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About This Manual

The Texas EMS/Trauma Registry System will allow users to submit EMS and trauma data to the Texas Department of Health (TDH) in a number of ways. In addition, users will be able to obtain numerous reports through the EMS/Trauma Registry web site.

TDH has developed web-based EMS/Trauma Registry System training to support user’s understanding and use of the EMS/Trauma Registry System. The training can be accessed from the TDH web site www.tdh.state.tx.us/injury . This guide is intended to serve as a companion to the Web-based training.  It has been designed for easy reference and use. These resources should provide users all they need to begin and continue using the system.

Who is the User’s Guide For

You! This guide provides valuable information to anyone who will submit data to the system or need to obtain information from the system.

What Does This Manual Do

We have set out a number of goals for this guide. They are:

· Orient users on the EMS/Trauma Registry System – provide information on the system and its purpose and use.

· Serve as a Desk Guide to EMS/Trauma Registry Operations – the EMS/Trauma Registry Web-based training will demonstrate how to use the system. This guide will allow the user to quickly identify and access useful EMS/Trauma Registry features. It is designed to provide a road-map through the system.

· Operate as a Reference for problems – what to do to solve problems with using the system? This guide will point the user in the correct direction to begin solving potential difficulties the user may have in using the system.

How to Use This Guide

This Guide is laid out so that the user can quickly access information to assist with system use. Major topics include:

· Before You Begin – tells the user what is needed to access the EMS/Trauma Registry system and ideas to assist the user in accessing the system;

· Quick Start  - sometimes we need to use tools without having the time to fully understand all its features.  The same may apply to the EMS/Trauma Registry System.  The Quick Start operator allows the user to go directly to the features the user needs to begin using the system.

· Getting Around – for those of you who have to know! This is a map of the EMS/Trauma Registry site, showing all the various Web pages.

· Problems –  this section provides guidance on some of the more common problems that users may encounter;

· Contacts – ok, so the guide won’t answer all questions!  In this case, you may want to contact the TDH Registry staff!  Their telephone numbers and e-mail addresses are in this section.
	[image: image1.wmf]
	Tip:

TDH may have provided you with this Guide in electronic format; however, it is easily printed using the standard Windows Print function. Save the file to your system, right-click and select Print.


1. Introducing the Texas EMS/Trauma Registry

Registry Overview 

The original State Registry System in Texas was established based on initial state legislation passed in 1989. This legislation required TDH to develop and maintain a trauma reporting and analysis system to: 

· Identify major or severe trauma patients within each health care entity in this state.

· Identify the total amount of uncompensated trauma care expenditures made each fiscal year by each health care entity in this state.

· Monitor trauma patient care within each health care entity and regional emergency medical services/trauma system in this state.

The legislation calls for TDH and all prehospital providers and hospitals in Texas to gather data about trauma in Texas. The end result of this collaborative effort is the ability to describe the incidence and distribution of trauma, its costs and strategies to prevent or treat trauma. 

Data Submission

Reporting entities are required to submit data electronically to the Texas EMS/Trauma Registry System.  This data is deposited in a powerful Oracle database. From the database, the data can be accessed to provide a wide variety of reports. Hospitals and EMS providers can submit data in three ways:

· Data Entry - directly entering data into the EMS/Trauma Registry Web site.

· Web Data Submission – using third party software that can generate the required data set, sending EMS or trauma data file via the internet

· Modem Submission – data can still be submitted to the system through a modem.

Reporting entities (hospitals and prehospital providers) are not required to use any particular software package to fulfill trauma reporting requirements. Hospitals and prehospital providers may use any computer, modem and software as long as they are able to collect and electronically transmit the required data set in the correct format. There are several commercial EMS and trauma registry software packages in use by the reporting entities. 

More EMS/Trauma Registry Information – additional information can be obtained on the Web at http://www.tdh.state.tx.us/injury/trauma/trauma.htm .

2. Texas EMS/Trauma Registry System Features

So why do we need a new system? The original Texas EMS/Trauma Registry was developed in the early 1990s and reflected technology of that time. Some major features of the system are:

· Ease of entry – there are three methods of data entry: 1) EMS/Trauma Registry has Web capability where users can enter data directly over the Web; 2) Users can use third party software to submit data files via the Texas EMS/Trauma Registry web site; 3) users can use the traditional method of submitting data via modem.

· Report Generation – one of the EMS/Trauma Registry’s major features is the ability for users to generate reports directly over the Web. The EMS/Trauma Registry contains modules that allow users to choose report types, specify the data parameters and generate reports with data the user has previously submitted.

· Notification and Validation – with the original system, users had to request information about if their data was successfully transmitted or if the data was accurate. The EMS/Trauma Registry incorporates tools that provide the user with feedback that data was successfully transmitted.  An additional tool notifies the user of data errors. When users enter data directly over the web, they receive immediate feedback on data errors. This ensures that the data in the system is more accurate.

· Powerful Processing and Analysis Tools – The EMS/Trauma Registry incorporates strong and responsive software that allows for a more responsive system and contains a more robust analysis capability.

The EMS/Trauma Registry increases the capability to collect and use EMS and trauma information.

Netscape Communicator and Microsoft Internet Explorer Browsers

Getting the Latest Version of Your Browser

The Texas EMS/Trauma Registry System was designed to run on a number of internet browsers, including the most popular Netscape Communicator (6.0 through release 6.2.1) and Internet Explorer (at least version 5.0). The most current version of the browsers can be downloaded for free using the following sites:

	Browser
	Download Site

	Internet Explorer
	http://www.microsoft.com/ie/default.asp

	Netscape
	http://home.netscape.com/computing/download


Netscape: Common System Elements

The System site will sometimes appear differently in each of the browsers.  This is because:

· Elements of the IE script are supported differently by Netscape;

· IE has different operating characteristics than Netscape.

Some of the elements that may appear with Netscape are shown in the following table.   These elements are aesthetic or operational differences that do not affect functionality of the system.  These may include: pop-up windows (e.g., JavaScript Console), formatting differences (e.g., white lines separating window elements, lists elongated, highlighting absent, inability for elements to expand/contract, etc).  You may find more.

	Screen
	Description of Element

	Log-on
	Menu not highlighted; no time

	Log-on
	Security Warning pop-up

	Select an Entity
	Selections appear to be spread out

	NRD Confirmation
	There is white space between rows; menu items do not highlight

	Transmittal for File Submission
	White space between rows

	Record Entry
	Stray letters; background not highlighted

	Unknown
	JavaScript Console pops up

	EMS Record Entry Form 
	Form will not collapse.

	Submission Confirmation: Records
	White space between rows

	Special Request Report
	Pop-up boxes automatically appear when page loaded

	View Records
	Formatting changed, no color backgrounds

	Modify My Personnel
	Formatting changed

	Hospital Error Summary
	View Details button results in Invalid URL message


None of these differences affects functionality.  If you believe that your System is not functioning properly, please contact TDH.

