Relate Permission Report (Once only per group or upon creation of new forms/reports) 
�  Select the Relate Structure link and the Permissions Report 
�  Set ‘Editor’ permissions on the Record Type form for the groups needing access 
�  For Relate Forms and Merge Reports, set permissions as required 
 
 In HQ (Once only per group) 
�  Select the HQ Structure link and the Permissions Report 
�  Add ‘Reader’ permissions for the Care Partner security groups created for this setup  
�  In modules where access should be restricted edit the various Care Partner levels to ‘No 
Access’ 
�  In the Resident module, set report folders, wizards and queries to ‘No Access’ for Care 
Partners 
�  Leave ‘Editor’ access for those items with which the Care Partner will need to work 
�  For Care Partners with ‘Relationships’ established with clients, leave only the ‘My Residents’ 
page available 
�  In the Medication Module, set folders, reports and queries to ‘No Access’ for the Care Partner 
groups. Leave only the ‘Medication Reports’ folder available 
 
 In HQ Provider Records - Non-Staff (Each physician, therapist, pharmacist, etc.) 
�  Click the ‘Add Physician/Care Partner’ link on the Provider submenu of the Community module 
�  Complete all forms 
�  On the just-created record, click the ‘Change Record Category’ link and add the appropriate 
‘Care Partner’ and ‘User’ categories 
�  Fill out any forms required by those categories 
�  Repeat for each individual needing access to the HQ system 
 
 Care Partner Information (Each Care Partner) 
�  Contact the physician, therapist, etc. directly to issue his/her secure login information 
�  Give the Care Partner and/or Partner’s staff the URL (web address) of the HQ home page 
�  Direct the individual to the appropriate Provider Guide in this manual 
 
 Create Relationships (Each Care Partner, each patient) 
�  On the just-created Care Partner record, select ‘Relationships’ on the navigation menu 
�  Click the ‘New Primary Relationship’ button and click the ‘Select a Resident’ link 
�  Click the Select next to the name of one of the Care Partner’s patients 
�  Select a Relationship Type from the drop-down, then click the Save button 
�  Repeat for each of the Care Partner’s patients 
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Community – Reports 
 
 
 
 
 
Viewing Communities 
All communities that have been setup within your organization will be 
accessible on the ‘All Communities’ query. To reach it, click the 
‘Select/View Communities’ link in the Community module. For a 
specific community, click the Select link associated with its name. 
 
The community Record Summary will appear with extensive navigation 
in the left-side Navigation Menu, as seen in the example at right.  
 
Click the name of the needed form, report or wizard within the gold 
navigation menu at the left side of the record. If the needed folder is 
closed, as designated by an Expand icon  in front of the folder 
name, click the icon and the folder will open to display its contents. 
 
To see the contents of all folders, click the Expand All icon 

 at the top of the menu.  
 
Once any of the folders are open, users may select the name of the 
form, report or wizard, as needed. 
 
 
 
Viewing or Printing the Community Census 
A series of reports are designed to help administrators and 
others track the flow of residents into and out of the facility. 
To access these, click the ‘Community Census Monitor’ in 
the Community module. The submenu, seen at right, will 
appear. 
 
The ‘All Rooms/Units’ query displays a listing of every room 
that has been entered into the system and reports the type, 
access, location and occupant of the room. There is a Print 
link at the upper right, if needed. 
 
The ‘Room Census’ query is similar, but sorts the rooms by room type then lists the location, 
occupancy date and vacancy date, if known. 
 
’Room Occupancy’ reports numerical data, totaling the number of billable rooms, how many are 
occupied and how many are vacant. 
 
The ‘All Pending Move-ins’ and ‘All Pending Move-Outs/Transfers’ list the resident and room 
number when any ‘pending’ action has been given a date within that resident’s record. If pending 
dates are recorded accurately, these two reports will give you a quick glance at the foreseeable 
future.  
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Viewing or Printing the Resident Record Review 
A summary of resident records may be checked at any time to ensure completion of critical forms 
and data. To reach the summary, click the Community Records Monitor link in the Community 
module. Select ‘Resident Records Review’ from the sub-menu. The screen displays the 
selections that were chosen on the Setup screen. The example below shows all available 
selections for the three displayed individuals. A print link is available at the upper right. 
 

      
 
The icons indicate various stages of completion for each of the displayed items: 

 Complete (form is signed) 
 Unfinished (some information has been entered; form is unsigned) 
 No data (form contains no information)  

 
For details concerning any resident listed, click the underlined resident name. The screen will 
repaint with the resident’s summary screen, from which you can navigate view data. 
 
 
 
Viewing or Printing the Staff Record Review 
Staff records may be checked for accuracy and completeness at any time. To reach the 
summary, click the Community Records Monitor link in the Community module. Select ‘Staff 
Records Review’ from the sub-menu. The screen displays the selections that were chosen on the 
Setup screen. The example below shows all available selections for the five individuals listed. A 
print link is available at the upper right. 
 

 
 

The icons indicate various stages of completion for each of the displayed items: 
 Complete (field in filled in or all required certifications have been obtained) 
 Unfinished (some information entered or some certifications obtained) 
 No data (in the specified field or no certifications obtained)  
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For details concerning any staff member listed, click the underlined name. The screen will repaint 
with the staff member’s summary screen, from which you can navigate to view data. 
 
