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Medical details 
Important note: The contents of this manual do not constitute medical advice, and should be 
applied and used as directed by your organisation's medical personnel. 

You can maintain medical details for the following community members: 

 current, future and past students 

 staff. 

Medical details are restricted to those with confidential record privileges. These details complement 
the information held on the Medical tab. 

You can record medical details in two ways. You can: 

 Launch Medical Maintenance through Student Maintenance or Staff Maintenance to easily 
view medical details for multiple students or staff members. For example, you may need to 
view medical records for a class that is participating in an excursion. See Maintaining medical 
details (on page 11). 

 Launch Medical Maintenance from the Current Students menu to enable Sign In and Sign 
Out functionality. You can search for students or staff members individually who are currently 
in the medical centre or who have visited the medical centre previously and maintain their 
medical records. However, you cannot access other personal information without launching 
their Community Maintenance or Student Maintenance windows. For example, you may 
working in the school sick bay or following up past medical incidents. See Medical 
Maintenance for the medical centre (on page 109). 

Note: The Sign In and Sign Out functionality in the medical centre can only be used to maintain 
records for current students and staff members. 

Any changes to medical records are automatically recorded in corresponding history tables. 

How to: 

 Look up a medical incident. See Looking up a prior medical incident (on page 7). 

 Modify a medical incident. See Modifying medical incidents (on page 9). 

 Produce reports for medical incidents and details involving community. See Key medical 
reports (on page 184). 

You can: 

 View and maintain medical details and incidents for staff and students. See Maintaining 
medical details (on page 11). 

 Maintain medical information for the sick bay or medical centre. See Medical Maintenance for 
the medical centre (on page 109). 
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What's new to Medical details 

Version 66R2 

This section outlines changes to the Medical details manual arising from changes made to Synergetic 
(66.01-66R2). 

Change More information See... 

Preferred names 
displayed in the 
Selector panel. 

You can now view the preferred name of the 
patient in the selector panel. 

 

 

Summary tab 
updated. 

The Summary tab has a new grid-based format. 

 

Medical Maintenance - 
Summary tab (on page 14) 
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Change More information See... 

Changes to the 
Incidents tab - 
Summary sub-tab. 

Changes have been made to the Summary 
sub-tab of the Incidents tab: 

 Restricted Activities area to record 
whether student activities are restricted 
due to injury or illness 

 

 Diagnosis field renamed Presentation 
field. 

 

Medical Maintenance - 
Incidents tab - Summary 
sub-tab (on page 18) 

New Healthcare 
tab. 

You can use the new Healthcare tab to record 
details of medical memberships. 

 

Medical Maintenance - 
Healthcare tab (on page 40) 

Immunisation tab 
updated. 

The Immunisation tab has a new grid-based 
format. 

 

Medical Maintenance - 
Immunisation tab (on page 
42) 

Adding immunisations in 
bulk (on page 45) 
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Change More information See... 

New Medical 
Condition tab. 

You can use the Medical Condition tab to 
record details of student medical conditions. 

This tab replaces the functionality of the 
following tabs: 

 Asthma tab 

 General tab 

 Hearing/eyes/speech tab 

 History tab 

 Musculoskeletal tab 

 Neuro tab 

 Other tab. 

 

Medical Maintenance - 
Medical Condition tab (on 
page 46) 

New Medication 
tab. 

You can use the Medication tab to record types 
of medication used to treat medical conditions. 

This tab replaces the medication functionality of 
the old Allergy/Medication tab. 

 

Medical Maintenance - 
Medication tab (on page 76) 

New Allergy tab. You can use the Allergy tab to record details of 
student allergies. 

This tab replaces the allergy functionality of the 
old Allergy/Medication tab. 

 

Medical Maintenance - 
Allergy tab (on page 83) 
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Change More information See... 

New Consent tab. You can use the Consent tab to record types of 
medical consent granted by parents and 
guardians. 

This tab replaces the consent functionality of the 
old Consent/Insurance tab. 

 

Medical Maintenance - 
Consent tab (on page 85) 

Non-medical ability 
functionality moved 
to Current Student 
Maintenance. 

You can use the new Ability tab in Current 
Student Maintenance to maintain non-medical 
abilities. 

This replaces the ability fields on the 
Consent/Insurance tab. 

Current Student 
Maintenance - Ability tab in 
the Current students 
manual. 

Dentist fields 
moved. 

The Dentist fields have been moved from the 
Medical tab to the Doctor tab of Medical 
Maintenance. 

Medical Maintenance - 
Medical tab (on page 87) 

Medical Maintenance - 
Doctor tab (on page 89) 
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Recording medical incidents 
Sick bay staff members usually maintain incidents using the Incidents tab of Medical Maintenance. 
See Medical Maintenance - Incidents tab (on page 18). 

When a student enters the sick bay, create a new medical incident by clicking . This 
populates the Date and Time In fields with the current date and time. You can then fill out the rest of 
the details as you go. You can edit the date and time fields if you need to enter the details into 
Synergetic after the incident. For example, entering the details after coming back to the sick bay after 
treating the student in a classroom or on the playing field. 

When the student leaves the sick bay, record the Time Out. You can either click  to record 
the current time in the Time Out field, or type the time in manually. 

It is important to record times in and out of the sick bay so that teachers and absence officers know 
exactly when the student was away from class. These times are displayed next to the student in 
Attendance Maintenance for classes impacted by the medical incident. 

 

Sick bay visits also show up on the student's timetable in Current Student Maintenance. 
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Looking up a prior medical incident 
You can look up previous medical incidents in the Incidents tab of the Student Medical window. This 
is useful if you want to add follow up information or check on the details of another incident. 

To find a prior medical incident: 

1. Select Module > Students > Current Students. 

The General tab of the Current Students window is displayed. 

2. Click the Medical tab. 

The Medical tab of the Current Students window is displayed. 

3. Click . 

The Incidents tab of the Student Medical window is displayed. 
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4. Scroll down the Incidents grid on the left until you find the incident you want to maintain. 

Note: Incidents are listed in chronological order. 

 

5. Select the incident. 

The incident is displayed on the Summary tab. 
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Modifying medical incidents 
You can modify medical incidents to add further information, correct an error or include a follow up 
comment.  

To edit a medical incident: 

1. Select Module > Students > Current Students. 

The General tab of the Current Students window is displayed. 

2. Click the Medical tab. 

The Medical tab of the Current Students window is displayed. 

3. Click . 

The Incidents tab of the Student Medical window is displayed. 
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4. Scroll down the Incidents grid on the left until you find the incident you want to maintain. 

Note: Incidents are listed in chronological order. 

 

5. Select the incident. 

The incident is displayed on the Summary tab. 

 

6. Make the necessary changes. See Medical Maintenance - Incidents tab (on page 16). 

7. Click . 

The changes are saved. 
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Maintaining Medical Details 
You can use the Medical Maintenance program to maintain information about a student or staff 
member's medical details and medical incidents. 

The Medical Maintenance program can be used to view and edit medical information for multiple 
students or staff members. 

If you are responsible for maintaining records for a medical centre or sick bay, use the Medical 
Maintenance program with Sign In and Sign Out functionality. See Medical Maintenance for the 
medical centre (on page 109). 

Navigating between student or staff member records 

To navigate between students or staff member records you either: 

 select the student or staff member using the Student Selector or Staff Selector, respectively 

 

 click on the navigation buttons on the Student Maintenance or Staff Maintenance window, 
respectively. 
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What you can do: 

What you can do… See… 

View a summary of the student's medical details. Medical Maintenance - Summary tab (on 
page 14) 

List and maintain medical incidents of students or staff 
at your organisation. 

Medical Maintenance - Incidents tab (on 
page 16). 

Maintain membership details for: 

 medical insurance 

 ambulance cover 

 Medicare 

 healthcare cards. 

Medical Maintenance - Healthcare tab (on 
page 40) 

Maintain immunisation details. Medical Maintenance - Immunisation tab (on 
page 42) 

Maintain: 

 medical condition details 

 test results 

 equipment required to manage the condition 

 medication used to treat the condition 

 symptoms 

 asthma details 

 medical risks. 

Medical Maintenance - Medical Condition 
tab (on page 46) 

Maintain: 

 medication details 

 medical condition details. 

Medical Maintenance - Medication tab (on 
page 76) 

Maintain details including: 

 allergy type 

 allergy severity 

 allergy treatment. 

Medical Maintenance - Allergy tab (on page 
83) 

Maintain records of medical consent provided by 
parents and guardians. 

Medical Maintenance - Consent tab (on 
page 85) 

Maintain: 

 public medical alerts, for example a medical 
disability 

 contact details for the person's dentist 

 medical details and incidents. 

Medical Maintenance - Medical tab (on page 
87) 
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What you can do… See… 

Maintain contact details for: 

 the student's preferred doctor for medical 
attention 

 an optional alternative doctor or a specialist for 
a medical condition 

 the student's preferred dentist. 

Medical Maintenance - Doctor tab (on page 
89) 

Maintain contact details for primary and additional 
contacts, particularly guardians and parents. 

Medical Maintenance - Contacts tab (on 
page 91) 

Maintain details of up to three people who can be 
contacted in the event of an emergency. 

Medical Maintenance - Emergency tab (on 
page 96) 

View and maintain documents associated with the 
community member. 

Medical Maintenance - DocMan tab (on 
page 99) 

Maintain any custom user forms created for Medical 
Maintenance. 

Medical Maintenance - User Forms tab (on 
page 103) 

Display the student's timetable and special events for 
the specified date. This tab can be used to locate a 
student at any time during the day. 

Medical Maintenance - Timetable tab (on 
page 104) 

View changes made to the student's medical record. Medical Maintenance - Maint tab (on page 
108) 
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Medical Maintenance - Summary tab 
Use the Summary tab to view medical details about a person at a glance. This window is populated 
by information entered into other tabs of the Student Medical or Staff Medical window. 

Note: Click on the headings of the medical conditions listed in this tab to launch the relevant tab in 
the Student Medical or Staff Medical window. 

 

Tip: You can define the colours used to highlight each medical condition severity level. See the 
luMedicalConditionSeverity lookup table in the System maintenance manual. 

Opening the Medical Maintenance - Summary tab 

To open the Summary tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Summary tab key fields 

Grid area fields 

Field Description 

Medical Condition Description of the medical condition including: 

 severity level 

 confidentiality status. 

Details Details about the medical condition. 

Note: This information is entered using the Condition Details field. See 
the Medical Maintenance - Medical Condition tab - Condition sub-tab (on 
page 48). 

Emergency 
Treatment 

Details about emergency treatment for the medical condition. 

Note: This information is entered using the Emergency Treatment 
Details field. See the Medical Maintenance - Medical Condition tab - 
Condition sub-tab (on page 48). 

Other Treatment 
Details 

Other details about the medical condition. 

Note: This information is entered using the Other Treatment Details 
field. See the Medical Maintenance - Medical Condition tab - Condition 
sub-tab (on page 48). 
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Medical Maintenance - Incidents tab 

Important note: The contents of this manual do not constitute medical advice, and should be 
applied and used as directed by your organisation's medical personnel. 

Use the Incidents tab to list and maintain medical incidents at your organisation for the following 
community members: 

 current, future and past students 

 staff. 

The Incidents tab consists of: 

 a grid area on the left which lists existing incidents 

 six sub-tabs to record details about each incident. 

Medical details are restricted to those with confidential record privileges. These details complement 
the information held on the Medical tab. Any new medical incidents or changes to the incident's 
details are automatically recorded in corresponding history tables. 

In the following example, the student's injury on the 03/03/2014 is selected. The corresponding details 
for this incident can be seen to the right - in this case the Summary sub-tab. 

 

Note: Sick bay staff members usually maintain incidents. 

How to: 

 Record a medical incident. See Recording medical incidents (on page 6). 

 Look up an existing medical incident. See Looking up a prior medical incident (on page 7). 

 Modify an existing medical incident. See Modifying medical incidents (on page 9). 
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What you can do: 

What you can do… See… 

For each medical incident: 

 maintain a summary of the incident 

 schedule actions to follow up after the 
incident. 

Medical Maintenance - Incidents tab - 
Summary sub-tab (on page 18). 

For any injuries, maintain: 

 details of the injury sustained 

 actions taken 

 witnesses to the incident. 

Medical Maintenance - Incidents tab - Injury 
Details sub-tab (on page 23). 

For each medical incident, maintain details of: 

 correspondence sent home with the student 

 notifications by phone to parents or guardians 

 notifications by mail to parents or guardians. 

Medical Maintenance - Incidents tab - 
Parent / Guardian Notifications sub-tab (on 
page 26). 

For each medical incident, maintain details of 
notifications to: 

 other staff members at your organisation 

 workers compensation, in the event that a 
staff member is injured while at work. 

Medical Maintenance - Incidents tab - 
School Notifications sub-tab (on page 30). 

Open custom user forms created by your organisation 
for medical incidents. 

Medical Maintenance - Incidents tab - 
UserForm sub-tab (on page 34). 

Add documents, spreadsheets and pictures to a 
student's medical file. 

Medical Maintenance - Incidents tab - 
DocMan sub-tab (on page 36). 
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Medical Maintenance - Incidents tab - Summary sub-tab 

Use the Summary sub-tab of the Incidents tab to: 

 maintain a summary of the incident 

 schedule actions to follow up after the incident. 

The Incidents tab consists of: 

 a grid area on the left which lists existing incidents 

 six sub-tabs to record details about each incident. 

In the following example, the student's injury on the 03/03/2014 is selected. The corresponding details 
for this incident can be seen to the right - in this case the Summary sub-tab. 

 



 Medical details 

Version 66R2 Page 11-19 

 

Opening the Summary sub-tab 

To open the Summary sub-tab of the Incidents tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary sub-tab of the Incidents tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Incidents tab - Summary sub-tab key fields and buttons 

Fields 

Field Description 

Date The date the incident occurred. 

The date defaults to today's date if you click  when first adding 
the incident. You can enter or modify this date manually. 

Type The type of incident. 

Maintain the type of incident. See the luMedicalIncidentType lookup table in 
the System maintenance manual. 

This is useful for reporting on types of incidents, for example how many 
sporting injuries occur in a given period. 

Venue The venue at which the incident occurred. Select from the drop-down list. 

Maintain the venue of the incident in the luMedicalVenue lookup table. 

See Maintaining lookup tables in the System maintenance manual. 

Time In The time the person arrived at the sick bay. 

The time defaults to the current time if you click  when first 
adding the incident. You can enter or modify this time manually. 