There are additional Web browsers available, each with its own benefits and distractions.  Should you use a browser other than IE or Netscape, you may have to research your browser to determine how it best might operate the System.

3. Overview

This section is intended for those users who want to jump right in and start using the system. To help you along, you’ll find:

· Quick Start - Steps you’ll need to get going.

· Getting Around – A map of the Texas EMS/Trauma Registry system functions.

· Problems – A Guide on where to find more help.

· Resources – Who to call for more information.

Quick Start

So, you just want to get going!  Let’s do it!  Here are the steps to get going.

	1. Access EMS/Trauma Registry Site

	
	2. Log on to EMS/Trauma Registry

	
	3. Select Hospital or EMS (if required)

	
	4. Select Report Period

	
	5. Make a menu selection


	Start Using the new EMS/Trauma Registry System!


We provide our Quick Start Steps for those of you who work better with words:

Step 1
Get on to the Internet and access the Texas EMS/Trauma Registry site.  TDH will provide the URL once your user account, user ID, and password have been established.
Step 2
Log on to the system.  Don’t have a password? Go back to go!  Contact your organization’s Texas EMS/Trauma Registry Administrator or contact TDH.  See contact list in the General Info section.

Step 3
Select Entity type.  If you are associated with a Hospital, click on Hospital.  If you are associated with an EMS Provider, click on EMS. Note: Steps 3 & 4 are only required if assigned to more than one entity.

Step 4
Select the organization you work for from the list that popped up. 

Step 5
Select a Report Period by clicking on the arrow button (or drop down button). 

Step 6
Move to the menu bar on the left side of the page and click on the Texas EMS/Trauma Registry Module you want to work on.

Step 7
Go!
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	TIP:

Each Texas EMS/Trauma Registry Module is explained at the end of the Guide. To get started quickly, read the module corresponding to the area you want to use, then go through the Web-based tutorial for only that section.


Quick Tips

This section provides some quick help on getting you started.
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Short Cuts

So, you want to go where? You want to do what? We’ve tried to make EMS/Trauma Registry System as user friendly as possible. As a result, we have developed the following Short Cuts to quickly get you to where you want to go.

	The Main Menu is roles-based; access to certain functions depends on your user type and privileges: whether you are submitting data as an Entity, Agency, or RAC. You may not see all of the functions described here.
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	Allows you to select an entity if you are assigned to multiple entities. It also lets you select or change the report period.
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	Allows you to see the status of your submissions; whether you sent a data file or made manual entries using the record entry forms.
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	If you have no data to submit for a particular month, submit an NRD.
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	Allows you to submit data files to TDH.
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	Allows you to manually enter data into an entry form (Hospital or EMS). You must submit data after entering your information.
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	Validation Reports allow you to view the overall quality of submitted data.
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	Access reports based on criteria you select. Use the Report Request function to submit special requests to TDH.
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	Modify your own contact information, or update information for personnel assigned to your entity (assigned by roles).
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	Search for previously submitted records or possible duplicates and make the required corrections.
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	Search the database for archived records.
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	Change your password, refer to this Guide, or contact TDH for help.


Getting Around

Sometimes it’s hard to understand a Web Site.  For those of you who want to use your fingers for walking through the EMS/Trauma Registry System, we have a map of the site. Remember, this system is roles-based; you might not have access to all the functions shown here.
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	TIP:

To best understand the system, have the site up on your computer and go through the site as you go through the map.
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Problems

What do I do if I’m having problems working with the system?  This section provides means to resolve some of the most common problems.
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	TIP:

Before panicking, sit down, breathe slowly and READ THE MANUAL!  Actually, in this guide, go to the module you are working with and study the operation of the specific module.
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Resources

Sometimes you just need to talk with someone to answer questions about the system.  Well, we have the people for you to talk to, each one with a specialty.


















Frequently Asked Questions (FAQs)

Sometimes you have a quick question.  For a complete listing of EMS/Trauma Registry Questions that have been previously asked, please access the TDH web site at:

http://www.tdh.state.tx.us/injury/trauma/faq.htm
Modules Overview

This section of the Guide provides information on each of the system functions. It is organized into modules; each module contains a set of the system functions you’ll see on the Main Menu. Often, you’ll have to use several screens to complete a task: these are called “sub-modules”.

	Module Title
	Description

	Log-on
	The Log-on module gets you set up to use the system.  

	Entity Preferences
	This module describes how to select and change Entities and Report Periods.

	General Status
	This module shows you how to view the status of data files or records you have submitted.

	No Reportable Data (NRD)
	This module describes how to submit a report when you have no reportable data available.

	On-Line Submission
	This module explains how to submit a data file containing one or more records to TDH.

	Web Entry
	This module describes how to enter data using a Record Entry Form, submit a test record, check for errors, and submit the data to TDH for processing.

	Results
	Validation Reports display information related to the warnings or errors found in submitted records

	Reports
	This module explains how to build a report based on criteria that you select.

	Personnel
	This module shows you how to change your contact information and password. Depending on your role, you may also change the information of other users assigned to your entity.

	Correction
	This module explains the steps you need to take in order to make corrections to any errors detected in submitted data.

	Archived Records
	This module explains how to search for records in closed Report Periods.

	General Information
	This module explains the other functions on the Main Menu, such as FAQs and Help.


4. Logon Module

The Logon module gets you set up to use the system. It begins with actually logging on to the system, followed by identifying your organization (if assigned to more than one entity) and the report period of interest to you. In addition, it will take you to a screen showing your current EMS/Trauma Submission Status.

Enter the Texas EMS/Trauma Registry URL into the Address Bar of your browser.
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	TIP:

 Make sure you have your password handy before going to the Logon page.


Enter your assigned User Name and Password to access EMS/Trauma Registry. The system will reject any invalid user names and passwords. User names and passwords are assigned to individuals, not entities. The Health Insurance Portability and Accounting Act (HIPAA) and TDH forbid the sharing of user names and passwords.


Users must read and understand the User Agreement presented on the logon screen. Click the I Agree button to access the system. If you do not understand the terms of the agreement, contact TDH for assistance.
Logging On for the First Time

The first time you logon, the system requires that users change their assigned password to one that is more personalized and easy to remember. Logon using your assigned Username and password. 


Clicking the “Click Here Now…” link opens the Change Password window. Enter the old password, and enter the new password twice. Follow the instructions on screen to ensure your password meets security requirements.

Click the Change Password button when finished. The Logon screen appears as shown below.


	
	Warning:

If you try three times to logon using the wrong password, the system will lock you out and you must contact TDH to have your password reset.
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	What do I do if I forget my password?
Contact TDH personnel and they will assist you in obtaining a new password.


5. Entity Preferences Module

This section describes how to select and change Entities and Report Periods.

	!
	Note:
If you are assigned to a single entity, you will go directly to the Select a Report Period screen.


Selecting an Entity

The Select an Entity screen may appear after you have logged on if you are assigned to multiple entities. If you are assigned to a single entity, you will go directly to the Select a Report Period screen.
· Select an Entity Type (Hospital and/or EMS), then select an Entity from the drop down menu. 
· Select an Entity from the menu window. 

