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Preface 

Purpose and scope 

This document provides an introduction to the Nightingale® home healthcare system, as well as 
procedures to operate the software. This document is intended to expand as features in the Nightingale 
software are developed and new procedures become available. 

Audience 

This document is intended for readers who use the Nightingale software or manage a home healthcare 
organization that uses the Nightingale system.  

Legal 

This document is the copyright of Boston Business Systems © 2018. No part of this document may be 
copied, transmitted or in any way shared with third parties without explicit permission from Boston 
Business Systems. Strictly enforced.  

All referenced trademarks and brands are the property of their respective owners. 
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Welcome to Nightingale: Introduction and logon steps 

Welcome to the Nightingale® home healthcare system. Nightingale enables a healthcare organization to 
manage every facet of its environment, including clinical, administrative, and financial operations. 

Nightingale provides a powerful electronic environment to perform data processing and record keeping, 
replacing the mountain of forms and paperwork used in manual, paper-based offices. The system 
contains a robust Report engine that provides your organization with the information it needs to provide 
services, ensure compliance, and submit clean claims for reimbursement. 

Nightingale is a web-based application. This means that the application does not reside on your local 
computer; it resides at the software provider’s website, and you access the application through a web 
browser and internet connection. You must use Microsoft® Internet Explorer web browser to operate 
the Nightingale application. 

Because Nightingale is a web application, you must access it through a host application called Citrix®. 
Citrix provides a connection between your computer and the Nightingale software provider. Therefore, 
connecting to Nightingale over the internet is a two-step process: 1) logging onto the Citrix host and 2) 
logging onto the Nightingale application. Each of these steps is fully explained in the following pages.  

This Introductory guide explains how to logon to Nightingale and provides a description of the 
application’s interface. 

Nightingale is a web server 

application. It does not reside on 

your local computer. 
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Accessing Nightingale  

Connecting to Nightingale involves two separate procedures: 1) logging onto the Citrix host and 2) 
logging onto the Nightingale application.  

Logging onto the Citrix host 

1. On your desktop (main computer screen), double click on the Nightingale icon to launch the 

logon procedure. 

The Internet Explorer browser starts and opens to the Citrix logon screen. 

2. Click in the User Name field and type your Citrix user name. 

3. Click in the Password field and type your Citrix password. 

4. Click Login.  

The Citrix Web Interface screen appears 
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Do not hit Enter when the password 

field is blank. You may hit Enter after 

typing in both the user name and 

password, instead of clicking the Login 

button 
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The first time you access Nightingale, a Citrix security dialog box appears.  

1. Click the Full Access radio button. 

2. Click the Never ask me again for this site radio button. 

3. Click OK. 

Because you clicked the Never ask me again for this site radio button, you will not see this dialog box 
during subsequent logons. 
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Logging onto the Nightingale application 

The Citrix Web Interface screen appears and allows you to begin the Nightingale logon process. 

1. Click once on the AMMB icon. 

 

1 
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A new web browser window opens displaying the Nightingale login page, which is communicating with 
the software provider’s network. Once the Citrix connection is active you may minimize or close the 
Citrix logon page or let it remain open in the background. 

2. Click in the User Name field and type your Nightingale user name. 

Nightingale automatically converts all characters to upper case. 

3. Click in the Password field and type your Nightingale password. 

4. Click in the Company field and type your organization’s two letter company code. 

5. Click OK. 

The Nightingale application appears in the browser window (see page 7). 
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Working with Nightingale 

The Nightingale interface includes menus, window tabs that contain data fields, and Toolbar buttons. To 
use Nightingale successfully, you must become familiar with the application interface and learn how to 
perform a few simple tasks that are used repeatedly within the Nightingale workflow.  

The Nightingale interface includes menu options, window tabs, and toolbar buttons 

 

Menus 

Toolbar Buttons 

 

Window Tabs 
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When Nightingale first starts up the menu bar contains all the modules that are configured for your 
application and four Toolbar buttons (Exit, Cancel, Help, and Desktop). 

The initial Nightingale window 

 

Each menu pertains to a module 

in your Nightingale application 

 

Menu bar 

 

Toolbar 

 

www.dwlz.com 
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After you choose a menu option, however, Nightingale’s appearance changes: 

1. The menu bar displays only a General menu. 

2. The toolbar displays additional buttons corresponding to the option you selected.  

3. A window with one or more tabs appears. Each tab displays data fields that allow you to 

perform the menu option that you have chosen. The window tabs organize the data fields that 

the selected option requires and guide you through its workflow. You click on a tab to access it. 

Inactive tabs remain accessible behind the active tab. 

4. Help text appears, providing instructions for the currently active option. The help text 

corresponds to the data field that is active in the currently selected tab. 

