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Introduction

Introducing TIMS

Welcome to the Tuberculosis Information Management System, or TIMS. This User’s Guide
will provide the information you need to operate the TIMS application successfully.

TIMS is designed for the Microsoft® Windows® operating environment and will work with all
versions of Windows 95®, Windows 98® or Windows NT® 4.0.

TIMS has two key objectives:

1. To provide tools that will aid healthcare facilities in their effort to treat,
control, and eliminate tuberculosis in the United States and its outlying territories.
2. To gather tuberculosis surveillance information so that it can be transmitted to

the Centers for Disease Control and Prevention (CDC) for statistical and research
purposes.




TIMS Features

Here are some of the key features of TIMS:

Combines the functions of SURVS-TB (for surveillance data) and TBDS (for
patient management functions) into one application

Fulfills tuberculosis reporting obligations

Windows-based Graphical User Interface

Standalone or LAN-based multi-user operation

Easy to use

Enables you to export data to other applications

Can share data between modules to minimize data re-entry




System Requirements

TIMS requires the following minimum system configuration:

Personal computer 486/66 or higher processor (Pentium recommended)
16 megabytes (MB) of RAM (32 MB or more recommended)

50 MB of free hard disk space (disk space requirements will be considerable
higher if you plan to convert a large SURVS-TB database)

Microsoft Windows 95, Windows 98 or Windows NT 4.0
Windows-compatible mouse

9600 baud modem (28800 baud recommended)
Dedicated dual-standard phone line

TIMS can be installed for multi-user operation on a local area network (LAN) on the following
network operating systems:

Novell® NetWare® version 3.1 and later
Microsoft Windows NT Server 4.0 and later




TIMS Modules

TIMS functions are divided into modules to promote flexibility and ease-of-use. While all
modules are available to all users, the functions available within those modules depend on the
user privileges assigned by your TIMS system administrator. Some functions are disabled
completely or have restricted capabilities for some users. See the System Module chapter in this
manual for additional security-related information.

The modules are:

* Client

» Surveillance

» Patient Management

» Daily Program Operation
* Program Evaluation

e System

Client Module

Use the Client module to create, retrieve, and maintain client specific identification and
demographic information. This is a client-centered module.

Surveillance Module

Use the Surveillance module to record and report client tuberculosis information to the
proper health authorities. The Surveillance module contains electronic duplicates of three
related documents:

* Report of Verified Case of Tuberculosis (RVCT)
 Initial Drug Susceptibility Report (Follow Up-1)
» Case Completion Report (Follow Up-2)

Completing and transmitting data from the Surveillance module fulfills your tuberculosis
reporting obligation.

This is a client-centered module.

Patient Management Module

Use the Patient Management module to track clients’ medical treatment, contacts, and tests.

Information entered in the Patient Management module can be imported into documents in
the Surveillance module. See the Surveillance Module chapter in this manual for additional
information about generating data.

This is a client-centered module.




Daily Program Operation Module

Use the Daily Program Operation module to record information about your facility. Daily
Program Operation records information about your staff (appointments, languages spoken,
etc.), and other operations-related features.

Program Evaluation Module

Use the Program Evaluation module to create, maintain and transfer Aggregate Reports for
Program Evaluation (ARPE).

System Module

Use the System module to maintain the TIMS software installation and manage your data.
The System module allows you to:

* Add and remove TIMS users
» Change your password
» Transmit surveillance data to the proper health authorities
» Change the way some information on the on-screen forms appears
The System module also provides a number of other options that allow you to ensure that

TIMS runs smoothly and records data accurately. Most of the functions in the System
module are restricted to High or System Administrator access privileges.




Using TIMS Documentation

TIMS User’s Guide

The TIMS User’s Guide is contains a series of chapters and appendices that provide a complete
reference to the TIMS application.

Chapter 1 - The TIMS Workplace. Describes and illustrates the TIMS user interface.

Chapter 2 - The Client Module. Provides information about adding, editing, and
maintaining basic information (such as name, address, and social security number) about the
people who visit your facility to receive tuberculosis-related services.

Chapter 3 - The Patient Management Module. Provides information about adding, editing,
and maintaining tuberculosis-related information about specific clients. Includes
information on storing diagnoses, medication, test results, and other TB-related data.

Chapter 4 - The Surveillance Module. Provides information about adding, editing, and
maintaining surveillance data that will eventually be transmitted to the CDC.

Chapter 5 - The Program Evaluation Module. Provides information about creating,
maintaining and transferring Aggregate Reports for Program Evaluation (ARPE).

Chapter 6 - The Daily Program Operation Module. Provides information about adding,
editing, and maintaining information about your site, including workers providing services
to clients.

Chapter 7 - The System Module. Provides information about performing system-related
functions in TIMS: maintaining databases, transmitting data, adding and deleting TIMS
users, etc.
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User’s Guide Conventions
Understanding the conventions employed in the User’s Guide can help you use it more
effectively.

Whenever possible, the TIMS procedures are divided into numbered steps. Follow the steps in
order to complete the task.

Example

Type your User ID in the User ID field.

User IDs are assigned by a TIMS System Administrator. The user ID must be entered
exactly as it was given to you.

Type your password in the Password field.
Passwords are not case-sensitive: PASSWORD = password = PassWord

TIMS Login
User Id: I i3
Paszsword: I Cancel I

Click the OK button.
Bold type is used to identify program controls such as buttons, menu items, text boxes, etc.

Example
1. Click the OK button.
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Online Help

TIMS includes integrated, context-sensitive online help. Use the online help system to get
information while operating the TIMS application, or you can view the help independently by
opening the TIMS.HLP file (located in the TIMS program directory on your local hard drive or
Local Area Network (LAN) server.

» 1 [Help Author On) [_ (O] %]
File Edt Bookmark Options Help
Qontentsl Search | Back | Erint |§Io$$ar_l,l| Index |

TIMS Help Contents

To learm how to use help, press F1.

-

Using TIMS

& General and specific instructions on all aspect
. Examples and Demos
=LE Yizual examples and demonstrations to helpy

n Reference Information
Answers to common questions; tips; YWindows
terminology. commands. and the kevhoard

Technical Help

Trchnical informatinn fnr swstem functinns i

4V

See Chapter 1 - The TIMS Workplace for additional information about TIMS online help.

Service and Support

Phone Support

If you experience problems with TIMS that you cannot resolve, please contact the TIMS
Help Desk at (404) 639-8155. The TIMS Support Team is available Monday through
Friday, 8:30 a.m. to 4:30 p.m., Eastern time.

E-Mail Support

In addition to phone support, you can e-mail questions and comments to the TIMS Support
Team. The e-mail address is fimshelp@cdc.gov|
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Confidentiality, Data Security, Data Integrity, and
Dissemination of Data

The Division of TB Elimination in the National Center for HIV/, STD and TB Prevention
has obtained from the Director of the Centers for Disease Control and Prevention (CDC)
an Assurance of Confidentiality to protect the CDC expanded TB surveillance system.
State and local TB control programs should ensure that their policies and procedures
protect the confidentiality of their TB surveillance systems. Policies or procedures
should be in place to protect all TB reports, records, and files containing patient names
and other identifying information. Local policies regarding the confidentiality of such
information, especially HIV test results, should adhere to all applicable state and local
laws. These protections should include the use of TIMS software and databases.




Protecting the Confidentiality of Data Collection Forms, Reports, and other
Patient Information in the TB Surveillance Program

1. All Report of Verified Case of Tuberculosis (RVCT) forms, communicable disease
report cards, or other records which contain patient names and other identifying
information should be kept in closed, locked files except when being processed by
TB surveillance staff. Offices should be locked during non-business hours. No
papers should be exposed when the employee is away from the work area, even for
brief periods. Hard copies of RVCT forms, communicable disease report cards, and
other records should be retained as required by state or local communicable disease
laws and other applicable laws or regulations.

2. Access to all RVCT forms, communicable disease report cards, and the files
containing them should be restricted to designated TB surveillance staff who are
directly involved with surveillance and other case work, and who have a need to
know.

3. RVCT forms should never be mailed to CDC. All TB surveillance records are
reported to CDC via modem (in an encrypted format) using CDC's Tuberculosis
Information Management System (TIMS) software. Although TIMS allows for the
collection and storage of personal identifiers such as names and street addresses for
local and state TB surveillance purposes, these identifiers are not transmitted to
CDC. In general, any surveillance information sent through the mail should be
stamped "confidential,” should be addressed to a specific person (or sent to that
person's attention), and should be sent by secure mail. These precautions will help to
limit the possibility of unauthorized access to surveillance information.

4. The Advisory Council for the Elimination of TB (ACET), recommended at its
January 1993 meeting that surveillance information which is necessary to conduct
both TB and HIV/AIDS surveillance activities, and is necessary to allow for
adequate investigation of TB and HIV/AIDS cases, should be shared between TB
and HIV/AIDS surveillance programs within the same health department. ACET also
recommended that TB surveillance programs and staff adhere to the same
confidentiality standards as HIVV/AIDS surveillance programs. TB program staff
should work with local HIVV/AIDS programs to establish equivalent data
confidentiality systems.

5. ACET further recommended that sharing information on HIV serostatus with
persons outside the HIV/AIDS and TB surveillance programs of the same health
department should only be done with the informed consent of the patient, except in
clear emergency situations. For clinical care purposes, HIV-related information
should be shared between TB care providers and other health care providers in
accordance with state and local laws.




Warning: Unauthorized use of this system is prohibited by Title 18 of the United States
Code. Reverse engineering, deciphering, or any other attempt to produce non-executable
forms of this program is not authorized and may be prohibited by federal and state laws.
In addition, this software may process data protected by other federal and state laws.
Information regarding unauthorized use of this software or access to protected data will
be referred to the Federal Bureau of Investigation and the United States Department of
Justice for prosecution.

Protecting the Confidentiality of Records and Reports in TIMS

1. Access to all electronic surveillance data (e.g., TIMS, TB registers, and other

surveillance databases, etc.) should be restricted to designated TB surveillance staff
who are directly involved with surveillance and other case work, and who have a
need to know.

Access to TIMS is protected by a user ID and password combination. User IDs must
be issued by the TIMS Administrator and should be issued only to designated
members of the surveillance staff who require access to TIMS to perform their
official duties. Passwords should be changed on a monthly basis, and should not be
easy to deduce (e.g., staff members' names, birthdates, or other unique information
that might be "guessed" by an unauthorized person trying to access confidential
files). User IDs and passwords should never be shared between individuals. User
IDs belonging to individuals who are no longer authorized to access TIMS must be
immediately deleted by the Administrator.

All computers or workstations accessing TIMS, performing analyses on data or files
exported from TIMS, or other surveillance databases must be kept in a restricted or
locked area. If this is not feasible, the hard disk must be physically or electronically
locked when the computer is not in use. Refer to the User's Guide supplied with the
computer for information on the security options available.

All hardcopy output (e.g., file listings, reports, etc.) generated by TIMS or other
surveillance databases must be kept in a restricted or locked area. All hardcopy
output that is no longer needed must be destroyed.
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Protecting the Security of Records and Reports in TIMS

1. All computers and workstations accessing TIMS should be protected from electronic

viral contamination. Shareware or other programs or files of unknown origin should
never be installed on the computer. Diskettes of unknown or questionable history
should be formatted prior to use. Damaged diskettes should be destroyed. CDC
recommends that each site purchases anti-viral software and use it to scan each
diskette received from another site. The hard disk should also be scanned
periodically for viruses.

Note: All diskettes received by CDC are scanned for viruses.

To enhance security, information in the TIMS database is not accessible to any other
application at any time.

Additional security measures (e.g., restricted access to the PC, locating the PC in a
secured area, etc.) will further protect patient confidentiality and data security. All
TIMS administrators should review their security system as soon as possible to
determine whether it is adequate. The TIMS administrator should conduct periodic
reviews or audits to ensure compliance with all data security procedures.

Client-related information is encrypted before it is transmitted to other TIMS sites
and is not decrypted until it is processed in the TIMS InBox at the receiving site.
Transmission acknowledgements do not contain confidential information and are not
encrypted.

The National Electronic Telecommunication System for Surveillance (NETSS) files,
which are also created by a TIMS Data Transfer process, do not contain confidential
patient identifiers and are not encrypted. The NETSS files are created in the
Surveillance module and the destination of the output is configured in the System
module. See the appropriate chapters in the TIMS User's Guide for details.

Files exported from TIMS are not covered by CDC's Assurance of Confidentiality
(page . Such exported files may contain confidential patient information, and
must be protected as such.
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Protecting the Integrity of Databases in TIMS

1. Key entry of data is the only authorized method to enter data into TIMS. Data from
other sources (e.g., mainframes or other surveillance databases) must not be
imported, downloaded, or uploaded into the TIMS databases. Such unauthorized
attempts to load data into TIMS jeopardizes the integrity of local, state, and national
TB surveillance data.

2. To create database copies for external analysis, the user must use the Database
Export or Flat File Export features found on the Data Mgt menu in the System
module. Copies of the TIMS databases or data exported from TIMS cannot be
imported back into TIMS.

3. To protect the integrity of the database, the restore function available in TIMS can
only be executed with a password provided by the CDC. All sites must coordinate
with CDC should it be necessary to restore the database from a TIMS backup copy
or a LAN backup. Call the TIMS Help Desk at (404) 639-8155 prior to restoring a
database to receive a password and to ensure that appropriate procedures have been
implemented to assure data integrity.
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Dissemination of Surveillance Data

The following recommendations are based on the U.S. Department of Health and Human
Services, CDC Staff Manual on Confidentiality (February 1984). Only designated staff
members should be authorized to release information to the public. In addition, TB
surveillance programs should adhere to all state and local confidentiality laws.

Procedures for Responding to Queries from Persons Outside the Local
TB Surveillance Program

1.

TB surveillance staff should use discretion and should not discuss sensitive program
or patient issues, or records with anyone other than those directly involved in
surveillance activities.

TB surveillance staff should never reveal the name of a patient or other individual to
anyone other than those directly involved in surveillance activities and who have a
need to know.

TB surveillance staff should never confirm or deny that a particular individual has
been reported as having a specific disease or condition to anyone other than those
directly involved in surveillance activities and who have a need to know.

Procedures for Releasing TB Surveillance Information

1.

All statistical data released by TB surveillance staff should be carefully scrutinized
so that individuals cannot be identified. Statistics released to the public should not
include any information that would make it possible for a particular individual to be
identified. Only designated staff members should be authorized to release
information to the public.

Line-by-line records from the active TB surveillance databases should not be
released for research, or for any other purpose to individuals outside the health
department. A separate research database, which groups data as described below,
should be created for such release. Alternatively, tables of interest should be
produced by surveillance program personnel and only released to outside
investigators if the tables meet the following guidelines:

A. In no table should all cases of any line or column be found in a single cell.

B. In no instance should the total figure for a line or column of a cross-tabulation be
less than three.

C. Inno instance should a quantity figure be based upon fewer than three cases.

D. Inno instance should a quantity figure be released if one case contributes more
than 60 percent of the amount.

E. Innoinstance should data on an identifiable case, nor any of the kinds of data
listed in preceding items A-D, be derivable through subtraction or other
calculation from the combination of tables released.

F. Data released by the surveillance program should never permit disclosure when
used in combination with other known data.
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Assurance of Confidentiality for
Reports of Verified Cases of Tuberculosis (RVCT),
Centers for Disease Control and Prevention (CDC)
Control Number M3-91-027

Reports of Verified Cases of TB (RVCT) are submitted to CDC from TB control
programs in all states, most large cities, and U.S. Territories and Commonwealths. The
surveillance information requested by CDC consists of detailed reports of persons with
TB, including information on the individual's HIV serostatus, demographics (e.g.,
homelessness, correctional institution, or long-term care facility), alcohol and drug use,
drug therapy, and drug susceptibility results. The data are used by U.S. Public Health
Service scientists and cooperating state and local health officials to help understand and
control the spread of TB.

Information that would permit identification of any individual on whom a record is
maintained by CDC is collected with a guarantee to the agency, institution, physician, or
individual providing the information that it will be held in strict confidence, will be used
only for purposes stated in this assurance, and will not otherwise be disclosed or released
without the consent of the individual in accordance with Sections 306 and 308(d) of the
Public Health Service Act (42 U.S.C. 242k and 242m(d)). Data or information retained
by the state or local health officials or by authorized collaborating researchers will be
protected in accordance with state law.

Information reported to CDC will be used without identifiers for statistical and analytic
summaries in which no individual on whom a record is maintained can be identified and
for special studies of the transmission, natural history, and epidemiology of TB
associated with HIV infection. When necessary for confirming information, or in the
interest of public health and disease prevention, CDC may confirm information
contained in case reports or may notify other medical personnel or health officials of
such information. In each instance, only the minimum information necessary will be
disclosed.

Collaborative research efforts with an important public health purpose will require
approval by the Director of CDC pursuant to strict conditions. If disclosure of
identifying information to the collaborating researchers is essential to conduct the
research, a written certificate will be required that identifying information obtained from
CDC will be managed as confidential and will not be released or re-disclosed. No
information that could be used to identify any individual on whom a record is
maintained, whether directly or indirectly, will be made available to anyone for non-
public health purposes. In particular, such information will not be disclosed to the
public, parties involved in civil, criminal, or administrative litigation, or non-health
agencies of the federal, state, or local government.
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Chapter 1 The TIMS Workplace

TIMS enables you to add, edit, retrieve, and report information about people associated with
tuberculosis quickly and easily. These people may include tuberculosis patients, healthcare
workers providing tuberculosis—related services, persons who have been in contact with
tuberculosis, etc. The user interface, called the TIMS Workplace, consists of a series of
windows, dialog boxes, and program controls that enable you to enter data efficiently, retrieve it
easily, and store it safely and securely.

Note: When running TIMS under Windows 95, Windows 98 or Windows NT 4.0, the lower
portion of the TIMS Workplace may be hidden by the Windows Taskbar. To prevent this, click
the Start button on the taskbar, and then select Settings and Taskbar.
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Chapter 1 — The TIMS Workplace

Starting TIMS

Windows 95, Windows 98, or Windows NT

Follow these steps to start TIMS on Windows 95, Windows 98, and Windows NT Workstation
4.0.

To start TIMS...
1. Click the Start button on the Windows taskbar.

k| Etartl

2. Click the Programs folder to open it.

Programs
% Documerts
Settings
2] Eind

&3 Help

E Bun...

* + - B

@ Shut Dawn...

3. Click the TIMS program folder to open it.

4. Click the TIMS icon.

S TIMS

Or
Double-click the TIMS icon on the desktop
The TIMS Database Security screen will appear.

et ARMEING =

T prodect the corfidentialty of informaton and integaly of the motechive measues desigred ko i
sprbam, all umers e sdvised: Unsuthonzed use of Bes sysiem is peobabiled by Title 18 ol the Unied
Shadns Code Revsstss engnesing, decphing, of ang othis athempl bo produacs non-escutabls fems ol
o progiam is not suthonzsd snd mey be probiteled by ledeesl and sists kv, |n scdiion, this soflveers
map process daba piolecied by lederal and slate lass Do nob dhang access bo of data hom Hhiz spstem
urdess done under duly estabished pocsdures or wstien suthonzation ol & compelent suthonty

AR AN Mg anchng Ul thorEed wies OF Bres Solheaing of AccRss o priodecied data val B redeimad 1o the
Faderal Buresu of brvastgation and the Uinded Skstes Depadment of Jushice [or piosecution. Penalses o
uniithoiized frappopiale use med ncude lemealion, e s of npnzonmenl, of map o n ol
schion. Flesss do rot sttempl b log on F gou se nol snsuthonzed user.

| [ poau wart bo login and use TIMS?

YES HO

5. Review the TIMS Database Security warning statement.
6. Click the YES button to proceed to the login screen.
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TIMS Login

TIMS requires that you identify yourself to the system before it will allow you access to its
functions. This procedure, called login, uses your User Identification (User Id) and password to
determine what features you have access to, and will provide the System Administrator a record
of all your TIMS activity.

User Id

A TIMS System Administrator assigns your User Id and initial password (see Chapter 7 -
System Module for information on changing your password). User Ids must have between six
and ten characters and can be any combination of letters, numbers, and special characters.
Passwords may also have any combination of letters, numbers, and special characters, and must
contain between six and fifteen characters.

User Levels

There are four security levels for TIMS users:

Name Privileges

Low Can view most client information, but cannot add or change any client
information. Is eligible to view HIV information. Can change their
own password, but cannot perform any other administrative function.

Medium Can enter most client information and is eligible to view client HIV
status. Cannot modify client disposition. Can modify their own
password, set preferences, perform Ad-Hoc queries, and perform other
administrative tasks.

High Can add, edit, and delete all tuberculosis and related information but
cannot perform system administration duties, such as adding and
deleting TIMS user accounts.

System User with System Administrator privileges can perform all TIMS
Administrator functions, including adding and deleting users, assigning user
privileges, deleting surveillance records, client records and
manipulating other sensitive information.

See Appendix Sys | Security Table for a complete list of security privileges.
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Login

The TIMS Login screen is the second window that you will see upon starting the TIMS
application. You must login to use TIMS.

To loginto TIMS...

1. Type your User Id in the User Id field.

A TIMS System Administrator assigns User Ids. The User Id must be entered exactly as it was
given to you.

2. Type your password in the Password field.
Passwords are not case-sensitive: PASSWORD = password = PassWord

TIMS Login
User Id: I ok
Paszsword: I Lancel I

3. Click the OK button.
Logout
There is no logout command for TIMS. If you must logout of TIMS, close the application.

See Iater in this chapter.
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Gathering TIMS Data

TIMS accepts and processes many different types of information. To assist in the data gathering
process, TIMS includes a series of paper-based forms. The TIMS forms are located in Appendix
V of this User's Guide. Please feel free to make copies of these forms to assist in your data
collection efforts.
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The available paper forms are:

»=  Appointment Form = Bacteriology Form

» Blood Test Form » Chest X-Ray Form

=  Client Form = Contact Form

» Diagnosis Form » Drug Pickups Form

= History Form = HIV Test Form

» Hospitalization Form » Physical Exam Tests Form
» Medication Form = Skin Test Form

» Referral Form =  Susceptibility Form

Additionally, TIMS is designed to use data from standard tuberculosis data gathering and
reporting forms.

They are:
= Report of Verified Case of Tuberculosis (RVCT)
= [|nitial Drug Susceptibility Report (Follow Up Report — 1)
= Case Completion Report (Follow Up Report — 2)
= Aggregate Reports for Program Evaluation (ARPE)
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Common Workplace Elements

The visible part of a computer application, the windows, menus, buttons, and other on-screen
items are called the user interface. You use the user interface to interact with the application.
Refer to the following diagram and definitions for details.

4{ Maximize
Control Title Bar Minimize
Menu Close

‘/ Tuberculosis Information Management System

TIMS  Help 7{ Menu bar
il@lgllhlll'rll g” {4{ Toolbar
—{ Focus Line

{ Window Area

‘Ready B/24/97 1114 am,

Title Bar - Displays the module name and the active TIMS window.

Control Menu -Open the Control Menu by clicking the icon in the upper left corner of the
window. The Control Menu provides access to window-related functions such as size, move,
and close.

Move
Size

b inimize
b aimize

Cloze  Alt+F4

Restore — Select the Restore command to change a window to its previous size. The Restore
button only appears after a window has been maximized.

Minimize Button - Select the Minimize command to reduce the application window to an icon.
The TIMS icon will appear on the taskbar (the bar usually found at the bottom of the screen that
contains the Start button). To reverse the minimize operation; click the icon on the task bar.

Maximize Button — Select the Maximize command to expand the window to its maximum size
in the current context. If you click the maximize button of a main window, it will expand to fill
the entire window.

Close Button - Select Close to exit the TIMS application.

1-6 TIMS User’s Guide



Chapter 1 — The TIMS Workplace

Menu Bar - The Menu Bar displays the TIMS command menus. Each module has its own set
of menus and menu options.

Toolbar - The Toolbar displays a series of module-specific buttons that provide single-click
access to frequently used program functions. Each module has its own toolbar.

Focus Line - The Focus Line displays the currently active client, worker, or site, depending on
which module you are in.

Clients are displayed in the Client, Surveillance, and Patient Management modules. Users
can select or change the active client by clicking the Change Focus button on the toolbar.

Workers are displayed in the Daily Program Operation module. Users can select or change
the active worker by clicking the Change Focus button on the toolbar.

Sites are displayed in the System module. Site information is assigned when TIMS is
installed and cannot be changed by the user.

Window Area - The Window Area contains the documents, forms, and dialog boxes you need to
work with TIMS.

Using the Menu Bar

The menu bar is used throughout TIMS and most other Windows applications. It contains a
series of menu names that display a list of related commands and options. The menu bar
displays different options to match the function of the current module.

Menu Operation: Mouse

To operate the menus using the mouse...
1. Click the menu name on the menu bar to open it.

LClient  “Window Help

v BB wmE > |
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2. Click an option on the menu to select it.
it Hels
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Menu Operation: Keyboard
There are several ways you can use the keyboard to select commands from the menu bar. For
example, you can press the Alt key to activate the menu bar, and then use the arrow keys to
select the appropriate menu and command. However, a more efficient method is to use the Alt
key in combination with the underline letter in the menu and command names.
To operate the menus using the keyboard...

1. Press the Alt key.

2. While holding the Alt key, press the underlined letter in the menu you want to
open and release the Alt key.

3. Press the underlined letter in the name of the option you want to select.
Using the Shortcut Menu

Many TIMS windows, fields, and other on-screen objects have shortcut menus which provide an
additional way to access commands. Some commands can only be accessed through the
shortcut menu.

The shortcut menu is displayed by clicking the right mouse button.

To use the shortcut menu...

1. Right-click an object in the TIMS window area.
2. Select a command or option from the shortcut menu.

Social Security H:FSU'S?-S T
nknown
Date of Birth: IUD-"DWUL = REE E
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Using Toolbars

Toolbar buttons provide one-click access to some commonly used TIMS functions. The buttons
that appear will provide module-specific options.

You can find a brief description of the function of specific toolbar buttons by displaying its
ToolTip. ToolTips appear when the mouse pointer is placed over a toolbar button for a few
moments.

=)
_ € Ciigry| 0

To use a toolbar button, click it one time.

Common Menus

Two menus, Window and Help, appear in all TIMS modules.
Window Menu

The Window menu enables you to change the way the windows within the main TIMS window
are displayed.

Tile
Layer
LCascade

Screen Saver Chlvw/

Tile
Select the Tile command to arrange all open windows so that they don’t overlap.
Layer

Select the Layer command to arrange all open windows so that each window completely
covers the one below it.

Cascade

Select the Cascade command to arrange all open windows so that each window’s title
bar is visible.

Screen Saver

TIMS will automatically suspend operation if there has been no activity for a pre-
determined amount of time (set by a TIMS administrator in the System module).

If you know you’ll be away from the computer, but do not want to exit the application,
you can select Screen Saver to temporarily suspend TIMS operation. You will be
required to re-enter your password before you can resume TIMS operation.

Reactivate TIMS
[PuBLIC 1] 4

Password: I

[” System Administrator
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Help Menu

The Help menu provides access to additional information about operating the TIMS application.

TIMS Databaze Securty
Help Contents
Examplez and Demos
Fieference Infarmation
Technical Help
Glozzan

CueCardz
About TIMS

TIMS Database Security
Select TIMS Database Security to view the security clause.

Help Contents
Select Help Contents to see the TIMS Help Contents.

Examples and Demos
Select Examples and Demos to display sample TIMS windows.

Reference Information

Select Reference Information to access information and tips about the TIMS
Workplace, general data entry suggestions, keyboard guide information, and tips on how
to use the TIMS Help System.

Technical Help
Select Technical Help to get information on whom to contact for help.

Glossary

Select Glossary to display an alphabetized list of terms associated with TIMS program
operation, tuberculosis, and other TIMS-related topics.

CueCards

Select CueCards to set preferences for TIMS CueCards, which are small help screens
designed to prompt you to perform certain commonly used actions within the TIMS
application.

About TIMS
Select About TIMS to display TIMS version and TIMS Help Desk information.
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Selecting a Client or Worker (Change Focus)

Most TIMS activity will apply either to a client or a worker. The Focus Line enables you to
immediately identify whether you are working in the client section or in the worker section, and
whose record the current action is affecting. Client records can be accessed in the Client,
Surveillance or Patient Management modules. Worker records can be accessed in the Daily
Program Operations module.

Change Focus (Client)

To change client focus...
1. Do one of the following:
= Click the Change Focus button on the toolbar.

Or

= Click the Open button on the toolbar.
[~

Or

= QOpen the Client menu and select Open.

[ ]
2. Select a filter (*All’ is the default filter) from the drop-down list.
3. Click Execute to create the selected filter client list.
4. Select a client from the list.

Seleot Fier: [ALL =] Filtes.._. |
Clierd Lisl Exncubs |
Lasi Mams | Fast Mame DOB  |Stabe Case #) Cig/Criy Caze #
ACLEMT WS 07 A9950 DADAZ93 -
AFFLICTED BEM MALTSTE OIS CAZTm0
ANNDTING LEFECT (3950 23420
AHOTHER KEW DML Lorea Vi
ARDVAR XS 2RO e
BROMSDM BARDH MARASE] D3I5135 99015085 Search
M ELENMT (FGFLE ] \Erilr w)
AFMES CLENTOME 12 29T CAT2EI0 L2 ST )
A006 CLERT O%3/1989 OHOWUMBER  A3SHETES
=iy B BRATNSE KWLDNON DRSS e
[ ok ]
Canoel

5. Click OK or double-click on the client to open.
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After a client is selected, the client’s name will appear in the Focus Line. Navigational buttons
are available to move from the Current Client to the Previous or Next Client.

Previous Client %w Next Client

1-12 TIMS User’s Guide



Chapter 1 — The TIMS Workplace

Change Focus (Worker)

To change worker focus...
1. Do one of the following:
= Click the Change Focus button on the toolbar.

Or

= Click the Open button on the toolbar.
[

Or

= Open the Worker menu and select Open.

2. Select the worker from the list.

workes Ligt
Woskem Hams Wiorker ID Slalur

ATAISOR, PUBLIC HEALTH Acive ;|

3. Click OK.

The worker’s name now appears in the Focus Line.
‘:‘x Daily Program Operations

Worker Heportz  Window  Help

lewRrw= DOBPE0 | B0 &

Current Worker: “WORKER. DEFAULT
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Setting Up Filters

Filters limit the client list to those that fit your specified criteria. This option can only be used
when working with the Change Focus (Client) operation; it is not available with the Change
Focus (Worker) operation.

To set up afilter...
1. Open the Change Focus (Client) mode. In the Select Filter option, ALL is the

default.
Chaege Foeust |
Sebect Filles; [ALL [~ Filtes, .
Client List Execute
Lasi Mame | Fiest Mame DOB  |Stabe Case 8| Clyp/Coly Case 8
wirw |
Seach |
LT |
_Gancel |

2. Click the Eilter button. The Add/Modify Filter window will appear.

050 A dd SH iy Filkeg

Filter Mame: 241 =1 Hew
Filtes Values Camy
[ Fiuld | Dperatos Value ] Connecio| —
L 5 , v |
Irreer]l Hiowe | l:I.l’ﬂ“*'u-| %I
Melete 1] .w| Usage: | B

Mol Dalies shauld be an P lemal Lyppdmm/od]

3. Click the New button. An empty row will appear in the Filter Values box.
4. Assign a Name to the filter and enter into the Filter Name box.
5. Establish the parameters by which you want the filter to execute.
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The following parameters are available to create a filter:
Field provides the ability to filter by the predetermined drop-down options.

Field

Iz
Client Info Last Date Updated =]
Contact
County [hot reparting ar current]
Current County
D ate of Birth
Diagrosis
Digposzition
Firzt Mame j

The Operator field displays predetermined logical numeric operators.

Operator
-

<k
>
=
<
L=

LIKE

NOT LIKE

The Value field displays MISSING (provides data items that are blank) and
NOT MISSING (provides data items that are not blank). You can also type in
the value you want to filter on (e.g. date value).

Yalue

MISSING
HNOT MISSING

The Connector field provides the option of using AND or OR as the
connector for your filter.

Connector

|~

AWD
oR

The Open and Close Parentheses can be used to group filter criteria.

)

Insert another row to create another filter criteria by clicking the Insert Row
button. (A row may be deleted by clicking the Delete Row button).

Click the Save button.

Click the Close button and the system will return to the Change Focus window.
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9. Click the Execute button to display a list of clients that meet the parameters
established in the newly created filter.

Chamgs Focus

Select Filker: BINGO | Filber,.
Client List Execute
LasiMame |  FiustMame | D08 |Siste Case #| Cip/Coly Caze 8

ERALY PETER (420111940 =

COMTACT JAHE 201 A1 %30 -

COMTACT JDANME 04191960

COMTACT M0E 020 1360 v

CUBMINGHAM RICHIE 0427 11965 e
ALY MAFSHA 010 A1 Seach

NOT T8 DELE TED LY OME 02/29/1976 O0000808

TEST CLENT 101 01578 D055

FADS FS0 114211330 OO0 5F0IS

CLIEMT NOSHDW IRS R F S ] (aCEa0ES -

i
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Using CueCards

CueCards are very brief prompts that remind you how certain operations are performed. A
module-specific CueCard displays each time you enter that module. The CueCard that appears
after you login to TIMS displays tips from several different modules.

o Welcome to TIMS M B3

To find out how to begin a tazk in TIMS, click on
the action listed below.

5| New Cliens

| Edi Cient

EI Enter Patient b anagement D ata
8|Ener s RVET

%Ihdd I e whorkoer

B Edit worker

| Uncheck if you don't want this CueCard to show again.

LClose

Click an icon or green underlined text to see additional information.

To edit an existing client's demographic information

1. Change ta the Client Madule by selecting Clisnt fram the TIMS Baze
Menu; OR

Click the Client Module izon on the toolbar.
2. Select the Edit option from the Client Menu; OR

Click. the Edit Client Information icon o the toolbar.
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Adding / Removing CueCards

Once you are accustomed to TIMS, the CueCards may become unnecessary. There are three
ways to prevent CueCards from displaying.

To display or remove CueCards...

3.

= Clear the check box near the bottom of the Welcome to TIMS window to
prevent that particular CueCard from displaying in the future. This procedure
must be repeated for each CueCard.
Or
Open the Help menu and select CueCards.
Select the appropriate check box to display the associated CueCard when you
open the appropriate module.
Clear the check boxes to prevent that CueCard from displaying.

CueCards Preferences

— CueCards
v Main

v Client
v Patient Management
¥ Surveillance

¥ Daily Program Operations

Mote: To show the CueCards. check the boxes of the

caresponding modules.
_lganCEI

Click OK.
Or

(Note: The user must have medium or higher user privileges to use this method.)

Mo

Open the System module.

From the System Mgt menu, select Preferences.

Click the CueCards button.

Select the appropriate check box to display the associated CueCard when you
open the appropriate module.

Click OK.

Clear the check boxes to prevent the CueCards from displaying.
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Changing Modules

You can select different TIMS modules by clicking the command menu on the left side of the

window.

Command

Menu Module(s)

TIMS Client, Surveillance, Patient Management, Daily Program Operations, System

Client Client, Surveillance, Patient Management, Program Evaluation, Daily Program
Operations, System

Worker Client, Surveillance, Patient Management, Program Evaluation, System, Daily Program
Operations

System Client, Surveillance, Patient Management, Program Evaluation, Daily Program

Operations

You can also change modules by clicking a button on the toolbar. The module buttons are
always on the left side of the TIMS toolbar.

Program Evaluation
System
Surveillance }—\

i?f_ E:::E- ||E|T|
Client }—‘ H Daily Program
Patient Operations
Manaagement

To change to a different module...

1.

3.

Save any currently open documents by clicking the Save button on the individual
TIMS windows. If the Save button is disabled, the information on the window
has not been modified since the last time it was saved.

Select the desired module from the command menu or click the appropriate
button on the toolbar.

All opened windows will be closed when you change modules. If you are
changing between module types, the current client, worker, or site will be closed.
Click the OK button to close the windows.

= Changing Module

All Opened Windows Will Be Closed Before
Changing to Another Module.

| OK! | ‘Cancel‘
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TIMS Module Selector

The TIMS Module Selector window appears immediately after you login to TIMS. The Module
Selector window acts as a gateway to the other modules.

The Module Selector toolbar and menu options are available in all TIMS modules.

i Nubsecubag lebe e Harsgasan Siras

Dds Help:
apRBulT ¥
Toolbar

The Module Selector toolbar allows you to change to a different module by clicking a button on
the toolbar. The Module Selector toolbar buttons are available in every TIMS module.

Patient Management
Module
_ Daily Program
Client Module H ﬁ Operations Module

el [3] L= W 1] el R vew

L{ System Module
Surveillance Program
Module Evaluation
Module
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Module Overview

TIMS is divided into several modules that separate the functions of the TIMS software. The
modules are Client, Surveillance, Patient Management, Program Evaluation, Daily
Program Operations, and System.

Client

Use the Client module to keep track of demographic and other information about persons
receiving tuberculosis - related services from your facility. Unlike the other modules, the
functions of the client module are available in all client-related modules. The client-related
modules are Surveillance and Patient Management.

Surveillance

Use the Surveillance module to complete electronic versions of standard tuberculosis
tracking documents such as Report of Verified Case of Tuberculosis (RVCT), Initial Drug
Susceptibility Report (Follow-Up Report - 1), and the Case Completion Report (Follow-Up
Report - 2).

Patient Management

Use the Patient Management module to record additional information about clients, such as
their TB diagnosis, the tests they have received, and the medications they are receiving.

Program Evaluation

Use the Program Evaluation module to enter data into the Aggregate Reports for Program
Evaluation (ARPE), and transmit them to the reporting area (if applicable) and CDC.

Daily Program Operation

Use the Daily Program Operation module to enter information about your facility and the
people who work there.

System

Use the System module to manage the TIMS system and data, customize TIMS operations,
change your password, and transfer TIMS data to the CDC.
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Client Module

Use the Client module to track information about clients. The functions of the Client module
are available in the other client-centered modules (Surveillance and Patient Management).

Client Toolbar

The functions on the toolbar displayed in the Client module are available in the other client-
centered modules. The Module Selector buttons are also available.

. Open .
New Cllent}— ﬁ Client ﬁ Appointments
: v Change
Do o Qlﬂ Focus

Edit Client Close Client

Client Module Menus
The Client Module has three menus: Client, Window, and Help
Client Menu

The Client Menu enables you to create new client records, edit identification and demographic
information, view client origins and final outcomes, and change between TIMS modules.

New
Select New to create a new client record.

Edit
Select Edit to modify an existing client record.

Open
Select Open to open a client record for viewing or modification. This command operates
the same as Change Focus.

Close
Select Close to close the current client record. This removes focus from the current
client. All open windows will be closed.

Previous
Select Previous to move to previously viewed client record.

Next
Select Next to move to the next client record.

Origination
Select Origination to view or modify the client’s origins (former contact, transferring
from another location, etc.).

Disposition
Select Disposition to record the final outcome for a client (completed therapy, died,
moved, etc.).

Appointments
Select Appointments to add, edit, void, delete, confirm, reschedule, or check - in client
appointments for tuberculosis-related services.
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Transfer
Select Transfer to record a movement from your facility to another tuberculosis
treatment center. This option is not available in the current version of TIMS.

Print Setup
Select Print Setup to select from the printers currently defined in your system and to
make modifications to printer settings. Printer settings are printer and operating system
specific.

Other Menus

The Window and Help menus are common to all TIMS modules. See Common Menus earlier in
this chapter for details.
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Surveillance Module

Use the Surveillance Module to complete electronic versions of the Report of Verified Case of
Tuberculosis (RVCT), Initial Drug Susceptibility Report (Follow Up Report - 1), and Case
Completion Report (Follow Up Report - 2). The information entered into the Surveillance
module can be transmitted to the CDC.

Surveillance Toolbar

The Surveillance module toolbar has seven unique functions. The toolbar also contains options
for changing modules and adding and editing clients.

Create or_Edlt Case SURVS-TB UDV
Completion Report

Surveillance

Create or Edit RVCT }— ;'i,'f;l !‘l @l | %l El]]l 2 Record

Deletion

Browse Surveillance

Create or Edit Initial
Documents

Drug Susceptibility
Report
Case Verification

Surveillance Menus

The Surveillance module has seven menus: Client, Surveillance, Data Generation, Data
Transfer, Reports, Window, and Help.

Surveillance Menu

The Surveillance menu enables you to create and edit surveillance documents for the current
client.
Report of Verified Case of Tuberculosis (RVCT)
Select Report of Verified Case of Tuberculosis to add or edit a client’s RVCT.

Initial Drug Susceptibility Report (Follow Up Report - 1)
Select Initial Drug Susceptibility Report to add or edit a client’s initial drug
susceptibility report.

Case Completion Report (Follow Up Report - 2)
Select Case Completion Report to add or edit a client’s case completion report.

Case Verification
Select Case Verification to add, edit, or view case count information.

SURVS-TB UDV
Select SURVS-TB UDV to view or edit the user-defined variables imported from the
SURVS-TB system.

Browse
Select Browse to see a summary of all surveillance documents entered in TIMS.

Surveillance Record Deletion

Select Surveillance Record Deletion to mark for deletion and to purge surveillance
records from your TIMS database.
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Data Generation Menu

Use the options on the Data Generation menu to import related information from the Patient
Management module. This will prevent duplicate data entry.
Generate
Select Generate to import data for the active field.

Generate All
Select Generate All to import all relevant data from the Patient Management module.

Clear Generated
Select Clear Generated to remove the imported data from the active field.

Clear All Generated
Select Clear All Generated to remove the imported data from the entire document.

Data Transfer Menu

The options on the Data Transfer menu are used to prepare surveillance data to be transmitted to
the CDC through a hierarchy of reporting agencies. The two options on the Data Transfer menu
are NETSS and Surveillance.

NETSS

The NETSS (National Electronic Telecommunication System for Surveillance) option is
available at the Reporting Area only. It produces a sub-menu of three options for
diskette-based data transfer:
Weekly
= Select Weekly to transmit data for the past week for inclusion in the MMWR.
Year-to-Date
= Select Year-to-Date to prepare to transmit all surveillance data collected from
the beginning of the current MMWR year until the current date.
Archived
= Select Archived to re-send data that was damaged or lost for inclusion in the
MMWR.

Surveillance

Select Surveillance to prepare surveillance data to be transmitted electronically to the
next level reporting site. The actual transmission occurs in the System module.
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Reports Menu

The Reports menu displays a set of module-specific summary or detail reports:

Case Verification Report
Counted Cases Report

Not Counted Cases Report
Demographics Report
Clinical Data Report

Case Follow-Up Report
Completed RVCT Records
Incomplete RVCT Records
Facsimile Report
Updated-In-Session Report
Deleted Records Report
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Patient Management Module

Use the Patient Management module to store and maintain tuberculosis-related information
about clients who receive treatment or evaluation at your facility. The information in the Patient
Management module is for your records and is not used as official surveillance data, nor is it
transmittable. However, you can import relevant Patient Management information for use as
surveillance data by using the Generate command in the Surveillance module.

Patient Management Toolbar

The Patient Management module toolbar has six unique functions. The toolbar also contains
options for changing modules and adding and editing clients.

Bacteriology Chest X-ray
Contacts% .ﬁl _R‘l Ql }l ml m Test Summary

MedicationsH L‘ Skin Test

Patient Management Menus

Profile Menu

Use the options on the Profile menu to record personal information about the client such as their
tuberculosis diagnosis, tuberculosis history, contacts, etc.
Contacts
Select Contacts to record information about persons who may have been exposed to
tuberculosis through their association with the current client.
Diagnosis
Select Diagnosis to record one or more tuberculosis-related diagnoses for the current
client. A valid diagnosis is required to enter certain other Patient Management
information.
History
Select History to record relevant tuberculosis-related medical information about the
current client.
Hospital/Facility
Select Hospital/Facility to record information about medical facilities where the current
client has received any medical treatment in the recent past or during TB treatment.
Referrals

Select Referrals to record information about the person or organization that
recommended that the current client visit your facility for tuberculosis evaluation or
treatment.
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Therapy Menu

The options on the Therapy menu allow you to view, add, and modify information about the
tuberculosis treatment regimen the current client is receiving.
Medications
Select Medications to add, edit, and view information about the current client’s
tuberculosis drug regimen.
View Pick-Up/Delivery
Select View Pick-Up/Delivery to display a drug pickup and delivery summary.

Tests Menu

Use the options on the Tests menu to record, edit, and display information about tuberculosis-
related tests that have been administered to the current client.
Bacteriology
Select Bacteriology to record, edit, or view bacteriological specimens and drug
susceptibility test results.
Blood
Select Blood to record, edit, or view blood test results.

Chest X-Ray
Select Chest X-Ray to record, edit, or view chest radiograph results.

HIV
Select HIV to record, edit, or view HIV test results. This command will not be available
if the user does not have HIV viewing privileges.

Physical Exam
Select Physical Exam to record, edit, or view the results of tuberculosis-related physical
examinations.

Skin
Select Skin to record, edit, or view the results of tuberculosis-related skin tests.

Test Summary

Select Test Summary to view a summary of all tuberculosis-related test data that has
been collected for the current client. This command will not be available if the user does
not have HIV viewing privileges.
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Reports Menu

The Reports menu displays a set of module-specific summary or detail reports:
= Adherence: Appointments

= Adherence: Assigned Workers - This report is not available in the current
version of TIMS.

= Adherence: Medication Metabolite
= Contact Report

» Medical Report: Summary

= Medical Report: Blood Tests

» Medical Report: HIV Tests

= Medical Report: Skin Tests

» Medical Report: X-Ray Tests

=  Therapy: Medication

» Therapy: Medication Outcome
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Program Evaluation Module

Use the Program Evaluation module to create, maintain and transfer Aggregate Reports for
Program Evaluation (ARPE).

Program Evaluation Toolbar

The Program Evaluation toolbar contains functions to create the following reports, Follow-up
and Treatment for Contacts to Tuberculosis Cases and Targeted Testing and Treatment for
Latent Tuberculosis_Infection.

Program Evaluation Menus

The Program Evaluation module has four menus: TIMS, Reports, Window and Help.

Reports Menu

The Reports menu displays the specific reports available for Program Evaluation including:
* Follow-up and Treatment for Contacts to TB Cases and

e Targeted Testing and Treatment for Latent TB Infection

E-U Program E valuation

T Suniel "Aindow  Help
JI o | Eollaw-up and Treatment for Contacts to TE Cazes
e T argeted Testing and Treatment for Latent TE Infection
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Daily Program Operations Module

Use the Daily Program Operation module to store and maintain information about the staff at
your facility.

Daily Program Operations Toolbar

The Daily Program Operation toolbar has one unique feature, Worker Assignments. The rest of
the tools are variations of the functions found in the client-centered modules, applied to workers

instead of clients.
Edit WorkerH F{ Close Worker

NewWorker}» 0 | ﬁ:l E‘l I"__"II ﬁl | ﬁl# Egs:sge

Open Worker}—‘ Worker % # Worker

Assignments Appointments

Daily Program Operations Menus

The Daily Program Operations module has four menus: Worker, Reports, Window, and Help.

Worker Menu

The Worker menu duplicates the function of the Client menu in the Client, Surveillance, and
Patient Management modules, with a worker focus.

New
Select New to create a new worker record.
Edit
Select Edit to modify an existing worker record.

Open
Select Open to open a worker record for viewing or modification. This command
operates the same as Change Focus from the toolbar.

Close

Select Close to close the current worker record. This removes focus from the current
worker.

Assignments

Select Assignments to assign workers to individual clients. These assigned workers will
then provide tuberculosis-related service to those clients.

Appointments

Select Appointments to create, edit, or display appointments assigned to the current
worker. All client related appointments are scheduled in the client-centered modules.
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Reports Menu

The Reports menu displays a set of module-specific summary or detail reports:
Appointment: By Client - This report is not available in the current version of TIMS.
Appointment: By Worker - This report is not available in the current version of

TIMS.

Assignments: By Client - This report is not available in the current version of TIMS.
Assignments: By Worker - This report is not available in the current version of TIMS.
Assignments: Number and Types of Clients

DOT Summary: By Worker

DOT Summary: All Workers

Exception Report:
Exception Report:
Exception Report:
Exception Report:
Exception Report:
Exception Report:
Exception Report:
Exception Report:

Clients who are smear positive (date range)

Smears pending > X days

Cultures pending > X days

Clients with drug-resistant TB (date range)
Cases/Suspects with no positive bacteriology (date range)
Cases/Suspects without a worker assigned (date range)
Cases/Suspects with no suspects identified (date range)
Clients who have been a suspect for > X days
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System Module

Use the System module to manage TIMS data and set TIMS program options.
System Toolbar

The System module toolbar features eight unique functions.

Outbox
Answer Mode h h ﬁ Ad-Hoc Query
oo - ][R @(|  m[mlw] 2

Inbox }J ) ) H Preferences
Misc. File

Transfer

System Module Menus

The System module contains seven menus: System, Data Management (Data Mgt), System
Management (System Mgt), Administration, Reports, Window, and Help.

System Menu

The System menu contains eight items; of the eight, only Transmission is unique to the System
module. The others, Print Setup, Client, Surveillance, Patient Management, Daily Program
Operations, Program Evaluation, and Exit are common to the first menu in all TIMS modules.

Transmission
The transmission menu provides access to six data transmission-related options:
Dial
Use the Dial command to connect with another TIMS system for an outgoing
data transmission.
Answer
Use the Answer command to set the TIMS system to receive incoming data
transmissions.
Inbox
Use the Inbox command to open the TIMS Inbox. The Inbox contains data files
transmitted by lower-level sites.
Outbox
Use the Outbox command to open the TIMS Outbox. The Outbox contains any

data files that are waiting to be transmitted to another site. Once transmitted the
data are removed from the Outbox.

Misc. File Transfer (Miscellaneous File Transfer)
Use the Misc. File Transfer command to send non-surveillance data files to

another site. Any kind of file, spreadsheets, graphic, word processing documents,
etc. can be transmitted using the Misc. File Transfer command.

COMM Port Settings

Use the COMM Port Setting to adjust your modem setting to allow you to send
and receive data successfully.
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Data Management (Data Mgt) Menu

The functions on the Data Mgt menu enable you to access TIMS information in ways that are
not available in the rest of the application. Only users with High or System Administrator
security privileges can access these functions.
Ad-Hoc Queries
Select Ad-Hoc Queries to create and save data queries not available as standard TIMS
reports.
Frequency Report
Select Frequency Report to create and save frequency data queries.

Data Dictionary
Select Data Dictionary to display technical details about the tables and fields found in
the TIMS database.

Export
Select Export to copy TIMS data to a different file in a choice of file formats.

User-Defined Variables
Select User-Defined Variables to add custom data entry fields to specific TIMS
windows.

Database Backup
Select Database Backup to copy your TIMS data to diskette or other data storage device
so that data are not lost if there are problems with the TIMS database.

Database Recovery
Select Database Recovery to restore your TIMS database from a copy made using the
Database Backup command.

Purge Records by Site
Select Purge Records by Site to permanently remove records for lower site(s).

Purge Client Records

Select Purge Client Records to permanently remove clients without surveillance
information.
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System Management (System Mgt) Menu

The functions on the System Mgt menu enables you to change your password, set system
options, and correct problems with the TIMS system.
Diagnostics
This feature is not available in the current version of TIMS.

Preferences
Select Preferences to set system options such as file location, record search
specifications, etc.

Security
Select Security to change your TIMS system password. System Administrators can use
the Security option to add or delete users, or change their system privileges.

Site Information
This feature is not available in the current version of TIMS.

Administration Menu

The functions on the Administration menu allow you to convert data from SURVS-TB (an older
CDC tuberculosis data system), create reporting sites, and other administrative tasks.
Data Conversion
Select Data Conversion to convert data from SURVS-TB (no longer utilized since all
SURVS-TB data have been converted).
Spin-Off Diskettes
Select Spin-Off Diskettes to register lower-level reporting sites within your jurisdiction.
This option is only available to Reporting Area TIMS system administrators.
Table Maintenance

Select Table Maintenance to modify the options available from some drop-down lists
within the TIMS application.

Reports

The System module can produce several administration and data transmission related reports:
= Activity Log » User-Defined Data Dictionary: Global
= Transmission Log = User-Defined Data Dictionary: Local
= Users Rights / Access = Unacknowledged Record Report

Unacknowledged Transfer File Report
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Working With Reports
A report is an organized and effective way of presenting pre-selected data in a printed format.
Reports organize the data to maximize readability.

Reports operate differently than other TIMS components. They are controlled entirely by a
series of buttons near the bottom of the reports window.

All reports have the same controls

Last Page

Previous Page| Print Report

First Page Close Report

Next Page Adjust

Magnification

Some reports allow you to cycle through multiple clients with the Previous and Next buttons.

Previous Client %w Next Client

Some TIMS reports will have more than one page. The navigation buttons at the bottom of the
report screen allow you to change report pages quickly and easily.

Navigate through a Report

To move forward one page...
= Click the Next Page button

13

To move backward one page...
= Click the Previous Page button.

To move to the last page in the report....
= Click the Last Page button.

To move to the first page in the report...
= Click the First Page button.

Kl
v
]
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Print a Report

To print a report...
1. Open the report.
2. Click the Print Report button

Sl

TIMS allows you to adjust the magnification of the viewing area.

Adjust Report Magnification

To adjust a report’s magnification...
1. Open the report.
2. Click the Adjust Magnification button.

This displays the Print Preview dialog box.

3. Select Magnification settings from the preset options or enter your own in the
Custom box.

Print Preview

— Magnification
 200% Cancel
c w0 Efeiem
B8 %
¢ Custom m% Cancel |

4. Click the OK button.
Adjust Report Margins

You can temporarily adjust the margins (the area between the printed material and the edge of
the page) by dragging the margin indicators to a new location on the horizontal and vertical
rulers. The margins will return to their default location the next time you run the report.

1. Open the report.

2. Click the Adjust Magnification button.

2]

This displays the Print Preview dialog box
3. Select Show Rulers.

4. Click OK.
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5. Drag the double-headed arrows to a new location to adjust the report margins.

Use the double-headed
arrows to adjust the borders

Appointments Report

.|.I .|.|.I.|1.|.|.I.|.|.|.I.|2.|.|.I.|.|.|.I.|§|.|.I.|.|.|.I.|'.1|.|.I.|.|.|.I.|!

e

=== Confidential Baticnt Information =
APPOINTMENT REPORT

1 CLIENTNAME: Erett Baulor

CITCOUN TS
STATE CASE #:47D230719 CA3E
SITE [(IMSTALLATION]: SRECIAL &
G Dewt. of Public Health Diuriket

6. Follow the normal procedure to print the report.
The printed report will print with the newly adjusted margins.

Close a Report

To close a report...
= Click the Close Report button.

Ld
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User-Defined Variables

If your facility gathers tuberculosis-related information that is not ordinarily part of TIMS, user-
defined variables provide a place to store custom site-specific information. The TIMS System
Administrator can define up to five user-defined variables for the 18 TIMS windows that will
accept them. Not all TIMS windows can have user-defined variables.

Most TIMS windows have small user-defined variable buttons on them, usually on the right side
of the window. All user-defined variable buttons depict a sheet of paper, with several variations.

& Client Aliases

El User-Defined
Last Name |  First Name | M_I. | Date of Birth Variable

Bayless Jon 05,/05/1965
Klirg Raobert 00/00,/0000 New |
Lil B 00,00/0000

Delete

UL
_Close |

Last Mame: IB ayless

First Name: pﬂn

) LCloze
Middle Name: I

Date of Birth: IDEF’D5”955 E

There are three variations of user-defined variable buttons, each with a different meaning.

El Buttons depicting a blank sheet with an X through it indicate that you must select a
specific record to activate the user-defined variable for the current window.

Dl Buttons with a blank sheet indicates that the user-defined variable associated with the
currently selected record does not contain data.

Buttons with a striped sheet indicates that the user-defined variable associated with the
currently selected record contains data. Clicking the user-defined variable button will
allow you to view, edit, or delete the information it contains.
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Using User-Defined Variables

To enter information in a user-defined variable...
1. Click the User-Defined Variable button on the window.

Is

If the user-defined variable is required, the User Defined Fields for Client Information Table
dialog box will appear automatically. You will not have to click the button.

2. Complete the information that appears in the Global User Defined Fields dialog
box.
Each dialog box will have a unique appearance.

&% User Defined Fields for Client Information T able
Global User Defined Fields

OHD SEVERITY CODE Char 3 |053

DATE SEVERITY CODE ASSIGNED Date 0241211938

Local User Defined Fields

TB REVIEW DATE Date 0573171336

it OF HOUSEHOLD MEMBERS Mumber [ 700000
TB REGIMEN CODE Char 8 [RPs0E08

IS THE CLIENT COOPERATIVE? Yes/No/Unk [v

Save Close

There are four types of controls available on a user-defined variable window.

The number and type of options that appear on your window depend on the TIMS

System Administrator at your site, and the TIMS System Administrator at the

Reporting Area level.

= Char - Enter any combination of numbers, letters, and special characters up to
the maximum number specified to the left of the character field.

= Date - Enter a date in DD/MM/YYYY format.

= Number - Enter a number

* Yes/No/Unk - Enter Y for yes, N for No, and U for unknown.

3. Click the Save button.

1-40 TIMS User’s Guide



Chapter 1 — The TIMS Workplace

Flag Information Window

When a client is in focus, a flag button appears on the Focus Line.

Current Client: Duquesne, Delila =
Flag Button

Clicking the flag button produces a client information summary and displays any alerts (flags)
about the current client. Persons who are able to perceive colors can get an at-a-glance
assessment of the current client’s alert status.

L Green Flag The current client has no active alerts.

| Yellow Flag The current client has a user-defined alert.  This
indicates that some factor about this client should be
noted by workers reviewing his or her record in the
future, but the client has no critical, red flag alerts such
as drug resistant TB.
ﬂ Red Flag Red Flag indicates that the current client meets one or
more conditions to qualify for high alert status.
Conditions which meet these criterion are:
Drug Resistant TB

Non-adherent to treatment regimen
Smear Positive (Bacteriology)

Open the Flag Window

To open the flag window...
= Click the Flag button on the Focus line.
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Client Information Window

The Client Information window provides a summary of useful client information.

bk Clerd Informaline [Wimwe [nly]

MZEIEHI Fiizl: ﬁﬁﬁ Midelle |
Chent |danbfiore
State Case Mumber: | Social Secuily #:[F39839042
City/Courdy Case Mumber: [14 1530557 Dste of Dtk PANASS0 | Age: 8 [§
L1 Racn Eikevic Daigin
T i
 Male T Elack - Hisparsc
i Famale 7 Amemican Indian m Alaskan Mabwa Mol Hisganic
& Unknown 7 Unkneovn  Urdknosen
™ Arian o Pacilic Idander
aviirkis sl [Ridigen L angpaiigie
{5 . Primamy Langpesge |
D ade Emlaned 1.5 WE JUE ) m Closs
™ Mok LIS
I WMnkevien |'I

The window includes:

Identification and Demographic
Information

= Social Security Number

= State Case Number

= City/County Case Number
= Date of Birth

= Sex

Treatment Information

= Workers assigned to client
= Treatment enrollment date
= Client disposition

Alert Information

Close the Client Information Window

To close the client information window...
= Click the Close button.