· Click the Select button to continue. 
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	Why doesn’t this page show up for me?

 The most likely reason is that you have access to only one Entity.  If you are supposed to have access to more than one Entity, contact TDH.


Selecting a Report Period

Once you have selected an Entity, the Select Report Period screen appears. 

· Select a Report Period from the drop down menu. The default Report Period is the current year. 

· Click the Select button to continue. The Report Period can be changed at any time (described in the following section).

· Once the Report Period is selected, the Submission Status screen appears.
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	What is a Report Period?

A Report Period is based on years and will be the year of data you want to access or work on.

Why would I want to select a different report period?

Generally, you will select a different report period if you want to view reports from another period.

Why does the Report Period selection go back to 1997?

Data for the past five years was converted and is available for report generation.  


Changing the Entity  

You can change the Entity you selected after logon. 

	
	From the Main Menu, select Change Entity from the ‘Entity Preferences’ sub-menu.

The Select an Entity screen appears. The process is no different than the previous example.
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	Can I work on two Entities at the same time?

No. You must work on one, then come back to this page, select the other Entity then work on it.  


Changing the Report Period

You can also change the Report Period you selected after logon. 
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	From the Main Menu, select Change Report Period from the ‘Entity Preferences’ sub-menu.

The Select a Report Period screen appears. The process is no different than the previous example.
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	Can I work on more than one year at one time?

No. The data for each year is separate from data for other years.


6. General Status Module

This module shows you how to view the status of data files or records you have submitted. There are several ways to submit data to TDH: via modem; manually using the Record Entry forms; submitting a No Reportable Data (NRD) report; submitting a data file via the web using the Online Submission function. 

Submitted files containing records for multiple Entities and Report Periods are broken into separate submissions. You can track the progress of each of these submissions by selecting the Entity and Report Period you wish to view and looking at the submission status page. When a data file is submitted, any record with an entity for which you are not assigned will be deleted from the file along with any records with invalid entity numbers or report periods (based on date of call or arrival).

Viewing Submission Status

Reporting entities are required to submit data electronically to the Texas EMS/Trauma Registry.  Hospitals and EMS providers can submit data in three ways:

· Data Entry - directly entering data into the EMS/Trauma Registry Web site.

· Web Data Submission – using third party software that can generate the required data set, sending EMS or trauma data file via the internet

· Modem Submission – data can still be submitted to the system through a modem.
The Submission Status screen automatically appears after you have logged on, selected an Entity and a Report Period. This screen displays general information describing the current status of all data received to date for your entity.
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	Select Submission Status from the Main Menu to view the status of any data submitted for the Report Period you selected. 
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	Tip:

This page contains significant amounts of information. You may want to occasionally print it out.


This table describes each of the fields found on the Submission Status screen:

	Last Submission
	

	Field
	Description

	Date of Submission
	Date and time of last submission.

	Submission Type
	Displays the method of submission: Web Records, Data File, Modem, or No Reportable Data (NRD).

	Username for Submission
	Name of person who last submitted data.

	Submission Status
	Indicates whether system has processed last submission.

	Submitted Records
	The number of records contained in the last submission.

	Accepted Records
	Number of records accepted in the last submission.

	Rejected Records
	Number of records rejected in the last submission. A record is rejected if it receives errors on at least one field.

	Duplicated Records Deleted
	Number of exact duplicates that the system found and deleted in the last submission.

	
	

	General Status
	

	Field
	Description

	Total Number of Submissions
	Total number of submissions to date for report period.

	Total Accepted Records
	Total number of records accepted to date for report period.

	Total Rejected Records
	Total number of records rejected to date for report period.

	Total Records Submitted (not test)
	Total number of valid records submitted to date for this report period. This is the sum of rejected and accepted records minus deleted records.

	Total Test Records Submitted
	Total number of test records submitted to date for report period.


Total number of records entered but not yet submitted. To view a list of unsubmitted records, refer to the 

	View Records List
 function in the Web Entry module.
	


The lower portion of the screen shows submissions by Month of Call or Arrival, including NRD reports. 
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	Can I send in a file for more than one entity? How about for more than one report period?
Yes, on both! If the file contains records for more than one Report Period or Entity, the system  breaks the file into separate submissions. Select one of the Entities and one of the Report Periods. Submit the file. You can track its progress on the data file status page under the same entity and report period you selected when submitting the file.

For example, a file contains 15 records total; 10 records for ABC Incorporated for Jan 01 2000 – Dec 31 2000 and 5 records for XYZ Hospital for the same Report Period. 

· The person submitting the file logs on and selects ABC Inc. as the entity, Jan-Dec 2000 as the report period, and submits the file. 

· As the system processes the file, it parses out the records for ABC and XYZ, and logs a single submission for each entity. 

· The user logs off, and returns later, again selecting ABC Inc. and Jan.-Dec. 2000 as the report period.

· The user selects Data File Status from the Main Menu to track progress of the file. The Data File Status screen shows a submission with 15 records. If the user selected XYZ as the entity, the Data File Status would not be displayed since the file was submitted under the ABC account.

· When the Data File Status screen indicates that the file has been processed, then the user can check the Submission status screen to check the record status of ABC’s 10 records.

· To check record status for XYZ’s 5 records, user would “change entity” to XYZ and view XYZ’s Submission Status page.

What is the difference between Rejected and Accepted?

A record may receive errors or warnings. Records with errors are rejected. Records with warnings only are accepted. If a record contains no errors or warnings, it is accepted. However, TDH recommends correcting records with warnings and resubmitting them.

When does the information on this page change?

This page updates every time you submit data.

What if my information regarding the records I have submitted is different from the information shown on this page?

If you believe that there is an error on this page, you can do further research by going to the View Records section in the Correction Module area of the Main Menu.


Data File Status

If you have submitted a data file, you can check its status by selecting Data File Status from the Main Menu. This screen only shows data for files submitted via the web, not for any web data entry records. For files containing multiple Entities and Report Periods, status is only displayed for the Entity and Report Period in which the data was submitted.
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	Select Data File Status from the Main Menu.


The Data File Status screen appears. TDH suggests printing this screen as a reference when contacting them for technical assistance regarding a file submission. 


This table describes the fields found on the Data File Status screen. 

	Last Data File
	

	Field
	Description

	Data File Tracking Number
	Unique number assigned by the system to the data file. This number is helpful if you need to contact TDH.

	Original File Name
	Original file name from your local system.

	TDH’s File Name
	File name assigned by the system to the submitted file.

	Test or Valid?
	Indicates whether a Test or Valid submission.

	Submitted by (user name)
	Username of person submitting file.

	Records with unassigned entities
	If records are submitted for entities for which the user does not have authorization, those records are deleted. Check that the correct Entity Number is sent and that you have authorization to submit for each entity you have submitted for.

	Records with invalid report period or entity
	Number of records with invalid report periods or entities in file. If data is sent for a closed Report Period, the date format is incorrect, or the entity number is invalid, these records are deleted.