In Nightingale, choosing a menu option begins a workflow that lets you complete a task. A description of 
how a user enters data to operate the Nightingale software appears below. 

Nightingale after you select a menu option 

 

In this example, the Main Info tab is currently 

active. Click on a tab to move it to the front 

 

Window tab 

 

Help text area 
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Menu bar 

 

Tool bar 
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Menu options 

Each Nightingale module provides a menu, which allows you to perform functions within that module. 
When you select a menu option, you initiate a workflow that allows you to complete a desired task, such 
as entering patient data or generating a report. Click on a menu to see its options.  

Selecting menus and submenus 

 

In this example, 

the user has 

selected the Base 

menu, Files 

submenu, and 

Staff option 
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Using the Toolbar 

The Nightingale Toolbar contains buttons that allow you to perform certain actions. The Toolbar 
contains four basic buttons that are always present and additional buttons that appear when a Menu 
option has been selected.  

The Toolbar 

 

 

 

 

 

 

 

 

The basic Toolbar buttons include the following:  

➢ Exit closes the current menu option 

➢ Cancel closes the current action without closing the current option 

➢ Help opens a context-sensitive Help window 

➢ Desktop opens a popup menu of the Nightingale Desktop Utilities, described on page 11. 

When you select a menu option, 

additional buttons which 

correspond to it appear in the 

toolbar. 

These buttons 

are always 

present 

 

Additional buttons 

appear when a menu 

option is selected 
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Nightingale Desktop Utilities 

The Nightingale Desktop consists of six utilities that provide personal data management functions from 
your workstation. These utilities include personal organization tools, communications tools, and 
Nightingale function initializers. 

The Desktop functions 

 

Click the Desktop button in the toolbar to open the Desktop utilities palette, and click on a button on the 
palette to start that utility. When you start a Desktop utility, the Nightingale toolbar displays the 
additional buttons that the utility requires. The Cancel button on the toolbar closes an active utility, and 
Exit closes the Desktop palette. Each desktop utility is described below. 

Rolodex 

The Rolodex Desktop utility is an online organizer that stores contact information for a user. The 
Rolodex utility resembles a conventional tabletop contact file, except its contents are stored on your 
workstation in an editable text window. 

Notepad 

The Notepad Desktop utility is a text editor that allows you to store notes electronically. The entries you 
save in the Notepad remain there until you delete them. 

Reminder 

The Reminder Desktop utility allows you to set reminders that will appear in the Nightingale main 
window. 

Messages 

The Messages Desktop utility is a mail system that allows Nightingale users to communicate with each 
other at various workstations. 

Reports 

The Reports Desktop utility stores reports that Nightingale generated. The Reports utility allows you to 
save and quickly access reports for future reference.  

Processes 

The Processes Desktop utility allows you to schedule user or maintenance functions in Nightingale. 
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Tabs 

When you select a menu option, a tabbed dialog box appears so that you can begin the workflow to 
perform the menu option you chose. Tabs organize all the data fields that are necessary for the menu 
option you have chosen, and most options have multiple tabs, as shown in the image below. Click on a 
tab to see its contents. Inactive tabs are visible behind the active tab. 

Example: the Main Info tab is active for the Staff Maintenance option 

 

Tabs contain several types of data fields that you must use to perform Nightingale options, each 

of which is described on the following pages. 

The mouse pointer and tab key 

also allow you to select fields, 

but it is more productive to use 

the Enter key on your keyboard 

to traverse data fields in the 

Nightingale software.  
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Entering data 

When you select a menu option, a window opens displaying one or more tabs. These tabs contain data 
fields, which allow you to find and enter the data that is required to perform the menu option that you 
chose. You must understand how to enter data into several types of fields to work successfully in 
Nightingale. You must also remember to confirm data fields by hitting the Enter key and clicking the 
Save button. 

You use the following components to enter data into Nightingale: 

➢ Drop-down lists 

➢ Text fields 

➢ Ellipsis fields 

Use the Enter key to traverse each data field in sequence. The Enter key is the preferred method of 
entering data into fields in the Nightingale software because it allows you to enter data and traverse the 
software without taking your hands off of the keyboard. 

Entering data in Nightingale 

Nightingale also provides keyboard shortcuts to help you enter data quickly and easily. See the 
documentation for a specific menu option to find the shortcuts that apply. 

Text field 

 

Ellipsis field 

 

 

Drop-down list 

 

Use the Enter 

key to move the 

cursor to each 

field in sequence 
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Drop-down lists 

A Drop-down list displays all possible entries for a field. Click on an arrow to see a Drop-down list; click 
on an item to choose it.  

When you select a Drop-down list via the Enter key, the first item in the list is selected by default. Use 
the Up and Down arrow keys to select a different item, and then hit Enter to confirm the item and move 
the cursor to the next field. 

