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1. In the BIRTH information screen, 
click on File, scroll down to New, and 
scroll over to Hearing Information 
( or Ctrl +I).  Create this basic hear-
ing information record for every baby 
after the birth certificate has been 
completed. 

This is the screen that will appear. 

2. Click on the Save icon to make sure 
that the newly created HINFO record 
will be saved.  Note: If this step is 
skipped, the HINFO record will not be 
entered in the system. 
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This is the updated HINFO screen that 
will appear.  You can stop here and ac-
cess this HINFO record again when 
more results are available. 

From this screen, a Quick Record for 
newborns who pass their Newborn 
Hearing Screening can be entered. 

1.  Enter the Date of the Final Hear-
ing Screening. 

2.  Enter a Y for yes or an N for no 
in the box below Parent Educated 
about hearing screening, hearing 
loss, etc?  The screen will automati-
cally go the Summary tab/screen. 

3. Make sure to click on the Save 
icon on the Summary screen again 
to create the permanent  record. 

Note: The Quick Record is for newborns who pass the final hearing screening in both ears before dis-
charge ONLY.  All newborns who are discharged before screening or who refer on the newborn hearing 
screen at time of discharge must have a Hearing Screening (HSCREENING) record created.  To create 
an HSCREENING record, go to page 4. 

OR 

Save icon 
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1. After the correct HINFO record has 
been located or created, click on the File 
tab, scroll down to New, scroll over to 
Hearing Screening (or Ctrl+E).  NOTE: Use 
the HSCREENING for the following: did 
not pass, discharged without screening, 
transferred to another hospital, baby in 
NICU for more than 48 hours etc. 

This screen will appear. 

2. Click on the Screening tab to enter in-
formation about hearing screenings or, to 
enter any reason for why a screening was 
not completed. 
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This is the HSCREENING Screening Tab screen. 
This is where all of the information for a hearing 
screening is entered. 

4. Under the Screen Event heading, enter I for Initial 
or R for Rescreen.  Enter I for  Inpatient or O for Out-
patient.  Indicate whether this is the Final Action by 
entering Y for yes or N for no.  Enter the date and 
time of the screen.  If the screening event could not be 
completed (e.g. discharged before screen, baby too 
fussy, transfer to NICU, etc), click on the drop down 
menu and select the appropriate reason. 

3. Under the Parent(s) Details heading put a Y for yes 
or an N for no if the parent(s) were educated about 
hearing loss, etc.  Enter the primary language spoken/
read by the parent(s).  Enter the phone number 
where the parent(s) can be reached. 

NEXT PAGE 

4. 

3. 

5. 

5. Under the Screening Details heading, enter the cor-
rect facility, type of screening and name of screener. 
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6. Under the Screening Results heading, enter P for 
pass, R for refer, or N for not applicable for each ear. 

6. 

9.  Always, always, always click on the Save icon 
when all the information has been entered. 

9. Save icon 

7. Under the Disposition heading, enter the Primary 
Care Provider (PCP) name, check the box that indi-
cates whether or not results were sent to the new-
born’s PCP, and enter the date sent.   
Also, if the infant will need additional hearing screen-
ings/diagnostic evaluations check any boxes that may 
apply: Recommendation for monitoring, intervention, 
and follow-up care; Re-screen at same facility; Refer 
to audiology clinic for re-screen. 

8. Under the Notes section, miscellaneous information 
can be entered.  This is an appropriate area to indi-
cate the name, phone number, and address of a  
guardian/agency, other than a parent, that might be 
legally responsible for the infant. 

10.  Repeat this process for any other hearing screen-
ings for this newborn. 

7. 

8. 
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2. Choose a Hearing Report from the list available. 

3. Select EVENT_YEAR from the Parameter drop 
down list.  Make sure to enter the four digit year in 
the Value line. 2. 

3. 

4. You can either Preview or Print this report. 4. 

There are six pre-set searches, or work 
queues, for Hearing Information records. 