	Field
	Description

	Status of the Last File
	Indicates status of last file submitted; displays: 

· Submitted – the file has been submitted but has not begun being processed.

· Being Processed – the file is being processed but is not complete.

· Rejected – the file is processed and rejected, most likely  due to an incorrect file format.

· Accepted – the file is processed has been accepted. Records contain no errors  but may contain warnings.

· File Error -- Cannot be Loaded – the system has detected an error with the file or a possible virus and cannot load the file to the registry.

· File Error Unknown File Type – the system does not recognize the file type.

· Data Being Processed –  to handle files containing multiple entities or report periods, the system is breaking the file into submissions.


7. No Reportable Data Module

This module describes how to submit a report when you have no data to report for a given month.

Submitting a No Reportable Data (NRD) Report

The system provides the NRD submittal form for months where there is no data to report or send. If you send a valid record for that month at a later time, the valid record will override the NRD for that month. Ensure that the correct Report Period is selected before submitting an NRD Report.
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	Select Submit NRD from the Main Menu.


· Select a month from the dropdown menu. The dropdown only shows months in which no data (NRD or records) has been submitted. 

· Click the Submit button. Once a NRD is submitted, the Submission Confirmation screen appears. This submission will appear later on the Submission Status screen.

· Click Print to print the NRD, or click Done to exit the screen.
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	What happens if I have data to submit after sending in a No Reportable Data notification?

Go ahead and submit the data in your regular manner. Your data submission will override the NRD notification.  


8. Online Submission Module

The Online Submission module explains how to submit a data file containing one or more records to TDH. This function allows you to upload a data file to the TDH server.

Submitting a Data File

	!
	Note:
Data files must be in ASCII tab-delimited format. Incorrect file formats are rejected. If your file is rejected, you will receive a rejection notice via email, fax, or postal mail depending on your user preference. 


This function provides a way to send a file over the web instead of sending it via modem. It basically consists of four steps: 

· Specifying a file 

· Attaching the file 

· Choosing a Submission Type (Test or Valid)

· Submitting the file
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	Select Submit File from the main menu. This opens the Transmit File screen.


· Type in a filename, including the pathname. For example: C:/mydocuments/filetosend.txt. 

Or click Browse to select the data file to attach. Navigate through the system and then click on the file desired and the filename appears in the File name box. Click Open to select the file and close the Browse dialog box.

· Click Attach to load the file to the server.

· Select Test Submission or Valid Submission using the radio buttons. A Test Submission is for testing purposes; test data is validated but not actually added to the system. A Valid Submission formally submits the data to TDH.

· Choose Submit to submit the file, or choose  Cancel to cancel the whole process.




You can submit a test file if you are testing a software application change or getting familiar with the system. Test data is automatically deleted after validation checks occur.
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	Tip:

Prior to submitting data on-line ensure that your third party software is installed and operating properly and that all the data you want to submit has been entered onto your third party software.   


Once the file is submitted, the Submission Confirmation screen appears. This screen shows:

· Entity Number and Name for the submitted data

· Who made the submission

· The Report Period for the submission (selected at logon ).

· When it was sent to TDH.

· The Tracking Number of the submission.

TDH recommends that you print this screen for your records. 

After submission, select the Entity and Report Period used to submit the file, and use the Data File Status screen to monitor the status of the submission (Refer to the Data File Status Module). You can also return to view Validation Reports of your data. Processing typically takes 24 hours and you will receive a rejection notification if the file you submitted is in an incorrect format. 
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	How will I know if my file got to the system?

There are four ways to verify that your data was successfully submitted: 

1. The Submission Confirmation screen displays that your data has successfully been transmitted to the system shortly after the file is uploaded. 

2. Validation Reports are generated within 24 hours for each submission (Refer to the Validation section for details). Validation reports are available in two ways:

A. If you are assigned as the entity’s Primary Contact and have your  Correspondence Priority set to “Email” (See Modify My Info for details), Validation Reports will be automatically emailed to you. 

B. You may view Validation Reports online:

· Logon to the system and select the appropriate Entity and Report Period for the submitted data.

· Select Validation Reports from the Main Menu. Select the submission to view the report.

3. You are always able to verify data submission by viewing the Submission Status Summary.

· Logon to the system and select the same Entity and Report Period for which you submitted data file.

· Select Submission Status from the Main Menu. The Submission Status screen shows the status of the last submission and general information about all submissions for the Entity and Report Period.

4. You can also check the Data File Status screen to monitor the status of your submission.

· Logon to the system and select the appropriate Entity and Report Period for the submitted data.

· Select Data File Status from the Main Menu. The Data File Status screen shows the status of the last file submitted. Refer to the General Status Module for more information.

What do I do if my files are consistently rejected?

TDH suggest that users do not attempt to troubleshoot data files. Files may inadvertently become corrupt if opened. Contact TDH for assistance if your data files are consistently rejected from the system.


9. Web Entry Module

This module describes how to enter test or valid data using a Record Entry Form, check for errors, and submit the data to TDH for processing.
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	Tip:

The first time through, go s l o w l y through this module.  It has a lot in it.


Enter Data

The EMS/Trauma Registry provides an option to enter individual data records online. 
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	If you wish to enter data into a blank record form, select Enter Data Main Menu.


The Record entry screen appears. Click the Enter New Record button.
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	What is the difference between ‘Enter New Record’, ‘Enter Test Record’ and ‘View Records List’?

Selecting ‘Enter New Record’ allows you to enter data directly into the system.  The ‘Enter Test Record’ feature allows you to enter dummy or real data to ensure that you are entering proper data.  Once you enter Test Records, you can actually turn the test record to an actual record. Refer to the Enter Test Record section of Module 1. The ‘View Records List’ allows you to view all Saved, but Unsubmitted Records.

If I enter a record, is it submitted too?

After Records are entered, you must submit the records as described in the Submit Data section.


A collapsible list of the various headers appears. Headers contain various categories of patient data and allow you to quickly access certain parts of the form. Click directly on the header you wish to access; the header expands to reveal the data fields within it. 

Use the [Expand All] or [Collapse All] buttons at the top or bottom of the screen to expand/collapse all headers. The Collapsible List on the form allows you to select only specific parts of the Entry Form.
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Refer to Appendix A for more information on the Hospital Record Entry Form.

This example shows the EMS Record Entry Form. Although the two forms contain different types of information, they work the same way.


Refer to Appendix A for more information on the EMS Record Entry Form.

In this example (below), the Patient Hospital Cost section is expanded, and the Prehospital Data section is collapsed. The record shown here allows you to enter data related to Patient Hospital Cost. You can complete the form by selecting choices from the drop down menu.  In this example, we have selected HMO/PPO/POS for the Payer Category.

Regardless of which headers are open or closed, the [Expand All] and [Collapse All] links work on ALL headers. There are several elements to assist users with data entry: 

· Calculated Fields – in a number of cases the system will calculate data for the User. Examples of calculated fields include Length of Stay (LOS) and Revised Trauma Score (RTS).