» Rules-based alerts (based on medical
tests and compliance with treatment)

= User-defined alerts
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Using the TIMS Help System

TIMS comes with extensive online help that can assist you in using the application effectively.
There are three levels of TIMS help:

= Subject Level - an overview of a TIMS process.
» Field Level - description of a field or other object on a TIMS window.
=  Task Level - “How To” instruction on how to complete a TIMS task.

There are several ways to access TIMS help.
The Help Menu

The Help Menu provides access to additional information about operating the TIMS application.
Open the Help menu to access the online help.

TItS Databaze Security
Help Contents
Examplesz and Demos
Reference Infarmation
Technical Help
Glozzan

CueCards
About TIMS

TIMS Database Security

Select TIMS Database Security to view the security clause.
Help Contents

Select Help Contents to see the online help Table of Contents.
Examples and Demos

Select Examples and Demos to display sample TIMS windows.
Reference Information

Select Reference Information to access information and tips about The TIMS
Workplace, general data entry suggestions, keyboard guide information, and tips on how
to use the TIMS Help System.

Technical Help

Select Technical Help to get information on database configuration, LAN setup, and
other technical subjects. Also contains information about getting TIMS technical
support.

Glossary

Select Glossary to display an alphabetized list of terms related to program operation,
tuberculosis, and other TIMS-related topics.
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CueCards

Select CueCards to set preferences for TIMS CueCards, which are small help screens
designed to prompt you to perform certain commonly used actions within the TIMS
application.

About TIMS
Select About TIMS to display TIMS version and system information.

Context-Sensitive Help

You can get help on your current task by pressing the F1 key. This displays help relevant to the
task you are performing.

Help from the Toolbar

Click the Help button on the TIMS toolbar to display context sensitive help. This is equivalent
to pressing the F1 key.
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TIMS Help Contents

The TIMS Help Contents screen allows you to access broad categories of TIMS help. Click one

of the links to display additional help.

I . 1 -
fie G Bwipald odes [Zep
e P N e e
TS Help Contents

el senTiple p wnd dersondrebors o Relp o lese TIME

Select Using TIMS to display general and specific information abut TIMS
9 modules.
Select Examples and Demos to display sample TIMS windows which can be
£ clicked to display detailed information about the window.
l-h- Select Reference Information to display answers to commonly asked questions,
tips on using TIMS, and other useful TIMS-related information.
Select Technical Help to display information about phone and e-mail based
support.
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TIMS Help Toolbar

The TIMS help window displays a series of buttons you can use to access several help functions.

Click Contents to display the TIMS Help Contents

Click Search to display a list of TIMS topics, much like an index in
a book.

Click Back to return to the previous help topic.

Click Print to print the current help topic.

Click Glossary to display a list of TIMS and tuberculosis-related
terms and their definitions.

Click Index to display an alphabetical list of TIMS topics.

Help on Help

TIMS uses the standard Microsoft Windows Help system that is compatible with Windows
95/98, and Windows NT. The individual help windows display informative text and graphics
about the application the window was invoked from.

A window may contain one or more links to additional related information. These links may
change the content of the current window, display a new window, or display a pop-up overlay on
the current window. A solid green line, a dotted green line, or a graphic can identify links. The
mouse pointer will always change to a pointing hand when over a link.

2 Using TIMS
Q@\ Ge'™pral and specific instructions on all

You can always get help on using the Windows Help system by pressing F1 while in the Help
system.
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Closing TIMS

When you are finished using the TIMS application, shut it down.
There are three ways to exit the TIMS application...
Menu

To close TIMS using the menu bar...

1. Open the primary menu.
Remember- This is the first menu on the left (TIMS, Client, Worker, or System).

2. Select Exit.
3. Click OK to confirm that you want to end your TIMS session.

TIMS =]

@ Thiz will end your TIMS zeszion.

Cancel |

Keyboard

To close TIMS using the keyboard...
1. Press Alt+F4

2. The OK button is selected. Press Enter to confirm that you want to end your
TIMS session.

Control Menu / Close Button

To close TIMS using the mouse...

Control Menu
1. Double-click the TIMS icon on the Control menu.
2. Click OK to confirm that you want to end your TIMS session.

Close Button
1. Click the Close button.

2. Click OK to confirm that you want to end your TIMS session.
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Overview

TIMS is a client-centered application. All information stored and processed in TIMS is in some
way connected to people receiving tuberculosis-related services in your community. Most
information is related directly to the client: name and address, the results of medical tests,
records of the treatment they are receiving, and so forth. Other information is indirectly
associated with clients: the names of the facilities that provide services, the names of the people
providing those services, etc.

Use the Client module to add, edit, and maintain information about people receiving
tuberculosis-related services at your facility. The application’s client-centered approach
provides easy access to specific client information. For this reason, the functions of the Client
module can be accessed from each of the other client-centered modules (Surveillance and
Patient Management).

The Client module enables you to:
* Add a new client to the TIMS database

* Modify existing client information

» Track multiple addresses for a client

» Track additional names (aliases) for a client
» Track client telephone numbers

* Maintain client appointments

* Record client dispositions

e Track aclient’s origins
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Quick Start

Open the Client Module

1. To open the Client module, click the Client button on the toolbar, or select Client
from the current primary menu (the first menu on the left).

o
C Client

Add a New Client
1. Open a client-centered module (Client, Surveillance, or Patient Management).
2. Open the Client menu and select New, or click the New Client button on the

toolbar.
O |F3 Er!l‘_'"l
O)|i¥ia

— New Client}——

3. Complete as much information as possible in the New Client dialog box and click
OK.

4. Follow the on-screen instructions to either add the new client or select their
previously existing record from the list of possible matching records.

Edit an Existing Client
1. Open a client-centered module (Client, Surveillance, or Patient Management).
2. Open the Client menu and select Open, or click the Open Client button on the

toolbar.
i, ] R
W,
Open Client

3. Select a client from the Change Focus dialog box and click OK.
4. Change information on the Client Information screen as necessary.
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Working with Client Information

TIMS is client-centered like the facilities it is designed to support. Every feature of the

application is related to the client in some way: clients are tested and treated, and workers are
assigned to work with clients, etc.

These functions are also available in the other client-centered modules, Surveillance and
Patient Management.

Patient
Management

Surveillance

Open the Client Module

To open the Client module...

* Click the Client button on the toolbar, or select Client from the current
primary menu (the first menu on the left).

€ Clier| 0
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Add a New Client

TIMS attempts to ensure that no duplicate clients are entered in the system by searching for
existing clients as an integral part of the Add Client procedure.

First and last names are the minimum required information needed to add a client. However,
since other modules require additional client information, it is best to complete as much
information as possible.

Note: Users with low access privileges cannot add or edit client records.

To add a new client...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select New or click the New Client button on the
toolbar.

O

3. Complete as much information as possible in the New Client - Set Search Criteria
dialog box. You must provide at least the client’s first and last names.

&% New Client - 5et Search Criteria

Sex

Last Hame: | " Male
. " Female
Firzt Mame: | £ Unknown
Middle Name: |
State Caze #:
Date of Birth:  |00/00/0000 EIEI
SN [--

oK | LCancel |

4. Click OK. The Search Client dialog box will automatically appear. Click Cancel
to abandon the Add New Client operation and return to the main menu.

5. Click Yes to search for matching clients in the TIMS database. Click_No to skip
the client search and add the new client immediately. Click Cancel to return to
the New Client - Set Search Criteria dialog box.

If you did not see the Search Client dialog box, your TIMS system administrator has configured
TIMS to always check for matches in System Preferences.

Search Client?

\?I) Would r'ou Like to Search for Possible Match Client?

Ha | Cancel |
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6. Do one of the following:

2.1f no matches are found, click the Yes button to add the new client. Click the
No button to abandon the Add New Client operation and return to the main
menu.

No Matches Found E

@ wiould vou Like to Add Public, John Mow?

» If TIMS finds possible matches, click the OK button to close the Matches
Found dialog box.

Matches Found |

Check the browse list to see if any of the clients lizted match Public,
John. If g0, highlight the client and zelect OF to chooze that clisnt.
[f the client iz not in the list, chclk Add button to add Public, John as

a new client.

» Evaluate the possible client matches. If one of the displayed entries is the
client you are trying to add, click on the record to select it and click the OK
button (enabled when you selected a client). If you need additional
information, select the record and click the View button (enabled when you
selected a client) to display additional information about that client. If none of
the displayed records are a match, click the Add button. Click the Cancel
button to abandon the Add New Client operation and return to the main menu.

Fospble Matchos fee FUBLIC, JOHN

[l Liet
Latt Hame | Fiest Hamn DOB  |State Caze 8| Cly/Coty Caze §

& IDHANN PUBLIC MANANTD  SIC12M5

& FUBLC 14N IS0 SYSCSERE

Add PUBLIC, JOWN |

The Search function is disabled at this point because you are currently performing a search. The
search function is available during the Change Focus operation, which uses this same window.

7. The Client Information window is displayed.
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Open the Client Information Window

Additional client information can be entered any time after a client record has been added to the
TIMS database. The Client Information window appears immediately after a new client has
been entered.
To open the Client Information screen at other times...

1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Edit or click the Edit Client button on the
toolbar.

F=

Add Identification and Demographic Information
The Client Information window enables you to add and edit identification information as well as
demographic information such as date of birth, race, and ethnicity.

Note: Although you can save client information without a State Case Number, the Report of
Verified Case of Tuberculosis (RVCT) in the Surveillance module requires it.

& Client - [Client Information] HE E
E] Client ‘window Help — =] x|
] = e R s = = ] & Z
Current Chient: PUBLIC, JOHN u
E|
Last: [PLELIC First: [JIOHN Middle: [0
Client Identifiers M
State Case Humber: EBD Social 5ecurity #:|000-11-2323 Alert
Date of Birth: |03/02/1365 @ Age: |33 @ Alias
Sex Race Ethnic Origin Name
" White Phone
+ Male " Black " Hispanic
" Female (" American Indian or Alaskan Malive "~ Mot Hispanic
" Unknown * Unknown " Unknown
" Asian or Pacific Islander
Country of Origin Language
O 2| P - [EMGUSH |
- :5 us 00/0000 = Primary Language: |[ENGLISH H
ot Cloze
" Unknown | |'||
Ethric Origin of Client 4/17/3310:09 am

To add or complete client identification and demographic information...
1. Open a client-centered module (Client, Surveillance, or Patient Management).
2. Open the Client Information window.
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3. Add or complete all available information in the Client Identifiers section.

State Casze Numher 37GANN00 Social Security #:123-456783

Date of Birth: [11/07 ﬂSBDE Age: |37 E

Client ldentifiers

» If you don't know the client's date of birth, right-click the Date of Birth field
and select Unknown from the menu that appears.

» A question mark icon will appear once you leave the Date of Birth field.

E

4. Add or complete the client demographic section of the Client Information
window.

See Appendix SUR | (RVCT Form Completion Instructions) for additional information.

Sex Race Ethnic Origin
" White
v Male + Black " Hispanic
{" Female " American Indian or Alaskan Native {* Mot Hispanic
~
" Unknown i zem " Unknown
" Asian or Pacific Islander

5. Enter the client's Country of Origin.

Country of Origin

£ us Date Entered U.S.: [13/1392 2
' Not US
o [GHANE E

" Unknown

» If you select Not US, select the client's country of origin from the drop-down
list and enter the date they arrived. Right-click Date Entered US to record
the date as unknown or partially unknown. For partially unknown dates, enter
the year the client arrived before you select Unknown from the shortcut menu.
A question mark icon will appear once you leave the Date Entered US field.

6. Select the client's primary language from the Language list.

The Understand English and Speak English check boxes appear only if the
Primary Language is not English. Select Understand English if the client can
understand the English language. Select Speak English if the client can speak the
English language.

Language
Primary Language: [SPANISH H

¥ Understand English [ Speak English
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» If the appropriate language is not in the list, you can type it in to add it.

Add Item to List? ]

The primarylanguage that was entered is not on the primarplanguage
list, *would pou like to add it now?

] w |

7. Click the Save button.
8. Click the Close button.

Edit a Client Name

Only users with System Administrator, High, or Medium user privileges can modify client
names.

To change a client name...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Click on the Edit Client Information button on the toolbar to open the Client
Information window.

3. Click the Name button.
Edit or replace the information in any of the three Name fields.

Last: First: JOHN Middle: [

Click the Save button.
Click the Close button.
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Client Addresses

TIMS can track an unlimited number of addresses for a single client. These addresses can be
used to provide clinic personnel with additional information to contact clients.
Types of addresses:

Current The Current Address is the client’s current primary residence. Current addresses
appear in bold type.

Reporting The Reporting Address is the official address used for surveillance. Reporting
addresses must be within the same state as the site entering the record. The
Reporting Address appears in red. The Reporting Address is automatically
generated into Question 4 a, b, ¢, d, & e in the Surveillance module. See
Appendix SUR I (RVCT Form Completion Instructions) for details.

Previous All other addresses are considered previous addresses and are maintained for
historical purposes.

Note: Users with Low access privileges cannot add, edit, or delete client address records.

Add a Client Address

City, State, County, and Within City Limits entries are required to complete a client address
record.

To record a client address...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Click on the Edit Client Information button on the toolbar to open the Client
Information window.

F=

If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Click the Address button.
This displays the Client Addresses dialog box.

& Client Addresses X
Street Address | City | State| Start Date M Reporting
05/29/1997 | [B] Current
Hew
Current Address |
Street |
Address: |
ity: = [ T+] Date: =
Cityp: |_|| State: | Date |05x’29x’1 SS?EI
Within City Limits: .
[ Reporting Address
" Yes T Mo  Unknown H = %
[ Cument Address
Zip: - Census Tract: |

4. Click the New button.
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5.

Enter the address information as completely as possible.

Curmrent Address
Shieet I1234 MalM ST
Address:
PF‘T A2

City: |.&TLANT.-’-\ |;I State:|G4 |+ Date:lEﬂ.r'mﬂSSB

Within City Limits:
& Yes " No " Unknown

County: [FULTON H ¥ Cumrent Address
Zip: ISDBEIEI -I Census Tract: I

Select Current Address if this address is the client's current primary residence.
Select Reporting Address if this address should be used as surveillance data.

Click the Save button.
Click the Close button.

¥ Reporting Address

Edit a Client Address

You can change an existing client address using the Edit feature.

To change a client address...

1.
2.

Open a client-centered module (Client, Surveillance, or Patient Management).

Click on the Edit Client Information button on the toolbar to open the Client
Information window.

If no client is currently in focus, the Change Focus window will open, allowing you to select one.
Click the Address button.
Select the address you want to change and click the Edit button.

Street Address City State | Start Date
150 PULASKI 5T MEDFORD OR |(02/13/1998
JACKSOM COUNTY JAIL MEDFORD OR  [12/211937

Make the necessary changes to the address information. You can cancel your
changes by clicking the Undo button.

Click the Save button.
Click the Close button.
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Delete a Client Address

Invalid or out-of-date client addresses can be removed from the TIMS database. However, you
may want to maintain a list of previous addresses as historical records or to assist with client
location.

Note: Deleting the Reporting Address will remove the information from the Report of Verified
Case of Tuberculosis (RVCT) in the Surveillance module.

To delete a client address...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Click on the Edit Client Information button on the toolbar to open the Client
Information window.

If no client is currently in focus, the Change Focus window will open, allowing you to select one.
3. Click the Address button.
Select the address you want to delete and click the Delete button.
5. Click the Yes button to delete the selected address. Click the No button to cancel
the delete operation.

Client Addresses

@ Are pou gure you want to delete this ?
] me |

6. Click the Close button.
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Client Phone Numbers

TIMS enables you to enter and store an unlimited number of phone numbers for a single client.
This enables you to track home, work, and other numbers where the client can be reached.

You must enter both the phone number and a description to record a client phone number.
Note: Users with Low access privileges cannot add, edit, or delete client phone numbers.

Add a Client Phone Number
To record client phone numbers...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client Information window.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Click the Phone button.
This displays the Phone Number dialog box.

& Phone Number
Phone Humber | Description New |
L) - | Edit
Delete |
Save |
Phone Number: || ] - Cloze |
Description: |

Click the New button.

5. Enter the Phone Number and a Description of that number in the appropriate
fields.

Phone Number: |[5D3] A55-1101
Dezcrption: IHDME

Click the Save button.
Click the Close button.
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Edit a Client Phone Number

To make changes to a client phone number...

1.
2.

Open a client-centered module (Client, Surveillance, or Patient Management).

Open the Client Information window.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.

Click the Phone button.
Select a Phone Number record in the list and click the Edit button.

Phone Mumber Description
[503) 555-1101 HOME
[503) 555-1102 "/ ORK M - F)
[503) 555-1103 WWORE [SAT + SUN]

Make the necessary changes to the selected phone number record.
Click the Save button.
Click Close button.

Delete a Client Phone Number

You can remove invalid or out-of-date phone numbers from a client’s record. Client phone
numbers should only be removed if they are not valid. Out-of-date numbers should be kept for
historical reference.

To remove a phone number from a client’s record...

1.
2.

Open a client-centered module (Client, Surveillance, or Patient Management).

Open the Client Information window.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.

Click the Phone button.
Select a Phone Number record in the list and click the Delete button.

Click the Yes button to delete the selected record. Click the No button to cancel
the delete operation.

Phone Humber

@ Are pou gure you want to delete this ?
] me |

Click the Close button.

Version 1.10 February 2001 2-13



Chapter 2 — Client Module

Client Aliases

People are sometimes known by more than one name and/or date of birth. To help ensure that a
client is not entered in the database more than once, TIMS enables you to record aliases and will
search for these additional names when adding new clients.

Last Name is required to record a client alias.
Note: Users with Low access privileges cannot add, edit, or delete client aliases.

Add a Client Alias

To add a client alias...
1. Open a client-centered module (Client, Surveillance, or Patient Management).
2. Open the Client Information window.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.
3. Click the Alias button.
This displays the Client Aliases dialog box.

& Client Aliases E
Last Mame | First Name | M. I | Date of Birth EI
[ | |00/00/0000
MHew |
Edit |
Delete |
Save |
Last Mame: I
First Hame: I
Cl
Middle Name: | _Glose |
Date of Birth: IDD“"E'D-"'DE'DEI E

Click the New button.

5. Enter the alias information in the appropriate fields. Aliases that are not in a
standard Lastname, Firstname format should be entered entirely in the Last Name
field.

6. Click the Save button.
7. Click the Close button.
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Modifying a Client Alias
You can change an existing client alias using the Edit feature.
To change a client alias...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client Information window.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Click the Alias button.
Select an alias from the list and click the Edit button.

% Client Aliases

Last Hame FistMame |  MW_I. | Date of Bath
BRADFORAD SHTE P 01011960
BR&DDY k| P 1A01.A560

il

Last Mame; |[EFODDY
First Mo 15HI
Middie Mame: [

Date of Binh: 11701 70

L

5. Change the information on the alias form.
6. Click the Save button.
7. Click the Close button.

Deleting a Client Alias
Invalid client aliases can be removed from the TIMS database.
To delete a client alias...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client Information window.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Click the Alias button.
. Select an alias from the list.
5. Click the Delete button.
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6. Click the Yes button to delete the selected alias. Click the No button to cancel the
delete operation.

Client Aliases

@ Are pou gure you want to delete this ?
] me |
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User - Defined Alerts

It may be worthwhile or even necessary to inform clinic staff about certain characteristics of a
particular client. They may be hard to treat, dangerous to themselves or others, or have some
other characteristic that should be called to the attention of those asked to provide services to
them. TIMS enables you to enter a brief user-defined alert that can be viewed by all TIMS users
by clicking the client’s alert flag button on the Focus Line.

Red Flags
T Y8 Drug Resistant E Hon-Adherent
Cmea Pozilive
T User Dl Abeit
et reason

Note: Users with Low access privileges cannot add, edit, or delete user-defined alerts.

Add a User-Defined Alert
To add a user-defined alert...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client Information window.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Click the Alert button.
This displays the Alert dialog box.

Reason: |

Add | [Z!eall §ave| ansel

Click the Add button.

5. Enter an alert message about the client in the Reason field. You can use up to 28
characters.

6. Click the Save button.

Edit a User-Defined Alert
You may need to change an alert after it was initially entered.
To change an alert...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client Information window.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Click the Alert button.
. Edit or replace the alert message in the Reason field.
5. Click the Save button.
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Deleting a User-Defined Alert
You can delete a user-defined alert if the described alert condition is no longer valid.
To delete a user-defined alert...
1. Open a client-centered module (Client, Surveillance, or Patient Management).
2. Open the Client Information window.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.
3. Click the Alert button.
. Click the Clear button. Do not enter any additional text.
5. Click the Save button.

Disposition

The Disposition feature enables you to record the final outcome of a client's relationship with
your facility.

While actively enrolled in a TB monitoring or treatment plan at your facility, the client is
considered Open. When the relationship between the client and your facility ends, you should
assign the Closed disposition to the client. The Client - Facility relationship may end for a
variety of reasons: the therapy is complete, the client moved, the client is lost, etc.

7 Cunent Ches: BRADY. JAN | 44 M
Cumignl Staluz
___ Disposition [ Dan ]
[0 Mz
| iy
i d Tz i J
™ Hoved (FRTE T ] |
= Mot T
™ Died
Lt
= Rel | Trmat |
i narclineg
™ Mtk
I linknowr
- TE Diervs 1
™ Providem 0 Choss |
BAZ3000 2 35 g
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Close a Client

Closing a client terminates your relationship with the client. You may view but cannot change
Closed clients in TIMS. However, a client can be re-opened for processing if the conditions
change and the client will resume services at your facility.

You cannot Close a client if they have pending Medications, Appointments, Tests, and/or
Worker Assignments. Attempting to close a client without resolving these issues will produce
an error message.
To close the client...
1. Open a client-centered module (Client, Surveillance, or Patient Management).
2. Open the Client menu and select Disposition.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.
3. Click the Change button in the Current Status group.
Select Closed.

5. Enter or select the date the client relationship was closed and click the OK button.
Click the Cancel button to abandon the Close Client operation.

‘J Change Enrollment Status

" Open

" Closed |anuwnunu -

1 Archived

Cancel |

6. If there are any unresolved issues that will prevent you from closing the client,
click the OK button to close the List of Open Issues dialog box and proceed to the
appropriate areas to resolve.

£ Lizl of Dpen lzzuss

The Following Open lssues Must Be Aesolved
Belore This Chand Can Be Clozed

| Oper Medications 2 |

Qs Sppowrimenis:
SPUTLM COLLECTION: 1

Opeary Tegks

=1

PHYSICAL Exid:
BACTERIOLOGY: S

Cuaient 'Warksi Azsgniments.
Moame: IDDEME, 10L&

_ = |
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10.

11.

Click the OK button to close the Select Disposition dialog box, once all
outstanding client issues have been resolved.

Select Disposition E
-
\E) Please Enter Digposition.

Select the appropriate disposition. If the selected disposition displays additional
information, add as much information as is available. Click the Undo button to
clear the current information.

Disposition
" Completed Therapy
" Mowed D ate: |EIE£23£2EIEIEI ]
" Mot TB
 Died
" Lost
" Refused Treatment
" Adverze Reaction
" Dther
" Unknown
" Active TB Developed

Click the Save button.

Add additional dispositions by clicking the New button and completing the
information for the new disposition.

Click the Close button.

Edit a Disposition

Some dispositions can be modified after they have been entered.

To edit a disposition...

1.
2.

Open a client-centered module (Client, Surveillance, or Patient Management).

Open the Client menu and select Disposition.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.

Select the disposition you want to edit by clicking on it and click the Edit button.
If the Edit button is not enabled, the selected disposition cannot be edited.

Make the necessary changes to the disposition.
Click the Save button.
Click the Close button.
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Re-Open a Client

All dispositions can be reversed. If a client returns to your facility for treatment, you can re-
open them by using the Disposition command.

To re-open a client...

1.
2.

o 0k~ w

Open a client-centered module (Client, Surveillance, or Patient Management).

Open the Client menu and select Disposition.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.

Click the Change button in the Current Status group.
Select Open in the Change Enrollment Status dialog box.
Click the OK button.

Click the Close button to exit the Disposition window.
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Origination

You can record a client's origins in TIMS using the Origination feature. A client can have one

of three origins:

Contact

Transferring from

Another Location

Neither

View a Client’s Origins

The client is identified as a TB suspect through their
association with an existing client.

This feature is not available in the current release of
TIMS.

A client, who was originally entered at your facility, but
has no documented association with another client.

To view the current client’s origins...

1.
2.

Open a client-centered module (Client, Surveillance, or Patient Management).
Open the Client menu and select Origination.

The Client menu is available in the Client, Surveillance, Patient Management, and Program
Evaluation modules.

M|
List of Source Cases: Ligt of Mon-Source Cases:
Last Hame First Hame Last Hame First Hame

BRAVO BEATRICE <Add | ALPHA, AMDREW
CHARLEY CASHEW

Delete-> | DELTA DusHLIA

ECHO EDDIE
FOXTROT FELICITY
GOLF GARRET
Cloze |

Changing Client Origins: Contact to Neither

If a client was incorrectly identified as a Contact, you can change the client's Origination record.
(A Contact is someone identified by a client whose relationship is such that they may be at-risk
for TB infection. See the Patient Management chapter for details.)

To change the active client from Contact to Neither...
1. Open a client-centered module (Client, Surveillance, or Patient Management).
2. Open the Client menu and select Origination.
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3. Select Neither in the Client is group.

Client iz . _ .
’7(‘ a Contact T Transfening from Another Location @ Neither

4. Click the OK button to close the Delete Data dialog box and complete the change.
The current client will no longer be associated with the previously identified contact.

Delete Data E

@ Contact History of thiz Client 'w/ill be Cleared.

Cancel |

5. Click the Close button.

Changing Client Origins: Neither to Contact

If a client is incorrectly identified as a non-contact client, they must be properly identified as a
contact of an existing client.

To record a contact relationship with the active client...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Origination.
If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Select a Contact in the Client is group.

Chent iz _ .
’7(: a Contact ¢ Transferming from Another Location € Meither

4. Select the client who originally identified the current client as a contact and click
the <-Add button.

List of Source Cases: List of Hon-Source Cases:

Last Mame |  First Hame | Last Name First Name -
<-Add | BR&WO EEATRICE
SLPHA, SMDREW
CHARLEY CASHEW ||
ECHO ECDIE
FOxTROT FELICITY

-

5. Select any additional clients who identified the current client as a contact.
The client will then be listed as a contact on each of the source case's contact windows.

6. Click the Close button.
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Client Appointments

TIMS enables you to schedule appointments for the clients defined in your TIMS database. To
create a client appointment, the following information can be entered: appointment date, time,
type, location, and the worker who will service the client for the appointment. Client
Appointments can be added, edited, voided (cancelled), deleted, checked in, confirmed, or
rescheduled. After appointments are established, you can filter appointments by choosing a
status or appointment type. The Client Appointments window will display all appointments for
the selected client.

TIMS provides the capability to search for existing appointments by date and time. You can
also choose to display appointments for today, a specific date, or all appointments scheduled for
a worker.

Note: Users with Low, Medium, and High security access can add, edit, and view client
appointments. Users with High security access can delete worker appointments.

Open the Client Appointments Window

To begin working with client appointments, you must first open the Appointments window.

To open the current client’s appointment window...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Appointments or click the Appointments

button on the toolbar.
e |

If no client is currently in focus, the Change Focus window will open, allowing you to select one.

Current Client: |[NDIA, IKE u
Search: | Today | All |
Date Time |Appointment Type Location Worker Status | New
04/16./1998|01:15 pm | BACTERIOLOGY EXAMIMNATION 1 [BRAZOS, BENJAICOMPLETED  |f =]
04/18/19398|07:00 pr |[CHEST x=-Ray RADIOLOGY BRAZ0S, BEMNJAISCHEDULED
04./27,/1998|12:00 pm | PHTSICAL Exdbd Ex=aMINATION 1 |BRAZ0S, BEMJAISCHEDULED
04/21/1998|07:30 pr |[CHEST x-Ray RaDIOLOGY BRAZ0OS, BENJAIRESCHEDULEL
05/05,/199812:00 pm |PHTSICAL Exdb Ex=aMINATION 1 |BRAZ0S, BEMJAISCHEDULED =
05/19/139812:00 pri | PHYSICAL ExaM EXamMINATION 1 |BRAZOS, BENJAISCHEDULED
05/13/133807:30 pm |CHEST x=-Ray RaDIOLOGY BRAZ0S, BEMJAISCHEDULED
0E/02/199812:00 pm | PHT'SICAL Exébd E=bMIMATION 1 |BRAZ0S, BEMJAISCHEDULED
0EA16/19398)12:00 proi | PHYSICAL ExAM ExaMINATION 1 |BRAZ0S, BENJAISCHEDULED -
Filter Appointments by Status: Filter Appointmentz by Appointment Type:
[ Scheduled
BACTERIOLOGY
[ Past Due BLOOD TEST
[ Rescheduled CHEST XRaY
HIY TEST Close
PHYSICAL XA —
[~ Completed CEIN TEST
[~ Canceled
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Search for Appointments

You can search appointments for the selected worker by using the For Date, Today, or All
filters.

To search for appointments...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Appointments or click the Appointments

button on the toolbar.
e ‘

If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Select the appropriate search option:

Search: For Datel Today I All I

» Click the For Date button and enter a date to display all the appointments for
that date (the Time portion does not affect the filter).

» Click the Today button to view all appointments for the current date.
» Click the All button to view every appointment.

Filter Appointments by Status

You can separate appointments that will appear in the browse list by selecting one or more
appointment statuses.

To filter appointments by status...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Appointments or click the Appointments

button on the toolbar.
e ‘

If no client is currently in focus, the Change Focus window will open, allowing you to select one.
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3. Click one or more status designations for the appointments you wish to view in
the browse list: Scheduled, Past Due, Rescheduled, Completed, or Canceled.

Filter Appointments by Status:
[ Scheduled
" Past Due
[ Rescheduled
[” Completed
[ Canceled

Filter Appointments by Type

You can separate appointments that will appear in the browse list by selecting one or more
appointment types.

To filter appointments by type...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Appointments or click the Appointments

button on the toolbar.
E |

If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Select the appointment type you wish to view in the Filter Appointments by
Appointment Type list.

Filter Appointments by Appointment Type:

BACTERIOLOGY
BLOOD TEST
CHEST X-RAY
HIW TEST
PHYSICAL ExAM
SKIN TEST

Add a Single Appointment

If you need to schedule a client appointment that will not occur regularly or will occur only one
time, use the Single appointment option. This is the default option.

To schedule a single appointment...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Appointments, or click the Appointments

button on the toolbar.
E |

If no client is currently in focus, the Change Focus window will open, allowing you to select one.
3. Click the New button.
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This displays the Add New Appointment(s) dialog box.

& Add New Appointment(s] x
Appointment Type: .2 3
Date: [05/30/1337 &
| | =1 = Repeat
Location: Worker Aszsigned: i
ocation orker Azzigne l Time: om0 am
- & s
L [l pm iR
LCancel

4. Select the type of appointment from the Appointment Type list. If the list does
not contain the appropriate appointment type, type in a new appointment type
description to add it to the list of available options.

Add Item to List? E

\?,) The Appointment Type that was enterad iz nat on the Appointrent
Type list. Would you like to add it now?

5. Select the location at your facility where the appointment will actually take place
from the Location list. If the location is not on the current list, you can type in the
location name to add it to the list of available options.

Add Item to List? B

? The Location that waz entered is not on the Location list. would you
like to add it now?

6. Select the staff member who will actually perform the procedure required by the
appointment from the Worker Assigned list.

Workers cannot be added at the time an appointment is created; they must have been previously
defined in the Daily Program Operations module.

7. Enter or select the appointment date in Date box.

8. Enter or select the appointment time in Time box. Be sure to specify either am or
pm.

9. Click the OK button.

Add a Recurring Appointment

In many cases, a client will need to return repeatedly for the same type of appointment. TIMS
has a Repeat Appointment feature that automates the process of creating repeating client
appointments.

To create a repeating appointment...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Appointments.
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If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Click the New button.

This displays the Add New Appointment(s) dialog box.

& Add New Appointment(s] x
Appointment Type: .2 3
Date: [05/30/1337 &
| | =1 = Repeat
Location: Worker Aszsigned: i
ocation orker Azzigne l Time: om0 am
- & s
L [l pm iR
LCancel

Click the Repeat button.
B,
Repeat

Select the type of appointment from the Appointment Type list. If the list does
not contain the appropriate appointment type, type in a new appointment type
description to add it to the list of available options.

Add Item to List? E

\?,) The Appointment Type that was enterad iz nat on the Appointrent
Type list. Would you like to add it now?

Select the location at your facility where the appointment will actually take place
from the Location list. If the location is not on the current list, you can type in the
location name to add it to the list of available options.

Add Item to List? B

? The Location that waz entered is not on the Location list. would you
like to add it now?

Select the staff member who will actually perform the procedure required by the
appointment from the Worker Assigned list.

Workers cannot be added at the time an appointment is created; they must have been previously
defined in the Daily Program Operations module.

Enter or select the appointment date in Date box.

Enter or select the appointment time in Time box. Be sure to specify either am or
pm.
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10. Select how often you want the appointments to occur from the Repeat Cycle
group.

|' Repeat Cycle

" Dailp/wWeekly " Monthly

» Select Daily/Weekly for appointments that should occur more than once a
month.

» Select Monthly for appointment that should occur on a monthly basis.
11. For Daily/Weekly appointments:

— DailyWeekly

On what day[s]: W ednesday
Thursday
Friday
Saturday

Every I 1 '_E weeks
Repeat I 1 ,—E times

» Select the day(s) of the week you want the appointment to occur in the
On what day(s) list. You can select more than one day.

» Enter or select how frequently you want the appointment to occur in the
Every __ weeks box.

» Enter or select the number of cycles in the Repeat ___ times box.
12. For Monthly appointments:

— Monthly

[ Which week: |1st IEI
Day of: ISunda_l,l IEI

[ Specific date I ,—E
Every I 1|—§ months

Repeat 15 times

» If you want the appointment to occur on a specific day and week each month
(for example, every third Thursday of the month), select Which week, then
select a week and day of the week.

» If you want the appointment to occur on a specific date each month, select
Specific date and enter or select the date.

» For all monthly appointments, enter or select how frequently you want the
appointment to occur in the Every __ months box.

» Enter or select the number of times the appointment occurs in the
Repeat ___ times box.

13. Click the OK button.
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Edit a Client Appointment

Some features of a client appointment may be changed if necessary. However, other
appointment management functions (such as Reschedule, Cancel, etc.) should be used where
appropriate. The Edit function enables you to change the appointment location, worker, and
time. Appointment type and date cannot be changed with the Edit function, nor can you change
a single appointment to a recurring appoint, or a recurring appointment to single appointment.

To edit a client appointment...
1. Open a client-centered module (Client, Surveillance, or Patient Management).
2. Open the Client menu and select Appointments or click the Appointments

button on the toolbar.
E |

If no client is currently in focus, the Change Focus window will open, allowing you to
select one.

3. Select the appointment you want to edit from the Appointments list and click the
Edit button.
You cannot edit a completed appointment.

4. Make the necessary changes to the appointment.

Not all appointment details can be changed once they have been entered. If you cannot make the
necessary changes to an appointment, you may have to delete the current appointment and create
a new one.

5. Click the OK button.
6. Click the Close button.

Reschedule a Client Appointment

Client appointments can be moved to a different day or time if necessary. Rescheduling
appointments is preferable to canceling or deleting them, since this better reflects the client’s
compliance with his or her treatment regimen.

To reschedule a client appointment...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Appointments or click the Appointments

button on the toolbar.
E |

If no client is currently in focus, the Change Focus window will open, allowing you to
select one.
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3. Select the appointment to be rescheduled in the Appointments list.

Date Time |Appointment Type Location Worker Status
04/16/1398 0115 pm |BACTERIOLOGY EXaMINATION 1 [BR&Z0S, BEMJAICOMPLETED
04/18/1338|07:00 pm |[CHEST =-Ray RaDIOLOGY BRAZ0S, BEMJAISCHEDULED
04/21,/1998/12:00 pm |PHYSICAL Exab EXAMIMATION 1 [BRAZOS, BEMJAISCHEDULED
04/21/1998 07130 pm |[CHEST x=-Ray RaDIOLOGY BRAZ0S, BEMJAIRESCHEDULELD
05/05,/1998|12:00 pm |PHYSICAL Exabd EXAMIMATION 1 [BRAZOS, BEMJAISCHEDULED
05/19/1398/12:00 pm |PHYSICAL ExAM ExAMIMNATION 1 [BRAZ0S, BEMJAISCHEDULED
05/19/1398|07:30 pm |[CHEST =-Ray RaDI0LOGY BRAZ0S, BEMJAISCHEDULED
0E/02/199812:00 pm |PHYSICAL ExaM EXaMINATION 1 [BR&Z0S, BEMJAISCHEDULED
0E/16/1338/12:00 pm |PHYSICAL EXAM EXAMINATION 1 [BR&Z0S, BEMJAISCHEDULED

4. Click the Reschedule button.

The New Appointment Date and/or Time dialog box appears.

5. Enter or select the new date for the appointment in the Enter Date box.

New Appointment Date andjor Time?

. [l
Enter Date: 0318413937 =
Time: WE  am * pm

6. Enter or select the new time for the appointment using the Time box. Be sure to

specify am or pm.

Click the OK button.
Click the Close button.

Cancel a Client Appointment

Occasionally a client will need to cancel an appointment.

rescheduled, you may cancel it using the Void function.

Note: You will not have to opportunity to confirm that you want to cancel the appointment.

To cancel a client appointment...
Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Appointments or click the Appointments

button on the toolbar.

If the appointment cannot be

If no client is currently in focus, the Change Focus window will open, allowing you to select one.
3. Select the appointment you want to cancel in the appointments list.
Click the Void button.
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The selected appointment is canceled.

Swasch  [ForDate| Todsy | an |

Date Time |Appoinkment Type  Location | Worker | Statws | B
130 2/2000) SKIM TEST CLIMICA “WORKER. DEFACOMPLETED o [
051 2720001 2 D0 pin |[CHES T A& AT LOCATION 1/"WOREER, DEFACANCELED Al
Wi
wlets
i |
eechedule
Lh=ok-r |
Filker Appoirdments by Stabus: Filizi sppoeniimiznts by Appoiatmsnt Teps
7 Scheduled =
APFUIMTMENT 1 -
I Past Due AFFOIMTHENT 2
AFPOINTHIENT 3
™ Rexchadided APPOINTHENT 4 Close |
Complel RACTERMOLOEY
L . SL000 TEST
[T Canceled LHES[ A-HaY ll
B 222000 2 &0 pm

Delete a Client Appointment

Client appointments should be deleted only if they were entered accidentally and are not valid
for the current client. If the client needs to cancel or reschedule, use the appropriate function to
ensure that an accurate appointment compliance record for the client is maintained.

To delete a client appointment...
1. Open a client-centered module (Client, Surveillance, or Patient Management).

2. Open the Client menu and select Appointments or click the Appointments

button on the toolbar.

El

If no client is currently in focus, the Change Focus window will open, allowing you to select one.

3. Select the appointment you want to delete from the Appointments list.

Click the Delete button.

If the selected appointment was a single appointment and not part of a recurring appointment

set, click OK to delete the appointment.

= Delete Appointment

9 Delete This Appointment?

5. If the selected appointment was part of a recurring appointment set, you will be
asked if you want to delete the entire set. Click the Yes button to delete the entire

set, or the No button to delete only the selected appointment.
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Completed appointments in the series will not be deleted.

= Delete Repeat Appointments

9 Delete All Related Repeat Appointments?

Iesl | No I ‘Cancell

Client Check In

When a client arrives for his or her appointment, they should be checked in to indicate that they
have appeared for their appointment. A check indicates the client has appeared, but does not
imply that they have been treated or tested.

To check in a client...
1. Open a client-centered module (Client, Surveillance, or Patient Management).
2. Open the Client menu and select Appointments or click the Appointments

button on the toolbar.
E |

If no client is currently in focus, the Change Focus window will open, allowing you to select one.
3. Select the appointment the client has appeared to fulfill from the Appointments
list.

4. Click the Check-In button.

A check mark will appear next to the appointment indicating the patient has arrived, but the
appointment status will not change until the appointment is complete.

5.-&'E1-u.u| Todey | s |

Dale  Time | Appsintsent Tepe Location | Woker | Stalus | Hem
(B2 L2 1 000 e B TEST AT LOCATION 1 = TFKER, DEFASTHITARED | %
) |
Tall |
Telcis |
Lt |
hrsbin |
File Agepiervimenis by Shalus: Fillm Appeinbranic by Apponiment Typa:
d APFCINTHEMT 1 =
[ Pt Dus APETIHTMENT 2
WPPCIHT WE KT
UL APECIHTMERT 4
I Compheind RACTERICLAGY ﬁ
BLODD TEST
M Canceled CHEET =k =l
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Confirm / Complete a Client Appointment

Once the client has completed an appointment it must be marked Complete. This ensures that
the client’s record is up-to-date and that he or she is not considered non-adherent.

To confirm that a client’s appointment has been completed...
1. Open a client-centered module (Client, Surveillance, or Patient Management).
2. Open the Client menu and select Appointments or click the Appointments

button on the toolbar.
E |

If no client is currently in focus, the Change Focus window will open, allowing you to select one.
3. Select the completed appointment from the Appointments list.
Click the Confirm button.

This will mark the appointment ‘Completed’.

Search:  FoeDate | Todey | a0 |

Date  Tims [Apldivimant Type|  Location | ‘Worber Sater |
DE/Z3/72000 1 2100 e BILOOD TEST /T LOCATION 1 “&TIREER_DEFACOMPLETED |/

I

Uelete

Filter Appessimients by Stabus Fdtar Appomimerds by Appomidment Tppe:

i I

F Schaduled
APFOIMTHENT 1 =
I Past Due APFOIMTHENT 2
APFOIMTHENT 3
™ Reschedulad APFTIINTMENT 4
I Comploted BACTERIOLOGY
BLOOD TEST
™ Canceled CHEST X-AAY =

2-34 TIMS User’s Guide



Chapter 3 Patient Management Module

e

Overview

The Patient Management Module is used to enter and maintain the following information for a
client:

» Diagnoses
* Previous Medical History
» Test Data (Skin, Chest X-Ray, Blood, HIV, Bacteriology, and Physical Examination)
* Medications
» Contacts
» Hospitalizations
» Referrals
Most information entered in the Patient Management module can be imported into the client’s

Report of Verified Case of Tuberculosis (RVCT), Initial Drug Susceptibility Report, and Case
Completion Report using the Data Generation option in the Surveillance module.
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Quick Start

Open the Patient Management Module

There are two ways to open the Patient Management module:
* Open the Client menu and select Patient Management.

If the current module does not have a Client menu, choose the first menu from the left.
Or

» Click the Patient Management button on the toolbar.

i

Client Diagnosis

To record a diagnosis...
1. Open the Profile menu and select Diagnosis.

2. Click the New button.
3. Enter the diagnosis information and click the Save button.

Skin Test

To record the results of a skin test...
1. Open the Tests menu and select SKin or click the Skin Test button on the toolbar.

y

2. Click the New button.
3. Enter the test information and click the Save button.

Chest X-Ray

To record the results of a chest x-ray...
1. Open the Tests menu and select Chest X-Ray or click the Chest X-Ray button on

the toolbar.

2. Click the New button.
3. Enter the x-ray information and click the Save button.
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Bacteriology

To record the bacteriological examination results for a client...

1. Open the Tests menu and select Bacteriology or click the Bacteriology button on
the toolbar.

Bacteniology

2. Click the New button.
3. Enter the test information and click the Save button.

Medications

To enter TB-related medications for the current client...

1. Open the Therapy menu and select Medications or click the Medications button
on the toolbar.

TRo /%

b edications

2. Click the New button on the medications screen and fill in the on-screen form to
begin adding new drugs.

3. Follow the on-screen prompts to add additional drugs and schedule drug pick-ups.

Overview: Client Profile

Developing a client profile is one of the most important aspects of TIMS. A client profile keeps
track of additional information about the client that is not gathered in the Client or Surveillance
modules.

A profile includes:
» Contact Information
» Client Diagnoses
* Medical History
» Hospitalization Records
* Referral Information
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Contact Information

A contact is someone who is associated with a client and who may have been exposed to TB
through their association with that client. Contacts must be evaluated for tuberculosis and, if
necessary, converted to a client so that they can begin receiving TB-related services from your
facility.

Note: Users with Low access privileges cannot add, edit, or delete contact information.

Add Exposure Site Information

When available, record information about the location where a contact was exposed to the
client. The exposure site should be documented as thoroughly as possible. You must have at
least a site name to save the exposure site record.
To add an exposure site...

1. Open the Patient Management module.

2. Open the Profile menu and select Contacts or click the Contact button on the
toolbar.

F*Ro #% .

Contact
If there is no current client, the Change Focus window will open, enabling you to select one.

3. Click the Sites button in the Exposure Site Information group.
This displays the Exposure Sites dialog box.

1 E!_I;l‘-_!'Expusure Sites

— Sites ldentified
! MName of Site City Phone
AARDEMA SITE 1 LITHIA SPRINGS [995] 995-9935

Exdit

g

e

| Totee |
oo |

Delete

Save

— Locating Information

Site: [AARDEMA SITE 1

Address: [EE9 SITE 1 A%E

| Cloze

City:[LITHIA SPRINGS | =) State: [GA_ [~ Phone: [[333] 3339333

i

4. Click the New button

If the New button is disabled, click the selected Exposure Site in the browse list to cancel the
selection.

5. Enter a descriptive name for the site.
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6. Enter as much address and phone information as possible in the appropriate fields.
7. Click the Save button.
8. Click the Close button.

Edit an Exposure Site

If additional information about an exposure site becomes available, or existing information
needs to be updated, use the Edit feature to make the changes.

To edit an exposure site...
1. Open the Patient Management module.
2. Open the Profile menu and select Contacts or click the Contact button on the

toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Click the Sites button in the Exposure Site Information group.

Select the exposure site you want to modify from the Sites Identified list and click
the Edit button.

— Sites ldentified
Name D[ Site | l::ily I P P"hnr‘lP .................
wHUDWERE |BEALE AFR [[F7F71 5881212

Make the necessary changes to the selected exposure site.
Click the Save button. To undo your changes, click the Undo button.
Click the Close button.

Delete an Exposure Site

If exposure site information is no longer valid, or was originally entered erroneously, it should
be removed from the client record. Use the Delete feature.

1. Open the Patient Management module.
2. Open the Profile menu and select Contacts or click the Contact button on the

toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Click the Sites button in the Exposure Site Information group.

. Select the exposure site you want to delete.
5. Click the Delete button.
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6. Click Yes to confirm that you want to delete the selected site.

Exposure Sites B

@ Are pou zure you want to delete thiz 7
1w |

7. Click the Close button.

Add a New Contact

Enter identification, address, relationship, and other information in the Contact Information area.
Contact records must have at least a first and last name.

To record information about a client contact...
1. Open the Patient Management module.
2. Open the Profile menu and select Contacts or click the Contact button on the

toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Click the New button.
If the New button is disabled, click the selected Contact in the browse list to cancel the selection.

4. Enter the contact’s name and address information in the appropriate fields.

Last Mame: I

First Hame: |

Address: I

|
City: | |;I State:
County: | =l
zip: [ [
5. Select the interview date from the Interview Date list if the client has been
interviewed.

6. Select an exposure site from the Exposure list. If the appropriate exposure site is
not on the list, you can add it by clicking the Sites button in the Exposure Sites
Information group. Also, enter the Last Exposure Date, which is the last date on
which the contact was exposed to the potentially infectious client.

See JAdd Exposure Site Information|earlier in this chapter for additional information.
7. Select the contact type from the Priority list.

» Close indicates that the contact has had prolonged close-proximity exposure to the
client.

» Casual indicates the contact has had less intense or not as prolonged exposure to
the client.
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8. Select the Not Indicated for Exam check box if examination of Close contacts
yields little or no evidence that the current client is transmitting TB (it is not
necessary to test Casual contacts if Close contacts are not becoming infected).
This will exclude the current contact from the Contact Report. This option is only
available for Casual contacts.

9. Enter or select the Contact’s date of birth in the Birthdate field.
This will automatically update the Age field.
10. Select the Contact’s relationship with the client from the Relationship list. If the

current list does not contain the appropriate relationship, you can type a new one
to add it to the list.

Add Item to List? ]

The relationship that was entered i not on the relationship list.
Wwhould pou like to add it now?

11. Enter the Contact’s phone number in the Phone field.
12. Click the Save button.
13. Click the Close button.

Edit Contact Information
If you need to modify information about a client contact, use the Edit feature.
To edit contact information...
1. Open the Patient Management module.
2. Open the Profile menu and select Contacts or click the Contact button on the

toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the contact you want to edit from the Contact Information browse list and
click the Edit button.
Contact Informakion

sTFECERZG, BEMEYBIHETILINCL

Make the necessary changes to the selected contact.

5. Click the Save button to record your changes. To undo your changes, click the
Undo button.

6. Click the Close button.
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Delete Contact Information
To remove a contact from the TIMS database...
1. Open the Patient Management module.
2. Open the Profile menu and select Contacts or click the Contact button on the

toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the Contact you want to remove from the Client Information browse list
and click the Delete button.

4. Click the Yes button to confirm that you want to delete the selected Contact. Click
the No button to abandon the delete operation.

@ Are pou zure you want to delete thiz 7

5. Click the Close button.

Documenting Contact Interviews

Contacts should be interviewed whenever possible to confirm their association with the client
and evaluate their level of exposure to tuberculosis. If necessary, the contact can be converted to
a client and begin receiving TB-related services from your facility. You must have both the
interview date and interviewer name to save the interview record.

To add a contact interview record...
1. Open the Patient Management module.

2. Open the Profile menu and select Contacts or click the Contact button on the

toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Click the Add button in the Interview Information group.

Interview Information
Date Interviewer

040141397 Bobbi Boron Add

04/09/1997 Helen Hydrogen

Delete |
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4. Enter or select the interview date, if necessary.

Interview Information x

Date: Dd;ﬁgﬂﬁﬁ?%
Interviewer: [ [

oK | LCancel

5. Select the name of the person who conducted the interview from the Interviewer
list.

6. Click the OK button.

To delete a contact interview record...
1. Select the interview record in the Interview Information group.

2. Click the Delete button.

Converting a Contact to a Client

If the results of a contact interview or other factors indicate that a contact needs to be evaluated
for tuberculosis, they should be converted to a client. Once a contact has been converted to a
client, their information can no longer be modified in the Contacts window.

To convert a contact to a client...
1. Open the Patient Management module.
2. Open the Profile menu and select Contacts or click the Contact button on the

toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Select the contact you want to convert in the Contact Information list.
Click the Convert button.

5. Click Yes to allow TIMS to search for a match between the contact and an
existing client.

6. Do one of the following, depending on the results of the search:
» If there was no match, click the OK button to begin the conversion process.

Search Results [ <]

-
\]\[) Mo matching clhient found. will attempt to Corvvert Contact.

Or
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o If the search produces possible matches, evaluate the displayed clients to
determine if they are the same person.

Select Chent to Merge or Add If Hot on List or CANCEL To return to Contact

Possible Matches for Stanford, Susan

Last Mame First Mame Social Security # Date of Birth

Stanford 000555510 05/05/1955

[Eeaad

Add Stanford, Susan ‘
Cancel

» If the contact is already listed in TIMS as a client, select the client listing and
click the OK button. This will merge the contact information with the selected
client record.

\i]) Contact Infarmation Haz Been Successfully Merged with Clisnt
Suszan Stanford

» If none of the possible matches is the same person as the contact, click the

Add button.
i Stanford, Suzan Haz Been Successfully Converted to a Client
Recard.

7. If you are converting the contact, TIMS will inform you if the conversion was
successful. Click the OK button to close the dialog box.

\i]) Stanford, Suzan Has Been Successiully Converted to a Client
Fecord.

Notice that the contact now has a client icon in the record header.
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Merging Contact Information with an Existing Client

You may occasionally find that a person entered as a contact has also been entered as a client.
TIMS allows you to combine the information entered in a contact record with the information in

a client record.

To merge a contact with a client...
1. Open the Patient Management module.

2. Open the Profile menu and select Contacts or click the Contact button on the

toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the contact you want to merge from the Contact Information list.
Click the Merge button.

Cument Chent: CONTACT, JANE I 44 m
Irheivies ledaimalioe Emhm
_ Deetp | Brberviewer | Siter |desilied g
_taa_|
] i || |
Cantaci Inlomation "o |
Dislese |
T T e o e
Thate
Last Exposuie Date: [ILT0T000 5 (g |
Last Mame: FEET -
I'hlﬂ-n-:F’FTF:l [T Mt Indir:ated for Fram
Addsess: Aelovionhip: | [[-]
| Hirtheluse: J5L 010000
Cay: | [l=] state sz |~ Age| B SZRI00 224

The system will then perform a search for all possible matches.

5. Select a client to merge from the Choose Client to Merge window by clicking on

that client.

“hacies Chent ba Mespe

Fossitds Habohes lon BHADY. FETER

LostWame |  FastHewe | D00 |Stsin Case 8| Cpiaty Casn §
BTy ITAT] mmnaees
BRLED WARS HA DEARTSE
ERAL HICE DA 340
_Cance |
Click OK.

Click the OK hutton on the Success window.
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1 Coantact Infoemation Has Besn Successiuly Meiged with Chent
\"!.l) PETER BRADY
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Client Diagnosis

A diagnosis is used to classify a client's TB status. Therapy and services provided to a client are
based on the current diagnosis. Many functions in the Patient Management module (medications
and tests) are not available for clients that do not have at least one diagnosis.

Although a diagnosis is entered in the Patient Management module, TIMS will not report the
client’s TB status (transmit the data to CDC) unless the RVCT form has been created in the
Surveillance module. An RVCT should be created for clients with Case or Suspect diagnoses.

A client can have multiple diagnoses, but only one per day. The most recent diagnosis is the
current diagnosis. The 'Suspect’ diagnosis classification is only temporary and must be changed
within 90 days.

The diagnoses are:
* Not Infected

* Infected
* Case

e OldTB
e Suspect
e NotTB

* Rule Out Infection

TIMS will allow provisional “Screened” and “Contact” status. However, only HIV and Skin
tests can be documented for these clients until a diagnosis is added.

Note: Users with Low access privileges cannot add, edit, or delete client diagnoses.

Add a Client Diagnosis
To enter a client diagnosis for the current client...
1. Open the Patient Management module.

2. Open the Profile menu and select Diagnosis.
If there is no current client, the Change Focus window will open, enabling you to select one.

3. Click the New button.
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If the New button is disabled, click the selected Diagnosis in the browse list to cancel the
selection.

58 F'abieed Manogoment - isgeete) |
Th Ot ProMe Thasoy Tests Bepols wedow Help

aRFr T O M| #Rae 9. 7
Cunent Chent: AARDEMA. ALEXANDER 44
_ Mate | = Diagoomr | Disgnecticias  [Seeessed|Contact]

1077 5 Szt “wIREER, DEFALILT W TEs
07 2L 200 Conm W FEER, DEFALILT Wi

Dabe: |1|.-1'.*|-'rl.-'| i 00} g iz b |'~.-"F|r|-'= BEFAULT .ﬂ
Client is being sceeened : [¥ Format | 'E|
Achivitp/lsoupc [FEACTOA JE|
Clhient b biin in contacl il acires TH @ =

[Hagricnin: ‘

Lk

W lelected o Cigpact Nt TH
7 Ipleched o TH
" Case " Aule Oul Infeclion
sEdidale loa T ienl el C e TH
ATS clasmficstion numbe: |-
M oapmi Sibe ol Mg
[PLEURAL =]
¥ Pulmonary ™ pxtrapaimonary  Doth
Haz chient had curative therapy in the pa? = Yas ™ o I Uik nowm

£

4. Enter or select the diagnosis date in the Date field.
The current date is the system default.
5. Select the person who made the diagnosis from the Diagnostician list.

6. Select the Client is being screened check box, if the client is being screened
individually as part of an organized tuberculosis screening program, or for other
purposes (except for being a contact to TB).

This will activate the Format and Activity/Group lists.
7. Select the appropriate testing format (administrative, individual, project, referral).

Refer to Basic Instructions for the Aggregate Reports for Tuberculosis Program Evaluation:
Targeted Testing and Treatment for Latent Tuberculosis Infection (Appendix PEI-Program
Evaluation Forms) for definitions and instructions.

8. Do one of the following:

» If you selected Client is being screened, choose the name of the organization,
group, or program sponsoring the TB screening for Activity/Group.

Or

» If the screening organization is not in the list, type in the name and click Yes
to confirm that you want to add it.

Add Item to List?

@ The groupid that was entered iz not on the groupid list. Would you like to add it now?

] e |

9. Click OK to clear the confirmation dialog box.
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10. If the client is known to have been in contact with active tuberculosis, select the
Client has been in contact with active TB check box.

This will be checked automatically if the client is a converted or merged contact.
11. Select the appropriate diagnosis from the Diagnosis group.
12. Enter the ATS (American Thoracic Society) Classification Number code for the

diagnosis.

If the ATS code number you enter does not match the diagnosis you selected, you will be asked to

reconsider your selection.
Number Summary

“0” No TB exposure
Not infected

“1” TB exposure

No evidence of infection

“2" TB infection
No disease

“3” Current TB disease

“qr Previous TB disease

“5” TB suspected

Description

No history of exposure. Negative reaction to
tuberculin skin test.

History of tuberculosis exposure.
reaction to tuberculin skin test.

Positive reaction to tuberculin skin test.
Negative bacteriologic studies (if done). No
clinical or radiographic evidence of TB.

Negative

M. tuberculosis culture (if done) or Positive
reaction to tuberculin skin test and clinical or
radiographic evidence of current disease.
Corresponds with Case.

History of TB episode(s) or Abnormal but
stable radiographic findings. Positive reaction
to the tuberculin skin test. Negative
bacteriologic studies (if done) and no clinical
or radiographic evidence of current disease.

Diagnosis pending

13. Select the appropriate response to the question: Has client had curative therapy in

the past?

14. When available, select a location from the Major Site of Disease option buttons
and the actual disease site from the drop-down list.

Major Site of Dizease:

15. Click the Save button.
16. Click the Close button.

Edit a Client Diagnosis

[PLELIRAL

[=]

% Pulmionary

" Extrapulmonary  © Both

You can change the details of a client diagnosis using the Edit feature. Changes are limited to
supporting information; you cannot change the actual diagnosis. If the diagnosis changes, you

must enter a new diagnosis.
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To change diagnosis information...

1.
2.

Open the Patient Management module.
Open the Profile menu and select Diagnosis.
If there is no current client, the Change Focus window will open, enabling you to select one.

Select the diagnosis you want to edit from the Client Diagnosis browse list and
click the Edit button.