 

If the patient is a student the time they checked into the sick bay will appear 
next to their name in the Attendance Maintenance window for the class 
they should have been attending at the time of the incident. 

This time will also appear on the student's timetable in Current Student 
Maintenance depending on the ShowInSynergeticTimetableFlag in the 
luMedicalIncidentType lookup table. 

See Maintaining lookup tables in the System maintenance manual. 

Time Out The time the person left the sick bay. Either: 

 Click . The current time is filled in automatically. 

 Type the time in. Specify the time in 24-hour format. 

If the patient is a student the time they checked out of the sick bay will 
appear next to their name in the Attendance Maintenance window for the 
class they should have been attending at the time of the incident. 

This time will also appear on the student's timetable in Current Student 
Maintenance depending on the ShowInSynergeticTimetableFlag in the 
luMedicalIncidentType lookup table. 

See Maintaining lookup tables in the System maintenance manual. 

Presentation Initial diagnosis made at your organisation of the: 

 injuries sustained 

 condition presented at the sick bay. 

Despatch Details of where the person was sent from your organisation for further 
treatment and any medications used. 

Comment Additional details of the incident. 
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Field Description 

Follow Up Select to follow up on the date specified. 

Specify follow up comments, if required. 

Note: The Crystal Report, MEDINCF, can be used to identify medical 
incidents requiring follow up. 

Restricted Activities Select to define restricted activities for the student. 

Restricted Activities fields 

Field Description 

Expected End Date Date the restricted activity record is expected to end. 

Restricted Days Number of days the student's ability to perform activities will be restricted. 

Restriction End Date Date the restricted activity period ends. 

Review By Community member or staff member reviewing the restricted activity record. 

Note: Only community members with the STFMED constituency are 
displayed in this field. 

Restriction 
Comments 

Description of the restriction. 

Buttons 

Button Description 

 
Click to fill in the Time Out field with the current time, in 24-hour format. 

 

 
Launch the Medical Incident Note Crystal Report. 
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Grid area fields 

All fields in the grid area are entered on the Summary sub-tab. 

Field Description 

Date Date of the incident. 

Type Type of incident. 

F/up Selected if a follow up is required on the Follow Up Date specified. 

Diagnosis Initial diagnosis made at your organisation. 

Despatch Details of where the person was sent from your organisation for further 
treatment and any medications used. 

Follow Up Follow up comments. 

Follow Up Date Date the follow up is scheduled for. 

Modified Date Date the incident was last modified. 

Modified By Synergetic user that last modified the incident. 

Tip: When modifying an existing incident, first select the incident in the Incidents grid area. 

 

Grid area buttons 

Button Description 

 
Add a new row in the Incidents grid area and then edit the incident details 
on each of the sub-tabs. 

 
Delete the incident highlighted in the Incidents grid area. 
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Medical Maintenance - Incidents tab - Injury Details sub-tab 

Use the Injury Details sub-tab of the Incidents tab to list and maintain: 

 details of any injury sustained 

 actions taken 

 witnesses to the incident. 

Note: Sick bay staff members usually maintain incidents. 

Opening the Injury Details sub-tab 

To open the Injury Details sub-tab of the Incidents tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary sub-tab of the Incidents tab of the Medical Maintenance window is displayed. 

3. Click the Injury Details sub-tab. 

The Injury Details sub-tab of the Incidents tab of Medical Maintenance is displayed. 
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Medical Maintenance - Incidents tab - Injury Details sub-tab key fields and 
buttons 

Fields 

Field Description 

Treated by Person who initially treated the injured person. 

Injury Nature of the injury. 

Scale of injury Severity of the injury. 

Note: Selecting an injury scale displays a dialog window describing the 
details of the injury.  

 

Maintain the available severities in the luInjuryScale lookup table. See 
luInjuryScale lookup table in the System maintenance manual. 

How was the injury 
sustained 

Details of the incident. 

Action taken Classify what action was taken. 

Maintain the available actions in the luInjuryActionTaken lookup table. See 
Maintaining lookup tables in the System maintenance manual. 

Referral Person or group that the injured person has been referred to, for further 
assessment and treatment. 

Maintain the available referrals in the luInjuryReferral lookup table. See 
Maintaining lookup tables in the System maintenance manual. 

Medication 
Prescribed 

Medication prescribed during the treatment. 

Medication 
Description 

Additional information about the medication prescribed. 

Follow up action Action to be performed after the current treatment has finished. 

Accident witnessed 
by 

List of the people who witnessed the incident. 
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Grid area fields 

All fields in the grid area are entered on the Summary sub-tab. 

Field Description 

Date Date of the incident. 

Type Type of incident. 

F/up Selected if a follow up is required on the Follow Up Date specified. 

Diagnosis Initial diagnosis made at your organisation. 

Despatch Details of where the person was sent from your organisation for further 
treatment and any medications used. 

Follow Up Follow up comments. 

Follow Up Date Date the follow up is scheduled for. 

Modified Date Date the incident was last modified. 

Modified By Synergetic user that last modified the incident. 

Tip: When modifying an existing incident, first select the incident in the Incidents grid area. 

 

Grid area buttons 

Button Description 

 
Add a new row in the Incidents grid area and then edit the incident details 
on each of the sub-tabs. 

 
Delete the incident highlighted in the Incidents grid area. 
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Medical Maintenance - Incidents tab - Parent / Guardian Notifications sub-tab 

Use the Parent / Guardian Notifications sub-tab of the Incidents tab to list and maintain details of: 

 correspondence sent home with the student 

 notifications by phone to parents or guardians 

 notifications by mail to parents or guardians. 

Note: Sick bay staff members usually maintain incidents. 
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Opening the Parent / Guardian Notifications sub-tab 

To open the Parent / Guardian Notifications sub-tab of the Incidents tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary sub-tab of the Incidents tab of the Medical Maintenance window is displayed. 

3. Click the Parent / Guardian Notifications sub-tab. 

The Parent / Guardian Notifications sub-tab of the Incidents tab of Medical Maintenance is 
displayed. 
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Medical Maintenance - Incidents tab - Parent / Guardian Notifications sub-tab 
key fields and buttons 

Fields 

Field Description 

Copy sent with 
student 

Select if a copy of the correspondence about the medical incident is sent 
home with the student. 

Phoned Parent(s) Select if one of the parents has been phoned with details of the student's 
medical incident. 

Summarise the phone conversation. 

Mailed Parent(s) Select if the parents have been mailed with details of the medical incident. 

Summarise the correspondence. 

Phoned Guardian(s) Select if the guardian has been phoned with details of the student's medical 
incident. 

Summarise the phone conversation. 

Mailed Guardian(s) Select if the guardian has been mailed with details of the medical incident. 

Summarise the correspondence. 
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Grid area fields 

All fields in the grid area are entered on the Summary sub-tab. 

Field Description 

Date Date of the incident. 

Type Type of incident. 

F/up Selected if a follow up is required on the Follow Up Date specified. 

Diagnosis Initial diagnosis made at your organisation. 

Despatch Details of where the person was sent from your organisation for further 
treatment and any medications used. 

Follow Up Follow up comments. 

Follow Up Date Date the follow up is scheduled for. 

Modified Date Date the incident was last modified. 

Modified By Synergetic user that last modified the incident. 

Tip: When modifying an existing incident, first select the incident in the Incidents grid area. 

 

Grid area buttons 

Button Description 

 
Add a new row in the Incidents grid area and then edit the incident details 
on each of the sub-tabs. 

 
Delete the incident highlighted in the Incidents grid area. 
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Medical Maintenance - Incidents tab - School Notifications sub-tab 

Use the School Notifications sub-tab of the Incidents tab to list and maintain details of notifications 
to: 

 other staff members at your organisation 

 workers compensation, in the event that a staff member is injured while at work. 

Note: Sick bay staff members usually maintain school notifications of incidents, based on the 
policy at your organisation. 
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Opening the School Notifications sub-tab 

To open the School Notifications sub-tab of the Incidents tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary sub-tab of the Incidents tab of the Medical Maintenance window is displayed. 

3. Click the School Notifications sub-tab. 

The School Notifications sub-tab of the Incidents tab of Medical Maintenance is displayed. 
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Medical Maintenance - Incidents tab - School Notifications sub-tab key fields 
and buttons 

Fields 

Field Description 

Phoned Head of 
House 

Select if the Head of House has been phoned with details of the medical 
incident. 

Summarise the phone conversation. 

Emailed Head of 
House 

Select if the Head of House has been emailed with details of the medical 
incident. 

Specify the details of the correspondence. 

Tip: You can copy text from the email and paste it into this field. 

Mailed Head of 
House 

Select if the Head of House has been mailed with details of the medical 
incident. 

Specify the details of the correspondence. 

Director of Students Select if the Director of Students has been advised of the medical incident. 

Specify the details of the advice. 

Head of School Select if the Head of School has been advised of the medical incident. 

Specify the details of the advice. 

Headmaster Select if the Headmaster has been advised of the medical incident. 

Specify the details of the advice. 

Workcover Claim 
Submitted 

Select if a workers compensation claim has been submitted for a staff 
member. 

Specify the details of the workers compensation claim. 
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Grid area fields 

All fields in the grid area are entered on the Summary sub-tab. 

Field Description 

Date Date of the incident. 

Type Type of incident. 

F/up Selected if a follow up is required on the Follow Up Date specified. 

Diagnosis Initial diagnosis made at your organisation. 

Despatch Details of where the person was sent from your organisation for further 
treatment and any medications used. 

Follow Up Follow up comments. 

Follow Up Date Date the follow up is scheduled for. 

Modified Date Date the incident was last modified. 

Modified By Synergetic user that last modified the incident. 

Tip: When modifying an existing incident, first select the incident in the Incidents grid area. 

 

Grid area buttons 

Button Description 

 
Add a new row in the Incidents grid area and then edit the incident details 
on each of the sub-tabs. 

 
Delete the incident highlighted in the Incidents grid area. 
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Medical Maintenance - Incidents tab – User Forms sub-tab 

Use the User Forms sub-tab to access any custom user forms created for medical incident 
maintenance. 

Opening the User Forms sub-tab 

To open the User Forms sub-tab of the Incidents tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary sub-tab of the Incidents tab of the Medical Maintenance window is displayed. 
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3. Click the User Forms sub-tab. 

The User Forms sub-tab is displayed. 

 

Medical Maintenance - Incidents tab - User Forms sub-tab key fields and 
buttons 

Grid area fields 

Field Description 

Description Description of the user form. 

Code User form code. 

# Number of records displayed. 

Buttons 

Button Description 

 
Launch the highlighted user-defined form. 
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Medical Maintenance - Incidents tab - DocMan sub-tab 

Use the DocMan tab to add documents, spreadsheets and pictures to a student's file.  

The file is converted and stored in the database. The original file can then be deleted. 

Also see Using document management (DocMan) in the Introduction manual. 

Opening the DocMan tab 

To open the DocMan sub-tab of the Incidents tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary sub-tab of the Incidents tab of the Medical Maintenance window is displayed. 

3. Click the DocMan sub-tab. 

The DocMan sub-tab of the Incidents tab of Medical Maintenance is displayed. 
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Medical Maintenance - Incidents- DocMan tab key fields and buttons 

Fields 

Field Description 

Classification Classification of the documents to be displayed. Access to documents can 
be restricted based on user security levels. 

Select the classification from the drop-down list to filter the documents 
displayed. 

Document Type Type of document. For example: 

 Microsoft Word Document 

 JPG Photo 

 Adobe Acrobat File 

 Microsoft Excel Spreadsheet. 
 

Note: The document types set up are those that are used at your 
organisation as defined in the luDocumentType lookup table. See the 
luDocumentType lookup table in the System maintenance manual. 

Select the type of document from the drop-down list to filter the documents 
displayed. 

Description Filter the documents to those which have the typed words in the description. 

Source Reference Filter the documents to those which have the typed words in the source 
reference. 
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Grid area fields 

Field Description 

Created Date Date and time the document, spreadsheet or picture was imported into 
Synergetic. 

Classification Classification of the document.  

Classifications are maintained in the luDocumentClassification lookup 
table. See Maintaining lookup tables in the System maintenance manual. 

Description Short description of the document. 

Source Code Source of the document. Typical examples include: 

 Archive 

 Magazine 

 Newspaper 

 School Photo 

 Website. 

Document sources are maintained in the luDocumentSourceCode lookup 
table. See Maintaining lookup tables in the System maintenance manual. 

Source Date Date the document was published or received. 

Source Reference Cross-reference to the source. For example the name, issue date and page 
of a newspaper where the student's photograph appeared. 

Source Path Location of the document in the file system or URL. 

This field shows the document's original location if the file has been 
embedded in the Synergetic database.  

Type Type of document. Typical examples include: 

 DOC, DOCX (Microsoft Word document) 

 JPG (photo using the Joint Photographic Experts Group format) 

 PDF (Adobe Acrobat file) 

 XLS, XLSX (Microsoft Excel spreadsheet). 

Document types are maintained in the luDocumentType lookup table. See 
Maintaining lookup tables in the System maintenance manual. 

Seq Unique number identifying the document. 
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Buttons 

Button Description 

 
Open the highlighted document in the appropriate application to view the 
document.  

For example, a community member's record includes a Microsoft Word document 

in the DocMan tab. Click  to open the document in Microsoft 
Word. 

 
Import a document, spreadsheet, picture or link an external web page. See: 

 Linking documents using a tag list in the Introduction manual 

 Importing one or more documents in the Introduction manual. 

 

 
Export a document, spreadsheet or picture. 

To copy a document, spreadsheet or picture from the Synergetic database and 
save it in a Windows folder: 

1. Click . 

2. Browse for the folder. 

Click . 

 
Open the highlighted document on the DocMan tab and update the information 
about the document. 

Note: You cannot update fields if the document is a photo loaded using 
Photo Maintenance. 

 
Delete the highlighted document from the DocMan tab. 

Note: Deleting an embedded record deletes the original document, 
spreadsheet or picture from the Synergetic database. Deleting a linked 
document removes the link from the Synergetic database but does not affect 
the original document. 
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Medical Maintenance - Healthcare tab 
Use the Healthcare tab to maintain membership details for: 

 medical insurance 

 ambulance cover 

 Medicare 

 healthcare cards. 

Opening the Healthcare tab 

To open the Healthcare tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Healthcare tab. 

The Healthcare tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Healthcare tab key fields 

Health area fields 

Field Description 

Blood Group Person's blood group. 

Disability Level Disability level of the student. See the luDisabilityLevel lookup table in the 
System maintenance manual. 