· Drop Downs– there are numerous drop-downs which provide you with additional selections for the data entry field. In this example, “HMO/PPO/POS” is selected as the Payer Category.
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· References – there are a number of areas where the ‘Reference’ is highlighted. In this example, the reference link provides access to E-Codes. 

You can search for specific codes by entering the number for the code, or entering a descriptive word. In the example at right, a search for E-Codes associated with explosions was performed.
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	What do the pink fields mean?

Pink fields highlight data required at a minimum for submission. Failure to enter data in these fields, when applicable, will result in an error notice and possible rejection of data.

What if I don’t have the information for a particular field?

There are default fields (usually Unknown or 99999) which the system fills into those fields that are not completed.  If you obtain additional information later, you may update a record up to the point of closure for a Report Period.


When you have completed entering the data, you must click the Save with Validation button on the bottom of the screen. This saves the record to the TDH database but does not submit the records.


	 
	Warning:

You can save all your data by selecting Save with Validation.  This will not submit your data to the system.  To submit data, you must go to the Submit Data Section and select Submit. 

If you’ve made a mistake, click Clear to completely start over. The Clear button erases data entered into ALL fields in every header.




	
	Warning:

Clicking on the Save with Validation button merely provides you with a Validation Report.  It DOES NOT submit the data to the System.
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	Does Save with Validation submit my data? 

Save with Validation does not submit the data. Clicking on Save with Validation performs the validation on the entered data and stores it in the save area. You must use the Submit Data function to submit your data. (Refer to the Web Entry Module.)

What if I don’t get finished entering all data and must leave?

There are several options.  The best is for you to save the data by clicking on the Save button.  At a later date, you can bring up the record and complete entering data.  If you must leave in a hurry, the system has a feature to keep (but not save) the information you entered.  When you return, you can complete data entry, save what you have entered or cancel the operation.

What if I begin entering data and discover that I don’t have all the data?

You can save what you have entered and open the record at a later date to complete entering the data. Use the Save with Validation function to save the data. When you return, use the View Records List function to find and open the record.


Validation

If there are any errors in the data, this form refreshes with errors. The errors are summarized at the top of the form; the Field Name and associated Error Flags are shown in either red (error) text or blue (warning) text. A description of the error is provided. 

A record may receive errors or warnings. Records with errors are rejected. Records with warnings are accepted. If a record contains no errors or warnings, it is accepted. TDH recommends correcting records with warnings and resubmitting them.

In the example shown below, the Errors window shows two Errors (E0200 and E0400) and two Warnings (W0200). The E0200 Error for Entity Number also appears in the Error Flags column on the right-hand side of the entry form.

· Save with Validation performs the validation on any data entered and stores it in the save area. You must use the Submit Data function to submit your data.

· The Skip Error Correction button saves the record without blank and invalid field validation.

· Delete deletes the record. Click Yes at the prompt to permanently delete the record.

· The Print button opens the form in a new window. Your computer’s Print dialog box appears; click Yes to print the record. 

· Cancel exits the screen, returning you to the Record Entry screen.

To correct errors, scroll through the record entry form, using the errors window to locate any Error Flags in the data. Enter correct data into each field on the form. Use the Save with Validation function when finished.

Enter a Test Record

You can submit test data to practice using the system.  Test data is run through the validation process, but it is never placed in the Registry database. To enter data into a blank test record, select Enter Test Record from the Record Entry screen.

Entering data into a test record is no different from the steps shown in the previous example.




You have the option of switching a Test Record to a valid submission (or vice versa). 

To change your test submission to a valid submission, expand the Records Information section of the entry form. 

Select the Valid radio button and click on Save with Validation  to change it.



View Records List

Click the Enter Data from the main menu, then click the View Records List button on the Record Entry screen. The Listing of Unsubmitted Records displays the records that have been entered but not yet submitted. When you use the Submit Data function, all of the records shown on this screen will be submitted. To view a list of previously submitted records, go to the Correction menu and select Submitted Records.

 



 



The following table describes the columns for Hospitals:

	Column Name
	Description

	Modified Date
	Date the record was last modified.

	Arrival Date
	For Hospitals, Arrival Date is the date the patient arrived at a facility.

	Trauma Registry Number
	For Hospitals, Trauma Registry Number is a unique number assigned to each patient.

	Patient Last Name
	Patient’s last name.

	Test Record
	Yes indicates if test record.

	Last User Logon ID
	Username of person who last modified the record.

	Errors or Warnings?
	Indicates validation status. Records with any errors or warnings show a status of “Yes”.



The following table describes the columns for EMS:

	Column Name
	Description

	Modified Date
	Date the record was last modified.

	Call Date
	For EMS, this is the date EMS responded to the patient.

	Run Report ID Number 
	For EMS, Run Report ID is also a unique number assigned to each patient. This column is not numerically sorted.

	Patient Last Name
	Patient’s last name.

	Test Record
	“Yes” indicates if test record.

	Last User Logon ID
	Username of person who last modified the record.

	Errors or Warnings?
	Indicates validation status. Records with any errors or warnings show a status of “Yes”.


Valid records appear before test records, then records are sorted by Sequence Number (the order in which they are entered into the Registry database). 

Users can also click on any column heading to sort on that column. Click on data in any record to modify the record via the Record Entry form. The total number of pages is displayed at the bottom of the screen.

To delete a record, select it by clicking the checkbox in the far right column. Click the Delete button. Click Yes at the prompt to delete the record(s). Deleted records are permanently removed from the system database.
Submit Data

After you have entered data into one or more records, you will need to submit those records to TDH.

Select Submit Data from the Main Menu. The Transmittal screen appears. 

Press the Submit button to submit your records. All saved records (from the Listing of Unsubmitted Records screen) will be submitted.


When the data is submitted, a confirmation screen appears. You can print this screen for your records. Be sure to note the tracking number provided. TDH uses the Tracking Number to identify specific submissions when users request assistance.

You can check the Submission Status screen to confirm that the records have been submitted. Select Submission Status from the main menu to view a count of accepted and rejected records.

Select Validation Report from the main menu to view a report listing the rejected records. Note the Trauma Registry Number or Run Report ID numbers of any rejected records, select Submitted Records from the main menu, and enter a Trauma Registry Number/Run Report ID Number to view the actual record itself.

10. Results Module

The Results Module provides access to Validation Reports. After data is submitted and the system has processed it, Validation Reports display information related to the overall numbers of warnings or errors found in the submitted records. Validation Reports are not available for No Reportable Data (NRD) reports, since no data is actually submitted for validation.  There is no detailed report like the data files, but NRD reports are still listed on the Validation Reports screen.
Validation Report
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	Select Validation Report from the Main Menu.


The Validation Reports screen show information on:

· The type of submission.

· The date of the submission.

· The date the submission was processed.

· A total of the warnings found in the submission.

· A total of the errors found in the submission.

· The number of records in the submission.

· The number of Duplicate Records that were found and deleted.