Click in a Drop-down list or use the Enter key to access it 
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Text fields 

Text fields allow you to enter data into the Nightingale software. Hit Enter to complete a data entry 
inside a field and to traverse to the next field in the workflow. 

 

Remember to press the Enter key after entering or changing data in each field or your data 
will not be saved. 

The Nightingale software displays user prompts to ensure that users enter data correctly. 

1. Alpha/numeric fields: accept both digits and letters, such as an address. 

2. Decimal fields: accept only digits, such as a Zip code. 

3. Formatted fields: accept data only in a defined format, such as a ten-digit phone number. 

4. Date fields: accept dates in the format DD MM YYYY. You can enter the entire date with or 

without slashes, or you can use a date field shortcut. 

Date field shortcuts: 

➢ Type three digits and hit Enter. Nightingale assumes you entered D MM for the current year. 

<1> <0> <3> <Enter> = 1/03/2012 

<1> <2> <3> <Enter> = 1/23/2012 

➢ Type four digits and hit Enter. Nightingale assumes you entered DD MM for the current year. 

<1> <1> <2> <3> <Enter> = 11/23/2012 

You always may enter an entire date, but once you are a proficient Nightingale user you may prefer to 
use a three or four-digit shortcut to enter dates.  

1 

2 

3 

 

Hit ENTER after 

typing into each 

text field 

Commented [SK1]: Need a DB that has a date entry for item 4 

Commented [A2]: Base> Files> Medications. 
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Ellipsis fields 

Ellipsis fields allow you to search for data entries. In an ellipsis field, you may type the data directly or 
click the Ellipsis button to open a dialog box that helps you locate the data.  

When an ellipsis field has only a few possible entries, the Ellipsis button opens a dialog box displaying 
them, as shown for the Type field in the example below.  
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Lookup function 

If an ellipsis field has many possible entries, the Ellipsis button opens a dialog box that allows you to 

search for data. Consider the Patient Maintenance option as an example to illustrate the lookup 

function: 

If an ellipsis field has many possible entries, the Ellipsis button opens a dialog box that 
allows you to search for data, as shown below. 

 In the example below, the ellipsis button opens a dialog box with many fields that allow you to 
search for data that is associated with a Patient ID, such as the patient’s last name, primary 
nurse, or primary physician. 

In the Table Search-Patient dialog, enter at least a portion of the patient’s last name and click 
OK.  

 

Nightingale displays a list of all patient names that begin with the letters you entered.  
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Find the correct patient name in the selection list and double-click on it.  

 

Nightingale populates the Patient ID field for you and loads the patient file which you 
may edit. 

Drop-
down 
list 
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Running reports 

One of Nightingale’s most powerful features is the ability to run customizable reports. For example, you 
can run reports to retrieve information on patients, staff, doctors, billing data, and so on. Although you 
may run many kinds of reports, you use the same general steps to create all of them: 

1. Choose the report that you wish to run from the Base menu. 

2. Enter criteria for the report. 

3. Specify the destination for the report: screen display or text file. 

4. Navigate the report.  

5. Print the report. 
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Step 1. Choose a Report option from the Base menu. 

Base > Reports> Patient Validation Report 

 

This example depicts the Patient Validation Report, but the same general process 
described here is used to run any report from the Reports menu. 

The Criteria dialog box appears so that you can customize the report contents. 

1 
 

2 
 

3 
 

4 
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Step 2. Enter the report criteria 

Nightingale allows you to customize the report that you generate by entering data into the fields of the 
Criteria dialog box. The parameters in this dialog box vary depending on the report being generated.  

The Criteria dialog box for the Patient Validation Report is shown below: 

 

1. Patient Range and thru: You may enter a range of patient IDs to include in the report, or leave 

these fields blank to include all patients in the report. Click in each field and type a patient ID, or 

use the ellipsis button in each field to search for an ID. To get a report for one specific patient, 

enter the same patient ID in both Patient Range fields. 

2.  Testing Date pre-populates with today`s date 

3. Contract: Enter the contract code or leave this field blank to include all contracts in the report. 

Click on the ellipsis button to search for specific contract information.  

4. Active/Inactive: Click in the drop-down list to specify whether the report will contain active 

patients, inactive patients, or all patients. 

5. Status: Click in the drop-down list to specify the status of the patients that will be included in 

the report (for example, Hospitalized, Released, etc). Leave this field blank to include all 

statuses. 

6. Primary Sort: Click in the drop-down list to specify the primary sort method. 

7.  Secondary Sort: Click in the drop-down list to specify the secondary sort method to further 

refine your report data. Leave this field blank to specify only a primary sort method. 

