
Sunshine EHR Academic Simulation 

Initial Data Entry for a Case Study or Scenario 

Backup the database before starting data entry: 
 

 

  

 

 

 

 

 

 

 

1. Be sure you have located the database file, and not a backup. In general, the backups 
will have a date as part of the name. You only want to open these if the master has been 
damaged in some way.  

2. If you are working on a shared network drive, you might also see the database listed a 
second time where the icon has a little lock symbol. This means that someone else is 
currently using the database. It is best at this point to use the database one person at a 
time.  

3. If you see the lock symbol, do not open the database. Wait and try later.  
This is also why it is important to close the database when you are finished using it. Not 
only do some “housekeeping” activities occur within the database, but it releases the 
lock so that another user can safely enter data.  

4. To open the database in backend mode so that you can make a backup:  
a. Hold the shift key and then double click on the name of the database file.  

5. When the database opens you may be asked if you want to treat this as a “trusted site”. 
Say Yes.  

6. Use File…Save As…Backup Database to save the file with the current date and time. In 
this way, if something goes wrong with your data entry, the original database will be 
backed up. You can add your initials to the backup name as well if you prefer.  

7. Now close the database by clicking the white X in the top right corner.  

  

Make sure you are working in the correct file for your situation. If you are adding patient 
data that others will use, then you should be working in the master file. At SUNY 
Broome, our master is housed on a network drive (the O: drive) and faculty have access 
to that drive.  

If you are working on a file that you have downloaded to your own computer, the 
updates you make will only exist in that version. That may be what you want! Just make 
sure it is a conscious choice as it is quite tedious to copy patient records to the master 
after they have been entered in a separate file. 

 



Entering the Medical Record:  
1. Open the database by double clicking on the name. You do not need to enter the 

backend to add patient data.  
2. You will build the case study up piece by piece - remembering your key fields. For 

example, if you enter a new patient, keep track of their Patient ID as you’ll need to enter 
that as the MedicalRecordNumber on the Hospital Visit form.  You will need the 
HospitalVisitID to enter on the HospitalUnit form. And so on. 

3. Creating unique primary keys allows multiple users to enter records without running 
into duplicate key fields. The method that I have used is to enter the key in the format 
((T)THHHH99 where T is the table number, HHHH are the users initials in numeric form, 
and 99 is the record number that is being entered. For example,  if Andy Brown is 
entering data in the first table, and it is the first record he has entered, the primary key 
would be 1010201. This pattern is explained in more detail in the Primary Key Log.xlsx 
file.  

4. From the main screen of the open database, click on the Hospital button to enter 
hospital patents. Then click on Medical Record Data Entry.  

5. Start with the first form, Patient, and then work down the list, one form at a time.  
6. For each form, there is a navigation area at the bottom of the form that lets you go to a 

new record or go one by one through the records. The arrow with the yellow asterisk is 
for a new record.  

7. Everything is saved automatically as you tab through the form and as you tab to a new 
record.  

8. There is not much data validation in the system at this point, so you need to be careful 
of your own typos and spelling errors, and to keep track of the primary keys in order to 
connect the patient with their primary provider, prescriptions, orders, and visits.  

9. You can skip fields and come back to them later unless they are a linking field to another 
table.  

10. I would enter data in the same order as the forms are listed, again, keeping track of 
those primary keys.  

11. You can also use an existing patient, but just add additional hospital visits, medications, 
or other details. Again, making sure you are using the correct primary keys to keep the 
data related.  
 

Reviewing the Medical Record: You can review all the data that has been entered for any 
patient by clicking on the Medical Record Review tab, selecting the patient you want to review, 
and then clicking on each of the tabs on the side menu to see the information for that patient.  

When you are done:  
Close the database with the X at the top right corner. That is it. Everything has been saved as 
you have gone along.  
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