MEDICATION ADMINISTRATION

You have received an order -now what??
Scheduled medication

SET UP
· Nurse log

· Select the student in look up box

· Medication (add side)
· NOTE:  You are working on the student whose name is in BLUE. It may not be the same student whose name is in black in the look up box. Be careful of this.

· School year- 2008 (always the year that school ends)

· Start date- day you want the med to start

· End date- the day you want the med to end (I usually use the day before school is out because our last day of school is a half day)

· Distribute- click on drop down arrow and choose “Scheduled” for daily meds.

· End status- Normal

· Duration- optional
· Office number- optional for med ID
· Forms Received- Check appropriate box
· Medication- Drop down box, or type first letter of medication and choose the medication (if med is not listed, your program administrator will need to add this med for you)
· Dosage Unit- drop down menu and select the correct dosage

· Located at- #18 is nurse’s office- drop down list for other locations available

· Max Quantity per dose- choose number of units to be administered

· Doses per day- choose amount

· Instructions- Type specific instructions

· Prescribed by- optional
· Comment- N/A for meds
· Notes- Can be used for pill count or charting
ADD SCHEDULE
· Double check student and med order on top

· Click “Add” button on right

· Quantity for the Scheduled dose- add quantity

· Fill in the blanks with start date, end date, time of day, then CHECK BOXES for the days of the week the medication will be administered

· Administered by- name of person administering medication
· Location- #18 for nurse’s office
*You have the option of checking a student’s schedule from this screen

· OK

· Close

· Takes you back to your screen to double check- then hit OK

· Congratulations!  Now your medication is ordered

ADMINISTERING SCHEDULED MEDICATION
OPTION #1

· Nurse’s log

· Choose your student

· View tabs on the top- select “Daily meds”

· Medications to be given should be in red

· Click to highlight the medication you want to give- it should turn blue

· Double click or click “administer”button at bottom

· Check “Copy scheduled to actually given” box at right

· It will enter the scheduled information for this medication

· You can always change the time or other information if you need to- highlight it and type over it 

· OK

OPTION #2

· Main Screen
· Click on pill bottle icon

· View daily medications- double click

· Enter the date

· Ok

· Your entire medication schedule for the day should be listed- ordered by time

· See “legend” button to the right to see what the colors mean

· To administer-Highlight the line, double click, then “copy schedule to actually given”like above example

· Ok
IMPORTANT POINTS CONCERNING PILL BOTTLE ICON

· This option is good when you are charting several medications at one time. Also you can use this at the end of the day to make sure you administered all the scheduled medications for the day.

· You can access Students schedules and attendance from this screen as well as the History of the medication.

· To print a medication worksheet for a substitute-click on pill bottle icon, worksheet request, choose date, print, ok.

CHANGING A MEDICATION SCHEDULE
· Medication tab

· Highlight medication and click “Edit”

· Schedule tab

· Highlight line to be changed and click “Edit”

· Cursor will be on “new date effective” box 

· Fill in change date

· Ok

· Warning box will pop up

· Confirm that you want to change (this will end your previous schedule)

· The highlighted line can now be edited when you click “Edit again

· Change time of day, day of week, end date, etc

· Ok

· Ok

DISCONTINUING A MEDICATION

· Medication tab

· Highlight medication and click ”Edit”

· Change end date 

· Change end status in drop down menu to “Stopped”

· Ok

· Box will pop up to confirm that you want to shorten/end medication schedule-“Yes”

· Ok

* If a medication was scheduled but never given, go to schedule tab and highlight the schedule line and hit “delete” then go to the medication tab and highlight the medication and click “delete”