The following table describes the columns:

	Column Name
	Description

	Submission Number
	Submissions are assigned numbers by the order in which they are received.

	Submission Type
	Indicates if submission was an NRD report, Web File, Modem File, or Web Record.

	Detail Reports
	Click View to open a detailed validation report.

	Submission Date
	Date data was submitted.

	Processed Date
	Date the system processed the data.

	Record Warning Count
	Total number of records with Warnings.

	Record Error Count
	Total number of records with Errors.

	Record Count
	Total number of records for the submission.

	Duplicate Records Deleted
	If the system finds any exact duplicate records, those records are automatically deleted during validation. This field displays  the total number of records deleted.


Use the Validation Reports to analyze any errors found in submitted data, correct those errrors, and re-submit the data to TDH. Use the Correction function to fix errors in Web Records. If Web Files contain numerous errors, consider re-submitting the entire file.

Summary Validation Report

Clicking on the rows (except Detailed Reports) in the Validation Reports screen opens a Portable Document Format (.pdf) document containing an Error Summary report. Clicking the View Details link opens the Detailed Report.

The top portion of the Summary Report contains similar information as the Submission Status screen: Entity Name, Entity Number, Report Period, Submission Number, Processed Date, etc. 

The middle portion of the report shows the number of Records with Errors (Rejected), Records with Warnings (Accepted), and the Number of Records with No Warnings or Errors (Accepted). The percentage indicated shows the percentage of records in the submission that were either rejected, accepted, or contained neither errors nor warnings. 

Records with errors are rejected and are not added to the Registry database. TDH recommends correcting the errors and resubmitting the corrected records. Records with warnings are added to the database, but TDH recommends correcting the warnings and resubmitting the corrected records.


The bottom portion of the report contains a table showing the Sequence Number ( a unique number assigned by the database), Trauma Registry Number (Hospitals)/Run Report ID (EMS), whether the record had errors or warnings, and the validation status for each record in the submission. Each row represents a single record.

Detailed Validation Report

Users can access the Detailed Validation Report in one of two ways: Clicking the View link in the Detail Reports column of the Validation Reports screen, or by clicking the View Details link of the Summary Report (shown on the previous page). 



The Detailed Validation Report contains the same header as the Summary Report.
The bottom portion of the report contains a table showing each field containing an error or warning. Fields are listed by name, the incorrect entry is displayed, as well as a description of the error. The Error Flag column displays a “W” for warnings and an “E” for errors.

11. Reports Module

Viewing Reports

You can run a series of reports based on the entity you have selected (EMS or Hospital).The list of available reports is unique for both Hospitals and EMS entities. TDH updates the data on a monthly basis.
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	To access the reports, select Reports from the Main Menu.


The Select a Report screen appears. Select a report type from the window and click Continue.

The data on the report you select will be for the Reporting Period you currently have selected. To change a Reporting Period, go to the Select a Report Period page and select a new period.

In this example, we have selected a MEDICAL vs. TRAUMA report.

[image: image43.png]Select aReport

£ R

ENS Tine Analysis
Excrication

Heart Attacks
Mechanisu of Injury

L vs. Trauwa
Moty Activity
Morcalicy

utcone

Patient Destination
Patient Safety Device User
Prenospital Intervention
Providers of Aid Prior to Arrival
[Response Tine

suspected ILliiess

Total Volune

Transpore

Transporc Hileage

Type of Transport

vehicle Report -





Once a report is selected, the next screen allows users to select a column for comparison. In this example, Entity/RAC/State column is selected for comparison. This report will show a comparison of Medical vs. Trauma admissions for your Entity, your Regional Advisory Council (RAC), and a total for the State.

Checking the Show Percentages checkbox provides the option of displaying percentages in the report for both rows and columns (this function only appears on certain reports).

The lower portion of this screen displays a list of available filters. The filters available depend on the report selected on the previous screen. The default for each filter category is All.



Click View to view the new report. The Report Viewer appears in a separate window. You can save, print, or export the reports using the Reports Viewer. If you would like to select another report, close the  Report Viewer and re-select the report criteria. 
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	Why can’t I get my reports to load?

You may have to download the Report Viewer the first time: the system automatically detects if the Viewer is installed and if not, proceeds to install itself.

Your web browser must also be the correct version: Netscape Communicator (6.0 through release 6.2.1) or Internet Explorer (at least version 5.0). 


Regional Reports

Users can generate reports for the State, Regional Advisory Councils (RACs), and Public Health Regions (PHRs).
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	To run a Regional Report, select Regional Reports from the Main Menu.


The Select a Report screen allows user to select which report they wish to see. The Report selected determines the row labels for the report to be displayed.

The Select a Region dropdown allows users to select State, a specific RAC, or a specific PHR for the report.
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The list of available filters depends on the report selected on the previous screen. The default for each filter category is All.

Click View to view the new report. The Report Viewer appears in a separate window.

Click Cancel to return to the Select a Report screen. 

If you would like to select another report, close the Report Viewer and re-select the report criteria.

	[image: image47.wmf]
	What is the difference between regular reports and Regional Reports?

A Regional Report allows you to have aggregate information for a given region where the regular reports generally contain only your entity information.


The following prompt appears if there is insufficient data in the system to generate the selected report. Click Cancel to return to the Select a Report screen.
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Queue Reports

If you select a report that may take several minutes to generate, the Queue Reports screen appears. The system will send the report via email to the address entered. 
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Click Submit to continue. The Queue Reports Receipt screen appears as shown below. Click Close  to close the window. The system sends the report when it completes processing the data.
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Special Reports Request

The Report Request provides a way for users to specify a report not found in the regular reports list.
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	Select Report Request from the Main Menu.


The Special Request Report screen appears. Enter the criteria for your request in the fields provided. Note that the system automatically populates some fields (for example, phone number, email address, etc.).
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	TIP:

Use plain language to describe your report as clearly as possible.


After a request has been submitted, the Special Report Request Receipt screen appears. Click the Print button to print a copy for your records.
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	What If I’m having difficulty explaining the report I want?

You can always contact TDH personnel directly to explain your report.  See Contacts for information.


12. Personnel Module

The EMS/Trauma Registry system allows users to change or update their personal information.  This ensures that the system has your current information.

Modify My Info
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	To change your personal information, select Modify My Info from the Main Menu.


The Modify My Info screen appears. Change any of the information in the text fields, or use the dropdown menus to update your credentials, position held, or Correspondence Priority. Correspondence Priority determines how notifications are received: Email, FAX, or conventional mail.



Click Apply when finished to update your information. Note: If your password was changed from this screen, you must click Apply for the change to take effect.
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	Can anyone else change my information?

Your Entity Administrator will be allowed to modify your information.  TDH also has the privilege.  No one else may modify your information.


Modify Personnel Info

The Modify Personnel Info function is only available to Registry Account Administrators. This allows you to change or update the personal information for other users assigned to your Entity. Modifying Personnel is very similar to updating your own information. The only difference is that you must first select the person you wish to update.
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	To change your personnel information, select Modify My Personnel from the Main Menu.


