SIERRA 11
CD ARCHIVING INSTRUCTIONS
Sierra Version 3.3 Windows XP Drag’n Drop CD or Built-In XP Burner

Toshiba 6100 Laptops have the capabiltiy of archiving to CD by two different methods.
Method #1 is to archive and export within the Sierra Program using Windows XP’s built-
in CD burner software. Method #2 is to archive files outside of the Sierra Program using
the Drag’n Drop CD software. Drag’n Drop CD has three icons, Music, Disc Backup &
Data, which are displayed on the Windows desktop.

Read the instructions for both methods and decide on the one that seems the easiest for
you to follow.

METHOD #1 — Archiving to CD from within the Sierra Program using Windows
XP’s built-in CD burner software.

1. Insert the archive CD into the CD-R drive, one of the following windows will appear.
Depending on the status of the CD. If Blank CD, click Take no action. If used CD,
click on red X in upper right hand corner.

CD Drive {D:) X

“Windows can perform the same action each time pou insert
a disk o connect a device with this kind of file:

(5] Blank CD
‘What do you want "Windows to do?

~*4 Open writable CD folder
,.»/ using "Windows Explorer

s Take no action

[ iways do the selected action.

Blank CD Previously used CD

2. Start the Sierra program.
3. From the Edit menu, select Quickmed Utilities. The Quickmed Utilities window is
displayed and automatically defaults to the Patient tab.

5% Quickmed Utilities

Patient ] Hecords] UserDatabase&] Fiepart Templates] Startup]

- | BlzsiEns | Save or retrieve patient data for
zyster maintenance or recovem

Delete | Undelete | Remave of restare a patient fram
the system

Save or retrieve a single patient

Export | Import | -
£ L chart far file tranzfer

Custom Fields Edit custom patient data fields

Ok F4Cancel

Quickmed Utilities Window
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4. In the Quickmed Utilities window, click on the Archive button. The “Select Archive

Destination” window is displayed.

Select Archive Destination

Save in | (b DYD/CO-RW Diive (D) | e Bk E-

[ Delete patiznt(z) frarm systenn after data iz copied

File name:  [PATIENTARCHIVE_020531_105018CCR
Save as lype: |Ehart Collections [*.gma) j Cancel

Select Archive Destination Window

5. Change the “Save In” field to the Drive letter associated with your CD-RW drive.

6. Use the File name that is automatically generated (i.e., patientarchive xx_ Xx) or type
your own name for the archive file (i.e., May 2002 Patients).

7. Uncheck the box labeled “Delete patient(s) from system after data is copied” See
page 8 for instructions on deleting patients after archiving. Click the Save button.

The “Archive Patient” window is displayed.

%= Archive Patient

™ Fena Felix PEM_FELIX_010725_111744E 20
™ Perea Diga PEREA_OLGA_020517_191520641
RiMOS_ERwIN_D20417_1 7455400H

Enwin

b | Bidwell BIDWELL ALEX_010926_103653ECI
™ Bidwel Alen BIDWELL_ALEX_010815_15206D85R
™ Doe Jarice DOE_JANICE_T_0M0628_110048258
™ Garcia Osinis GARCIA_0SIRIS_020426_184372E6C 4/26/2002
™ kkk kkk. KEF_KKE_020530_125218C0J 5/30/2002
b | Nelson william MELSOMN wILLLA_R_020124_0706 5 1/ ]

Last Name First Name D
Search | Clear |
Last Mame | First Mamne | 18] | Date | Summary
™ Banet Jazon BARRET_JASOM_L_000115_12332CF7  1/15/2000  EMG2, NCWAF/H

EMG, NCVAFH

EMG, NCWAFAH
EMG

BAEP Click
EMG, MCWAFAH
EMG, NCY/FAH
EMG, MCWAFAH

Select &1l oK | Cancel

™ Reed Barbara REED_BARBAR_010822_10402C0AE C5 Derm, CB Dem, C
M Romeno Julia ROMERC_JULIA_020328_13220DEEY 3/28/2002  NCV/F/H, Peroneal!
M SANCHEZ  SANTIAGD SAMCHEZ_SANTIA_010905_1535340DJ  9/5/2001 Lower Dermatomes, |
™ SIEBERT  Anton SIEBERT_AMTON_020325_11261300T 3/28/2002  Median SEP, NCW/F
™ sIEGEL HAYLEY SIEGEL_HAYLEY_020116_10103DA20 1/16/2002 L4 Dermatome, L5 D
™ smith Miles SMITH_MNILES_S5_000131_145764F3G 1/31/2000  BAEP Click, Median
™ Sith Albert SMITH_A330406_173058 4/6/1333 EMG, NCVAFH
e FA TR R T 1=l la'al CHC Annn e =
< | >

Archive Patient Window

8. Select a patient by clicking on the patient’s name, to select multiple patients hold

down the shift key and click on patient names (this will select groups) or hold down
the control key to select multiple individual patients. To select all patients, Click on
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Select All button in lower left corner. When all patients to be included in this archive

file have been selected, click on the OK button.