 
 
Viewing or Printing the Community Preventive Maintenance Monitor 
From the ‘Community Maintenance Monitor’ in the Community module, users can select the 
‘Maintenance Checklist’. This form reports all maintenance items scheduled for the current month 
and provides completion checkboxes for those tasks that have been finished, as in the example 
below. A Print link is provided, if a paper copy is required. 
 

  
 
 
The Preventive Maintenance Review gives a wider view of the status of maintenance items. This 
report, accessible from the ‘Community Maintenance Monitor’ submenu, displays all maintenance 
items for the past six months and for one month into the future, a portion of which can be seen in 
the example below.  
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Viewing or Adding Providers 
In most communities, outside providers and consultants need access to community and resident 
records in order to perform their assigned tasks. These individual are not staff members and are 
referred to as Care Partners within the system. Care Partners may include physicians, consulting 
pharmacists, hospice staff, psychotherapists, physical therapists and others who will be working 
directly with your residents or their records.  
 
Additionally, outside vendors or supplier, who are 
not staff member and who do not work with your 
residents or their records, may also be tracked. 
These include such individuals or companies as a 
foodstuffs supplier, the lawn maintenance crew, a 
roofing company, the linen supplier and others.  
 
The ‘Providers’ link, see the submenu at right, in 
the Community module offers a central location to 
add, store and retrieve the records of Care 
Partners and Vendors/Suppliers. 
 
To enter Care Partner or Vendor data, click the appropriate ‘Add’ link. This link takes you through 
a wizard that collects the most vital information, creates the record and allows you to view and 
edit it, if necessary. As you go through each screen, enter the known information, then click the 
Next button  at the bottom until the Save button is no longer grayed out , but 
clickable . 
 
These records, once entered, can be accessed by clicking the appropriate ‘Select’ link on the 
‘Provider’ submenu. When the individual or company is located on the query, click the Select link 
associated with the name. The Record Summary will appear with its left-hand Navigation Menu. 
 
 
 
Viewing Pharmacist Reports 
The ‘Pharmacist Reports’ submenu in the Community 
module is the location where your staff pharmacist or 
consulting pharmacist will begin his/her work. 
 
Administrators, as well as pharmacists and pharmacy 
techs, can access reports that detail the status of the 
on-site Emergency Med Kit (or First Aid Kit), the 
pharmacist review of individual resident’s medication 
regimen and the pharmacist review of 
facility medication policy, procedures and conditions. 
These reviews are mandated in most states. 
 
 
 
Viewing or Printing Emergency Med Kit Contents and History 
At any time, a listing of the current contents of the Emergency Med Kit can be viewed or printed. 
Access your community from the ‘View/Select Communities’ link, then click the ‘Printable Med Kit 
Contents’ link on the Navigation Menu.  
 
To view or print the entire history of drug administration, supply usage and kit restocking, click the 
‘Emergency Med Kit History’ on the Navigation Menu. On this report, as in the example below, 
each med kit transaction is displayed giving date, item, quantity and ‘nature of emergency’ 
details. More information can be seen by clicking the Edit icon for a specific date. 



 

248 

           
 
 
 
Viewing or Printing a Facility Report 
Many facilities are going paperless and use digital storage for all of their records. If, however, you 
desire a print copy of the Consulting Pharmacist Facility Report (if the pharmacist did not print 
and sign one) or simply want to review it, the report is available at any time. Click the Pharmacist 
Reports link in the Community module and select ‘Consulting Pharmacist Facility Report’. Open 
the report by clicking on the Edit icon. The View Layout (upper right) should read ‘Printable 
Facility Report’. If it does not, activate the down arrow and change it. When the screen repaints, it 
will contain all of the data entered by the pharmacist in an easily-viewable, printable version. See 
the partial-screen example below. Click the Print icon at the upper right, if desired, and when the 
pop-up appears, select a printer associated with the computer in use. When done, close the print 
pop-up.  
 

      
 
 
 
Viewing or Printing a Single Medication Review 
If you desire a print copy of any resident’s quarterly Medication Review (if the pharmacist did not 
print and sign one) or simply want to review it, the report is available at any time.  
 
To do this, select a resident and navigate to his/her record and click on the ‘Pharmacists Qtrly 
Med Review’ link. Select the Edit pencil icon for the review date you would like to see. The View 
Layout (upper right) should read ‘Pharmacists Printable Review’. This screen contains all of the 
data entered by the pharmacist in an easily-viewable, printable format. See the example below. 
Click the Print icon at the upper right and select a printer from the pop-up. When done, close the 
print pop-up.  
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Viewing or Printing All Medication Reviews 
Alternately, all medication reviews for your community may be viewed or printed from one screen. 
Click the Pharmacist Reports in the Community module, then the ‘Pharmacists Medication 
Review’ on the submenu.  
 
It may take a moment for all the records in the facility to load and compile the report, as this 
feature presents the same individual display for each resident as seen above, but collects every 
resident in the facility and presents it in one long, scrollable screen. 
 