Date Diagnosis Diagnostician ScreenedContact
034021936 Mot Infected Bobbi Boron
03/08/1996 Suzpect Drefault Y orker ez
11/05/1996 Infected Dir. Henm Helium
04/25/1997 Caze Dir. Helen Hydrogen ‘ez ez

Make the necessary changes to the details of the diagnosis.
Remember: You cannot change the actual diagnosis.

Click the Save button to record your changes. Click the Undo button to cancel
your changes.

Click the Close button.

Delete a Client Diagnosis

You can remove a client diagnosis using the delete function. Since a diagnosis is part of a
client’s permanent record, you should only delete them when absolutely necessary.

To delete a client diagnosis...

1.
2.

Open the Patient Management module.

Open the Profile menu and select Diagnosis.

If there is no current client, the Change Focus window will open, enabling you to select one.
Select the diagnosis you want to delete from the Client Diagnosis list.

Click the Delete button.

Click Yes to confirm that you want to delete the diagnosis or No to cancel.

@ Are pou zure you want to delete thiz 7

Click the Close button.
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Client History

A comprehensive tuberculosis history can help determine the proper services required to treat
the client’s current condition. The History function keeps track of previous TB infections,
related diseases, and other information relevant to treating tuberculosis.

Information entered in the Client History screens can also be imported and used as surveillance
data. See the Generate Data section in the Surveillance Module chapter for additional
information.

Note: Users with Low access privileges cannot add or edit client history records.

Record Client History
To enter a client history...
1. Open the Patient Management module.

2. Open the Profile menu and select History.
If there is no currently selected client, the Change Focus window will open, enabling you to select

one.

Eglient Profile  Therapy Tests Beportz  window Help

lewmem@ET | DBz | (HEH| fRo A9 . | &
Current Client: AARDEMA. ALEXANDER F

History of Prezent lliness:

|

I

Past Medical History
Yes No Unk Yes No Unk

i I Previous Diagnosizs of TB D I I Diabetes
Mo | 1241930 -

More than one Episode :
* Yes ( Unk

[ i I Previous Skin Test for TH [ O I Hoszpitalized in Last Year

Results: i+ + - " Unk

12 mm Mo.fvr: |12£1990 _
[ Y I BCG Vaccination [ i I Current Tobacco Use

Amount: [ 23 [CoDa  [-]

= IPriur HIV Test e ISiIicusis

Results: &+ Lo i~ Unk

Mo .- |1 2/1990 -
Rizk Factors for TB Infection/Diseasze: | |:l

3. Enter a brief text-based description of the client’s current condition in the
History of Present Iliness field. The field can hold up to 240 characters.

4. Select the appropriate option button to answer the medical questions on the page.
The options are Yes, No, and Unk (Unknown). When a Yes option is selected,
space for additional information may be displayed. Complete the information as
thoroughly as possible.

* Previous Diagnosis of TB - Enter or select the month and year of the most
recent prior tuberculosis episode. Select Yes or Unknown for multiple
previous episodes.

* Previous Skin Test for TB - Enter or select the results, induration, and month
and year of a previous tuberculin skin test
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8.
9.

10.
11.

12.

13.
14.

15.

16.

* BCG Vaccination - Enter or select the date of the vaccination.
« Previous HIV Test - Enter or select the results and date of the prior HIV test.
« Diabetes - Indicate if the client is currently using insulin.

« Hospitalized in Last Year - Enter the hospital where the client was treated
and the reason for the hospitalization.

« Current Tobacco Use - Enter the number of cigarettes the client smokes in a
given time period. Use the drop-down list to describe the number of cigarettes
smoked.

- Silicosis - Indicate if the client has ever been diagnosed with silicosis.

+ Risk Factors for TB Infection/Disease — Indicate risk factor: medical,
population, medical and population or none.

Refer to Basic Instructions for the Aggregate Reports for Tuberculosis Program Evaluation:
Targeted Testing and Treatment for Latent Tuberculosis Infection (Appendix PEI-Program
Evaluation Forms) for definitions and instructions.

Click the Screen?2 button.

Complete the additional history medical information. Valid responses are Yes,
No, and Unk (Unknown).

Indicate if the client is currently taking any medication that could interfere with
TB medications. It the answer is Yes, enter details in the space provided.

Record any known allergic reaction to drugs in the Medications Allergies field.
Click the Screen3 button.
Respond appropriately in the Homeless Within Past Year group.

Respond appropriately in the Resident of Correctional Facility at Time of
Diagnosis group. If the answer is Yes, select the type of facility.

Respond appropriately in the Resident of Long-Term Care Facility at Time of
Diagnosis group. If the answer is Yes, select the type of facility.

Indicate the client’s Injected/Non-Injected Drug and Alcohol use.

Indicate the client’s Occupation(s). If the answer is Other, enter the actual
occupation in the space provided.

Click the Save button. This will save information from all three Client History
screens.

Click the Close button.

Edit Client History

You can make changes to the client history from within the Patient Management module at any
time. Changes made in client history will be automatically updated in the Surveillance module if
that data resulted from a Generate Data operation.

3-18

TIMS User’s Guide



Chapter 3 — Patient Management Module

To make changes to client history...

A A

Open the Patient Management module.
Open the Profile menu and select History.
Modify the History screens as necessary.
Click the Save button.

Click the Close button.

Hospital or Facility Chronological Summary

The Hospital/Facility Chronology Summary allows you to keep track of medical treatment the
client received outside your facility. While the information is kept for information purposes
only, the additional data may help resolve problems regarding the clients” medical history,
medications administered recently, and other health-related information.

Hospital/Facility records must have an admission date earlier than or on the current date.

Note: Users with Low access privileges cannot add, edit, or delete Hospital/Facility records.

Add a Hospital/Facility Chronology Summary

To enter a Hospital/Facility Chronology Summary...

1.
2.

6.
7.

Open the Patient Management module.

Open the Profile menu and select Hospital/Facility.

If there is no current client, the Change Focus window will open, enabling you to select one.
Click the New button.

Enter as much information about the facility and the client’s relationship with the
facility as possible. Also, indicate if the client received TB medication while
being treated at the facility.

If medication was provided at the hospital upon discharge a check must be entered
in the box next to TB Medication Was Provided.

Chart Humber: I | Hospital/F acility

Admizzion Date: IEIS.?'1 51 99?- Tome: I | |;I
Discharge Date: IUU;"UUIUUDD- Phone Number: I[ 1 -

[~ TB Medication Was Provided

Comments:

Click the Save button.
Click the Close button.

Version 1.10 February 2001 3-19



Chapter 3 - Patient Management Module

Edit a Hospital/Facility Chronology Summary

To change a Hospital/Facility Chronology Summary...

1.
2.

Open the Patient Management module.
Open the Profile menu and select Hospital/Facility.
If there is no current client, the Change Focus window will open, enabling you to select one.

Select the record you want to change from the Hospital/Facility Chronology
Summary list and click the Edit button.

Hospital/F acility Chronology Summary
Admitted Type Mame Dizcharged | TB Meds

04/14/1937  |Private Hozpital Morthside

04141997 |Mat for Profit Kenhestone Hospital 041441997 |Yes
|

Make the necessary changes to the selected Hospital/Facility Chronology
Summary record.

Click the Save button.
Click the Close button.

Delete a Hospital/Facility Chronology Summary

To delete a Hospital/Facility Chronology Summary...

1.
2.

Open the Patient Management module.
Open the Profile menu and select Hospital/Facility.
If there is no current client, the Change Focus window will open, enabling you to select one.

Select the record you want to delete from the Hospital/Facility Chronology
Summary list and click the Delete button.

Click the Yes button to confirm that you want to delete the summary. Click the
No button to cancel the delete operation.

Hospital/Facility

@ Are poL zUre you want to delete thiz ?
1w |

Click the Close button.
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Client Referrals

A referral is the person or organization that sent a client to your facility. Referral information
includes the name of the source, the reason for referral, the date referred, and referral contact
information. A referral record must contain a referral source, referral date, and referral reason.
There are no restrictions on the number of referrals associated with a client.

Note: Users with Low access privileges cannot add, edit, or delete client referral records.

Add a Referral Record

To enter a referral record...
1. Open the Patient Management module.
2. Open the Profile menu and select Referrals.
If there is no current client, the Change Focus window will open, enabling you to select one.
3. Click the New button.
7 - I T

Refemal
Source:

Mame:

Address:

City: | ||L|| State: -| Zip:l _
Phone: || | -

4. Enter as much information as possible about the client referral. There must be a
date, reason, and source to record the referral.

» Referral Reason describes purpose for sending the client to your facility. This
might include a suspicious cough, suspected exposure to infectious persons,
etc.

» Referral Source is the person or organization that sent the client to your
facility. Organizations might include hospitals, schools, employers, etc.

5. Click the Save button.
6. Click the Close button.

Edit a Referral Record
To modify a client referral record...
1. Open the Patient Management module.

2. Open the Profile menu and select Referrals.
If there is no current client, the Change Focus window will open, enabling you to select one.
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3. Select the referral you want to modify from the browse list and click the Edit

button.
Date Reason | Source
03/26/1997 Suspicious Cough Acme Machine Tools Inc
04/28/1997 poszible exposure to th Attapulgus Elk Lodge 1024

4. Make the necessary changes to the selected referral record.
5. Click the Save button.
6. Click the Close button.

Delete a Referral Record

To delete a client referral record...
1. Open the Patient Management module.
2. Open the Profile menu and select Referrals.
If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the referral record you want to delete from the browse list and click the
Delete button.

4. Click the Yes button to delete the record or click the No button to cancel.

Referral

@ Are oLl zUre you want to delete thiz ?

5. Click the Close button.
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Overview: Client Therapy
TIMS allows users to document the following drug information for clients:
» Pickups and delivery of drugs
» Starting and stopping of drugs
e Method of delivery
» Dosages and frequencies
» Types of therapy
You can also record and review medications information using the Therapy menu in the Patient

Management module.
* Medications

* View Pick-Up / Delivery
* Drug-O-Gram (not currently available)

Medications

Medications records the therapeutic regimen prescribed to treat a client’s tuberculosis infection
or disease. There are two types of therapy: Curative and Preventive. The diagnosis will
determine which therapeutic regimen to initiate and which drug(s) will be administered by the
health care provider.

Pictured below is a view of the main Medication Therapy window. This window provides a list
of all prescribed drugs and their current statuses. This window also allows the worker to add a
new drug, edit or delete existing drugs, stop individual drugs or all therapy, view modifications
to the therapeutic regimen, and schedule or reschedule drug pick-ups.

1l Paticed Management - [Medication Therapy |

o Ciert Poofle Thegespy Tests Fepots Window Help

APE woT DeEecl B | #Ro 295 & N
Cunest Chent: OLD. CLIENT | M
Maodicalions

St Dabe
24 imek, | 1271 2000 | 2 22000
Za Wimek, | 1271 B/2000 | 02 272000
EMB || 1200 | ma | Week | 12/10/2000 | 0271272001 JOPEN it |
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Add New Drugs

Use the following steps to add a drug to the Medications regimen.

Note: TIMS will not allow you to enter a drug unless a diagnosis has been entered for the

current client.

To enter drugs...

1.
2.

Open the Patient Management module.

Open the Therapy menu and select Medications or click the Medications button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.

Click the New button in the Drug group.

[hug
Flrwe

Edi
il
Schadule
Slop

Enter the necessary data in the designated fields of the New Drug dialog box.

il
Dy [ - |
Dosage: [ H [mo =] Staet Dstm; [ T0L0001 [
Mowbe: [Td [« Expected Siop Cate: 1007077000 4 I |

Fruquency. | =l Pazncribed By, | =
Mithad of Defivey: Typa of Thasapy:

7 Diiecily Obdeived ™ Canative

[T W ——  Pasvantive

Note: TIMS will automatically calculate an expected stop date of 8, 24, or 36
weeks after the start date. After entering the start date, right-click on the expected
stop date field and select the appropriate duration.

Click the OK button, or Cancel to return to the main Medication Therapy
window.

@ Wiould you like to add anather drug ?
1w |

Click the Yes button to add new drugs. Repeat this procedure until all drugs have
been added.

When all drugs are entered, click No on the New Drug dialog box.
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8. Use the Schedule Drug Pick-Ups dialog box to schedule drug pick-up
appointments for the client.

The following example is for Directly Observed Therapy. Select a weekly or monthly repeat cycle
if therapy is self-administered.

Scheduls Pick-Ups foe KIFANPIN it a Eisek (114 I
Dseily Obamiwsd Theagy Diadw: [ES24.0 7000
e |
Locaton: Wk Arsigned
L
Aepeat Cecle
" Dalpieteekly Mo
Dby ikl
O shak dasgsf
Every | .= wanks
Hepeat | I limes

9. Click the OK button.

10. If there are additional drugs that are on similar or identical schedules, TIMS will
ask if you want to use the same pick-up schedule information for those drugs.
Click the Yes button if appropriate.

Soheduls Pick-Ups

6 Cirugs vl Boe Freguesncp bound.
e oy o to uee Hhe same nfosmastion fos thooe?

"y

Edit a Drug

To editadrug...
1. Open the Patient Management module.

2. Open the Therapy menu and select Medications or click the Medications button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the drug you want to edit, and click the Edit button.

The Method of Delivery field may not be edited. If you need to change the method of delivery, you
should delete the drug and re-enter it.

4. Make the appropriate changes and click the OK button.

If you make changes to the start or stop date fields, you will be asked to reschedule the pick-ups
for that drug.
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Delete a Drug
To delete a drug...
1. Open the Patient Management module.

2. Open the Therapy menu and select Medications or click the Medications button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Select the drug you would like to delete, and click the Delete button.
The Delete Drug message box appears.

Delete Drug E

Thiz will delete ETHAMBUTOL and all related pickups.
Are you sure ¥

4. Click Yes to confirm that you want to delete the drug and all related pickups.

Edit Pick-Ups (Schedule)
To change the location, worker, or scheduled appointments for drug pick-ups...
1. Open the Patient Management module.

2. Open the Therapy menu and select Medications or click the Medications button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the drug whose pick-up schedule you would like to edit, and click the
Schedule button.

Schambule Doy Pack g

Schldle Pick Ups b FHFANPIN 2 limes o week oK I

Dwecily Obdeived Theiags Dadw: 121875000
Tzl I
Lncatmn: Wik Axcgned
C o e
Flepnat Cycle
F Daalp P eekly Wk
DiaibpAWankiy

Iin ik desds )

E weis ﬁ l;llﬂ.l.
[y ) -

4. Make desired changes to location, worker, or pick-up appointment schedule.
5. Click the OK button.
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Stop a Drug
If necessary, TIMS will allow you to permanently discontinue or reschedule medications.

Note: You cannot stop a medication if there are past-due pick-ups. Please resolve all
outstanding drug pick-up issues before attempting to stop a medication.

To stop a single drug...
1. Open the Patient Management module.

2. Open the Therapy menu and select Medications or click the Medications button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Select the drug you would like to stop and click the Stop button.

Enter the Stop Date and select the reason for stopping the medication from the list
of options that appears.

Fi] =lop laie ared Heazon

S Dale: |1.?.-'11:.-'2|]|:|:| E

Zlop Rearon: ETWE 186 DEVELBPED -

COMPLETED
COIMTACT REPEAT PPD MEG
COMTHAIKNDICATED
DATA EMTRY ERFIOR
HIED
DRIG RESERTSHEE
LOSTAMAHLE TO LIMZATE
HIWEDR =
HOK TUBERCULDEIS D
HIOT MFECTED W/TH
OTHER
FHEGMART
=

5. Click Stop.

The Information dialog box appears.

a Tz el ghop PrAGTIMAMIDE sod s ol redsted pach-ups scheduled after Bhe Shap

Diste, 1271800
it prd) pime
to |
6. Click Yes to confirm that you want to stop the medication and all related pick-

ups.
If there are unresolved pick-ups after the stop date, the Stop Drug dialog box appears.

Sboge Dpugy

"_i" This cherd hss urresobssd paok-ups sftes b Siop Dats, 120800
Theap vl b sloppesd, Are pou suss?

(o] e |

7. Click Yes to confirm that you want to stop pick-up appointments scheduled for
after the stop date.

Version 1.10 February 2001 3-27




Chapter 3 - Patient Management Module

To stop all drugs...

1. Open the Patient Management module.
2. Open the Therapy menu and select Medications or click the Medications button
on the toolbar.
3. Click the Stop All Therapy button.
Enter the Stop Date and select a reason for stopping all medication from the list of
options that appears below.
Simg Dwtme  [17/100 B
Siop Bawawr Ly [pai (8 OFVERIPEO =
CONTRNMEATED
Ell':i.flilllslﬂi.ﬂl:l
LISR AIMARLE TO LIDCARE
:g.lrnl.!!'lllllsﬁw
ML N ﬂ
= | cmen|
5. Click OK.
Modify a Stop

To change the stop date or reason for a drug that was previously stopped...

1.
2.

Select a drug
Click the Modify Stop button.

To change the stop reason, select another reason from the list and click OK. To
remove the stop (reopen the medication), click on the Unstop button and then
enter the Unstop Date. Click OK.

CORTALCT REFEAT PPD RER
MATAAIHOICATED

[:3": DAl EMIFY ERADR
DED
DG REHSTAHLT
LOST AmABLE T LOCKTE
U]
MO T B OO
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Sort the Medications Window
To sort the order in which drugs are displayed...
1. Open the Patient Management module.

2. Open the Therapy menu and select Medications or click the Medication button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Right-click on one of the medication lists.

Select a sort criterion from the menu that appears.

Or
» Click on the gray column heading bar of the column on which you would like
to sort.

it it
[
| [hug Tlﬂﬂul lllﬂ.l Fimg | Start Dale | Stop Dabe Glabuz

INH | St By Dnug wesk | 0511272000 | 10:02/2000 |JOFEN
" FA Gort By Stact Dae Pk | 0571272000 | 10v2472000 JOPEM
T RIF | Sodt BpStans ek | 0501 202000 | 101 B2 JOPEM

View a Drug Modification Summary

You can view a list of medications entered, including any modifications that have been made, by
clicking the Modifications button.

IIEU Drug Modifications

— Drug Modifications
Date Drug Modification | Field Modified UszserlD
11417142000 IMH Added To Flan SYSADMIN
0141142000 RIF Added To Flan SYSADMIN
0141142000 P, Added Ta Flan SYSADMIN
0141142000 EME Added To Flan SYSADMIN
0141142000 5TR Added To Flan SYSADMIN
1141142000 RIF Stopped in Plan SYSAaDmMIN

Cloze |

You can also change the order in which modifications are displayed.

To change the sort order of the drug modifications list...
1. Open the Patient Management module.

2. Open the Therapy menu and select Medications or click the Medications button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.
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3. Click the browse list with the right mouse button.
4. Select the desired sort order from the menu that appears.
Or

* Click on the gray column heading bar of the column on which you would like
to sort.

!_I:_'i_'i Drug Modifications

— Drug Modifications
Date Drug Modification | Field Modified UszerlD
0111 /2000 Fea, Added To Plan SYSADMIM
0111 /2000 IMH Added To Plan SYSADMIM
0111 /2000 RIF Added To Plan SYSADMIM
0111 /2000 STH Added To Plan SYSADMIM
014171 22000 RIF Stopped in Plan SYSADMIM
gi/t/z ByDate &dded Ta Flan SYSADMIN
By zer
By Drug

Cloze |

Confirm Drug Pick-Ups

TIMS enables the user to keep track of the client’s adherence to medicinal therapy. The Drug
Pick-Ups window permits you to record the client’s compliance with his or her scheduled drug
pick-up appointments.
To record compliance with a drug pick-up appointment...

1. Open the Patient Management module.

2. Open the Therapy menu and select Medications or click the Medications button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Click the Pick-Ups button.

4. Select the drug(s) you want to process from the list. You may confirm more than
one pick-up at a time (see Confirm Multiple Pick-Ups later in this chapter for
details).
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Miug Pak-Llje
5]
Date | Dwg |T]  Sralus | ' prkm | Lacation | el Litaves |
ﬁ le| DELIVERED REEFL DEFALT [CLML 1 T [ o | Genlim|
Hi= PaET DUE EEER, DERSLLT 1
RIF FAET DIUE |PWTIRCER. DEF&LLT IC1
jpan RIF FRET DUE |P#TIRKER. DEFALLT |CLIMNIC 1
[ ITh] iTH PRET DUE IPwORKER, DEFALLT i
AT RiF PRET DUE PWTIREER. DERSLLT JCLIC 1
m RIF F&ET DIUE matm.nmr MIC 1
AF | FRET DUE RKER, DEFALLT [CLMC 1
| RiF FaET DUE PwTIREER DERSLLT oL 1
o5t 200 RiF PET DIUE PwTIREER. DEFALLT |CLIIC 1 Llaan |

5. Click the Confirm button.
6. Complete the Confirm Pick-ups dialog box with the appropriate information.

Cordem & Pick-Lp
Oreg: FiFi
-~
Warkne: [*WIREER. CETAULT [
Lo tien-

[y A

_o= |
Dedivmied On: [rL75700 0 -;.._..l

il sorarngr A g e stk Sl gk -ans seleited

7. Click the OK button.

Confirm Multiple Drug Pick-Ups

Use the multi-select feature to change the status of more than one drug pick-up at the same time.
This feature will save time by reducing the number of times you must repeat the same task.
However, you can only change status, worker and location values when more than one pick-up
appointment is selected; all other values are set to their defaults.
To select a range of pick-up appointments...

1. Open the Patient Management module.

2. Open the Therapy menu and select Medications or click the Medications button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Click the Pick-Ups button.
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4. To select multiple contiguous pick-up appointments...

Select the first pick-up appointment by clicking on it with the mouse, then
hold down the Shift key and select the last pick-up appointment you want
to confirm. All pick-up appointments between the first and last ones
selected will be highlighted.

SLHEDILILE
1 [SCHEDLILE
i SECHEDULEDR

SLHEDILILE D
) [=LHEDULE
=LHEDLILE
1 [SCHEDLULE
[ [SCHEDULED il | i L
[ SCHEDULED I:IFICEFl DEFALLT IIIJHIB1

To select multiple non-contiguous pick-up appointments...

While holding down the Ctrl key, select the individual pick-up
appointments you want to confirm by clicking on each one with the
mouse.

B

Date | Doug| T | Srawe | ‘Workar | Lorslion | Debvaed] Loiborsen | |
=
ABrAm| eMe SCHEDULED EFIEH DERSULT EEHIH | | :I

Jlﬁ-'Iﬂl ‘E-TF| X EEHE[:'LILEEI REEA. DEFAULT
LILED) WREEA DERALLT |CLINIC 1

F D
:EEEE.EI- su-leLEn OREER DEFAULTHLMICT | |
{8 D [BCHEDUILED WOFREER DERALULT |[CLIMIKC 1

JRcEd DEFSULTEUNCT | |

WIFREER DEFALLT [CLIMIC 1

REER. DEFAULT

/25200 RF 0 SCHEMJLED .
:. EDULED  |“wOREEA DEFAULT |CLUMIC 1 Class |

5. Click the Confirm button.
6. Enter the appropriate information in the Confirm Pick-Ups window.

_o |
L L I Ll T ] | Cancel |
“wamng Al changes made slfect all pok up sdeched
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7. Click the OK button. All medications will be confirmed using the information
provided.

8. Click Close to close the Confirm Pick-Ups window.

View Pick-Up Summary

TIMS provides a Drug Pick-Up summary screen. This allows you to view the client’s pickup
record, but does not allow you to edit.

To view the pick-up summary window...
1. Open the Therapy menu.

2. Select View Pick-Up/Delivery.

3. Click Close to close the Drug Pick-Up Summary screen.
The Drug Pick-Up Summary window appears.

il

DELIVEFED  [WORKER_DELETE JCUNIC 1 ) fl Cordfirm |
'SCHEDULED  |PWORKER, DEFAULT JCUNIC 1
DELMERED  WORKER,DELETE  JCLMIC 1 1 o

MM%U
SCHEDLILED RKER. DEFALLT [CUNIC T
DELIVERED RKER, DELETE JCUINIC 1 i o
SCHEDULED AKER, DEFALLT |CLINIC 1
OELIVERED REEA. DELETE HIC1 1 1]
SCHEDLILED AKER. DEFALLT [EUNIC T

PAST DUE AKER, DEFAULT |CLINIC 1
| SCHEDULED mnﬂﬁ.tﬂ-‘uu HIC 1 !JHI|
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Overview: Client Tests

TIMS provides the ability to record the results of the tests associated with tuberculosis. You can
view and record the results using the Tests menu in the Patient Management module.

Note: Users with Low access privileges cannot add, edit, or delete client tests.
» Bacteriology Test

* Blood Test

* Chest X-Ray

o« HIV

* Physical Exam
e Skin

* Test Summary (not a test)

Bacteriological and Susceptibility

The Bacteriology and Susceptibility option is used to enter and maintain information collected
during the testing of a client's specimen. The Bacteriology window is used to enter smear results
and culture growth data for the specimen. These results can be used to help determine the
medication regimen that will provide the most effective therapy for the client.

The cultures gathered for bacteriological testing can also be used to perform susceptibility
testing, and in many cases, the same laboratory can perform both tests. These two test types are
so closely associated that susceptibility testing is available through the bacteriological test
window.

The bacteriology test record contains the date of collection, a specimen ID, the specimen type,
the anatomic site of the specimen, the results of the smear, culture growth results, species ID,
and the date identified. The specimen ID, laboratory, and collection date form the basis of a
susceptibility test record.

Note: Users with Low access privileges cannot add, edit, or delete bacteriology or
susceptibility tests.

Add a Bacteriology Test Record
To record the results of a bacteriology test...
1. Open the Patient Management module.

2. Open the Tests menu and select Bacteriology or click on the Bacteriology button
on the toolbar.

=

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Click the New button.
If the New button is disabled, click the selected record in the browse list to cancel the selection.
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4. Enter the information from the bacteriology test as completely as possible.

Date Eullecled:lﬂ4f’23=’199? E el B Smear: I [;I
Laboratory: | =l Culture
Specimen Growth: l;l
Anatomic Source Species ID: I | |;I
of Specimen:l |LI
D ate ldentified: IDEI.-’DEI.-’DDEID E
Specimen ID:|
I

5. Click the Save button.
6. Click the Close button.

Edit a Bacteriology Test Record
To edit a bacteriology test record ...
1. Open the Patient Management module.
2. Open the Tests menu and select Bacteriology or click on the Bacteriology button

on the toolbar.
=]

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the bacteriology test record you want to modify from the Bacteriology Test
Summary list and click the Edit button.

— Bacteriology Test Summary

Collected | Specimen ID Specimen | Smear Bezultz) Species ID Identified | Susc.

03/08,/1997 | CE970303.1441 Sputum Positive t. TUBERCULOSIS03/10/1997 | Mat Done
03/21,/1997 | CB970321.0821 S putum Positive WM. TUBERCULOSIS03/21./1997 | Mot Done
04/13/1997 \CBA70413.1305  |Sputum M egative 00/00,/0000 Mot Done

Make the necessary changes to the selected Bacteriology Test record.
Click the Save button
Click the Close button.

Delete a Bacteriology Test Record

To delete a bacteriology test record ...
1. Open the Patient Management module.

2. Open the Tests menu and select Bacteriology or click on the Bacteriology button

on the toolbar.
=]

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the bacteriology test record you want to delete from the Bacteriology Test
Summary list and click the Delete button.
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4. Click the Yes button to confirm that you want to delete the selected record. Click
No to cancel the delete operation.

Bacterniology

@ Are you zure vou want to delete thiz 7
] e |

5. Click the Close button.
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Open the Susceptibility Test Window

TIMS records the susceptibility of culture samples to treatment with one or more TB
medications. This helps track drug-resistant strains of tuberculosis and determines what types of
medications are appropriate.

To display the susceptibility test window...
1. Open the Patient Management module.
2. Open the Tests menu and select Bacteriology or click on the Bacteriology button

on the toolbar.
=]

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select a bacteriology test record with a positive culture from the Bacteriology Test
Summary list.

Susceptibility tests can only be performed on positive bacteriological cultures. The Susceptibility
window cannot be opened when a negative culture is selected.

~ Bacteriology Test Summary

Collected | Specimen ID Specimen |Smear Reszults Speciez ID Identified | Susc.
03/08/1397|CBS70308.1441 Sputum Positive M. TUBERCULOSIS03/10/1997 | Done
3/21,/1997|CBS70321.0821 Sputum Positive k. TUBERCULOSIS03/21,1997 | Done
04/13/1997|CBS70419.1305  |Sputum MHegative 00000000 Mat Done

4. Click the Susceptibility Test button on the right side of the Bacteriology window.

o

If the Susceptibility Test button is covered by a red X, you have not selected a positive culture
specimen.

B acteniology Tes! Summary
Cobscted | Specimen Mo Specimen  Smear Rlesulls Speoies D Identifed  Swusao.

POSITIVE . TUBERCU LOASIS D000 | Diore:

=

L]

%

L.I:ru-ml:u'rlLﬁE aHE | |_:I Culbure
e AT 11 Giomth: |:I:IEITI'.-'E | |-| s
5 Tm.:l‘:\.:llTllM I'J
Bnalnm: S ouicn Gpecies Inl"’l TUBERCULDSE | -
ol 3 s i | |:I u ﬂﬂll |
Diabie Dilieetifmeil: ||n-1 (L) i
Specmen H-u-:l
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Susceptibility x
Susceptibility Testing Information
Date Reported: [14/25/1997 @ Specimen ID: [CE 3703051441 S‘ Coard B
. 40 M
Date Collected: |03/03/1337 Lab: |Central Biologic = Add
Diug Susceplibility
Hew
Date Drug Concentration Method Findings | Susceptibility
04/28/1997 |Izoniazid 10.0 megdmlL Radiometric Resistant
04/2811337  |lsoniazid 2600 meg/mlL Radiometric Susceptible
04/2811337  |lsoniazid 320.0 meg/mlL Conventional Susceptible
_ — Method Susceptibility
Drug: ﬂ] " Conventional * Resistant
E":&n:?;owu * Radiometric " Susceptible
L0 | g/l PES——
+ Direct " Mot Done Close
Ilgﬁut::lings: ’— " Indirect " Unknown

Add a Drug-Specific Susceptibility Test Record to the Test Series

To record the results of a drug-specific susceptibility test to the current test series...
1. Open the Patient Management module.

2. Open the Tests menu and select Bacteriology or click on the Bacteriology button

on the toolbar.
=]

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Select the appropriate bacteriology test record from the Bacteriology Test
Summary list.

4. Click the Susceptibility Test button on the right side of the Bacteriology window.

o

5. If necessary, add or adjust information in the Susceptibility Testing Information
group.

Susceplibility Teszsting Information
Date Reported: [07/23/1357 @  Specimen ID: [tECDEODT Test#1 of 1

. 4 M
Date Collected: |07/11./1997 Lab: [Central Biologic =l

Add

Click the New button.
Select a drug from the Drug list.
Fill in the remaining fields with the susceptibility test data.

Drug: eoriazd Method Susceptibility
fug: {* Conventional " Resistant

Concentration [gg/mL]

50.00 | uadml
Ilzﬁlt::lings: ,— " Indirect " Unknown

" Radiometric {+ Susceptible
i+ Direct " Mot Done

9. Click the Save button.
10. Click the Close button.
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Edit a Drug-Specific Susceptibility Test Record

To change an existing drug-specific susceptibility test record...

1.
2.

© o N o

Open the Patient Management module.
Open the Tests menu and select Bacteriology or click on the Bacteriology button

on the toolbar.
=]

If there is no current client, the Change Focus window will open, enabling you to select one.

Select the appropriate bacteriology test record from the Bacteriology Test
Summary list.

Click the Susceptibility Test button on the right side of the Bacteriology window.

=

Select the drug-specific susceptibility test you want to modify. You may need to
browse through the test series to find the appropriate record.

Click the Edit button.

Modify the drug-specific test record as necessary.
Click the Save button.

Click the Close button.

Delete a Drug-Specific Susceptibility Test Record

To delete a drug-specific susceptibility test record...

1.
2.

Open the Patient Management module.
Open the Tests menu and select Bacteriology or click on the Bacteriology button

on the toolbar.
=]

If there is no current client, the Change Focus window will open, enabling you to select one.

Select the appropriate bacteriology test record from the Bacteriology Test
Summary list.

Click the Susceptibility Test button on the right side of the Bacteriology window.

o

Select the drug-specific susceptibility test you want to delete. You may need to
browse through the test series to find the appropriate record.

Click the Delete button.

Click the Yes button to confirm that you want to delete the selected record. Click
the No button to cancel the delete operation.
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Suszceptibility i

@ Are you sure you want to delete this 7

8. Click the Close button.

Create a New Specimen Susceptibility Test Series
TIMS allows you to create multiple sets of tests on a single specimen.

To create a new specimen susceptibility test series...
1. Open the Patient Management module.

2. Open the Tests menu and select Bacteriology or click on the Bacteriology button
on the toolbar.

=

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select a bacteriology test record from the Bacteriology Test Summary list.

Bactenology Tesl Summary
Colscted | Specimen Ho.  Specimen  Smear Results Species D Iderilifesd  Susc.

4. TUBERCU LSS DOWDLADNN00 | [iore

Labosabory:{L4E OHE | l;l Culbure
o Gromth: |[FO5ITIVE [1=] -
Type:|=FUTUH I~

Spec
Anatomio € ourcs Spacsas 1D [M. TUBERCULOSE =]
T |II'|--|||I|I--||| |ll

e
e
_E& |
L=
=l
Diake Coected: 0/25/200 REsuRt: o [POSITIVE =] - | %
|

Date ldentifeesd: 000000000

4. Click the Susceptibility Test button on the right side of the Bacteriology window.

o

5. Click the Add button in the Susceptibility Testing Information group.

Susceptibility Testing Information
Date Reported: [14/29/1937 B Specimen ID: [CB970321.0821 Test#t 2 of 3
MK
Date Collected: |E|3.n"2'|.u"| 397 Lab: |Central Biologic: =l
Add |

Click the Add button to create
additional test series
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6. If necessary, adjust the Date Reported values. The date cannot be greater than the
current date or less than the Date Collected.

7. Verify the Specimen ID. If necessary, replace or modify the value to identify the
test series.

Verify the Lab where the susceptibility testing was conducted.

Add drug-specific test records. See Add a Drug-Specific Susceptibility Test |
Record to the Test Series|earlier in this chapter for more information.

10. Click the Save button.
11. Click the Close button.

Browse the Susceptibility Test Series

Use the arrow controls to display different test series.

Series Numberi

Test#t 2 of 3
M4 M

First Series Last Series

Previous Series| Next Series
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Blood Test

TIMS allows you to maintain blood test records for TB clients. Blood testing can help you
monitor the client’s reaction to TB medications. TIMS tracks the results of five blood tests:

Note: Users

SGOT (AST)

Bilirubin

Uric Acid

Creatinine

Complete Blood Cell (CBC) with Platelets

with Low access privileges cannot add, edit, or delete blood tests.

Each blood test record must contain a test date.

Add a Blood Test Record

To create a new blood test record...

1.
2.

Open the Patient Management module.

Open the Tests menu and select Blood.

If there is no current client, the Change Focus window will open, enabling you to select one.
Click the New button.

If the New button is disabled, click the selected record in the browse list to cancel the selection.

Fill in the information as completely as possible from the printed blood test report.
Be sure to adjust the Date field to match the date on the report.

Date: [04/18/1937 E Uric Acid:
SGOTAST): Creatinine:

Bilirubin: CEC with Platelets:

Click the Save button.
Click the Close button.

Edit a Blood Test Record

To change an existing blood test record...

1.
2.

Open the Patient Management module.

Open the Tests menu and select Blood.
If there is no current client, the Change Focus window will open, enabling you to select one.
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3. Select the blood test record to be modified from the Blood Test Summary list.

~Blood Test Summary

Date SGOTIAST] Bilirubin Uric Acid Creatinine |EBE with Platelets
051741997 |47 UAL 0.4 mg/dL 2 mg/dl 1.4 mg/dL
04/26M997 |BEU/L 7 mgsdL 9 mg/dL 1.8 mg/dL
03/03M1997 |87 UL .8 mgAdL 11 mgddL 2.8 mg/dL
011241997 53U/ 0.3 mg/dL 8 mg/dl 1.9 mg/dL

N o o &

Delete a Blood Test Record

To delete a blood test record...

Click the Edit button.
Change the blood test data as necessary.
Click the Save button.
Click the Close button.

1. Open the Patient Management module.
2. Open the Tests menu and select Blood.

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the blood test record you want to delete from the Blood Test Summary list.
Click the Delete button.

5. Click the Yes button to confirm that you want to delete the selected record or click
the No button to cancel.

Blood Test

=

@ Are pou zure you want to delete thiz 7

6. Click the Close button.
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Chest X-Ray
TIMS allows you to record the results of a client’s chest x-rays.

Note: Users with Low access privileges cannot add, edit, or delete x-ray records.
Each x-ray record must indicate the date the x-ray was taken.

Add a Chest X-Ray Record
To create a chest x-ray record from an x-ray report...
1. Open the Patient Management module.

2. Open the Tests menu and select Chest X-Ray, or click the Chest X-Ray button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Click the New button.

If the New button is disabled, click the selected record in the browse list to cancel
the selection.

5. Fill in the information as completely as possible with the information from the x-

ray itself.
View: P& [Posterior-Anterior) | | =] (Eils:rlrt:al S NeDa ﬁlast:lshl
able
Date Taken:ID3a’21 1997 E & Abnomal  Unknown
- - Cow .
((: ?ﬁere-lDr' Henrny Helium |:| Abnormality orsening
’ =" Cavitary
I E " Improving
Date Read:[13/21/1337 " Noncavitary consistent w/TB
Read By:|Dr. Heny Helium |x] ¢ Moncavitary not consistent w/TB * Unknown
Eommenls:l

6. Click the Save button.
7. Click the Close button.

Edit a Chest X-Ray Record
To edit an existing chest x-ray record...
1. Open the Patient Management module.

2. Open the Tests menu and select Chest X-Ray, or click the Chest X-Ray button
on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the x-ray record you want to modify from the Chest X-Ray Summary list
and click the Edit button.
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— Chest X-ray Summary

Date Taken Result Abnormality X-Ray Status View
034131957 Abnormal Moncavitary Consistent w/TE | Unknown Lateral
04181957 Abnormal Moncavitary Consistent w/TB  |nknown P&
04/18/1937 Abnormal Carvitary Worsening P&,

4. Make the necessary changes to the chest x-ray record.
5. Click the Save button.
6. Click the Close button.

Delete a Chest X-Ray Record

1. Open the Patient Management module.
2. Open the Tests menu and select Chest X-Ray, or click the Chest X-Ray button

on the toolbar.

If there is no current client, the Change Focus window will open, enabling you to select one.

)

3. Select the x-ray record you want to delete from the Chest X-Ray Summary browse

list.

Click the Delete button.

5. Click the Yes button to confirm that you want to delete the selected record or click
the No button to cancel.

Chest x-RHay Tests ]

@ Are pou gure pou want to delete thiz 7

6. Click the Close button.
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HIV Test

HIV infection can be a factor in escalating TB infection to TB disease, TIMS allows you to keep

track of a client’s HIV test records.

Note: In order to protect client privacy, not all users will h

ave access to HIV test records. If this

command is not available, you probably do not have sufficient user privileges to view

HIV-related information. See your

TIMS System Administrator

for details.

To save an HIV test record, you must indicate if the test was offered and administered.

Additional information may be required, depending

Add an HIV Test Record

To create an HIV test record...
1. Open the Patient Management module.

on your initial responses.

2. Open the Tests menu and select HIV.
If there is no current client, the Change Focus window will open, enabling you to select one.
3. Click the New button.
If the New button is disabled, click the selected record in the browse list to cancel the selection.
4. Fill in as much HIV test data as possible from the client’s HIV testing records.
Was HIY Test Difered? + Yes ¢ No  Unk Date Test Offered- [04/14/1337 EIEI
Was HIV Test Administered?  Yes ¢ Mo  Unk Date of Test: [04/16/1357 [
HIV Status: If Hot Tested, Reazon:
* Positive " Indeterminate e
" Megative " Unknown ::
" Done, Results Unknown ~ ~
If Positive:
" Medical Documentation CDC AIDS Patient #:  [1234567
Based on: (* Patient History State HIV/AIDS Patient #:  [1224567390
 Unknown City HIV/AIDS Patient #:  [1234567090
Client Post Coungeling:
Did Client receive Post Test Counseling? ;:‘Z‘ [T’:;f g;f::;“ng: CHEGETE

5. Click the Save button.
6. Click the Close button.

Edit an HIV Test Record

To change an HIV test record...
1. Open the Patient Management module.
2. Open the Tests menu and select HIV.

If there is no current client, the Change Focus window will open, enabling you to select one.
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3. Select the HIV test records you want to modify from the HIV Summary list.

Test Date Offer Date Status Bazed On Date of Counszeling
00000000 | 00000000 00000000 -
04/14/1997 |03/3/1997  |Positive Unkniown 04/18/1397

04181997 104141997 [Positive Patient Histary 00000000 -

. Make the necessary changes to the HIV test record.
5. Click the Save button.
6. Click the Close button.

Delete an HIV Test Record

To remove an HIV test record...
1. Open the Patient Management module.
2. Open the Tests menu and select HIV.
If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the HIV test records you want to delete from the HIV Summary list and
click the Delete button.

4. Click the Yes button to confirm that you want to delete the selected record or click
the No button to cancel.

HIV Test ]

@ Are pou gure pou want to delete thiz 7

5. Click the Close button.
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Physical Examination

Physical examinations are important in the treatment of tuberculosis. The physical state of a
client can help determine how they are responding to drug therapy, if they are suffering from any
medication-related side effects, and whether their condition is improving. TIMS tracks five
types of physical conditions:

Weight

Hearing
Vision-Acuity
Vision-Color
INH Metabolites

Each physical examination test record must contain a test date.

Note: Users with Low access privileges cannot add, edit, or delete physical examination test
records.

Add a New Physical Examination Record
To add a new physical examination record...

1.
2.

© N o 0 &

Open the Patient Management module.

Open the Tests menu and select Physical Exam.

If there is no current client, the Change Focus window will open, enabling you to select one.
Click the New button.

If the New button is disabled, click the selected record in the browse list to cancel the selection.

Test Type: Date of |D=U2E|£199?E
Test:
(A————— | Resuts [ [ [

Adjust the Date of Test value to match the actual date on the test report.
Select the Test Type from the list.

Enter the test data in the Results field.

Click the Save button.

Click the Close button.

Edit a Physical Examination Record

To change a physical examination record...

1.
2.

Open the Patient Management module.

Open the Tests menu and select Physical Exam.
If there is no current client, the Change Focus window will open, enabling you to select one.
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3. Select the test record you want to modify from the Physical Exam Summary list
and click the Edit button.

~ Physzical Exam Summary

Test Date

Test Type

Results

03/0341937

Hearing

10 db

03/0311937

isio-Acuity

20-20

03/03/1337

w'eight

185 Ibs

03/03/1337

Vizior-Color

Paszed

0415419597

Wieight

170 |bs

0441541937

"iziordcLity

20-20

. Make the necessary modifications to the selected physical exam data.
5. Click the Save button.
6. Click the Close button.

Delete a Physical Examination Record

To delete a physical examination record...
1. Open the Patient Management module.
2. Open the Tests menu and select Physical Exam.
If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the test record you want to delete from the Physical Examination Summary
list and click the Delete button.

4. Click the Yes button to confirm that you want to delete the selected record. Click
the No button to cancel the delete operation.

Physical Exam B

@ Are pou zure you want to delete thiz 7

5. Click the Close button.

Limiting the Number of Tests Displayed

You can reduce the number of physical tests displayed in the browse list by applying a filter.
This can help you locate individual tests more quickly or evaluate the results of a single test type
over a period of time.

To apply a test type filter:

1. Click the arrow on the Filter by Test Type list.

2. Select the desired test type from the list of available options.
To re-display all the client’s physical examination results:

1. Click the arrow on the Filter by Test Type list.

2. Select ALL from the list of available options.
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Skin Tests

TIMS can manage data from the Tuberculin and other TB-related skin tests. This can help

diagnose a client with tuberculosis and identify them as anergic or a converter. TIMS tracks four
types of skin tests:

e Tuberculin

e Tetanus
e Candida
e Mumps

Note: Users with Low access privileges cannot add, edit, or delete skin test records.
Each skin test record must contain a Date Tested and Type Of Test entry.

The Skin Test Window

Skin Tezl Summarp
Tope ol Test | Dabe Tezied Dake Read Trsilus e [rvem] Hoazil EI
TUEERDLULIN | 3202000 |00 L] |MEGATIVE
TUEERCLLIN 12182000 1242072000 17 POSITIVE Lindo |
Calit I
el I
- Interpretation Save |
Type of Tesk: | 1UEERCULIM =l = Posili
Dabe Tested:f1271 0200 8 indration - " Hegative 5
Ematers: [ | & r P .
By: ["WOREER. DEFALILT =] I W = Unk _.J
Dhate Fhud:IIE-'E[I-'BIl: i
By~ OBSER DEFALLT = |
la theer Pabient Anergic?
= Yy © Ha ™ Unkrnown
Doz the Patient Meet the COC Critersa for Being Classifed a2 o Conveter?
L 'IE'I:E ™ Mo ™ Unknosn

Add a New Skin Test Record

To create a new skin test record...
1. Open the Patient Management module.

2. Open the Tests menu and select Skin, or click the Skin test button on the toolbar.

Vs

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Click the New button.

If the New button is disabled, click the selected record in the browse list to cancel the selection.
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4. Complete the skin test screen using information from the skin test report. Include
as much information as is available.

Type of Test: [TURERCULIN =] Interpretation

' Poszitive
Date Tested: |1 2/18/2000 ] Induration rh Hegative
) In Millimeters: I'I? " Unknown
By:[*wORKER, DEFALILT |
Date Read:[12/20/2000 =& Comments:

By:[“wORKER, DEFALILT

[~
Iz the Patient Anergic?
" Yes i " Unknown

Does the Patient Meet the CDC Critenia for Being Classified as a Converter?
' Yes Mo " Unknown

5. Click the Save button.
6. Click the Close button.

Edit a Skin Test Record
To modify a skin test record...
1. Open the Patient Management module.
2. Open the Tests menu and select Skin, or click the Skin test button on the toolbar.

y

If there is no current client, the Change Focus window will open, enabling you to select one.
3. Select the test you want to change from the Skin Test Summary list and click the

Edit button.
Type of Test J| Date Tested | Date Bead | Induration [mm] Result
TUBERCULIM 19/20,/2000 [9/22/2000 i] MEGATINVE

TUBERCULIM ! 1242042000 [ POSITIVE

4. Make the necessary modifications to the skin test record.
5. Click the Save button.
6. Click the Close button.

Delete a Skin Test Record
To delete a skin test record...
1. Open the Patient Management module.
2. Open the Tests menu and select Skin, or click the Skin test button on the toolbar.

#

If there is no current client, the Change Focus window will open, enabling you to select one.

3. Select the test you want to delete from the Skin Test Summary list.
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Click the Delete button.

5. Click the Yes button to confirm that you want to delete the selected record. Click
the No button to cancel the delete operation.

Skin Tests ]

@ Are pou gure pou want to delete thiz 7

6. Click the Close button.
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Test Summary

The Current Test Status window provides a quick summary of all the test data it stores.
Individual entries contain information about the test type, the worker who performed the test, the
date the test was requested, and test status. The Test Summary window can be adjusted to
display only certain types of tests or tests with a specified status.

~ Test Status ~ Filter by Test Type
Type of Test Worker Assigned | Date Requested Status IALL j
Physical Exam Drefault *Worker 04/02/1997 Clozed
Phyzical Exarn Default Worker 04/021937 Clowed _Filter by Status
Physical Exam Drefault Y+ orker 04/02/1997 Clozed & Al
Phyzical Examn Drefault ' arker 04,/02/1997 Clozed
Physical Exam Default *Worker 04/03/1997 Clozed " Scheduled
Phyzical Exam Drefault Y orker 04,/03/1997 Clozed .
Skin Test Dr. Hermy Helium  |03/21/1336 Closed € Pending Results
Skin Test Default ‘Worker 0341741337 Cloged " Closed
Skin Test Dir. Henm Helium 04,/04/1997 Clozed ¢ Canceled
B acteriology Default Worker 04/02/1997 Clozed
Bacteniolagy Drefault ' arker 04,/02/1997 Clozed
B acteriology Default *Worker 04/15/1997 Clozed
Chest %-Ray Drefault Y orker 04,/0141997 Clozed
Chest %-Ray Dafault Worker 04/02/1997 Clozed

Open the Test Summary Window
There are several ways to open the Current Test Status (test summary) window.
To open the Current Test Status window from the menu bar...

1. Open the Patient Management module.

2. Open the Tests menu and select Test Summary.

To display the Current Test Status window using the toolbar
1. Open the Patient Management module.

2. Click the Test Summary button on the toolbar.
sl 8
lA"?est Sumirnary |_

To display a summary of a specific test type from within the test window...
1. Open the Patient Management module.

2. Open the Tests menu and select the desired test type.
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3. Click the Test Summary button on the right side of the test window.

Skin Test Summary

Type of Test Date Tested Date Read Induration [mm] Result ﬂ
TUBERCULIM 05/05/1997 05/07/1997 15 FOSITIVE
TETAMUS 05/15/1397 05/17/1997 0 MEGATIVE Mew |
CaMDIDA, 05/23/1997 05/25/1997 Juli] MEGATIVE =
Edit |
[Delete |
. Interpretation Save |
Type of Test:[TUBERCULN __[=] -
ype of Test: [TUBERCULIN =] & Positive
D ate Tesled:lDEr’UEﬂ 337 E Induration " Megative e
In Millimet :|15 ﬂ (o oo
By:[IDDINE I0e  [=] e s @ Unknown = IF":'
Date Head:lDEHD?HSS? E Comments:
By: [IODIME, 10LA =]
Iz the Patient Anergic?
" |Yes " 'No " Unknown
Close |
Does the Patient Meet the CDC Critenia for Being Classified as a Converter?
 Yes " No & Unknown
I

Filtering the Current Test Status Window

TIMS allows you to control the number of test summaries displayed in the Current Test Status
window by adjusting two variables- Test Type and Status. The two variables can be combined to
further limit the number of records displayed.
To filter the Current Test Status window by test type...
1. Open the Patient Management module.
2. Open the Tests menu and select Test Summary.
If there is no current client, the Change Focus window will open, enabling you to select one.

3. Click the arrow on the Filter by Test Type list.
Select an individual test type or ALL to display all test types.

Filter by Test Type

Physical Exam
Skin Test
Sputum Collection
X-Ray

Selecting an individual test type will produce the same results as clicking the Test Summary button
on a test window.

To filter the Current Test Status window by status, select a status from the Filter by Status
group.

—Filter by Status
« Al

" Scheduled

" Pending Results
" Closed

" Canceled
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Patient Management Reports

The Patient Management Module offers several reports which display information on individual
patients. The reports are based on data entered into the Patient Management Module.

» Adherence: Appointments

» Adherence: Assigned Workers - This report is not available in the current version of
TIMS.

» Adherence: Medication Metabolite
» Contact Report

* Medical Report: Summary

* Medical Report: Blood Tests

* Medical Report: HIV Tests

* Medical Report: Skin Tests

* Medical Report: X-Ray Tests

» Therapy: Medication

* Therapy: Medication Outcome
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Chapter 4  Surveillance Module

5

Overview

The Surveillance module is used to record the Report of Verified Case of Tuberculosis (RVCT),
Initial Drug Susceptibility Report (Follow Up Report-1), Case Completion Report (Follow Up
Report-2), and Case Verification. The windows in the Surveillance module are designed in a
format similar to the data collection forms to make data entry easier.

The Assurance of Confidentiality for Report of Verified Cases of Tuberculosis describes the
purpose and use of surveillance data requested by CDC: “The surveillance information requested
by CDC consists of detailed reports of persons with TB, including information on the
individual’s HIV serostatus, demographics (e.g., homelessness, correctional institution, or long-
term care facility), alcohol and drug use, drug therapy, and drug susceptibility results. The data is
used by U.S. Public Health Service scientists and cooperating state and local health officials to
help understand and control the spread of TB ... Information reported to CDC will be used
without identifiers for statistical and analytic summaries in which no individual on whom a
record is maintained can be identified and for special studies of the transmission, natural history,
and epidemiology of TB associated with HIV infection.” Refer to the Introducing TIMS chapter
for the complete Assurance of Confidentiality statement.

If an active TB case is verified and will be used in the annual morbidity count, the case should
then be reported to the CDC. However, the CDC encourages the use of RVCT forms and TIMS
to collect information on suspected cases of TB. RVCT records are classified as either "not a
verified case"(0), "positive culture”(1), "positive smear/tissue”(2), "clinical case definition"(3),
"verified by provider diagnosis"(4), or a "suspect case"(5). TIMS provides an automatic Case
Verification value based on entries in the RVCT and the Case Completion Report question 37,
Reason Therapy Stopped.

An Initial Drug Susceptibility Report should be completed for all culture-positive cases. The
Case Completion Report should be completed for all clients who were alive at diagnosis.

TIMS provides the option to delete and purge surveillance data, with an option to delete patient
management information. You can also generate data from the Client and Patient Management
modules into the Surveillance module to alleviate the duplication of data entry.
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TIMS has two data transfer features, the Surveillance transfer and the National Electronic
Telecommunication System for Surveillance (NETSS) transfer. The Surveillance feature is used
to prepare new, modified, and deleted RVCT, Initial Drug Susceptibility Report, and Case
Completion Report records for transmission to Level 1 sites, the Reporting Area, and the CDC.
The NETSS feature is used by the Reporting Area to prepare and transmit counted verified cases
to the state epidemiologist's office for inclusion in the Morbidity and Mortality Weekly Report
(MMWR).
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Quick Start

Note: The client’s name, case number, and date of birth must be entered into the Client
Information window prior to entering Surveillance data. See Chapter 2 for detailed instructions
on entering and editing client information.

Open the Surveillance Module
There are two ways to open the Surveillance module...

» Open the Client menu and select Surveillance.
If the current module does not have a Client menu, choose the first menu from the left.

Or

¢ Click the Surveillance button on the toolbar.
| @ﬂ E! llu! !1
Surveillance

Add a New Client
To enter client information from the Surveillance module...

1. Open the Surveillance module and click the New Client button on the toolbar.

= C

f e Client |

2. Enter the client’s last name, first name, date of birth and case number on the
New Client - Set Search Criteria dialog box.

3. Click the OK button.
Click the Save button followed by the Close button.
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Add or Edit RVCT Data for Existing Clients

Note: Certain client information, such as the client’s name, case number, and date of birth must
be entered into TIMS before you can enter and save Surveillance data. See Chapter 2 for
detailed instructions on entering and editing client information.

To add or edit RVCT information...
1. Open the Surveillance menu and select Report of Verified Case of
Tuberculosis or click the RVCT button on the toolbar.

a‘u‘ﬁ[!R;!@

RWCT
If no client is currently in focus, the Change Focus window will open, enabling you to select one.
Enter the information from the paper RVCT form.

Click the Save button.
The Case Verification window will appear with the appropriate classification.

4. Click the Save button followed by the Close button on the Case Verification
window. You will be returned to the RVCT.

5. Click the Close button.

4-4 TIMS User's Guide



Chapter 4 - Surveillance

Data Entry Helpful Hints
The Surveillance Module consists of many windows (sometimes referred to as screens):

*  Four Report of Verified Case of Tuberculosis screens
e One Initial Drug Susceptibility screen

*  Two Case Completion screens

*  One Case Verification screen

*  One SURVS-TB User-Defined Variable screen

e One Browse screen

*  One Surveillance Record Deletion screen with an additional purge screen
*  One NETSS Weekly screen

e One NETSS Year-to-Date screen

*  One NETSS Archived screen

*  One Surveillance Transfer screen

Each screen contains one or more data entry fields. A field is a section on a screen that includes
a title or question and a place for data.

Moving among Screens

When there is more than one screen in an area, such as the RVCT screens, there will be a button
on the bottom of the screen that you can use to move between the screens. Use the mouse to
point and click to move between the screens.

< Screen 1 Snc:nftenl{i1i > |

The best way to move from field to field is by using the mouse. Use the mouse to point and
click to move to another field.

Enabled and Disabled
Data entry fields are either Enabled or Disabled. A field that has a white background and allows

data entry is Enabled. A field that has a gray background and does not allow data entry is
Disabled.

Moving among Fields

5. Month-Year Reported: | 6. Month-Year

Coul B
|1 041997 E 000000
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Data entry fields will be disabled for one of the following reasons:

* The data in the field are generated from another module. For example, the
data in the Date of Birth field on the RVCT are imported from the Client
Information window.

Or

* The field is missing prerequisite data from another part of the TIMS
application. For example, if there are not any drugs entered in the Initial
Drug Regimen group on RVCT screen 4, the Date Therapy Started field
will be disabled because therapy has not started.
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Entering Dates

When a field requires a date, there are several ways to enter it. It can be entered as a complete
date, an unknown date, or a partial date.

Complete Dates

Enter the date by using the number keys on the keyboard,
Or

Use the spinner box by pointing the mouse to the arrow keys on the right of the date box.
[oo/00/0000

Unknown Dates
An unknown date is a valid date that can be entered instead of leaving the field blank.

To enter an unknown date, use the right mouse button to click on the date field (left mouse
button if your mouse is configured for left-hand operation), then select Unknown on the pop-up
menu.

[zenerate
Generate Al

Clear

Clear All Generated

The unknown date will appear as a question mark that covers the entire date field. In some date
fields the question mark will not appear until you have left the current field.

T

If Unknown is not on the pop-up menu, the field does not support unknown dates.

Partial Dates
A partial date is a valid date and should be used when a month or day value is unknown.
To enter a partial date, enter the known part of the date then use the right mouse button to click

on the Unknown part of the date field (left mouse button if your mouse is configured for left-
hand operation), then select Unknown on the pop-up menu.

If Unknown is not on the pop-up menu, the field does not support partial or unknown dates. If
the field will accept partial dates, click Yes on the Partial Dates dialog box that appears.

Partial Dates ]

Wwhould you like to ztore the
Date Entered S as a Partial Date?

The partial date will appear as a question mark after you have left the current field.

[91953 2
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Choosing from a List

Some choices are displayed in a list (visible without clicking) or drop down list (click down
arrow to display list).
list .
00 PULMONARY ﬂ

10 PLEURAL
21 LyYMPHATIC: CERVICAL j

drop down list
I =

|=

00 PULMOM&RY

10 PLELURAL

21 LyMPHATIC: CERVICAL
22 LYMPHATIC: INTRATHORAC T
23 LyMPHATIC: OTHER

29 LyMPHATIC: UMENDWN

-

List
To choose a selection from a list, use the scroll bar to view the entire list and then point and

click with the mouse. The selected item will turn red and move to the top of the list. You can
select multiple items from a list by repeating this step.

00 PULMOMARY v i’
80 OTHER v
10 PLEURAL =l

Drop Down List
To choose a selection from a drop down list, click on the arrow box to the right of the list.