Insurance area fields 

Field Description 

Private Insurance Select if the person is a member of a private insurance fund.  

Fund / No The private insurance fund and their membership number. 

See the luMedicalPrivateInsuranceFund lookup table in the System 
maintenance manual. 

Extra Cover Select if the person has arranged extra cover from their medical insurer. 

 

Private Insurance 
Table / Expires 

The insurance extras table used and when the cover expires, if the Extra 
Cover field is selected. 

Ambulance Member / 
No 

Select if the person is a subscriber of the ambulance service and specify 
their membership number. 

Medicare No / Line / 
Expires 

The Medicare card number, the line that the community member is on the 
card and when the card expires. This only applies in Australia. 

Health Care area fields 

Field Description 

Health Care Card Whether the student has a healthcare card. 

Health Care Card No 
/ Expires 

The healthcare card number and when the card expires. 

Last Modified area fields 

Field Description 

Date Date that healthcare details were last modified. 

By Community member that last modified healthcare details. 
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Medical Maintenance - Immunisation tab 
Use the Immunisation tab to maintain details of immunisations against common contagious diseases. 

Immunisations can be either: 

 single immunisations vaccinating against a single disease 

 parent immunisations with several child immunisations. 

Note: Single and parent immunisations are displayed in bold and child immunisations are 
displayed in italics. 

Opening the Immunisation tab 

To open the Immunisation tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Immunisation tab. 

The Immunisation tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Immunisation tab key fields and buttons 

Fields 

Field Description 

Immunisation Form 
Received 

Select if your organisation's immunisation form has been returned for the 
community member. 

Date received Date the immunisation form was received. 

Form Status Specify the status of the immunisation form. For example, indicate whether 
the form has been received, checked or processed. 

The form status is maintained in the luImmunisationFormStatus lookup 
table. See Maintaining lookup tables in the System maintenance manual. 

Immunisation Details Type any other details about the person's immunisation. 

 

Active Only Select to only display active records in the grid area. 

Note: Select other immunisations and specify the immunisation dates where appropriate. 

Grid area fields 

Field Description 

Active Whether the selected immunisation is currently active. 

Immunisation Type of immunisation. See the luMedicalImmunisationType lookup table in 
the System maintenance manual. 

You can create either: 

 single immunisation 

 parent immunisation with several child immunisations. See the 
luMedicalImmunisationCombination lookup table in the System 
maintenance manual. 

 

Tip: You can define default immunisations by selecting the Default field 
on the luMedicalImmunisationType lookup table. See the 
luMedicalImmunisationType lookup table in the System maintenance 
manual. 

Note: When entering a parent immunisation the child immunisations are 
added automatically underneath the parent immunisation. 

 

Note: Synergetic will not allow you to delete child immunisations. You 
must delete the parent immunisation. 

Administered Date Date the immunisation was administered. 

Administered By Community member that administered the immunisation. 

Vaccine Brand Company providing the vaccination. See the luMedicalVaccineBrand lookup 
table in the System maintenance manual. 

Batch No Batch number of the immunisation. 

Immunity End Date Date the immunisation protection expires. 
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Field Description 

Modified By Community member that last modified the selected record. 

Modified Date Date the selected record was last modified. 

Buttons 

Button Description 

 
Add a new immunisation record. 

 
Delete the selected immunisation record. 

Note: To delete a child immunisation you must delete the parent 
immunisation. When you attempt to delete a child immunisation the 
following window is displayed: 

 

 
Launch the Select Immunisations Received window to add immunisations 
in bulk. See Adding immunisations in bulk (on page 45). 

 

Note: Default immunisations are automatically selected. See the 
luMedicalImmunisationType lookup table  in the System maintenance 
manual. 
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Adding immunisations in bulk 

To add immunisations in bulk: 

1. Click . 

The Select Immunisations Received window is displayed. 

  

Note: Default immunisations are automatically selected. See the luMedicalImmunisationType 
lookup table  in the System maintenance manual. 

2. Select the Selected field next to each immunisation administered. 

Tip: You can quickly add immunisations by selecting the Select/Deselect All field then 
deselecting the immunisations you do not need to add. Also, you can use this field to deselect all 
existing selections. 

3. Click . 
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Medical Maintenance - Medical Condition tab 
Use the Medical Condition tab to maintain details including: 

 medical condition details 

 test results 

 equipment required to manage the condition 

 medication used to treat the condition 

 symptoms 

 asthma details 

 medical risks 

 allergy details. 

What you can do: 

What you can do… See… 

For each condition, maintain details of: 

 condition type 

 confidentiality 

 severity 

 notification information 

 start and end dates 

 emergency treatment details 

 other treatment details. 

Medical Maintenance - Medical Condition 
tab - Condition sub-tab (on page 48) 

For each test, maintain details of: 

 test type 

 test date 

 community or staff member that conducted 
the test 

 results. 

Medical Maintenance - Medical Condition 
tab - Tests sub-tab (on page 51) 

For each student, maintain details of medical 
equipment types. 

Medical Maintenance - Medical Condition 
tab - Equipment sub-tab (on page 54) 

For each medication, maintain details of: 

 medication type 

 administration method 

 medication details 

 dosage details. 

Medical Maintenance - Medical Condition 
tab - Medications sub-tab (on page 56) 

For each symptom, maintain details of: 

 symptom type 

 symptom details. 

Medical Maintenance - Medical Condition 
tab - Symptoms sub-tab (on page 61) 
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What you can do… See… 

For each asthma episode, maintain details of: 

 asthma severity 

 last hospitalisation date 

 asthma triggers 

 flow rates 

 emergency treatment instructions. 

Medical Maintenance - Medical Condition 
tab - Asthma Details sub-tab (on page 63) 

For each risk, maintain: 

 description 

 details 

 required action to minimise risk 

 staff responsible for managing the risk. 

Medical Maintenance - Medical Condition 
tab - Risks sub-tab (on page 66) 

For each allergy, maintain: 

 allergy type 

 severity of the allergy 

 treatment of the allergy. 

Medical Maintenance - Medical Condition 
tab - Allergy sub-tab (on page 72) 
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Medical Maintenance - Medical Condition tab - Condition sub-tab 

Use the Condition sub-tab to record: 

 types of medical conditions 

 severity of the medical conditions 

 whether medical conditions are confidential 

 notification information 

 start and end dates 

 emergency and other treatment details.  

Opening the Condition sub-tab 

To open the Condition sub-tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Medical Condition tab - Condition sub-tab key fields and 
buttons 

Fields 

Field Description 

Active Whether the medical condition is active. 

Confidential Whether the medical condition is confidential. 

Condition Type of medical condition. See the luMedicalConditionType lookup table in 
the System maintenance manual. 

Severity Severity of the medical condition. See the luMedicalConditionSeverity lookup 
table in the System maintenance manual. 

Notified By Community member that reported the medical condition. 

Notified Start Date Date the medical condition started. 

Condition End Date Date the medical condition ended. 

Visibility Determine where the medical condition is displayed. Select either: 

 Medical Maintenance only 

 Medical Maintenance+Community Portal 

 Medical Maintenance+School Staff 

 Medical Maintenance+Community Portal+School Staff. 
 

Note: When set to display for school staff the medical condition will be 
displayed in maintenance modules used by staff members such as 
Student Maintenance and Co-Curricular Maintenance. 

 

Condition Details Details of the medical condition. 

Emergency 
Treatment Details 

Emergency treatment details for the medical condition. 

Other Treatment 
Details 

Other treatment details for the medical condition. 
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Buttons 

Button Description 

 
Launch the Staff Search window to record the staff member that notified 
medical staff of the medical condition. 

 

Filters area fields 

Field Description 

Active only Select to only display medical conditions that are currently active. 

Common buttons 

Button Description 

 
Add a new medical record. 

 
Delete the selected medical record. 
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Medical Maintenance - Medical Condition tab - Tests sub-tab 

Use the Tests sub-tab to record test details for the currently selected medical condition including: 

 types of tests performed 

 test results 

 doctors or community members that conducted the tests. 



Medical details 

Page 11-52 Version 66R2 

 

Opening the Tests sub-tab 

To open the Tests sub-tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 

4. Click the Tests sub-tab. 

The Tests sub-tab of the Medical Condition tab of the Medical Maintenance window is 
displayed. 
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Medical Maintenance - Medical Condition tab - Tests sub-tab key fields and 
buttons 

Fields 

Field Description 

Test Type Type of medical test. See the luMedicalTestType lookup table in the System 
maintenance manual. 

Test Flag Whether the test is active. 

Test Date Date the medical test was conducted. 

Results Results of the medical test. 

Test Conducted By Person that conducted the medical test. 

Modified By Community member that last modified the record. 

Modified Date Date the record was last modified. 

Condition Seq Unique identifying number for the medical condition. 

Test Seq Unique identifying number for the medical test. 

Buttons 

Button Description 

 
Add a new medical test record to the grid area. 

 
Delete a medical test record from the grid area. 

Filters area fields 

Field Description 

Active only Select to only display medical conditions that are currently active. 

Common buttons 

Button Description 

 
Add a new medical record. 

 
Delete the selected medical record. 
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Medical Maintenance - Medical Condition tab - Equipment sub-tab 

Use the Equipment sub-tab to record the types of equipment used to manage the currently selected 
medical condition. 

Opening the Equipment sub-tab 

To open the Equipment sub-tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 

4. Click the Equipment sub-tab. 

The Equipment sub-tab of the Medical Condition tab of the Medical Maintenance window is 
displayed. 
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Medical Maintenance - Medical Condition tab - Equipment sub-tab key fields 
and buttons 

Fields 

Field Description 

Equipment Type Type of equipment used to manage the medical condition. For example, a 
hearing aid. See the luMedicalEquipment lookup table in the System 
maintenance manual. 

Modified By Community member that last modified the record. 

Modified Date Date the record was last modified. 

Cond. Seq Unique identifying number for the medical condition. 

Equip. Seq Unique identifying number for the medical equipment. 

Filters area fields 

Field Description 

Active only Select to only display medical conditions that are currently active. 

Common buttons 

Button Description 

 
Add a new medical record. 

 
Delete the selected medical record. 

 
 



Medical details 

Page 11-56 Version 66R2 

Medical Maintenance - Medical Condition tab - Medications sub-tab 

Use the Medications sub-tab to record medications used to treat a specific medical condition. 

Opening the Medications sub-tab 

To open the Medications sub-tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 

4. Click the Medications sub-tab. 

The Medications sub-tab of the Medical Conditions tab of the Medical Maintenance window is 
displayed. 
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Medical Maintenance - Medical Condition tab - Medications sub-tab key fields 
and buttons 

Fields 

Field Description 

Active Whether the medication record is currently active. 

Medication Name of the medication. See the luMedication lookup table in the System 
maintenance manual. 

Medication Type Type of medication. See the luMedicationType lookup table in the System 
maintenance manual. 

Medication Details Details of the medication. 

Dosage Details Dosage details of the medication. 

Administration Type Type of administration method for the medication. For example, injection. 
See the luMedicationAdministration lookup table in the System maintenance 
manual. 

Expiry Date Expiry date of the medication. 

Modified By Community member that last modified the record. 

Modified Date Date the record was last modified. 

Med. Seq Unique identifying number for the medication. 

Filters area fields 

Field Description 

Active Only Select to only display active medication records. 
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Buttons 

Button Description 

 
Add a new medication record. 

You can: 

 Add an existing medication record. See Adding existing medications 
(on page 59). 

 Add a new medication record. See Adding new medications (on 
page 60). 

 
Delete the selected medication record. 

Filters area fields 

Field Description 

Active only Select to only display medical conditions that are currently active. 

Common buttons 

Button Description 

 
Add a new medical record. 

 
Delete the selected medical record. 
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Adding existing medications 

To add an existing medication: 

1. Click . 

The Confirm window is displayed. 

 

2. Click . 

The Existing Medications window is displayed. 

 

3. Select the Select checkbox next to the medications to be added. 

4. Click . 
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Adding new medications 

To add a new medication: 

1. Click . 

The Confirm window is displayed. 

 

2. Click  

The Medication field in the Details area is selected. 

3. Select an option for each of the following fields: 

 Medication. See the luMedication lookup table in the System maintenance manual. 

 Medication Type. See the luMedicationType lookup table in the System maintenance manual. 

 Administration Type. 

 Expiry Date. 

4. Type any details about the medication in the Medication Details field. 

5. Type any details about the medication dosage in the Dosage Details field. 

6. Click . 
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Medical Maintenance - Medical Condition tab - Symptoms sub-tab 

Use the Symptoms sub-tab to record symptoms associated with the currently selected medical 
condition. 

Opening the Symptoms sub-tab 

To open the Symptoms sub-tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 

4. Click the Symptoms sub-tab. 

The Symptoms sub-tab of the Medical Condition tab of the Medical Maintenance window is 
displayed. 
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Medical Maintenance - Medical Condition tab - Symptoms sub-tab key fields 
and buttons 

Fields 

Field Description 

Symptom Type of symptom. See the luMedicalSymptomType lookup table in the 
System maintenance manual. 

Details Details of the symptom. 

Modified By Community member that last modified the record. 

Modified Date Date the record was last modified. 

Cond. Seq Unique identifying number for the medical condition. 

Symp. Seq Unique identifying number for the symptom. 

Buttons 

Button Description 

 
Add a new symptom record to the grid area. 

 
Delete a symptom record from the grid area. 

Filters area fields 

Field Description 

Active only Select to only display medical conditions that are currently active. 

Common buttons 

Button Description 

 
Add a new medical record. 

 
Delete the selected medical record. 
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Medical Maintenance - Medical Condition tab - Asthma Details sub-tab 

Use the Asthma Details sub-tab to record information about a student's asthma condition. 

Note: To view the Asthma Details sub-tab a medical condition with the SynergyMeaning of 
ASTHMA must be must be selected in the grid area. See the luMedicalConditionType lookup table 
in the System maintenance manual. 
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Opening the Asthma Details sub-tab 

To open the Asthma Details sub-tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 

4. Select the asthma record in the grid area. 

5. Click the Asthma Details sub-tab. 

The Asthma Details sub-tab of the Medical Condition tab of the Medical Maintenance window 
is displayed. 
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Medical Maintenance - Medical Condition tab - Asthma Details sub-tab key 
fields and buttons 

Fields 

Field Description 

Asthma Category Category of the asthma condition. See the luAsthmaCategory lookup table in 
the System maintenance manual. 

Last Hospitalisation 
Date 

Date the student was last hospitalised due to their asthma condition. 

Asthma Triggers Description of the triggers that cause the student to have asthma attacks. 