When the screen repaints, click the Print icon in the upper right and select a printer. This printing 
may take some time, as the same detail is printed as in the individual review and each resident’s 
review prints on a separate page. When done, close the print pop-up. 
 
Viewing or Printing Scheduled Shifts 
Working views of the Scheduled Shifts are available as soon as the setup is complete. The views 
display the schedule for the past week, current week and following week. These are viewed and 
can be printed from the Scheduled Shifts screen in the HR/Staff module, example below. This 
example is a ‘By Staff’ view; a ‘By Shift’ view is accessed through the ‘By Shift’ link. 
 

 
 
The current week is named in the gray header bar. To navigate to the past week, click the left 
arrow  . To view the week following the current week, select the right arrow  . Any of these 
views may be printed using the print icon in the upper right. On the Days-of-the-Week row, each 
day and date is displayed (Sunday 6/21, etc.) with the current day shown on a white background.  
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Step-by-Step in Community Reports 

 
 
 
 
Viewing Communities 
�  Click the ‘Select/View Communities’ link in the Community module 
�  For the specific community, click the Select link associated with its name 
�  Click the name of the needed form, report or wizard within the Navigation Menu 
�  If the needed folder is closed, click the Expand Plus icon 
�  To see the contents of all folders, click the Expand All icon 
  
 
Viewing the Community Census 
�  Click the ‘Community Census Monitor’ in the Community module 
�  Select the ‘All Rooms/Units’, ‘Room Census’, ‘Room Occupancy’, ‘All Pending Move-ins’ or ‘All 
Pending Move-Outs/Transfers’ query 
�  A print link is at the upper right, if needed. 
 
 
Viewing the Resident Record Review 
�  Click the Community Records Monitor link in the Community module 
�  Select ‘Resident Records Review’ from the sub-menu 
�  Access details by clicking the underlined resident name 
�  A print link is available at the upper right 
 
 
Viewing the Staff Record Review 
�  To reach the summary, click the Community Records Monitor link in the Community module 
�  Select ‘Staff Records Review’ from the sub-menu 
�  Access details by clicking the underlined staff member name 
�  A print link is available at the upper right 
 
 
Viewing the Community Preventive Maintenance Monitor 
�  Click the ‘Community Maintenance Monitor’ in the Community module 
�  Select the ‘Maintenance Checklist’ or ‘Preventive Maintenance Review’ 
�  A print link is provided, if required 
 
 
Viewing Providers 
�  Select the Providers link in the Community module 
�  Click ‘View/Select Care Partners’ or ‘View/Select Vendors’ 
�  Click the Select link associated with the name 
�  Navigate the record from the left-hand Navigation Menu 
 
 
Viewing Pharmacist Reports 
�  Select ‘Pharmacist Reports’ in the Community module 
�  For Emergency Med Kit reports, click ‘Contents’ or ‘History’ 
�  More information can be seen by clicking the Edit icon for a specific date 
�  For a single pharmacist review of a resident’s medication regimen, click ‘Select Resident for 
Individual Medication Review’ 
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�  Choose the Select link associated with the appropriate resident 
�  Click the ‘Pharmacists Qtrly Med Review’ link in the Navigation Menu 
�  Click the Edit icon for the desired date 
�  Change the View Layout to ‘Pharmacists Printable Review’ 
�  A Print link is available at the upper right 
�  For all current reviews for every resident’s medication regimen, click ‘Pharmacist Medication 
Review’ 
�  For the community-wide medication report, select ‘Consulting Pharmacist Facility Report’ 
�  Click the Edit icon for any desired date 
�  The View Layout (upper right) should read ‘Printable Facility Report’ 
�  A Print icon is available, if needed  
 
 
Viewing Staff Scheduling 
�  Select ‘Staff Scheduling’ from the HR/Staff module 
�  Click the ‘Scheduled Shifts’ link 
�  Change to ‘By Shift’ or ‘By Staff’ as desired 
�  View for Day, Week or Month 
�  Navigate forward or back in time (by week) using the right and left arrows 
�  A Print link is available, if needed 
�  For current approved requests for time off, click the ‘Time Off Requests’ link 
�  A Print link is at upper right   
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Security 
 
 
 
The Security module contains functions that are not visible to every user, but play a crucial role in 
customizing and securing your HQ™ application. The person who appears as your administrator 
was designated this position during configuration of your HQ™. Through HQ Administrators, you 
may share this critical access or reassign it entirely by entrusting administrator privileges to 
others within your organization. Through Media Library, you may select images, audio and video 
clips to store on your library for use throughout HQ™. Through Styles, you may set titles, logos 
and icons. 
 
 
Styles 
The Styles page controls items that appear in the space between the dashboard and the main 
navigation bar and to the right of the HQ Management logo and title.  
 

 
 

After clicking on Styles, you have the option of selecting the inherited title/logo, which is only 
different from the default, as seen above, if your organization has logos or titles in use on other 
HQ™ products in your unit. The HQ logo and HQ Home titles on the left are unaffected by Styles, 
but you may add graphics and text to the dark blue area to the right using the editor box.  
 
While the editor has functions similar to Microsoft Word™ or Corel WordPerfect™, in this 
instance you will probably want to limit its use to font styles, sizes, colors and alignment or 
pictures, links, HTML and the like. See The Editor Box in Administrative Options, below. 
 