I M

A list of possible choices will be displayed. Use the mouse to point and click on the correct
answer. The item selected will be displayed at the top of the list.

23 LyMPHATIC: OTHER |v
00 PULMOMARY [
10 PLEURAL

21 LYMPHATIC: CERVICAL

22 LYMPHATIC: INTRATHORACT
23 LYMPHATIC: OTHER

23 LYMPHATIC: UMENDWHN
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Entering Client Information

Some fields on the RVCT screens display information that is entered from the Client
Information window and will appear disabled. To enter this information, click on the Edit
Client Information button on the toolbar.

a Generation  Data Trangfer Beportz  Wind

Dleglela] B &l

e
ny. Mar e i Cliert Infcurmaticunl

The Client Information window is displayed.

B
Last: |.6.nth0n_l,l First: |Mark Middle: IF'ALIL
Client Identifiers Addiess |
State Case Humber: IG"E‘S'_"‘DDDD'I Social Security 11:"“31'45'8888 Alert |
City/County Case Number: I Date of Birlh:ln?;ﬁzﬂ 967 E Age: |3EI E Alias |
Sex Race Ethnic Ongin Hame |
" white Phone |
* Male " Black " Hizpanic
" Female ' American Indian or Alaskan Native " Mot Hispanic
" Unknown " Unknown ¢ Unknown
" Asian or Pacific lslander Save |
Country of Origin Language
U Date Entered U.S - [00/0000 Primary Language: |ENGLISH =l
" /Not U5
[PNITED STATES -1 &I
" Unknown

From this screen you can enter the client information requested on the RVCT such as the date of
birth, sex, country of origin, etc. Clicking on the Address button allows you to enter the address
information. Remember to save the information on each screen.

Validations

See Appendix SUR XVI for a complete list of validations, error messages, and warning messages
for the Surveillance module.

Data Generation

See the Data Generation section later in this chapter for instructions on importing data from
another module into the Surveillance module.
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Report of Verified Case of Tuberculosis

The Report of Verified Case of Tuberculosis (RVCT) must be completed for all verified cases of
TB that are to be included in the reporting area’s annual morbidity count. CDC also encourages
collecting RVCT data for suspect TB cases. The RVCT collects patient demographics, clinical
and laboratory data pertinent to the diagnosis of TB, and TB risk factors (e.g., homelessness,
drug use, HIV status), which are transmitted to the CDC.

RVCT information for a client can only be modified at the originating site and can only be
deleted by users with the appropriate security level at the originating site. Only Reporting Areas
have the ability to assign a state case number, count a TB case, and assign an MMWR Reporting
Date. This information is transferred back to the originating site. New, modified, and deleted
RVCT records are reported to the CDC to ensure surveillance information is up to date.

Note: Certain client information, such as the client’s name, case number, and date of birth must
be entered into TIMS before you can enter and save surveillance data. See Chapter 2 for
instructions on entering and editing client information.

Note: Users with Low security access cannot change the RVCT. Users with High and Medium
security access can only make changes if they have HIV clearance. Refer to Appendix SYS | for
Security information.
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Add a Report of Verified Case of Tuberculosis (RVCT)
The RVCT information is entered on four screens.
To add an RVCT...

1. Open the Surveillance module.

2. Open the Surveillance menu and select Report of Verified Case of
Tuberculosis or click the RVCT button on the toolbar.

53
RULT

If no client is currently in focus, the Change Focus window will open, enabling you to select one.
The first RVCT screen is displayed.

SOUNDEX 1. State Reporting: 2. State Case |_931230335
|F2 Il Number:
Alpha State Code Iﬁ E[':g":g ';il:::rtljl'l:er I

4. Address for Case Counting:

3. Date Submitted:

| By: [AMAZON, AMELIA =] City: MEDFORD
5. Month-Year Reported: | 6 Month-Year Within City Lirits: & ¥es Mo € Unknown
Counl‘g_d; County: lJAEKSDN
IUE.-"'I 998 E 000000
Zip Code: |9?501 = |1 E14

7. Date of Birth: 8. Sex: 9. Race:

[ Male " white € American Indian or Alaskan MNative
ID1 AT E {* Female (% |Black " Aszian or Pacific |slander

€ Unknaown ™ Urknown Specify: I |:I
10. Ethnic Origin: 11. Country of Origin: 12, Month-Year Amived |13, Status at Diagnosziz of TB
" Hispanic Clus € Urkriown e = gl  Unk
£ Mot Hispanic *[Mat LI.5. T e e
e ) . — " Dead

Unknowr Countre: [CAMERDOOM u

e

3. Complete Screen 1, questions 3, 5, and 13, with information from the RVCT
paper form.

Screen 2 » | Close |

For additional information, refer to the Data Entry for Surveillance Fields section later in this
chapter.

Information on this window that appears dimmed can be edited by clicking on the Edit Client
Information button on the toolbar.
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4. Click the Screen 2 button to continue entering RVCT information.
The second RVCT screen is displayed.

14. Previous Diagnosis

15. Major Site of Disease:

o

o ubercioss || [o oy g I
i {= i
ies (Dl i 16_Additional Site[z] of Digease: [select all that apply]
0000 00 PULMONARY il
10 FLEURAL I
- - 21 LYMPHATIC: CERVICAL ﬂ n
17. Sputum Smear: 18. Sputum Culture: 19. Microscopic Exam of Tissue
= o - ol ~ and Other Body Fluids:
: EDSIW-E L Eo:{Done (: Posm\nje & Mot Done  Posiive & Not Done I:E
egative nknown MHegalive Unknowan  Negative € Unknown l:la
20. Culture of Tizsue and Other Body Fluids: 21. Chest X-Ray:
" Positive ¢ Mot Done l:la " Mormal (% Abnomal  © MotDone  © Unknown
Weazive (U wn IFAbramal & Cavitary " Moncavitary Consistent with TE
22_ Tuberculin [Mantoux] 5kin Test at Diagnosis: [check one] & Unki e )
& Posii  HotD ” nknown ancavitary ;
e otone  Milimeters (mm] of 20 E Mot Consistent with TB
" Megative  Unknown  Induration ~ & A
If Abnarmal Stable * |mproving
e (“- (" [check ore]  Warsening " Unknawn
Save | < Screen 1 | Screen 3 » | Cloze |

5. Complete Screen 2 with information from the RVCT paper form.
TIMS automatically calculates question 16¢ according to the answers in Question 16a.

For additional information, refer to the Data Entry for Surveillance Fields section later in this
chapter. See the Data Generation section later in this chapter for information on generating or
clearing data. If a field has been generated, it will appear dimmed and you must use the Data
Generation Clear function before you can enter new data.

6. Click the Screen 3 button to continue entering RVCT information.

The third RVCT screen is displayed.

(23 HIV Status: Negative  Fefused ¢ Unknown 24, Homtfle;s Within Past Year:
o
* Positive " Mot Offered C Yes
" Indeterminate © Test Done, Results Unknown & |nkrown
If positive, based on: " Medical Documentation " Patignt Histary &+ Unknown
If positive, list: CDC AIDS Patient Nurnbs
State HIV/AIDS Patient Mumber| OR00543210
City/County HIYA4IDS Patient Mumber[ 0907311500
25. Resident of Correctional Facility at Time of Diagnosis: " Mo " Yes " Urknown
IF*res. ¢~ Federal Frison (% Local Jail (" Other Correctional Facility
(" State Prison = Juvenile » " Unknown
Conectional Facility
26_ Resident of Long-Term Care Facility at Time of Diagnosis: (s o '
i i i
i i
i i
E Save | < Screen 2 | Screen 4 » | Close |

7. Complete the window with information from the RVCT paper form.

For additional information, refer to the Data Entry for Surveillance Fields section later in this
chapter. See the Data Generation section later in this chapter for information on generating or
clearing data. If a field has been generated, it will appear dimmed and you must use the Data
Generation Clear function before you can enter new data.
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8. Click the Screen 4 button to continue entering RVCT information.

The fourth RVCT screen is displayed.

27_ Initial Drug Regimen:

MNo ez Unk Mo Yes Unk Mo “Yes Unk
lzoniazid & O Ethiohamide & Amikacin &
Rifampin & & Kanamypcin & Rifabutin &+

Pyrazinamide & & Cyclozerne & Ciproflogacin &
Ethambutel & Capreamycin & 0 ( Ofloxacin &
Steptomycin & Parafmino & Other &
Salicylic Acid
28. Date Therapy Started: 29. Injecting Drug Usze Within Pazt Year:
0E./10/1938 E * No " es " Unknawn
30. Non-injecting Drug Use Within Past Year: 31. Excess Alcohol Uze Within Pazt Year:
" No * ez " Unknawn " Mo * ‘Yes " Unknawn
32. Occupation [Check all that apply within the past 24 months):
[~ Health Care Worker W Miaratary Agricultural Worker [ Mot Employed within Past 24 Months
[~ Comectional Employee ™ Other Decupation ™ Unknown
Comments: J

10.

11.

12

e

Close

Complete Screen 4 with information from the RVCT paper form. Add any
comments necessary for the RVCT.

For additional information, refer to the Data Entry for Surveillance Fields section later in this
chapter. See the Data Generation section later in this chapter for information on generating or
clearing data. If a field has been generated, it will appear dimmed and you must use the Data
Generation Clear function before you can enter new data.

Click the Save button to save the RVCT information.

Clicking the Save button on any RVCT screen will save information on all screens. Validations
occur when the Save button is clicked.

The Case Verification window will display.

Case Yerification

Save | < Screen 3 |

This is a Verified Case of Tuberculosis
according to the following criteria.

| Positive Culture

Do you wank to count thiz patient st COC as a verified case of TB 7 & ve:  No

Please enter the Month-v'ear Counted: 0641333

MR Reporting Date: [16:12/1955 [ week 3 of fiass

Save | LClose |

Based on the information entered on the RVCT, the appropriate Case Verification classification is
calculated and displayed. This window will appear different at different levels. For more
information, see the Case Verification section later in this chapter.

Enter the Case Verification data if allowed at your level.
See the Case Verification section later in this chapter for details.
. Click the Save button followed by the Close button to return to the RVCT screen.

13. Click the Close button on the RVCT screen.
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Edit a Report of Verified Case of Tuberculosis (RVCT)

If RVCT information changes, the case verification assignment is automatically re-evaluated
when the RVCT is saved. If the changes affect the assignment, the case verification window
will display with a new assignment when the RVCT is saved. All changes made to an RVCT
will cause the RVCT to be re-transmitted as an updated record once acknowledgement of the
previous RVCT transfer is received and assimilated. For information on this, see the Data
Transfer section later in this chapter.

To edit an RVCT...

1.
2.

Open the Surveillance module.

Open the Surveillance menu and select Report of Verified Case of
Tuberculosis or click the RVCT button on the toolbar.

53
RULT

If no client is currently in focus, the Change Focus window will open, enabling you to select one.

Select the appropriate RVCT Screen and Field to be modified and make the
correction.

For additional information, refer to the Data Entry for Surveillance Fields section later in this chapter.
See the Data Generation section later in this chapter for information on generating or clearing data.
If a field has been generated, it will appear dimmed and you must use the Data Generation Clear function
before you can enter new data.

Click the Save button to save the RVCT information.

Based on the information entered on the RVCT, the appropriate Case Verification classification is
calculated and displayed. See the Case Verification section later in this chapter for more
information.

Click the Close button.
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Initial Drug Susceptibility Report

The Initial Drug Susceptibility Report (Follow Up Report-1) should be completed for all culture-
positive cases. This report records the results of susceptibility testing on the first isolate for
which drug susceptibility was performed and should be completed and submitted within two
months of the initial RVCT. If drug susceptibility test results are delayed, submit the report as
soon as results become available. The RVCT information must be entered prior to entering the
Initial Drug Susceptibility Report information.

Note: Users with Low security access cannot change the Initial Drug Susceptibility Report.

Add an Initial Drug Susceptibility Report
The Initial Drug Susceptibility information is entered into a single window.
To add an Initial Drug Susceptibility Report...

1. Open the Surveillance module.

2. Open the Surveillance menu and select Initial Drug Susceptibility Report or
click the Initial Drug Susceptibility Report button on the toolbar.

If no client is currently in focus, the Change Focus window will open, enabling you to select one.
The Initial Drug Susceptibility Report window is displayed.

33. Initial Drug Susceptibility Results:
‘was Dirug Susceptibilty Testing Done: Mo % es " Unknowr
i answer is Mo or Unknown, do pot complete rest of repart,
IFes,
Enter the Date First |solate Collected
far Wwhich Drug Susceptibility ‘Waz Done? 105309”995 @
34_ Suscephibility Results:
Resistant Susceptible NatDone Unknawn Besistant Susceptible Mot Done Unknown
|somiazid o (o] ol o Capreomycin (8 (8l (] (ol
Rifampin e ¥ e e Para-dmina
Pyrazinamide (o o (o [@] Salicylic Acid [@] (o [
Etharnbutal (o (o (o (o Amik acin (o (o (o (o
Streptamycin (o & (g & Rifabuitir & & O o
E thionamide & & (o] & Ciprofloxacin & & (o] &
K.anamycin (o (8l (] (8l Ofloxacin (8l (8l (] (ol
Cyclozerine o o o o Other o o o o
Comments:
_Q; Save Cloze
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3.

4.
5.

Complete the window with information from the Initial Drug Susceptibility
Report paper form. Add any comments necessary for the Follow Up Report - 1.

For additional information, refer to the Data Entry for Surveillance Fields section later in this
chapter. See the Data Generation section later in this chapter for information on generating or
clearing data. If a field has been generated, it will appear dimmed and you must use the Data
Generation Clear function before you can enter new data.

Click the Save button to save the Initial Drug Susceptibility information.
Click the Close button.

Edit an Initial Drug Susceptibility Report

If you change information on the Initial Drug Susceptibility Report after it has been transmitted
to the next higher level, the data will be marked and re-transmitted as an updated record once
acknowledgement of the previous Initial Drug Susceptibility Report transfer is received and

assimilated.

To edit Initial Drug Susceptibility Report information...

1.

Open the Surveillance module.

Open the Surveillance menu and select Initial Drug Susceptibility Report or
click the Initial Drug Susceptibility Report button on the toolbar.

If no client is currently in focus, the Change Focus window will open, enabling you to select one.

Select the appropriate Field to be modified and make the correction.

For additional information, refer to the Data Entry for Surveillance Fields section later in this
chapter. See the Data Generation section later in this chapter for information on generating or
clearing data. If a field has been generated, it will appear dimmed and you must use the Data
Generation Clear function before you can enter new data.

Click the Save button to save the information.
Click the Close button.
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Case Completion Report

The Case Completion Report (Follow Up Report-2) should be completed for all cases in which
the client was alive at diagnosis. This report records information about the client’s treatment and
treatment outcomes. If therapy was stopped because it was determined the client did not have
TB, this information can be entered into this report and the case verification value will be
updated to "Not TB." Final drug susceptibility results cannot be entered if results were not
entered in the Initial Drug Susceptibility Report.

This report should be updated as information becomes available during patient follow-up. The
report should be completed when the case is closed to supervision.

Note: Users with Low security access cannot change the Case Completion Report.

Add a Case Completion Report
The Case Completion information is entered on two screens.
To add a Case Completion Report...

1. Open the Surveillance module.

2. Open the Surveillance menu and select Case Completion Report or click the
Case Completion Report button on the toolbar.

If no client is currently in focus, the Change Focus window will open, enabling you to select one.
The first Case Completion Report screen is displayed.

35. Sputum Culture If*'es, Date Specimen Collected It *v'ez, Date Specimen Collected on
Conversion Documented: on Initial Positive S putum Culture: First Conzistently Hegative Culture:
Mo @ ¥es | Unknown Wﬁﬁ@ m
36. Date Therapy Stopped: 37. Reason Therapy Stopped:
' Completed Therapy " Refused/Uncooperative © Other
;1”1 7155 E " Moved " Mot TE ' Unknawh
" Lost " Died

/T f Health Care Provider: |39. Directly Ob d Th 3
= e are Frovicet (HEELY LR L Ifv'es, Give Sitels] of Directly Observed Therapy|

& Health Depattment &+ Mo, Totally Self-&dministered "/ In Clinic or Other Facility
= Private/Other " Yes, Totally Directly Ohserved ™ In the Field
" Both Health Department " Yez, Bath Directly Observed ' Both in Faciit and in the Field
and Frivate/ Other and Sell-Administered
' Unknawin ' Unknawn wieaks
Mumber of WWeeks of Directly Observed Therapy: ;
»Bj Save I Screen 2 > 1 Cloze i

3. Complete Screen 1 with information from the Case Completion Report paper
form.
For additional information, refer to the Data Entry for Surveillance Fields section later in this
chapter. See the Data Generation section later in this chapter for information on generating or

clearing data. If a field has been generated, it will appear dimmed and you must use the Data
Generation Clear function before you can enter new data.
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4. Click the Screen 2 button to continue entering Case Completion Report
information.

The second Case Completion Report screen is displayed.

40. Final Drug Susceptibility Results: .
W o . IF*r'es, Enter Date Final lsolate
az Follow-up Drug Suzcephbility Testing Done? Callacted for Which Drug
CiNg % ’Ye& " Unknown Suzceptibility Wwaz Done: 105”1”1995 E
K answer Is No or Unkpown, do hot complete rest of report.
41. Final Susceptibility Besults:
Resistant Susceptible Mot Done Unknown Resistant Susceptible Mot Done Unknown
|zoniazid i * [ [ Capreomgcin ' [ [ (o
Rifampin e ol [ (e Para-sming
il (o] (o [O e
Pyrazinamide e i e e Salicylic Acid
E thambutal (e o e (e Amikacin (e 8 [O (e
Strephampcin e ' [ [ Rifabutin ' [ [ (i
Ethiotarnide e ' [ e Cipraflaxacin (o [o [ (o
K.ahamycin e [ o e Oflaxacin [ e o e
Cyclozering o ' [ [ Other (o [ [ [
Comments:
E Save 1 < Screen 1 1 Cloze i

5. Complete Screen 2 with information from the Case Completion Report paper
form. Add any comments necessary for the Follow Up Report -2.
For additional information, refer to the Data Entry for Surveillance Fields section later in this
chapter. See the Data Generation section later in this chapter for information on generating or

clearing data. If a field has been generated, it will appear dimmed and you must use the Data
Generation Clear function before you can enter new data.

6. Click the Save button to save the Case Completion Report information.

If Question 37 was entered as ““Not TB” the Case Verification window will appear. See the
"Confirm 'Not a Verified Case' Case Verification with Question 37" section later in this chapter
for details.

7. Click the Close button.
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Edit a Case Completion Report

If you change information on a Case Completion Report after it has been transmitted to the next
higher level, the data will be marked and re-transmitted as an updated record once
acknowledgement of the previous Case Completion Report transfer is received and assimilated.

To edit the Case Completion Report information...

1.
2.

Open the Surveillance module.

Open the Surveillance menu and select Case Completion Report or click the
Case Completion Report button on the toolbar.

If no client is currently in focus, the Change Focus window will open, enabling you to select one.

Select the appropriate Case Completion Screen and Field to be modified and make
the correction.

For additional information, refer to the Data Entry for Surveillance Fields section later in this
chapter. See the Data Generation section later in this chapter for information on generating or

clearing data. If a field has been generated, it will appear dimmed and you must use the Data
Generation Clear function before you can enter new data.

Click the Save button to save the information.

If Question 37 was changed from “Not TB” or to ““Not TB,” the Case Verification window will
appear. See the "Confirm 'Not a Verified Case' Case Verification with Question 37" section later
in this chapter for details.

Click the Close button.
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Case Verification

Case Verification is assigned to a surveillance record based on data entered on the RVCT and
the Case Completion Report. The assigned value is based on calculations performed on
information that is entered in a record. Verified, counted cases of TB are eligible for inclusion
in the MMWR. The Reporting Area enters Count information and the MMWR Reporting Date.
There are six case verification values:

» Positive Culture

» Positive Smear/Tissue

* Clinical Case Definition

» Verified by Provider Diagnosis
* Suspect Case

* Not a Verified Case

The calculation of Suspect Case can be overwritten at the originating site with Verified by
Provider Diagnosis or Not a Verified Case of TB. A case verification can be determined either
when an RVCT is saved or by selecting the Case Verification option from the Surveillance
menu. If you have count authority, a case will be counted at the CDC if you select Yes in
response to Do you want to count this patient at CDC as a verified case of TB? and enter the
month and year the case should be counted. If you enter a MMWR Reporting Date, the record
will be included in the NETSS transfer.

Refer to Appendix SUR IV for the calculation of the Case Verification Values.

Note: Users with Medium and Low security access cannot change the Case Verification
criteria.
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Count a Case

The site that enters the record will also confirm the Case Verification value. However, only the
Reporting Area can enter count data for a case. A case can be counted if the Case Verification
value is Positive Culture, Positive Smear/Tissue, Clinical Case Definition, or Verified by
Provider Diagnosis. Level 1 and Level 2 sites can determine the assigned value, but the count
data are disabled.

Any updates to this window by the originating or Reporting Area site will cause the data to be
re-transmitted to both upper and lower-level sites as an updated record once acknowledgement
of the previous data is received and assimilated.
To count a case...

1. Open the Surveillance module.

2. Open the Surveillance menu and select Case Verification or click the Case
Verification button on the toolbar.

]

If no client is currently in focus, the Change Focus window will open, enabling you to select one.

3. The appearance of the Case Verification dialog box will be different depending on
the Case Verification value:

* Positive Culture
* Positive Smear/Tissue
¢ Clinical Case Definition

For one of the values above, the following dialog box with the appropriate criteria is displayed.

This is a'venfied Cass of Tubssoulosis
i bo e lolowendg calaia
| Posiltive Cullure

Do poas vaped bo count the: patient o COC a2 a venfed case f TE 7 % e 1 Na
Flasze snber e Month-esr Counted [ 053000

MM Rleporting Diste: [10727/2000 [ wieek B3 of poco
§awe | CloE: I
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» Verified By Provider Diagnosis

If you overwrite a Suspect Case value with Verified by Provider Diagnosis, the following dialog
box is displayed:

Palimnt dioec: ot mest bachamnlogesl confrmabon crlema
of Hhw chnicsl caze definiSor,
Deefoubted To: | Suspec] Labe

Chvenwitien as: |"|I'I: RIFIED 8% PROVIDFER DMEq :i

Do pow weant o count this pstiend &l COC a3 g verlmd cassal TH 7 F ey 7 Mo
Fleaze anter the Morth-tesr Counted: (11120070

MMWR Reporting Dste: [[02772000 (@ wisek |3 of om0
(Bow] oo |
See the following section "Overwrite a Case Verification of Suspect” for directions on changing

the value to Verified by Provider Diagnosis.

4. If you have count authority, answer the remaining questions on the window.

Depending on your level, you may or may not have access to all the fields. Only the Reporting
Area has count authority and will be able to enter data on the lower portion of the dialog box.
You must use the TAB key to enable the MMWR Reporting Date field when initially entering data
on this window.

The MMWR Week and Year are automatically calculated from the MMWR Reporting Date
entered.

5. Click the Save button to save the information.
6. Click the Close button.
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Overwrite a Case Verification of Suspect

If the calculated verification value is Suspect, you can manually change the value to Verified by
Provider Diagnosis or Not a Verified Case of TB, or you can leave the value as Suspect and
update the record at another time.

To overwrite the case verification value of Suspect...
1. Open the Surveillance module.

2. Open the Surveillance menu and select Case Verification or click the Case
Verification button on the toolbar.

]

If no client is currently in focus, the Change Focus window will open, enabling you to select one.
The Case Verification dialog box is displayed.

Caze YVerlicabion

Fafimnf dosa mot meet bactanologe sl confimabion criens
of the ciirical case defirition

Dhefadbed Tor | Surpect Caze
Owerwsitien a5 | [=]

Seve | Ooee |

3. To overwrite the assignment of Suspect Case, select either the Verified By
Provider Diagnosis or Not a Verified Case of TB assessment from the Overwritten
As list.

» Verified By Provider Diagnosis
If you select Verified by Provider Diagnosis, the following dialog box is displayed.

Casze Yernhication

Fatient dogs not meet bactenological confirmation criteria
or the clinical case definition.

Defaulted Ta: | Suszpect Caze
Owenarnitten az: I‘H’EHIFIED BY PROVIDER DIAEI|:|

Do you want bo count thiz patient at COC az a venfied caze of TB Y 6 Yee Mo

Please enter the Maonth-v'ear Counted: |1 042000 E

MR Reporting D ate: I'IEI.-"2?.»'2EIDEI E Vieek W3 of 2000

LElose |
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Depending on your level, you may or may not have access to all the fields. Only the Reporting
Area has count authority and will be able to enter data on the lower portion of the dialog box.
You must use the TAB key to enable the MMWR Reporting Date field when initially entering data
on this window.

The MMWR Week and Year are automatically calculated from the MMWR Reporting Date
entered.

* Not a Verified Case of TB
If you select Not a Verified Case of TB the following dialog box is displayed.

Pl doats el Fise ez ool il STl
of ther climical case delindion

Dol T | Suspect Case

TIMS can automatically calculate the value Not a Verified Case of TB. See the following
section "Confirm 'Not a Verified Case' Case Verification with Question 37" for an
explanation.

* Suspect Case

If you choose to update the record at another time, select Suspect Case from the Overwritten
as list. The following dialog box is displayed.

Pabent doss not meel beclsnological confimaton crlea

ot e clinic sl cagm defiridion
Dietzded To | Suspsil Caie
Ovesweiten o[BI NV S - |

S | Do |
4. Click the Save button to save the information.
5. Click the Close button.
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Confirm 'Not a Verified Case' Case Verification with Question 37

If a client has been started on therapy and therapy is stopped because the client does not have M.
tuberculosis, Question 37 (Reason Therapy Stopped) of the Case Completion Report should be
marked "Not TB." When the Case Completion Report is saved, the Case Verification window
will appear with a value of "Not a Verified Case.” The only way to change this Case
Verification value is to change the value for Question 37, Reason Therapy Stopped on the Case
Completion Report.

Case ¥Yenfication

Fatient does not meet bactenological confimation criteria
or the clinical caze definition.

Mot a Yernified Case

Save | LElose |

1. Click the Save button.
2. Click the Close button.
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SURVS-TB User Defined Variables

User Defined Variables (UDVs) initially collected in SURVS-TB have been incorporated into
TIMS as SURVS-TB UDVs. Some information collected in SURVS-TB as a UDV may now be
collected in a TIMS module. For example, other illnesses or medication allergies are now
collected on the History window of the Patient Management module.

There are 42 SURVS-TB User Defined Variable fields and each one accepts 45 alphanumeric
characters. This information is not validated nor transferred to CDC. However, the information
is transmitted to the Reporting Area. The UDV data can also be exported.

A client must have an RVCT to access the SURVS-TB User Defined Variable window. All
changes made to a UDV will cause the UDV to be re-transmitted as an updated record once
acknowledgement of the previous UDV transfer is received and assimilated.

Each Reporting Area is responsible for defining the UDVs for the sites within the Reporting
Area.

Add SURVS-TB User Defined Data

To add SURVS-TB UDV information...
1. Open the Surveillance module.

2. Open the Surveillance menu and select the SURVS-TB UDV option or click the
SURVS-TB UDV button on the toolbar.

2

If no client is currently in focus, the Change Focus window will open, enabling you to select one.

The SURVS-TB User Defined Variable window is displayed.

|»

Userl: |ELIENT IS HEARING IMPAIRED

User2: [CLIENT DOES NOT DRIVE

User3:

Userd:

Uzers:

Uszerb:

|
|
|
! v| _Goss |

You can use the vertical scroll bar to display additional User fields.
3. Enter the user defined variable information in the appropriate User field.
. Click the Save button.
5. Click the Close button.
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Edit SURVS-TB User Defined Data
To edit SURVS-TB UDV information...
1. Open the Surveillance module.

2. Open the Surveillance menu and select the SURVS-TB UDV option or click the
SURVS-TB UDV button on the toolbar.

3. Modify the UDV.

4. Click the Save button to save the data.
5. Click the Close button.
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Browse Surveillance Reports

Browse allows you to view a list of clients who have RVCT, Initial Drug Susceptibility, or Case
Completion data entered in TIMS. You can filter the list to display clients with one, two, or all

three reports.

Note: All users have access to the Browse Reports.

Review Browse Reports

To view a list of clients with reports...
1. Open the Surveillance module.

2. Open the Surveillance menu and select the Browse option or click the Browse
button on the toolbar.

The Browse window is displayed.

— Surveillance Re

orks

Date Repoited A Name i First HName Report StCaze # | City/Cnty # |

04/01/1996  |JAMES BETT" RWCT 930000007 -

03/01/1996  |JOMES Fal L RWCT 930000004

m/01/1936  JOMES SHAROMN FWCT 930000024

0./01/1996  JOMES SHAROM Follows Up 2 930000024

0./01/1936  |JOMES SHAROM Fallows Up 1 930000024

04/01/1936  |MABEY ACKIE RWCT 930000030

04/01/1936  |MABEY ACKIE Fallow Up 2 930000030

04/01/1996 | MCCALL OHM RWCT 930000021

04/01/1996  |MCCALL OHM Follow Up 2 930000021

04/01/1996 | MCCALL OHM Follows Up 1 930000021

04/01/1996  |MILLER 04N FWCT 930000033 J
— Filter

[~ RYCT [ Follow Up 1 [~ Follow Up 2 Close |

By default, all surveillance reports are displayed. You can click on the column headings to re-sort
data in the list. For example, clicking on the Last Name heading will re-sort the data in alphabetical
order according to last names. You can use the vertical scroll bar to display additional surveillance
reports.

3. Select the filter option(s) to display only the specific reports checked.

Filter
{ [ RYCT

¥ Follow Up 1

4. Click the Close button to exit the window.
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Surveillance Record Deletion

TIMS allows the initiating site of a record to delete, undelete, and purge surveillance data from
TIMS (this includes RVCT, Initial Drug Susceptibility Report, Case Completion Report, Case
Verification, and surveillance-related UDV). TIMS also allows the deletion of both the
surveillance and client information if the client does not have any patient management
information. When only surveillance data are deleted, information that is generated from the
Client and Patient Management modules are not deleted.

A new, never transmitted record can be deleted and then purged, or a new record can be deleted
and then undeleted. Previously transmitted data can be marked for deletion and transferred as a
deletion. In addition, previously transmitted data can be marked for deletion and then undeleted
prior to creating a data transfer file. Once the transferred data have been assimilated at the upper
level and the acknowledgement assimilated at the initiating level, the deleted record must be
purged prior to creating another Surveillance data transfer.

Note: Only the TIMS System Administrator can delete, undelete, and purge a surveillance
record.

Note: Data for clients with surveillance records marked for deletion will not appear on most of
the surveillance module reports.
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Status Codes

The following table explains the status codes that display on the Deletion of RVCT window and
the Deleted Records Report.

Status Status | Description Available Actions
Code
New NYQ * Entered N/A
* Never Transferred
* Not Deleted
New XYQ * Entered * Can be Undeleted
Deleted * Never Transferred * Can be Purged
* Deleted
Transferred | XYK « Record Transferred N/A
» Acknowledgment not
Assimilated
* Not Deleted
Transferred | DYK « Record Transferred « Can be Undeleted by initiating site
“Deleted » Acknowledgment not » Cannot be Undeleted by non-
Assimilated initiating site
* Deleted post-transfer  Cannot be Purged by either site
Updated uyQ * Record Transferred N/A
» Acknowledgment Assimilated
* Not Deleted
Updated- DYQ * Record Transferred « Can be Undeleted by initiating site
Deleted » Acknowledgment Assimilated | « Cannot be Undeleted by non-
* Deleted (pre or post initiating site
Acknowledgment « Cannot be Purged by either site
Assimilated)
Deleted DNK | « Deletion Record transferred « Cannot be Undeleted
» Acknowledgment not « Cannot be Purged
Assimilated
Purge DNQ * Deletion Record Transferred | » Cannot be Undeleted
» Acknowledgment Assimilated | « Must be Purged
Incomplete | DYL * Transfer process terminated N/A
prior to creating the data
transfer file

Note: Records converted from SURVS-TB at the Reporting Area will initially display "New."
Records "spun-off" to level-one sites will initially display "Updated."
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Surveillance Record Deletion (RVCT Data)

TIMS allows you to delete surveillance data. RVCT, Initial Drug Susceptibility, Case
Completion Report, and SURVS-TB UDV data make up the deleted surveillance record. If the
record you are deleting has already been transmitted as an active record to the next highest-level
but the acknowledgement has not been assimilated, a "delete record™ instruction is sent when
this record is eligible for its next transfer. When the acknowledgement of the deletion is
received and assimilated, the record can be purged. For a complete list of deleted records and
records that are eligible to be purged, run the Deleted Records report. See Appendix RPT SUR
for details.

Updates to client and address information for clients with deleted RVCTs are saved in the
client's record but are not transmitted to the next higher level.

On the Surveillance Record Deletion window, converted SURVS-TB records have a New status.
Converted records at Level 1 display an Updated status.

To delete an RVCT (Surveillance data)...
1. Open the Surveillance module.

2. Open the Surveillance menu and select the Surveillance Record Deletion option
or click the Surveillance Record Deletion button on the toolbar.

%

The Surveillance Record Deletion client list window is displayed.

Suresllance Recod

|_||1?_.u5|1 TERHEE] -
P [anmEn  pranaes T TP

EFORTARE JILISITEET  Pew
P [EREERERER Mew =

| T FGLOEAL E [rzhznsn peanies

[Beieis | undcicie | Puae | gose |

You can click on the column headings to re-sort data in the list. For example, clicking on the Last
Name heading will re-sort the data in alphabetical order according to last names. Only records
that can be deleted or purged at your site will be displayed. Lower level records that do not need
to be purged will not appear.

3. Click on the record to be deleted and click the Delete button.

To select more than one record at a time, hold down the control key and select appropriate
records by clicking with the mouse. Only the options appropriate for that record will be enabled.
Once deleted, the status of the record will be updated to New-Deleted, Transferred-Deleted, or
Updated-Deleted.

The Surveillance Record Deletion option window is displayed.
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Ilgrﬁ Surveillance Record Deletion

Far client(z] selected:

& Delete Survellance information only

" Delete bath Surveillance and Client infarmation

Cancel |

4. Choose to Delete Surveillance information only or Delete both Surveillance
and Client information.

If you select to delete both Surveillance and Client information, TIMS will provide you with a list
of any program management and/or daily program operations information that exists for the
client. You will be able to delete this information along with Surveillance and Client information.
However, you will not be able to undelete program management and/or daily program operations
information once you delete it. Also, if the client has any contacts that have been converted or
merged, then you may only choose to delete surveillance records.

5. Click OK to proceed or Cancel to return to the Surveillance Record Deletion
client list window.

6. If you choose to Delete Surveillance Information only, proceed to step 7.

If you choose to Delete both Surveillance and Client information (and if Patient
Management and/or Daily Program Operations information exists for the client),
the following window is displayed:

50 Surynillance Aeced Dalotion

Inbormastion esdsts for BOY, BIG

Patien Hanagement wWirdowss: D ally Proguam Dperations: Wndoss:

Bppoaninistl
[ gz
Deasd sn
Heoip

I b
Sk Tesl

WARKNEG: Onos delsted pou vall not be sble lo resioee sng of the sboee nlamation.

& [elele purvelsncs records DMLY
i Dimlele sl nformation

Delete | Cancel
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After viewing the Patient Management and/or Daily Program Operations
information that exists for the client, choose to Delete surveillance records
ONLY or Delete all information.

Click Delete to continue, or Cancel to return to the Surveillance Record Deletion
client list window.

The Warning message box appears.
Warning I

@ R ermowve information for BOY, BIG, Are you sure?

Click Yes to confirm that you want to remove the information or click No to
return to the previous window.

7. If the record has a status of Transferred, the Transfer Flags Information message
box is displayed. Since the record had previously been transferred, other levels
need to be notified of the deletion. This will occur during the next transfer
process. Click the OK button to close the Transfer Flags message box.

The message box will appear once for each record type deleted i.e., RVCT, Initial Drug
Susceptibility, and Case Completion Report.

Transfer Flags [ <]

\i',) Thiz record has been packed. Other levels will not be notified of thiz deletion until the nest
transfer process.

8. Click the OK button to close the Surveillance Record Deletion message box.

Surveillance Record Deletion Ed |

@ Surveillance record and aszociated records deletion iz successiul

9. If there are no more records to delete, click the Close button.
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Undelete an RVCT (Surveillance Data)

TIMS allows you to undelete (return to active status) previously deleted surveillance records. If
client information was deleted that information will be restored with the surveillance
information. Only the site that entered and deleted a record can undelete the record. A
surveillance record cannot be undeleted if it has already been prepared for transfer as a deleted
record.
To undelete an RVCT (surveillance data)...

1. Open the Surveillance module.

2. Open the Surveillance menu and select the Surveillance Record Deletion option
or click the Surveillance Record Deletion button on the toolbar.

%

3. Click on the record to be undeleted and click the Undelete button.

To select more than one record at a time, hold down the control key and select appropriate
records by clicking with the mouse. If the Undelete button is not enabled, the selected record
cannot be Undeleted. See the Status Codes chart earlier in this chapter for additional
information. The status of the record will be updated to New, Transferred, or Updated.

The Surveillance Record Undeletion message box is displayed.

Surveillance Record Undeletion |

@ Surveillance record and associated records undeletion is successiul

4. Click the OK button to close the Surveillance Record Undeletion message box.
5. Click the Close button.
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Purge an RVCT (Surveillance Data)

The Purge button is used only when a deleted surveillance record that is eligible for permanent
removal must be removed from the TIMS Database. Client, Patient Management, and Daily
Program Operations information will either be purged or not purged depending on the option
chosen during the delete process. Choosing the Purge button will allow you to see the records
eligible to be purged.

Warning: Once a surveillance record is purged from the database, it cannot be retrieved.

To purge an RVCT (surveillance data)...
1. Open the Surveillance module.

2. Open the Surveillance menu and select the Surveillance Record Deletion option
or click the Surveillance Record Deletion button on the toolbar.

%

The Surveillance Record Deletion window is displayed.

D[l Survebece [dsSerasor Dus ok Sapeir Wirdos Heb =l
® A OT O e 45 s EEmTODE -] 7

e ||..- | p,.”l Dhais I

If the Purge button is not enabled (does not appear in black), there are no records to be purged.

3. Click the Purge button.

All records that are eligible to be purged will be displayed in the Verify Surveillance Record
Deletion window.

e Weiily Suivellance Recoid Delkelnm

Suvsilancs ecod

Laet Mame | Fael Mame | | Dabe of Dtk Date A Ghate 0 | Citg/Crdyll fksbug
T T AR S 1EHS ™

CAUTION: This Rt o RVCT I wall b deleted arnlly [-E

[0 ] Gunow |
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4. Click the OK button to verify the removal of the surveillance record(s). Click the
Cancel button to stop the purge operation and return to the Surveillance Record
Deletion window.

The Warning message box appears.

-+ Warning! X

IF a PC or mainframe surveilllance database is being maintained parallel to
TIMS. a purge should not be performed until the deleted record information is
exported to the parallel application uging the Flat File Automated Export utility
in the System module.

If the records are purged before the deletion information iz exported, the
records will need to be removed manually from the parallel application.

Purge | LCancel |

5. Read the warning, and then click the Purge button to complete the purge
operation. Click the Cancel button to stop the purge operation and return to the
Surveillance Record Deletion window.

All the eligible surveillance records are permanently removed from the list and the database.
6. Click the OK button to close the RVCT Purge message box.
RYCT Purge

@ 1 BWCT record and itz aszociated recaordz, if any, have been purged.

7. Click the Close button on the Surveillance Record Deletion window.
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Data Generation

Some information in the Surveillance module can be entered in the Client and Patient
Management modules. The Data Generation feature allows you to copy entries from the Client
and Patient Management modules into the Surveillance module, prohibiting duplicate entries.
Some questions are automatically generated and others are designed to allow you to manually
generate and clear the generated fields to enter different data. If data are generated using the
Data Generation feature, it will be updated each time the Report is opened. For any generated
question, any information manually entered will be replaced with the corresponding information
from the Patient Management module. If there is no corresponding information from Patient
Management, the field will be blank. Once the information is generated for a field, it is disabled
for entry until it is cleared.

In order for generated data to be 'refreshed," the surveillance window must be re-opened and re-
saved.

TIMS provides the following options under the Data Generation option:

» Generate - generate a single question or multiple questions
* Generate All - generate all eligible questions

» Clear - clear a single question or multiple questions

» Clear All - clear all generated questions

A list of all items that are generated is available on the Data Generation Table later in this
chapter. Items that are automatically generated are: State Reporting, State Case Number,
City/County Case Number, Address for Case Counting, Month-Year Counted, Date of Birth,
Sex, Race, Ethnic Origin, Country of Origin, and Month-Year Arrived in U.S. All these items
except Month-Year Counted are entered in the Client module. Month-Year Counted is entered
on the Case Verification window.

Note: Users with Medium and Low security access cannot use the manual Data Generation
option.
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Generate a Single Question

Data Generation is performed in the Surveillance module for questions in the currently displayed
report (i.e., RVCT, Initial Drug Susceptibility, or Case Completion).

To generate a single question...

1.
2.

Open the Surveillance module.

Select the report that includes the question to be generated: RVCT, Initial Drug
Susceptibility, or Case Completion.

If no client is currently in focus, the Change Focus window will open, enabling you to select one.

Select the question you want to generate by clicking within that question.
Do one of the following:

* Open the Data Generation menu and select Generate.
* Right-click the mouse on the question number and select Generate from
the pop-up menu.
Click the No button on the Generate dialog box to generate only the selected
question. Click Cancel to abandon the generate operation.
Any manually entered data will be overwritten.
Generate |

@ Generate Other Questions Too?

Ho | Cancel |
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Generate Multiple Questions

To generate multiple questions...
1. Open the Surveillance module.
2. Select the report that includes the questions to be generated: RVCT, Initial Drug
Susceptibility, or Case Completion.
If no client is currently in focus, the Change Focus window will open, enabling you to select one.
3. Select a question you want to generate by clicking within that question.
4. Do one of the following:
* Open the Data Generation menu and select Generate.
* Right-click the mouse on a question number and select Generate from the
pop-up menu.
5. Click the Yes button on the Generate dialog box to generate multiple questions.
Click Cancel to abandon the generate operation.

Generate |

@ Generate Other Questions Too™®

Ho | Catcel I

The List of Questions window is displayed.

I_ﬁl RVLT Lizt of Questions

¥ 13, Stabuz o Disgross of T8

[T 14. Previous Disgroziz of TH

[_ 15, Magor Sibe ol [Digease

[+ 16. Addional Sie of Diseaze

[T 17. Spubum 5mear

[T 18, Sputum Cultuse

[T 19. Miciozcopic Exam of Tissues
and Other Body Fluids

23, HY Sialuz

2. Homeless Within Past Ve

%5, Hezident of Loaness bl B acally

al T o Dnssdmioses

26, Aesident of Long-T ermm Care Faxility
alt | TR T

&F. Imbeal Diug Hegmen

28. Date Therapp Starbed

[_ 0, Culbme of Tizzee 29 Dmjrcbineg Diug Uas wWithin Fadl T ea
arl Dtk Hm Flhunds . Hor-Imeching Diug Use 'wWillin Pasl Y ea
[+ 21. Chest X-flay . Excess Aloohol Use Within Past Yea

A, ccupalubmn

EEEEEE B EEE

[T 22, Tubesculin[M antous) Skin Test
al Teme of Diagnosss

[ ok | cancel |

If the question has a » or an X'it will be generated. To remove the selection of a question, click
on the question again. If a question is listed with gray type rather than black type, it is not eligible
for generation.

Select the questions to be generated.

Click the OK button to generate the information. Click Cancel to abandon the
generate operation.

Version 1.10 February 2001 4-39



Chapter 4 - Surveillance

Generate All Questions

Note: This feature will overwrite previously entered information with the corresponding
information entered in the Patient Management module or will clear the information if no
Patient Management information is available.

To generate all questions...
1. Open the Surveillance module.

2.

5.

Select the report which includes the questions to be generated: RVCT, Initial
Drug Susceptibility, or Case Completion.

If no client is currently in focus, the Change Focus window will open, enabling you to select one.
Do one of the following:

* Open the Data Generation menu and select Generate All.

* Right-click the mouse and select Generate All from the pop-up menu.
The Data Generation dialog box is displayed.

Data Generation |

Q Do you want to generate all subjects?

Cancel |

Click the OK button on the Data Generation dialog box to generate all questions.
Click the Cancel button to abandon the generate operation.

Questions which contain generated data appear with gray type rather than black type and cannot
be edited.

TIMS displays an information window that provides the user with a list of
questions that were not generated. Click the OK button.

The following questions are not generated : B4
(3. Date Subrnitted.
G5 Month-T'ear Reported.
[13. Statuz at Diagnosiz of TE.
(6. Additional Site(z] of Dizgease.
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Clear a Single Question
A single question can be cleared whether it was manually input or generated.

1.
2.

Open the Surveillance module.

Select the report that includes the question to be cleared: RVCT, Initial Drug
Susceptibility, or Case Completion.

If no client is currently in focus, the Change Focus window will open, enabling you to select one.

Do one of the following:

* Open the Data Generation menu and select Clear.
* Right-click the mouse on the question number and select Clear from the
pop-up menu.
The Clear dialog box is displayed.

Clear I

@ Clear Other Questions Too?

Cancel ;

Click the No button in the Clear dialog box to clear only the field selected. Click
the Cancel button to abandon the clear operation.

Clear Multiple Questions

Only generated questions can be cleared using the Clear Multiple Questions feature.

To clear multiple questions...

1.
2.

Open the Surveillance module.
Select the report that includes the questions to be cleared: RVCT, Initial Drug
Susceptibility, or Case Completion.
If no client is currently in focus, the Change Focus window will open, enabling you to select one.
Do one of the following:

* Open the Data Generation menu and select Clear

* Right-click the mouse over the question and select Clear from the pop-up

menu.
The Clear dialog box is displayed.

Clear I

@ Clear Other Questions Toao?

Cancel i

Click the Yes button in the Clear dialog box to select the questions to be cleared.
Click the Cancel button to abandon the clear operation.
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The List of Questions window is displayed.

6.

I_E-l_l' Followup-2 Report List of Questions

[T 35. Sputum Culture Conversion Documented
[ 36. Date Therapy Stopped

[¥ 37. Reason Therapy Stopped

[ 38 Type of Health Care Provider

[ 39. Directly Observed Therapy

[ 40. Final Drug Susceptibility Bezultz

[ 41. Final Susceptibility Results

(1] 4 Cancel

If the question has a « or an X'it will be cleared. To remove the selection of a question, click on
the question again.

If a question is listed with gray type rather than black type, it is not eligible to be cleared.
Select the questions to be cleared.
Only questions that have been generated will be available to be cleared.

Click the OK button. Click the Cancel button to abandon the clear operation.

Clear All Generated Questions

To clear all generated gquestions leaving them blank and enabled for data entry...

1.
2.

Open the Surveillance module.

Select the report that includes the questions to be cleared: RVCT, Initial Drug
Susceptibility, or Case Completion.

If no client is currently in focus, the Change Focus window will open, enabling you to select one.

Do one of the following:

* Open the Data Generation menu and select Clear All Generated.
* Right-click the mouse and select Clear All Generated from the pop-up

menu.
The Data Generation dialog box is displayed.

Data Generation |

Q Do you want o clear all subjects?

Cancel |

Click the OK button in the Data Generation dialog box to clear all generated
questions. Click the Cancel button to abandon the clear operation.
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Data Transfer

TIMS has two surveillance data transfer features, the Surveillance transfer and the National
Electronic Telecommunication System for Surveillance (NETSS) transfer. The Surveillance
transfer feature is used to prepare new, modified, and deleted Report of Verified Case of
Tuberculosis (RVCT), Initial Drug Susceptibility Report, and Case Completion Report records
for transmission to the next higher level and the Division of Tuberculosis Elimination (DTBE)
at CDC; DTBE receives and analyzes surveillance data collected in TIMS. The NETSS feature
creates a file of counted case information for the state epidemiologist's office to transmit to CDC
to be included in the Morbidity and Mortality Weekly Report (MMWR).

After surveillance information is entered, edited, or deleted, the Surveillance transfer will
prepare the record for transmission to the next higher level until it reaches the DTBE. Patient
identifiers (i.e., name and client address), user-defined fields, and comments are not transmitted
to the CDC. Reporting Area sites add State Case Number, count status, Month-Year Counted,
and MMWR Reporting Date information to surveillance records that originate at lower-level
sites. This information is transferred to the originating site and added to the originating site's
surveillance RVCT record.

Surveillance records are encrypted during the transfer process to ensure patient confidentiality.
The records are also compressed to reduce transmission time.

NETSS files should be transmitted to the state epidemiologist's office on a weekly basis as
requested by CDC. All TB cases assigned an MMWR Reporting Date on the Case Verification
window will be included in the NETSS transfer. The Reporting Area should coordinate with the
state epidemiologist's office to determine a weekly schedule for submitting data from TIMS.
The NETSS files do not contain any confidential patient identifiers and are not encrypted. See
Appendix SUR XI for the NETSS record format.

The TIMS System Administrator must specify the destination to which the Surveillance and
NETSS files will be copied in the Preferences option of the System module. If the destination
directory is not specified, an error will occur and the operation will fail.

HETS5 Transfer E

e NETSS File Directory Mot Defined!

Flease Refer to Preferences in System Management

Note: Only the Reporting Area level can access the NETSS Transfer. Users with Medium and
Low security access cannot use the Surveillance Data Transfer option.
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Surveillance Transfer Definitions

Transfer - the electronic preparation of data that will be sent from one site to another. The
information is prepared in the Surveillance module, using the Data Transfer feature. The actual
transmission of the data to the other site is done using the OutBox feature in the System module.
See Chapter 7 - System Module for information about OutBox.

Acknowledgement - an electronic confirmation that previously-transmitted data have been
received and assimilated by the intended site. The acknowledgement is automatically created
when the surveillance data received are assimilated into the receiving site's database. The
acknowledgement is delivered during the next transmission session when a lower site calls the
higher site. See Chapter 7 - System Module for information about the Dial feature.

Transmission - a feature in the System module that provides electronic movement of prepared
data from one site to another site via modem. See Chapter 7 - System Module for more
information about Transmission.
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Surveillance Reporting Hierarchy

Surveillance data are collected and transferred to the next higher level until reaching the CDC.
During a Surveillance transmission, information can be transmitted between a:

» Level 2 site and a Level 1 site
» Level 1 site and the Reporting Area
* Reporting Area and the CDC

Data cannot be transmitted between:

» Local sites at the same level (Level 1 to Level 1, Level 2 to Level 2)
* Reporting Areas

* Reporting Area and Level 2 sites

* CDC and Level 1 or Level 2 sites

The Reporting Area is the only location that can enter a State Case Number, count status,
Month-Year Counted, and MMWR Reporting Date. This information is returned to the
originating site as a surveillance data transfer during a future modem transmission. If the
originating site is a Level 2 site, the information will be transmitted first through the
intermediary Level 1 site and then to the Level 2 site.

After the information is transmitted and assimilated by the receiving site, an acknowledgement
is automatically created at the receiving site to confirm that the information was successfully
received and assimilated. The acknowledgement will be transmitted to the originating site
during the next data transmission session initiated by the lower level site.

Note: While data flows in both directions, the lower-level sites must always initiate (dial) data
transmission sessions. See Chapter 7 - System Module for additional information.

The Case Number fields (State and City/County) are disabled and are no longer accessible once
the data have been prepared for transfer.

If a record has been updated but the acknowledgement of the previous transfer for the record has
not been received and assimilated, the current changes to this record will not be included in the
next transfer.

Note: A higher site cannot call a lower site. Information is only exchanged during a data
transmission session initiated by the lower site to the higher site.

The chart on the following page displays the flow of Surveillance data between the different
levels.
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Surveillance Reporting Hierarchy

CDC CcbC CcbC CDC CDC CcbC CcbC CDC CbC CcbC
Reporting Reporting Reporting Reporting Reporting Reporting Reporting Reporting Reporting Reporting
Area Area Area Area Area Area Area Area Area Area
Level 1 Site Level 1 Site Level 1 Site Level 1 Site Level 1 Site Level 1 Site Level 1 Site Level 1 Site Level 1 Site Level 1 Site
Level 2 Site Level 2 Site Level 2 Site Level 2 Site Level 2 Site Level 2 Site Level 2 Site Level 2 Site Level 2 Site Level 2 Site
| | ] | | ] | | | ]
| | | | |
Level 2 Site Level 1 Site Level 1 Site Level 2 Site Reporting Area
transmits data to transmits data to receives updated receives updated transfers data to
Level 1 Site Reporting Area data from data from CDC
. . ) Reporting Area* . Level 1 Site* . .
Level 2 Site receives Level 1 Site Level 1 Site Level 2 Site Reporting Area
acknowledgment from receives transmits transmits receives
Level 1 Site acknowledgment acknowledgment acknowledgment acknowledgment
from Reporting to Reporting Area to Level 1 Site from CDC
Area

Reporting Date.

*Updated data pertains to State
Case Number, count status,
Month-Year Counted, and MMWR
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Transfer Surveillance Information

Surveillance data travels in two directions. New and updated Client and Address data along
with new, updated, and deleted RVCT, Follow Up-1, Follow Up-2, and SURVS-TB user-
defined variables (SUDV) transfer up to the next higher-level site. Client and RVCT records
that are updated at the reporting area travel down to the Level 1 or Level 2 site where the record
originated. If the originating site was a Level 2 site, the data are prepared for transfer to the
intermediary Level 1 site. The Level 1 site will later prepare the data for transfer to the
originating Level 2 site.

Record Status: Record Status:
Transferring UP Transferring DOWN
Client New and Updated Updated
Address New and Updated
RVCT New, Updated, Deleted | Updated

Follow Up-1 New and Updated
Follow Up-2 New and Updated
SUbVv New and Updated

To transfer Surveillance data...
1. Open the Surveillance module.

2. Open the Data Transfer menu and select Surveillance.

The TIMS System Administrator should designate the location of the OutBox in the Preferences
window of the System module prior to transferring surveillance data (See Chapter 7 - System
Module).

The Transfer window is displayed.

148 Transle=s M= E
Total numben
Twamsfeming Up  Transfening Down

ICleesnil: 1] 1]
Bilideizs 1] 1]
AVCT: 1] 1]
Fallorer Up-1: 1] 1]
Fallos Lp-* 1] 1]
SO 1] 1]
Totak 0 0

Tnanster | ok | Reset
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3. Click the Transfer button to create a transfer.

Click the OK button to cancel the transfer operation. The use of the Reset button is described in
the Reset Surveillance Transfer Flags section later in this chapter.

TIMS performs two searches when performing the transfer operation. First, TIMS
checks to ensure that there are no records that must be purged in the database. If
these records exist, the following error message appears and you must use the
Purge command on the Deletion of RVCT window before you can transfer the
surveillance data. See Purge an RVCT (Surveillance Data) later in this chapter for
details.

Purge R¥CT Records E

e 2 Record(z] need to be purged before kransfer can be intiated!
Pleaze PURGE ALL deleted recaords first!

Second, if no records need to be purged, TIMS searches the database for the
records that need to be transferred to the next higher-level site (and at the
Reporting Area, for any records that were updated at the Reporting Area and need
to be transferred back to the originating site).

Information about the tasks the Transfer process is performing appears in a series of windows. |If
there are only a few records to transfer, this information will appear and disappear very quickly.

When the transfer process is complete, the Data transfer preparation is complete message box
appears. Click OK to close this message.

[Fala lnanzlos pieparabion i Complels -

i 1 Fiecoids: vera prepaied loi
oy CADDDO

The Data Transfer Preparation window is then displayed. Click OK to close this window and view
the Transfer window.

D ata Transfer Preparation

TS iz finizhed creating the surveilance data tranzfer files.
'ou may niow go ko the Seetem Maodule ta transmit the carresponding filels] ta the
appropriate zite.
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The Transfer window displays the number of each type of record included in the transfer up and
transfer down.

& Transfer M=l
Total number
Tranzsfernng Up Transfeming Down
Client: 1 1
Address: 11 1]
RYCT: 15 1
Follow Up-1: 10 1]
Follow Up-2: 10 1]
SUDY: 0 0
Total: 57 2
‘ oK ‘ Beset ‘

The example above was created at a Level 1 site. As the window indicates, 11
Client records, 11 Address records, 15 RVCT records (four records are deleted),
10 Follow Up-1 records, and 10 Follow Up-2 records will be transferred to the
Reporting Area site. One Client record and 1 RVCT record have been updated
and will be transferred back to the Level 2 site. The Client record count will
always match the RVCT record count on records transferring down.

Only Client and RVCT records are transferred down and there is always a one-to-
one correlation.

The following information is transferred:

* Client - new and updated records

e Address - new or updated address

* RVCT - new, updated, and deleted records

* Follow Up-1 - new and updated records

* Follow Up-2 - new and updated records

e SUDV - new and updated records. Changes to TIMS Global User Defined
Variables will increase the count status for their corresponding record type
and will be transferred to the Reporting Area. See Chapter 7 - System
Module for information on TIMS Global User Defined Variables.

Only the form that is added or updated is transferred, not the entire record. For
example, when a Follow Up-2 is added or updated, only the Follow Up-2 is
transferred. The associated RVCT and Follow Up-1 are not transferred unless
they have also been added or updated.

When at a Reporting Area site, the Client, Address, and SUDV figures will
always be 0 in the Transferring Up column. Patient identifiers (i.e., name and
client address), user-defined fields, and comments are not transmitted to the
CDC.

When an RVCT is deleted, only the RVCT record (with the delete information) is
transferred to the higher site. The associated records (Follow Up-1, Follow Up-2,
and SUDV) are removed when the surveillance record is purged. Client and
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Address information is not deleted. Case Number (State and City/County)
information is sent with the Client information and is not affected by RVCT
deletions.

If there are no records eligible for transfer, the Data Transfer Complete message

box will appear. Click OK to close it and return to the Surveillance Transfer
window.

Data Tranzfer Complete B

@ Mo records were found that are eligible to be transferred,

Click the OK button to return to the Surveillance main menu.

You must go to the System module to complete the transmission, receive acknowledgement, and
print reports. See Chapter 7 - System Module for more details.
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Reset Surveillance Transfer Flags

If record counts or updates between sites do not correspond and all attempts to correct the
situation have failed, it may be necessary to transfer all surveillance records to the next level.
This is a password-protected functionality.

When you prepare surveillance records for transmission using the Data Transfer function, an
unseen value associated with each record that will be transferred changes from Unsent to Sent.
If your site must re-send all the surveillance records, use the Reset command to change the value
for each surveillance record to Unsent.

The Unsent flag affects records that travel both up and down. You will then use the usual data
transfer steps to prepare these records for transfer. Deleted surveillance records must be purged
prior to performing the reset operation.

Note: Only a TIMS System Administrator can perform the Reset operation.

To reset surveillance transfer flags...
1. Call the TIMS Help Desk at (404) 639-8155 to receive a Reset password.