Normal Peak Flow Normal level of peak expiratory flow. 

Low Peak Flow Low level of peak expiratory flow. 

Doctor Peak Flow Level of peak expiratory flow recorded by the doctor. 

Treat as per regions 
school policy for 
Emergency 
Treatment 

Select to indicate the student will be treated in accordance with regional 
emergency treatment guidelines. 

Treat as per the 
individual 
Emergency 
Treatment 

Select to indicate the student will be treated according to individual 
emergency treatment guidelines. 

Asthma Action Description of actions to be taken to manage the asthma condition. 

Filters area fields 

Field Description 

Active only Select to only display medical conditions that are currently active. 

Common buttons 

Button Description 

 
Add a new medical record. 

 
Delete the selected medical record. 
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Medical Maintenance - Medical Condition tab - Risks sub-tab 

Use the Risks sub-tab to maintain details of risks associated with student medical conditions. 

Opening the Risks sub-tab 

To open the Risks sub-tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 

4. Click the Risks sub-tab. 

The Risks sub-tab of the Medical Conditions tab of the Medical Maintenance window is 
displayed. 
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Medical Maintenance - Medical Condition tab - Risks sub-tab key fields and buttons 

Grid area fields 

Field Description 

Risk Description Description of the risk. 

Risk Details Details of the risk. 

Required Action Required action to minimise risk. 

Staff Responsible Staff members responsible for managing the selected risk. 

ModifiedBy Community member that last modified the record. 

ModifiedDate Date the record was last modified. 

Cond.Seq Unique identifying number for the condition. 

Risk.Seq Unique identifying number for the risk. 

Fields 

Field Description 

Risk Description Description of the risk. 

Risk Details Details of the risk. 

Required Action Required action to minimise risk. 

Staff Responsible Staff members responsible for managing the selected risk. 
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Buttons 

Button Description 

 
Add a risk record. 

You can: 

 Add a risk record from a template. See Adding risk records from 
templates (on page 69). 

 

Note: You can add new medical risk template records using the 
luMedicalRisk lookup table. See the luMedicalRisk lookup table in the 
System maintenance manual. 

 Add a new risk record. See Adding new risk records (on page 71). 

 
Delete a risk record from the grid area. 

Filters area fields 

Field Description 

Active only Select to only display medical conditions that are currently active. 

Common buttons 

Button Description 

 
Add a new medical record. 

 
Delete the selected medical record. 
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Adding risk records from templates 

To add a risk record from a template: 

1. Click . 

The Confirm window is displayed. 

 

2. Click . 

The Default Medical Risks window is displayed. 

 

Note: You can add new medical risks to this window using the luMedicalRisk lookup table. See 
the luMedicalRisk lookup table in the System maintenance manual. 

Tip: You can use the mouse and the normal Windows Shift and Ctrl keys to select multiple 
records. Hold down the Shift key and click on the first record you want to select. While still holding 
down the Shift key, click the last record. All records in between your two selections are 
highlighted. Alternatively, you can hold down the Ctrl key while clicking on different records in the 
list to highlight or unhighlight them. 

3. Select a Medical Condition Code from the drop-down list. 
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4. Select a default medical risk in the grid area. 

 

5. Click . 
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Adding new risk records 

To add a new risk record: 

1. Click . 

The Confirm window is displayed. 

 

2. Click . 

The Risk Description field in the Details area is selected. 

3. Type a Risk Description. 

4. Type any details about the risk in the Risk Details field. 

5. Type any details about required actions in the Required Action field. 

6. Type any details about the staff members responsible for managing the risk in the Staff 
Responsible field. 

7. Click . 
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Medical Maintenance - Medical Condition tab - Allergy sub-tab 

Use the Allergy sub-tab to maintain information about allergies suffered by students including: 

 allergy type 

 severity of the allergy 

 treatment of the allergy. 

Opening the Allergy sub-tab 

To open the Allergy sub-tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 

4. Click the Allergy sub-tab. 

The Allergy sub-tab of the Medical Condition tab of the Medical Maintenance window is 
displayed. 
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Medical Maintenance - Medical Condition tab - Allergy sub-tab key fields and 
buttons 

Fields 

Field Description 

Active Whether the allergy is currently active. 

Medical Allergy Type of allergy. 

See the luMedicalAllergyType lookup table in the System maintenance 
manual. 

Severity Severity of the allergy. 

See the luMedicalConditionSeverity lookup table in the System maintenance 
manual. 

Description Description of the allergy. 

Treatment Treatment of the allergy. 

Modified By Community member that last modified the selected allergy record. 

Modified Date Date the selected allergy record was last modified. 

Allergy Seq Unique identifying number for the allergy. 

Filters area fields 

Field Description 

Active Only Select to only display active allergy records. 

Buttons 

Button Description 

 
Add a new allergy record. 

You can: 

 Add an existing allergy record. See Adding existing allergies (on 
page 74). 

 Add a new allergy record. See Adding new allergies (on page 75). 

 
Delete the selected allergy record. 
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Adding existing allergies 

To add an existing allergy: 

1. Click . 

The Confirm window is displayed. 

 

2. Click . 

The Existing Allergies window is displayed. 

 

3. Select the Select checkbox next to the allergies to be added. 

4. Click . 
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Adding new allergies 

To add a new allergy: 

1. Click . 

The Confirm window is displayed. 

 

2. Click . 

The Medical Allergy field in the Details area is selected. 

3. Select an option for each of the following fields: 

 Medical Allergy. See the luMedicalAllergyType lookup table in the System maintenance 
manual. 

 Severity. See the luMedicalConditionSeverity lookup table in the System maintenance 
manual. 

4. Type a description of the allergy in the Description field. 

5. Type treatment details in the Treatment field. 

6. Click . 
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Medical Maintenance - Medication tab 
Use the Medical Condition tab to maintain details including: 

 medication details 

 medical condition details. 

What you can do: 

What you can do… See… 

For each medication, maintain details of: 

 medication type 

 administration method 

 medication details 

 dosage details. 

Medical Maintenance - Medication tab - 
Medication sub-tab (on page 77) 

For each medical condition, maintain details of: 

 condition type 

 confidentiality 

 severity 

 notification information 

 start and end dates 

 emergency treatment details 

 other treatment details. 

Medical Maintenance - Medication tab - 
Medical Conditions sub-tab (on page 79) 
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Medical Maintenance - Medication tab - Medication sub-tab 

Use the Medication tab to maintain details of medications used at your organisation including: 

 medication types 

 associated medical conditions 

 administration types (e.g. oral) 

 medication expiry dates 

 medication details 

 dosage details. 

Opening the Medication sub-tab 

To open the Medication tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medication tab. 

The Medication sub-tab of the Medication tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Medication tab key fields and buttons 

Fields 

Field Description 

Active Whether the medication record is currently active. 

Medication Name of the medication. See the luMedication lookup table in the System 
maintenance manual. 

Medication When When the medication is administered. See the luMedicationType lookup 
table in the System maintenance manual. 

Medication Details Details of the medication. 

Dosage Details Dosage details of the medication. 

Medication 
Administration 

Type of administration method for the medication. For example, injection. 
See the luMedicationAdministration lookup table in the System maintenance 
manual. 

Expiry Date Expiry date of the medication. 

Modified By Community member that last modified the record. 

Modified Date Date the record was last modified. 

Med. Seq Unique identifying number for the medication. 

Filters area fields 

Field Description 

Active only Add a new medication record. 

Buttons 

Button Description 

 
Add a new medication record. 

 
Delete the selected medication record. 
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Medical Maintenance - Medication tab - Medical Conditions sub-tab 

Use the Medical Conditions sub-tab to record medical conditions linked to medications. You can 
record: 

 types of medical conditions 

 severity of medical conditions 

 whether the medical conditions are confidential 

 notification information 

 start and end dates 

 emergency and other treatment details. 
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Opening the Medical Conditions sub-tab 

To open the Medical Conditions sub-tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medication tab. 

The Medication sub-tab of the Medical Maintenance window is displayed. 

4. Click the Medical Conditions sub-tab. 

The Medical Conditions sub-tab of the Medication tab of the Medical Maintenance window is 
displayed. 
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Medical Maintenance - Medical Condition tab - Medical Conditions sub-tab key 
fields and buttons 

Fields 

Field Description 

Active Whether the medical condition is active. 

Confidential Whether the medical condition is confidential. 

Condition Type of medical condition. 

See the luMedicalConditionType lookup table in the System maintenance 
manual. 

Severity Severity of the medical condition. 

See the luMedicalConditionSeverity lookup table in the System maintenance 
manual. 

Notified Start Date Date the medical condition started. 

Condition End Date Date the medical condition ended. 

Condition Details Details of the medical condition. 

Emergency 
Treatment Details 

Emergency treatment details for the medical condition. 

Other Treatment 
Details 

Other treatment details for the medical condition. 

Modified By Community member that last modified the record. 

Modified Date Date the record was last modified. 

Cond. Seq Unique identifying number for the medication. 

Med. Seq Unique identifying number for the condition. 



Medical details 

Page 11-82 Version 66R2 

 

Buttons 

Button Description 

 
Launch the Staff Search window to record the staff member that notified 
medical staff of the medical condition. 

 

Filters area fields 

Field Description 

Active only Select to only display medical conditions that are currently active. 

Common buttons 

Button Description 

 
Add a new medical condition record. 
 

Note: You can add existing medical conditions by selecting a medication 

record in the grid area before clicking . 

 

 
Delete the selected medical record. 
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Medical Maintenance - Allergy tab 
Use the Allergy tab to maintain information about allergies suffered by students including: 

 allergy type 

 allergy severity 

 allergy treatment. 

Opening the Allergy tab 

To open the Allergy tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Allergy tab. 

The Allergy tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Allergy tab key fields and buttons 

Fields 

Field Description 

Active Whether the allergy is currently active. 

Medical Allergy Type of allergy. See the luMedicalAllergyType lookup table in the System 
maintenance manual. 

Severity Severity of the allergy. See the luMedicalConditionSeverity lookup table in 
the System maintenance manual. 

Description Description of the allergy. 

Treatment Treatment of the allergy. 

Modified By Community member that last modified the selected allergy record. 

Modified Date Date the selected allergy record was last modified. 

Allergy Seq Unique identifying number for the allergy. 

Filters area fields 

Field Description 

Active Only Select to only display active allergy records. 

Buttons 

Button Description 

 
Add a new allergy record. 

 
Delete the selected allergy record. 
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Medical Maintenance - Consent tab 
Use the Consent tab to maintain records of medical consent provided by parents and guardians. 

Opening the Consent tab 

To open the Consent tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Consent tab. 

The Consent tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Consent tab key fields and buttons 

Fields 

Field Description 

Active Select to flag the selected medical consent record as active. 

Consent Type of medical consent given. For example, consent to administer 
paracetamol. See the luConsentType lookup table in the System 
maintenance manual. 

Consent Given By Family member or community member that provided medical consent. 

Note: With the Community member... option selected, click  
to launch the Find Name on Community window. 

Consent Given Date Date medical consent was given. 

Consent Expiry Date Date the medical consent record expires. 

Modified By Community member that last modified the selected medical consent record. 

Modified Date Date the selected medical consent record was last modified. 

Con. Seq Unique identifier given to the consent record. 

Consent Comment Comment about the consent given. 

Filters area fields 

Field Description 

Active Only Select to only display active allergy records. 

Buttons 

Button Description 

 
Add a new medical consent record. 

 
Delete the selected medical consent record. 

 
Select the community member that has provided medical consent. 
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Medical Maintenance - Medical tab 
Use the Medical tab to maintain: 

 public medical alerts, for example a medical disability 

 contact details for the person's dentist 

 medical details and incidents. 

Tip: The Medical tab is identical to the Medical tab in Current Student Maintenance for students 
or Staff Maintenance for staff members. See Current Student Maintenance - Medical tab in the 
Current students manual or Staff Maintenance - Medical tab in the Human resources manual. 

Opening the Medical tab 

To open the Medical tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Medical tab. 

The Medical tab of Medical Maintenance is displayed. 

 



Medical details 

Page 11-88 Version 66R2 

 

Medical Maintenance - Medical tab key fields and buttons 

Fields 

Field Description 

Public Medical Alert Enter a summary of any medical information that needs to be known 
throughout your organisation, such as potentially life-threatening conditions 
including anaphylaxis, asthma and epilepsy. 

 

Tip: When you are positioned in the field, you can click  on the 
Synergetic toolbar to check the spelling of the text. 

Medical Alert Select to indicate that the student has a medical condition that staff 
members need to be alerted to. 

The medical alert icon  is displayed on the Student Maintenance 
window. 

Tip: Click on the  icon on the Student Maintenance window to go 
straight to the Medical tab. 

Buttons 

Button Description 

 
Maintain the details and medical history of the person. See Maintaining 
medical details (on page 11). 

 
Maintain the details of a particular medical incident involving the person. See 
the Medical Maintenance - Incidents tab (on page 16). 
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Medical Maintenance - Doctor tab 
Use the Doctor tab to maintain contact details for: 

 the student's preferred doctor for medical attention 

 an optional alternative doctor or a specialist for a medical condition. 

Tip: The Doctor tab is identical to the Doctor tab in Current Student Maintenance for students 
or Staff Maintenance for staff members. See Current Student Maintenance - Doctor tab in the 
Current students manual or Staff Maintenance - Doctor tab in the Human resources manual. 

Opening the Doctor tab 

To open the Doctor tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Doctor tab. 

The Doctor tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Doctor tab key fields 

Doctor fields 

Field Description 

Name Doctor's name. 

Phone Doctor's telephone number. 

Alternate Phone Alternative telephone number for the doctor. 

Address Doctor's address. 

Specialisation Doctor's field of specialisation, if applicable. 

Dentist area fields 

Use the Dentist area to maintain the contact details for the student's dentist. 

Field Description 

Name Dentist's name. 

Phone Dentist's telephone number. 

Alternate Phone Alternative telephone number for the dentist. 

Address Dentist's address. 
 
 



 Medical details 

Version 66R2 Page 11-91 

Medical Maintenance - Contacts tab 
Use the Contacts tab to view and maintain contact details for primary and additional contacts, 
particularly guardians and parents. You can add as many contacts to the student record as necessary. 

Note: The Medical Maintenance - Contacts tab is identical to the Contacts tab in Current 
Student Maintenance. See Current Student Maintenance - Contacts tab in the Current students 
manual. 

Note: Emergency contacts and debtors are not necessarily contacts. 