The Select Personnel screen appears. Select a person by clicking on their name in the window. 




Press the Modify button to change their information.
Changing the personal information for one of your personnel is no different than changing your own information.

Use the System will generate password checkbox to reset the password for a user who has forgotten their password. Users receive a new password that they can change when they logon to the system. Note: This feature is only available to Registry Account Administrators.

Click the Apply button to save any changes.

13. Correction Module

The Correction module allows users to make corrections to data you have submitted that contains errors. You can correct the errors and re-submit the data for error processing. Correcting errors in data consists of these basic steps:

· Searching for the record

· Viewing a list of search results

· Selecting the desired record from the list.

· Opening the record, entering and saving changes.

· Resubmitting the record.

View Submitted Records

If you are a hospital, you can list records by month of arrival or search for records by Trauma Registry Number, Medical Record Number, or Patient Last Name.

If you are an EMS, you can list records by month of call, or search for records by Run Report ID or Patient Last Name.
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	Select Submitted Records from Main Menu.


	
	Warning:

Use this feature only if you entered data directly into the system via the data entry module.  If you submitted with third party software, correcting data here may result in your database and the registry database being out of sync.

Once you have saved your changes, you must re-submit your data as described in the Online Submission Module.


Check the Records by Month of Call/Arrival radio button and select a month from the dropdown menu.

Click Submit to view the records.
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Search will find any of the entered text anywhere within the field – very useful when you can only remember part of the Trauma Registry Number or Run Report ID. You can also search for records by Patient Last Name or Medical Record number (Hospital) from the View Records screen. Follow these steps to search for records:

Click the Search Records radio button to perform a search. 

Select either a Trauma Registry Number, Run Report ID, Medical Record Number, or Patient Last Name. In this example, we have searched on April as the Month of Call.


Click Submit to start searching. 

Click Cancel to stop your search. 

Click Clear to enter new data.




When the search completes, a listing of available records appears. Clicking in the column headings sorts the list by that heading (Sequence Number, Last Name, Modified Date, etc.) Click any of the rows to access the Hospital/EMS Entry Form for that record and make changes.

After you have made corrections to the record, save the updated record by clicking the Save with Validation button. The record status changes to “Unsubmitted”. (Use the View Records list function to view a list of unsubmitted records.)

	
	Warning:

If you have not made any changes, click Cancel. Otherwise, you will need to re-submit the record.


Any corrected records must be resubmitted as described in the Web Entry Module. 

To delete a record, select it by clicking the checkbox in the far right column. Click the Delete button to remove it.

	
	Warning:

Use this feature carefully.  Once a record is deleted, it cannot be restored.


Duplicate Records

The EMS/Trauma Registry also has a feature for finding and eliminating duplicate records from your data. There are two types of duplicate records: exact duplicates and possible duplicates. Exact duplicates are records containing identical data in every field. Exact duplicates are automatically detected and deleted whenever data is submitted.

Possible duplicates are records that contain similar data in a number of fields; however, the data does not match closely enough to be considered an exact match. These records require manual review and can be deleted if needed.

	!
	Note:
It is the Entity’s responsibility to delete duplicate records from the database.
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	Select Duplicate Records from the Main Menu to start a search for duplicate records.


The Listing of Possible Duplicate Records screen allows you to perform searches based on the criteria shown below. The example shown below shows the criteria for Hospital records.


Click on a search criteria. If any results show a possible duplicate, the records are displayed on the lower portion of the screen.

The example shown here uses test data to show a possible match on Patient Last Name and Date of Birth. The Date of Submission field can be used to determine the record most recently updated.

Click on any of the data to view the record. Be sure to hit Cancel after viewing, or the record’s status will change to “Unsubmitted”. If this happens, you must re-submit the record.

If there is a duplicate, you can delete it by selecting the checkbox at the top of the record and pressing the Delete Checked Records button at the bottom of the screen.
	
	Warning:

Use this feature carefully.  Once a record is deleted, it cannot be restored.




14. Archived Records Module

Search Database

Users can search the database for records submitted during past Report Periods. This function only appears on the Main Menu if the Report Period selected is closed.


To start a search, select Search Database from the Main Menu.

The Search Database screen appears. The screen shown below contains the search criteria for Hospitals. EMS users can search for records by Month of Call and Run Report ID Number. 


To start a search, select the Records by Month of Call or Records by Run Report ID Number radio button.

If searching by Month of Call select a month from the drop down menu.

If searching by Run Report ID Number, enter the number in the text box.

For EMS users, the sort order is: Sequence Number, Date of Call, Run Report ID Number, and Patient Last Name.

This screen operates in the same manner for Hospitals:

To start a search, select the Records by Arrival or Records by Trauma Registry Number radio button.

If searching by Month of Arrival, select a month from the drop down menu.

If searching by Trauma Registry Number, enter the number in the text box.

Select the order in which you would like the results to be sorted (Sequence Number, Arrival Date, Trauma Registry Number, Patient Last Name). 

Click Submit to submit your search request. When the search completes, a listing of available records appears. Click any of the rows to access a read-only version of the Hospital/EMS Entry Form for that record. 


15. General Information Module

This module explains the other functions on the Main Menu.

FAQ

	
	Use the FAQ link from the Main Menu to access a web page containing answers to the most frequently asked questions about the EMS/Trauma Registry.


Contact Us

	
	Use the Contact Us page to get in touch with a TDH staff member.

This page provides the phone numbers, email addresses, and areas of responsibility.
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Changing Your Password
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	If you would like to change your assigned password to one that is more easily remembered, select Change Password on the Main menu.


	
	Warning:

Do not share the url or your password with anyone. Doing so could result in action to deny your use of the system.


Enter your new password on the first line. Your password must be at least eight characters but not exceed 16 characters. The password must contain at least one letter and one special character. Examples include: tsmith#1, john100%, 12346&alpha, etc. If your password does not meet these requirements you will be prevented from logging on to the system.

Confirm your new password by re-entering it on the second line.

Click the Change Password button to save your new password, or click Cancel.
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Logging Out

When you are finished using the system be sure to use the Logout function to exit. 
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	Select Logout from the Main Menu.


A prompt appears confirming your selection; click Logout to exit the system.

Click Cancel to return to the previous screen.

Before you exit the system, users are prompted to close the browser to ensure the privacy of any data viewed during the user session.
If you need to log back onto the system use the button provided. You will need to re-enter your user name and password, and re-select an entity and report period.

User Manual & Web Tutorial
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	You can still access informational resources once you have logged off the system. The Need Help? drop down contains links to the EMS/Trauma Registry User’s Guide and Web Tutorial.


The other menu selections refer users to the TDH web site for information regarding the Injury Epidemiology and Surveillance Program, general information about the Texas EMS/Trauma Registry Program, and Privacy and Security agreement.

Appendix A: Record Entry Forms

This section provides the full Record Entry Form for both Hospital and EMS within the EMS/Trauma Registry. The sections of the forms are organized by header.