2. Open the Surveillance module.

3. Open the Data Transfer menu and select Surveillance.
The TIMS System Administrator should designate the location of the OutBox in the Preferences
window of the System module prior to transferring surveillance data (See Chapter 7 - System

Module).
The Surveillance Transfer window is displayed.

268 Transies M= E3

Total numbes
Tamsfeming Up  Transfening Down
Clenl i}
Biildeizs
AVLCT:
Fallorer Up-1:
Filloss -3
SUIb-

Totask

_T_lﬂlllrl oK | Reset |

Click the Reset button.

5. Enter the password provided by the TIMS Help Desk and click the OK button.
Click the Cancel button to close the Password dialog box and return to the
Transfer window.

Flease enter password
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6. Select the Type of Reset. Click Cancel to terminate the Reset process.

’_II'HI:II:I:: T sz DN Rzt

» Select All to reset the surveillance transfer flags for all records (proceed to
steps 8-10).
» Select Partial to reset only unacknowledged transferred records (proceed
to step 7).
7. If Partial Reset is selected:

Once the transfer flags have been reset on the unacknowledged records, the
following message box appears.

Partial Reszet Ed

@ Feszet of Transfer Flags Completed Successfully!

Click the OK button to close the Partial Reset message box. Proceed to step 11.

8. If All records are selected to be reset:
The Reset Flags dialog box is displayed.

Heset Flags

This will Reset the Data Transfer Flags for : OR0DODO

| Include Lower Site(z] ... | Exclude Lower Site[z]...

LCancel

Do one of the following:

» Click the Include Lower Site(s) button to reset the transfer flags for all the
surveillance records stored in the database at your site, including the records
created at lower level sites. Using the Include Lower Site(s) feature
synchronizes the entire reporting hierarchy on the data at your site. The
records are then sent both up and down to all appropriate sites during the
normal transfer and transmission process. Once assimilated at the other sites
on the reporting hierarchy, the data are synchronized at all points on the
hierarchy.

If the site has a large database, this process may take a few minutes.

Or
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e Click the Exclude Lower Site(s) button to reset the transfer flags for only
those records created at your site. The transfer flags for the records that have
been transferred from lower-level sites (if any) will remain unchanged.

Or

» Click the Cancel button to abandon the reset transfer flags operation and
return to the Transfer window.

9. |If deleted records exist, the Purge RVCT Records message box will appear telling
you that you need to purge the records before proceeding.

Purge RYCT Records B

1 Fiecord(s] need to be purged before Fleset can be initiated!
Please PURGE ALL deleted records first!

Click the OK button to return to the Transfer window. Once the deleted records
have been purged, you can re-start the Reset option on the Transfer window.

10. When all transfer flags have been reset, the Reset Flag message box appears.
Click the OK button to close the Reset Flag message box.

‘Hir} Flstet of Tesreled Flags Compleled Succasthuld

11. Click the OK button to close the Transfer window.
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Transferring NETSS Files

Reporting Areas can transfer data collected in TIMS using the National Electronic
Telecommunication System for Surveillance (NETSS). Although not required, CDC strongly
encourages Reporting Areas to use TIMS to send NETSS files to the state epidemiologist's
office on a weekly basis. This data will be subsequently included in the Morbidity and
Mortality Weekly Report (MMWR). Using TIMS to prepare the file will ensure consistency in
the number of TB cases reported to the MMWR and to the Division of Tuberculosis Elimination
(the division at CDC that receives and analyzes surveillance data collected in TIMS). The
weekly deadline for submitting NETSS data from the state epidemiologist's office to CDC varies
by Reporting Area and is at Noon (12 p.m.) on either Monday or Tuesday. TB program
personnel should coordinate with the state epidemiologist to determine a weekly schedule for
submitting NETSS data from TIMS.

Clients with RVCT records that are given an MMWR Reporting Date on the Case Verification
window are included in the NETSS transmission. The MMWR Week and Year is calculated on
the Case Verification window from the MMWR Reporting Date. An MMWR week is Sunday
through Saturday. An MMWR year consists of a series of MMWR weeks, thus the start and end
date of an MMWR year may differ slightly than a standard calendar year. For example, the
MMWR year 1998 is from 1/4/1998 to 1/2/1999.

The TIMS System Administrator should specify the destination to which the NETSS files will
be copied in the Preferences option of the System module.

When more than one diskette is used, the same sequence in which the file is copied must be
maintained by the receiving site when processing the diskettes into their database. Label all
diskettes in the correct sequence.

The NETSS files does not contain any confidential patient identifiers and are not encrypted.

There are three types of NETSS records: Detail, Deletion, and Verification. See Appendix SUR
Xl for detailed information on the record layout.
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Create a Weekly NETSS File

The Weekly NETSS transfer file must be generated even if zero (0) records are to be transferred.
The Weekly NETSS transfer file contains at least one verification record that indicates the total
count from the beginning of the MMWR Reporting year through the current MMWR Week.
Multiple verification records will be included in the NETSS transmission file if the file contains
NETSS records that span more than one MMWR vyear. If records are updated from a previous
year, the records will be included in the next NETSS transmission and there will be two
verification records: one for the previous year and one for the current year.

To create a weekly NETSS file...
1. Open the Surveillance module.

2. Open the Data Transfer menu and select NETSS. Select Weekly from the
NETSS sub-menu.

The NETSS Weekly Data Transfer window is displayed.

UMETSS Tranzior - Waskly

Flease Erder the Dasred HETSE Diats Tesreker Dabe:

Traruber &l FAMWH Dats Theoughc |”"|“-':|”-' E
| WA ek 80 ol Year 2000 )

Mot Trarslm
All Reconds for bhee Cunrent BMWH Week il b
Incheduad mn the following Wesk s Data Trarnsio
File Conlent r';,,
Dk i I_ - |
[ b b I_

N I_ Cancel |

3. Enter or select a date in the Transfer All MMWR Data Through: field. Click
the Cancel button to abandon the Weekly NETSS Transfer operation.

The default date in the prompt window will be the current date. TIMS will automatically display
the correct MMWR week and year for the date entered. If the MMWR week displayed is incorrect
(for example, if the transmission is being prepared later than usual), enter the date for the desired
week and year of transmission. Only those records that have been added, deleted, or modified on
or before the ending date of the MMWR week specified will be included in the transmission. In
some instances this could include records that have been updated after the exact transmission
date selected. A record is eligible for transmission if it has been added, updated, or deleted after
the previous MMWR week transmission and the MMWR Reporting Date falls on or before the
specified MMWR week of the transfer.

4. Click the Transfer button to initiate the transfer process. A series of status
windows provide information about the tasks the NETSS process is performing.
If there are only a few records to transfer, the windows will appear and disappear
very quickly.
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A message providing the file name and location is displayed when the transfer is complete. The
NETSS Weekly transfer file is always named TB.DAT. TIMS creates an archive copy of each
weekly NETSS transfer file. See the Transfer Archived NETSS Files section for additional
information.

MET5S Transfer 1]

METSS “Weekly Transfer Completed!
TEB.DAT File haz been Stared in CATIMSY

Click the OK button to close the NETSS Transfer message box.

The NETSS Transfer - Weekly window will display the number of Detail, Deletion, and
Verification records included in the transfer.

8l NETSS Transfer - Weekly B

Pleaze Enter the Dezired METSS Data Tranzsfer Date:

Tranzfer All MbAWE Data Through: Ih”m 2000 -
[ MbWE Week 44 of Year 2000 ]
Note- Transfer |

All Records for the Current MMWR Week Will be
Included in the following Week's Data Tranzfer

File Content;

Detail: |-|— 1] 4
Dreletion; I ]
Yerification: I 1 Eancel

6. Click the OK button to close the NETSS Transfer - Weekly dialog box.
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Create a Year-to-Date NETSS File

The Year-to-Date transfer should occur only when there is a problem with the data previously
transferred. It contains one verification record that indicates the total year-to-date count and all
detail records to date for the selected year. Deletion records are never included in Year-to-Date
NETSS Transfer. The state epidemiologist's office must coordinate with the CDC NETSS
Coordinator at (404) 639-3673, prior to the transfer of the Year-to-Date file.

To create a Year-to-Date NETSS file...
1. Open the Surveillance module.

2. Open the Data Transfer menu and select NETSS. Select Year-to-Date from the
NETSS sub-menu.

The NETSS Year-to-Date Data Transfer window is displayed.

[E-[_I' METSS Transfer - Year-to-D ate

Pleaze Enter the Desired METSS 'ear for Data Transfer :

Transfer All MWR Data For: (2000 E

IEI'I 0242000 Ta I'I 243042000

File Content;

Detail: I—

Ok
Werfication: | Cancel |

3. The default year is the current year. You may change the year by entering or
selecting a new a year in the Transfer All MMWR Data For: box in the prompt
window.

4. Click the Transfer button to initiate the transfer process. Click the Cancel button
to abandon the NETSS Transfer Year-to-Date operation. A series of status
windows provide information about the tasks the NETSS process is performing.
If there are only a few records to transfer, the windows will appear and disappear
very quickly.

The NETSS Transfer information dialog box displays the path and file name of the Year-to-Date
file. Year-to Date files are named TBxxxx.DAT, where xxxx is the year specified.

METSS Transfer
METSS Tranzfer Completed!
TEB2000.0AT File has been Stared in C:5TIMSY

5. Click the OK button to close the NETSS Transfer message box.
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The window will display the number of Detail and Verification records included in the transfer.
The Year-to-Date file always contains one verification record. In this example, there are three (3)
detail records and one (1) verification record.

!_I-E_l' HETS5 Transfer - Year-to-Date

Fleaze Enter the Desired METSS Year for Diata Transfer :

Transfer Al MbAWR Data For, |2000 g

ID'I 0242000 Tao |1 243042000

Transfer
File Content:
Detail:
| 3
0K
Werification: | 1 Eancel

6. Click OK to close the NETSS Transfer - Year-to-Date window.
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Transfer Archived NETSS Files

The NETSS Transfer - Archive function allows you to transfer duplicates of the NETSS Weekly
and Year-to-Date transfer files. These files can be re-sent in the event that the original data
transfer is damaged or lost. The naming convention for the two types of NETSS archive files is
as follows:

The Weekly NETSS file name includes the MMWR transmission year plus the MMWR
transmission week number plus a sequence number followed by the NET file extension
(e.g., 20004401.NET). When sending weekly NETSS files, you must include all the files
in the sequence for the MMWR week you are sending because the data the files contain
are not inclusive. For example, if a record that was included in 20004401.NET is then
updated, you must create a new NETSS transfer file (20004402.NET) to transfer the
updated information. 20004402.NET would contain only the updated record. The
records in 20004401.NET that were not updated will not be included in 20004402.NET.

Year-to-Date NETSS files are named with the year they were created (YYYY) plus the
sequence they were created (01, 02, etc.) followed by the DAT file extension
(e.g., 200002.DAT).

To transfer Archived NETSS files...

1. Open the Surveillance module.

2. Open the Data Transfer menu and select NETSS. Select Archived from the
NETSS sub-menu.

The NETSS Archived Data Transfer window is displayed.

BEMNETSS Trantien - Aschive

Please Select The Desied Anckived Fi= Nem=
T b Fie-Trarwslened:

Fia Tupa
(N | ekl O estoDste
Cloze |

3. Use the options in the File Type group to filter the type of files displayed.

4. Select the Weekly or Year-to-Date file to be transferred.

The Transfer button is enabled when a file is selected. You can use the vertical scroll bar to view
additional files.

5. Click the Transfer button to initiate the transfer process. Click the Close button
to abandon the Transfer Archived NETSS Files operation.
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A message box describing the progress of the transfer will appear. When more than one diskette
is used, the sequence in which the file is copied must be used by the receiving site to process the
diskettes into their database. Label all diskettes in the correct sequence.

HETSS Transfer E

20003303 MET “Waz Succeszsfully Created in:
C:ATIMSY

6. Click the OK button to close the NETSS Transfer information window.
7. Click the Close button to close the NETSS Transfer - Archive.

Reports

The Surveillance Reports are defined in Appendix RPT SUR. A sample of each report is also
given.  The reports include Case Verification, Counted Cases, Not Counted Cases,
Demographics, Clinical Data, Case Follow-up, Completed RVCTs, Incomplete RVCTs,
Facsimile, Updated-in-Session, and Deleted Records.
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Data Entry for Surveillance Fields

A sample of each surveillance data entry screen is provided in this section with data entry
instructions on how to enter data from the paper form into each field. If a word is in italics see
the Data Entry Helpful Hints section earlier in this chapter for a definition for detailed
instructions.

Note: See Appendix SUR I for instructions on completing the data collection forms.

First RVCT Screen
The First RVCT Screen

SOUNDEX 1. State Reporting: 2. State Case 906131604
Number:
fEEs City/County
Alpha State Code lﬁ Case Number: I
3. Date Submitted: 4_ Address for Caze Counting:
[oE/m1 1558 [ By [AMAZON. AMELIA =] City: [PORTLAND
5. Month-Year Reported: | 5. Month-Vear Within City Limits: & Yes € Na € Unknawn
Coul E County: |DEIUGLAS
IUE.-"I 333 E IUB.-"'I 933 E
Zip Code: ISSSSS -ISSSS
7. Date of Birth: 8 Sex: 9. Race:
" Male ™ wihite: ™ American Indian or &laskan Mative
ID-I SIS E % Female (¢ Black € fsian or Pacific |slander
€ Unkrown = Urknown Specify: | |:|
10. Ethnic Origin: 11. Countiy of Origin: 12. Month-Year Arived [13. Status at Diagnosis of TB
" Hispanic =[5,  Unknown s & Al Uk
& Mot Hispanic " Mat LS. 070000 = ] nknown
=

_DI Save | Screen 2 > | Close |

This first screen is used to enter the answers to questions 3, 5, and 13. TIMS displays the
client's demographic information disabled in the Surveillance module because it can only be
entered and edited from the Client Information window.

Soundex
SOUNDEX
L]

The Soundex is a method of phonetically reducing a name to a code. This field is automatically
calculated and entered by TIMS during data entry of the client’s last name.
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Q1 State Reporting

1. State Reporting:

Alpha State Code Iﬁ

This field indicates the two-letter abbreviation of the Reporting Area submitting the RVCT to
CDC. This field displays information entered in the Site Information table when the site is
established.

Q2 Case Numbers This is a required field.

Tase Number: |
This field indicates the official state and city/county identification numbers. This field displays
information entered on the Client Information window. To enter this information, go to the
Client Information window and enter the appropriate case number. Both case numbers accept a

maximum of nine (9) alphanumeric characters. The value will automatically right justify and
insert zeros to the left if there are less than nine characters.

The State Case Number field is a required entry at the Reporting Area and is only accessible at
the reporting area level. The City/County Case Number field is required and is accessible only
at the local level one or level two site (city/county/district) that entered the record.

Q3 Date Submitted

3. Date Submitted:

IDEI.#"IT.#"I 357 E Bu: | |:|

Enter the date the RVCT form was submitted to or completed by the Reporting Area (e.g., state
health department). Eight numeric characters are used to enter the date in MM/DD/YYYY
format. Use the spinner box to indicate the date or type the date in the box. An unknown date
can be entered in this field by clicking the right mouse button. See the Data Entry Helpful Hints
section earlier in this chapter for details.

Select the name of a worker from the drop down list box to indicate who should be contacted if
there is a question about the data on the RVCT form (Questions 1-32). The worker name does
not transfer.

See Appendix SUR XVI for validations for this field.
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Q4 Address for Case Counting
4. Addresz for Caze Counting:
City: PEMl
tfithin City Limits: € s € Mo % Unknown
Conty: |DEIUI3LAS

Zip Code: I -I

This field indicates the address of the client's residence used for submitting the RVCT to CDC.
This field displays information entered in the City, County, Zip Code, and Within City Limits
fields of the client's Reporting Address. To enter this information, go to the Client Information
window and click on the Address button. This will display the Address window and you can
enter the client’s address. See Chapter 2 for more information.

Q5 Month-Year Reported This is a required field.

5. Month-Year Reported:

IDSH 937 E

Indicate the date when the health department first became aware that the client might have TB.
If the client has had a previous diagnosis of tuberculosis, the Month-Year Reported applies to
the current episode. Six numeric characters are used for this entry in MM/YYYY format. Use
the spinner box to indicate the month and year or type the month and year in the box.

See Appendix SUR XVI for validations and warning messages for this field.

Q6 Month-Year Counted

E&. Month-Year
Cou B
000000

This field indicates the month and year the health department verified the case as TB and
included it in the official case count. The Reporting Area enters the Month-Year Counted on the
Case Verification window.

See Appendix SUR XVI for validations and warning messages for this field.

Q7 Date of Birth This is a required field.
7. Date of Birth:

IDT.#'22.¢"I 387 E

This field displays information entered from the Date of Birth field on the Client Information
window. This date can be an unknown date. To enter this information, go to the Client
Information window.

See Appendix SUR XVI for validations for this field.
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Q8 Sex
& Sex

" Male
{<|Female
£ Unknown

This field indicates the client's biological sex. This field displays information entered in the Sex
field on the Client Information window. To enter this information, go to the Client Information
window.

See Appendix SUR XVI for validations for this field.

Q9 Race
9. Hace:
" rhite ' American Indian or Alaskan Mative
= | Bilack ' dsian or Pacific |slander
[ Unkmown Specify: I |:|

This field displays information entered in the Race field on the Client Information window. To
enter this information, go to the Client Information window. A value of Asian or Pacific
Islander will display the Race: Specify question. Use the drop down list to find the appropriate
classification.

Q10 Ethnic Origin
10. Ethnic Origin:

" Hispanic:
%' bt Hispanic
£ Unknown

This field displays information entered in the Ethnic Origin field on the Client Information
window. To enter this information, go to the Client Information window.

Q11 Country of Origin

11. Country of Dngin:

@15,  Unknown
kot LS,

Cauntny: I | ;l

This field displays information entered in the Country of Origin field of the Client Information
window. To enter this information, go to the Client Information window. Indicate the Country
of Origin as U.S., Not U.S., or Unknown. If Country of Origin is Not U.S., use the drop down
list to indicate the country of origin.
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Q12 Month -Year Arrived in U.S.

12. Month-Year Amved
inU.5.:

IEID:'EIEIEIEI E

The month and year arrived in U.S. is retrieved from the Date Entered U.S. field of the Client
Information window. If the Country of Origin is entered as Not U.S., then the Date Entered U.S.
field is enabled for entry. The Date Entered U.S. can be a partial or unknown date.

See Appendix SUR XVI for validations for this field.

Q13 Status at Diagnosis of TB

13. S5tatuz at Diagnosis of TB

O Blive " Unknown
' Dead

Indicate if the client was Alive, Dead, or status Unknown at the time TB was diagnosed.
See Appendix SUR XVI for validations for this field.
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Second RVCT Screen

The Second RVCT Screen

14. Previous Diagnosis
of Tuberculosis

15. Major Site of Disease:

[00 PULMONARY

0l

. i o
s e Ui ez 16. Additional Sitels] of Dizeage: [zelect all that apply)
oaaa E 00 PULMOMARY -
10 PLEURAL | =l
- ~ 21 LyMPHATIC: CERVICAL ﬂ -
17. Sputum Smear: 18. Sputum Culture: 19. Microzcopic Exam of Tissue
= . r ek - and Other Body Fluids:
~ :DSWE ~ EDLDME [,: F'osmv.e ~ Net Done " Positive ™ Mot Done i
egative nk o Megative Unknown ¢ Megative ) Unknown -
20. Culture of Tissue and Other Body Fluids: 21. Chest X-Ray:
" Positive ' Not Dare I:E " Mormal " Abnomal - MotDone  © Unknown
C Negalive C I
Megative Unknawn ~ ~
22. Tuberculin [Mantoux] S5kin Test at Diagnosis:
" Positive & Mot Done ,— C £
" Megative © Unknawn ~ o~
e e e « «
Save | < Screen 1 ‘ Screen 3 > ‘ Close |

This screen is used to enter the answers to questions 14 through 22 from the client's RVCT

form.

Q14 Previous Diagnosis of TB
14. Previous Diagnosis
of Tuberculosis
@ es O Mo O Unknown
If yes, list pear of Tad
previous diagnogiz

tdaore than one previous epizode :
" es ™ Unknown

Indicate if the client had a previous diagnosis of TB. If "Yes" is selected, enter the year of the
most recent previous diagnosis and indicate if there was more than one previous diagnosis. Four
numeric characters are used to enter the year of previous diagnosis in the YYYY format. The
year can be entered as an unknown date. The Year of Previous Diagnosis does not contain a
month designation therefore the validation against Month-Year Counted may result in a warning

message.

See Appendix SUR XVI for validations for this field or warning messages.
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Q15 Major Site of Disease

15. Major Site of Disease: If “other" enter anatoric code;

[10 PLEURAL = | [T

Indicate the appropriate site from the drop down list box to indicate one major site of disease.
Intrathoracic lymphatic includes hilar, bronchial, mediastinal, peritracheal, and other lymph
nodes within the thorax. If "Other" is selected, the appropriate anatomic code should be selected
from the adjacent drop down list box. Only valid anatomic codes for the client will be available.
The list of valid codes is restricted based on values entered in Sex, Microscopic Exam of Tissue
and Other Body Fluids, Enter anatomic codes, and Culture of Tissue and Other Body Fluids,
Enter anatomic codes.

Note: If the Major Site of Disease is miliary, TIMS will not allow an entry for question 16,
Additional Site(s) of Disease.

See Appendix SUR XVI for validations for this field.

Q16 Additional Site of Disease

16. Additional Site[s] of Disease: [zelect allthat apply]  If “other enter anatomic code:
00 PULMONARY i’
10 PLEURAL | | |;I
21 LYMPHATIC: CERVICAL ;I tare than ohe additional site [

This field is used when the client's TB is known to affect additional anatomic sites. The
appropriate site(s) can be selected from the drop down list box. More than one additional site
can be selected. When the site(s) are selected, the site will turn red and move to the top of the
list. If "Other" is selected, the appropriate anatomic code should be selected from the adjacent
drop down list box. Only valid anatomic codes for the client will be available. The list of valid
codes is restricted based on values entered in Sex, Microscopic Exam of Tissue and Other Body
Fluids, Enter anatomic codes, and Culture of Tissue and Other Body Fluids, Enter anatomic
codes. The last part of this question, More than one additional site is automatically calculated
based on the number of additional sites selected.

See Appendix SUR XVI for validations for this field.

Q17 Sputum Smear

17. Sputum Smear:

| Positive " Mot Done
(& Megative ¢ Unknown

Indicate the results of the sputum smear for acid-fast organisms. If the results are pending, leave
this field blank. Do not include the results of microscopic examination of pulmonary secretions
obtained by tracheal suction, bronchoscopy, or gastric aspiration.

See Appendix SUR XVI for validations for this field.
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Q18 Sputum Culture

18. Sputum Culture:

" Positive € Nat Done
* Megative ' Lnknown

Indicate the results of the sputum culture for M. tuberculosis complex. If the results are pending
leave the field blank. If Sputum Culture is Negative, Not Done, Unknown, or blank, then
Question 35 (Sputum Culture Conversion Documented) is disabled.

See Appendix SUR XVI for validations for this field.

Q19 Microscopic Exam of Tissue and Other Body Fluids

19. Microscopic Exam of Tizsue :
and Other Body Fluids: Enler anatomic codefs):

" Positive € Mot Done ;I
% Megative ' Unknown 3

Indicate the results of the smear for acid-fast organisms for specimens other than sputum. If
exam results are "Positive," the appropriate anatomic code should be selected from the drop
down list box. One or two tissue or fluid codes can be entered. All anatomic codes are available
for selection. If an incorrect code is entered, you will be notified upon saving.

If the results are pending leave the field blank.
See Appendix SUR XVI for validations for this field.

Q20 Culture of Tissue and Other Body Fluids

20. Culture of Tissue and Other Body Fluids:
Enter anatomic codez);

€ Positive @ Not Done ;I
" Megative T Unknown 3

Indicate the results of culture for M. tuberculosis complex for non-sputum specimens. If Culture
of Tissue and Other Body Fluids is "Positive™ then Reason Therapy Stopped cannot be equal to
"Not TB."

If Culture of Tissue and Other Body Fluids is "Positive," the appropriate anatomic code should
be selected from the drop down list box. One or two tissue or fluid codes can be entered. All
anatomic codes are available for selection. If an incorrect code is entered, you will be notified
upon saving.

If the results are pending leave the field blank.
See Appendix SUR XVI for validations for this field.
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Q21 Chest X-Ray
21. Chest X-Ray:

" Marmal  dbnomal O MotDore O Unknown

IF Abrormal " Cavitary " Maoncavitany Consistent with TB
[check one]

' Upkrown ' Woncayitany _ _
Mot Conzistent with TB

I ébnomal ¢ Stable " Improving
[check one] € Waorsening ™ Unknown

Indicate the result of the chest radiograph taken during the diagnostic evaluation. Do not update
chest radiograph information throughout the course of a client’s follow-up. The If Abnormal
fields are enabled or disabled depending on the selection in the first part of this question (Q21a).
If the Chest X-Ray value is Abnormal, the If Abnormal, (check one) fields are enabled. Select a
value to describe the abnormality and the chest x-ray condition. If Chest X-Ray is not marked
Abnormal, both the Chest X-Ray: If Abnormal fields will have no value (null).

Q22 Tuberculin (Mantoux) Skin Test at Diagnosis
22_ Tuberculin [Mantoux) 5kin Test at Diagnosis:
& Positive " NotDore  ilimeters [mirn] of [15

" Megative " Unknows  Induration

If Megative, was

patignt anergic? Cles CRa (O Unknown

Indicate the result of the Mantoux (tuberculin, PPD, 5TU) skin test performed during the
diagnostic evaluation. If the skin test is "Positive™ or "Negative," enter the Millimeters of
Induration using the spinner box or type the number.

If a value of "Negative" is selected, indicate if the patient is anergic in the If Negative, was
patient anergic? field. The If Negative, was patient anergic? field is enabled or disabled
depending on the selection in the first part of this question (Q22a).

See Appendix SUR XVI for validations for this field.
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Third RVCT Screen
The Third RVCT Screen

(#3. HIV Status: Negative " Refused ClIEEr e 24_ Homeless Within Past Year:
" Nao
+ Positive " Mot Offered © res
" Indeterminate ¢ Test Done, Results Unknown ¢ Unknown
If positive, based on: " Medical Docurentation ™ Patignt Higtary " Urkrown
If positive, list: COC AIDS Patient Humber
State HIV/AIDS Patient Mumber
City/Caunty HIVAAIDS Patient Humber
25. Resident of Comectional Facility at Time of Diagnoszis: Mo = \Je& ™ Unknown
IPYes. ¢~ Federal Frison " Local Jai " Other Correctional Facility
" State Prison " Juvenils y " Unknown
Correctional Facility
26. Resident of Long-Term Care Facility at Time of Diagnosis: o e e
i . .
i i
i i
ﬂ Save | < Screen 2 ‘ Screen 4 > | Cloze ‘

This screen is used to enter the answers to questions 23 through 26 from the client's RVCT
form.
Q23 HIV Status
23 HIV Status: ¢ MHegative " Refused ™ Unknown
" Positive " Nat Offered

" Indeterminate " Test Done, Results Unknown

If positive, bazed on: (" Medical Documentation " Patient Histary € Unknawn

If positive, lizh: COC 405 Patient Numberl

State HIVASIDS Patient Mumber

City/County HW A0S Patient Numberl

Indicate the client's HIV status. Depending on the value selected, the other areas in this field
will be enabled or disabled. If "Positive," the appropriate option button should be selected from
the If positive, based on field to indicate whether the status is based on medical documentation,
patient history, unknown, or you can leave it blank.

If "Positive,” the client's AIDS Patient Numbers should be indicated in the If positive, list AIDS
Patient Numbers fields.

Q24 Homeless Within Past Year

24. Homelegs Within Past Year:
" Mo

*es
" Unknown

Indicate if the client was homeless at any time during the 12 months prior to the time when the
initial diagnostic studies were performed.
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Q25 Resident of Correctional Facility at Time of Diagnosis
25. Rezident of Comrectional Facility at Time of Diagnosis: 7 Na * Yaz " Unknown

AL Federal Prizo i~ Local Jail ™ Other Comectional Facility

" Juvenile . " Urknown
Carrectional Facility

Indicate if the client was an inmate of a correctional facility when the initial TB diagnostic
evaluation was performed. Depending on the value selected, the If Yes field will be enabled or
disabled. If "Yes," select the appropriate option button to indicate the type of institution. If
"Yes," the answer to question 26 must be "No.”

See Appendix SUR XVI for validations for this field.

Q26 Resident of Long-Term Care Facility at Time of Diagnosis

26. Resident of Long-Term Care Facility at Time of Diagnosis: ol ol T Uknawh
If*res, € Mursing Home "~ Mental Haalth Care Facility ) Unknawn

" |Hospital- B azed Facility | &lcohol or Drug Treatment Facili

~ Besidential Facility | Other Long-Term Care Faciliy

Indicate if the client was a resident of a long-term care facility when the initial TB diagnostic
evaluation was performed. Depending on the value selected, the If Yes field will be enabled or
disabled. If "Yes," select the appropriate option button to indicate the type of facility. If "Yes,"”
the answer to question 25 must be "No.”

See Appendix SUR XVI for validations for this field.
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Fourth RVCT Screen
The Fourth RVCT Screen

27. Initial Drug Regimen:
Mo Yes Unk Mo es Urk Mo ‘ez Unk
|soniazid @ Ethionamide ¢ Amikacin O
Rifampin & Fanamycin ¢ T Rifabutin ¢ &
Pyrazinamide & Cyclozenne & & Ciproflosacin & &
Ethambutal Capreomycin & Ofloxacin & & O
Streptompcin & & O FPara-Aming & & Other & & O
Salicylic Acid
28_ Date Therapy Started: 29. Injecting Drug Use Within Past Year:
00/00/0000 @ * Mo (" es " Unknown
30. Non-injecting Drug Use Within Past Year: 31. Excess Alcohol Use Within Past ‘Year:
" Mo * Yes " Unknawn * No " Yes " Unknawn
32. Dccupation [Check all that apply within the past 24 months]:
[ Health Care Warker [ Migrator Agriculiural Warker [ Mot Employed within Past 24 Months
" Corectional Employes ™ Other Dccupation ™ Unknown
Comments:

Save ‘ < Screen 3 | Cloze

This screen is used to enter the answers to questions 27 through 32 from the client's RVCT
form.

Q27 Initial Drug Regimen

27 Initial Drug Begimen:

Mo “ves Unk Mo “es Unk Mo “es Unk

lsomiazid &1 | O Ethionhamide & & O Amikacin o O O

Rifampin 0 Kanamycin @& Rifabutin & (|

Fwazinamide ¢ Cyclozerine o 0 Ciprofloxacin @

Ethambutal & Capreomycin {0 & Ofloxacin 0 &

Streptomycin & {0 Para-Amino & Other & &
Salicylic Acid

Indicate the client's drug regimen initially prescribed for treatment of the disease and taken for at
least two weeks. If no drugs are marked "Yes," then Date Therapy Started and Date Therapy
Stopped are disabled.

See Appendix SUR XVI for validations and warning messages for this field.
See Appendix SUR XVIII for abbreviations of antituberculosis drugs.

Q28 Date Therapy Started

28. Date Therapy Started:

]DE.*'23."‘I 936 %

Indicate the date the client's therapy started. At least one drug in the Initial Drug Regimen field
must be marked "Yes" to enable this field. Eight numeric characters are used to enter the date in
the MM/DD/YYYY format. Use the spinner box to indicate the date or type the date in the box.
An unknown or partial date can be entered.

See Appendix SUR XVI for validations for this field.
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Q29 Injecting Drug Use Within Past Year

29. Injecting Drug Use Within Past Year:
Mo s ' Urknown

Indicate if the client was an injecting drug user within the past 12 months.

Q30 Non-Injecting Drug Use Within Past Year

30. Non-injecting Drug Use Within Past Year:
*ha Mes ' Urknown

Indicate if the client used non-injecting drugs within the past 12 months. Alcohol is not
included as a drug in this section.

Q31 Excess Alcohol Use Within Past Year
31. Excess Alcohol Usze Within Past Year:

* Mo " es & Unknown

Indicate if the client has used alcohol to excess within the past 12 months.

Q32 Occupation

32. Dccupation [Check all that apply within the past 24 months]:

™ Health Care “Worker ™ Migratam Agricultural Worker W Mat Emploved within Past 24 Manths
I Conectional Employes ™ Other Occupation [ Unknown

Indicate the occupation of the client within the past 24 months. More than one option can be
selected. However, if either "Not Employed within Past 24 Months" or "Unknown" is selected,
no other options can be selected.

See Appendix SUR XVI for validations for this field.

Comments

Comments:

=
[~

Include any additional information that is pertinent to the RVCT. Double-click on the
Comments field to open this field allowing you to enter the comments in a word processor-like
environment.
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Initial Drug Susceptibility Report Screen
Initial Drug Susceptibility Report Screen

33. Initial Drug Susceptibility Results:
‘was Drug Susceptibilty Testing Done: ¢ Mo " Unknovn
If answer is Mo or Unknown, oo pot cormpiete rest of repart,
If*'es,
Enter the Date First |solate Collected
far tfhich Drug Suzceptibility ‘A az Done? 305"'109"’1 935 @
34 Suscephbility Besults:
Resistant Susceptible Mot Done Unknown Resistant Susceptible Mot Done  Unknown
lzoniazid (e [o e (e Capreomycin [ (e i+ e
Rifampin & la e s Para-amino
Purazinamide (el [Cl (o] (e S alicylic Acid I i i+ i
Etharmbutal i [O e & Amikacin [ e i .
Streptanmycin (& [ [ql & Rifabitir [ (8] o (@]
Ethiohamide (e & o [ Ciprofloxacin & e & e
K.anamycin (e o o 8 Ofloxacin o (e [q e
Crycloserine e e o & Other e e o e
Comments:
_D; Save i Close !

This screen is used to enter the answers to questions 33 and 34 from the client's Initial Drug

Susceptibility Report form.

Q33 Initial Drug Susceptibility Results

33. Initial Drug Suscephibility Results:

'was Drug Susceptibiity Testing Done: € Na {* Yes 7 Unknown
i answer s No or Unknows, oo pot compliete rest of report
IF¥es,

Enter the D ate First |zolate Collacted
for which Dirug Susceptibility ' az Done? IDD’”:":""IDDDD E

Indicate if the client has an isolate for which drug susceptibility testing was performed. If "Yes,"
enter the date the first isolate was collected. Use the spinner box to indicate the date or type the
date in the box. Eight numeric characters are used to enter the date in the MM/DD/YYYY
format. An unknown date can be entered. If "No" or "Unknown," the remaining fields on this
screen are disabled. If Initial Drug Susceptibility is blank, No, or Unknown then Questions 40

and 41, Final Drug Susceptibility Results, is disabled.
See Appendix SUR XVI for validations for this field.
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Q34 Susceptibility Results

34. Susceptibility Besults:

Resistant Susceptible Mot Done Unknown Resistant Susceptible Mot Done Unknown
|zoniazid e i e i Capreomycin e (o e e
Rifampin e s s s Para-Aiming
Fyrazinamide [ i (8] i Salicylic Acid i i i I
Ethambutol s (e (e (e Ak acin e (& (e [
Strephamycin & e (@] e Rifabiitir e (@] e [
E thiomamide e i e i Ciprafloxacin e (e i o
K.anamycin e (e e (e Ofloxacin (e (e (e o
Cyclosernine e e e e Other e (e e o

This field is enabled for entry if "Yes" is entered in the Initial Drug Susceptibility Results field.
Enter the results of susceptibility testing on the first isolate for which drug susceptibility testing
was performed by selecting the appropriate button for each drug listed.

See Appendix SUR XVIII for abbreviations of antituberculosis drugs.

Comments

Comments:

Include any additional information that is pertinent to the Initial Drug Susceptibility Report.
Double-click on the Comments field to open this field allowing you to enter the comments in a
word processor-like environment.

Version 1.10 February 2001 4-75



Chapter 4 - Surveillance

First Case Completion Report Screen
The First Case Completion Report Screen is displayed.

35. Sputum Culture If*'es, Date Specimen Collected If*r'es, Date Specimen Collected on

Conversion Documented: on Initial Positive Sputurn Culture: First Conzistentiy Megative Culture:
Mo ¥es | Unknown m ;ﬁm@?@
36. Date Therapy Stopped: 37. Beason Therapy Stopped:
' Completed Therapy " Refused/Uncooperative ¢ Other
;1”1 199 g " Moved " Mot TB " Unknau
" Lost " Died

/T f Health Care Provider: |39. Directly Ob d Th :
e iRk are Frovicet (ERLY RIEER R It Yez, Give Sitelz] of Directly Obzerved Therapy

 Health Department @ Ma, Tatally Self-Administered |1 Cliniz ar Other Facility
 Private/Other i~ Yes, Totally Directly Observed ™ I the Field
" Both Health Department " Y'as, Both Directly Observed | Bath in Facility and in the Field
and Frivate/Other and Sell-administered
7 Unknovn " Unknown Wesks
Mumber of Weeks of Directly Obzerved Therapy: ;
_Bj Save 1 Screen 2 > 1 Cloze i

This screen is used to enter the answers to questions 35 through 39 from the client's Case
Completion Report form.

Q35 Sputum Culture Conversion Documented

35. Sputum Culture Ii ez, Date Specimen Collected IF ez, Date Specimen Collected on
Converzion Documented: o Initial Pozitive Sputum Culbure: Firzt Congistently Megative Culture:

This field is enabled if the client has a positive result on Question 18, Sputum Culture. This
field is used to provide information on sputum culture conversion for clients with pulmonary TB
(with or without extrapulmonary disease) who had initially positive sputum cultures.

If "Yes" is selected, the following two fields are enabled. Enter the collection date of the initial
positive sputum and the date of the first consecutively negative culture. Eight numeric
characters are used to enter the date in the MM/DD/YYYY format. Use the spinner box to
indicate the date or type the date in the box. An unknown date can be entered in these fields.

See Appendix SUR XVI for validations for this field.

Q36 Date Therapy Stopped

36. Date Therapy Stopped:

00./00/0000 E

Indicates the date therapy stopped. This field is enabled if a date was entered in Question 28
Date Therapy Started field. Use the spinner box to indicate the date or type the date in the box.
Eight numeric characters are used to enter the date in the MM/DD/YYYY format. An unknown
or partial date may be entered in this field.

See Appendix SUR XVI for validations for this field.
Q37 Reason Therapy Stopped
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37. Reaszon Therapy Stopped:

" Completed Therapy " Refused/Uncooperative € Other

i Moved " Mot TR " Unkncwn
" Lot " Died

Indicate the reason therapy was ended and not resumed. This entry is made when the case is
closed. This field is enabled when at least one drug is entered for Question 27, Initial Drug
Regimen. If either Question 18, Sputum Culture or Question 20, Culture of Tissue and Other
Body Fluids is positive, then "Not TB" will result in an error message.

See Appendix SUR XVI for validations for this field.

Q38 Type of Health Care Provider

38. Type of Health Care Provider:

" Health Departmet
" Private/Other

" Bath Health Department
and Private/Other

Indicate the type of health care provider that provided services to the client.

Q39 Directly Observed Therapy

39. Directly Dbserved Therapy:

If ez, Give Sike(z] of Directly Observed Therapy

" Mo, Totally S elf-Adminiztered " n Clinic or Other Facility

{* *es_Totaly Directly Dbzerved " In the Field

(" *fes, Both Directly Observed (" Both in Facility and it the Field
and Self-Administerad

" Unknawn " Unknawn Wesks

Mumber of Weeks of Directly Obzerved Therapy:

Indicate if the client received directly observed therapy (DOT), if not indicate the type of therapy
received. Depending on the value selected, the other areas in this field will be enabled or
disabled.

If a medication was administered under DOT, the If Yes, Give Site(s) of Directly Observed
Therapy field and the Number of Weeks of Directly Observed Therapy field will be enabled for
entry. The number of weeks must be equal to or less than the number of weeks between
Question 28, Date Therapy Started and Question 36, Date Therapy Stopped.

See Appendix SUR XVI for validations for this field.
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Second Case Completion Report Screen
The Second Case Completion Report Screen is displayed.

40. Final Drug Susceptibility Results: .
W o . IF*r'es, Enter Date Final lsolate
az Follow-up Drug Suzcephbility Testing Done? Callacted for Which Drug
CiNg % ’Ye& " Unknown Suzceptibility Wwaz Done: 105”1”1995 E
K answer Is No or Unkpown, do hot complete rest of report.
41. Final Susceptibility Besults:
Resistant Susceptible Mot Done Unknown Resistant Susceptible Mot Done Unknown
|zoniazid i * [ [ Capreomgcin ' [ [ (o
Rifampin e ol [ (e Para-Sming
il (o] (o [O e
Pyrazinamide e i e e Salicylic Acid
E thambutal (e o e (e Amikacin (e 8 [O (e
Strephampcin e ' [ [ Rifabutin ' [ [ (i
Ethiotarnide e ' [ e Cipraflaxacin (o [o [ (o
K.ahamycin e [ o e Oflaxacin [ e o e
Cyclozering o ' [ [ Other (o [ [ [
Comments:
E Save 1 < Screen 1 1 Cloze i

This screen is used to enter the answers to questions 40 and 41 from the client's Case

Completion Report form.

Q40 Final Drug Susceptibility Results

40. Final Drug Susceptibility Results:
whas Follow-up Drug Susceptibility Testing Done?
Mo Clves O

i answer is No or Unknawn, oo not complete rest of repart.

If*'es, Enter Date Final lzolate
Collected for Which Drug

iDDa’DDx’DDDD @

Indicate if follow-up drug susceptibility testing was done. This field is enabled if "Yes" is

indicated for Question 33, Initial Drug Susceptibility Testing.

If final drug susceptibility was performed, enter the date in the Final Isolate Collected for Which
Drug Susceptibility Was Done field. Use the spinner box to indicate the date or type the date in
the box. Eight numeric characters are used to enter the date in the MM/DD/YYYY format. An
unknown date can be entered in this field. If "No" or "Unknown" is selected, the remaining

fields on this screen are disabled.
See Appendix SUR XVI for validations for this field.
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Q41 Final Susceptibility Results

41_ Final Susceptibility Results:
Besistant Suzceptible Mot Done  Unknown

|zoniazid
FRiifampin
Pyrazinamide
Ethambital
Streptanmgcin
Ethiohamide
K.ahamycin
Cyclozerine

@ [e (e e e le e |

-

[ [ [ [ e

@ [e (e e e le e |

-

e 2 e e M ibe

Capreomycin
Para-Amino

S alicylic Acid
Amik.acin
FRiifabutin
Ciprofloxacin
Ofloxacin
Other

Besistant Suzceptible Mot Done  Unknown

=

e e iie Mie Ble

=

LS A0S NS 00 Bl

=

e e iie Mie Ble

-

Bl e N0 NS Ble

This field is enabled for entry if "Yes" is selected in the Final Drug Susceptibility Results field.
Enter the results of susceptibility testing on the final isolate for which drug susceptibility testing

was performed by selecting the appropriate button for each drug listed.

See Appendix SUR XVIII for abbreviations of antituberculosis drugs.

Comments

Comments:

Include any information that is pertinent to the Case Completion Report. Double-click on the
Comments field to open this field allowing you to enter the comments in a word processor-like

environment.
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Case Verification Screen

A Case Verification screen similar to one of the examples below will display.

This Case Verification screen is displayed if the verification value is Positive Culture, Positive Smear/Tissue, or
Clinical Case Definition.

Case Venficalon

Thaz iz & Wenlhed Cads ol Tubsoidoons
socordng bo the lollovang colenia
I Pasative Culbure

Do cns waand hox cound Hhez pustierd o COC oo b velid cae ol TR Y 6 as ™ Mo
Plaass erlei B Montky'ras Conled fE-’IﬂJ E

MIWE Fapariiedg Dale |1 TERTF ] E Voaak ﬁ o ﬁ
Have | g |

This Case Verification screen is displayed if the client is considered a Suspect. The verification value can be
changed to Verified by Provider Diagnosis or Not a Verified Case of TB, or it can remain a Suspect Case.

Falianl doss nok mest bactenologcs corfrmation cibens
o i clrical cace: celindion

Dafauked Tor | Surpect Caze
Orompvarithar as: |'u'|:FIIrII:D i PFROVIDER DIAGE 'I'I

[ poas wpand 8o cournd s padent & DDC st sverled casaof TH 7Y % Ve T o
Flease snber the Month-ear Counled: [10259000

MMWR Reporting Date: [1V277200 & wiesk i3 o4 poon
Seve Ciore |

This Case Verification screen is displayed when Question 37, Reason Therapy Stopped, is Not TB. To change this
value, change the answer to Question 37.

Pafierd doss nol mesl baclmolagcal onkinaion cilbsis
o Ui chvecal cacs: o wal i

| Mot & Verified Case

This is a Verified Case of Tuberculosis...
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Thiz iz a Verified Caze of Tuberculosiz
according to the following criteria.

| Poszitive Culture

This field will display if the current client is calculated as a case of Tuberculosis.

Patient does not meet bacteriological...

Patient does not meet bactenological confirmation crtena
or the clinical caze definition.

| Hot a Yenfied Caze

This field will display if Question 37, Reason Therapy Stopped, is Not TB.

Defaulted To

Defaulted Tao: | Suspect Caze

This field displays only if the assignment is a non-verified record based on the
answers to questions in the Surveillance module. If the value is Suspect, you
have the option to change it in the Overwritten As field.

Overwritten As
Ovenwritten as: I |:|
Indicate if the value of Suspect should be overwritten with Not a Verified Case of
TB, or Verified by Provider Diagnosis.

Note: The Reporting Area decides if each case should be counted at CDC as a
Verified Case of Tuberculosis. Therefore, only the Reporting Area can enter
values for Do you want to count this patient at CDC as a verified case of TB?,
Please enter the Month-Year Counted, and MMWR Reporting Date.

Do you want to count this patient at CDC as a verified case of TB?

Do you want to count this patient at COC as a verified case of TE 7 % ves Mo

Indicate if the record should be counted at CDC.
See Appendix SUR XVI for validations for this field.

Please enter the Month-Year Counted
Fleaze enter the Month-v'ear Counted: IU5-” 996 E

Indicate the month and year the patient should be counted at CDC. This date will
be automatically displayed in Question 6 on the first RVCT screen.

Note: You must use the TAB key to move to the next field.
See Appendix SUR XVI for validations for this field.
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MMWR Reporting Date
bW Reparting Date: |uu;uuzuuuu B wieek |_ ufl_

Only verified, counted cases are eligible for inclusion in the MMWR. TIMS will
calculate and display the correct MMWR Week and Year based on the MMWR
Reporting Date entered.

Note: You must use the TAB key to access the field.
See Appendix SUR XVI for validations for this field.
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Data Generation Table

The following table indicates the screens from which the RVCT, Follow Up-1, and Follow Up-2
information is generated.

27.
28.
29.
30.
31.
32.
33.
34.

Field Name

State Reporting

Case Numbers

Address for Case Counting

Month-Year Counted

Date of Birth

Sex

Race

Ethnic Origin

Country of Origin

Month-Year Arrived in U.S.

Previous Diagnosis of TB

Major Site of Disease

Sputum Smear

Sputum Culture

Microscopic Exam of Tissue and Other Body Fluids
Culture of Tissue and Other Body Fluids
Chest X-Ray

Tuberculin Skin Test at Diagnosis

HIV Status

Homeless Within Past Year

Resident of Correctional Facility at Time of Diagnosis

Resident of Long-Term Care Facility at Time of
Diagnosis

Initial Drug Regimen

Date Therapy Started

Injecting Drug Use Within Past Year
Non-Injecting Drug Use Within Past Year
Excess Alcohol Use Within Past Year
Occupation

Initial Drug Susceptibility Results
Susceptibility Results

Screen

Site Information
Client Information
Address

Case Verification
Client Information
Client Information
Client Information
Client Information
Client Information
Client Information
History

Diagnosis
Bacteriology
Bacteriology
Bacteriology
Bacteriology
Chest X-Ray Test
Skin Test

HIV Test or History
History

History

History

Medications
Medications
History
History
History
History
Bacteriology
Bacteriology
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Q. Field Name Screen
35.  Sputum Culture Conversion Documented Bacteriology
36.  Date Therapy Stopped Medications
37.  Reason Therapy Stopped Medications
40.  Final Drug Susceptibility Results Bacteriology
41.  Final Susceptibility Results Bacteriology
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Overview

The Aggregate Reports for Program Evaluation (ARPE) can be used to evaluate how well
tuberculosis programs test and treat infected tuberculosis clients, as well as their success in
following-up with contacts to tuberculosis cases.

Aggregate Reports for Program Evaluation differ from other reports found in TIMS. While
many of the controls are the same, ARPESs are unique; the report information is entered directly
on a report-like data entry screen, not generated from information entered elsewhere in TIMS.

There are two Aggregate Reports for Program Evaluation: Follow-up and Treatment for
Contacts to Tuberculosis Cases and Targeted Testing and Treatment for Latent Tuberculosis
Infection.

* The Follow-up and Treatment for Contacts to Tuberculosis Cases report is an annual
summary of the core activities of obtaining and evaluating contacts to tuberculosis cases and
treating the contacts who have latent TB infection.

» The Targeted Testing and Treatment for Latent Tuberculosis Infection report is an annual
summary of activities to find and treat latent tuberculosis infection through targeted and other
testing.
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Open the Program Evaluation Module
Use the Program Evaluation module to process ARPE.

To open the Program Evaluation module, use one of the following procedures...
» Open the Client menu and select Program Evaluation.

Or
» Click the Program Evaluation button on the toolbar.

%58 Client

LClient  “indow Help

HQEE$ET|D
| Iz':rcugram E waluation

Open an ARPE Reports Selector Window

The two ARPE Reports Selector windows enable you to create, edit, combine, delete, browse,
and transfer ARPE documents.
To open the Reports Selector window...

1. Open the Program Evaluation module.

2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases

or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

!!_Eﬁ Program E valuation

TS Heportz *Window Help
e uee | oo

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

Iﬁ-‘i Program Evaluation

Targeted Testing and Treatment for Latent TE Infection
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The Reports Selector window appears (Follow-up and Treatment for Contacts to Tuberculosis
Cases Report, in this example).

B oryiees
TEST T TEST SYSADMIN  05/30/2000
_ WESTSIDE < T CiTY 192 1933 CADDOD SYSADMIN  DS/25/2000
I'_:I ":"‘Ef::E%"EimﬁLEEF ! T * EASTSIDE 1356 1939 CADDDD SYSADMIN  05/25/2000
i i T~ WESTSIDE 2 19 CADDOD SYSADMIN  D5/25/2000
TELT2 T = TEST 1935 CADDOD SYSADMIN  05/25/2000
S COMEDDT T = TEST2 1999 CADDOD SYSADMIN  O5/26/2000
SIMGLEDA I = COMBO EXAMPLE MAY 25 193947 1939 CADDOD SYSADMIN  05/26/2000
SIMGLED B T = COMBINED COMBD REFORTS 1933 CADDOD SYSADMIN  D5/26/2000
[ COMED EXAMPLE MAY. | ¢ = qgsn 1999 CADDOD SYSADMIN  DS/26/2000
J TEST! | L‘:I T  COMBODI 1900 CADIOD SYSADMIN  O5/26/2000 -
¥ Shows reports indludsd in the combinsd repoits
Sheoaw Flepotls
& Al _
. Sirgls Hiw | | Edit || MI I:'|||||||r||'| Dialele | .|r.-|||:-c|l'|l Cloze I
" Combirston
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Reports Selector Window

The Reports Selector window is identical for both ARPE report types.
window is divided into two panes: Combination and Detail.

5L Reports: Follow-up ard Tieslment lor Cordacts 1o Tuberculogis Casez

The Report Selector

TEST
WESTSIDE 2

TEETT
TEST2

- COKEDCN
UNGLEMA
SNGLENE

TEST1

] [—

B orvizes
[EASTSIDE 15992

D COMBINED COMBO REF
= COKED E-AHPLE b

CORBO ExaMPLE MaY

-
L

e | e i o ] = o= =

OTy 1588
AL TEDE 19"

WESTSIDE 2

TEST

TESTZ

CO{B0 EXSMPLE MaT 26 1533 AT
COMBINED COMBO REFORTS
TESTT

_CedBOM

[+ Shosy nepots nchadead in the combened repots

Sk A spoits
Lo |

 Sirge
™ Combiration

Combination Pane

Wew I [ Edt | Browse I Cne

| stote | zrevs| o |

[
S RADMM
Al N
SrasliMM
SvRAl MM
SSAlMIM
oyt gl
SRl
S SAl N
oyt ]
SaaliM

05 20000
05,7570
[ B L
06252000
(5 25000
0622000
OA/262000 =
5 22000
[P ]
LB L] :J

The Combination pane is located on the left side of the window. It displays representations of
both single and combination reports and allows you to modify the contents of combination

reports using the drag-and-drop method.

manipulated by using the command buttons.

9 o=
E&STSIDE 1950
TEST
WESTSIDE 2
3 COMBIMED COMED REF
COMED EXAMFLE M
TEST1
TESTZ
COWED
SIMGLEDA
SMGLENE
O COMBO EXAMPLE kAT
TESTI

-

| I— Ll_l

[ S reports nohuded n e o

Shars Figpiie
= i

" Singe

" Coanbiralon

Selections in the Combination pane cannot be

Use one of the following methods to filter reports listed in the Combination pane:

In the Show Reports group.

» Select All — This will display all reports including combination and single reports.

 Select Single — This will display only single reports.

» Select Combination — This will display only combination reports.
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Use one of the following methods to view sub-reports contained within combination reports:

* Check the Show reports included in the combined reports checkbox. Uncheck this
check box to hide the sub-reports.

Or

» Double-click a combination report to display the sub-reports. Double-click again to hide

the sub-reports.

Detail Pane

1995 01 CONTACT =]
1995 02 CONTALCT
18955 03 CONTALCT
e 199504 CONTACT

1955 01 CONTALCT

1995 02 CONTALCT

1995 03 CONTALT

1995 04 CONTALT

1995 COMTALT TOTALS
1996 31 CONTACT —
1996 02 CONTALT
19596 03 CONTALT

b 199604 CONTACT =
«| |

The Detail pane is located on the right side of the window. It provides explicit information
about individual reports and methods to control and manipulate those reports.

i|1]el Peport Hame | wear | Sie | umerd  JLass Modivie
T TESTZ 1957 CADIOD SYSADMIN  06/30/2000
T * TEST 1957 CADMOD SYSADMIN - 065/30/2000
T Or13Es 1966 CADOOD SYSADMIN - 05/25/2000
I T * EASTSIDE 1333 198 CADOOD SYSADMIN - 05/25/2000
I T = WESTSIDE 2 15 CADOOD SYSADMIN - 06/25/2000
T * TEST 196 CADDDD SYSADMIN - 06/25/2000
T = TEST2 19908 CADOOD SYSADMIN - 05/26/2000
T * COMBO EXAMPLE M&Y 25 1939 AT 1959 CADOOD SYSADMIN - 05/26/2000
T * COMBIMED COMED REPORTS 1960 CADOOD SYSADMIN - 06/26/2000
T* TESTI 1998 CADDDD SYSADMIN - 05/26/2000
T COMBOOY 196 CADIOD SYSADMIN - 05/26/2000

Header

Description

Incomplete Indicator (!)

Displays an exclamation point (!) when the user has flagged
the report as “Incomplete”.

Transfer Indicator (T)

Displays a star (*) when a report is marked for transfer. The
star will also appear when a previously transferred report has
been modified and must be re-transferred. Displays a T when
report has been transferred.

Preliminary / Final Indicator (P)

Displays a (*) when a report is preliminary report.

Report Name

Name assigned to the report by the person who created it.

Year Cohort year for the report.
Site Site owning the report.
User ID The TIMS User ID of the person who created the report.

Last Modified

The date the report was last modified.
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Command Buttons

Use the command buttons to process reports in the Detail pane. The command buttons do not
affect the items in the Combination pane. Be sure to check which report(s) is (are) selected in
the Detail pane before clicking a command button.

To create a new report.

Mew
Edit | To modify the selected report.

Browse | To view the selected report or reports.

Combine | To create a new report using the data from the selected reports.

Delete | To permanently remove the selected report.

Transter | To prepare a file containing all ARPE reports marked for transfer. This
file will then be transmitted to the CDC (via the Reporting Area sites, if
necessary).

Close | To exit the Reports Selector window.
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Creating Reports

Use the following steps to create a new ARPE. Once created, the report can be modified,
combined with other reports, deleted, and transferred.

The New Window

To create a new ARPE...
1. Open the Program Evaluation module.
2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases

or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

“_I.r';‘ Program E valuation
TS Heportz *Window Help

e uee | oo

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

3. Click the New button.

The New window appears

'FI&F'rllunm E valualion - [Follow-up ard Tesalmesd e Conlaclz o Tubeiculanz] - [HEW]

T DIMS Bepoits iedow  Help aldlx
e @B T (BE v

=

FDF priyripirni iy Fom Appresd

e cETEe [Eor e e ChiE Mo [G0-0e8)
O T Exp Datw MGG

mfmm

Citecat voai [ ] ¥ PrekmisyFegan

Prefiminey Dwte lor Folowus VT | Fasgant 1% o ihe fient pew alte ibe ooheori g ™ Final Fagos

Total TEC savs Fapoaie [

Tigeea off Cates Do b st galeein:
- - Oihei

H-u».ll-cnl Treslmesnt III l:-u-p-h-lu-d:

| | |
n....q.. 0 /2000 £54 am -

4. Enter Cohort year.
5. Select a Report status from the available options:

* Preliminary Report indicates that the report will be modified at a later date.
This is the default option. The preliminary report is submitted during the first
year after the cohort year.
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» Final Report indicates that the report is complete and will not be modified.
Final reports are submitted during the second year after the cohort year.

6. For the Follow-up and Treatment for Contacts to Tuberculosis Cases report only,
enter Total TB Cases Reported; the default is the number of cases entered into
TIMS for current site during the specified cohort year.

7. Complete the form by entering the appropriate data in the corresponding boxes.

See Basic Instructions for the Aggregate Reports for Tuberculosis Program Evaluation: Targeted
Testing and Treatment for Latent Tuberculosis Infection or Basic Instructions for the ARPE:
Follow-up and Treatment for Contacts to Tuberculosis Cases, for detailed information on the
appropriate data for each field. (Appendix PEI- Program Evaluation forms)

8. Click the Save button.
The Save report dialog box will appear.

!I-ll' Save report E3

Report Name: ||

[T Check here to mark this report as "lncomplete”

Save LCancel

9. Type a name into the Report Name box.
10. Put a check in the check box if the report is considered incomplete.

11. Click the Save button to save. Click the Cancel button to abandon the save
operation and return to the report window.

12. Click the Close button to return to the reports selector window.

M

New Window Buttons

These buttons are available on the New window.