8. Page Break: Choose Yes to specify a page break before each patient’s data is printed 

9. Click OK to accept the values and close the dialog box. 

 

Hit ENTER after 

typing text into 

each field 

2 

3 
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Step 3. Choose the report destination 

In the dialog box that appears, click on the radio button to choose the report destination and then click 

OK. 

➢ When  you choose Store in text file, Nightingale prompts you to specify a save location. This 
function is only available to administrators. 

➢ When you choose Display to screen, Nightingale retrieves the information that you requested 
and displays the report as shown in the next step.  

 

You may view a report online, search for selected data in the report, and print a hardcopy. 

 

1 
 

2 
 

3 
 

4 
 

5 
 



Working with Nightingale  

23 Copyright © Boston Business System 2018 Welcome to Nightingale 

Step 4. Navigate the report 

Each page of the report contains more information than your computer screen can display at one time. 
Therefore, you can use your keyboard as well as Nightingale’s Toolbar buttons to scroll through the 
report. Nightingale also provides a search feature that allows you to find specific information in a report. 

 

Nightingale displays the 

page, rows, and 

columns currently 

showing for the report 

on your screen 

 

1 
 

2 
 

3 
 

4 
 

5 
 



Working with Nightingale  

24 Copyright © Boston Business System 2018 Welcome to Nightingale 

What is a Report page? 

A “page” refers to a hardcopy page of the report, which contains up to 50 lines of text. Your computer 
screen, on the other hand, typically displays 18 lines or so at a time.  When the report first appears on 
your screen it displays the top, left portion of the first page. Use Nightingale’s navigation options to see 
other areas of the report as described below.  
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Scrolling through a report with the keyboard 

Initially, Nightingale displays the top, left portion of the first page of the report. Since a report page is 
larger than your screen can display, you cannot see an entire report page at once. Use your keyboard to 
scroll to other sections of the report. 

 

 

 

 

➢ Use the Page Up and Page Down keys on your keyboard to jump to other pages of the report in 
sequence. 

➢ Use the four arrow keys on your keyboard to scroll through the current page of the report.  

 

In this example, the 

user pressed the Right 

Arrow key to scroll to 

the right side of the 

current page 
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Report navigation with the toolbar: First Page and Last Page buttons 

Nightingale provides toolbar buttons to add more navigation features for viewing reports. Click on the 
First Page button or Last Page button in the toolbar to jump to each of those pages. 

-+  

 Remember! Pages correspond to the printed sheets of the report.  

To see the total number of pages in a report, click on the LAST PAGE button to jump to the last page of 
the report. Once you are on the last page, look at the Current Page display at the bottom of the 
Nightingale application window. You also may use the Right and Down Arrow keys on your keyboard to 
scroll to the bottom, right area of the page to see the last page number. 
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Searching within a report: Find and Find Next toolbar buttons 

You can search for specific data in a report by using the Find and Find Next buttons in the toolbar.  

1. Click on the Find button in the toolbar to open the Text Search box. 

2. Type the text that you wish to search for in the report. 

For example, if you wanted to find any patients in the report who were missing their 485 form, 

you could search for the text “485”. 

 

3. Hit Enter on your keyboard. 

Nightingale highlights the first occurrence of your search text in the report.  
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4. Click the Find Next button in the toolbar to find the next instance of the search text. 

Once Nightingale has found an instance of the search text in the report, you may use the 

navigation devices to scroll through the report (for example, the Arrow Keys on the keyboard), 

and your search will remain active. Click the Find Next button to resume searching. 

 

5. If Nightingale cannot find any new instances of the search text in the report, a message appears 

stating, “Search text could not be located.” Click OK in the message box to close it. 

 Before beginning a new search, click on the First Page toolbar button. To search 
an entire report, you must begin on page 1. 

Nightingale identifies 

the printed page where 

the current instance of 

the search text appears 
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Step 5. Print the report 

1. Click the Print button on the toolbar to send an open report to the printer. 

 

2. Click on the Send to printer radio button. 

3. Click OK. 
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4. The Printer Options dialog box appears, identifying the default printer along with the print 
options that you can select. 

You may enter a name in the Notify User field to direct Nightingale to send an email to a 

member of your organization when the report finishes printing. Click in the field and type a 

name, or click the ellipsis button to open a roster of available names. 

a. Click in the Paper list box to specify Letter or Legal size. 

b. Click in the Copies field and type a number to print multiple copies of the report. 

c. Click the Printer button to open the Print Setup dialog box, which allows you to select a 

different printer and select other, local printer settings. 

d. Click the OK button to close the Printer Options dialog box. 
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5. In the dialog box that appears, click the Print Current Page Only check box to activate it, or 

specify a range of pages to print from the report. To specify a page range, click in each of the 

Page Range fields and type a page number. Leave the default range to print the entire report. 

6. Click OK to send the report to the printer. 

 


