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Importing Records
1.  On the Record Utility title screen [Figure 26, pg. 41] click Begin. The

Import Records screen will appear.

2.  Choose how to Import Lab Lists. 

(Choose Viewed Labs Only to “charge” users for all lab requests
submitted, but to credit them only after they view the results.  Select
All Labs Selected to charge and credit users for all labs listed, whether
or not the user viewed the results.) 

3.  Choose from the import options listed below [See Figure 27].  

Choose the Import New Records option to conduct an initial evaluation
of user scores for a given case. 

Choose Open Reviewed Records to access records that you previously
imported, preserving your previous changes and evaluations. 

Choose Merge Records to add more  records to a list that you’ve already
started evaluating [see MERGE NOTE]. 

Choose Open Last Case Reviewed to access records for the last case
you reviewed without erasing any of your previous changes. 

4 .  After you have selected an import option, use the directory to select the
folder containing the records and the eval.cst for the case you want to
evaluate.  Depending on the number of records, the import process may
take some time.

5.  Choose whether you want records listed alphabetically or by ID number.  

Record Utility

Follow these steps to merge unreviewed

records with records already reviewed in

the Record Utility.

1.  (opt.) Update your hp and sat files to

include names, IDs and responses for the

new users.

2. Create a new records folder to hold the

records for this patient case which

haven’t been reviewed (e.g. Kirk Merged). 

3.  Move the unreviewed records and

copy the eval.cst from the original

records folder to the “merged” folder.  

4.  Select Open Reviewed Records and

open the original records folder.  

5.  Click Merge Records and select the

folder containing your unreviewed

records. 

6.  To review your newly-merged records,

select Open Reviewed Records and open

your original records folder.  

MERGE NOTE

Figure 27 - Import screen in the Record Utility

If you choose Import New Records and

then choose records for a case you’ve

already evaluated, any changes you made

during the initial review will be lost. To add

additional records to those already evalu-

ated without erasing your changes, choose

Merge Records.

Click Export Data to create a text file con-

taining data that can be imported into a

spreadsheet program for making charts,

graphs, or other types of reports on user

performance. Data are exported as a text

file that can be imported into your chosen

spreadsheet program. 

6.  Once the Activity Records have been imported, you should see the
patient case name in the text box in the upper right corner of the
screen. A list of user names and/or ID numbers will appear on the left
side of the screen. 

7.  On the Import Records screen, you will decide some or all of the
following:

whether user names should be displayed in the records.

whether a user whose entry matches a criteria item will be credited
automatically with “matching” the instructor’s criterion. 

whether to export user data in a comma-delimited format.  

whether to score by category, components (grouped categories) or
unweighted (all items in the case have equal value). 
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