(& Transfer  Mark the report for transfer.
= Save Save changes to the report.
= Print Print the current report.
= P
[l_... Close Close the active report and return to the Reports
| Selector window.
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Editing Reports

Use the following steps to modify an existing ARPE report.
Note: If you edit a report which has already been transferred, TIMS will mark it to be transferred again.

The Edit Window

To edit an existing ARPE ...
1. Open the Program Evaluation module.
2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases

or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

?Lr'[! Program Ewaluation

TIMS HReportz  *Window Help
e @ uE® Em

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB

Infection.
3. Click on a report in the Report Folders window (Detail pane) and click the Edit
button.
= ERE] «|ln Marnr Weas | WEe Uwrvid | L asi Maddie =
'“EI“E:TE.I' . 1= TEST 19 CniD SvhADuR (SO
WESTHDES Bl 1 o 1906 CANO00 SYSADME (G000
D l:-'mﬁ::;"n li--:'"\t:]lll:i- T * EASTRIDE 17558 19 CAEDD So5Alibifl PR T
-y T = WESTSIE 2 16 CAIOD SYSADMR  0SOS/2000
TESTZ T * TEGT 16 CANDD SVSADMR LI
cnumm T THSTE 18 CAND TRADUR LD
SRAGLENTA T = COMEO ESAMPLE WeY 26 V339AT 1968 CRMOOD Ssalum  (G282000 =
SIGLENTE T * COMBIMED COMZOFEFOATE 1968 CAOOOD SYSADMM (ROS/2000
0| 0 B0 e PLE ! 1 * T 19 CANOOD SRADUR RO
& | T comEn le CADIDD SYSADMM DSOS
I Shenn gtz mchadend i the Cimdee mopeds
e s = :
T il Hra - Eil ml |||I|.|| wl Lipndy= | Chiniix |
" Counbetion

The selected report appears in edit mode.

R S ia. F 1l;' - -
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4. Complete intended modifications and click the Save button.
H|

Save as

@ Save ag a new report?
Mo | Cancell

5. Click Yes to save the current report under a different name. Click No to save
report under current name.

See Create a New Report from an Existing Report later in this chapter for additional information.
Click Cancel to stop the save operation and return to the Edit window.

6. If you selected to Save as a new report, enter the new name and click Save. If you
chose to save the report under the same name, click Save.

The Save as dialog box will appear.

Hapoit Hame |

[T Crasck bt o reak, hes g i Tecomphets™

e Camral

7. Click the Close button

Edit Window Buttons

The following buttons are available on the Edit window.

(T Transfer  Mark the report for transfer.
= Save Save changes to the report.
= Print Print the current report.
=
[l_... Close Close the active report and return to the Reports
| Selector window.
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Browsing Reports

The Browse feature allows you to preview several reports at a time, as they would be printed.
Information in the Browse window cannot be edited.

Open the Browse Window

To preview an ARPE ...
1. Open the Program Evaluation module.
2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases

or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

ﬂ_l.rﬂ Program E valuation
TIMS HBeportz *wWindow Help

[ew@uE? | cn

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

3. Use one of the following methods to open the Browse window:

o Select a report from the list in the Detail (right) pane of the Report Folders
window, (use the Ctrl key and mouse to select multiple reports) and click the
Browse button.

[T Heporty: Follow-wp and | restment bor Donaechks bo | uberculoss Cases

TEST
CiTY 1952
* EASTSIDE 1338
= WESTSIDE 2

SYSADMIN
SYGADKMIN
SYSADMIN
S SADKMIN

057302000
5252000
057252000
05252000

WESTSIDE &
[ COMEMED COMBO REF
= COMED EXAMPLE

198
5
152

L iC
IZLE * TEST 193 SYSADMIN  05/25/2000
5 COMEON -~ TEST2 1993 SYSADMIN - D5/26/2000
SINGLEOTA * COMBO EXAMPLE MAY 26 1933AT 191 SYSADMIN - 05/26/2000
SINGLEOTE ~ COMBINED COMED REFORTS 1933 CADDDD SYSADMIN  05/26/2000
(] COMED EXAMPLE MY . = TESTY 1939 CADOOD SYSADMIN  05/26/2000
TESTI - COMBOCE 1999 CAMOD SYSADMIN  DS/26/2000
| | L =l
¥ Show ieports ncludsd in the combinad reports
Sheow Alepants
Al Mew 'ﬂ" Comiime [ jarel &
r Single | | E lml cnilinrn I Dialele | AT 'II Cloze I
" Combiralion
Or

* Double-click the report in the Detail (right) pane.
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The Browse window appears.

B8 Poge am Ewaluation - [Follow up arid Trestment [oi Contacts] - [FROWSE]
L IM5 Hepots windom  Help Sl =l
e @B P @ v
—
af mida I'r EifAaCir :
CDC PLELE S0AL N'H IDYTEE Ia'g? :
CESTEAEF RSl Lk EL OO T Bl R SH
kel Gl m RS Cfcmes. 10 D T B REEA TR
Ll oEE - AH  irrvisr OF Dol feeas Oria oy ek i e
T am e g oesss e

Aggragola Regoms lof Tubarculosia Progoam Ewvala

Faporien rea: LOBIOD Fallos-up and Traatrant for Contacts i Tubenculosis Ceme:

Cosicar ‘e BT

Clcaws Oms ior Folos-ag i 135S LReigmat B ol the Dasored gl WUH thek S0hecdl §EET

Tl TH Cmerr Maposied 058

Part . Cases and Contacts

Tymes of Cases o D sthgst o

Gigmiibiine gmepi + Spaituim g - ol -—

Lo bon Dol bgeteii BO L] A -
4| _l'
2| = w

4. When you have finished viewing the report in the browse window, click the Close

button.
|

Viewing Included Sub - Reports while Browsing a Combination Report

You can view the sub-reports that make up a Combination Report while viewing the
Combination Report in the Browse window.

To browse the sub-reports of a Combination Report from the Browse window...
1. Click the List of Included Reports button.

-

)

The List of Combined Reports window appears.

Lizt of combined reports |

User IO Last Modified
T DOWMNTOWHMN 1337 FIMNAL 1337 LAaDion SYSaDMIN 02182000
= UPTOWHM 1937 FIMAL 1997 LADTOO  SYSADMIM - 04032000

Report Name Tear

Miew | Cloze |

2. Use one of the following methods to browse an included sub-report:
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» Select a report in the pop-up window and click View.

Lizt of combined reports |

Report Name Tear

Last Modified

T DOWNTOWN 1957 FINAL
LIPTOWN 1957 FINAL

1997

1337  Lamioo

LAOT00  SYSADMIN
SrSADMIN

View | Cloze |

Or

* Double-click the report in the pop-up window
The View Report window appears.

8 Viers Fampot - UIPTOWH 1957 FIMAL

FLELEC HOAL TH M ERCT

(D

Sepsilig Alrs LAOnDd

P bk il

Codwem Woad HED

CEFENTHENT-3 HEBL FH S0 HUHAH TTRSDLY

A | Pl ¥ il G R et | i il PR T
e L L e L R L B Lol
Wl ol B Tl PC O DT

LIFTOAWWH 1357 FIMAL

Agagregale FReports for Tebesceloses Poogram Evalustic
Fallow-up and Trastm et for Comacts 1o Tubarodosis Cases

Tawd TO Capes Flegoied 406

Far |, Casas and Contacts

Folimin oy Dade boy Foloeup: R/EH 13D

(A P of the fam e o e cohos e

I pess ol Cages foi Invesligatom

Cazis 1od [rmadd b abr
4|

Lmstum e * Spulum smamr - culk

£ 1} (BN 100 {62

|

3. Click the OK button to close the View Report window.

4. Click the Close button.

Browse Window Buttons

Fe Zoom

é Print

[l_.,, Close

) List of Included Reports

Adjust the magnification of the report.
Print the report.

Close the active report and return to the Report
Selector window.

Display the sub-reports within a combination report.
(Active for Combination Reports only)
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Using the Zoom Feature

TIMS allows you to adjust the magnification of the viewing area in the Browse window.

To adjust a magnification...

1. Click the Zoom button.

This displays the Print Preview dialog box.

2l

2. Select a Magnification setting from the preset options or enter your own (between
1 and 1000%) in the Custom box.

3. Click the OK button.

Adjust Report Margins

Print Preview

— Magnification =
200 % Cancel

© 100% i
O BB %
0%

" Custom I1DD E%

Cancel |

You can temporarily adjust the margins for viewing or printing (the area between the printed
material and the edge of the page) by dragging the margin indicators to a new location on the
horizontal and vertical rulers. The margins will return to their default location the next time you
use the Browse feature to view the report.

1. Click the Zoom button.

This displays the Print Preview dialog box.

2. Select Show Rulers.
3. Click OK.

2

4. Drag the double-headed arrows to a new location to adjust the report margins.

.|.I.|.|.|.I.|.1|.|.I.|.|.|.I.|.2|.|.I.|.|.|.I.|

|.|.|.I.|.|T|.I.|.|.|.¢.|.

DEFARTHMENT OF HEALTH AHD HUMAH SERVIGES
FUELIZHEALTH SERYICGE
CEMTERS FOR DIZEASE COMTROL AMD FREYEHTION
HATIOHAL CEMTER FOFR HIV. =TD. AMD TE FREVEHTION
TR IR pinS1oM OF TUBERCULOSIS ELIMIMATION
Ak & ATLANTA, GECRGIA 30333
Augn
Feporting Area: Laoioo
P 4 Fall

Cohort Year: 19497

5. Click the print icon to print report.
The report will print with the newly adjusted margins.
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Combination Reports

Combination reports are created by joining two or more standard ARPEs for the same cohort
year. The resulting combination report represents the data from all the individual component

reports.

Combining Reports from Lower-Level Sites

Report 1

5

Cases

Report 2

5

Cases

Report 3

5

Cases

If your site receives ARPEs from lower-level sites, you can combine the lower-level report(s)
from the same cohort year with the report you intend to transmit to the CDC.

CbC

L1+L2
Combo

1999

25 Cases
A

Reporting

1999

15 Cases

REPORTING AREA-

L2 +L1+RA
Combo

1999

40 Cases

LEVEL 1-

Level 2
Site

1999

10 Cases
A

Level 1

1999

15 Cases

L1+L2
Combo

1999

25 Cases

LEVEL 2-

Level 2
Site

1999

10 Cases

Version 1.10 February 2001
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Create a Combination Report
You can create a combination report from two or more single and/or combination reports.
To create a combination report...

1. Open the Program Evaluation module.

2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases
or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

ﬂ_l.rﬂ Program E valuation
TIMS HBeportz *wWindow Help

[ew@uE? | cn

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

3. Select the first report you want to include in the combination report by clicking on
it in the Detail pane.

'I-":'Hl:lll'llt Follispi-uipy anl Tinadminl Tai Canlacls o Tubsicidesiz Caens
TP PRELIMNARY 136 7-FINA CER SYSADMIN (271852000
[ CITY 1 1367 FIMAL * 1557 PAELIMIMARY 1997 LADCOO SySaDMIN - 027185000
[} CITv 1357 PRELIM T CITv 1 1957 FRial 1997 LAMDD SySaDMIN - D400
[ CIT 2 1557 FINAL - " - B -
(] CITY 21207 PRELIM [ ._|w1.=r=|r SRELIM 19497 |.=n.nn FRADMIN nm.'ﬂ.-:'-'r.n
1 COLNTY 1957 FIMAL I T CITY 271557 PRl 1957  LAMDD SyS&OMIN 0218500
(71 COUNTY 1957 FRELM I T ® CITY 21597 FRELIM 1997 LAMDD SvSeOmMIN - 0208000
DEHM [ COUNTY 1557 Al 1957 LAMDO SySsOMIN G 0285500
DDA T O 15637 FINA, 1 * COUMTY 1959 PRE UM 1997 LAMDD SYSaDMIN 02085000
DOWHTIOMWH 1247 PREI DIEHOT 1997 Lamo0 SylGOMIN D400
[LB Y I 1 coemTomen 1287 PR 1957 LAMDD SvEADMIN 027800
‘ | » =
™ S nispaoits wechucdind in B comtened nepots
| o Peports
=
'r‘“Ei : Hewm | Edit I ],r_u-| I-:-'nl-ln-:-I Eu-h-lu| _'[r.rll-ull Close |
™ Combmabion

4. While holding down the CTRL key, use the mouse to select the next report to be
included in the combination report. Repeat this process until all reports to be
included in the combination report have been selected.
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ik Feports: Follow-up and Treatment for Contacts bo Tubeioulosis Cases

1997-FiMaL
1397-FRE LIMIHARY

= gl};gﬂ;ﬁ:ﬁ 1357 FRELIMIMARY 1997 LADDOD SyS&DMIM - 021852000
Ty 3 1,_:'!3._. FINAL I CIT 1 1987 FIMAL LADTO]  SYSADMIN (AT 2000
CITY 2 1957 FRELIM T = OTY 19597 FRELIM 1597 LADDD SYSADMIM - DEADRI000
CIOIUBITY 1597 FIRLL 1 T OTv 21587 FIMaL 1997 LADIOD SySabDMIM - 02N8sc000 —

] COUsIT 1997 PRELE 1 T = CITY 2197 PRELIM 137 LANOD SYSADMIN  02MESS200D
]zl T COUNTY 1957 FEAL 1997 LADIOD SYSADMIM 0215000
DM T 19T FikA, 1 = COUNTY 1957 PFRELM 1547 LAMOD  SveabeiN  02MSE000
DOaNTOWH 1337 PREL DEHIT 1997 LAMMOD SYSADMIN  D4ATR00

ﬂ':"-'H"” - | T DOWNTINM 1937 PR 1997  LADIOD SWSADMIN  02/18/2000 i

-

T Showy impoits ncludesd in e combaned ispoits

Sihvosns Aleponty

= a1 ;

- Sirgls Herwy I ket | Browss I ml TN | e lml Cloze I
™ Combination:

5. Click the Combine button.

A new report window appears with the totals from all included reports displayed in the designated
locations.

B0 Progiam Evalustion - [Follow wap and Tiealment lei Contacts bo Tubescubose] - [MEW]

e W@ DF oo @
F]:H-" -—-—1--———— Fod T g crbbd :
HHIIHHMHHHH:I:.H-I- O BECD (HET
L I = Eop. Duts 1MI0U2003
m.u'.'..:uli_l @ Fowlrminesy Mapos:
Frwlmra y D it (E [Evwganil W3 ol Liwp s i i S ey ) ™ Finl Fapint
Tokd TH Carsn Fieporiad

Pl l. Comon sl Conkeckn

ol Carder s PO

6. Select a Report status from the available options:

* Preliminary Report indicates that the report will be modified at a later date.
Preliminary reports are submitted during the first year after the cohort year.

» Final Report indicates that the report is complete and will not be modified.
Final reports are submitted during the second year after the cohort year. This
is the only data item that can be changed on a combination report.

7. Click the Save button.

A

8. Enter a name for the report.
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9.

-
&l Save report E

Report Hame: ||

[~ Check here ta mark this repaort as ncomplete"

Save LCancel

If the report is incomplete, put a check in the check box.

10. Click the Save button.
11. Click the Close button.

Add a Report to an Existing Combination Report

Reports can be added to existing combination reports by using the ‘drag & drop’ method in the
Combination pane. The data will be added to the report totals.

1.
2.

Open the Program Evaluation module.

Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases
or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

H_I:L'l Program E valuation
TIMS HBeportz *wWindow Help

[ew@uE? | cn

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

Using the mouse, select the report to be added to the combination report in the
Combination Pane.
{8 faparts: Foilow-up and 1
[T =]
LS TSR TEEEE PR
E&5TSIDE 1597 PRELIM
PREFEPDATIAE

EIRGLED
i E (2

BUE-REFCAT
BUE-REFDRT2
[SLIE REPORT
GLiEREFORT &
SIE-HEFHTS

TEST 4AFE
UFTCAuH 195 FIRIEL 2=
-|| | ¥

While holding down the left mouse button, drag the selected report to the desired
combination report, and release the mouse button.

Release the mouse button.
The Warning message box appears.
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e |
7 ) Adding SUB-AEFORAT 30 COMBINED-REPORTS combination report. fes you sam?
[C=] s |

6. Click Yes to add the report to the combination report. Click No to cancel
operation.
The report has been added to the combination report.

W COMEINED-REFORTS:
' SUB-REPORTI
: SUB-REPORTZ
o SUB-REPORT3
[ COUMTY 1997 FINAL
[ COUMTY 1997 PRELIM

Remove a Sub-Report From a Combination Report

A sub-report can be removed from a combination report. As a result, the data is subtracted from
the report totals.

To remove a sub-report from a combination report...
1. Open the Program Evaluation module.
2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases

or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

H_I:L'l Program E valuation
TIMS HBeportz *wWindow Help

[ew@uE? | cn

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

3. Use one of the following methods to display the components of a combination
report:

* Double-click the combination report icon in the Combination Pane to display
the component reports

SINGLE REPORT 1
SINGLE REPORT 2
SINGLE REPORT 1

Or

o Select Show reports included in the combined reports directly below the
Combination Pane
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v Show reparts included in the combined reparts

Hew | Edit | ﬁmwsel Lo

4. In the Combination Pane, use the mouse to select report to be removed from the
combination report.

!_;-[_I' Reports: Follow-up and T

o WESTSIDE 1337 PRI |
£ COMBINED-REPORTS

- SUB-REPORTY

- SUB-REPORTZ

: SUB-REPORTS
£ COUMTY 1397 FIMA
- CITv 113997 FIN

5. While holding down the mouse button, drag the sub-report to a blank area of the
Combination Pane, and release the mouse button.

The Warning message box appears.

@ Removing SUB-REPORT3 from COMEIMED-REPORTS combination repart. Are you

sure’?

6. Click Yes to remove the sub-report from the combination report. Click No to
abandon the remove operation.

The sub-report is removed from the Combination Report.

[ CITY 11397 FIMAL
[ CITY 1997 PRELIM
[ CITY 2 1997 FIMAL
[ CITY 213997 PRELIM
[1 COUMTY 1997 FIMAL
1 COUMTY 1937 PRELIM
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Deleting Reports
Deleting a report will remove all of its data from TIMS.

Note: A report cannot be deleted if it has already been transferred to the next higher level.

Delete a Single Report

To delete a single, uncombined report...
1. Open the Program Evaluation module.

2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases
or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

TIHE Hepoir windoew Hein
- W ﬂ Rl |:LI T IIIIEI

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

3. Inthe Detail Pane, select the report you want to delete and click the Delete button.
Click the Yes to delete the selected report. Click the No to abandon the delete
operation and return to the Report Selector window.

! ': D ededineg 518 FE PORT 2, St i iss?

o | [T

Delete a Sub-Report of a Combination Report

To delete a sub-report of a combination report...
1. Open the Program Evaluation module.

2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases
or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

TIHE Hepoir windoew Hein
- W ﬂ Rl |:LI T IIIIEI

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

3. Inthe Detail Pane, select the report you want to delete and click the Delete button.
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The confirmation box appears.

[gspopy TLEPRCPIT] D ol - el 0
ek P < s e 1 e

. | . ||H...‘.....I

4. Click Yes to delete the selected report. Click No to abandon the delete operation
and return to the Reports Selector window. Display the Combination reports that
include the selected report by clicking Display Combinations button.

L1 L L T e T T T D T s
EASTSIDE 1538 1999 CANMDD SYSaledis 109 84421000
SaE S TSI0E TS RS LA 57 e 1 T A AANE

Delete a Combination Report
To delete a combination report...

Note: Subreports will not be deleted during this operation
1. Open the Program Evaluation module.

2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases
or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

TIHS Hepois Windew Helo
LN - S |

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

3. On the Detail Pane, select the report you want to delete and click the Delete
button.

The Confirmation box appears.

Dbty O HEHI SR PO AT rll o
LERE S T

el |

4. Click Yes to delete the selected report. Click No to abandon the delete operation
and return to the Reports Selector window. Click the Display Combination
button to view reports that include the selected report.
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Transferring Reports

The Aggregate Reports for Program Evaluation provide CDC with important information about
local TB program activities. CDC receives this information through the TIMS ARPE transfer
function. This function is similar to the process in which surveillance data is transferred.

Note: Only one report of each type can be transferred per cohort year. Once transferred, the
report can be edited and/or transferred again.

ARPEs are transferred through a three-step process: 1) mark for transfer, 2) prepare transfer file,
and 3) transmit the file to the next higher-level site. Two of these steps, mark for transfer and
prepare transfer file, are performed in the Program Evaluation module. The third, transmit file,
is performed in the System module.

Marking Reports for Transfer

There are two ways to mark an ARPE report for transfer.
1. Open the Program Evaluation module.
2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases

or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.

’_I."J Program E valuation
TIMS HBeportz *wWindow Help

[ew@uE? | cn

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

3. Select a report in the Detail Pane and right-click with the mouse.
Select Mark for Transfer.

Or
1. Select a report in the Detail Pane and click the Edit button.

l.-_nllllpllrl_r. Follow-up and restment bor Lonkacts o §ubsicolo

FRAEREFOIAT TAR =0 ]wle] Flepoat Mumse [ ¥ear | Siee |  Usssid  |Laxt Modinie = |
SIMGLEDMN = SIHGLEDM 1997 La00OD SrSADMIN 1041342000
SIMGLENZ * GINGLEDE 1997 LADDDD SvEADEIM 104132000
SUB-REPORT 2 " SUEFggPORTI SeDHIM 1
:5U:n|:|"|:|nT; * SUEFREPORTZ 1985 LADDOD SvSaDEIM 1041372000
;Un_ntmma * SUEREPORTY 19895  LADDOOD S¥SaDHIM 104132000
TEST ARPE = SUBREPORTS 1995 LAOOOO0 SvSaleiM  10W1 37200
LIPT O M 1957 FIkaL I T = TEAT &RFE 1957  LADDD0  SYsabidie 072000
LIFT O 1957 PRELIM = LIPTORH 1367 FIbaL 1997 LADIOD  Srsabeip 40200
SWESTSIE 1997 FINAL = o UPTIORR 1307 PR Lik PE97F LANOD  SvSabeiM 043000
WESTHDE THTPRELIL L 1 wWESTSIDE 1957 FIMAL 1997 LADDD SvEADHIM (22000
.l - =l 1 v WESTEIDE 1937 PEELIM 1997 LADIOO SYSADWIN  C2/16/2000 =
™ Show mporty inchudad inthe combinad rapoz
Sk Repoits
LC 1 |
5 Mo Edlit I Brow s | ||||||."||'I Duleie Tranzim Cloze I
™ Combination
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2. Click the Mark for Transfer button.

&

3. Click Yes to complete the mark for transfer operation. Click No to abandon the
Mark for Transfer operation and return to the Edit window.

Transfer Report ]

@ Are you sure pou wantk to transfer thiz repart™?

An asterisk “*” will appear in the “T” column (Transfer Indicator) of reports that are successfully
marked for transfer. Note: When a combination report is marked for transfer, all included sub-
reports are also marked for transfer.

b Repoiz; Follow-up and Tieaslmant for Corlaciz bo Tubsscilans Cases

PREREFOAT TAB =1[o[v]e] flepart Name [ owr | Site |  terd  |Last Moditie <]
SIMGLEDN T * DOwWSTOWS 1997 PRELIM 1397 LamDd  SY5SanMiN 02ME2000
SIMGLELD T " DUMMY 1999 LA0TO0 SYSADMIN 021772000
S8 FEPORT 2 I'T EASTSIDE 1997 FIMAL 1997 LanDD  SYRADMIN - 02672000
‘I-:EI--'EEF'EII'IH I T EASTSIDE 1347 FRELM 1897 LaD) SYSADMIN 021672000
SUB-REPORTS I = = PREREFORTTAR 1993 LACIOD SYSADMIM  02HE/2000
TEST ARFE * SIMGLED 1997 LADDOD  SYSADMIM 1041343000
BT (v 1957 PRl = CIMGLED2 1997 LAal000  SYSADMIN 101 25000
LIPT v 19497 PRELIM SLUEREPORTI 1
WESTSIDE 1397 FIMAL v SUEHREFORTZ 1995 LADO0  SySsOMING 10052000
'WESTSIDE 1337 FRELIL * SUEREFORTY 1985 LADDOD SYSAOMIM 10037200
- * SURREFORTS 1995 LaDDi] SYSAOMIM 103200
i | ¥ ;I
[T Shiowy seposts inchadesd in e combinesd ispots
Shirs Hapoils
(oY
- Shgle Mt I Exdil | Em| vl ,I [0 e el e ] .TJ.“'H] [F ] I
 Comtind:

To remove ‘Mark for Transfer’ from a report, right click on the report and select Unmark for
transfer, or click the Edit button and the Mark for Transfer button. The asterisk will
disappear from the ‘T’ column. Note: A report cannot be unmarked for transferred if it has
already been transferred.

Preparing the Transfer File

Use the Transfer button, located on the Reports Selector window, to create and prepare files for
transport to the next level in the reporting hierarchy.

To prepare marked reports for transfer...
1. Open the Program Evaluation module.
2. Click either the Follow-up and Treatment for Contacts to Tuberculosis Cases

or Targeted Testing and Treatment for Latent Tuberculosis Infection buttons
on the toolbar.
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!_I;i_'i Program E valuation

TS Heportz *Window Help
e uee | oo

Or

Open the Reports menu and select either Follow-up and Treatment for
Contacts to TB Cases or Targeted Testing and Treatment for Latent TB
Infection.

3. Click the Transfer button.
The Transfer window appears.

!_ﬁ_’i Transzfer
1 ITI PI Feport Mame I Tear I Site I Userid ILast Modifiedl
I = = PREREFORTTAE 1938 La0io0  SySaDMIN 02/18/2000
= = SUEBE-REFORT1 1936 La0oooo  SySaDwiWe 10413/2000
= LPTOW M 1397 FINAL 1937 La0ioo SySaDwiW 044032000
* * UPTOWHM 1997 PRELIM 1937 La0ioo  SySaDmMIiN 04/03/2000
Transfer | Cloze |

4. Click the Transfer button and an ARPE transfer file that includes the listed
reports will be created.

5. Click OK to close the Data Transfer Preparation message box.

TIMS iz finizhed creating the Aaaregate Reports for Praagram Evaluation transfer file
“Y'ou may now go to the System Module to transmit the coresponding filefz] to the
appropriate site.

6. Click the Close button to close the Transfer window. A ‘T’ will appear in the
T column (Transfer Indicator) of reports that have been sent to the system
module for transfer.

Transfer File to the Next Higher Level Site

The ARPE transfer file can be transmitted to the next site in the reporting hierarchy by using the
transmission process in the System Module (See Chapter 7—System Module for more details on
the ARPE transmission process).
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Chapter 6 Daily Program Operations Module

Overview

The Daily Program Operations module allows you to record and maintain information about
workers at your site. You can record information about a worker's capabilities, help workers
schedule and track appointments with other workers, and assign clients to workers.

The Worker information entered in this module contains the worker's name, Worker 1D, phone
number, job title, position, supervisor name, status, languages spoken and understood, and a
profile.

TIMS compares languages the worker speaks with the client’s primary language and notifies you
if there is no common language between client and worker. TIMS permits worker-client
assignments where there is no common language, but gives you a warning and provides an
opportunity to assign the client to a language-compatible worker. Worker Assignments may be
transferred to other workers.

The Appointments option is used to schedule appointments for workers at your site. Worker
appointments are scheduled with other workers. Client appointments with workers can be
viewed but not created or edited on the Worker Appointment window. All modifications to
client appointments are done on the client's appointment window.

When worker appointments are scheduled, the date, time, and appointment type (e.g., staff
meeting, training session, etc.) are required.
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Quick Start

Open the Daily Program Operations module

There are two ways to open the Daily Program Operations module...
* Open the Client menu and select Daily Program Operations.
If the current module does not have a Client menu, choose the first menu from the left.
Or

* Click the Daily Program Operations button on the toolbar.
Blulpe] ofeEk

Daily Program Operations g

Add a Worker

To add a worker...
1. Open the Worker menu and select New or click the New Worker button on the

toolbar.
jia]

2. Enter the worker’s name and click the OK button.
3. Enter the remaining information about the worker and click the Save button.

Add a Worker Assignment

To add a Worker Assignment...
1. Open the Worker menu and select Assignments or click the Assignments button

on the tool bar.
2. Click the New button.

3. Select the client from the browse list and click the OK button.
4. Enter information about the assignment and click the Save button.

Add a Worker Appointment

To add a Worker Appointment...

1. Open the Worker menu and select Appointments or click the Appointments
button on the tool bar.

L
2. Click the New button.
3. Enter the information about the appointment and click the OK button.

6-2 TIMS User’s Guide



Chapter 6 - Daily Program Operations

Worker Information

Worker information includes the worker's name, job title, supervisor's name, identification
number, phone number, languages spoken, and profile. This information can be easily modified.

Note: Users with Medium and High security access can add, edit, and view worker
information. Users with High security access can delete worker information.

Add a Worker
To add a worker...
1. Open the Daily Program Operations module.
2. Open the Worker menu and select New or click the New button on the toolbar.

0

3. Enter the worker’s Last Name, First Name, and Worker ID if known.
The last name and first name fields are required.

861 Mew Worker - Add Indoameslion B
Lazt Mams: |
Fuzl Mama: |
Wonkoes 1D |

[(oe ] _Concu |

4. Click the OK button.

The Worker Information window appears

Last Name: ITENSAW 1D: I DI
First Mame: ITHENT Phone: [ 1 -
Middle Initial: [ Active
) ' Yes ( Ho
Job Title: I |;I
Supervizor
Supervizor Name:l |:| O Yes * Mo |
— Languages Spoken:
Edit._. |
— Profiles:
Edit.. | _Save |
Cloze |

5. Enter the worker's phone number.

Version 1.10 February 2001 6-3



Chapter 6 - Daily Program Operations

6.

10.

11.

12.
13.

Select the worker's job title from the drop-down list.

If the appropriate job title is not among the available options, have a TIMS System Administrator
add it to the list using the Table Maintenance command in the System module. Since this is a
required field, you may have to temporarily select an inaccurate job title or close the window
without saving.

Select the worker's supervisor’s name from the Supervisor Name list.

If the supervisor's name is not on the list, check the supervisor's record to ensure that they are
designated as a supervisor.

If the worker is actively working at present, select Yes in the Active group.

If the worker is a supervisor, select Yes in the Supervisor group.
This adds the name to the Supervisor Name List.

In the Languages Spoken group, click the Edit button to select the languages
spoken. Select the individual languages the worker speaks or understands in the
Available Languages column and click the Add>> button. If you make a mistake,
select the language in the Selected Languages column and click the <<Remove
button. Click OK when finished.

\, Select Languages

SFGHAN - EMGLISH
AFRIKASNS [~ SPANISH
ARABIC << Hemove

BEMGALI - 4|
CANTOMESE

CHINESE [MANDARIN]

CREQLE

DARI [PERSIAN)

FILIPING (TAGALDG) 0K |

FREMCH

GERMAN ~ Cancel |

In the Profiles group, click the Edit button to select locally defined worker
attributes for the current worker. The number and type of profiles available
depend on what profiles were defined by the TIMS System Administrator. Select
the individual profiles in the Available Profiles column and click the Add>>
button. If you make a mistake, select the profile in the Selected Profiles column
and click the <<Remove button. Click OK when finished.

.3 -
& Select Profiles

Available Profiles Selected Profiles

AVAILABLE EVEMINGS AT FULL-TIME WORKER
COLLEGE DEGREE — ATTEMDED COLLEGE
COMMTY SWC SENTEMCE KR << Hemove MEDICAL TRAIMNIMNG

DOT CERTIFICATION PUBLIC HEALTH TRAIMIMNG
GRADUATE DEGREE AVAILABLE "WEEKEMNDS
HIGH SCHOOL/GED
LICENSED COUNSELOR
PART-TIME WORKER
WALID DRIVERS LICEMSE
YOLUMTEER Cancel

bk

Click the Save button.
Click the Close button to exit the Worker Information window.
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Open a Worker (Change Focus)

The standard method for recording and maintaining information in TIMS is to select a client or
worker and then select commands to perform to that person's records. This process is called
Change Focus. If you select a command before a worker is in focus, the change focus window
will automatically appear enabling you to select one.
To open a worker (change worker focus)...
1. Open the Worker menu and select Open.
You can also use the Open or Change Focus buttons on the toolbar.

[~ -
or
2. Select the worker you want to open from the list.
Worker List
Worker Hame | Worker 1D Status
“WwORKER, DEFALLT 1=
AMAZON, AMELIA AL Inactive
: Search
CHATTAHOOCHEE, CHARLES CwCa Active 4
COLUMEIS, COLLEEM CGCa Active
DAMUBE, DARLA DoD4 Inactive Filter
EAST, ELAINE EEED Active | | " Active
FLINT, FLOYD FDF Active " Inactive
GAMGES, GAYLE GAGD Active v All
MOMOMGAHELS, MEREDITH MREMO Active -
Cancel

3. Click the OK button.

Search for a Worker

The Change Focus window provides basic search capabilities that allow you to find a particular
worker quickly.

To search for a worker...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Open.
You can also use the Open or Change Focus buttons on the toolbar.

|, |

or

3. Click the Search button.
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4. Enter the worker’s last name or Worker ID number.

l_ﬁ‘ Search Worker - S5et Search Cnteria

Last Hame: ||

Firzt Hame: |

OR

Worker 1D: I

(1] 4 I LCancel |

5. Click the OK button.

6. Select the worker from the list of possible matches, or click Cancel if none of the
workers is the correct one.

Possible Matches for BRAZ,

Possible Matches for BRAZ,

Worker Name | Worker 1D Status
BRAZOS, BEATRICE BZRO Active
BRAZOS, BEMJAMIN BOB3 Active

Filter
" Active
" Inactive
i= All

Cancel

i

7. Click the OK button.

Edit Worker Information
When the worker's information changes, it should be updated.
To edit worker information...
1. Open the Daily Program Operations module.
2. Open the Worker menu and select Edit or click the Edit button on the toolbar.

=]
If no worker is currently in focus, the Change Focus window will open, enabling you to select one.
3. Modify the information.
Click the Save button.
5. Click the Close button to exit the Worker Information window.
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Delete a Worker

If a person was entered as a worker erroneously, they should be deleted. However, workers
cannot be deleted once they appear elsewhere in the TIMS database. If a worker is no longer
actively working at your facility, they should be marked Inactive instead of deleted. Once you
delete a worker, that person will no longer appear in TIMS.

To delete a worker...
1. Open the Daily Program Operations module.

2. From the Worker menu, select Open.
You can also use the Open or Change Focus buttons on the toolbar.

e, @)

3. Select the worker you want to delete on the Change Focus browse list.

LFuarege Focus

Wheslomi i
Workm Mamn | ok D Status
ARSI SHE LA Tk | reacinee ﬂ Wiew |
CHATTAHODEHEE . CHAALES Vel At
[CCLLMBLS, COLLEEN CEOD At 4"|
[ ekt
EAST, ELAIKE EEED Arirs F.ﬂ'E
FLET, FLOYD FOIFt Bictrew  Ackive
HONONGAHELS. MEREDITH HEs0 ot ™ Inacie
CRIKECD, OLVIA oio3 Arihes & Al
ZLMBRO, 20LTAN ZEZR Hritem —
|
Ll |

4. Click the Delete button.

5. Click Yes to confirm that you want to delete the worker.

6. Click OK close the Delete Worker confirmation dialog box.
7. Click the Cancel button to close the Change Focus window.
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Worker Assignments

The Worker Assignment function is used to document a worker's professional relationship with
one or more clients. Assignment information includes, assignment date, assignment status,
status date, who assigned or reassigned the client, current client assignment (if reassigned), and
additional assignment-related comments. During the assignment process, TIMS compares the
languages the worker speaks with the client's native language (or ability to understand English)
to ensure that the worker and client can communicate. A client can be assigned to more than
one worker.

Note: Users with Low and Medium security access can view worker assignments. Users with
High security access can add, edit, and delete worker assignments.

Assign a Worker to a Client
Client-Worker assignments should last throughout the client's tuberculosis regimen.
To add an assignment...

1. Open the Daily Program Operations module.

2. Open the Worker menu and select Assignments or click the Assignments button
on the toolbar.

iz

If no worker is currently in focus, the Change Focus window will open, enabling you to select one.
The Worker Assignment window is displayed.

CTVARE T Client Name Status Statuz Date
03/25/1998 [ALPHA, ANDREW CLiment
03/25/1998 [FOXTROT., FELICITY F CLiment HNew
03/25/1938 |GOLF . GARRET MEWT CLirment
03/25/1938 [ECHO, EDDIE ERNESTO Fleazzigned 03/25/1998
Client Information Q
Name: [ALPHA. ANDREW Language: [ENGLISH
City/County Case Mo.: [ Speak Englizh
State Case No.: 5EE 130833 [ Understand English
Aszzignment Information
Date Azsigned: |03.-"25.-'l1998§ Status: |Cunent Statug Date: |00/00/0000 E
Assigned By:  |ORINOCO, OLMIA |+ Reassigned To:
Comment:
Cloze

3. Click the New button.
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The Client list is displayed.

80 Sedach Clhenl

Last Hame | Fust Hame | MI| State Casell | City/County Capal|Primary Languasge
ABHLIE k& AlcAaNDER LT B SHEMIGH &
ALAPYS AMES O0FLT 3354 APAHESE

EMGLISH

ALLLRE YELLDN DELTIENE APASKNESE
AHES ALEX OFLT 70438 EMGLISH
ARGOMH HEWFY DA7GAT 95T EHGLEEH
EODACIOLS GEORGE DFLT58551 EMGLIEH
BUGS S04 4 | DOFLT 1570 EMGLIEH Hiew |
BUSSY AMNGELS DHLTHTN EMGLESH
CLENT WATHCONTALTS GA 165025 EMGLISH
CLOGED CLEENT ETGANE EMGLEEH E
LLFFEE FLIT DHLThE:A EHGLEH
COMFAD BRIEF DFLTGE23 EMGLISH | Cancel |

4. Select the client to be assigned and click the OK button.

If you need additional information about a client that you are about to assign to the current
worker, you can click the View button to display a read-only version of the selected client's Client
Information window.

5. If the selected client and the current worker do not have a compatible language,
this warning will appear.

Client Language ¥alidation

The Worker and Client do not have a compatible
language! Do you want to keep thiz azsignment?

Yes Ho | Suggest Alternate Wurkels_._l

» Click Yes to assign the selected client to the current worker even though there
is no compatible language between them.

» Click No to cancel the process that would assign the current worker to the
selected client.

» Click Suggest Alternate Workers to display a list of workers who have a
language compatible with the selected client. If no worker speaks the client's
language, the entire list of active workers is displayed.

6. Enter data in the Assignment Information area of the window.

Aszzsignment Information

Date Assigned: |02/01/1 99? Status: [Current Statuz Date: IEID.-’DDHUEIEIEI E
Aszszigned By: KIDD. KIRK K |v Reazsigned To:
Comment:

» Enter or select the date the client was assigned to the worker in the Date
Assigned field. The current date is entered by default, but the date can be any
time between the client enrollment date and the current date.

» Select the name of the supervisor who requested the client-worker assignment
in the Assigned By drop-down list.
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* Comments related to the client-worker assignment can be added in the
Comment box.

7. Click the Close button to exit the Worker Assignment window.

Edit a Worker Assignment

Sometimes the information on the Worker Assignment window needs to be updated with current
information.

To edit an assignment...
1. Open the Daily Program Operations module.

2. Open the Waorker menu and select Assignments or click the Assignments button

on the toolbar.
5]

If no worker is currently in focus, the Change Focus window will open, enabling you to select one.
The Worker Assignment window is displayed.

Lo akE T Client Name Status Status Date
03/25/1995 ALPHA, AMDREW Current
03/25/1938 FOXTROT, FELICITY F Current Hew
03/25/1998 |GOLF , GARRET MEWT Current
03/25/1938 ECHO, EDDIE ERMESTO Fieaszsigned 03/25/1998
Client Information Q
Mame: PLPHQ,.&NDHEW Language: |ENGL|5H
City/County Casze Ho_: [ Speak English
State Case No.: 98B 130638 [ Understand English
Aszsignment Information
Date Assigned: [03/25/1938[]  Status: [Current Status D ate: [00/00,/0000 E
Aszigned By: |UH|NUCU, LA |v|| Reassigned To: |
Comment:
Cloze

3. Select a client from the browse list and click the Edit button.

Modify the Assignment Information and click Save.
Worker languages spoken or understood should match the client’s language whenever possible.

5. Click the Close button to exit the Worker Assignment window.
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Delete a Worker Assignment
When worker assignments are made incorrectly, they should be deleted.
To delete an assignment...
1. Open the Daily Program Operations module.
2. Open the Waorker menu and select Assignments or click the Assignments button

on the toolbar.
5]

If no worker is currently in focus, the Change Focus window will open, enabling you to select one.
3. Select a client from the browse list and click the Delete button.

Select Yes to confirm that you want to delete this assignment. The assignment
will be permanently removed from TIMS.

5. Click the Close button to exit the Worker Assignment window.

Reassign a Client

Sometimes clients need to be reassigned to another worker. Once a client has been reassigned to
another worker, that client assignment record cannot be modified any further. If additional
assignments are required, the current assignment record must be stopped and a new assignment
record begun.

1. Open the Daily Program Operations module.

2. Open the Waorker menu and select Assignments or click the Assignments button

on the toolbar.
5]

If no worker is currently in focus, the Change Focus window will open, enabling you to select one.
3. Select a client from the browse list and click the Reassign button.

Click Yes to confirm that you want to reassign the client.
The Select New Worker window is displayed.

\, Select Hew Worker

Worker Mame I Worker ID Status
CHATTAHOOCHEE, CHARLES [ Active 1=
COLUMBIA, COLLEEN CGCo Active
E&AST, ELAIME EEED Active
FLINT, FLOYD FDF1 Active
GANGES, GaYLE Gas0 Active

MONONGAHELA, MEREDITH MRMD (_F,i“:' :
ORINOCO, OLMIA 0703 Aictive o P In‘:;ie
PURGATOIRE, PATTY POP4 Active - e Al

— Languages Spoken:
EMGLISH

FRENCH

SP&MNISH

Cancel |

5. Select the Worker who will now be responsible for the client and click the OK
button.
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Note that the languages the worker speaks are displayed when the worker is selected. The client's
status changes to ‘Reassigned.” The client's assignment can be viewed on the new worker's
assignment window.

6. Click the Close button to exit the Worker Assignment window.

Stop a Worker Assignment
When a client is no longer receiving TB-related services, you can stop the assignment.
To stop an assignment...
1. Open the Daily Program Operations module.
2. Open the Worker menu and select Assignments or click the Assignments button

on the toolbar.
)

If no worker is currently in focus, the Change Focus window will open, enabling you to select one.
3. Select the client from the browse list and click the Stop button.

Click Yes to confirm that you want to stop the assignment. The client's status will
change to *Stopped.’

5. Click the Close button to exit the Worker Assignment window.
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Worker Appointments

TIMS allows you to schedule appointments for workers defined in your TIMS database. To
create a worker appointment, the following information can be entered: appointment date and
time, appointment type, and appointment location. Worker appointments can be added, edited,
voided (cancelled), deleted, confirmed, or rescheduled. After appointments are established, you
can filter which appointments are displayed by choosing a status or appointment type.

The Worker Appointment window will display all appointments for the selected worker. This
includes appointments with other workers and appointments with clients. Only appointments
with other workers can be entered or modified from the Worker Appointment window. All
appointments with clients must be entered or modified on the client's appointment window. The
client appointment window will display only the appointments for the selected client.

TIMS provides the capability to search for existing appointments by date and time. You can
also choose to display appointments for today, a specific date, or all appointments scheduled for
a worker.

Note: Users with Low, Medium, and High security access can add, edit, and view worker
appointments. Users with High security access can delete worker appointments.

Open the Worker Appointments Window
To begin working with worker appointments, you must first open the Appointments window.

To open the current worker’s appointment window...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointment
button on the toolbar.

e
L}
If there is no current worker, the Change Focus window will appear enabling you to select one.
Search: For Date | Today | All |
Date | Time | Location |Appt. T_l,lpel Worker | Client | Status
08/10/1998|02:00 am|ExAMIMATION 2|BLOOD TEST CHARLEY. CASHEW C  [PASTDUEA|  Mew
08/10/1998/11:00 am|RADIOLOGY  |CHEST H-RA] CHARLEY, CASHEW C [COMPLET
08/10/1998 0200 pro| EXAMINATION 1 |[BACTERIOLO CHARLEY, CASHEW C |COMPLET
08/10/199809:00 pro| EXAMINATION 1 |PHYSICAL E CHARLEY, CASHEW C  |COMPLET
08/12/1998|04:00 prr| COMFEREMCE & |STAFF MEET|AMAZON, AMELI RESCHED
08/12/1998|09:00 pm|FIELD FIELD SURYECOLUMELS, COLL SCHEDUL—
08/13/1998|05:40 am|RADIOLOGY  |CHEST X-RA] NOVEMEER, NANCY  |SCHEDUL Q
05/13/1998|04:00 prm| COMFEREMCE 4 |STAFF MEET|AMAZON, AMELIS SCHEDUL
08/15/1998|01:00 pro| EXaMINATION 1|SKIN TEST JULIETT, JANE SCHEDUL -
Filter Appointmentz by Status: Filter Appointments by Type:

[~ Scheduled EACTERIOLOGY =

 PastD BLOOD TEST

- Has h": od CHEST s-Ray

eschedule Hiv TEST
™ Completed PHYSICAL Exét Close
 Canceled SKIN TEST
ik CLIENT DOT =l

Version 1.10 February 2001 6-13



Chapter 6 - Daily Program Operations

Search for Appointments

You can search for the selected worker's appointments by using the For Date, Today, or All
filters.

To search for appointments...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

3. Select the appropriate search option:
Search: For Date I Today I All I

» Click the For Date button and enter a date to display all the appointments for
that date (the Time portion does not affect the filter) and click the OK button.

Enter Filter Date

Enter Date: IU'I.-’UU'ISEE -
Time: |U1:UD E  am ' pm

» Click the Today button to view all appointments for the current date.
» Click the All button to view all the worker's appointments.

Filter Appointments by Status

You can limit which appointments will appear in the browse list by selecting one or more
appointment statuses.

To filter appointments by status...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

3. Click one or more status designations for the appointments you wish to view in
the browse list: Scheduled, Past Due, Rescheduled, Completed, or Canceled.

Filter Appointments by Status:
[ Scheduled
" Past Due
[ Rescheduled
[” Completed
[ Canceled
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Filter Appointments by Type

You can separate appointments that will appear in the browse list by selecting one or more
appointment types.

To filter appointments by type...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

2
If no worker is in focus, the Change Focus window will open, enabling you to select one.

3. Select the appointment types you wish to view in the Filter Appointments by Type

list.
Filter Appointments by Type:
HIW TEST -
PHYSICAL EXaM J
SKIM TEST
CLIENT DOT
FIELD SURVEILLAMCE
OFF-5ITE MEETING
STAFF MEETING hd

Add a Single Appointment

If you need to schedule a worker appointment that will not occur regularly or will occur only one
time, use the Single appointment option. This is the default option.

To schedule a single appointment...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

2
If no worker is currently in focus, the Change Focus window will open, enabling you to select one.

3. Click the New button.
This displays the Add New Appointment dialog box.

. | L | I_:I Drate: I'I‘-L-'.-’-'r'.-:ll 1] E Fl - 1
=) pon o |
Cancel |
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4. Select the type of appointment from the Appointment Type list. If the list does
not contain the appropriate appointment type, type in a new appointment type
description to add it to the list of available options.

Add Item to List? B

@ The reazoncode that was entered iz not on the reazoncode list, Would pou like to add it

now?

5. Select the location at your facility where the appointment will actually take place
from the Location list. If the location is not on the current list, you can type in the
location name to add it to the list of available options.

Add Item to List? ]

@ The locationcode that was entered iz not on the locationcode list. \would you like to add it
how?

1w |

6. If appropriate, select the staff member who the appointment is with from the
Appointment With list.

Workers cannot be added at the time an appointment is created; the worker must have been
previously defined in the Daily Program Operations module.

Enter or select the appointment date in Date box.

Enter or select the appointment time in Time box. Be sure to specify either a.m.
or p.m.

9. Click the OK button.

Add a Recurring Appointment

Workers may have the same type of appointment on multiple occasions. TIMS has a Repeat
Appointment feature that automates the process of creating repeating worker appointments.

To create a repeating appointment...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

3. Click the New button.
This displays the Add New Appointment dialog box.

218 A Hes Appointmend]s]
Apgcantment T ot

- I pue: [5770 1§ mp-afat|

| =l = - o |

__;m-ll
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4. Click the Repeat button.
B,

Repeat

5. Select the type of appointment from the Appointment Type list. If the list does
not contain the appropriate appointment type, type in a new appointment type
description to add it to the list of available options.

Add Item to List? [ ]

? The reazoncode that was entered iz not on the reasoncaode list. Would you like to add it
now?

6. Select the location at your facility where the appointment will actually take place
from the Location list.

If the location is not on the current list, you can type in the location name to add it
to the list of available options.

Add Item to List? [ <]

? The locationcode that was entered is nat on the locationcode list. *would pou like to add it

now?
1

7. If appropriate, select the staff member who the appointment is with from the
Appointment With list.

Workers cannot be added at the time an appointment is created; the worker must have been
previously defined in the Daily Program Operations module.

8. Enter or select the appointment date in Date box.

9. Enter or select the appointment time in Time box. Ensure to specify either a.m. or
p.m.

10. Select how often you want the appointments to occur from the Repeat Cycle
group.

Repeat Cycle
" Dailp wWeekly " Monthly

» Select Daily/Weekly for appointments that should occur more than once a
month.

» Select Monthly for appointment that should occur on a monthly basis.
11. For Daily/Weekly appointments:

Daily weekly

On what dayl(s):

Every 1 ’_% weeks

-

Hepeat 1= times
o Select the day(s) of the week you want the appointment to occur in the
On what day(s) list. You can select more than one day.

» Enter or select how frequently you want the appointment to occur in the
Every __ weeks box.
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» Enter or select the number of cycles in the Repeat __ times box.
12. For Monthly appointments:

— Monthly

[ Which week: |1st E
Day of: ISunday E

[ Specific date I I_E
Every I_‘I% months

Repeat 1= times

» If you want the appointment to occur on a specific day and week each month
(for example, every third Thursday of the month), select Which Week, then
select a week and day of the week.

e If you want the appointment to occur on a specific date each month, select
Specific Date and enter or select the date.

* For all monthly appointments, enter or select how frequently you want the
appointment to occur in the Every __ months box.

» Enter or select the number of times the appointment occurs in the
Repeat __ times box.

13. Click the OK button.

Edit a Worker Appointment

Sometimes it is necessary to adjust the details of an appointment after it has been entered. Only
worker-specific appointments can be edited; client appointments with the selected worker that
appear in the appointment list cannot be edited. Not all appointment details can be modified.

To edit an appointment...

1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

The Worker Appointment window is displayed.
Do Wiy "WLFEER. DEFALULT

s | Tmes | b | Tpes| ke | et |  Sr
L Y W 1 | A TEIN =] T TOHE d HE

R 1

3. Select the appointment you want to edit from the Appointments list.
Completed appointments cannot be edited.

4. Click the Edit button.
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Make the necessary changes to the appointment.

Not all appointment details can be changed once they have been entered. If you cannot make the
necessary changes to a worker appointment, you may have to delete the current appointment and
create a new one.

Click the OK button.
Click the Close button.

Reschedule a Worker Appointment

If necessary, appointments can be rescheduled for another time or date.

To reschedule an appointment...

1.
2.

Open the Daily Program Operations module.

Open the Waorker menu and select Appointments or click the Appointments
button on the toolbar.

2E
If no worker is in focus, the Change Focus window will open, enabling you to select one.
The Worker Appointment window is displayed.

Convesl Wwhankes “WEHRED FE DECFALLT

Cawch  [od Dl IE' AR |

Date | Towe | Losoles  |fesel Ppes| Wokes | Lol |
T T ATICH * =mi Tk = [T

[ P Py ] [ rE
S pkadaed
I Pk Bas
I Feutedabed
I e
M Eanssied

Select the appointment in the browse list that needs to be changed.
‘Completed' appointments cannot be rescheduled.

Click the Reschedule button.
The New Appointment Date and/or Time dialog box appears.

New Appointment Date andfor Time?

. =
Enter Date: 03/18/1997 =

=
Time: ID‘I:DD El  am & pm
0K LCancel I

Enter or select the new date for the appointment in the Enter Date box.

Enter or select the new time for the appointment using the Time box. Be sure to
specify am or pm.
Click the OK button.

Cancel a Worker Appointment

Some appointments need to be canceled without being rescheduled. If the appointment cannot
be rescheduled, you may cancel it using the VVoid function.
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To cancel an appointment...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

The Worker Appointment window is displayed.
Crawiwd whmbes “SHOREFA. OFFALLT

H
. LMk FLL.bH HY

LT LOCSTENN THR TERT TR N LSH M
T AT TE PO

[T

f

a2 D0 O ol

3. Inthe browse list, select the appointment that needs to be canceled.
Completed appointments cannot be voided.

Click the Void button.
5. Click the Yes button to confirm that you want to cancel the appointment.

Void Appointment

@ Appointment will be marked as "Cancelled”. Do you want to continue?

The Status changes to ‘Canceled.’
Commant Wakae “WIREFR, DEFALILT

Swach EHI_II*I & I

Dwim | Tews | Locades 1 ek Lk 5 labun
(T A0 12500 paec T L CATICH 1 PHPTICAL B PEE [ il SCHECAL. =] Hire= |
P00 1200 parddT LI CATION 1 HIY TEST TIMES, LA HH SCHETAL e
(P 272000 12700 pard.'T L CATION 1 BACTEPSILD QDT UK MH | SCHECUL gf——
(1T 20000 1290 parc,T L CATION 1 BLOGD TE51 PLAHE  MECHCAT 04 R S CHECAIL Ml
(T 00 120 pert T LT CRTHON 1 BACTERRRLE GFEH. CLERT Fy Ff =T plnis
15 5000 1200 peraT W CATION 1 BRCTERSILD RERCTOR MAE RN [ACHECUL
A 2000 1280 g T AICATION 1 ELDD TEET REPORTE. MEDWCAL MR ELHEA | |
0P 30 ) pan T I CETIOH 1 CHERT 4R ddelES & Fo e e HCEFT A 4
.

Fills Appasimesic by 5l

[F)f PP

I Pasl Das Al |

™ Aescheduled - TE"

o '-HmI.F.::f!.IL..m Lo

F Cancels ';crll':-l:r..q.rmluq:'u 1=l

6. Click the Close button.

Delete a Worker Appointment
When an appointment was made in error, it should be removed from the TIMS database.

To delete an appointment...
1. Open the Daily Program Operations module.
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2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

2E
If no worker is in focus, the Change Focus window will open, enabling you to select one.
The Worker Appointment window is displayed.

Comssn S "WOREER, DEFALILT

dmiwoh Febabs | Juoduer | 48 |

E

LULELE |

3. Inthe browse list, select the appointment that needs to be deleted.
Completed appointments cannot be deleted.

4. Click the Delete button.
The appointment is removed from TIMS.

5. If the selected appointment was a single appointment (not part of a set), click the
Yes button to delete the appointment, or click the No button to end to operation.

Delete Appointment [ <]

@ Delete Thiz Appointment?

6. If the selected appointment was part of a recurring appointment set, you be asked
if you want to delete the entire set. Click the Yes button to delete the entire set, or
the No button to delete only the selected appointment.

Completed appointments in the series will not be deleted.

Delete Repeat Appointments E

@ Delete All Felated Repeat Appointments?

Mo | Cancel |

7. Click the Close button to exit the Worker Appointment window.
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Confirm a Worker Appointment

When an appointment is completed, it should be confirmed.
To confirm an appointment...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

LE

If no worker is in focus, the Change Focus window will open, enabling you to select one.
The Worker Appointment window is displayed.

e i “HOREEN. DEFAIFLT

Seevl LB Reiy | W |

st 1 H10m
3. Select the appointment in the browse list that needs to be confirmed.
Click the Confirm button.
5. Click Yes to confirm that you want to mark the appointment as “completed.”
The Status will display ‘Completed’.

Cavei wabn. “WORELR, DEFAULT

8 e | = | gl et ki i HEST

=l =
ENF1ES TLERC Hemld g e D, L COMPLET "
1L S (T LR T W [—
TN 2o o T L S T e [ i
(R e 1 L] B IS0 AN HELE i s [ oh
WA i Pl | s DERT L H Ll T —————
100 3 L L LIE] VB IS B [T | |
L 2R CLikiC | B TEAT CLDSE0 CLEMT WM [ CO0eFLET Herer e 1k
ALA T Lk i i I ol LI L T [COPLET
Filliin dup sl st Do Sl

il
I'

2k
PR IR |

6. Click the Close button to exit the Worker Appointment window.
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Reports

The Daily Program Operations offers several reports. They are:
Appointment-By Client (Not available in this version of TIMS)

Appointment - By Worker (Not available in this version of TIMS)
Assignment - By Client (Not available in this version of TIMS)
Assignment - By Worker (Not available in this version of TIMS)
Assignment - Number and Types of Clients

DOT Summary - By Worker

DOT Summary - All Workers

Exception Report:
Exception Report:
Exception Report:
Exception Report:
Exception Report:
Exception Report:
Exception Report:
Exception Report:

Clients Who Are Smear Positive

Smears Pending More Than x Days

Cultures Pending More Than x Days

Clients with Drug-Resistant TB

Cases/Suspects with No Positive Bacteriology
Cases/Suspects Without a Worker Assignment
Cases/Suspects with No Contacts Identified

Clients Who Have Been a Suspect for More Than x Days

See Appendix RPT DPO - TIMS Reports for detailed information about these and other TIMS

reports.
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Chapter 7 System Module

‘T

Overview

The System Module is used primarily by TIMS System Administrators and TIMS users with High
security access. The System module performs tasks such as:

» Transmitting and receiving data from other TIMS sites
* Managing TIMS data

* Managing the TIMS system

e Performing TIMS-related administrative tasks

» Creating system-related reports and logs

The Transmission feature includes dialing or answering a call from another TIMS site, receiving
TIMS files in the Inbox, sending TIMS files from the Outbox, sending non-TIMS information, and
adjusting the COMM Port settings. Data Management functions include Ad-Hoc Queries, Frequency
Report, Data Dictionary, Export, User-Defined Variables, Database Backup, Database Recovery,
Purge Records by Site, and Purge Client Records.

The System Management (Mgt) feature consists of setting system preferences and security
assignments. Administrative tasks include the creation of spin-off diskettes (used by the Reporting
Area level only) and TIMS table maintenance. System reports include Activity Log, Transmission
Log, User-Defined Data Dictionary, Users Rights/Access, Unacknowledged Transfer File Report,
and Unacknowledged Record Report.

The TIMS System Administrator will setup most of the TIMS system information, such as
preferences, user security, and table maintenance before individual users access TIMS.
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Quick Start

Open the System Module

There are two ways to open the System module...

* Open the Client menu and select System.
If the current module does not have a Client menu, choose the first menu from the left.