 
 

The dark blue title/logo space is 47 pixels high. While you may add logos and text that are higher 
than that, doing so will create unattractive edge distortions in the beige block containing the HQ 
Home title.  
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Using the editor box allows flexibility in placement of a logo, however you may also insert a logo 
using the Logo field, which anchors the logo to the right end of the title/logo space. Any graphic 
images that are entered in the Media Library will be available on the Logo field drop-down. By 
clicking the media library link  you can open the library directly and upload the 
images that you need, but that may not already be in the library. See Media Library, below. 
 
The HQ Icon field applies to the HQ Home page, which displays the nine virtual managers. In 
cases where the default icon for each virtual manager has been individually set to Inherited and 
you would like them all to be an identical icon, this field provides icon selection from a drop-down. 
See Edit Page – Styles in Administrative Options, below. 
 
 
HQ Administrators 
The original person shown as the administrator for your HQ™ was designated at the time HQ™ 
was created for your organization. Additional people can be added and/or the original 
administrator removed using the HQ Administrators page. 
 

 
 

To add a person to the list of administrators, click the Add User button . A list of all 
users will appear in a pop-up window. Scroll to the individual you wish to add and click on the 
select link Select. The HQ Administrators screen will reappear with the selected individual added 
to the list. You may do this as often as needed, just be sure to click Save when done.  
 
If you want to change the Primary Admin, click on the radio button opposite the name of the new 
person you wish to designate as the primary. To remove an individual, click on the delete icon 
associated with their name. The Primary Admin does not have a delete icon. If you need to delete 
the current Primary Admin, select another Primary Admin, click the radio button and then click 
save . The HQ Administration screen will appear. Click the Administrators Manage button 

, which will re-list the administrators, this time with a delete icon available for the 
original Primary Admin. Click it and click Save once more. 
 

  At virtually every level of Connect™, Relate™, Team™ and HQ™, the administrator has the 
option of restricting or allowing use of data or any functions/features at multiple points. Please 
heed the warnings concerning edit and deletion powers granted to administrators, and the serious 
consequences they can have to your HQ™ and its data when in the hands of unknowledgeable 
individuals. 
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Media Library 
The Media Library is designed specifically for graphical images, audio and video files. It is an 
efficient space for this type of file and makes the images easily available in all the places on the 
site where you may want to use them.  
 
Nearly any graphic, audio or video file will be supported in the Media Library, depending upon the 
current support inherent in the version of Internet Explorer™ (or other browser) that you or your 
organization are using. Presently gif, jpeg, png, pdf, Flash, avi, mpeg, midi, wave, mp3, zip, exe 
(for downloads) and others are storable and supported on the pages. To add one of these types 
of files to the Media Library, click on the Media Library title under Security manager or on the link 

 wherever it is displayed throughout HQ™. The current contents of the library will 
display in a pop-up window. 
 

 
 
 
Click the Add Files button on the upper right for a file upload screen. On the resulting file upload 
screen click the Browse button. This will open a pop-up window displaying files, folders, drives 
and networks on your computer, allowing you to navigate to the file you wish to upload. 
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The Media Library has a 20 megabyte upload limit. If the file does not exceed that limit (or if the 
total of all files to be added with the Add Multiple Files function does not exceed 20 MB), click on 
the file name, which will place that name in the File to Upload field. The Rename To field will be 
automatically filled, but you may change the name entry, if desired. Click the Upload button and 
be patient. File upload may take several minutes. When done, the Media Library screen will 
reappear.  
 

  Please click the Upload button only once. Clicking it more than once may result in locking 
your computer or crashing your system, depending upon the size of the file and the programs 
concurrently running. 
 
To view a slideshow presentation of all the Media Library files, click one of the slideshow icons  
(see Slideshow in Office Manager for full details). To edit the title or description of the file, click 
the edit icon . To delete the file, click on the delete icon . 
 
Once content is uploaded to the Media Library, it is available for use any place that you see a 

media library link  or from the insert picture icon  contained in the header of 
the editor box (see The Editor Box in Administrative Options, below).  
 
 
 

 
Step-by-Step in Security 

 
 
Adding Titles and Logos 
�  Click Styles on the drop-down 
�  Click the Custom radio button 
�  Paste chosen logo into the editor box or click the picture icon to select from the Media Library  
�  Type any title text 
�  Using the editor box header, make font and text changes as needed 
�  Alternately, you may add a graphic with the Logo field 
�  Click the Save button 
 
 
Adding/Deleting HQ Administrators 
�  Click HQ Administrators on drop-down  
�  Click the Add User button 
�  Click Select next to the name you wish to add 
�  Add as many administrators as desired 
�  Click the delete icon opposite any name(s) you wish to remove 
�  Click the Save button 
 
 
Uploading Images to the Media Library 
�  Click Media Library on the drop-down 
�  Click the Add Files button 
�  Click the Browse button and navigate to the file you wish to upload 
�  If the file is under 20MB, click on the file name 
�  Click the Upload button and be patient if it is a large file 
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Administrative Options 
 

 
 
 
 
There are several options and operations that are available to HQ™ administrators. If you have 
the correct permissions and licenses, these options and operations are accessible through an 
Edit Page button  that will appear to you at the upper right of various screens 
throughout the system. When you click the Edit Page button on a specific screen, a pop-up 
window appears containing General Information, Styles and Permissions tabs. Any work that you 
do on these screens will apply to the page on which you accessed the Edit Page button and to no 
others. 
 