SC1 contact 

The SC1 contact is the person or couple most important to the student, usually one or both of the 
student's natural parents. Synergetic uses the SC1 contact to create a family structure, which is 
displayed on the Siblings tab. All students who share the same SC1 contact are shown on the 
Siblings tab. See SES (Socioeconomic status) parent extraction settings in the System maintenance 
manual. 

Note: Synergetic requires every student to have an SC1 contact. If a student does not have an 
SC1 contact you will receive the following error message upon closing the window. 

 

If Primary is not selected, creating an SC contact who is: 

 a parent adds the SC contact and their partner to the @PC constituency 

 not a parent, adds the SC contact and their partner to the @SCOC (student contact other 
contact) constituency.  

Note: If Primary is selected, only the primary contact is added to a constituency. That is, if the 
student's contact has a spouse, the spouse does not receive the @PC or @SCOC constituency. 

Creating an emergency contact adds the contact to the @SCEC constituency. See Community 
Maintenance - Constits tab in the Community manual. 
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Opening the Contacts tab 

To open the Contacts tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Contacts tab. 

The Contacts tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Contacts tab key fields and buttons 

Grid area fields 

Also refer to the Contact Details area for details of how to maintain these fields. 

Field Description 

Type Type of contact. Typical values include: 

 SC1, SC2 and so on 

 SE1, SE2 and so on. 

 

Note: Normally the SC1 contact is a parent of the students, even if the 
child does not live with the parent; this is because the SC1 contact is 
used to determine family position and sibling discounts. 

Contact Description Description of the contact. Values include: 

 Contact 1, Contact 2 and so on 

 Emergency Contact 1, Emergency Contact 2 and so on. 
 

Note: If a contact has more than one type of relationship with the 
student, each relationship is shown as a separate entry. 

Contact Name Contact's name. 

Lives With Select if the student lives with the contact. 

Note: In cases of shared custody, more than one contact can have the 
Lives With flag set. The first listed Lives With contact is used when 
extracting information from Synergetic for surveys that require a single 
address for a student (for example, DEST survey). 

Parent Select if the contact is a parent. 

Note: The parent contact is the person who is the parent from your 
organisation's perspective, not necessarily the natural parent. For 
example, if both parents are deceased and the uncle has custody and 
is as involved as a natural parent would be, then the uncle should be 
selected as the parent. 

Selecting this flag adds the contact to the @PC (parent) constituency. They 
become a member of the @SCOC constituency if not selected. 

Mail Select if the contact wants to receive mail from your organisation regarding 
this student. 

Reports Select if the contact wants to receive reports for this student. 

Primary Select if addressing this person only and not their spouse. 

Note: Use to suppress communication with a partner if they are not 
relevant from your organisation's perspective for this student. For 
example, a de-facto partner or non-natural parents. 

ID Synergetic ID of the community member. 
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Fields 

 

Field Description 

Ph BH Phone number during business hours for the selected: 

 contact 

 spouse, if applicable. 

Default Mob Default mobile phone number for the selected: 

 contact 

 spouse, if applicable. 

Fax BH Facsimile number during business hours for the selected: 

 contact 

 spouse, if applicable. 

Email Email address for the selected: 

 contact 

 spouse, if applicable. 

Mailing Address Mailing address for both the contact and their spouse. 

Ph AH Phone number after business hours. 

AH Alt Alternative phone number after business hours. 

Fax AH Facsimile number after business hours. 
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Buttons 

Button Description 

 
Launch the Community Maintenance window for the selected contact. 

Tip: Click  to refresh the information displayed after returning from 
Community Maintenance. 

For example, you can update the student's address by selecting the contact 
the student lives with and updating the address. See Community 
Maintenance - Home Address tab in the Community manual.  

 
Add a new contact for the student. See Adding new contacts.  

 
Delete the selected contact. 

 
Send an email. See Sending emails in the Introduction manual. 

 
Compose a letter. See Composing letters with Microsoft Word in the 
Introduction manual. 

 
Copy the address details of the selected record to the Windows clipboard. 

Go to the Microsoft Windows application you are using and paste the 
address details into the document you are editing. 
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Medical Maintenance - Emergency tab 
Use the Emergency tab to maintain details of up to three people who can be contacted in the event of 
an emergency. 

Tip: You can maintain emergency contact details through the Contacts tab, using contact codes 
SE1-SE3. Use the Contacts tab if the emergency contact person is already in your organisation's 
database. For example, the parent of another student. 

Note: The Emergency tab is the same as the Emergency tab in Current Student Maintenance. 
See Current Student Maintenance - Emergency tab in the Current students manual. 
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Opening the Emergency tab 

To open the Emergency tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Emergency tab. 

The Emergency tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Emergency tab key fields and buttons 

Fields 

Field Description 

Name Emergency contact's full name. 

Phone Emergency contact's telephone number. 

Alt Phone Alternative emergency contact telephone number. 

Relationship Emergency contact's relationship to the student. 

Note: Maintain the values in the luRelationship lookup table. See 
Maintaining lookup tables in the System maintenance manual. 

Address Emergency contact's address. 

Buttons 

Button Description 

 
Launch the Community Maintenance window for the selected emergency 
contact. See Maintaining community members in the Community manual. 
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Medical Maintenance - DocMan tab 
Use the DocMan tab to add documents, spreadsheets and pictures to a student's file.  

The file is converted and stored in the database. The original file can then be deleted. 

Also see Using document management (DocMan) in the Introduction manual.  

Note: The DocMan tab is identical to the DocMan tab in Current Student Maintenance. See 
Current Student Maintenance - DocMan tab in the Current students manual. 

Opening the DocMan tab 

To open the DocMan tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the DocMan tab. 

The DocMan tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - DocMan tab key fields and buttons 

Fields 

Field Description 

Classification Classification of the documents to be displayed. Access to documents can 
be restricted based on user security levels. 

Select the classification from the drop-down list to filter the documents 
displayed. 

Document Type Type of document. For example: 

 Microsoft Word Document 

 JPG Photo 

 Adobe Acrobat File 

 Microsoft Excel Spreadsheet. 
 

Note: The document types set up are those that are used at your 
organisation as defined in the luDocumentType lookup table. See the 
luDocumentType lookup table in the System maintenance manual. 

Select the type of document from the drop-down list to filter the documents 
displayed. 

Description Filter the documents to those which have the typed words in the description. 

Source Reference Filter the documents to those which have the typed words in the source 
reference. 
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Grid area fields 

Field Description 

Created Date Date and time the document, spreadsheet or picture was imported into 
Synergetic. 

Classification Classification of the document.  

Classifications are maintained in the luDocumentClassification lookup 
table. See Maintaining lookup tables in the System maintenance manual. 

Description Short description of the document. 

Source Code Source of the document. Typical examples include: 

 Archive 

 Magazine 

 Newspaper 

 School Photo 

 Website. 

Document sources are maintained in the luDocumentSourceCode lookup 
table. See Maintaining lookup tables in the System maintenance manual. 

Source Date Date the document was published or received. 

Source Reference Cross-reference to the source. For example the name, issue date and page 
of a newspaper where the student's photograph appeared. 

Source Path Location of the document in the file system or URL. 

This field shows the document's original location if the file has been 
embedded in the Synergetic database.  

Type Type of document. Typical examples include: 

 DOC, DOCX (Microsoft Word document) 

 JPG (photo using the Joint Photographic Experts Group format) 

 PDF (Adobe Acrobat file) 

 XLS, XLSX (Microsoft Excel spreadsheet). 

Document types are maintained in the luDocumentType lookup table. See 
Maintaining lookup tables in the System maintenance manual. 

Seq Unique number identifying the document. 
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Buttons 

Button Description 

 
Open the highlighted document in the appropriate application to view the 
document.  

For example, a community member's record includes a Microsoft Word document 

in the DocMan tab. Click  to open the document in Microsoft 
Word. 

 
Import a document, spreadsheet, picture or link an external web page. See: 

 Linking documents using a tag list in the Introduction manual 

 Importing one or more documents 

 Updating existing documents. 

 

 
Export a document, spreadsheet or picture. 

To copy a document, spreadsheet or picture from the Synergetic database and 
save it in a Windows folder: 

1. Click . 

2. Browse for the folder. 

3. Click . 

 
Open the highlighted document on the DocMan tab and update the information 
about the document. 

Note: You cannot update fields if the document is a photo loaded using 
Photo Maintenance. 

 
Delete the highlighted document from the DocMan tab. 

Note: Deleting an embedded record deletes the original document, 
spreadsheet or picture from the Synergetic database. Deleting a linked 
document removes the link from the Synergetic database but does not affect 
the original document. 
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Medical Maintenance - User Forms tab 
Use the User Forms tab to access any custom user forms created for medical maintenance. 

Opening the User Forms tab 

To open the User Forms tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the User Forms tab. 

The User Forms tab of the Medical Maintenance window is displayed. 

 

Medical Maintenance - User Forms tab key fields and buttons 

Grid area fields 

Field Description 

Description Description of the user form. 

Code User form code. 

# Number of records displayed. 

Buttons 

Button Description 

 
Launch the highlighted user-defined form. 
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Medical Maintenance - Timetable tab 
Use the Timetable tab to display the student's timetable and special events for the specified date. 
This tab can be used to locate a student at any time during the day. 

The start and end times of any medical incidents entered for the student are displayed on their 
timetable. This allows you to identify a student's whereabouts, if medical incidents are entered at the 
time that they occur. No details of the incident are displayed. The Out time of the student is shown, if 
applicable. 

 

The description defaults to Sick Bay. This value is maintained in Configuration File Maintenance. See 
MedicalIncident configuration setting in the System maintenance manual. 

Note: The Timetable tab is identical to the Timetable tab in Current Student Maintenance. See 
Current Student Maintenance - Timetable tab in the Current students manual. 
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Opening the Timetable tab 

To open the Timetable tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Timetable tab. 

The Timetable tab of the Medical Maintenance window is displayed. 
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Medical Maintenance - Timetable tab key fields and buttons 

Fields 

Field Description 

File Type Classes can be either academic or co-curricular. 

Change the file type selection to view classes in other areas. 

Note: If you do not have a blank file type in the drop-down list, clear the 

File Type field then click . 

Timetable Date Timetable date. 

Note: The default date is today's date. Adjust the date if necessary. 

Current Day Timetable cycle day. 

Start Date Start date for the current timetable cycle. 

Timetable grid area fields 

Lists the timetable of classes for the file type and date specified. 

Field Description 

Time Scheduled start time. 

Period Description for the period of time. 

Room Room code where the class is taking place. 

Class Class code. 

Class Description Description of the class. 

Staff Staff code for the staff member taking the class. 

Events grid area fields 

List the events for the date specified. This can be used to notify staff of camps and sporting events. 

Also see: 

 Timetable Maintenance - Calendar Events tab in the Curriculum manual 

 Current Student Maintenance - Timetable tab in the Current students manual. 
 

Field Description 

Date Date of the event. 

Description Description of the event. 

Location Location of the event. 

Location Description Description of the location. 

Location Contact Person handling the event location. 

Result Outcome of the event. 
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Buttons 

Button Description 

 
Refresh the timetable for the selected file type and date. 

 
Launch Class Maintenance for the selected class. 

See Maintaining classes in the Assessments and reports manual. 

 
Explanation for the formatting applied to each of the classes displayed in the 
grid area. 

 

 Black, normal font - Class containing students, taught by the 
regular staff member in the usual room. 

 Red, normal font - Class where a change has been made, either: 

– a substitute teacher is taking the class 

– the class is being held in a different room to the usual room. 

 Blue, normal font - A class or appointment has been made using 
Staff Schedule Maintenance.  

See Maintaining co-curricular activities in the Curriculum manual. 

 Grey, normal font - Recess and lunch. 

 Burgundy, normal font - A medical incident has been recorded for 
the student for the selected day. 

 
Launch student timetable report. 

Runs the Student Timetable report. 

Note: The report may vary depending on what timetable group the 
student belongs to. Search for the report in Configuration File 
Maintenance. See Students:ReportName configuration setting in the 
System maintenance manual. 
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Medical Maintenance - Maint tab 
Use the Maint tab to view changes made to the student's medical details. 

Opening the Maint tab 

To open the Maint tab: 

1. Open the Medical tab from one of the following maintenance windows: 

 Current Student Maintenance. See Current Student Maintenance - Medical tab in the 
Current students manual. 

 Future Student Maintenance. See Future Student Maintenance - Medical tab in the 
Future students manual. 

 Past Student Maintenance. See Past Student Maintenance - Medical tab in the 
Past students manual. 

 Staff Maintenance. See Staff Maintenance - Medical tab in the Human resources manual. 

2. Click . 

The Summary tab of the Medical Maintenance window is displayed. 

3. Click the Maint tab. 

The Maint tab of the Medical Maintenance window is displayed. 

 

Medical Maintenance - Maint tab key fields and buttons 

The fields of the Maint tab are a superset of the fields in the Medical Maintenance window tabs, with 
the exception of the fields on the Incidents and This Incident tabs. See Maintaining medical details 
(on page 11). 
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Medical Maintenance for the medical centre 
The Medical Maintenance program can be used in the medical centre or sick bay to: 

 access medical information about students or staff members 

 record details of medical incidents 

 record the times that students or staff are present in the sick bay by signing them in and out 

 create relevant absence events 

 view emergency contact details for a community member. 

The Medical Maintenance program does not allow access to other types of personal non-medical 
information about the students or staff members. 

How to: 

 Sign students or staff members in to the medical centre and open their medical records. See 
Signing staff/students in to the medical centre (on page 112). 

 Sign students or staff members out of the medical centre and create an absence event. See 
Signing staff/students out of the medical centre (on page 115). 

 Sign students or staff members out of the medical centre without creating an absence event. 
See Removing medical incidents (on page 117). 

 Discharge all students or staff members from the medical centre. See Discharging 
staff/students from the medical centre in bulk (on page 118). 

 Select a student to maintain medical details for. See Selecting staff/students to maintain in the 
medical centre (on page 120). 
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What you can do: 

What you can do… See… 

View a summary of the student's medical details. Medical Centre Maintenance - Summary tab 
(on page 122) 

Enter details about the current medical incident. Medical Centre Maintenance - This Incident 
tab (on page 123) 

View and enter details about past medical incidents. Medical Centre Maintenance - Incidents tab 
(on page 125) 

Maintain membership details for: 

 medical insurance 

 ambulance cover 

 Medicare 

 healthcare cards. 

Medical Centre Maintenance - Healthcare 
tab (on page 138) 

Maintain immunisation details. Medical Centre Maintenance - Immunisation 
tab (on page 140) 

Maintain: 

 medical condition details 

 test results 

 equipment required to manage the condition 

 medication used to treat the condition 

 symptoms 

 asthma details 

 medical risks. 