Or
* Click the System button on the toolbar.

System

Change Password

A user with Low, Medium, or High security access can change their personal password. The
information below is for individual users. The System Administrator can also use this feature to
reset the SYSADMIN password.
To change your TIMS password...

1. Open the System Mgt menu and select Security.

[ieatastics
Preferences

Gijte Infolma:gn

Enter the old Password and press the TAB key.
Enter the new Password and press the TAB key.
Retype the new Password for confirmation.
Click the Save button and then the Close button.

a N

Add a New User

Note: Only a TIMS System Administrator can add a new user.

To add a new TIMS user...
1. Open the System Mgt menu and select Security.
Igt

m Diagnostics

Preferences

Site | rfarmattan

Spstem Mgt EETETEEEN

Click the New button.

Enter the detail information on the bottom of the window.
Click the Save button to create the account.

Click the Close button.

a kDD
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Edit System Preferences

Note: Only a TIMS System Administrator can edit System Preferences.
1. Open the System Mgt menu and select Preferences
Or

Click the Preferences button on the toolbar.

El H
Preferences

Enter the desired preference settings for the items listed.
Click the Eiles button.

Enter the location for the TIMS files.
Most of the file locations will be entered automatically during installation.

5. Click the Save button on the Location of TIMS Files window, then click the Close
button.

6. Click the Save button on the System Preferences window, then click the Close button.
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Transmission Overview

The Transmission functions are used to send and receive surveillance data, ARPE data, and other
files via modem. Surveillance and ARPE data are collected and prepared for transmission in the
Surveillance and Program Evaluation modules, respectively, but the transfer file is actually sent and
received by the transmission functions of the System module.

Data Flow Restrictions

To ensure data integrity and prevent data duplication errors, TIMS restricts the data flow between
different TIMS levels. The lower site on the hierarchy must always initiate the data transmission
call. For example, a Level 1 site may dial a Reporting Area site, but a Reporting Area site cannot
dial a Level 1 site. Any Reporting Area files which must be transmitted to a Level 1 site
(acknowledgements, State Case Numbers, etc.) must wait until the Level 1 site dials the Reporting
Area before the files are transmitted. See the Surveillance Reporting Hierarchy chart in the
Surveillance Module chapter (Chapter 4) for details.

Level 1 Reporting Area

When a modem connection is established, the TIMS application will automatically perform the
following operations:

1. The Answering Site verifies the Calling Site's TIMS ID. If the Answering Site does not recognize
the Site ID, the call is terminated.

2. The Calling Site verifies the Answering Site's TIMS ID. If the Calling Site does not recognize the
Site ID, the call is terminated.

3. From its Outbox, the Answering Site transmits all files intended for the Calling Site.
. From its Outbox, the Calling Site transmits all files intended for the Answering Site.
5. The call ends.
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Transmission Data Flow

One or both TIMS Sites indicate (via phone, fax, e-mail, etc.)
the need to exchange data with the other.
\
% _
These steps require
i i X i i user intervention.
Calling Site dials the Answering Site places
Answering Site D TIMS in Answer Mode
Calling Site transmits Answering Site
Site ID h answers call
No Is Site ID Valid?
Yes
¥

Answering Site

Is Site ID Valid? transmits Site ID

Call
No
Ends These steps are
performed by TIMS
without user

intervention.

Ye:

%Calling Site has Files Answering Site has %
for Answering Site’> Flles for Call|ng S|te’?
No Transmit files from Transmit files from
Calling Site to Answering Site to
Answering Site Calling Site

7

TIMS automatically places the files received into the proper location (e.g., Inbox). TIMS also

provides a Transmission Log Report that allows you to review all incoming and outgoing
transmissions.

Answering Site must be a higher level
than the calling site.

Note: Users with System Administrator and High user access privileges can send and receive data
between TIMS sites. Only TIMS System Administrators can use the Assimilation function to
incorporate the transmitted data into the TIMS database.
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Person-To-Person Cooperation

Exchanging data between sites requires that the TIMS users on both ends of the transaction
communicate and cooperate with one another. In the following example, a Level One site transfers a
surveillance file to the Reporting Area and picks up the acknowledgement file.

Step Level One Reporting Area
1 |Calls Reporting Area to say that there are data oo
to transmit.
oo Puts TIMS in Answer mode.
Uses the TIMS Dial command to dial the oo
Reporting Area site.
4 |TIMS transmits the Surveillance data (SURV) TIMS receives the Surveillance data (SURV)
file to the Reporting Area site. file from the Level One site.
TIMS call ends. TIMS call ends.
oo Assimilates the surveillance data received
from the Level One site.
An Acknowledgment (ACK) file is created
and placed in the Outbox.
7 oo Calls Level One site with request to pick up
Acknowledgment (ACK) file.
oo Puts TIMS in Answer mode.
Uses the TIMS Dial command to dial the oo
Reporting Area site.
10 [TIMS receives the Acknowledgement (ACK) file | TIMS sends the Acknowledgement (ACK)
from the Reporting Area site. file to the Level One site.
11 |TIMS call ends. TIMS call ends.
12 |Assimilates the Acknowledgment (ACK) file. ooe
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Transmission: Dialing and Answering

Calling Another TIMS Site

Use the Dial function to initiate a data transfer to another TIMS site. When a connection is made, all
files for both sites will be exchanged automatically.

In order for the call to be successful, the TIMS application at both sites must be properly registered,
and the Answering Site must have TIMS in Answer Mode.

To dial a TIMS site...
1. Open the System module.
2. Use one of the following methods to display the TIMS Dialing List:
* Open the System menu and select Transmission, then select Dial
* Click the Dial button on the toolbar

&

e Press Ctrl+ D

The TIMS Dialing List window appears. To close the window, click Cancel.

Plesce Sedeck & Destinstion From the List Below

Gile Mams | Madem Phone NMumben -
LA LEVEL 408 K1 M Delete |
LA LEVEL &= | [ e
Ca LEVELZ [40&E 9428
CALIFORM LA |40&E 0343
=
Dislng Frelw | Dishng Sulbec
| (1] 4
U= Aterriste Modem Number. [~ Aesriati Nt |
r r Caneel |

Long Distarce: [~ Inchude fres Code: [~

3. Select the TIMS site you want to connect to by clicking its name in the list.

Sites are added to this list during the Setup and Spin-Off processes. To maintain data security, users
cannot add new TIMS sites to the list.

4. If your phone system requires that you enter a code before dialing a phone number,
enter the code in the Dialing Prefix box.
For example, many institutional phone systems require that you dial a 9 to access an outside line.

5. If your phone system requires that you enter a code after dialing a phone number, enter
the code in the Dialing Suffix box.
For example, some institutional phone systems require an access code to use long-distance service.

6. If the Answering site requests that you temporarily dial a different number to connect

to them, select Use Alternate Modem Number and enter the different number in the
Alternate Number box.
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7.

The alternate phone number will only be used for the current call.
Use Altemate Modem Number: [V Altemnate Number: I[ 1 -

Select Include Area Code if you need to dial the area code for the number you are
calling, but the number is still within the local calling area.

For example, the metropolitan Atlanta, GA area has several area codes making it necessary to dial all
ten digits for local phone calls (404-555-1212).

Select Long Distance if you are calling a number that is long distance.

This adds a 1 to the dialing prefix.

Click the OK button to dial the selected TIMS site.

The Dial Monitor window is displayed. Click the Abort button to cancel the dialing process.

D Moo G
Calling: 212098 |
Status: Dialing 3212098 |
| Aboit
[ TMER: | [memcss] ¥

The Dial Monitor displays the status of the call. Once the connection is established, the two sites will
automatically begin exchanging files.

Adding an Alternate Phone Number for a TIMS Site

You can add an alternate number for TIMS sites previously registered on your system to the TIMS

dialing list.

Note: TIMS will dial the new number when the procedure is complete. You can click the Abort
button at any time to stop the outgoing call.

To add a number to the TIMS Dialing List...

1.
2.

Open the System module.

Use one of the following methods to display the TIMS Dialing List:

* Open the System menu and select Transmission, then select Dial
» Click the Dial button on the toolbar

e
* PressCtrl+D
Select the appropriate TIMS site.

Select Use Alternate Modem Number and enter the different number in the Alternate
Number box.

Select Add the Alternate Number to the List.

Add the Alternate Number ta the List: [~
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6.
7.

Click the OK button.

Click Yes to confirm that you want to add the new number to the TIMS Dialing List or
click No to cancel the Add Phone Number operation and continue dialing with the
alternate number.

Add Phone Humber ]

@ Are zure pou want to add the alternate number to the list?
" No |

Click the OK button to close the Add Modem Number dialog box and dial the new
number.

Add Modem Number E

@ Alternate moder number added successtully!

The Alternate phone number will appear in the list.

OR-DPH DISTRICT 12 (BEND] [404]555-1003
OR-DFH DISTRICT 12 (BEMD] (404]555-1005

Permanently Replacing a Modem Phone Number for a TIMS Site

If the phone number for a TIMS site registered on your system has changed permanently, you can
replace the current modem phone number with the new one.

Note: TIMS will dial the new number when the procedure is complete. You can click the Abort
button at any time to stop the call.

To replace a modem phone number for a site in the TIMS Dialing List...

1.
2.

Open the System module.
Use one of the following methods to display the TIMS Dialing List:
* Open the System menu and select Transmission, then select Dial
» Click the Dial button on the toolbar
&=
* PressCtrl+D
Select the appropriate TIMS site.

Select Use Alternate Modem Number and enter the new number in the Alternate
Number box.
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5.

Select Replace Current with Alternate.
Replace Current with Altemate: [
Click the OK button.

Click Yes to confirm that you want to change the modem phone number or click No to
cancel the Change Phone Number operation and continue dialing with the alternate
number.

Change Phone Humber B

\?I) Are sure pouy want to replace the current modem number with the alternate number?

Click the OK button to close the Modify Modem Number dialog box and dial the new
number.

Maodify Modem Mumber

\ll) Current Modem Mumber Updated Successhullyl

The new modem phone number will appear in the list.

Deleting an Alternate Phone Number

If an alternate phone number you’ve added to the dialing list is no longer valid, TIMS allows you to

delete it.

To delete an alternate phone number...

1.
2.

Open the System module.

Use one of the following methods to display the TIMS Dialing List:

* Open the System menu and select Transmission, then select Dial
* Click the Dial button on the toolbar

]
e Press Ctrl+ D

Select the alternate phone number you want to delete.

Only alternate phone numbers can be deleted. Primary phone numbers added through the spin-off
process cannot be deleted.

Site Hame Modem Phone Number
Centers for Dizeaze Contral [404)321-2098
COREGOM DEPT PUBLIC HEALTH - TE DIV [4047321-0343

OREGON DEPT PUBLIC HEALTH - TE DIV [404)555-1005

OR-DPH DISTRICT 12 (BEMD) [404)555-1003

Click the Delete button.
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5. Click the Yes button to confirm that you want to delete the alternate phone number.
Click the No button to cancel the delete operation.

Delete Phone Humber B

\?I) Are sure you want to delete phone number from the list?

vee | b |

6. Click the OK button to close the Delete Modem Number message box.

Delete Modem Humber

\:!.l) Moderm Mumber Deleted Successfully

Ending a TIMS Communication Session

A TIMS communication session will end for one of two reasons:

» All the files have been transferred and the two sites have disconnected normally
Or

* An error has occurred and the session must be terminated.

The procedure for ending a communication session is the same at both the calling and answering
sites.

End a Normal Communication Session

To end a communication session that has successfully completed...
* Click the OK button to close the Dial Monitor window.

Terminate a Communication Session

To prematurely end a communication session...

1. Click the Abort button on the Dial Monitor window to disconnect the modem and
stop data flowing between the two sites. Any file in the process of being transferred
will remain in the sending site's Outbox.

2. Click the OK button to close the Dial Monitor window.

The other TIMS site modem will automatically disconnect when it no longer detects a response from
your site.

Accepting Calls from Other TIMS Sites

The Answer function activates the modem and the TIMS software to receive calls from other TIMS
sites. While in Answer mode, TIMS will wait for incoming calls and begin communicating with the
other site and transmitting data files as soon as the call is received. By default, TIMS will accept
calls for 20 minutes from the time it was placed in Answer Mode. If no calls are received in the 20-
minute period, Answer Mode automatically ends and TIMS will not answer incoming calls. After
the connection is made, no further user actions are required to process incoming phone calls.
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To place TIMS in answer mode...
1. Open the System module.

2. Use one of the following methods to begin Answer Mode:

* Open the System menu and select Transmission, then select Answer

¢ Click the Answer Mode button on the toolbar

A

e PressCtrl + A
The Answer Monitor window is displayed.

[Answer Monitor

Caller: |

Status: Waiting For Incoming Call... |

|

Continuous Answer Mode: [~
[TMER: [1551 (mmss) Ok

To end Answer Mode, use one of the following procedures:

* If a communication session has been initiated and completed, or the 20-minute
answer period has expired, click the OK button to close the Answer Monitor

window.
Or

* To end Answer Mode before a call has arrived or completed, or before the
20-minute answer period has ended, click the Abort button then the OK button to

close the Answer Monitor window.

Placing TIMS in Continuous Answer Mode

TIMS provides a continuous answer mode that extends the answer period beyond the standard 20
minutes and allows you to receive multiple consecutive calls. Continuous Answer Mode resets the

timer at the end of each 20-minute cycle.

To place TIMS in continuous answer mode...
1. Open the System module.

2. Use one of the following methods to begin Answer Mode:

» Open the System menu and select Transmission, then select Answer.

¢ Click the Answer Mode button on the toolbar

A

e Press Ctrl + A
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3. Select Continuous Answer Mode.

Continuous Angwer bMode: [

To end Continuous Answer Mode...
1. Clear the Continuous Answer Mode check box.

2. Click the Abort button.
3. Click the OK button.
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The TIMS Inbox

The Inbox is a directory on your computer or network where TIMS files received from other sites are
displayed and processed. Use the Inbox to assimilate received data into your database, create reports
on the received data files, and delete received data files.

1 ing Mail
DOriginator Status | Status Date | File Type File Name File Size
O 05/12/1358 SRy (R0000.005 FFEEY
OR2208 RECY 050741998 REG ORZ2208.REG 166 9
OR2208 lRecy  los/ensse  Misc |smain tat [1es2 E
Delete |
ﬁssimilalel
Report |
LCloze |
«| | »
Al ' Received  Agsimilated

Incoming Mail List

The Incoming Mail list allows you to select and process files that your site has received from other
TIMS sites.

The list is divided into nine columns, each displaying a different type of information. Not all the
column headers are visible at all times; use the horizontal scroll bar at the bottom of the Incoming
Mail list to adjust the visible portion of the list.

Originator - The Site ID of the site that created the file.

Status - The status of the transmitted file. Valid options are RECV (received), ASSIM
(assimilated) and DELETE (deleted).

Status Date - The date the file received its current status.
File Type - A code describing the type of file in the Inbox.

-ACK (Acknowledgement): An electronic receipt which informs the sender that their
surveillance data have been received and assimilated by the receiving site.

-SURYV (Surveillance Data): Surveillance records from another TIMS site.
-PMR (ARPE Data): ARPE records from another TIMS site.
-SITE (Site Information): Information used during the registration process.

-REG (Registration Info): Information used to register a lower-level TIMS site with your
system.

-MISC (Miscellaneous file): A file received via the TIMS Misc. File Transfer option.

File Name - The actual name of the file. See Transfer File Naming Conventions later in this
chapter for additional details.

File Size - The size of the transferred file, in bytes.

Initiator - The assigned user ID of the person who received the file from the sending TIMS
site.
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e Transmit Date/Time - The date and time the file was transmitted from the sending TIMS
site.

» Userid - The assigned user ID of the last person to process the file.

Filtering Options

You can adjust which files are displayed in the Incoming Mail list by selecting the appropriate filter
option button at the bottom of the list.
» All - Displays all transmitted files in your Inbox directory, regardless of their
current status.
* Received - Displays all transmitted files in your Inbox directory that have not been
assimilated. Received is the default option.
» Assimilated - Displays all previously assimilated files.

Buttons
The Inbox window also has the following buttons:

» Delete - Click Delete to remove the selected file from the inbox. See Deleting Files from the
Inbox later in this chapter for additional information.

* Assimilate - Click Assimilate to integrate the data from the selected transfer file with your
database. See Assimilafing Data from the Tnbox |later in this chapter for additional
information.

* Report - Click Report to display a series of reports on the selected data file. See

[ransmission Reports (INbox and OutBox) Jater in this chapter for additional information.

* Close - Click Close to close the Inbox window.

Transfer File Naming Conventions

The name of data transfer files consists of a Site ID and a three-digit sequence number. For example,
OR2208.006 would be the sixth (006) data transfer file created by Oregon (OR) site 2208. The
sequence is always incremented by one, regardless of the data file's destination.

Site ID Sequence

T )
OR2208. 006

Acknowledgement filenames add "AC" to the original data transfer file name. For example,
OR2208.006 would be acknowledged by OR2208AC.006.

Registration files are named with the Site ID with a REG extension. For example, OR2208.REG
would contain registration information for Oregon site 2208.
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Open the Inbox
To open the TIMS Inbox...
1. Open the System module.
2. Open the System menu and select Transmission, then select InBox
Or

¢ Click the Inbox button on the toolbar.

&

The Incoming Mail window is displayed.

— Incoming Mail
Originator Status Status Date | File Type File Hame File Size
HECY 15/1;/1958 SLFY QR O000.005 77665 =
OR2208 BECY 05/07/1998 REG ORZ208 REG 16E 3
ORZ208 lRECy  [o5/8s1998 i |snain bt l1892 E
Delete |
ﬂssimilatel
RBeport |
Cloze |
1| | 3
Al ' Received ' Assimilated

Assimilating Data from the Inbox

The Inbox lists files that have been transmitted to your site. These files must be assimilated for them
to be incorporated into your database. Different file types require slightly different assimilation
procedures and accomplish different things.

Note: Only a TIMS System Administrator can use the Assimilate function.

General Assimilation Steps
The following steps are required to assimilate all file types.

To assimilate...
1. Open the System module.
2. Open the System menu and select Transmission, then select InBox
Or

¢ Click the Inbox button on the toolbar.

8
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The Incoming Mail window is displayed.

Incoming Mail
[lnigratin Slalus  Slaluz Date  File Type  Fila Mams  Fils Size
L0000 \RECY 27200 SUAY LAD0 025 B
Lé&ytn |RECY 04272001 SURY LADDI0 0% Berae
LiyTain RECY O /272001 SURY LADDDD.02T BEra
L] i i 12T S ¥ ] ]
1ECy LA Glal 2 LR ] 1} ]
LA RELY ANERSEEa) ] i i I KL B Dhelete |
a,r'-iulul
_fepon |
_ Cioe_|
i | ¥
| 7 Recerved ™ Assimillsbsd

3. Select a file with RECV status in the Incoming Mail list.
Files from the same originator must be assimilated in the order they were received.

4. Click the Assimilate button.
If the Assimilate button is not active, the selected file cannot be assimilated.

Assimilate Surveillance, ARPE, and Site Information Data

Assimilating a surveillance, ARPE, or site information file will incorporate data from another TIMS
site into your TIMS database, or update or delete existing records which had already been transferred
and assimilated.
To assimilate surveillance data, ARPE data, and site information...
1. Open the System module.
2. Open the System menu and select Transmission, then select InBox
Or

¢ Click the Inbox button on the toolbar.

°d

3. Select the file you want to assimilate from the Incoming Mail list.
Click the Assimilate button.
The assimilation process may take several minutes to complete.

5. Click the OK button to close the Assimilation is complete dialog box.

The number of assimilated records should match the total number of records transferred in the
corresponding data transmission.

Assimilation is complete 1]

@ E Record(z) were Azsimilated,
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Assimilate Miscellaneous File Transfers and Registration Files

Registration Files and files transferred using the Miscellaneous File Transfer feature are not
integrated into the TIMS database. The assimilation process allows you to specify a location where
they will be stored.

To assimilate miscellaneous file transfers and registration files...
1. Open the System module.
2. Open the System menu and select Transmission, then select InBox
Or

¢ Click the Inbox button on the toolbar.

[

3. Select the file you want to assimilate from the Incoming Mail list.
Click the Assimilate button.

5. Use the Select Path dialog box to select the directory where you want to place the
registration file or miscellaneous file.

Select Path
Save in: IaTiI‘ﬂS j | IfFl IEE_ 5
|_1 01052000 [ ca0111 [ Inbuox
-1 01112000 [ | caprepurge [ Katedb
7122293 (3 cdomaster [ Kendn
115 | completedscrubbed [ LatestReleaseDB
I_1B26 DB Backup 3 completemno [ level?a
1 backup 3 completezaved £ outbox
KN
File name: I Save I
Sawve as type: I.E'-.II Files [*.%) j Cancel |

6. Enter the File name for the file.

DO NOT select one of the files in the list. This will give the file to be assimilated the same name as the
selected file, which will overwrite the selected file.

7. Click the Save button to complete the assimilation. Click the Cancel button to stop
the assimilation process.
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Deleting Files from the Inbox

TIMS allows you to remove surveillance, ARPE and miscellaneous files (files transferred to your site
through the Misc File Transfer function in TIMS) from the Incoming Mail list before they are
assimilated. Registration and Acknowledgement files cannot be deleted. Once assimilated,
surveillance and ARPE files cannot be deleted.

It is important to note that the Inbox Delete function simply removes the file from the Incoming Mail
list, or in the case of surveillance or ARPE transfer files, marks them Deleted. No files are removed
from the system and no disk space is freed. To actually delete the file, you must use the delete
function in your operating system.

To delete files from the Inbox...
1. Open the System module
2. Open the System menu and select Transmission, then select InBox
Or

¢ Click the Inbox button on the toolbar.

&

3. Select the file you want to delete from the Incoming Mail list.

Incoming Mail
Duigmabor  Slalus  Stalus Date  File Type  File Mame  Fils Sige
LA RECY £ anin SUAY LADDOCL 025 A
LayCatu RECY [ A 27 S 2001 SUAY LA D000 028 B
L0000 HECY 0 A27 /2001 LAY LADDO0 027 v
) HECy 1427300 E . y
ECY 1127200 4F AN000.030 05
LA RELY M50 TN but i o] [T ' 5 Dhelete |
Arrmilate
__fBopont |
_Closs_|
i | 3
O | ¥ Aescerved ™ Assimilatsd

4. Click the Delete button.
If the delete button is not active, the selected file cannot be deleted.
5. Different file types will display different confirmation dialog boxes for different file

types. In either case, click Yes to confirm that you want to delete the selected file or
click No to cancel the delete operation and return to the Inbox.

Version 1.10 February 2001 7-7-19



Chapter 7 — System

Infir Tusnsim File [heletion.

1] et s el Sl e stk ol B o Pl LASODOCITX] b3 DELETE. Vouwll

ook bes bl b el Ehes scorck. Lirdlelede i not curenlly vadable.
\-E-J e e s e you e 2 bt it e
= = | = w» |
Miscellaneous (.MISC) File Surveillance (.SURV) or ARPE (.PMR) File

6. If there are no more files to delete or process, click Close to close the Inbox window.
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The TIMS Outbox

The Outbox is a directory on your computer or network where files that are to be transmitted to other
TIMS sites are stored prior to their transmission. The TIMS Outbox window displays relevant
information about the outgoing files and provides several options for processing them.

(Nusbgoaney W asl -
| Deslinstion Status | Ststws Date | File Typs Fils M.ame Fils Size ki
(i) DUE TLE000 PrE Lol 1y S
| CADO0N DiE 1023, 2000 SUFY Caod 140 EG542 =
AL DUE T3 N [ | AifcaEic. (] nos 4"'

e I
Dyl I
Hirar I
oot I
_ Ghose |
[4] | k
AN = ;o usiss ™ Tranamitted

Outgoing Mail List

The Outgoing Mail list allows you to transmit, resend, recreate, finish and delete transfer files, in
addition to creating reports on files being transferred to other TIMS sites.

The list is divided into ten columns, each displaying a different type of information. Not all the
column headers are visible at all times; use the horizontal scroll bar at the bottom of the Outgoing
Mail list to adjust the visible portion of the list.

» Destination - The TIMS Site ID that will receive the file being transmitted from your Outbox.
e Status - The status of the file to be transmitted. Valid statuses are:

-QUE: Waiting to be sent (the status code is short for queue).

-SENT: The file has already been sent.

-DELETE: The file has been deleted.

-INCOMP: A problem developed while the file was being created and it is incomplete.
Use the Finish command to complete it.

» Status Date - The date the file received its current status.
» File Type - A code describing the type of file in the Outbox.

-ACK (Acknowledgement): An electronic receipt that informs the sender that their
surveillance data have been received and assimilated by the receiving site.

-SURYV (Surveillance Data): Surveillance records for another TIMS site.
-PMR (ARPE Data): ARPE files for another TIMS site.

-SITE (Site Information): Contains TIMS Site data, used during registration.
-REG (Registration Info): Information used to register a lower-level TIMS site.

Version 1.10 February 2001 7-7-21



Chapter 7 — System

-MISC (Miscellaneous file): File placed in The Outbox via the Misc. File Transfer
option.

File Name - The actual file name of the file to be transferred.
File Size - The size in bytes of the file to be transferred.
Initiator - The assigned User ID of the person who prepared the file for transfer.

Transmit Date - The date and time the file was transmitted.
00/00/0000 00:00:00:000 indicates the file has not been transmitted yet.

Data/Time - The date and time the file was created.
User ID - The assigned User ID of the last person to process the file.

Filtering Options

You can adjust which files are displayed in the Outgoing Mail list by selecting the appropriate filter
option button at the bottom of the list.

All - Displays all files that have been or will be transmitted from your Outbox directory,
regardless of their current status.

In Queue - Displays all files that are waiting to be transmitted from your Outbox directory. In
Queue is the default option.

Transmitted - Displays all previously transmitted files.

Buttons

The Outbox window also has the following buttons:

Recreate — Click Recreate to recreate a surveillance transfer file. See Recreate a
Surveillance Transfer file later in this chapter for additional information.

Finish — Click Einish to continue creating an incomplete surveillance file. See Finish
Creating Surveillance Data Transfer Files later in this chapter for more details.

Transmit — Click Transmit to send a file directly from the outbox. See Transmitting from
the Outbox later in this chapter for more details.

Delete — Click Delete to remove a file from the Outbox. See Deleting Files from the Outbox
later in this chapter for additional information.

Resend — Click Resend to resend a previously transmitted file. See Re-Send a Previously
Transmitted File later in this chapter for more information.

Report - Click Report to display a series of reports on the selected data file. See File]
[F'ransmission Reports (Tnbox and OutBox) Jater in this chapter for additional information.

Close — Click Close to close the Outbox window.
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Recreate a Surveillance Transfer File

TIMS allows you to recreate a surveillance transfer file if it has not already been acknowledged by
the receiving site. To use this function, you must contact the TIMS Help Desk at (404) 639-8155 to
receive a Recreate Surveillance Transfer File password.
To recreate a surveillance transfer file...
1. Open the System module.
2. Open the System menu and select Transmission, then select OQutBox
Or

¢ Click the Outbox button on the toolbar.

|

3. Select the surveillance transfer file you want to recreate from the Outgoing Mail list.
Click the Recreate button.
Note: If the Recreate button is not active, then the selected file cannot be recreated.

5. Enter the password provided by the TIMS Help Desk and click the OK button. Click
the Cancel button to stop the recreate process.

Flease enter password

oK

A series of windows will appear providing details of the Recreate process.
6. When the Recreate process is complete, the following dialog box appears.

Data tranzfer preparation iz complete

18 Records were prepared for
ORZ2E00

Cancel

7. Click the OK button to close the dialog box.

Finish Creating Surveillance Data Transfer Files

Use the Finish function if the process of creating the surveillance data transfer file (in the
Surveillance module) was interrupted before it was completed. Unfinished files have INCOMP
status.
To finish creating surveillance data transfer file...
1. Open the System module.
2. Open the System menu and select Transmission, then select OutBox,
Or

¢ Click the Outbox button on the toolbar.
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W

3. Select the All or In Queue filter option button at the bottom of the Outgoing Mail list.

= AlLL " In Queue " Transmitted

4. Select the unfinished transmission file and click the Einish button.
Unfinished files will have INCOMP status.

Outgoing Mail
Destination Statuz | Status Date | File Type File Name File Size Recreate |

Finizh |
Transmit |

A series of windows will appear providing details about the Finish process.

5. When the Finish process is complete, the following dialog box appears.

Data tranzfer preparation iz complete

1 Records were prepared for
Ceaaoa

6. Click the OK button to close the dialog box.

Transmitting from the Outbox

You can transmit files to a specific site directly from the Outbox without having to use the Dial
command.

To transmit data...
1. Open the System module.
2. Open the System menu and select Transmission, then select OQutBox,
Or

¢ Click the Outbox button on the toolbar.

B
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The Outgoing Mail window is displayed.

DucEnalizn States  Sialur Date | Filo Type il M File Siee
Ca000 GLE 1022200 PHA Cammn I B0
Ca000 GLE 1022200 ELIRY Camnoaa EES.Z
Ca000 CLE 10722200 MIEC Liiness DO 10
il | ]

™ AR = i [hvany T v i il

Select the In Queue filter option button to display only those files waiting to be

transmitted.
Select the file that needs to be transmitted.

All files that are in queue for the same site as the selected file will be sent.

Click the Transmit button.
The MODEM NUMBER window is displayed.

MODEM NUMBER

Destination's Phone Number:

I [404)321-2098
Dial Prefix: I

Dial 5uffix: I

Long Distance: [
Include Area Code: [

If necessary, adjust the MODEM NUMBER dialog box to accommodate your dialing

conditions:

» If your phone system requires that you enter a code before dialing a phone number,

enter the code in the Dial Prefix box.

» If your phone system requires that you enter a code after dialing a phone number,

enter the code in the Dial Suffix box.

» Select Long Distance if you are calling a number that is long distance.

» Select Include Area Code if you need to include the area code for the number you
are calling, but the number is still within the local calling area.

Click the OK button to dial the selected TIMS site.

Version 1.10 February 2001
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The Dial Monitor window is displayed.

—— .
2:8 Dial Monitor

Calling: 4043212058 |
Status: Dialing 4043212048 |
I l% Abork |
| TIMER: | [mm:zz) 1k

8. When the communication session is complete, click OK to close the Dial Monitor
window. Click Abort to cancel the dialing function.

Deleting Files from the OutBox

You can delete miscellaneous (.MISC) and ARPE (.PMR) files from the OutBox. These files can
only be deleted before they have been transferred to another site. TIMS does not allow you to delete
surveillance data files or acknowledgements.

To delete files from the OutBox...
1. Open the System module.

2. Open the System menu and select Transmission, then select OQutBox
Or

¢ Click the Outbox button on the toolbar.

i

The Outgoing Mail window is displayed.

gy Hadl -
[1] i States Stalur Date File T Filles Miwma File Sice Iaim |.-|
Lo GLE L2000 FHA Camon1aa EERiD
Lo GLE L2000 LRV CaMDn14] EEDZ ik
1] GLE L2000 MIEC L ixews DIV 10
aMETH |
BTE e
Hegrsd |
Heprd |
_Dow |
4| | "
~ an (o ] I Trasqmlicd

3. Select the In Queue filter option at the bottom of the Outgoing Mail list to display
files that have not yet been transmitted.

4. Select the MISC or PMR file to be deleted.
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5. Click the Delete button.
If the Delete button is not active, you cannot delete the selected file.

6. Click the Yes button to confirm that you want to delete the file. Click No to cancel the
Outbox File Deletion operation.

@ Are pou gure you want to delete this 7

Re-Send a Previously Transmitted File

Previously transmitted surveillance data transfer files may need to be re-sent due to an error at the
receiving site. Check with your contact at the receiving site to confirm that they did not receive the
file prior to re-sending any file.

To re-send a previously transmitted file...
1. Open the System module.
2. Open the System menu and select Transmission, then select OQutBox
Or
* Click the Outbox button on the toolbar.

i

The Outgoing Mail window is displayed.

[} } States  Sialur Date  Fule Type Fili M ama Fule Siee froimsine I
Ca00m LLE 1072200 PHA Camnnla B
Ca00m LLE 1072200 21 2 Carnn40 EES = I
L0 LLE 1072200 MEC Ligness D0 1M
neTi
1 el I
Hepaid
o |
il | [
Al = e Dy I Tross il el

3. Select the Transmitted filter option button to display a list of previously transmitted
files.

Al " In Queue &+ Tranzmitted

Select the file that needs to be re-transmitted.

5. Click the Resend button to change the file's status to QUE.
If the Resend button is not active, then the selected file cannot be resent.
The file will be transmitted to the appropriate site during the next connection to that site.
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File Transmission Reports (Inbox and OutBox)

TIMS provides surveillance and ARPE file transmission reports for files transmitted to and
transferred from your site. Reports on files transferred to your site are generated in the Inbox; reports
on files transferred from your site are generated in the Outbox. The following information is
provided in the heading for each surveillance report: From (Site ID of the site initiating the
transfer), To (Site ID of the site receiving the transfer), Transmission Number (filename of the
transferred file), and the Date/Time Created (the date and time the transmission report was
generated).

An ARPE report and six Surveillance reports are available:

Aggregate Reports for Program Evaluation (ARPE) - Displays the actual Aggregate Report for
Program Evaluation contained in the file.

Status of Transferred Records - A one-page report that displays the number for each status
(New, Updated, and Deleted) and each type (RVCT, Follow-Up 1, Follow-Up 2, Client, Address,
and SURVS-TB UDV) of records transferred with the selected file. A Database Summary of the
total number of each type of record is displayed.

Frequency of Reported Records - A total of non-deleted transferred records sorted by Month-
Year Reported and Site ID.

Frequency of Count Value - Displays the number of New or Updated verified cases by the
Month-Year Counted, Count Decision and Case Verification value included in the selected
surveillance data file. This report is sorted by Month-Year Counted and Case Verification value
and is paginated by Site ID. The total number of records for each Site ID is included at the end of
the data for each site.

Data Transmission Counted Data - Lists the Client Name, Site ID, State and City/County Case
Numbers, the date the record was last updated, the Status Code (N=New, U=Updated,
D=Deleted), and Case Verification assignment. For verified cases of TB, the Count Status and
Month-Year Counted values are displayed. Within each type of record, (RVCT, FU-1, FU-2,
Client, Address, SUDV), the line-list is sorted by Site ID, and State and City/County Case
Numbers.

Non-Verified Records Listing - A list of New or Updated non-verified records of TB (Suspects
and records classified as Not TB) which are included in the transfer file. This list is sorted by Site
ID, and State Case Number and City/County Case Number. The report includes Site ID, State
Case Number, City/County Case Number, Month-Year Reported, and Case Verification.

Deleted Records Listing - A list of deleted records, sorted by Site ID, State Case Number and
City/County Case Number. The report includes Site ID, State Case Number, City/County Case
Number, Month-Year Reported, Case Verification, and Count Decision.

View a Transfer Report

The transfer reports are identical between the InBox and the OutBox. The following screen captures
are taken from the OutBox, however, the same procedures apply to the InBox.

To view a transfer report...

1. Open the System module.
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2. Open the System menu and select Transmission, then select OQutBox (or InBox)
Or
* Click the Outbox or Inbox button on the toolbar.

g &

The Outgoing or Incoming Mail window is displayed.

— Outgoing Mail
Destination Status Status Date | File Type File Hame File Size Recreate |
CCo0og SEMT 12/29/1998 REG ALDOO0.RE G 176
CCo0og GUE 01./26/1999 MISC BULLETIM.021 2065 oy
Coooao GUE 0./27/1999 SURY AL.0000.001 SYETE3 M
Transmit |
Delete |
Heszend |
Heport |
LClose |
4| | 3
[ AII " In Queue  Transmitted

3. Select a filter option using the buttons at the bottom of the Outgoing or Incoming Mail
list.

" In Queue " Transmitted

4. Select the surveillance transfer (SURV) file or ARPE transfer (PMR) file from the
document list.

— Outgoing Mail

Destination Statuz | Statuz Date | File Type File Hame File Size

Coonon GUE 10/24,/2000 SURY CANOO0, 124 (i Pl
Coonon GUE 10/24,/2000 FrBE CAQOOD 125 83231

5. Click the Report button.
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For surveillance transfer files, the Status of Transferred Records report automatically appears. This is

the default report.

i dlndbe Tt Foaqeats
By e |
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Transmigaion Hasbey  CAO0O0 174
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6. For surveillance transfer files, select the desired report from the Available Transfer

Reports group.

Awailable Transfer Reports

* Status of Transfered Records
i Frequency of Reported Records
i Frequency of Count ¥ alue

" Data Transmission Counted Data
i MonYerfied Records Listing
i Deleted Recaonds Listing

7. Review the report. Use the horizontal and vertical scroll bars to navigate through the

report.

8. To print the report, click the Print button. Select a printer from the Printer Setup

dialog box and click the OK button.
Click Setup to specify printer options.

Frinter: oK I
Gereric / Test Only on FILE: a
Apple Lasers/riter 1| MT +51.8 on FILE: _I Cancel |
WEDE-NDSWLASERJET 4 onMET
HALD-MDSY ASERIE TS PS5 on MET

;I Setup... |

Click Cancel to return to the report screen.

9. To view a different report from the same surveillance transfer file, select a different
report name from the Available Transfer Reports group. The report window will

automatically update with the selected report.

10. When finished viewing and printing reports, click the Close button to return to the

Incoming Mail or Outgoing Mail window.

11. Click Close to return to the System window.
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Transferring Miscellaneous Files

The Miscellaneous File Transfer option allows TIMS to transfer non-TIMS files to another TIMS
site. The miscellaneous file transfers are placed in the OutBox to be transmitted.

WARNING! Do not select a file in the TIMS Outbox (defined in the Preferences section of the

System module). Selecting a file in the TIMS Outbox will produce a TIMS error and destroy the
selected file.

To transmit Miscellaneous files...
1. Open the System module.
2. Open the System menu and select Transmission then select Misc. File Transfer
Or

¢ Click the Misc. File Transfer button on the toolbar.

[al

The Select Misc. File dialog box is displayed.

Select Mizc. File EHE
Lockin [ () = =
|1 Acrobat3 [ Hpfants [ Program Files [ Temp
) Corel [ Hpzetup.t [ [ tims
|1 Data [ Mause [ gad ] timztemp
- Document [ MS0itice [ 5hiva [ Tonls 95
|_ 1 Docview [ Met [ | Sqlaryb0 [d'wings
| 1Dos O Novell 2 style Cwindows
KN I i
File name: | Open I
Files of type: Al Files [7] [~ Cancel |
3. Select the file you want to transfer. DO NOT select a file from the TIMS Outbox

directory.

4. Click the Open button.
This will display the TIMS Dialing List.

50 TIMS Dialineg List

Plaase Selact 8 Destinslion From the List Below

Gite Hame | M pede=m Phione Mumber -

LA LEVEL HLH LT -5 Dielete
L LEVEL 2y [ EE e s
CALEVELZ 432 -3428
CALIFORMLA (4047321 -0343

[riakng Frafe | Disbng Siifes

| 1].4
e Abarmabe: Modem ik [ Akariste Mumien |
| i = i = Canecel
Long Detarce: [T Inchude Anea Code [~
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Select the destination site from the Site Name list and click the OK button.

The selected file is placed in the Outbox and will be transferred to the specified site during the next
communication session with that site.

Click the OK button to close the File Transfer message box.

File Transfer E

@ Selected flles has successfully been added to the MailBox!
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Configure TIMS Modem Settings

COMM Port Settings allows you to configure and fine-tune your modem. If you are having trouble
connecting to another TIMS site, adjusting the settings on the COMM Port Settings dialog box may
help solve the problem.
To configure your modem...
1. Open the System module.
2. Open the System menu and select Transmission, then select COMM Port Setting.
The COMM Port Settings dialog box is displayed.

COMM FPort Settings
Speed |19200 - |Ha_l,Jes Compatible.

TIMS Init. String

Port - General Dataconm 2400 -
W General Diatacom 9500
Data [ g Girid

£ Hayes 1200

5 Hayes 14400
Party  [hone Hapes 2400

Hayes 300
@ Hayes 3600
Stop Bits 1 Hayes Compatible

OK Cancel ‘

3. Select your modem from the list on the right side of the dialog box.
If your model is not listed, select Hayes Compatible.

Select the fastest speed your modem supports from the Speed list.

5. Select the COM port your modem is attached to (or configured as, if you have an
internal modem) from the Port list.
The Data, Parity, and Stop Bits values cannot be edited.

6. The TIMS Init. String box allows you to enter custom initialization values for your

modem. This should be left blank unless you are specifically instructed to enter a
value by a TIMS Help Desk representative.

7. Click the OK button.
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Ad-Hoc Queries

The Ad-Hoc Query feature allows users to extract TIMS information from the database. With Ad-
Hoc Query, you can specify exactly what information is displayed by selecting specific tables and
column(s) within those tables, and imposing criteria filters on the information that is extracted.

There are three steps to creating a query:
1. Select a primary table and secondary table(s).
2. Select column(s) from within the selected table(s).
3. Add criteria and sort conditions.

Note: Users with Medium, High, and System Administrator security rights have access to the Ad-
Hoc Query feature.

Create an Ad-Hoc Query
To create an Ad-Hoc Query...
1. Open the System module.
2. Open the Data Mgt menu and select Ad-Hoc Queries
Or
» Click the Ad-Hoc Query button on the toolbar.
El

The Ad-Hoc Query Summary window is displayed.

T Swsben Data Mgt Swien Hph Sdvieshsbon Besois Windos  Heip EE
aRRwlbhT SDanhPm DLHE ¥
Cumert Sae. CALIFORNIA |
Dusiies

ey Hams [ Aather | Data | Hew |
_Dslons |
_Ew |
:_.-Il
Saved Queies| 1185 1.0)
Queiy H-ame

Pomirer S T e ard Incha slen = $5imin SrRaliklH
Mg, Diple oo sk mndl Wesont FraslkIH e k)
dob'z. wep repoded. namer AR IEtee Tl = o] Dajetn |
fiabe i, dholtalebe e elhn Clhird & FYCT SrSADHIN 0279134 .
ey s 1 o A T W 1l 1 FL Illﬂll'l
A SrSADNIN 07 R 35
Sl FD seaie 14 SYSADHIN 0N 3E

_ s |

3. Click the New button on the Ad-Hoc Query Summary window.
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The Select Tables window is displayed.

= = FLrE D I3 rAazZLENE &

1. Selact & Fimase Table.
2. Selsck ores or mors Secondaip T sbles.

Primaiy Tables -

appllocalion
spphiEason

L x|

bachies!
bzt gt
Gy

=

4. Select a primary table from the Primary Tables list then select one or more secondary

tables from the Secondary Tables list.

5. Click the Open button to accept the selected tables and create the query specifics.

The Create a Query window is displayed.

Seloch Tables

CLIEWT

mfilirkEal ]

cEnsushiact

i sdate sbbieintion

| Where I Sont I
e Sebect Calumn Opes Cohame\Valus Connechor |
clhenl.chiengd = | ®lsddress chertid gl
nddress slole | sinte abbrevwabon AHD

Save | Emﬁnl [l-.'-l.l-tl Close |

6. To specify each column required for the query, select that column name from the
appropriate table in the Select Tables area. The highlighted column(s) will appear in

the Selected Columns list.

To remove a column from the query, click on the

previously highlighted column in the Select Tables area to remove the highlighting.

The column should disappear from the Selected Columns list.

NOTE: Only the

columns listed in the Selected Columns list will appear on the query report.
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*To view the description and usage information for a column, just place the mouse over the column and
the yellow description/usage help will display. To turn off the help display, right click in the Select
Tables area and select Show Help to remove the check mark from the menu. Likewise if Help is not
visible, right click in the Select Tables area and select Show Help to place the check mark on the menu.

Add table

Seleethal

[Mezelentall

Eemaye Table
v Show Help

7. To add conditions to the amount of information and order of information that is
displayed for the query use the three tab pages (Join, Where and Sort) in the
Criteria/Sort Area. See Adding Query Criteria for additional information.

8. Click the Save or Save As button to save the query. Enter a Query Table Name and
click the Save button.

9. Click the Execute button to perform the query. See Executing an Ad-Hoc Query for
additional information.

10. View the report and then select one or more of the following options:
ﬂ Create a title for the report. Enter the title for your report and click OK
ﬂ Modify the magnification of the preview. Select the magnification or show
rulers and click OK.
Q Print the report. Select the appropriate printer and click OK.

E Find text within the report. Enter the exact text to find within the report,
and then click Eind Next to find the next match. Click Cancel to cancel the
find.

ﬂ Save the report. Enter a file name and select a file format and location and
click Save.

11. Click the Close button to close the Ad-Hoc Query window.

Adding Query Criteria

The criteria feature allows you to extract very specific information from the TIMS database using the
Join and Where tabs. It also allows you to determine the sort order for the report using the Sort tab.
The Join tab enables you to modify the table joins, such as modifying the table join to an outer join.
The Where tab permits you to setup a WHERE clause for your query, for example, WHERE
lastname = *‘SMITH’ will only return those records of clients with the last name of ‘SMITH’. The
Sort tab allows you to determine the order in which the items will appear on the report.
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Join Tab
— Criteriah5ort
Join | Where Sort
Select Column Oper Column\Yalue Connector
client.clierntid = T laddress cliertid AMD
addres=s state = ¥ | state abbreviation AMD

The standard joins are defined for each table displayed in the Join tab when the tables are selected.
These joins are also added/deleted appropriately as tables are added/deleted. You may modify the
operator for the joins.

The available operators are:

Numerical Operator Description
= Equals
Greater Than
Less Than
<> Not Equal To
>= Greater Than or Equal To
<= Less Than or Equal To
*= Left Outer Join
=* Right Outer Join

For example,
A LEFT OUTERJOINB (A*=B)

includes all rows of table A whether or not there is a row in B that satisfies the join condition. If a
particular row in A has no matching row in B, the columns in the join corresponding to table B will
contain the NULL value.

Similarly,
A RIGHT OUTER JOIN B (A =*B)

includes all rows of table B whether or not there is a row in A that satisfies the join condition.
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Where Tab

— Criteria\Sort

Jomn

Where G ort I

addrezz. citylimits

Select Column

Add Delete

Columni¥Y alue

The Where tab allows you to extract very specific information from the TIMS database.
1. Select Add button to add a new Where criteria.

2. Select column from the Select Column dropdown list.
3. Select an operator from the Operator dropdown list.

The available operators are:
Operator

Is Missing
Is Not Missing
Like
Not Like

Like and Not Like

The Like and Not Like conditions require a pattern to be specified for the column to be compared

Description
Equals

Greater Than

Less Than

Not Equal To

Greater Than or Equal To

Less Than or Equal To

Is Blank or Null

Is Not Blank or Not Null

Similar to a specified pattern
Not similar to a specified pattern

to. This pattern may contain any number of wild cards. The wild cards are:

Wild Card
_ (underscore)
% (percent)
1
[l

All other characters must match exactly.

Matches
Any one character
Any string of zero or more characters
Any single character in the specified range or set

Any single character not in the specified range or
set
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For example, the search condition

... hame Like 'a%b '

returns any row(s) where name starts with the letter a and has the letter b as its second last character.
Similarly,

...name Like 'sm[iy]th’

returns any row(s) where name is the one of the following strings ‘smith” or ‘smyth’.

A range of characters is specified by giving the ends of the range, separated by a hyphen. For
example,

...name Like '[a-rJough’

returns the strings ‘bough’ and ‘rough’, but not ‘tough’. The range of characters [a-z] is interpreted
as "greater than or equal to a, and less than or equal to z". The lower end of the range must precede
the higher end of the range. For example, any LIKE condition containing the expression [z-a] returns
no rows, as no character matches the [z-a] range. You can combine ranges and sets within a square
bracket.

For example,
... name Like '[a-rt]Jough’

returns the strings ‘bough’, ‘rough’, and “tough’.

The caret character (*) is used to specify a range of characters that is excluded from a search. For
example,

... name Like '["a-r]ough’

returns the string ‘tough’, but not the strings ‘rough’, or ‘bough’. The caret negates the entire rest of
the contents of the brackets.
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4. Select a column/value for the Column/Value column. To select a value, type in the
value (refer to the Usage information about the type of data and potential values stored
in the selected column). Note that the Is Missing and Is Not Missing operators do not
require any value to be typed in the Column/Value column.

To add additional criteria, click the Add button again and repeat the process. Be sure to add a
connector in the Connector column. The available connectors are:

Connector Description
AND Both the criteria in this line and the next line must be met.
OR The criteria in this line or the next line must be met.

You may also set up parentheses (), to group criteria. Be sure to select both a left parenthesis and a
right parenthesis.

Sort Tab

— Criteria\5ort
Jomn Where Sort

DoubleClick to Add\Delete Column

gender laztname ¥ &scending
age firztramme W Azcending

The Sort tab allows you to specify the order in which the records should display in the report.

1. Double-click on a column in the left box to move the selected column to the right (sort
order) box. The order of the columns in the right box (from top to bottom) is the
sorting order in which the records will display.

2. To remove a column from the right box, double-click on the selected column and it
will return to the left box.

3. To change the column’s sort from ascending to descending, click on the check mark in
the Ascending box to clear it and therefore sort in descending order.

Deleting an Ad-Hoc Query
Only the author of a query or a TIMS System Administrator can delete an Ad-Hoc Query.

To delete an Ad-Hoc Query ...
1. Open the System module.

2. Open the Data Mgt menu and select Ad-Hoc Queries
Or
» Click the Ad-Hoc Query button on the toolbar.
Ed

3. Select the query you want to delete.
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4. Click the Delete button.
5. Click Yes button to confirm that you want to delete the query.

Editing an Ad-Hoc Query
To edit an existing Ad-Hoc Query ...
1. Open the System module.
2. Open the Data Mgt menu and select Ad-Hoc Queries
Or
» Click the Ad-Hoc Query button on the toolbar.

Ed

3. Select the query you want to edit.
4. Click the Edit button, and then modify selected tables, columns, and criteria as
required.

Note: If you are not the author of the query, you must use the Save As command to save the changes
(you cannot edit another user’s query).

Adding/Deleting Tables

To add a new table to the query ...
1. Right click in the Select Tables area and select Add Table.

Add table

Seleat Al

[Mezelent bl

Hemawe iable
v Show Help

The Select Tables window appears.

Ll
i vl Jisin I e i Soit |
|
"““""" Galnct Colamn [ g Crbarnen whan Connactm |
:I:uw chmrd i [= = | acdoire 5 chentid AML
i raniacidas moidr ey shate |- Ll i b il b ARD
shizaprmtion
Save | Gave As | Execute | Chose |
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2. Select the new secondary table to be added then click the Open button. NOTE: To
add a new primary table you must create a new query.

To delete a table from the query ...
Right click on the table (in the Select Tables area) to be deleted and select Remove Table.

Executing an Ad-Hoc Query

To execute a query ...
1. Open the System module.
2. Open the Data Mgt menu and select Ad-Hoc Queries
Or

» Click the Ad-Hoc Query button on the toolbar.

Ed

3. For an existing query, select the query you want to run, and then click the Execute
button.

4. For a new query, create a query by clicking the New button, then selecting tables and
columns and setting up criteria for the query, then click the Execute button as
described in previous section.

The results preview window is displayed.

tifprinm - b Hor Qumsp Sunmay]

|®

s ® Confidential Informsation ===

10252000 act DB 30:53F

Criteria:

32 rows found for thim critmria

lasiname | fwstmsme  cily county cumentoddeess abbieviston]
[KHEIG CALIG 5 |1 CA
WO FESIS TANT [z Tn |
A& CUEHT s\ N A
AR T TAM CLIERT FIE.] L&
LEVELT'w CLENT 1 [N CA
WL OM-FPER [HaRTY [ = |
WASHMETOM |HEMF [z 1z |ca
AT TE |[cELETED WvaME |24 | 3 |

a| | Llll
Tl 2| 5| %l @l ¥
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This window enables the user to preview the query results.
ﬂ Create a title for the report. Enter the title for your report and click

OK.

Modify the magnification of the preview. Select the magnification

or show rulers and click OK.

Print the report. Select the appropriate printer and click OK.

Find text within the report. Enter the exact text to find within the
report, and then click Eind Next to find the next match.

Click

Cancel to cancel the find.

=

Save the report.

Enter a file name and select a file format and

location and click Save.

The available formats are:

Ccsv

CSV with headers
DBase 2

DBase 3

DIF

Excel

Excel with headers

HTML Table
PowerSoft Report
SQL

SYLK

SYLK with headers
Text

Text with headers
WKS

WKS with headers
WK1

WK1 with headers
Windows Metafile

Comma Separated Values

Comma Separated Values with headers
dBASE I

dBASE IlI

Data Interchange Format

Microsoft Excel Worksheet

Microsoft Excel Worksheet with headers
Hypertext Markup Language, table layout
PowerSoft Report

SQL Tables.

Symbolic Link format

Symbolic Link format with headers
Tab-delimited text (ASCII) format

Tab-delimited text (ASCII) format with headers
Lotus 123 worksheet (Version 1.0 and 1.0a)
Lotus 123 worksheet with headers (Version 1.0 and 1.0a)
Lotus 123 worksheet (Version 2.x)

Lotus 123 worksheet with headers (Version 2.x)
Windows Metafile format (graphic)

5. Click the Close button to close the preview screen.

L
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Saved TIMS 1.10 Queries
The Ad-Hoc Query feature allows execution and deletion of queries saved in prior versions of TIMS.

Note: This feature will be REMOVED in a later version of TIMS; therefore you should create new
queries for any old queries to be retained.

Executing a Saved TIMS 1.0 Query

To execute a Saved TIMS 1.0 Ad-Hoc Query...
1. Open the System module.
2. Open the Data Mgt menu and select Ad-Hoc Queries
Or
» Click the Ad-Hoc Query button on the toolbar.
]
The Ad-Hoc Query Summary window is displayed.
3. Select the query from the Saved Queries (TIMS 1.0) area that you want to run.

—Saved Quenes[TIMS 1.0]
Querp Name Author Date

Positive Skin Test and Induration = 93 mm SYSADMIM 03/24/1998 ~

Mames, State caze number atd Yercrit SYSADMIM 03/29/1933

dob's, my reported, rames SYSADMIN 03/23/1993 Deleizl|
calc var, dob/racesathn Client & AYCT STYSADMIMN 03/23/1939

wfer infoztatus 1 STYSADMIMN 041519339 Exe-::u!el
2926 SYSADMIMN 07/08/1933

Site0FDizeaze 1a SYSADMIN 07131333 _

4. Click the Execute button.
The Output Destination window is displayed.

s B
Output Destination ?

Seeen | pae | i | _ Close |
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5. Select the output destination for your query: Screen, File, or Print.

Screen displays the results in a window that provides the option of printing the

query or saving it

to a file. Click the Close button to return to the query window.

& Ad-HOC Query Data Scieen

Clientid Lastname Firstname Ssn i i impt

m |1

ORO00009200000001 ALPHS “NDREW 930213838 2 2

OR 0000920000000 HOTEL HOMORIA 000000010 2

Close |

210w found for this criteria,

File allows you to save the query results in a variety of file formats. Enter a file
name, select a file format and location and click the Save button. Click OK to
close the Confidentiality Warning Statement. Click the Close button to close the
Output Destination window.

Save As HE

Save Iatims j il IE 5

datastor

inbiox
hetss
outbox
state
Temp

File narne: Ihivdata Save I
Save as type: ITexl with headers LI Cancel |

Windows 95 or NT

The available formats are:

Ccsv

CSV with headers
DBase 2

DBase 3

DIF

Excel

Excel with
headers

HTML Table
PowerSoft Report
SQL

SYLK

SYLK with
headers

Text
Text with headers
WKS

Comma Separated Values

Comma Separated Values with headers
dBASE II

dBASE Il

Data Interchange Format

Microsoft Excel Spreadsheet

Microsoft Excel Spreadsheet with headers

Hypertext Markup Language, table layout
PowerSoft Report

SQL Tables.

Symbolic Link format

Symbolic Link format with headers

Tab-delimited text (ASCII) format
Tab-delimited text (ASCII) format with headers
Lotus 123 worksheet (Version 1.0 and 1.0a)
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WKS with headers Lotus 123 worksheet with headers (Version 1.0
1.0a)
WK1 Lotus 123 worksheet (Version 2.x)

WK1 with headers Lotus 123 worksheet with headers (Version 2.x)
Windows Metafile  Windows Metafile format (graphic)

and

» Print enables you print the results of your query. Select the appropriate printer and
click the OK button. Click the Close button to close the Output Destination window.

v
Cancel |

b
Mickey Mouse - Suite 300 on MWCDC-MD!
Chip N Dale - Suite 450 on S\FOPS-TRY.

LI Setup... |

Deleting a Saved TIMS 1.0 Query

Only the author of a query or a TIMS System Administrator can delete an Ad-Hoc Query.

To delete an Ad-Hoc Query...
1. Open the System module.
2. Open the Data Mgt menu and select Ad-Hoc Queries
Or

» Click the Ad-Hoc Query button on the toolbar.
Ei

3. Select the query from the Saved Queries (TIMS 1.0) area that you want to delete.

—Saved Quenes[TIMS 1.0]

Query Hame Author Date

Pozitive Skin Test and [nduration = 93 mm SYSADMIM 03/24/1958 ~

Marmes, State cage number and Vercrit SYSADMIM 03/29/19399

dob's, ey reperted, names SYSADMIN 03/29/1999 Defete]|
calc war, dob/racesethn Clent & BVCT SYSADMIM 03/29/1999

wfer infodstatus 1 SYSADMIM 044151999 Exe-::u!el
2926 SvSAlkIM 07 /0819559

Site0FDizeaze 1a SY'SAlkIM 071341333 _

4. Click the Delete button.
5. Click the Yes button to confirm that you want to delete the query.

I'E i AR L RO i B st T

i |[CE
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Frequency Reports

The Frequency Report feature allows TIMS users to generate a frequency table for any data item
collected in TIMS. The report displays the number of occurrences, percentage of occurrences,
percentages by row and percentages by column.
There are four steps to creating a Frequency Report:

1. Select a table and select a row from within the selected table.

2. Select a column from the same table or select a second table and then select a column.
3. Specify display values, if desired.
4. Add criteria conditions, if desired.

Create a Frequency Report

To create a Frequency Report ...
1. Open the System module.

2. Open the Data Mgt menu and select Erequency Report

The Frequency Report main window is displayed.
T =1
5 Swiew el Syvies Mg debednmiegion  feoem Wiedes Helo
LR DT Sawdw DEHE
Cussel Sde CALIFORHLS |
Vregasmrasy P pawiy

I — LT ] [ tiseiir | Tiwetilom, | 7 ]

L
M

PEEEE

3. Click the New button on the Frequency Report window.
The Frequency Report Setup window is displayed.

Sreet Cakanan Flogot Criteria

LARGUAGE 2| e | ke | Eriteriais
LAS TRUMBER | | |
LN Cabsmn Maner |
HAMIHSITE .J r
HATION Tiisplay Wabeo Dl Wakse |
HE THEARCHIVE
HETS5CAGEND
HETS50ELETES
PAIEIMEGLIST
HUMI
PHIEDRECTORY
PHYEICAL
PLAR
PR
PR GELP r:'?-
MOSTTIIA
PREFERIENCE S

PRESCRIFTION £kl | Mt Clea |
N BE T A LI
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4. To select a Row Column Name: Select (double-click) the appropriate table name in
the Select Column area to display the list of columns within that table. Select a
column name and either drag it to the Row Column Name field or double-click on it to
place the selected column in the Row Column Name field.