Hospital Record Entry Form
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Patient Demographics
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Hospital Admission
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Trauma Scores at Admission
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Hospital Discharge
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Diagnosis, Procedures, and Severity Codes
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Diagnosis, Procedures, and Severity Codes (continued)
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Patient Hospital Cost
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Prehospital Data
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Transport from Scene
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Transfer Status
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Trauma Team Activation

[image: image76.png]Trauma Team Activation

Elements

Trauma Team

Tie

Help

Data Entry

Time of Trauma
Team Activation

A 0

Rctation) 7 Mot vl
9 Unknoun
a0 - 350

9088 Unknown





Research Fields (Optional)
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Audit Filters (Optional)
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Audit Filters (Optional) Continued
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Audit Filters (Optional) Continued
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Desired Fields (Optional)
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Desired Fields (Optional) Continued
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Record Information
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EMS Record Entry Form

 

Run Information


Contact Information
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Run Times
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Patient Demographics
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Response at Scene
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Injury Information
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Safety Devices
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Illnesses/Medical
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Aid Prior to Arrival
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BLS/ALS Information
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Destination Information
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Provider Training Level
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Research Fields (Optional)
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Desired Fields (Optional)
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Desired Fields (Optional) Continued
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Record Information





My Password won’t work.





Once TDH completes your report, it will be e-mailed or faxed to you .














I can’t Log On and I’m sure that my password is correct





Check the Status of a Custom Report











I need to access another Entity and can’t.





(512) 458-7266


www.tdh.state.tx.us/injury





General Information





Questions about My Data





(512) 458-7266


www.tdh.state.tx.us/injury











I want to work on a two-year reporting period.





This page allows you to transmit NRD notifications electronically rather than the previous FAX method.   








Once you submit data on-line, the system will display a confirmation  that your data was successfully transmitted to the system.





I submitted a NRD notification and now have some data to submit for the same month.











If you Log Out accidentally, the system will allow you to immediately log back on.





I can’t figure out why I keep getting errors.





Review the Submission Status screen for processing status. If  processed data cannot be located, contact TDH. 





Make sure that you click on the I Agree button at the bottom of the page.  If you still can’t get in, contact TDH





Click any of the rows to access the form.





Click any of the rows to access the form.





You can also change your password from this screen.








These filters allow you to restrict the report to certain ranges of data. (For example, all medical runs for patients aged 35 –44, for the month of May.)








You can page through the list by clicking the Page Number.








Click on a title in any column to sort by that column

















The Help column provides a list of values or a data range for that field.





The Elements column provides the field name.





The Data Entry is the only column where the data is entered on the form.





After saving a record, the Error Flags column shows any validation errors associated with entered data.








If you forget your password, click the Contact Us link to find help from TDH staff.














This sectionws of your last submission.


































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Use the mouse to expand a section --highlight it, and left-click once.





You can do some research by analyzing the Validation Reports and the Submission Status.





Go ahead and submit the data.  It will overwrite the NRD notification.





The system only allows you to work on one year at a time.  You can easily go to another period.





You may not have the privilege to see additional Entities.  See your Entity Administrator or contact TDH.











More Help





More Help





More Help





More Help





More Help





More Help





Error Flags appear in this column.





Contact TDH to re-establish your password.








More Help

















Entity Preferences Module – Change Report Period





Online Submission Module – Submit File





Results Module and General Status Module





General Info Module – Contact Us





General Ine Us





General Info Module – Contact Us











To add people to the system, you will need to provide TDH with a written notification.





I need to add a new person with access to the system.





General Info Module – Contact Us





Problem Resolution Suggestion





Problem








Suggested Module





General Status Module – Submission Status 





I can’t get to my data





More Help





Reports Module –  Report Request or General Info Module – Contact Us.





As a QA process, some Entities have requested that only a few people be allowed to submit data.  See your Entity Administrator.





You can submit an electronic request with detailed information or talk directly with TDH personnel





I have a complex report that I need.





More Help





 Reports Module





Additional details on generating reports are provided in the Web Tutorial and in this Guide





I don’t understand how to run a report.








More Help











You may need to request a custom report from TDH.  Review the Web tutorial to make sure you are properly using the Reports feature





More Help





More Help





More Help





More Help





More Help





 Reports Module –  Reports and Report Request





Reports Module -  Reports Request





 Correction Module – Duplicate Records





General Info Module – Contact Us





As a security requirement, the system will not download data to PCs.  





Review the Web Tutorial and if you are still confused, contact TDH personnel.





You may need to submit a Reports Request.





I can’t download data from the system to my PC.





I’m confused about how to use the Duplicate Records feature.





I want information that I can’t view in a standard Report.





I can’t get a report for a previous reporting period.





I’ve entered and saved data, but cannot submit it.





General Info Module – Contact Us





 Web Entry Module – Submit Data





Information regarding status of my submittal.





Get special data analysis








Reset a Password








(512) 458-7266


www.tdh.state.tx.us/injury





Analyze Problems with Data Entry





Register an Entity





System Concerns








Confidentiality  Agreements





(512) 458-7266


www.tdh.state.tx.us/injury








Overall System Questions





Policy Questions























Clicking on this link provides you with additional information about the field.














Click the View Details link opens the Detailed Report.





Users can save or print the file from the Adobe Acrobat Reader file menu








Users can save or print the file from the Adobe Acrobat Reader file menu








The “Number of Valid Records Sa number of valid records in the saved area.





Logon using your Username and new password.






































This section shows of your submissions for the Report Period.















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Click Errors to view errors in a new window.





Where I Go To Do It.





What Do I Want To Do?








Online Submission Module – Submit File





Go to





Send Data file





Results Module – Validation Report





Check data receipt and data quality





Go to





Web Entry Module-Enter Data





Enter Data directly into the system





Go to





Correction Module- Submitted Data





Go to





Correct previously entered data





Reports Module 





Go to





Generate a Report





Correction Module –Duplicate Records





Delete previously submitted duplicate records





Go to





General Information Module – Contact Us





Go to





Contact TDH Personnel





Go to





Go to





Request a Custom Report





Reports Module – Report Request





Go to





Request a Custom Report








Personnel Module – Modify My Info





Go to





Change my password or personal information





General Status Module – Submission Status





Go to





Obtain information on my submission of records





Entity Preferences Module – Change Report Period





Go to





See Information from another year





General Status Module –  Data File Status





Go to





Obtain information on my data files








Reports Module – Report Request





General Status Module –  Data Status








The Entity name and number you selected appears in the Information Bar at the top of the screen.





Entities for which you have authorized access will be displayed alphabetically by name.








If you are satisfied with your Test, you can convert your Test Data to real data by clicking on the Valid radio button.





These filters allow you to restrict the report to certain ranges of data.  Notice that the filters for this report are different than the previous example.








This prappears once your Username is entered.








Enter any other comments required for your request in the Detailed Description box at the bottom of the form. Press Send Request to seequest to TDH.











Click on any row to open the report.
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