 
 
 
Edit Page - General Information 
If you have been designated an HQ Administrator, you will see an Edit Page button on various 
screens throughout the system. You may click it on any screen where it appears. Using the 
resulting screen, you may re-title the page and add an italicized hint to the Manager link on the 
home page. You may decide to hide this page from navigation by clicking the ‘Do not show’ box. 
From the Location field, you can open a drop-down, which allows you to move the page location 
within the list of managers, which changes the order as seen on the home page. 
 
The Introduction section contains a BlueStep™ Editor box. Using the Editor gives you the ability 
to add text, links, graphics, fonts and tables, etc. to the page in much the same way that Microsoft 
Word™ or Corel WordPerfect™ programs are used. See The Editor Box, below. 
 
As with all data entry screens, remember to click the Save or Save and View buttons to post your 
work. 
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The BlueStep™ editor box was created to allow users exceptional flexibility in adding text, tables, 
graphics and hyperlinks to your sites and pages. Each editor has a header displaying tool icons, 
providing access to functions similar to those offered by traditional word processing programs. 
 

 
 
Additionally, you may cut-and-paste from standard word processing programs (such as Microsoft 
Word™, Corel WordPerfect, etc.) and web pages. Pasting copied content into the editor preserves 
the formatting from the original source, as allowed by your page layout.  
 

 

  The Editor Box

 Clears the entire contents of the editor box 

 Cuts the highlighted/selected text 
 Copies the highlighted/selected text 

 Pastes the cut or copied text into the place indicated by cursor position 

 Left arrow undoes the previous edit, right arrow redoes the previous edit 

 Sends text to printer 
 Changes font style from selected default. Available fonts: Arial, Courier, 

Helvetica, Tahoma, Times New Roman, Trebuchet, Verdana, Windings 
 Adjusts the font sizes from size 1 to size 7 
 Bolds, italicizes or underlines the highlighted/selected text 

 Aligns text to left margin edge, center or right margin edge 

 Creates a numbered list or a bulleted list 

 Increases or decreases the indent in text 

 Colors the selected font using any of 54 web-safe colors or a hexadecimal code  

 Highlights the selected text using 54 web-safe colors or a hexadecimal code 

  Links highlighted text to a URL. To link: Highlight a chosen page, document or 
URL. Right click and copy shortcut. Highlight text in editor. Click hyperlink icon. 
Paste URL into address window. Click OK. If no text is highlighted, the specified 
link is inserted in the text in the selected position 

 Inserts a picture from the Media Library 

 Inserts a horizontal bar 

  
Inserts symbols not found on standard keyboard, such as ™ ¢ £ § © ® ° ¶ ¼ ½  
‰ œ and others, including Latin alphabet letters formatted for foreign languages 

 Inserts raw HTML code into the editor box, allowing the use of shopping cart 
buttons and other formatting  

 Inserts information from the fields in single- and multi-entry forms 

 Strips all formatting from the editor text or from highlighted text only 

 Performs a spell check 

 Reveals the HTML code 

 Opens a larger editor window 
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Edit Page - Styles 
If you have been designated an HQ Administrator, you will see an Edit Page button on various 
screens throughout the system. You may click it on any screen where it appears, then on the 
Styles tab. The Styles screen controls items that appear in the space between the dashboard and 
the main navigation bar to the right of the HQ Management logo and title. Since all BlueStep™ 
products operate in a hierarchical fashion, the styles selections placed here will not be seen other 
places in the system. Any work that you do on these screens will apply to the page on which you 
accessed the Edit Page button and to no others. 
  

 
 

After clicking on Styles, you have the option of selecting the inherited title/logo, which is only 
different from the default, as seen above, if your organization has logos or titles in use on other 
HQ™ products in your unit. The HQ logo and HQ Home titles on the left are unaffected by Styles, 
but you may add graphics and text to the dark blue area to the right using the editor box.  
 
While the editor has a range of functionality similar to Microsoft Word™ or Corel WordPerfect™, 
in this instance you will probably want to limit its use to font styles, sizes, colors and alignment or 
pictures, links and HTML. See The Editor Box in Administrative Options, above. 
 

 
 

The dark blue title/logo space is 47 pixels high. While you may add logos and text that are higher 
than that, doing so will create unattractive edge distortions in the beige block containing the HQ 
Home title.  
 
Using the editor box allows flexibility in placement of a logo, however you may also insert a logo 
using the Logo field, which anchors the logo to the right end of the title/logo space. Any graphic 
images that are entered in the Media Library will be available on the Logo field drop-down. By 
clicking the media library link  you can open the library directly and upload 
graphical images that you need, but that may not already be in the library. See Media Library, 
above. 
 
