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Data Entry 
Training Guide

Welcome to AmbuPro EMS, the cutting edge in electronic patient care reporting and management 
software. This document, in conjunction with the AmbuPro EMS training videos, will provide you with 
a complete training program for new users. This training material may be presented as a class or to 
individuals training on the system for the first time. While this training program is aimed at new data 
entry users, administrative personnel who have  never used the system should also complete the 
Data Entry Training program before moving on to additional higher-level training. 

For best results AmbuPro EMS strongly recommends you follow the enclosed training 
program as closely as possible.

Once this training course is completed, the student should be able to perform the following within the 
AmbuPro EMS system:

- Log in to AmbuPro EMS and use the Navigator to create a new incident

- Enter initial dispatch and incident information in the Call Manager screen

- Complete appropriate information in the Call Manager and enter the Incident Detail screen

- Move through the various required fields within the Incident Detail screen using both the 
individual tabs and the Logic Panel

- Enter information in the Incident Detail screen using the various data controls

- Complete a Narrative either manually or by using TurboChart and editing

- Gather required signatures using the Signature tab

What you’ll need:

- This document

- A computer with AmbuPro EMS installed (preferably a mobile unit with touch screen); 
AmbuPro EMS recommends no more than two students per computer if possible

- Login credentials for each student (note: an individual AmbuPro EMS user should be 
created for each student user; users should never share login credentials)

- Access to the internet (for viewing the training videos)

- Existing run reports (recommended) or specific encounter scenarios (cardiac, trauma, 
MVC, refusal, etc.) for each student to enter

Training time: 

A well-performed AmbuPro EMS Data Entry Training should last 2 hours (or more, depending on 
class size and audience).  Once each user has completed an incident he/she should spend time 
entering additional test incidents independently.
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Step 2: The user should launch AmbuPro EMS and log in using their username and 
password.

Step 1 (10 minutes): From the AmbuPro EMS web page, watch the following videos:

1. Navigator Window

2. Creating a New Incident

3. Recent Incidents

4. Start and End Shift

5. Incident Indicator

Step 3 (10 minutes): The user should create a new incident from the Navigator. 
The user may enter as much or as little information in the Call Manager window 
as desired but must enter at least an incident date to create the incident and enter 
the Incident Detail screen.  Once the user has created a new incident and is on the 
Incident Detail screen, he/she should stop. 

Step 4 (25 minutes): Once the user has performed the steps for creating a new 
incident, he/she should watch the following videos:

1. Incident Detail Overview

2. Interaction Controls

3. Data Controls

4. Date / Time Picker

5. Data Grid

6. Common Address Control

7. Logic Panel

8. Chrono Panel

9. ChronoChart Tab

10. Exams and Assessment Tab

11. Patient Tab

AmbuPro EMS Initial Data Entry Training Program
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Note: because narrative creation is both a lengthy and individual process it has been 
moved to a separate training step. This will allow users to become familiar with navigation 
through the various tabs within the Incident Detail screen as well as the various data 
entry controls before moving on to narrative creation and signature capture. In addition, 
users wishing to use the TurboChart function must enter data into the various fields 
prior to doing so.

Step 5 (30 minutes): The user should return to the incident he/she has just created 
and enter any required information in the tabs of the Incident Detail screen except for 
narrative and signatures (these will be covered in the next section of training). 

The user should practice moving through the various required data fields using both 
the tabs and the red Mandatory Field Logic button. The user should also take this 
opportunity to directly navigate to specific mandatory fields by opening the Logic Panel 
and clicking on one of the mandatory fields in the list.
During this section of the training the user should enter data using at least one of each 
of the following data controls:

- Text field

- Time (hh:mm in the Date / Time field)

- Date (dd/dd/yy in the Date / Time field)

- Check box

- Single-select combo box

- Multi-select combo-box

The user should also enter at least one crew member, one set of vital signs, one 
procedure, and one medication to gain familiarity with data grids.

Step 6 (5 minutes): Once the user has entered data in the Incident Detail screen, he/
she should view the final two Data Entry training videos:

- Narrative Tab

- Signatures Tab
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At this point the Data Entry initial training program is complete. AmbuPro EMS recommends 
that each user creates at least 5 additional robust, complete, real-world test incidents prior 
to using AmbuPro EMS in a live environment.

Step 7 (20 minutes): The user will return to his/her in-progress incident and complete 
a narrative and collect signatures. The user should first choose a TurboChart template 
and explore the text generated by TurboChart even if they elect to create a narrative 
manually.  TurboChart is intended to create a large portion of the narrative using 
existing incident data to reduce duplication of effort, but the user should always review 
and edit as needed. The user should also experiment with the spell checker and rich 
text formatting tools available at the top of the narrative box.

The user should now collect any required signatures; this will enable the user to 
become more familiar with the various requirements of each signature type (e.g., crew 
member signature information can be auto-filled once a crew member is selected 
from the dropdown but other signatures will require name information to be entered 
manually).

Step 8: Once all mandatory fields have been completed and any warning fields have 
been reviewed the user can print the incident (if desired) and should then move the 
incident from the current “State Data Entry” workflow state into the next workflow state.