1. Birth w/out Hinfo = Birth records 
without the HINFO record. 

2. Hearing-INFO = Basic Hearing Infor-
mation record(s), ready for data entry. 

3. Hearing-IP-Not-Final = Inpatient 
Hearing Information record(s) with 
data entered, No Final Action yet. 

4. Hearing-NICU = Basic HINFO record 

for baby in NICU (for longer than 48 hours). 
5. Hearing-OP-Not-Final = HINFO record for outpatient, 

Not Final Action. 
6. Hearing-OP-Planned = HINFO record for baby with out-

patient screening planned. 

1. Click on Batch, scroll down and select Reports 
from the main screen. 



1. Click on the Search tab, scroll down to 
Birth. 

2. Enter identifying information in the blanks 
provided.  (Eg; Date of Birth, Child’s Last 
Name, Mother’s Last Name, etc…).  Click on 
the Search button. 
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Note: To enter a date range, eg. to see all of the births that oc-
curred between 01/01/05—01/15/06, click on the Date of Birth 
(Date Field), type a left parenthesis.  This will bring up a search 
range window.  Enter the date range, click on OK, and then click 
on Search. 



3. A screen will appear with all results 
that match the information entered.  
Click on the line that lists the newborn 
you want to find.  The line will  turn 
dark blue.   

Either double click on the highlighted 
line to display the child’s information or 
click on the Display button. 

4. This is the BIRTH information 
screen.   

To create a Hearing Information 
(HINFO) record, see page 2. 
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1. Under the Search tab, scroll down to 
Hearing Information. 

2. Enter identifying information in the blanks 
provided.  (Eg, Date of Birth, Child’s Last 
Name, etc…).  Click on the Search button. 
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Note: To enter a date range, eg. to see all of the births that oc-
curred between 01/01/05—01/15/06, click on the Date of Birth 
(Date Field), type a left parenthesis.  This will bring up a search 
range window.  Enter the date range, click on OK, and then click 
on Search. 



3. A screen will appear with all results 
that match the information entered.  
Click on the line that lists the newborn 
you want to find.  The line will  turn 
dark blue.   

Either double click on the highlighted 
line to display the child’s information or 
click on the Display button. 

From this screen, a Pass/Pass Quick Re-
cord result can be entered, a summary 
of the most recent hearing screenings/
diagnostic evaluation can be viewed, or 
the newborn’s hearing screening records 
can be linked. 
To Quick Record final Pass/Pass results, 
see page 2. 
To create a NEW Hearing Screening 
(HSCREENING) record, see page 4. 

4. This is the HINFO screen.   
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1. Under the Search tab, scroll down to 
Hearing Screening. 

2. Enter identifying information in the blanks 
provided.  (Eg, Date of Birth, Child’s Last 
Name, etc…).  Click on the Search button. 
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Note: To enter a date range, eg. to see all of the births that oc-
curred between 01/01/05—01/15/06, click on the Date of Birth 
(Date Field), type a left parenthesis.  This will bring up a search 
range window.  Enter the date range, click on OK, and then click 
on Search. 



3. A screen will appear with all results 
that match the information entered.  
Click on the line that lists the newborn 
you want to find.  The line will  turn 
dark blue.   

Either double click on the highlighted 
line to display the child’s information or 
click on the Display button. 

4. This is the screen that will appear.   

To create a NEW Hearing Screening 
(HSCREENING) record, see page 4. 
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After you’re in the BIRTH record, you can 
create a new HINFO record by pressing the 
control key (Ctrl) and then the I key. 

Once in the HINFO record, you can create a 
new HSCREENING record by pressing the 
control key (Ctrl) and then the E key. 

On any HINFO screen, click on Linking and scroll 
down to select Hearing Screening.  This will bring up 
a list of any and all HSCREENING records for this 
infant. 

Linking can also be done from any BIRTH record to 
link to the HINFO record for that baby. 

A shortcut for entering the date is the T key.  This will 
give you today’s date.  If you then press either the B or 
the F key the date will go backwards or forwards. 
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