The HQ Icon field applies to the HQ Home page, which displays the nine virtual managers. In 
cases where the default icon for each virtual manager has been individually set to Inherited and 
you would like them all to be an identical icon, this field provides icon selection from a drop-down.  
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Edit Page - Permissions 
The HQ Administrator has the option of restricting or allowing use of data or any functions/ 
features at multiple points. Anything from a single field to the entire system may be included or 
excluded for entire groups or individual users through the various Permissions screens.  
 
If you have been designated an HQ Administrator, you will see an Edit Page button on various 
screens throughout the system. You may click it on any screen where it appears. By selecting the 
Permissions tab from a specific page, your Permissions settings affect that page only. Any 
choices that you make on the resulting screens will apply to the page on which you accessed the 
Edit Page button and to no others. You may set permissions on the main screens of My Office, 
Total Operations Management, Quality Control Manager, Service Manager and Office Manager 
and many subsequent screens throughout the system. 
 
The Permissions levels are defined as: 
 
    No Access – no admission of any sort to the item 
    Reader – permission to view contents only 
    Participant – permission to respond to content  
    Author – permission to create and add content 
    Editor – full permission to create, add, edit and delete content in any way 
 
 
To activate any of these levels for a selected individual or group, click the radio button in the 
appropriate column.  Individual users may be added by clicking the Add Users button . 
A list of all users presently in the system will appear, allowing you to search, then click  to 
add the needed individual. To add a group of users, click the Add Group button . A 
list of the security groups that have been configured for your HQ™ will appear. User groups can 
be added at the Org Admin level (see note below) or in Departments, see Departments in 
Management. Click on the required group to add them to the permissions page. Once the users 
and groups have been added, you may adjust their permissions in any way desired.  
 

 
 

  The security groups that have been configured for your HQ™ can be changed outside of 
the HQ™ program by an Organization Administrator using the Organization Admin screen. Both 
dynamic groups (names retrieved by a selected query) and static groups (names selected from a 
list) can be created for security purposes.  
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Since permissions in all BlueStep™ products function hierarchically, the permissions granted at 
the top level of the organization will flow down the organization until they are overridden by 
selections made on a subsequent Permissions screen. 
 
The icons to the left of each row identifies whether a Default, Overridden or New Permission is in 
effect. To the far right, in the Remove column, the Reset to Default or Remove icons are 
available. When you are finished selecting permissions, remember to click the Save button to 
post your changes. 
 

  Permissions are at default, as set in the unit above this page in the hierarchy  
  Permissions from the unit (default) have been overridden 

   Permissions are new, not set anywhere in the unit above this page in the hierarchy  
 

  Resets the permissions to selection made in the unit above this page in the hierarchy 
  Removes the user or group 

  Signifies that the user or group cannot be removed 
 

  Please heed the warnings concerning edit and deletion powers granted by permission, and 
the serious consequences they can have to the database in the hands of unknowledgeable 
individuals. 
 
 
Edit Page – Shared Files 
The HQ Administrator has the option of configuring the Shared Files page to display in a graphic 
(Icon) format rather than the default (List) format. However, all of the functionality remains the 
same, the page is simply displayed in a different layout. The illustrations seen in the Shared Files 
section under Office Manager are from the standard Shared Files (List) format.  
 
Turning on the Icon Format 
If you have been designated an HQ Administrator, the Edit Page button will be visible to you on 
the upper right of the Shared Files screen. When clicked, the General Information screen will 
appear just as it does in the above discussion (see Edit Page – General Information), with the 
addition of two (2) options available only on Shared Files. 
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Posted By 
You may choose to have the names of the persons who have posted documents displayed or 
hidden by using the checkbox. An unchecked Show Posted By box eliminates the Posted By 
column on the List view and the Posted By line in the Icon view. 
 
View Type 
You also have the option of selecting the List view or the Icon view from the View Type drop-
down, which alters the layout of the main Shared Files page. 
 
The Icon view defaults to display each folder in the root folder as a graphic, with the function 
icons (slideshow, lock, reorder, edit and delete) seen below. Any files that exist in the root folder 
have the slideshow, version, lock, edit and delete function icons shown below. To view the 
contents of a different folder, click the View drop-down. In the example below, Contracts and 
Images are also available to view.  
 
If you mouse over any document within any folder, the information shown on the Shared Files List 
view (file name, file size, name of the posting individual, last date the file was modified and file 
description) becomes available, as shown in the small yellow box below. 
 
 

 
 
 
The Icon view is particularly valuable if you have many images stored in a Shared Files folder. 
Nearly any graphic, audio or video file will be supported in Shared Files, depending upon the 
current support inherent in the version of Internet Explorer™ (or other browser) that you or your 
organization are using. Presently gif, jpeg, png, pdf, Flash, avi, mpeg, midi, wave, mp3, zip, exe 
(for downloads) and others are storable and supported on the pages. These will appear as 
thumbnail images, rather than icons, when the folder in which they are contained is opened, and 
include the function icons, slideshow, lock, edit and delete. 
 