Medical Centre Maintenance - Medical 
Condition tab (on page 142) 

Maintain: 

 medication details 

 medical condition details. 

Medical Centre Maintenance - Medication 
tab (on page 160) 

Maintain details including: 

 allergy type 

 allergy severity 

 allergy treatment. 

Medical Centre Maintenance - Allergy tab 
(on page 165) 

Maintain records of medical consent provided by 
parents and guardians. 

Medical Centre Maintenance - Consent (on 
page 167) 

Maintain: 

 public medical alerts, for example a medical 
disability 

 contact details for the person's dentist 

 medical details and incidents. 

Medical Centre Maintenance - Medical tab 
(on page 169) 
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What you can do… See… 

Maintain contact details for: 

 the student's preferred doctor for medical 
attention 

 an optional alternative doctor or a specialist for 
a medical condition 

 the student's preferred dentist. 

Medical Centre Maintenance - Doctor tab 
(on page 171) 

Maintain contact details for primary and additional 
contacts, particularly guardians and parents. 

Medical Centre Maintenance - Contacts tab 
(on page 173) 

Maintain details of up to three people who can be 
contacted in the event of an emergency. 

Medical Centre Maintenance - Emergency 
tab (on page 175) 

Maintain documents, spreadsheets and pictures linked 
to a student's medical record.  

Medical Centre Maintenance - DocMan tab 
(on page 177) 

Maintain any custom user forms created for Medical 
Maintenance. 

Medical Centre Maintenance - User Forms 
tab (on page 179) 

Display the student's timetable and special events for 
the specified date. This tab can be used to locate a 
student at any time during the day. 

Medical Centre Maintenance - Timetable tab 
(on page 180) 

View changes made to the student's medical record. Medical Centre Maintenance - Maint tab (on 
page 182) 
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Signing staff/students in to the medical centre 
To sign staff or students in to the medical centre: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. 

  

3. Click . 

The Medical Centre Maintenance window is displayed. 

Tip: You can quickly switch between medical venues using the  button. 

 

4. Click . 

The Staff/Students Search window is displayed. 

 

Note: Select the Full Community Search field to search the entire community database. If 
deselected the search only shows student and staff records. 

5. Type in the name, ID or barcode of the student or staff member. See Searching in the Introduction 
manual. 
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6. Click . 

7. Select the relevant student or staff member from the grid and click . 

 

Note: If the student or staff member is already signed in to a medical centre, the following dialog is 
displayed. 

 

Note: Select Full Community Search to search for anyone in the Synergetic database. 

The selector panel is displayed with the details of the student, staff or community member you just 
signed in and the Medical Maintenance window is displayed with their medical details. 
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8. You can either: 

 Sign in another student or staff member by pressing . 

 Maintain medical details for students or staff members who have been signed into the 
selected medical centre. See Medical Maintenance for the medical centre (on page 109). 

 Sign the student or staff member out of the medical centre. See Signing staff/students out of 
the medical centre (on page 115). 

 Discharge all students and staff members from the medical centre. See Discharging 
staff/students from the medical centre in bulk (on page 118). 
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Signing staff/students out of the medical centre 
When the student or staff member leaves the medical centre you should sign them out using the 
Medical Maintenance window. This records: 

 the time that the person left the medical centre 

 any changes you have made to the medical incident 

 the destination of the person (class or outside of your organisation) upon leaving the medical 
centre 

 an absence event for the time that the person was in the medical centre. 

To sign a person out: 

1. Select the student who is leaving the sick bay in the selector panel. 

 

2. Click . 

The Discharge Confirmation window is displayed. 
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3. Select either: 

 Released Internally if the student is returning to classes. 

An absence event is created for the student for their time in the medical centre. 

 Released Externally if the student is leaving the premises. 

An absence event is created for the student for the rest of the day. 

The Create Absence Event window is displayed. See Absence Events Maintenance window in 
the Attendance and absence events manual. 

Note: The absence events created for internal and external releases are determined by the 
ReleaseInternally:AbsenceEventType and ReleaseExternally:AbsenceEventType 
configuration settings. See ReleaseInternally:AbsenceEventType configuration setting and 
ReleaseExternally:AbsenceEventType configuration setting in the System maintenance manual. 

4. Click either: 

  to create an absence event 

  to close the Create Absence Event window without creating an absence event. 

The student or staff member is signed out and an absence event is created for the student if 
relevant. 
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Removing medical incidents 
Normally, students and staff members are signed out of the medical centre and an absence event is 
created. If a student or staff member has been accidentally signed into the sick bay, you can remove 
the incident without creating an absence event. 

Note: If you remove an incident this way, all information about this incident is deleted. 

To remove medical incidents: 

1. Right click on the student or staff member you want to remove in the selector panel. 

2. Select Delete This Incident. 

 

The incident is deleted and the student or staff member removed from the medical centre. 
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Discharging staff/students from the medical centre in bulk 
At times you may need to discharge students and staff members out of the medical centre in bulk. For 
example, you have recorded multiple medical incidents without signing the students or staff members 
out, giving the impression that students or staff members are still present in the medical centre. 

Tip: The first time you use the medical centre in Synergetic many students may already appear 
signed in. Use the bulk discharge action to sign out all of the students at once. 

To discharge all students and staff members from the medical centre: 

1. Click in the Medical Centre Maintenance window to ensure that it is the active window. 

 

2. Select Action > Bulk Discharge ALL from Medical Centre from the menu-bar. 

The Bulk Discharge Time window is displayed. 

 

3. Select: 

 Specified Time to discharge all staff and students at the time you specify. 

 Elapsed Time to discharge all staff and students a specified number of hours after they 
signed in. 



 Medical details 

Version 66R2 Page 11-119 

 

4. Click OK. 

The Bulk Discharge Confirmation window is displayed. 

 

5. Type discharge. 

Tip: You can type in either upper case or lower case. 

6. Click . 

All students and staff members are discharged from the medical centre. 
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Selecting staff/students to maintain in the medical centre 
Use the selector pane to view and select students or staff members who have been signed in to the 
medical centre. 

The selector pane is displayed when any of the Medical Centre Maintenance windows are open. See 
Medical Maintenance for the medical centre (on page 109). 

Click the name of the student or staff member in the selector pane to display their medical details in 
the Medical Centre Maintenance window. Staff member records are displayed in bold text. 

 

Tip: You can sort the grid entries by clicking the table headers. 
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Medical Centre Maintenance Selector Pane key fields and buttons 

Grid area fields 

Note: Depending on your selection criteria only some of these fields are displayed. 
 

Field Description 

Name Name of the student or staff member in the medical centre. 

Time In Time the student or staff member was signed in. 

Date In Date the student or staff member was signed in.  

Time Out Time the student or staff member was signed out. 

ID Synergetic ID for the student or staff member. 

ConstitCode Code for the constituency that the student or staff member belongs to. For 
example, @SC for a current student. 

Selection fields 

Field Description 

Selection Criteria Select either: 

 In Medical Centre (Now) to view all students and staff members 
currently in the medical centre 

 Today to view all students and staff members who have visited the 
medical centre today 

 Yesterday to view all students and staff members who visited the 
medical centre yesterday 

 Follow Ups to view all students and staff members who have a 
follow up scheduled in the selected date range 

 Date Range to view all students and staff members who visited the 
medical centre in the selected date range. 

Date Range Select: 

 From and enter a date to view medical centre visits or follow-ups 
after the selected date 

 To and enter a date to view medical centre visits or follow-ups 
before the selected date. 

Buttons 

Field Description 

 
Sign a student or staff member in to the medical centre. See Signing 
staff/students in to the medical centre (on page 112). 

 
Sign a student or staff member out of the medical centre. See Signing 
staff/students out of the medical centre (on page 115). 

 
Apply the date range selections to the list of students or staff signed in to the 
medical centre. 
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Medical Centre Maintenance - Summary tab 
Use the Summary tab to view medical details about a person at a glance. It is populated by 
information entered on the other tabs of the Medical Maintenance window. Click on the headings to 
jump to the relevant tabs. 

Opening the Medical Centre Maintenance - Summary tab 

To open the Summary tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

 

Medical Centre Maintenance - Summary tab key fields and buttons 

The Summary tab is identical to the Summary tab in the Medical Maintenance window. See the 
Medical Maintenance - Summary tab (on page 14). 
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Medical Centre Maintenance - This Incident tab 
Use the This Incident tab is used to record details of the current medical incident. That is, the reason 
why the person has been signed in to the sick bay. 

Opening the Medical Centre Maintenance - This Incident tab 

To open the This Incident tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the This Incident tab. 

The This Incident tab of the Medical Centre Maintenance window is displayed. 

 

Medical Centre Maintenance - This Incident tab key fields and buttons 

The This Incident tab and its sub-tabs are identical to the Incidents tab, except that the selector pane 
showing past medical incidents is hidden. See the Medical Maintenance - Incidents tab (on page 16). 
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Medical Centre Maintenance - Incidents tab 

Important note: The contents of this manual do not constitute medical advice, and should be 
applied and used as directed by your organisation's medical personnel. 

Use the Incidents tab to maintain details of medical incidents for the following community members: 

 current, future and past students 

 staff. 

Medical details are restricted to those with confidential record privileges. These details complement 
the information held on the Medical tab. 

Any new medical incidents or changes to the incident's details are automatically recorded in 
corresponding history tables. 

Tip: Only past medical incidents are shown on the Incidents tab. See the Medical Centre 
Maintenance - This Incident tab (on page 123) to maintain details for the current medical incident. 

How to: 

 Record a medical incident. See Recording medical incidents (on page 6). 

 Look up an existing medical incident. See Looking up a prior medical incident (on page 7). 

 Modify an existing medical incident. See Modifying medical incidents (on page 9). 

What you can do: 

What you can do… See… 

For each medical incident: 

 maintain a summary of the incident 

 schedule actions to follow up. 

Medical Centre Maintenance - Incidents tab 
- Summary sub-tab (on page 126) 

For any injuries, maintain: 

 details of the injury sustained 

 actions taken 

 witnesses to the incident. 

Medical Centre Maintenance - Incidents tab 
- Injury Details sub-tab (on page 128) 

For each medical incident, maintain details of: 

 correspondence sent home with the student 

 notifications by phone to parents or guardians 

 notifications by mail to parents or guardians. 

Medical Centre Maintenance - Incidents tab 
- Parent / Guardian Notifications sub-tab (on 
page 130) 

For each medical incident, maintain details of 
notifications to: 

 other staff members at your organisation 

 workers compensation, in the event that a 
staff member is injured while at work. 

Medical Centre Maintenance - Incidents tab 
- School Notifications sub-tab (on page 132) 

Open custom user forms created by your organisation 
for medical incidents. 

Medical Centre Maintenance - Incidents tab 
- UserForm sub-tab (on page 134) 

Add documents, spreadsheets and pictures to a 
student's medical file. 

Medical Centre Maintenance - Incidents tab 
- DocMan sub-tab (on page 136) 
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Medical Centre Maintenance - Incidents tab - Summary sub-tab 

Use the Summary sub-tab of the Incidents tab to examine previous incidents in the student's medical 
history. 

Opening the Medical Centre Maintenance - Summary sub-tab 

To open the Summary sub-tab of the Incidents tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 
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The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

 

Medical Centre Maintenance - Incidents tab - Summary sub-tab key fields and 
buttons 

The Summary sub-tab used in Medical Centre Maintenance is identical to the Summary sub-tab in 
the Medical Maintenance window. See the Medical Maintenance - Incidents tab (on page 16). 
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Medical Centre Maintenance - Incidents tab - Injury Details sub-tab 

Use the Injury Details sub-tab of the Incidents tab to list and maintain: 

 details of any injury sustained 

 actions taken 

 witnesses to the incident. 

Opening the Injury Details sub-tab 

To open the Injury Details sub-tab of the Incidents tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Injury Details sub-tab. 
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The Injury Details sub-tab of the Incidents tab of Medical Centre Maintenance is displayed. 

 

 

Medical Centre Maintenance - Incidents tab - Injury Details sub-tab key fields 
and buttons 

The fields on the Injury Details sub-tab are identical to those on the Injury Details sub-tab of Medical 
Maintenance. See Medical Maintenance - Incidents tab - Injury Details sub-tab (on page 23). 
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Medical Centre Maintenance - Incidents tab - Parent / Guardian Notifications 
sub-tab 

Use the Parent / Guardian Notifications sub-tab of the Incidents tab to list and maintain details of: 

 correspondence sent home with the student 

 notifications by phone to parents or guardians 

 notifications by mail to parents or guardians. 

Opening the Parent / Guardian Notifications sub-tab 

To open the Parent / Guardian Notifications sub-tab of the Incidents tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Parent / Guardian Notifications sub-tab. 
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The Parent / Guardian Notifications sub-tab of the Incidents tab of Medical Centre 
Maintenance is displayed. 

 

Medical Centre Maintenance - Incidents tab - Parent / Guardian Notifications 
sub-tab key fields and buttons 

The fields on the Parent/Guardian Notifications sub-tab are identical to those on the 
Parent/Guardian Notification sub-tab of Medical Maintenance. See Medical Maintenance - 
Incidents tab - Parent / Guardian Notifications sub-tab (on page 26). 
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Medical Centre Maintenance - Incidents tab - School Notifications sub-tab 

Use the School Notifications sub-tab of the Incidents tab to list and maintain details of notifications 
to: 

 other staff members at your organisation 

 workers compensation, in the event that a staff member is injured while at work. 

Note: Sick bay staff members usually maintain school notifications of incidents, based on the 
policy at your organisation. 

Opening the School Notifications sub-tab 

To open the School Notifications sub-tab of the Incidents tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the School Notifications sub-tab. 

The School Notifications sub-tab of the Incidents tab of Medical Centre Maintenance is 
displayed. 

 

Medical Centre Maintenance - Incidents tab - School Notifications sub-tab key 
fields and buttons 

The fields on the School Notifications sub-tab are identical to those on the School Notifications 
sub-tab of Medical Maintenance. See Medical Maintenance - Incidents tab - School Notifications 
sub-tab (on page 30). 
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Medical Centre Maintenance - Incidents tab - UserForm sub-tab 

Use the UserForm sub-tab to access any custom user forms created for medical incident 
maintenance. 

Opening the UserForm sub-tab 

To open the UserForm sub-tab of the Incidents tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the UserForm sub-tab. 
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The UserForm sub-tab of the Incidents tab of Medical Centre Maintenance is displayed. 

