1-3. Transition from TIMS to TIMS Import Utility
CDC Checklist

Initial Phase:

	
	(1) If inquiry is from a local jurisdiction, notify Reporting Area to determine if Import use is feasible
	TIMS

	
	(2) Complete Initial Inquiry Questionnaire
	TIMS

	
	(3) Send TIMS Import Utility Guide and State Checklist to the State (or refer to FTP site for reference materials)
	TIMS

	
	(4) Notify SEB and FSB and send completed Initial Inquiry Questionnaire
	TIMS

	
	(5) Setup 1st Conference Call
	TIMS

	
	(6) Conduct 1st Conference Call (Determine Ready Condition –The site has no outstanding assimilations and transfers and plans to conduct Transition using one of four options.  See First Conference Call Objectives for Options A-D.)
	TIMS

SEB

FSB

State

	
	(7) Assist site installation of TIMS Import Utility
	TIMS

	
	(8) Assist site as needed with validations and rejected records
	TIMS

SEB

	
	(9) Obtain output file meeting Ready Condition to the TIMS team
	TIMS

	
	(10) Notify SEB and FSB of receipt of output file
	TIMS


Transition Phase:

	
	(11) Verify TIMS Transfer
	TIMS

	
	(12) Verify cleared TIMS Inbox and Outbox
	TIMS

	
	(13) Verify clear Unacknowledged Files Report
	TIMS

	
	(14) Create blank RA level database
	TIMS

	
	(15) Assimilate output file using TIMS Import Utility
	TIMS

	
	(16) Print Sample Facsimile Reports from Assimilated file
	TIMS

	
	(17) Print Matching Sample Facsimile Reports from Productions

(if applicable)
	TIMS

	
	(18) Review Facsimile Reports (and compare two sets

if applicable)
	TIMS

	
	(19) Create Full Export and send to SEB (Bob Pratt)
	TIMS

	
	(20) Analyze Export file
	SEB

	
	(21) Setup Readiness Meeting
	TIMS

	
	(22) Participate in Readiness Meeting (Review all comparisons and data quality checks to determine readiness of site)
	TIMS

SEB

FSB

	
	(23) When Readiness is met, setup 2nd Conference Call
	TIMS

	
	(24) Conduct 2nd Conference Call 
	TIMS

SEB

FSB

State


Active Phase:

	
	(25) Provide RA with Assimilate Key to unlock assimilation function in TIMS Import Utility
	TIMS

	
	(26) Notify SEB when transfer file is received from RA and assimilate file into TIMS Production and create normal export
	TIMS

	
	(27) Monitor exported data from TIMS Production for the Importing RA
	SEB


Initial Phase:

	
	(1) Request Import Utility from TIMS Team

	
	(2) Answer Initial Inquiry Questionnaire

	
	(3) Review TIMS Import Utility Guide

	
	(4) Participate in 1st Conference Call with CDC

	
	(5) Validate Ready Condition as determined during the Conference Call.

Ready Condition – The site has no outstanding assimilations and transfers and plans to conduct Transition using one of four options.  See First Conference Call Objectives for Options A-D.)

	
	(6) If reporting NETSS using TIMS, coordinate alternate method of reporting NETSS data

	
	(7) Install TIMS Import Utility

	
	(8) Create output file from your system following the file layout and guidelines in Appendix A of the TIMS Import Utility Guide

	
	(9) Test output file by running Validation function of the TIMS Import Utility

	
	(10) Review Rejected Records Report and address issues to correct records from this report

	
	(11) Repeat steps 8, 9 and 10 until no records are showing on the Rejected Records Report

	
	(12) Provide output file meeting Ready Condition to the TIMS team


Transition Phase:

	
	(13) Perform TIMS Transfer

	
	(14) Clear TIMS Inbox and Outbox

	
	(15) Clear Unacknowledged Files Report

	
	(16) Participate in 2nd Conference Call with CDC


Active Phase:

	
	(17) Create TIMS Backup

	
	(18) Create output files and assimilate into RA TIMS Production using TIMS Import Utility

	
	(19) Maintain deletes, transfers and acknowledgements within TIMS


Determine the Ready Condition: The site has no outstanding assimilations and transfers and plans to conduct Transition using one of four options below:

· Condition A – Dual data entry for 1 month minimum (or agreed upon number of cases based on site morbidity) and compare production with import

· Condition B – Data entry into TIMS will stop, automatically convert RVCT data from TIMS and begin importing new records and edits/updates from past 2 years using new system
· Condition C – Data entry into TIMS will stop, manually re-enter past 2 years of data in new system and begin importing new records and edits/updates for past 2 years from new system
·  Condition D – Maintain edits/updates in TIMS (for past 2 years of data, other years at site discretion) and begin importing new records from new system beginning with xx year
Discuss NETSS (MMWR) reporting status and plans (if site reports using TIMS)

Consider outlining major points to convey: 

1) Import does not support MMWR reporting

2) If using TIMS in past to create MMWR files, need to seek alternative method

3) What plans exist to report to MMWR during transition and active phases of implementing TIMS import

SEOIB will discuss data quality and management issues to clarify state and CDC roles in evaluating data quality during transition to TIMS Import:  

State: During Initial Phase, evaluate data in new system and Import file for data quality issues.  Can include review of historical data converted from TIMS into new system, review of new cases, and comparison of dual data entry of new cases into both TIMS and the state system.  Evaluations to confirm case counts and evaluate data items for completeness, similarity to past years, internal consistency, and accuracy (e.g., comparison with original data sources) should occur.  In addition, sites may need to consider that computer algorithms may generate responses to some questions (rather than human judgment/review of several pieces of raw data) and the impact on reporting RVCT data should be summarized for CDC when sending output file for Transition phase.

CDC: Will evaluate data in Transition phase file to confirm consistency with prior years data, completeness, and internal consistency. 

State and CDC: Continue to monitor data quality in Active phase.   

Determine Years to Import and how site is handling import (probably based on Ready Condition) (Can we review scenarios that might be hampered by this plan?)

· Current year only
· Count year – 2 for follow-up
Summarize Call in Report to State outlining Ready Condition and any other issues discussed
· Verify that Ready Condition is met

· Review all comparisons and determine if quality issues need to be addressed

· Determine if site is ready to begin Importing data into production

If Readiness = YES

· Congratulate the RA for all the hard work taken to get here

· Discuss any quality issues that may have appeared yet do not warrant re work prior to moving to Active Phase

· Discuss next steps and generally how process will work to include reminders of need to use TIMS for transfers, acknowledgements and deletions.

If Readiness = NO

· Discuss the quality issues that prohibit the RA from moving to Active Phase

· Discuss next steps of where the RA needs to go back to on the process diagram and how to proceed in order to provide a new output file that meets the Ready Condition

Summarize Call in Report to State outlining Readiness Status, next steps and any other issues discussed