 

 
  



 

262 

 

 
Step-by-Step in the Administrative Options 

 
 
Editing a Page - General Information 
�   Click the Edit Page button 
�   Make any needed changes to the page title 
�   If you wish to hide the page, check the “Do not show in site navigation” box 
�   Change page location, if desired 
�   Type in any text you wish to have appear at the top of the page 
�   Click the Save button when done 
 
 
Editing a Page - Styles 
�   Click the Edit Page button 
�   Select the Styles tab 
�   Select the default setting (Inherited) or customize the page (Custom) 
�   Type in any text you wish to have appear at the top of the page 
�   If a logo is desired and it is not in the editor box, select one from the Media Library 
�   Click the Save button when done 
 
 
Editing a Page - Permissions 
�   Click the Edit Page button 
�   Select the Permissions tab 
�   Select any of the permissions levels for the groups/individuals listed 
�   Click the Save button when done 
 
 
Adding Permissions Groups 
�  Click the Add Group button 
�  Select a group from the security groups listed 
�  Select any of the permissions levels for the newly added group 
�  Click Save when done 
 
 
Adding Permissions Users 
�  Click the Add User button 
�  Select an individual from the All Users screen 
�  Select any of the permissions levels for the newly added user 
�  Click Save when done 
 
 
Editing a Page – Shared Files Views 
�   Click the Edit Page button 
�   Select List or Icon from the View Type drop-down 
�   Check or uncheck Show Posted By 
�   Click Save when done 
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Frequently Asked Questions 
 

 
 
 Username or Password Not Working 

  I have a username and password, but I can’t log in. What do I do? 
 

  Check that you have remembered the correct username and password, then check the 
upper- and lower-cases that are used in each word. Usernames and passwords are case-
sensitive; that is, they must be typed into the correct fields exactly as entered in your user record, 
with the same capitalization, punctuation, spelling and spacing. Occasionally, absent-minded 
entries while creating a login cause a user to be locked out, so please be careful, aware and 
exact as you create, then use, your username and password.  
 
If, at any point, you have problems on the login screen, click one of the links available at the 
bottom of the screen. These are each designed to take you to a specific place in the system that 
will resolve your problem and/or give you the information needed. Please read them carefully and 
select the link that most closely describes the problem you are experiencing. 
 

 
 
 
 
 Need Username and Password 

  How do I get a login username and password?  
 

   Your organization will have set a process by which they assign or have created usernames 
and passwords for their users or staff.  

 
The organization may opt to sign up for you 
and issue the username and password to you. 
If that is the case, you would enter the 
username and password given you in the 
appropriate fields on the login screen to obtain 
access. 

 
If you continue to have difficulties, select one of 
the Need Help? links on the login page. These 
links provide a variety of ways to resolve any 
login issues you may encounter.  
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 Eeeded Allowable Login 

  I have tried to enter the site, but am receiving the message “You have exceeded the 
maximum number of allowable login attempts.”  What should I do? 
 

  The error icon  and this message appears if you have made more than three unsuccessful 
attempts to login. This is a security measure, which prevents automated hacking into your 
account. Completely close your browser (Internet Explorer™, etc.). Reopen the browser and 
navigate to the site again; you will have three more tries to enter. 
  
 
 Not Authorized Login 

  I am able to login okay, but get the icon and message, “  You are currently logged in but 
you are not authorized to view this site. Please contact the site administrator for access.” Why is 
this? Where do I go from here? 
 

  The message is explaining that you do have a valid user account, but the particular page 
where you are attempting to login is secured by permissions that you have not been granted. 
 
However, the page will display button links to the areas where you do have permission to enter. 
Look for the My Teams, Tools or Sites buttons  to appear at the top of 
the screen. You may see one, two or three of these, depending upon the products your 
organization has purchased and upon your own permissions level. Clicking any of these will take 
you to pages where you may work and navigate as needed. It will probably be more convenient if 
you set ‘Favorites’ (on your browser) to be one of the pages where you have unrestricted direct 
access.  
 
If you believe you should have access to certain pages where you are locked out, the information 
in the red message is your best route to resolving the problem. Part of BlueStep’s commitment to 
our residents is that we do not intrude into their security measures and permissions authorization. 
They have full control over whom they wish to include or exclude from files, pages, sites or 
products. That being the case, the site administrator from the organization who owns the site or 
Team has the authority to grant proper permissions for your entry. 
 
 
 

  I want to print a report, but it does not print. What do I do?  
 

 There are a few things to check before you go any further: the printer is turned on, the power 
cable is plugged into both the back of the printer and the wall or power strip, the data cable is 
plugged into the back of the printer and the back of the computer case. If everything is connected, 
call your organization’s computer technician, as this would appear to be a hardware problem to 
be handled locally. 

 
 

 

  My reports print, but they are not printing correctly on the page. What do I do? 
 

 Check that there is a print link  on the desired report and that you are using it rather 
than the print icon on the browser. Then, check the margin settings for your printer. To do this, 
click the File link at the left side of the browser heading, as seen below, left. Select Page Setup. 
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On the Page Setup dialog box, as seen above, right, adjust the margins (bottom right section) as 
needed. Most BlueStep pages print best with the settings as shown above: Left: 0.25, Right: 0.25, 
Top: 0.50 and bottom: 0.75. Be sure to click the OK button when done. 
 
If the margins are set correctly, but there are large gaps on the printed page, it is usually that a 
user has entered a string of erroneous characters or blanks into a field contained on the form or 
report. This can happen when a form is open and the user leans against or lays an object on the 
keyboard. Finding the mistaken entry and clearing it will solve the problem. 
 