 

Medical Centre Maintenance - Incidents tab - UserForm sub-tab key fields and 
buttons 

Grid area fields 

Field Description 

Description Description of the user form. 

Code User form code. 

# Number of records displayed. 

Buttons 

Button Description 

 
Launch the highlighted user-defined form. 
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Medical Centre Maintenance - Incidents tab - DocMan sub-tab 

Use the DocMan sub-tab to add documents, spreadsheets and pictures to a student's file.  

The file is converted and stored in the database. The original file can then be deleted. 

Also see Using document management (DocMan) in the Introduction manual. 

Opening the DocMan sub-tab 

To open the DocMan sub-tab of the Incidents tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Incidents tab. 

The Incidents tab is displayed. 
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6. Click the DocMan sub-tab. 

The DocMan sub-tab of the Incidents tab of the Medical Centre Maintenance window is 
displayed. 

 

Medical Centre Maintenance - Incidents tab - DocMan sub-tab key fields and 
buttons 

The DocMan sub-tab used in Medical Centre Maintenance is identical to the DocMan sub-tab in the 
Medical Maintenance window. See the Medical Maintenance - Incidents tab - DocMan sub-tab (on 
page 36). 
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Medical Centre Maintenance - Healthcare tab 
Use the Healthcare tab to maintain membership details for: 

 medical insurance 

 ambulance cover 

 Medicare 

 healthcare cards. 

Opening the Medical Centre Maintenance - Healthcare tab 

To open the Healthcare tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the Healthcare tab. 

The Healthcare tab of the Medical Centre Maintenance window is displayed. 

 

Medical Centre Maintenance - Healthcare tab key fields and buttons 

The Healthcare tab is identical to the Healthcare tab in the Medical Maintenance window. See the 
Medical Maintenance - Healthcare tab (on page 40). 
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Medical Centre Maintenance - Immunisation tab 
Use the Immunisation tab to maintain details of immunisation against common contagious diseases. 

Opening the Medical Centre Maintenance - Immunisation tab 

To open the Immunisation tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the Immunisation tab. 

The Immunisation tab of the Medical Centre Maintenance window is displayed. 

 

Medical Centre Maintenance - Immunisation tab key fields and buttons 

The Immunisation tab is identical to the Immunisation tab in the Medical Maintenance window. See 
the Medical Maintenance - Immunisation tab (on page 42). 
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Medical Centre Maintenance - Medical Condition tab 
Use the Medical Condition tab to maintain details including: 

 medical condition details 

 test results 

 equipment required to manage the condition 

 medication used to treat the condition 

 symptoms 

 asthma details 

 medical risks 

 allergy details. 

What you can do: 

What you can do… See… 

For each condition, maintain details of: 

 condition type 

 confidentiality 

 severity 

 notification information 

 start and end dates 

 emergency treatment details 

 other treatment details. 

Medical Centre Maintenance - Medical 
Condition tab - Condition sub-tab (on page 
144) 

For each test, maintain details of: 

 test type 

 test date 

 community or staff member that conducted 
the test 

 results. 

Medical Centre Maintenance - Medical 
Condition tab - Tests sub-tab (on page 146) 

For each student, maintain details of medical 
equipment types. 

Medical Centre Maintenance - Medical 
Condition tab - Equipment sub-tab (on page 
148) 

For each medication, maintain details of: 

 medication type 

 administration method 

 medication details 

 dosage details. 

Medical Centre Maintenance - Medical 
Condition tab - Medications sub-tab (on 
page 150) 

For each symptom, maintain details of: 

 symptom type 

 symptom details. 

Medical Centre Maintenance - Medical 
Condition tab - Symptoms sub-tab (on page 
152) 
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What you can do… See… 

For each asthma episode, maintain details of: 

 asthma severity 

 last hospitalisation date 

 asthma triggers 

 flow rates 

 emergency treatment instructions. 

Medical Centre Maintenance - Medical 
Condition tab - Asthma Details sub-tab (on 
page 154) 

For each risk, maintain: 

 description 

 details 

 required action to minimise risk 

 staff responsible for managing the risk. 

Medical Centre Maintenance - Medical 
Condition tab - Risks sub-tab (on page 156) 

For each allergy, maintain: 

 allergy type 

 severity of the allergy 

 treatment of the allergy. 

Medical Centre Maintenance - Medical 
Condition tab - Allergy sub-tab (on page 
158) 
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Medical Centre Maintenance - Medical Condition tab - Condition sub-tab 

Use the Condition sub-tab to record: 

 types of medical conditions 

 severity of the medical conditions 

 whether medical conditions are confidential 

 notification information 

 start and end dates 

 emergency and other treatment details. 

Opening the Medical Centre Maintenance - Condition sub-tab 

To open the Condition sub-tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab of the Medical Centre Maintenance 
window is displayed. 

 

Medical Centre Maintenance - Condition sub-tab key fields and buttons 

The Condition sub-tab is identical to the Condition sub-tab on the Medical Condition tab of Medical 
Maintenance. See the Medical Maintenance - Medical Condition tab - Condition sub-tab (on page 48). 
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Medical Centre Maintenance - Medical Condition tab - Tests sub-tab 

Use the Tests sub-tab to record test details for the currently selected medical condition including: 

 types of tests performed 

 test results 

 doctors or community members that conducted the tests. 

Opening the Medical Centre Maintenance - Tests sub-tab 

To open the Tests sub-tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 
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6. Click the Tests sub-tab. 

The Tests sub-tab of the Medical Condition tab of the Medical Centre Maintenance window is 
displayed. 

 

Medical Centre Maintenance - Tests sub-tab key fields and buttons 

The Tests sub-tab is identical to the Tests sub-tab on the Medical Condition tab of Medical 
Maintenance. See the Medical Maintenance - Medical Condition tab - Tests sub-tab (on page 51). 
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Medical Centre Maintenance - Medical Condition tab - Equipment sub-tab 

Use the Equipment sub-tab to record the types of equipment used to manage the currently selected 
medical condition. 

Opening the Medical Centre Maintenance - Equipment sub-tab 

To open the Equipment sub-tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 
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6. Click the Equipment sub-tab. 

The Equipment sub-tab of the Medical Condition tab of the Medical Centre Maintenance 
window is displayed. 

 

Medical Centre Maintenance - Equipment sub-tab key fields and buttons 

The Equipment sub-tab is identical to the Equipment sub-tab on the Medical Condition tab of 
Medical Maintenance. See the Medical Maintenance - Medical Condition tab - Equipment sub-tab (on 
page 54). 
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Medical Centre Maintenance - Medical Condition tab - Medications sub-tab 

Use the Medications sub-tab to record medications used to treat the currently selected medical 
condition. 

Opening the Medical Centre Maintenance - Medications sub-tab 

To open the Medications sub-tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 
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6. Click the Medications sub-tab. 

The Medications sub-tab of the Medical Condition tab of the Medical Centre Maintenance 
window is displayed. 

 

Medical Centre Maintenance - Medications sub-tab key fields and buttons 

The Medications sub-tab is identical to the Medications sub-tab on the Medical Condition tab of 
Medical Maintenance. See the Medical Maintenance - Medical Condition tab - Medications sub-tab 
(on page 56). 
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Medical Centre Maintenance - Medical Condition tab - Symptoms sub-tab 

Use the Symptoms sub-tab to record symptoms associated with the currently selected medical 
condition. 

Opening the Medical Centre Maintenance - Symptoms sub-tab 

To open the Symptoms sub-tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 
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6. Click the Symptoms sub-tab. 

The Symptoms sub-tab of the Medical Condition tab of the Medical Centre Maintenance 
window is displayed. 

 

Medical Centre Maintenance - Symptoms sub-tab key fields and buttons 

The Symptoms sub-tab is identical to the Symptoms sub-tab on the Medical Condition tab of 
Medical Maintenance. See the Medical Maintenance - Medical Condition tab - Symptoms sub-tab (on 
page 61). 
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Medical Centre Maintenance - Medical Condition tab - Asthma Details sub-tab 

Use the Asthma Details sub-tab to record information about a student's asthma condition. 

Note: To view the Asthma Details sub-tab the student must have an asthma condition recorded 
and the asthma record must be selected in the grid area. 

 

Opening the Medical Centre Maintenance - Asthma Details sub-tab 

To open the Asthma Details sub-tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 
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6. Click the Asthma Details sub-tab. 

The Asthma Details sub-tab of the Medical Condition tab of the Medical Centre Maintenance 
window is displayed. 

 

Medical Centre Maintenance - Asthma Details sub-tab key fields and buttons 

The Asthma Details sub-tab is identical to the Asthma Details sub-tab on the Medical Condition tab 
of Medical Maintenance. See the Medical Maintenance - Medical Condition tab - Asthma Details 
sub-tab (on page 63). 
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Medical Centre Maintenance - Medical Condition tab - Risks sub-tab 

Use the Risks sub-tab to maintain details of risks associated with student medical conditions. 

Opening the Medical Centre Maintenance - Risks sub-tab 

To open the Risks sub-tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 
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6. Click the Risks sub-tab. 

The Risks sub-tab of the Medical Condition tab of the Medical Centre Maintenance window is 
displayed. 

 

Medical Centre Maintenance - Risks sub-tab key fields and buttons 

The Risks sub-tab is identical to the Risks sub-tab on the Medical Condition tab of Medical 
Maintenance. See the Medical Maintenance - Medical Condition tab - Risks sub-tab (on page 66). 
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Medical Centre Maintenance - Medical Condition tab - Allergy sub-tab 

Use the Allergy sub-tab to maintain information about allergies suffered by students including: 

 allergy type 

 severity of the allergy 

 treatment of the allergy. 

Opening the Medical Centre Maintenance - Allergy sub-tab 

To open the Allergy sub-tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Medical Condition tab. 

The Condition sub-tab of the Medical Condition tab is displayed. 
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6. Click the Allergy sub-tab. 

The Allergy sub-tab of the Medical Condition tab of the Medical Centre Maintenance window is 
displayed. 

 

Medical Centre Maintenance - Allergy sub-tab key fields and buttons 

The Allergy sub-tab is identical to the Allergy sub-tab on the Medical Condition tab of Medical 
Maintenance. See the Medical Maintenance - Medical Condition tab - Allergy sub-tab (on page 72). 
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Medical Centre Maintenance - Medication tab 
Use the Medical Condition tab to maintain details including: 

 medication details 

 medical condition details. 

What you can do: 

What you can do… See… 

For each medication, maintain details of: 

 medication type 

 administration method 

 medication details 

 dosage details. 

Medical Maintenance - Medication tab - 
Medication sub-tab (on page 77) 

For each medical condition, maintain details of: 

 condition type 

 confidentiality 

 severity 

 notification information 

 start and end dates 

 emergency treatment details 

 other treatment details. 

Medical Maintenance - Medication tab - 
Medical Conditions sub-tab (on page 79) 
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Medical Centre Maintenance - Medication tab - Medication sub-tab 

Use the Medication tab to maintain details of medications used at your organisation including: 

 medication types 

 associated medical conditions 

 administration types (e.g. oral) 

 medication expiry dates 

 medication details 

 dosage details. 

Opening the Medical Centre Maintenance - Medication sub-tab 

To open the Medication tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the Medication tab. 

The Medication sub-tab of the Medication tab of the Medical Centre Maintenance window is 
displayed. 

 

Medical Centre Maintenance - Medication tab - Medication sub-tab key fields 
and buttons 

The Medication sub-tab is identical to the Medication sub-tab in Medical Maintenance. See the 
Medical Maintenance - Medication tab - Medication sub-tab (on page 77). 
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Medical Centre Maintenance - Medication tab - Medical Conditions sub-tab 

Use the Medical Conditions sub-tab to record medical conditions linked to medications. You can 
record: 

 types of medical conditions 

 severity of medical conditions 

 whether the medical conditions are confidential 

 notification information 

 start and end dates 

 emergency and other treatment details. 

Opening the Medical Centre Maintenance - Medical Conditions sub-tab 

To open the Medical Conditions tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Medication tab. 

The Medication sub-tab of the Medication tab is displayed. 
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6. Click the Medical Conditions sub-tab 

The Medical Conditions sub-tab of the Medications tab of the Medical Centre Maintenance 
window is displayed. 

 

Medical Centre Maintenance - Medication tab - Medical Conditions sub-tab key 
fields and buttons 

The Medical Conditions sub-tab is identical to the Medical Conditions sub-tab in Medical 
Maintenance. See the Medical Maintenance - Medication tab - Medical Conditions sub-tab (on page 
79). 
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Medical Centre Maintenance - Allergy tab 
Use the Allergy tab to maintain information about allergies suffered by students including: 

 allergy type 

 allergy severity 

 allergy treatment. 

Opening the Medical Centre Maintenance - Allergy tab 

To open the Allergy tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Allergy tab. 

The Allergy tab of the Medical Centre Maintenance window is displayed. 
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Medical Centre Maintenance - Allergy tab key fields and buttons 

The Allergy tab is identical to the Allergy tab in the Medical Maintenance window. See the Medical 
Maintenance - Allergy tab (on page 83). 
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Medical Centre Maintenance - Consent 
Use the Consent tab to maintain records of medical consent provided by parents and guardians. 

Opening the Medical Centre Maintenance - Consent tab 

To open the Consent tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the Consent tab. 

The Consent tab of the Medical Centre Maintenance window is displayed. 

 

Medical Centre Maintenance - Consent tab key fields and buttons 

The Consent tab is identical to the Consent tab in the Medical Maintenance window. See the 
Medical Maintenance - Consent tab (on page 85). 
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Medical Centre Maintenance - Medical tab 
Use the Medical tab to maintain: 

 public medical alerts, for example a medical disability 

 contact details for the person's dentist 

 medical details and incidents. 

Opening the Medical Centre Maintenance - Medical tab 

To open the Medical tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Medical tab. 

The Medical tab of the Medical Centre Maintenance window is displayed. 
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Medical Centre Maintenance - Medical tab key fields and buttons 

The Medical tab is identical to the Medical tab in the Medical Maintenance window. See the Medical 
Maintenance - Medical tab (on page 87). 
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Medical Centre Maintenance - Doctor tab 
Use the Doctor tab to maintain contact details for: 

 the student's preferred doctor for medical attention 

 an optional alternative doctor or a specialist for a medical condition. 

Tip: The Doctor tab is identical to the Doctor tab in Current Student Maintenance for students 
or Staff Maintenance for staff members. See Current Student Maintenance - Doctor tab in the 
Current students manual or Staff Maintenance - Doctor tab in the Human resources manual. 