9. Wait for the following balloon message to appear in the lower right-hand corner of
the computer screen (this may take a few seconds). Click on the balloon message,
the “CDRW drive “ window is displayed.

To see the files now, click this balloon.

i) You have files waiting to be written to the CD.

“Write these files to CD”

File Edit View Favortes Tools  Help

A @
B2 | 4 |

Balloon Window

Folders | (T3]~

Address [, Dr

CD Writing Tasks

File and Folder Tasks

Other Places B3

1
v|EJco  narton Antivirus B -

‘\Ej Write these files to CO
\'fi Delete temparary files

»

(59 Make a new falder
&3 Fublish this Folder ta the
Wweh

|2 Shars this Folder

i My Computer

(23 My Documenks
[0 Shared Documents
i._; My Metwork Places

DYD/CD-RW Drive (D)
e

| QMAFile

PATIENTAR...

CDRW drive Window

10. Click on the task “Write these files to CD” shown above. The CD Writing Wizard
Window is displayed.

& CD Writing Wizard

Wizard

recarding drive,

to use the name below,

D nare:

May 31 2002

Welcome to the CD Writing

This wizard helps you write, or record, vour files to a CD

Twpe the name vou want to give to this €D, or just click Mext

Iew files being written to the CO will replace any Files
already on the CDvif they have the same name.,

[ close the wizard after the files have been written

[ Mext >

] [ Cancel

CD Writing Wizard Window
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11. Type the Name you want to give to the CD, or click Next to use default name. Click
Next. After files are copied, the CD is ejected and the following window is
displayed.

£ D Writing Wizard X
Completing the CD Writing
Wizard
ou have successfully writken yvour files to the CD.

Do you want to create another CD using the same files?

[ es, write these files ko another CD

D software developed under license From Roxio, Inc.

To close this wizard, click Finish.

12. Click on Finish, the above window closes and you are back to the CDRW drive
Window.

13. Close this window and Click OK in the Quickmed Utilities Window.

14. The archive process is complete. It is a good idea to put the CD back into its
protective case until the next archiving session.

METHOD #2 — Archiving to CD outside the Sierra Program using the Drag’n Drop
software.

1. Insert the archive CD into the CD-R drive, one of the following windows will appear.
Depending on the status of the CD. If Blank CD, click Take no action. If used CD,
click on red X in upper right hand corner.

CD Drive (D:) 3] T e

“Windows can perform the same action each time pou insert
a disk of connect a device with this kind of file: 3 00l Y B

] Blank CD
‘“What do you want "indows to do?

/'/ Open writable CO folder

uzing Windows Explorer

Q Take no action

[ &hways do the selected action

Blank CD Previously used CD

2. Start the Sierra program.
3. From the Edit menu, select Quickmed Utilities. The Quickmed Utilities window is
displayed and automatically defaults to the Patient tab.
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5% Quickmed Utilities

Patient ] Hecords] UserDatabases] Fiepart Templates] Startup]

- | Eleslias | Save of retrieve patient data for
gystem maintenance or recovery

Delete | Undelete | Remawve aor restare a patient from
the system
E rport | Import | Save of retrieve a single patisnt

chart for file transfer

Custom Fields Edit custom patient data fields

oK. |F4Cancel |

Quickmed Utilities Window

4. In the Quickmed Utilities window, click on the Archive button. The “Select Archive
Destination” window is displayed.

Select Archive Destination

Save in: |1£1| My Documents j ch( =l

[C3My eBooks
dMy Music

hﬂMy Pictures
[CiMy Received Files

File name:  [PATIENTARCHIVE_D20803_13174837¢
Save as type: |Ehart Collections [*.qma) ﬂ Cancel

[ Delete patient(z) from system after data is copied

Select Archive Destination Window

5. Change the “Save In” field to the location where you would like to save archive file
(ie., My Documents).

6. Use the File name that is automatically generated (i.e., patientarchive xx_ Xx) or type
your own name for the archive file (i.e., May 2002 Patients).

7. Uncheck the box labeled “Delete patient(s) from system after data is copied” See
page 8 for instructions on deleting patients after archiving. Click the Save button.
The “Archive Patient” window is displayed.
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52 Archive Patient

Last Name |First N ame iD
Search | Clear |
Last Mame | First Mame | 18] | Date | Summary ~
™ Banet Jason BARRET_JASOM_L_000115_ 12332CFN 11 EHEDDD EMGE NCWF.-’H
BIC'WELL alEx_010926_103