 
 Update Username/Password/E-mail 

  I need to update my username, password and e-mail address. Where can I do that? 
 

  You will see a My Profile link in several locations depending upon the product you are using. 
All applications will have a My Profile link  on the dashboard at the top of the screen. In 
HQ™,  appears on the left of the main screen and  is the bottom link on the 
My Office secondary menu. Clicking any of these will produce a screen where you may change 
username, password and/or e-mail address. Depending on the product and its configuration, you 
may also be able to review and edit password hint, e-mail subscription preferences, home and 
work contact information and persons you have listed as contacts, as well as other pertinent data. 
As with all data entry screens, if you make changes, you must click the Save button  for 
the changes to be posted. 
 Changes Not Posted 
 
 

  I find that my changes don’t always record on the screen. What is happening? 
 

  Because you are working ‘live’ within a database, on any screen where the Save button is 
active, you must click it in order for your work to be posted to the database and saved in the 
system. On any screen with an inactive Save button (grayed out), you must click Next until the 
Save becomes active and available to click. Unfortunately, until you are in the habit of looking for 
the buttons at the bottom of each screen, it is easy to navigate elsewhere without posting the 
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work. Scroll down and check for buttons at the bottom of each data entry screen after you have 
made any changes. Using them every time will ensure that your work sessions go smoothly.  
 
 
 
 Site Unavailable 

  Every so often I get a message saying that my site is unavailable. What’s wrong? 
 

  There are several possible answers to this question. The most common reason is a mistyped 
URL (website address entered into the address bar of your browser). That is why we often 
recommend that you use the ‘Favorites’ listing on your browser (Internet Explorer™). It is a quick 
and easy way to reach the site and always records the URL accurately.  
 
The second possibility is that your Internet service is down. Check to see if you can reach any 
websites. If you can’t, then call your Internet Service Provider (ISP). They should be able to 
restore your connection or give you further advice.  
 
The third reason has to do with the volume of traffic through the Internet and the route your 
connection takes to reach its destination. Your ISP routes all its traffic through many connection 
points (called nodes) to reach the requested URL. If an ISP uses an excessive number of 
connections, your browser can ‘time out’ before reaching the destination. The same is true if there 
is simply more Internet traffic than can be effectively handled, even with just a reasonable number 
of connections. The majority of the time, the problem clears itself and retrying the site in a few 
minutes resolves the issue. However, if this is a frequent and continuing problem, switching to a 
better ISP is probably your best solution. Please note that one of the favorite tactics of cyber-
terrorists is to direct so much bogus traffic at a target site that no legitimate connections can be 
made. This is not the fault of either your ISP or the owners of the site. 
 
Lastly, in a very few instances our servers are down. We make every effort to ensure that your 
access is continuous and uninterrupted, however, the unexpected and unavoidable does 
occasionally happen. To address this, the servers are monitored 24/7 by on-call engineers. If a 
problem develops, they are notified by pager and immediately go to work resolving the trouble. In 
general, it takes just a few minutes to handle any server issues. Please be patient and allow a 
little time before retrying the site. 
 
 
 Slow Page Return 

  Sometimes the site seems slow and pages don’t return quickly. Why is this happening? 
 

  Page load time is affected by a number of factors, some of which are controlled by you, 
some by BlueStep™ and some by the Internet Service Providers between our servers and 
yours.  
  
Page complexity is one factor. Most sites on the web are static pages - simple, unchanging 
displays of data and graphics. BlueStep™ pages are dynamic; that is, they have active 
functionality that directly interacts with the database. If a specific page is large and complex it 
will take longer to load than a static page. It is, however, a difference of seconds over 
milliseconds, in most cases.  
  
The second factor is the speed and efficiency of your computer. If you have an older computer 
or are running a large number of programs concurrently (including background processes), the 
time taken by your computer to send a request for the page, process and display the results can 
be significant, perhaps from one to ten seconds. Exceptionally large pages may take up to thirty 
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seconds. On a newer, faster computer, even relatively complex pages seldom take over a 
second to load.  
  
The third factor is the upload speed, the download speed and the latency of the Internet service 
you are using. Latency is the time it takes for messages to be passed from computer to 
computer through the Internet. It is extremely variable and can be difficult to control. A good 
latency is around 0.5 seconds both to and from the destination. A high volume of user traffic can 
slow connections through even very high speed/low latency Internet Service Providers. Upload 
and download speed, as well as latency, are important factors to know and consider when 
choosing an ISP. 
  
Page load time at BlueStep™ is controlled by the speed of our network, the speed of our data 
storage/retrieval systems and the efficiency of our application software and servers. We monitor 
these systems constantly and make improvements regularly. Presently, approximately 74% of 
our pages process in under a quarter of a second, though it is possible for a user to hit complex 
pages that may take slightly longer or to run into an occasional period of high user traffic. 
 

We continue to enhance the performance of our hardware and software in an ongoing effort to 
serve our residents better. If page load times are an issue for you, upgrading your computer or 
your Internet Service Provider will likely produce a noticeable improvement in speed. 