Opening the Medical Centre Maintenance Doctor tab 

To open the Doctor tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the Doctor tab. 

The Doctor tab of Medical Centre Maintenance is displayed. 

 

Medical Centre Maintenance - Doctor tab key fields 

The Doctor tab is identical to the Doctor tab in the Medical Maintenance window. See the Medical 
Maintenance - Doctor tab (on page 89). 
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Medical Centre Maintenance - Contacts tab 
Use the Contacts tab to view and maintain contact details for primary and additional contacts, 
particularly guardians and parents. You can add as many contacts to the student record as necessary. 

Note: The Medical Centre Maintenance - Contacts tab is identical to the Contacts tab in 
Current Student Maintenance. See Current Student Maintenance - Contacts tab in the Current 
students manual. 

Note: Emergency contacts and debtors are not necessarily contacts. 

SC1 contact 

The SC1 contact is the person or couple most important to the student, usually one or both of the 
student's natural parents. Synergetic uses the SC1 contact to create a family structure, which is 
displayed on the Siblings tab. All students who share the same SC1 contact are shown on the 
Siblings tab. See SES (Socioeconomic status) parent extraction settings in the System maintenance 
manual. 

Note: Synergetic requires every student to have an SC1 contact. If a student does not have an 
SC1 contact you will receive the following error message upon closing the window. 

 

If Primary is not selected, creating an SC contact who is: 

 a parent adds the SC contact and their partner to the @PC constituency 

 not a parent, adds the SC contact and their partner to the @SCOC (student contact other 
contact) constituency.  

Note: If Primary is selected, only the primary contact is added to a constituency. That is, if the 
student's contact has a spouse, the spouse does not receive the @PC or @SCOC constituency. 

Creating an emergency contact adds the contact to the @SCEC constituency. See Community 
Maintenance - Constits tab in the Community manual. 
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Opening the Contacts tab 

To open the Contacts tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Contacts tab. 

The Contacts tab of Medical Centre Maintenance is displayed. 

 

Medical Centre Maintenance - Contacts tab key fields and buttons 

The Contacts tab is identical to the Contacts tab in the Medical Maintenance window. See Medical 
Maintenance - Contacts tab (on page 91). 
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Medical Centre Maintenance - Emergency tab 
Use the Emergency tab to maintain details of up to three people who can be contacted in the event of 
an emergency. 

Tip: You can maintain emergency contact details through the Contacts tab, using contact codes 
SE1-SE3. Use the Contacts tab if the emergency contact person is already in your organisation's 
database. For example, the parent of another student. 

Note: The Emergency tab is the same as the Emergency tab in Current Student Maintenance. 
See Current Student Maintenance - Emergency tab in the Current students manual. 

Opening the Emergency tab 

To open the Emergency tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the Emergency tab. 

The Emergency tab of the Medical Centre Maintenance window is displayed. 

 

Medical Centre Maintenance - Emergency tab key fields and buttons 

The Emergency tab is identical to the Emergency tab in the Medical Maintenance window. See 
Medical Maintenance - Emergency tab (on page 96). 
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Medical Centre Maintenance - DocMan tab 
Use the DocMan tab to add documents, spreadsheets and pictures to a student's file.  

The file is converted and stored in the database. The original file can then be deleted. 

Also see Using document management (DocMan) in the Introduction manual.  

Note: The DocMan tab is identical to the DocMan tab in Current Student Maintenance. See 
Current Student Maintenance - DocMan tab in the Current students manual. 

Opening the DocMan tab 

To open the DocMan tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the DocMan tab. 

The DocMan tab of the Medical Centre Maintenance window is displayed. 

 

Medical Centre Maintenance - DocMan tab key fields and buttons 

The DocMan tab is identical to the DocMan tab in the Medical Maintenance window. See Medical 
Maintenance - DocMan tab (on page 99). 
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Medical Centre Maintenance - User Forms tab 
Use the User Forms tab to access any custom user forms created for medical maintenance. 

Opening the User Forms tab 

To open the User Forms tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the User Forms tab. 

The User Forms tab of the Medical Centre Maintenance window is displayed. 

 

Medical Centre Maintenance - User Forms tab key fields and buttons 

The User Forms tab is identical to the User Forms tab in the Medical Maintenance window. See 
Medical Maintenance - User Forms tab (on page 103). 
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Medical Centre Maintenance - Timetable tab 
Use the Timetable tab to display the student's timetable and special events for the specified date. 
This tab can be used to locate a student at any time during the day. 

The start and end times of any medical incidents entered for the student are displayed on their 
timetable. This allows you to identify a student's whereabouts, if medical incidents are entered at the 
time that they occur. No details of the incident are displayed. The Out time of the student is shown, if 
applicable. 

 

The description defaults to Sick Bay. This value is maintained in Configuration File Maintenance. See 
MedicalIncident configuration setting in the System maintenance manual. 

Note: The Timetable tab is identical to the Timetable tab in Current Student Maintenance. See 
Current Student Maintenance - Timetable tab in the Current students manual. 

Opening the Timetable tab 

To open the Timetable tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 
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4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 

5. Click the Timetable tab. 

The Timetable tab of Medical Centre Maintenance is displayed. 

 

 

Medical Centre Maintenance - Timetable tab key fields and buttons 
 

The Timetable tab is identical to the Timetable tab in the Medical Maintenance window. See Medical 
Maintenance - Timetable tab (on page 104). 
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Medical Centre Maintenance - Maint tab 
Use the Maint tab to view changes made to the student's medical details. 

Opening the Maint tab 

To open the Maint tab: 

1. Click Module > Students > Medical Maintenance. 

Tip: You can also access the current student functions by clicking . 

The Select Medical Venue window is displayed. 

2. Select the medical venue that you want to use. See the luMedicalVenue lookup table in the 
System maintenance manual. 

 

3. Click . 

The Medical Centre Maintenance window is displayed. 

4. Click  or select a student from the selector grid. See Signing staff/students in to 
the medical centre (on page 112). 

The Summary tab of the Medical Centre Maintenance window is displayed for the student or 
staff member. 
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5. Click the Maint tab. 

The Maint tab of the Medical Centre Maintenance window is displayed. 

 

Medical Centre Maintenance - Maint tab key fields and buttons 

The Maint tab is identical to the Maint tab in the Medical Maintenance window. See Medical 
Maintenance - Maint tab (on page 108). 
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Key medical reports 
There are a number of standard reports available to you to help you manage medical details and 
incidents involving community members. See the folder of Crystal Reports supplied to your 
organisation. 

To access these reports, select Module > Students > Student Crystal Reports Available or click 

 from a maintenance window. You can browse or search through reports: 

 previously marked as 'favourites' 

 from a specific module 

 from all modules. 

You can search for medical reports based on the report: 

 description 

 code. 

See Running reports in the Introduction manual for general information on how to run reports in 
Synergetic. 
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Description of key reports 

Report Description 

Student Health Alert A list of students in your organisation who have a health issue that needs 
to be known about by people working at your organisation. For example 
a severe allergy. 

Medical Incidents by 
Date, Person or Type 

List of medical incidents, including sick bay visits, which have occurred in 
the selected timeframe. 

Medical Incidents 
Follow Up 

List of medical incidents that have been flagged for follow up. 

Student Confirmation of 
Enrolment Details 

Report that includes the new student's full medical details. 

Student Medical 
Incident 

Accident/incident report for a selected student. 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page intentionally left blank 



Index 

Version 66R2 Page 11-187 

Index 

A 

Adding existing allergies • 74 

Adding existing medications • 59 

Adding immunisations in bulk • 45 

Adding new allergies • 75 

Adding new medications • 60 

Adding new risk records • 71 

Adding risk records from templates • 69 

ADT  immunisation • 42 

Ambulance • 40 

B 

Blood group • 40 

C 

Can Swim 50 metres flag • 40 

Consent 

Flags • 40 

Medical intervention • 40 

Sport • 40 

Consent/Insurance tab 

Consent/Insurance tab • 40 

D 

Diptheria • 42 

Discharging staff/students from the medical centre in 

bulk • 118 

Diseases 

Maintaining details of immunisation • 42 

DTP • 42 

H 

HIB immunisation • 42 

HPV immunisation • 42 

I 

Immunisation 

Maintaining details of • 42 

Immunisation from received flag • 42 

Immunisation tab 

Medical maintenance • 42 

Incidents tab 

Medical Maintenance • 18 

Injury details • 23 

K 

Key medical reports • 186 

L 

Looking up a prior medical incident • 7 

Lookup table 

luImmunisationFormStatus • 42 

luInjuryAction • 23 

luInjuryReferral • 23 

luInjuryScale • 23 

luImmunisationFormStatus lookup table • 42 

luInjuryAction lookup table • 23 

luInjuryReferral lookup table • 23 

luInjuryScale lookup table • 30 

M 

Maintaining Medical Details • 11 

Measles immunisation • 42 

Medical 

Insurance • 40 

Medical Centre Maintenance - Allergy tab • 167 

Medical Centre Maintenance - Consent • 169 

Medical Centre Maintenance - Contacts tab • 175 

Medical Centre Maintenance - DocMan tab • 179 

Medical Centre Maintenance - Doctor tab • 173 

Medical Centre Maintenance - Emergency tab • 177 

Medical Centre Maintenance - Healthcare tab • 140 

Medical Centre Maintenance - Immunisation tab • 142 

Medical Centre Maintenance - Incidents tab • 126 

Medical Centre Maintenance - Incidents tab - DocMan 

sub-tab • 138 

Medical Centre Maintenance - Incidents tab - Injury 

Details sub-tab • 130 

Medical Centre Maintenance - Incidents tab - Parent / 

Guardian Notifications sub-tab • 132 

Medical Centre Maintenance - Incidents tab - School 

Notifications sub-tab • 134 

Medical Centre Maintenance - Incidents tab - Summary 

sub-tab • 128 

Medical Centre Maintenance - Incidents tab - UserForm 

sub-tab • 136 

Medical Centre Maintenance - Maint tab • 184 

Medical Centre Maintenance - Medical Condition tab • 

144 

Medical Centre Maintenance - Medical Condition tab - 

Allergy sub-tab • 160 

Medical Centre Maintenance - Medical Condition tab - 

Asthma Details sub-tab • 156 

Medical Centre Maintenance - Medical Condition tab - 

Condition sub-tab • 146 

Medical Centre Maintenance - Medical Condition tab - 

Equipment sub-tab • 150 

Medical Centre Maintenance - Medical Condition tab - 

Medications sub-tab • 152 

Medical Centre Maintenance - Medical Condition tab - 

Risks sub-tab • 158 

Medical Centre Maintenance - Medical Condition tab - 

Symptoms sub-tab • 154 

Medical Centre Maintenance - Medical Condition tab - 

Tests sub-tab • 148 

Medical Centre Maintenance - Medical tab • 171 

Medical Centre Maintenance - Medication tab • 162 

Medical Centre Maintenance - Medication tab - Medical 

Conditions sub-tab • 165 

Medical Centre Maintenance - Medication tab - 

Medication sub-tab • 163 

Medical Centre Maintenance - Summary tab • 123 

Medical Centre Maintenance - This Incident tab • 124 

Medical Centre Maintenance - Timetable tab • 182 

Medical Centre Maintenance - User Forms tab • 181 

Medical consent flags • 40 

Medical details • 1 

Maintaining • 1 

What's new • 2 

Medical insurance 



Index 

Page 11-188 Version 66R2 

Membership details • 40 

Medical intervention 

Consent form • 40 

Medical Maintenance 

Consent/Insurance tab • 40 

Immunisation tab • 42 

Incidents tab • 18 

Medical Maintenance - Allergy tab • 83 

Medical Maintenance - Consent tab • 85 

Medical Maintenance - Contacts tab • 91 

Medical Maintenance - DocMan tab • 99 

Medical Maintenance - Doctor tab • 89 

Medical Maintenance - Emergency tab • 96 

Medical Maintenance - Healthcare tab • 40 

Medical Maintenance - Immunisation tab • 42 

Medical Maintenance - Incidents tab • 16 

Medical Maintenance - Incidents tab - DocMan sub-tab • 

36 

Medical Maintenance - Incidents tab - Injury Details 

sub-tab • 23 

Medical Maintenance - Incidents tab - Parent / Guardian 

Notifications sub-tab • 26 

Medical Maintenance - Incidents tab - School 

Notifications sub-tab • 30 

Medical Maintenance - Incidents tab - Summary sub-tab • 

18 

Medical Maintenance - Incidents tab - UserForm sub-tab 

• 34 

Medical Maintenance - Maint tab • 108 

Medical Maintenance - Medical Condition tab • 46 

Medical Maintenance - Medical Condition tab - Allergy 

sub-tab • 72 

Medical Maintenance - Medical Condition tab - Asthma 

Details sub-tab • 63 

Medical Maintenance - Medical Condition tab - 

Condition sub-tab • 48 

Medical Maintenance - Medical Condition tab - 

Equipment sub-tab • 54 

Medical Maintenance - Medical Condition tab - 

Medications sub-tab • 56 

Medical Maintenance - Medical Condition tab - Risks 

sub-tab • 66 

Medical Maintenance - Medical Condition tab - 

Symptoms sub-tab • 61 

Medical Maintenance - Medical Condition tab - Tests 

sub-tab • 51 

Medical Maintenance - Medical tab • 87 

Medical Maintenance - Medication tab • 76 

Medical Maintenance - Medication tab - Medical 

Conditions sub-tab • 79 

Medical Maintenance - Medication tab - Medication 

sub-tab • 77 

Medical Maintenance - Summary tab • 14 

Medical Maintenance - Timetable tab • 104 

Medical Maintenance - User Forms tab • 103 

Medical Maintenance for the medical centre • 109 

Medicare • 40 

MMR immunisation • 42 

Modifying medical incidents • 9 

Mumps immunisation • 42 

P 

Parent notification of medical incident • 26 

Parent/Guardian Notifications tab 

Medical Maintenance • 26 

R 

Recording medical incidents • 6 

Removing medical incidents • 117 

Rubella immunisation • 42 

S 

School Notifications tab 

Medical Maintenance • 30 

Selecting staff/students to maintain in the medical centre 

• 121 

Sick bay staff • 18 

Signing staff/students in to the medical centre • 112 

Signing staff/students out of the medical centre • 115 

Swim metres flag • 40 

Swim Ok flag • 40 

T 

Tetanus immunisation • 42 

W 

What's new to Medical details • 2 

Whooping cough immunisation • 42 

Workcover • 30 

Workers compensation • 30 

 