™ Bidwel Blex BIC'WELL alEx_010815_ 15208D88F| 8;"22;’2001 EMG, NC\-"HFHH

M Dce Janice DOE_JAMICE_T_010628_110048458

™ Garcia Osiriz GARCIA_0SIRIS_020426_184372E5C 4/26/2002  EMG, NCW/F/H

™ kkk kkk. KEK_KKE_020530_12521 BCDJ 5/30/2002  EMG

wiilliam MELSOM_ wiLLLs_R_020124_07 5 1 ! BAEP Click
M Pena Felix PEMA_FELI< 010725 111F48E2U TAARS2001 EMG, NOWAFAH
M Perea Olga PEREA_OLGA_020517_19152064 572002 EMG, NCWAFH
Enwinn M 05_ERWIN_020417_174558400H 4/ EMG, MCWAF/H T

™ Read Barbara REED_BARBAR_010822_10402C04E 8;"22.-"2001 C5 Derm, C6 Demn,
™ Romero Julia ROMERC_JULIA_020328_13220DEEY 3/28/2002  NCY/F/H, Peroneal!
MY SENCHEZ  SANTIAGD SANCHEZ_SANTIA_(10905_1535340DJ  9/5/2001 Lower Dermatomes. |
M SIEBERT  Anton SIEBERT_AMTOMN_0203258_ 112619007 3/28/2002  Median SEP. NCW/F
™ SIEGEL HarLEY SIEGEL_H&wLEY_020116_101030420 1/16/2002 L4 Dermatome, L5 D
™ snith Milez SHITH_WILES_S_000131_145764F 3G 1/31/2000  BAEP Click. Median
™ sith Albert SHITH_4330406_173358 4/6/1333 EMG, NCWAFAH

< | Ed

Select &l oK | Cancel

Archive Patient Window

Select a patient by clicking on the patient’s name, to select multiple patients hold
down the shift key and click on patient names (this will select groups) or hold down
the control key to select multiple individual patients. To select all patients, Click on
Select All button in lower left corner. When all patients to be included in this archive
file have been selected, click on the OK button.

Open folder that contains file you want to burn to the CD (i.e., My Documents
folder). Click and drag the file to Drag’n Drop CD Data icon located on the lower
right area of your desktop.

“Data icon”

b’ L RRTETT

Desktop with Drag’n Drop CD icons
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10. The icon will animate by spinning like a tornado. It will then have an orange arrow,
and will show a Ready Status. When you have finished dragging all the files to be
copied on the CD, click the Orange Arrow on the Data icon.

11. After clicking on the orange arrow the Drag’n Drop CD Data icon status will change
showing the following progression. The CD will eject automatically when finished.

12. The archive process is complete. It is a good idea to put the CD back into its
protective case until the next archiving session.
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Delete Patients

The Delete function is used to remove the patient’s chart from the Quickmed Database.
To delete patient(s) from the database, follow these steps.

[y

From the Quickmed Utilities window, Patient Tab.

Click the Delete button, a list of all the patients on the system is displayed.

3. Click on a patient(s) name to select, to select more than one patient hold down the
control key while clicking on the patient names, to select all, Click the Select All
button in the lower left side of window.

4. Click the OK button to delete the highlighted patients.

N

52 Splect Patient(s) to Delete E|
i_ast Mame |First Mame iD
Search | Clear |
Lazt Mame | First Name | 18] -~
a Barret Jazon BARRET_JASOMN_L_000115_12332CF7
™ Bidwel Alex BICWELL_ALEX_010926_103659ECI
a Bidwel Alex BIDWELL_ALEX_010815_15206D83R
Mo Janice DOE_JAMICE_T_010628_110048458
a Garcia O ziriz GARCIA_OSIRIS_020426_184372E5C
™ kkk kkk. KKE_KEE_020530_125218C0)
a Melzan williarn MWELSON_wILLla_R_020124_070672B0:
™ Pena Felis PEMA_FELIX_010725_111744E20
a Perea Olga PEREA_OLGA_020517_19152064
™ Ramos Erwin RaMOS5_ERWIN_020417_17455400H
a Reed Barbara REED_BARBAR_010822_10402CDAB
a Romero Julia ROMERC_JULLA_020328 13220DEEY
a SANCHEZ  SANTIAGOD  SANCHEZ_SANTIA 010305 15353400
a SIEBERT  &nton SIEBERT_ANTON_020325_11261900T
a SIEGEL HAYLEY SIEGEL_HAYLEY_020116_10103DA20
a Smith Milex SMITH_MILES_S_000131_145764F 3G
a Smith Albert SMITH_4330406_173858
L o 1emacrnn st
< >
Select Al ok | concel |

5. A confirmation message is displayed on the screen. To delete the selected patient
charts permanently place a checkmark in the box shown. Click the Yes button.

Confirm Delete

Are pou gure you want bo delete the 31 zelected
patientz?

Iv Delete Permarently (you will not be able to
undelete the data)

ez Ha ‘

If the “Delete Permanently” box is not checked the selected patient charts are removed
from the Quickmed Database but are not actually removed from the hard disk drive. The
patient charts are placed in a temporary folder located at
C:\Quickmed\QMDeletedCharts. The Undelete function can be used to restore any
patient charts that were deleted by accident.
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