Sulect Column Heepait Craberis

H foiowr: *f | Aow | Cobemn | Grteiasthens |

WYCT
m| bty Cobume Hame ||vcl.wrﬁ:t

addinnm Drisplap W akes | [l W abes
addlnthm
adidlziln
adull zitezimptd
addiezemond
agualiepl
AgEGIGUp
alcohol
slcohohimpid
SRETgY
SRR

b Hhaflae
birthaflatenk

Gy o _dd | Dot | | Gl

0 P P

5. To set up display information for the row item selected, first decide whether you need
a value display (default display) or a range display. To change from value display to
range display, right click below the Display Value column and select Group Range.

Repost Criteria
Rew | Column | Criteria/Where |

Cohsmn Hame: [w:l.nuutlepl

0]} Walus Drata ¥ alue

Lroup Fange |
b

Add | Delete | Clear |

6. Click the Add button and enter the Display Value (labels that will be displayed as row
headers) and the Data Value or the From/To values. Repeat this process until all
display values required are entered.

Note: If any display values are specified, those variables whose display values are not
specified will not appear on the frequency report.
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7. Select the Column tab and repeat above steps 4-6 to select a Column Column Name

-Report Criteria

Row | Column | CriteriaMwhere |

Column Hame: Irvc:t. ageatrept

Display ¥alue | From | To |
=20 -20
21-40 21 -40
41-60 11 -B0
G1-20 1 -a0
81100 a1 -100

Add | Qeletel [% Clear |

and setup its display values.

8. To setup an extraction of more specific information from the TIMS database, select

the Criteria/Where tab.

9. Click the Add button, then select the appropriate field from the dropdown list for

placement in the Where column.

In the following example, the specified criteria is rvct.vercrit (the vercrit field from the RVCT table)=1
(positive culture). Note that data dictionary information is available by positioning the cursor over the

fieldname.

Feipesl Ciilesia
nu...||:...... E'.r'l:uinﬁl"hull

{ Select Column | Oper CebemnWWalue | J ki

Wik L
Desciplion : Calculabed Watiable: Case
“erifecation Cribeia

Usage : Lemsgthc 1, D=Hol & Veanfisd
Capn, 1=Fozitive Cullure, 2=Fosilive

S £ Tizawn. A=Chnical Caze Daelinilion.
B=Wndizd by Piovesdien Diaghnoe,
heSiupee] Late, See Appendiz SUH IV
ol tee TIMS User Gusde

add | Dteto | Cleor |
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10. Select an operator from the Operator dropdown list.
The available operators are:

Operator Description
= Equals
Greater Than
< Less Than
<> Not Equal To
>= Greater Than or Equal To
<= Less Than or Equal To
Is Missing Is Blank or Null
Is Not Missing Is Not Blank or Not Null
Like Similar to a specified pattern
Not Like Not similar to a specified pattern

11. Enter the value to match in the Where value column.

12. To add additional criteria, click the Add button again and repeat the process. Be sure
to select a connector from the Connector column.

The available connectors are:

Connector Description
AND Both the criteria in this line and the next line must be met.
OR The criteria in this line or the next line must be met.

Note: Click Delete to delete a selected criteria row. To start completely over at any
time, click the Clear button and all information will be cleared.

13. Click Save button to save the query. Enter a name for the query and click the Save
button.

14. Click Execute button to perform the query. See Execute a Frequency Report for
additional information.

15. Click Close button to close the Frequency Report Setup window.

Delete a Frequency Report
To delete a Frequency Report ...

1. Open the System module.

2. Open the Data Mgt menu and select Erequency Report.
3. Select the report you want to delete.
4

Click the Delete button.
A Warning message window is displayed.
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5.

Warning |

& Deleting RACE BY REPORT YEAR, Are pou sure?

Click Yes button to confirm that you want to delete the report.

Edit a Frequency Report

To edit an existing frequency report ...

1.

2.
3.
4

Open the System module.
Open the Data Mgt menu and select Erequency Report.
Select the report you want to edit.

Click the Edit button, and then modify row/column display values and criteria as
required. Note: In order to edit the row or column selected, you must reset the report
and start completely over.

Click Save As or Save button to save the query. Enter a name for the query and click
the Save button.

Click Execute button to perform the query. See Execute a Frequency Report for
additional information.

Click Close button to close the Frequency Report Setup window.

Execute a Frequency Report

To execute a frequency report ...

1.
2.
3.

Open the System module.
Open the Data Mgt menu and select Erequency Report.

For an existing report, select the report you want to run, and then click the Execute
button.

For a new report, create a simple report by clicking the New button, then selecting
row, column and criteria for the report, and then click the Execute button.

The Frequency Report preview window is displayed.
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sxss Lonltildential Patisst [ntorsation ssss
TIHS FREQUENCY HEPORT

Report Name: ACE BY CENDER

CubSet Criteria: address. oitylimits = 1

Reporting Area. CADNDOD

Al EWGEMIDER
2 1 Mull TOITAL
£ 1 1
ETod . 0 0
S Aowm 1000 D 0
A | il i n n 5 -
4] i :I_I

E=ay
This window allows you to preview the report results.

5 Modify the magnification of the preview. Select the magnification or show rulers and
click OK.

=
Q Print the report. Select the appropriate printer and click OK.
5. Click the Close button to close the preview window.

B
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Sample Report

*xx Confidential Patient Information ****
TIMS FREQUENCY REPORT

Report Name: AGE BY GENDER

Subset Criteria:

uscitizen =1

Reporting Area: GAOOOO

1 F> AGE\GENDER

<=20

%Total
% Row

%Column

21-40

% Total
% Row

% Column

41-60

% Total
% Row

% Column

SN

&

5

61-80

%Total
% Row

% Column

81-100

%Total
% Row

%Column

>100

%Total
% Row

% Column

TOTAL

% Row

*xx Confidential Patient Information ****

06/ 06/ 2000 at

14: 45: 06

Page 1 of 1
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10.

11.

12.

Item Descriptions

The Output Data Items selected from the Select Columns list are displayed. The first data item is
always the row and the second is always the column. In the sample report, the row Output Data
Item is <AGE> and the column Output Data Item is <GENDER>.

The assigned Display Values or if none are assigned the values found in the database for the
column Output Data Item are displayed. In the sample report, the following Display Values are
displayed: Male, Female and Unk are displayed.

The assigned Display Values or if none are assigned the values found in the database for the row
Output Data Item are displayed. In the sample report, the following Display Values are displayed:
<=20, 21-40, 41-60, 61-80, 81-100 and >100.

The frequency for the row/column cell is displayed. This number displays how many records in
the report have the characteristics of the row value and column value that intersect this cell. In
the sample report, the number “5” in the report cell means that five records in the report are Males
in the age group 41-60 (criteria value) (column value) (row value).

The percent total for the cell is displayed. This number displays what percentage of the total
number of records included in the report is represented by the frequency for this cell. In the
sample report, the number “45.45” means that 45.45% (5/11) of all records in the report are males
in the age group 41-60.

The percent row for the cell is displayed. This number displays what percentage of the total
number of records with the specific row value is represented by the frequency for this cell. In the
sample report, the number *100.00” means that in the age group 41-60 100.00% (5/5) are males.

The percent column for the cell is displayed. This number displays what percentage of the total
number of records with the specific column value is represented by the frequency for this cell. In
the sample report, the number “71.43” means that of males 71.43% (5/7) are in the age group 41-
60.

The percent total for the column is displayed. This number displays what percentage of the total
number of records is in the specific column value. In the sample report, the number “63.64”
means that of all the records included in the report 63.64% (7/11) are males.

The percent total for the row is displayed. This number displays what percentage of the total
number of records is in the specific row value. In the sample report, the number “45.45” means
that of all the records included in the report 45.45% (5/11) are in the age group 41-60.

The total number of records for the row. In the sample report, there are a total of 5 records (1
male, 2 females, and 1 Unk) in the age group 21-40.

The total number of records for the column. In the sample report, there are a total of 7 male
records (1 in age group 21-40, 5 in age group 41-60, and 1 in age group 61-80).

The total number of records included in the report. In the sample report, there are a total of 11
records.
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Data Dictionary

The TIMS application is built around a large and complicated database. A database is a collection of
tables that are composed of related fields. The Data Dictionary feature allows you to view
information about the TIMS database including its tables and fields. Information in the Data
Dictionary is view-only; it can be displayed and printed, but it cannot be modified in any way.

Field

Note: Users with Medium, High, and System Administrator security rights can view the Data
Dictionary.
Not all tables are available in the TIMS Data Dictionary. If you need information about

tables or fields that do not appear in the data dictionary, call the TIMS Help Desk at (404)
639-8155.

Viewing the Data Dictionary

To view the data dictionary...
1. Open the System module.

2. Open the Data Mgt menu and select Data Dictionary.
The Data Dictionary window is displayed.

Suhisct: | Cheri Infoimassion [*| Dezcption: |Chert Informaton Table Waanpe |
__TIMS Fichdname | Size|  Type | n_\Ll_w-_n_dlluu' : Fequ

denthoet 10 wanch Curreny nok mmplemenbed Mo - Print I
[ e 1 cha Curmeniiy not mplementzd Ho

wfeinckend] = cha Cuirinliy ngd ongsbainnhad KL::

elhriciy 1 char Ethiric: Drigin Mo

myeriziang ] taresshamp Last dabe srd bme thiz reoond me: modibed L

[n i nams K| wanihui Frid M sine LLE:
I = R TR

knowengish 1 char Langusge: Undarstand Erglsh Ho

| name k= it Last M ams LLE [.,g
ey 1 char iy nod rngshsrisnhad Mii

[l ] char CipCioaaniy Cass Mumber Ho

rricdlensmes 20 |waschan il M Ho .:l

Lluzn |

3. Select a table from the Subject list to display all the fields within that table.
A description of the table is displayed in the Description box.
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Each field description is divided into five columns:

TIMS Fieldname - The actual fieldname as defined in the TIMS database.
Size - The maximum number of characters the field will hold.

Type - The type of data stored in the field. The following data types occur in the
TIMS database:

-Date: A calendar date, such as a year, month and day. The year can be from
the year 0001 to 9999. For historical reasons, a DATE column can also
contain an hour and minute; however, the TIMESTAMP data type is
recommended for anything with hours and minutes. A DATE value requires 4
bytes of storage.

-Time: Time of day, containing hour, minute, second and fraction of a second.
The fraction is stored to 6 decimal places. A TIME value requires 8 bytes of
storage. (ODBC standards restrict TIME data type to an accuracy of seconds.
For this reason you should not use TIME data types in WHERE clause
comparisons that rely on a higher accuracy than seconds.)

-Timestamp: A point in time, containing year, month, day, hour, minute,
second and fraction of a second. The fraction is stored to 6 decimal places. A
TIMESTAMP value requires 8 bytes of storage. Although the range of
possible dates for the TIMESTAMP data type is the same as the DATE type
(covering years 0001 to 9999), the useful range of TIMESTAMP date types is
from 1600-02-28 23:59:59 to 7911-01-01 00:00:00. Prior to, and after this
range the time portion of the TIMESTAMP may be incomplete.

-Numeric: A decimal number with precision total digits and with scale of the
digits after the decimal point. The defaults are scale=6 and precision=30.

-Char: Character or alphanumeric characters of fixed length.
-Varchar: Character or alphanumeric characters of variable length.

-Longvarchar (Longvarch): Arbitrary length character data. The maximum
size is limited by the maximum size of the database file (currently 2 gigabytes).

-Integer (Int): Signed integer of maximum value 2,147,483,647 requiring 4
bytes of storage (e.g., in the range of -2,147,483,647 to +2,147,483,647).

-Smallint:  Signed integer of maximum value 32,767 requiring 2 bytes of
storage (e.g., in the range of —32,767 to +32,767).

-Tinyint: Signed integer of maximum value 255 requiring 1 byte of storage
(e.g., in the range of —255 to +255).

-Binary: Binary data of maximum length size (in bytes). If size is omitted, the
default is 1. The maximum size allowed is 32,767. The BINARY data type is
identical to the CHAR data type except when used in comparisons. BINARY
values will be compared exactly while CHAR values are compared without
respect to upper/lowercase (depending on the case-sensitivity of the database)
or accented characters.

-Long Binary: Arbitrary length binary data. The maximum size is limited by
the maximum size of the database file (currently 2 gigabytes).
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» Description - A brief description of the field.
* Required - Indicates whether the field must contain data.

4. To view specific information about a field, select it in the list and click the Usage
button.

I_E-l_l' Data Dictionary Information

C
Date  [marizrioss Fieldname- oz

Uszage: |Length: 3, Format: #, #4, or 88, 1, 01, or 007 through 115, Can either be
manually entered if Client's Date of Birth = Unknown or it iz calculated uzing
the Current Date and Client's Date of Birth

o |

« Date - The date the field was added to the TIMS database.

e Common Fieldname - The name that appears on the TIMS data entry window
where the information is entered.

» Usage - provides a list of acceptable values (where applicable) for data in that
field.

Click the OK button to close the Data Dictionary Information window.
Click the Print button to print the fields of the current Subject table.
7. Click the Close button to exit the Data Dictionary window.
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Export

TIMS allows you to export entire database tables in a variety of common file formats. Once data
have been exported, the data can be imported into other applications for further processing. Please
note that exported data does not meet CDC security requirements. It is your responsibility to ensure
that client confidentiality is maintained. Refer to the TIMS User’s Guide Introductory Chapter,
pages xii-xviii, for more information about confidentiality.

There are three types of TIMS data exports:
Table - Exports fields from a particular TIMS table or tables.
UDV - Exports all the user-defined variables associated with a particular TIMS table or tables.

Flat File - Exports a fixed length ASCII file that can be imported and processed by both PCs and
Mainframes.

Note: Users with High or System Administrator security rights and HIV clearance have full access
to the Export feature.

Exporting Data from TIMS Tables or User-Defined Variables (UDV)
To export data from the TIMS database...
1. Open the System module.

2. Open the Data Mgt menu, select Export, and then select Table or UDV.
The System — [Export Summary] screen appears.

E' Spuwm [alskbig Spoem Mgl Gdviniistion  [Qepain gieccss Mk

AHNBuDT =SafmPe DEWE B
Coreent Satm: CALIFORNLA |
£ npoed Hipreo | digthes | Fath | Twps | [Robe | ﬂ.—rl

i |

e

neuntn |

3. Click the New button.

7-7-58 TIMS User’s Guide



Chapter 7 — System

The Export Data window is displayed.

Tables: Selection List: ~ File Type RE |
Appointments . . & e —
B actericlogy Test Information Yiew variables |
Blood T est Information " DBase 2 Save as |
Client Addresses Add > |
Client Aliazes B " DBase 3
Client Dispasition Informatian Export |
Client Infarmation <- Remove | " Excel
Client Phone Mumber Informatio _
Cantact |nfarmation C HTHL
Diagnogis
Crug Plan Information Add All > | " PSReport
Cirug Suzceptibility |nformatio  Text
E uposure Site [nformation <- Remove All | F I I S
= i~ Lotus 123
~ File Name C:3 || saL syntax
* Usze default name Drives C:A
" Let me specify filename(s) I['C'] j EKIFIPDSLIESTEL]IPIT] -
[M5Office] —
NET] _Close_|
[MOVELL] hd

4. Select a table from the Tables list.

o If desired, click the View variables button to display the fields included in the
selected table. Use the horizontal and vertical scroll bars to navigate through the

report. Click Close to close the Variable list and return to the Export Data
window.
Yanable list
Fieldname Description =]
Client ID Unique internal identifier for this clhient

Social Security i

Client social security number

Lazt Name Client last name

First Name Client first name
Middle Name Client middle name
Age Client age

Sex Client sex

Race Client race

Ethnic Origin Ethnic origin of client

Country of Origin

Client country of origin

Death Certificate

Death Certificate

Speak English

Indicates if the client speaks English

Know English

Indicates whether the client understandz Englizsh

4]

.

Close

5. Click the Add button to move the selected table to the Selection List.
The Selection List displays all tables selected for export.
6. Select and add as many additional tables as necessary. To add all the TIMS tables

(export the entire TIMS database), click the Add All button. You can also remove
tables from the selection list using the Remove or Remove All buttons.
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7. Select the format for the exported file from the File Type group:
The available formats are:

Csv Comma Separated Values
DBase 2 dBASE-II

DBase 3 dBASE-III

Excel Microsoft Excel Worksheet
HTML Hypertext Markup Language
PSReport PowerSoft Report

Text Fixed width field file (ASCII)
Lotus 123 Lotus 1-2-3 Worksheet

SQL Syntax SQL Tables.

8. Select a method for naming the exported file:

File Hame
% Use default name

"' Let me specify filename(s)

* Use default name creates a file name based on the table name with an extension
that reflects the file type. The user cannot alter default names.

» Let me specify filename(s), allows you to replace the default file name with a
name that you enter.

9. Enter or select the Drive and Path where the exported file will be saved using one of
the following methods:
Path

||::\ |
Drives C:A
Iiﬁ‘ VI [MOUSE] a
[MSDffice]
[MET] —
[MOWELL]
[Prograr Files] i

» Type the desired location into the Path box,
Or

» Select the appropriate drive from the Drives list, then select the appropriate
directory and subdirectories from the list which appears to the right. The selected
location will appear in the Path box.

10. Click the Export button to start the export process.

The confidentiality warning message box appears. Click OK to close the message box and proceed
with the export process.

xxxxx WARNING ===== E

Exported data does not meet COC zecurity requirements. [t iz pour responzibility to enzure
that client confidentizlity iz maintained.

7-7-60 TIMS User’s Guide



Chapter 7 — System

11. The Export File Names window displays. Click the Close button to close the Export
File Names window and to begin exporting. The Export Data window is displayed

again.
| ahisrams Fdename
“DHAT BLODMTEST BLONDTES o
SORA™ CLIEMT CLENT.cre
“DHA™ PLAH PLAM ivied
_Dean |

If you selected Let me specify filename(s), change the name(s) for the exported files by selecting the
existing name and typing in a new one.

12. When the export process has completed, you can save the current export configuration
so that it can be run again. To save the current export configuration, click the Save
button.

The Export Table Name dialog box is displayed.

!_I:-[_I' Export Table Hame [X]

Save |

13. Enter a name for the export configuration.
14. Click the Save button.
15. Click the Close button to close the Export Data window.

Execute a Saved Export Configuration

You can execute defined export configurations any time after they have been saved. After an Export
has been defined and saved, it can be executed at a later date. The System Administrator can execute
all export files.
To run an export configuration which has been defined...
1. Open the System module.
2. Open the Data Mgt menu, select Export, and then select Table or UDV.
The Export Summary window is displayed.

Version 1.10 February 2001 7-7-61



Chapter 7 — System

Export Name Author Path Tupe Date Hew
RWCT TEXT EXPORT A,A300 o Text05/27/98 4'
RWCT FLT &4300 o Text05/28/928 Edit |
CLIEWNT INFORMATION 38
CLIENT + DIAGMOSIS A,A300 o, C5W05/28/98 %I
RVCT/F1/F2 A,A300 C:\th_datatdbf D Base |l 05/28/98
Execute |
Close |

Select a saved export configuration.
Click the Execute button.

The confidentiality warning message box appears. Click OK to close the message box and proceed
with the export process. The Export Summary window is displayed again.

==== WARNING === ]

Exported data does not meet COC security requirements. [t iz pour responzibility to ensure
that client confidentiality iz maintained.

The export file will overwrite the previously saved export data.
Click Close to exit the Export Summary window.

Edit a Saved Export Configuration

A saved export configuration can be modified or the user can use an existing configuration as a
foundation for a new one.

To modify an export...

1.

© 0 s~ wbN

Open the System module.

Open the Data Mgt menu, select Export, and then select Table or UDV.
Select the Export Name to be edited.

Click the Edit button.

Make the desired changes.

Click the Save button to save the changes to the file or click the Save As button to
save the modified configuration under a different name, leaving the original intact.
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The confidentiality warning message box appears. Click OK to close the message box and proceed
with the export process.

xxxxx WARNING ===== E

Exported data does not meet COC zecurity requirements. [t iz pour responzibility to enzure
that client confidentizlity iz maintained.

Click the Close button to return to the Export Data Window. Click Close again to
return to the Export Summary Window.

Delete a Saved Export Configuration

The author or a TIMS System Administrator can delete a previously saved export configuration.

To delete a saved export configuration...

1.

a > N

Open the System module.

Open the Data Mgt menu, select Export, and then select Table or UDV.
Select the saved export configuration you want to delete.

Click the Delete button.

Click the OK button to confirm that you want to delete the export configuration.
Click Cancel to abort the deletion process.

Warning

& Are you sure you want bo delete

Click the Close button to close the Export Summary window.
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Flat File Export

The TIMS Flat File Export feature exports only Surveillance data (Client, RVCT, Follow Up-1 and
Follow Up-2) in a non-delimited ASCII file, which is suitable for importing and processing by both
mainframe and PC-based applications. Comment fields are not exported. The exported file is a 255-
character ASCII text file with two lines per record. The default file name is RVCTDATA.TXT,
although the user may specify another name. See Appendix SUR XIlI for information about the

export file format.

There are three options for exporting a Flat File:

1. Automated - Exports all records that have been added, deleted, or updated since the last

automated export.

2. Set Subset Criteria - Allows the user to specify the subset as any one or combination of the
following: Month-Year Reported date range, export from date and time, Site IDs, and to include

or exclude deleted records.

3. All Surveillance Data - Exports all Surveillance records in the database.

Performing an Automated Flat File Export

The Automated Flat File Export function will export all records that have been updated (new,
modified, or deleted) since the last automated Flat File Export. Updated records can be created or

modified locally, or can originate at one or more associated lower sites.

To perform an Automated flat file export..

1. Open the System module.

2. Open the Data Mgt menu and select Export, then Flat File.
The Flat File Export Criteria window is displayed.

 Sel Subset Criteria
" All Surveillance Data

— Date crtenia on Month-Year Reported:

Beginning: II]I]J'I]I]I]I] E

II]I]J'I]I]I]I] E

- Select Sites:

= Yes

= No

* Yes

— Export Deleted Becords? ——

" Mo

= Export From:

Date: |06/02/1998
Time: IDB:55 AW E

Path: |

| Browse__.

3. Select Automated in the Export Mode group.
4. Select whether you want to export deleted records.

ok |

* Yes

" Export Deleted Records?

-

5. Click the Browse button to specify the filename and path.
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The Flat File Export Path dialog box is displayed.

B0 Flat Filbe Expoat Path

File Hame: Fath:
ol
- Gadtdn | |
[RVCTDATA TXT | Drives:  o:h
[e] =i |[Coesl] "
[ vpnnT 224 —
™ Specily Filenams: [ExpeSell] [
[Fzosber]
I.THT— [GOATES]
|M:-'|."u. I,.III_-III".:
[MulicwrinecFie 2
oK | Camcel I

Click Cancel to return to the Flat File Export Criteria window.

To use the default file name, select Use default name. To define a name for the file,
select Specify Filename and type in new name.

—File Name:

= Use default name:

RYCTDATA TXT

Enter or select a path for the exported file using one of the following methods:

— Path:

|c::\ |
Drives: c:\
o] = |[Bcrobat3] a
I[C] J [Corel]

[DaTa]

[Document]

[DOCYIEW]

[D05]

[HPFANTS] b

» Type the desired location into the Path box,
Or

o Select the appropriate drive from the Drives list, then select the appropriate
directory and subdirectories from the list which appears to the right. The selected
location will appear in the Path box.

Click the OK button on the Flat File Export Path dialog box to return to the Flat File

Export Criteria window. The Path and File Name will automatically be entered into
the Path block.

Click the OK button on the Flat File Export Criteria window to begin the export. To
discontinue the export, click Close to exit the Flat File Export Criteria window.
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10.

11.

The confidentiality warning message box appears. Click OK to close the message box
and proceed with the export process.
!!!! WARNING === <]

Exported data does not meet COC security requirements. [t iz pour responzibility to ensure
that client confidentiality iz maintained.

The Flat File Export in Progress dialog box appears and enables you to follow the progress of the
export procedure. Once the export has begun, you cannot stop or interrupt the Flat File Export.

In the example below, a total of 58 records were processed. Of those, 26 met the specified criteria and
were scanned for two types of data errors: Verified cases that were alive at diagnosis and have no
initial drug regimen, and invalid drug combination in initial drug regimen. All 26 records were
exported. Click Close to close this dialog box.

Flat File Export in Progress. ..

Total Records:

Number 5canned:

Number Exported:
Cloze |

If errors were found during the Data Export, the Data Export Error window will
appear. The Exported Data Error Log report is automatically created and saved to the
directory specified previously for the export file. You may view this report by clicking
the Screen button, or print it by clicking the Print button. Click the Close button to
return to the Flat File Export Criteria window.

88 hata Expoit [E el

Erors hodsnad sy Data Eupoat.

Exported [hata Eaor Finpml iz sulnmalicaly
copied bo the TIHS Files a9 exll] 1107 e

[[Sowon ]| e | _ Cose_|

12. Click the Close button when the export is complete.

Specify Criteria for a Flat File Export

The Flat File Export function can be customized to export a subset of surveillance data. The subset
criteria can be any one or combination of the following: Site ID, Month-Year Reported date range,
export date and time, and include or exclude deleted records.

To specify criteria for a flat file export...

1.
2.

Open the System module.
Open the Data Mgt menu and select Export, then select Flat File.
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The Flat File Export Criteria window is displayed.

— Export Mode:
 Automated

i+ Set Subset Criteria
i All Surveillance Data

— D ate criteria on Month-Year Reported: ———

Beqginning: II]I]J'I]I]I]I] E
Ending: |1I]J'2I]I]I] E

— Select Sites:
i+ Yes

" No

i+ Yes

— Export Deleted Becords? ——

" Mo

— Export From:

Date: |00/00/0000

Time: Il]l]: 00 AM E

Path: |

| Browse.__.

ok | Close |

3. Select Set Subset Criteria in the Export Mode group.

4. If you want the data from all sites to be included in the export, choose No in the Select
Sites group. If you want to limit the sites of origin for the exported source data, select
Yes in the Select Sites group, then choose the sites whose data you want to include on
the Site List dialog box. When Yes is clicked, the list of available sites automatically

appears.

* To include all sites, click on Include All Levels and a check mark will appear in

the box. To deselect all sites, click to remove the check mark.

» To select multiple sites, hold down the Ctrl key while clicking on the individual
sites. To deselect multiple sites, hold down the Ctrl key while clicking on the

individual sites.

» To select a range of sites, select the site which represents the start of the range,
then select the end of the range while holding down the Shift key.

5. Click the OK button to return to the Flat File Export Criteria window, or click Cancel
to abandon the site selection operation and return to the Flat File Export Criteria

window.
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6. Select whether you want to export deleted records.

Export Deleted Becords?
v Yes " Ho

7. Specify the Month-Year Reported date range of the records you want to export.

The default beginning date is not specified, and the default ending date is the current month and year.
If the default dates are not changed, all records will be exported.

Date cniteria on Month-Year Reported:

Beginning: |00/0000 E
Ending: 0671998 @

» If no Beginning date is specified, all records with Month-Year Reported on or prior
to the Ending date will be exported.

» If no Ending date is specified, all records with Month-Year Reported on or after
the Beginning date will be exported.

» If both the Beginning and Ending dates are not specified, all records will be
exported.

8. Enter the start Date and Time of the range of updated records (added, modified, or
deleted) you want to export in the Export From group. All records with an
eventstamp value (date and time the record was last updated) on or after the Date and
Time specified will be included in the export.

This is similar to Automated Export, but allows you to specify start date and time.

Export From:

Date: |00/00/0000
Time: |00:00 AM @

9. Click the Browse button to specify the filename and path.
The Flat File Export Path dialog box is displayed.

8 Flat File Export Path B
~File Name: —————— | Path:

|.;;;\, |

+ Use default name:;
[RYCTDATA.TXT

Dnives: oA
o] =l [ [Corel] -
IM [edzvprnt354] —

" Specify Filename: [ExecSoft] =
ES

(RES [GOATES]
[ty Documentz]
[Fu Downlnad Files]

(1] 4 | LCancel |

10. To use the default file name, select Use default name. To define a name for the file,
select Specify Filename and type in new name.
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File Name:

= Usze default name:

RYCTDATA TXT

98D602. TXT

11. Enter or select a path for the exported file, using one of the following methods:

Path:
|c: % |

Drives: c:\

o] | |[Acrobat3] a
|[ ] J [Corel]

[DaTa]

[Document]

[DOCYIEW]

[D05]

[HPFANTS] b

» Type the desired location into the Path box,
Or

o Select the appropriate drive from the Drives list, then select the appropriate
directory and subdirectories from the list which appears to the right. The selected
location will appear in the Path box.

12. Click the OK button on the Flat File Export Path dialog box to return to the Flat File
Export Criteria window. The Path and File Name will automatically be entered into
the Path block.

13. Click the OK button on the Flat File Export Criteria window to begin the export. To
discontinue the export, click Close to exit the Flat File Export Criteria window.

14. The confidentiality warning message box appears. Click OK to close the message box
and proceed with the export process.

!!!! WARNING === <]

\il) Exported data does not meet COC security requirements. [t iz pour responzibility to ensure
that client confidentiality iz maintained.

The File Export in Progress dialog box enables you to follow the progress of the export procedure.
You cannot interrupt the Flat File Export once it has begun.

In the example below, a total of 58 records were processed. Of those, 26 met the specified criteria and
were scanned for two types of data errors: Verified cases that were alive at diagnosis and have no
initial drug regimen, and invalid drug combination in initial drug regimen. All 26 records were

exported.
Flat File Export in Progress. ..
Total Records: I:I
Number 5canned: I:I
Number Exported: I:l
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15. If errors were found during the Data Export, the Data Export Error window will
appear. The Exported Data Error Log report is automatically created and saved to the
directory specified previously for the export file. You may view this report by clicking
the Screen button, or print it by clicking the Print button. Click the Close button to
return to the Flat File Export Criteria window.

Bl Dt Espait ool
[Enmors hoisnad dharanag D.sta Ewport.

Exparbed Dinta Finport i aulomatically
cagied bo the TIMS Files as exli1 1101 o

[ Socon ]| e | _ Dose_ |

16. Click the Close button when the export is complete.

Performing a Flat File Export for All Surveillance Data

TIMS enables you to export all surveillance data in the flat file format, regardless of the record's
update status.
To export all surveillance data in the flat file format...

1. Open the System module.

2. Open the Data Mgt menu and select Export, then select Flat File.
The Flat File Export Criteria window is displayed.

—Export Mode:—— | -~ Date criteria  on Month-Year, Beported:

" Automated Beginning: Il]l];"l]l][ll] E
Ending: Il]l]:"l]l][lﬂ E

r—Export From:

- Select Sites:

~ Yes & No Date: II]I]..'I]I]!I]I]I]I] E
Time: II]I]:I]I] AM E
— Export Deleted Records? ——
* Yes = No Palh:l |Emwse...
0K | Close |

3. Select All Surveillance Data in the Export Mode group.
Select whether you want to export deleted records.

Export Deleted Records?
’7(7 Yes ' Mo —‘

5. Click the Browse button to specify the filename and path.
The Flat File Export Path dialog box is displayed.
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8L Flat Fill Expod Patly

Filn Hamu: Palh
————————— |c L1 |
& Wz dofedt name |
RVCTDATA THT | Doriveecs: 1|=-'- .
- L -
|LJI [mdevpron |
™ Specily Fdemann: :Evg:flﬂ-|
| iy
I'T:ﬂ— [GDATES)
[Mie Discasmemniz)

[bi Diimioraliuia] E s ]

o | Concel |

6. To use the default file name, select Use default name. To define a name for the file,
select Specify Filename and type in new name.
— File Hame:

" Use default name:

RYCTDATA.TXT

gl
[a80802.TXT

7. Enter or select a path for the exported file using one of the following methods:

— Path:
|c::\ |

Drives: ch

o] | |[Acrobat3] -
I[ ] J [Carel]

[DATA]

[Document]

[DOCYIEW]

[D35]

HPFANT L hd

» Type the desired location into the Path box,
Or

» Select the appropriate drive from the Drives list, then select the appropriate
directory and subdirectories from the list which appears to the right. The selected
location will appear in the Path box.

8. Click the OK button on the Flat File Export Path dialog box to return to the Flat File
Export Criteria window. The Path and File Name will automatically be entered into
the Path block.

9. Click the OK button on the Flat File Export Criteria window to begin the export
process. To discontinue the export, click Close to exit the Flat File Export Criteria
window.

10. The confidentiality warning message box appears. Click OK to close the message box
and proceed with the export process.

@ Exported data does not meet COC zecunity requirements. [t iz your rezponzibility to ensure

that client confidentiality iz maintained.
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The File Export in Progress dialog box enables you to follow the progress of the export procedure.
Once the export has begun, you cannot stop or interrupt the Flat File Export.

In this example, a total of 123 records are processed. Because this is a flat file export of all
surveillance records, all 123 records are scanned for data errors and all 123 records are exported. In
this type of export, all three numbers should be the same, unless the user chooses not to export deleted

records.
Flat File Export in Progress___

[

Total Records: 123
Humber Scanned: 123

Humber Exported: 123

Cloze |

11. If errors were found during the Data Export, the Data Export Error window will
appear. The Exported Data Error Log report is automatically created and saved to the
directory specified previously for the export file. You may view this report by clicking
the Screen button, or print it by clicking the Print button. Click the Close button to
return to the Flat File Export Criteria window.

88 hata Expoit [E el

[Enrors osmad dhareng D sfa Enpoit.

Exported [hata Eaor Finpml iz sulnmalicaly
copied bo the TIHS Files a9 exll] 1107 e

y

[[Sowon ]| e |

12. Click the Close button when the export is complete.
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User-Defined Variables

The User-Defined Variable (UDV) feature allows Reporting Areas and individual sites to collect and
store TB-related information that is not part of the standard TIMS application. There are two types
of user-defined variables:

Global UDVs are defined by the reporting area and apply to all sites within that reporting area’s
jurisdiction. Information entered in Global UDVs is transmitted to the Reporting Area, but is not
transmitted to the CDC. Global UDVs must be defined before Spin-Off diskettes are created for
lower sites (see the Spin-Off Disk section later in this chapter for additional details). Global UDVs
can be defined for the Client Addresses, Client Information, Follow Up Report - 1, Follow Up
Report - 2, and RVCT tables.

Local UDVs are created by individual sites to collect and store site-specific data. The information
entered into Local UDVs is not transmitted to any other site. Local UDVs can be defined for the
following tables: Bacteriology Test Information, Blood Test Information, Client Addresses, Client
Aliases, Client Information, Contact Information, Medications, Follow-Up 1, Follow-Up 2, History
Information, Hospital Information, Prescription Information, Referrals, RVCT, Skin Test
Information, Therapy Event Information, Worker Information, and X-Ray Information.
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The User-Defined Field windows are displayed automatically if a UDV on that window is marked
Entry is Required. Users can also display the window by clicking the User-Defined Variable
button on the TIMS window.

Bl

Note: Only a TIMS System Administrator can create and modify User-Defined Variables.
UDV definitions cannot be removed once data has been entered into them.

Add a User-Defined Variable

To define a User-Defined Variable...
1. Open the System module.
2. Open the Data Mgt menu and select User-Defined Variables, then select Global or
Local.
The User-Defined Variables window is displayed.
Subiect: [INEG——] ~ |

Plowt || Type || Size N.:cllve E:Hulled’ = I
Edit I
Delete I
Save I
Field Hame: I— ™ Active
Prompt: I I Entry is Required
D eszcription: I Close
Size I—
Yariable Name: |

3. Select the window where you want to place the UDV from the Subject list.
Click the New button.
5. Enter the information requested:

¢ Field Name - The actual name of the field that will be created in the TIMS
database.

* Prompt - The text that will appear on the User-Defined Fields window instructing
what type of information should be entered.

» Description - A description of the UDV.

» Type - Select one of the following data types for the variable:
-Character: Will accept any alphanumeric characters.
-Number: Entry must be a number.
-Date: Data must be a date entered using the MM/DD/YYYY format.

-Yes/No/Unk: The answer to the prompted question must be either Yes, No, or
Unknown (Y/N/U). This variable type is also known as Boolean.

» Size - Allows you to limit the size of the entered value (not available for all data
types).
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6.
7.

» Variable Name - A descriptive, detailed name for the field that will be used when
directly querying the database (not available in the current version of TIMS).

* Active - UDVs that are not marked Active will not be displayed in the User-
Defined Field window.

» Entry is Required - Indicates that the UDV must contain data when the associated
window is opened.

Click the Save button.
Click the Close button to close the UDV window.

Edit a User-Defined Variable
To edit a User-Defined Variable...

1.
2.

o 0k~ w

~

Open the System module.

Open the Data Mgt menu and select User-Defined Variables; select Global or
Local.

Select the window that contains the UDV you want to change from the Subject list.
Select the UDV you want to change.
Click the Edit button.

Make the necessary changes.
The Type cannot be changed.

Click the Save button.
Click the Close button to close the UDV window.

Delete a User-Defined Variable

Note: A UDV cannot be deleted once data has been entered.

To delete a User-Defined Variable...
1. Open the System module.

N

No ok~ w

Open the Data Mgt menu and select User-Defined Variables; select Global or
Local.

Select the window that contains the UDV you want to delete from the Subject list.
Select the UDV you want to delete.

Click the Delete button.

Click the Yes button to confirm that you want to delete the selected UDV.

Click the Close button.
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Database Backup

Database Backup and Recovery are features that work together. The TIMS Help Desk must be
called prior to any restoration, whether from a tape backup, a TIMS backup, or any other form of
backup. The TIMS Help Desk will determine the appropriate backup, transmissions to and from that
site, and the data prior to any restoration. This will help eliminate the need for prolonged
investigation and correction of the data after problems occur.

The TIMS System Administrator should copy (backup) the TIMS database to CD or diskette(s) at
regular intervals and store the copies in a separate and secured (locked) location. The TIMS backup
is the primary backup supported by TIMS and the TIMS Help Desk. Please note that automated tape
backups will not backup the TIMS database if it is not unloaded. It is not recommended that
automated tape backups be the sole backup mechanism for TIMS. This will help ensure that data are
not lost should a problem develop with the main TIMS database. Users do not have to exit TIMS to
complete the backup.

Suggested backup times:

» After a data entry session

» Before a data transmission

» At the end of each month

» Before performing an upgrade

The TIMS backup compresses the entire TIMS database, including patient identifiers and confidential
information, into a zip (.zip) file. The file is not encrypted, so users should ensure that CDs or
diskettes containing the backup file(s) are securely stored. Refer to the TIMS User’s Guide
Introductory Chapter for more information about confidentiality.

To backup the TIMS database...
1. Open the System module.

2. Open the Data Mgt menu and select Database Backup.
The Database Backup window is displayed.

Backup To o Wimzbrmp
o imatemp | -

Drives Backup |
11 =]

Dose |

3. Enter or select the location where the backup file will be stored.
You can type the full drive and directory or select the Drive and then the directory.

Click the Backup button to begin the backup process.

5. Click OK to close the Warning message box. Click Cancel to return to the Database
Backup window.

When saving to the A: drive, the backup function requires space on the C: drive to write temporary
files.
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6.

‘Wwarning

& Fleaze make zure that you have enough gpace in your C: dive and in A& diive

Cancel |

If you selected a CD or diskette drive as your backup location (highly recommended),
insert a CD or blank, formatted diskette in the specified drive and click the OK button.

DynaZIP ZIP Request

Please insert the first disk of the Multiolume set.
Fresz O when ready or Cancel to abort.

Caticel |

The "please wait" window is displayed as the backup is processing.

D atabaze Backup in progress. Please wait

If you selected a diskette drive as your backup location, insert additional diskettes
when prompted. Be sure to properly label the order of the diskettes.

DynaZIP ZIP Request

Please inzert Dizk Volume 2.
Press OF. when ready or Cancel to abort.

Cancel |

When the backup is finished, the Database Backup dialog box will appear. Click OK
to return to the Database Backup window.

The filename is the date the backup was completed.

\ll) Databaze Backup iz successfully completed and placed az 06051338, zip in "A:" directony.

9. Click the Close button to exit the Database Backup window.
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Database Recovery

You can restore a TIMS database backup using the Database Recovery function. To help ensure that
data integrity is maintained throughout the reporting hierarchy, you must contact the TIMS Help
Desk at (404) 639-8155 to receive a Database Recovery password. The Help Desk team will provide
you with the database recovery password and help you ensure that no data are lost when the current
version of the TIMS database is replaced by the backup version.

The Restore feature does not actually update the existing database with a previously backed up copy.
Instead, the database is restored to a temporary directory (c:\timstemp) where it can be moved into
the default TIMS database directory once all TIMS related applications are closed.

Note: All data entered since the backup that is restored will be lost.
To restore the TIMS database...
1. Open the System module.

2. Open the Data Mgt menu and select Database Recovery.
The Database Recovery window is displayed.

Restore from

| | Browse |

Restore

i

Cloze

3. Enter the location where the backup file was placed in the Restore from box or click
the Browse button to find the file. Select the file and click the Open button.

SeboctFie______________________________HE
LID-Dln.I"l: [_J JHPEEEH ] 3 EI El Iﬁﬂ
B8] 1 EE000 1
Flegene | | Oen |

Files of bppes: |.-"| Filick [* ] 3 Canced |

4. Click the Restore button to begin the Database Recovery procedure. Click the Close
button to cancel the operation.
5. Call the TIMS Help Desk at (404) 639-8155 to receive your password.

To help save time, please have your Site ID and License Number available when you call. These were
provided to your site when TIMS was first installed.
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6. Enter the password exactly as the TIMS Help Desk provided it to you and click the
OK button. Click the Cancel button to return to the Database Recovery window.

Flease enter password

[1].8

Cancel

7. If you are restoring from diskettes, TIMS will prompt you to insert a new diskette
when necessary. Insert the diskette and click OK.

DynaZIP ZIP Request

Pleaze inzert Dizk Wolume 2.
Press OF when ready or Cancel to abart,

Cancel |

8. Once the backup database files have been restored on your PC, you must move the
restored files to the TIMS database directory. The procedure differs slightly between
LAN and Stand Alone installations. Follow the instructions on the Database Restore
message box to complete the Restore operation:

LAN
The following message box is displayed when the LAN database restore procedure is complete.
Database Restore
) The databasge iz restored and kept in c:\timztemp.
‘A eaze shut down all the applications
\ﬁ) 12 glring dour:lnttﬂe dat;::t:se-rslgrll\?er FRic!

3. Move the db and log file to the reguired directon
4. Bring up the server

Stand Alone
The following message box is displayed when the Stand Alone database restore procedure is complete.
Database Restore

./ri The databaze is restored and kept in
c:htimstenmp.

1. Pleaze shut down the TIMS application
2. Move the db and log file to the local TIMS directorny
3. Start TIMS again

9. Click the OK button to close the Database Restore message box.
10. Click the Close button on the Database Recovery window.
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Purge Records by Site

The Purge Records by Site function allows you to delete all the records in your database that were
transmitted from a lower site. For example, a Reporting Area site could delete all the records from a
particular Level 1 site. Furthermore, you have the option of specifying whether to include lower sites
under the selected site or just delete the records from the selected site.
To purge records by site...

1. Call the TIMS Help Desk at (404) 639-8155 for a Purge Records password.

2. Open the System module.

3. Open the Data Mgt menu and select the Database Backup command to make a
backup copy of your database.

. Open the Data Mgt menu and select Purge Records by Site.
5. Click the OK button to close the Warning dialog box

Thig procedure will purge all the recaords for the lower sitefs). v'ou should perform a
databasze backup prior ta thiz procedure.

6. Select the site whose records you want to purge and click the OK button.
Click Cancel to exit the Purge Records by Site function.

l_ﬁ‘.-illl‘.- Izt Fon LA LEVEL 1

Fites

C& LEVELZ

L LEVEL 2% )

JOSEPH CALIFORMLE C&MAD
Ok | Cancal |

7. Choose whether you want to include or exclude the records from lower sites. Click
Cancel to return to the Site List window.
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Purge Records By Site

Thiz will Delete and Purge all Records for : LADT00

‘ Include Lower Site[s] ... |

Exclude Lower Site[z]... ‘

LCancel

8. If you select Exclude Lower Site(s), only the records created at the selected site will
be purged. If you select Include Lower Site(s), all the records from that branch of the
surveillance hierarchy would be purged. See the chart below for an example of a
Level 1 site with two Level 2 sites reporting to it. When Include Lower Site(s) is

selected, the records from all three sites are purged.

Exclude Lower Site(s)

Include Lower Site(s)

LA0100
Purged LA0100 LA0101
LA0102

LA0101

Not Purged LA0102

9. Enter the Purge Records password exactly as the TIMS Help Desk provided it and
click the OK button. Click Cancel to return to the Site List window.

% Password

Please enter password

KM202816

oK

LCancel

The Purge Records by Site dialog box appears.

::?,) Thizs will delete and purge ALL records for LADTOD . Are you sure pou want to purge these

recards?

10. Click the Yes button if you are sure you want to continue with the purge operation.
Click No to abort the Purge Records by Site operation.

The Purge Records by Site Summary for window appears.
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In the following example, 48 Client records were eligible to be purged (# Pre-Purge), 48 were purged
(# Purged), and 0 were remaining to be purged (# Remaining) after completion of the Purge Records
by Site operation. All record types (Address, RVCT, etc.) are similarly summarized on this window.

I_|.-rl-l Purge Becornds by Site Summary for  CAD 22

Purge Records by Site Summary for CAD122

Record Typpe B Prie-Purge # Purged # Aemaining
Client B a0 (1]
Whddvees 16 16 o
AV a7 A7 0
Fun B 8 1]
Fu2 B 8 1]

x| _em]
11. Review the Purge Records by Site Summary. Click the Print button to print a copy of
the summary.
12. Click the OK button when finished.
13. Repeat steps §]through 11 for additional sites, if necessary.
14. Click the Cancel button when finished.
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Purge Client Records

The Purge Client Records function allows you to delete selected client records that have only client,
address, and patient management information. If Client records still have Surveillance data attached,
they will not be eligible to be purged until the Surveillance data are removed (refer to Surveillance
Record Deletion in Chapter 4 of this manual for more information).

To purge client records...
1. Open the System module

2. Under the Data Mgt menu, select the Database Backup command to make a copy of
your database.

3. Open the Data Mgt menu and select Purge Client Records.
The Purge Client Records window appears.

Puige Llesrd Flrscmds
O TALT LRORE CORT AL TPHONE [
LK [LeFFT [ R
FoFaEs T pazer
ﬁﬁ FERAIT [~ FREE
ELHER [~ [ | L
g AT A JEFOEERE
T FUTmGRR — ERAT
[ F b TRE HEMEONE
T 5 [ T l
Page | Cancd |

4. Select a client or multiple clients to purge. To select multiple non-contiguous clients,
hold down the Ctrl key while clicking the mouse button. To select a range of clients,
click on the first client in the range, then hold down the Shift key while selecting the
last client in the range. Click Cancel to exit the Purge Client Records operation.

5. Click the Purge button.
The Purge Client Records Caution message box appears.

FPange Cher Rncods

h Last Hame |F Fiasl M ]lul Dabe ol m]lsur:ml Ciy/Crily Case B
G | T

CAUTIOM. This st of chenl secoeds will be deleled peimanenily.
ok | [ Cancel |
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6. Click OK to permanently remove these clients from your database. Click Cancel to
return to the Purge Client Records window.

7. If Patient Management or Daily Program Operations Information exists for any of the
clients you selected to purge, a window will appear to let you know which patient
Management and Daily Program Operations windows still contain information for
each client. Click Delete if you wish to delete the Patient Management and/or Daily

Program Operations information for the client. Click Cancel to return to the Purge
Client Records window.

I_I-U' Purge Client E3 I
Information exists for BUMMY, BUGS

Patient Management Windows: Daily Program Operations Windows:

Appaintrent Woorker Assignments
Diagrosis
Medications
Skin Test
#=-Ray

WERMNIMNG: Onoce deleted you will not be able to restore any of the above information.
Delete all information?

Delete LCancel

Note: Once deleted, you will not be able to restore any of this information.

8. A Warning Box will appear. Click Yes if you are sure you want to delete this
information. Click No to cancel.

W arning

@ R emowve information for AMEW, OME, Are pou sure?

9. The Purge Client Records Report will appear. This report lists the Client ID, Last
Name, First Name, State Case Number, City/County Case Number, and the number of
Address, Alias and Phone records which existed for all records purged from the
database. Use the horizontal and vertical scroll bars to view the report.

5 Click the Magnification button to modify the magnification of the

preview. Select magnification or show rulers and click OK.

Q Click the Print icon to print the report.
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M Click the Close icon to close the report window and exit the Purge
Client Records function.

sas® Copnfidestial Patisnt Inforsstion ssss

Pargm Clisnt Bmcords Bmport

Cliesd 10 Lawi Hame Fuel bama Gtabe Cagn @ CitpdTounty B Addvess iscoeds
CAMDIS0MO0Id  AEPORT Fusl Fe0D00001 1]
ssss Lontidemtial Matient Intorssation ssss

02-01-Z001 &t 16:49 38

1| I:" | ]

=1
10. The Print Report dialog box appears. Click Yes to print the report. Click No to exit
the Purge Client Records function.

Print Report |

@ YWhould pou ke to print this report before exiting’?

] e |
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Preferences

A TIMS System Administrator can use the Preferences section to set options that influence how
TIMS operates and manages data.

The options include:

Client Matching Sensitivity. Determines the sensitivity of the algorithm used when a search is
performed. Always Search for Matching Client determines whether or not search is made for Clients
with similar names.

Consecutive days medications missed considered to be non-adherent (the flag on the Focus Line
will become red when a client is non-adherent). This information is site-specific and not used for
any Performance Reports.

Percentage of prescribed doses missed until considered to be non-adherent (the flag on the
Focus Line will become red when a client is non-adherent). This information is site-specific and not
used for any Performance Reports.

Number of appointments missed or canceled until considered non-adherent (the flag on the
Focus Line will become red when a client is non-adherent). This information is site-specific and not
used for any Performance Reports.

Validate surveillance data before saving. Not available in the current version of TIMS.

Confirm appointments for tests automatically. If this is selected, appointments are automatically
documented and confirmed when test data is entered.

Screen timeout. The number of seconds of system inactivity before TIMS automatically locks up,
preventing unauthorized access to sensitive client data. Usually referred to as the TIMS Screen
Saver.

Minimum Memory. Not available in the current version of TIMS.

The TIMS System Administrator can also use the Preferences section to establish the location of
TIMS files such as Data files, Application files, InBox files, OutBox files, Help files, and NETSS
files.

Note: The TIMS System Administrator has full access to the System Preferences feature. Users
with High and Medium security access can view the System Preferences.

Set System Preferences
To set the System Preferences...
1. Open the System module.
2. Open the System Mgt menu and select Preferences
Or
* Click the Preferences button on the toolbar.

B
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The System Preferences window is displayed

- System Preferences

Client Matching Sensitivity: |Low [Most number of matches) [=]

Alwayps Search for Matching Clients: [
Consecutive Days Medications Mizsed until considered Hon-Adherent: i 18@

Percent of Prescribed Dozes Missed until considered Non-Adherent: i 20@ C i
ueCards

Mumber of Appointments Missed or Cancelled until considered Hon-Adherent: ; EE

Confirm Appointments for Tests Automatically: g

Screen Timeout [seconds): i 9300@ Minimum Memory: i 3.0?2§ ﬂ.}

Cloze

3. Select the desired Client Matching Sensitivity.

Check the Always Search for Matching Clients box if you want TIMS to
automatically look for clients with similar names, case numbers, etc. prior to adding a
new client.

5. Enter a number of missed medications and appointments to indicate when a client is
considered Non-Adherent. This information is used only at the TIMS site.

Check the Confirm Appointments box if tests should be confirmed automatically.

Enter or select the amount of time before the TIMS screen saver should initiate in the
Screen Timeout (seconds) field.
8. Click the Files button to input the directory for TIMS files.

The Location of Files window is displayed.
Location of TIMS Files:

Data: [CATIMSADATAY

Application: |

In Box: |C:\TIMS'\INBD><\

Out Box: |C:\TIMS'\DLITBD><\

Help Files: [C:\TIMS
i Save |

NETSS Files: lﬂ«:

Cloze

9. Enter the directories where the TIMS files are found.
Most of the file locations will be entered automatically during installation.
10. Click the Save button.
11. Click the Close button to return to the Preferences window.
12. Click the CueCards button.
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The Cue Cards Preferences dialog box is displayed.

CueCards Preferences

— CueCards
¥ Main

[v| Client
["| Patient Management

¥ Su e

[ Daily Program Operations

Mate: Ta show the CueCards, check the baxes of the

corresponding modules.

13. Check the boxes beside the module names to indicate when CueCards should appear.
14. Click the OK button.

15. Click the Save button on the initial Preference screen to save changes on the Files and
CueCards windows.

16. Click the Close button to exit the System Preferences window.
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Security

TIMS provides the Security option to allow you to change your password and the TIMS System
Administrator at the site to enter, modify, view, and delete user security information. Security
information consists of the following information:

e User name
e UserID
» Access level
» Password expiration date
» Access to viewing HIV information
» Active or inactive status
» Phone number and site location
Initially, TIMS sets the password equal to the user ID (which is six alphanumeric characters). It is

recommended that the user change the password when they login for the first time. The Password
screen is available to all users for the purpose of changing their password.

The TIMS Security feature allows the TIMS System Administrator to restrict TIMS usage for certain
individuals, as well as define each individual's rights. The rights are defined as System
Administrator, High, Medium, and Low. The TIMS System Administrator has access to everything
in TIMS. Only one System Administrator can be logged into a TIMS site at a given time.

You can keep a history of all users by making a user inactive rather than deleting the user.
See Appendix SYS | for more information on security levels.

Note: TIMS System Administrators have full access to the Security feature. Users with High,
Medium, and Low security access can change their own password.

Change Individual User Passwords
This feature enables non-System Administrator users to change their personal passwords.
To change a password...

1. Open the System module.

2. Open the System Mgt menu and select Security.
The Modify Password dialog box is displayed.

&  Modify Password for JOANNI

Old Password: I
New Password: I
Type Again

To Confirm: I

| Save I | Cloze I
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Type your current password in the Old Password box.

Type your new password in the New Password box.

Re-type your new password in the Type Again To Confirm box.
Click the Save button followed by the Close button.

o 0k~ w

Changing the System Administrator Password
This feature enables TIMS System Administrators to reset their password.
To change a password...

1. Open the System module.

2. Open the System Mgt menu and select Security.

3. Select the System Administrator User ID that you are currently logged in as from the
Security browse list.

4. Click the Edit button.

5. Click the Password button.
The Modify Password dialog box is displayed.

!_E-I_I' Modify Pazsword for SYSADMIN

Oid Pazsword: l
Mew Password: I
Type Again

To Confirm: I

Save Cloze |

Type your current password in the Old Password box.

Type your new password in the New Password box.

Re-type your new password in the Type Again To Confirm box.
Click the Save button followed by the Close button.

© o N o

Add a TIMS User
Only TIMS System Administrators can add a TIMS user.

To add a TIMS user...
1. Open the System module.

2. Open the System Mgt menu and select Security.
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The Security window is displayed.

User Hame User Id View HIV

Access Rights Mew
AMELLA AMAZON AA300 Syetem Adminiztrabor |Yes I
BEMJAMIN BRAZOS BOB359 High Ves Edit |
BARTHOLOMEW HORWATH BTHOO1 Sestern Administrator [ves
ELAIME EAST EEEQO0 Low Mo e m
IREME IMDUS K000 Sestem Administrator Mo = Suvs |
(" Show Active Users  Show Inactive Users  * Show All Users
Password
User Mame: [B4RTHOLOME HORVATH User ID:|ETHDEI1 | _I
Access Ye: Mo
Reiehy o STEM ADMIN L=l & ¥iew HIV Information?
Password
Epmimies: |U5a"|4a"2015 - & s User Active? Close
Phone: || | - Location: |

Click the New button.

Enter the following information:

» User Name (The user's real name, e.g., John Smith, Mary Johnson, etc.)
» User ID (Must be between six and ten characters)

» Access Level (System Administrator, High, Medium, and Low. See Appendix SYS
| for details.)

» Password Expiration Date (The user will get three grace logins after password
expiration to allow them to change their password.)

* HIV Information Access Rights
» Active User Status

* Phone Number

» Users Current Location

Click the Save button.

The new user's password is the same as the user's ID; to maintain security, the password should be
changed the first time they log into TIMS.

Add additional users, if necessary. When finished, click the Close button.

Edit a User's Security or Reset a User’s Password

Only TIMS System Administrators can use this feature.

To modify user rights...

1.

a > N

Open the System module.

Open the System Mgt menu and select Security.
Select the user from the Security browse list.
Click the Edit button.

Modify the information. If a user has forgotten their password, click the Password
button and the password will be reset to the User ID.
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The user's password is reset to the user's ID; to maintain security, the password should be changed the
first time they are in TIMS.

Click the Save button.
Click the OK button.

Deleting a TIMS User

Only TIMS System Administrators can use this feature.

Note: To retain a record of the user, remove the worker from Active status. This will prevent the
user from logging on to TIMS, but will retain the worker's previous TIMS activity.

To delete a user...

1.

a kDD

Open the System module.

Open the System Mgt menu and select Security.
Select the user from the Security browse list.
Click the Delete button.

Click the OK button on the Warning message box to confirm that you want to delete
the selected user. Click the No button to abandon the delete user operation.

& User will be deleted forewver!
Eancell

Click the Yes button on the User Security Information message to confirm that you
want to delete the selected user. Click the No button to abandon the delete user
operation.

User Security Information =

@ Are oLl sure you want to delete thiz ?
1 ne |

7-7-92

TIMS User’s Guide



Chapter 7 — System

Spin-Off Diskettes

Note: The Reporting Area should finalize defining any Global UDVs prior to creating the first Spin-
Off Diskette. After the first Spin-Off Diskette is created, Global UDVs cannot be created or
edited.

Note: Call the TIMS Help Desk at (404) 639-8155 prior to starting this procedure.

The Spin-Off Diskette feature is used to create a new Level 1 or Level 2 site and to deliver state and
site specific information from the Reporting Area to Level 1 and Level 2 sites. If a Reporting Area
wants to establish a new lower level site, they should call the TIMS Help Desk at (404) 639-8155 to
exchange information. It is required that CDC know the name, address, phone number, type of
installation, and modem numbers of the new site; the Reporting Area will need the license number
and the Site ID from CDC. Once this information is exchanged, CDC will mail TIMS installation
software to the Reporting Area to be distributed to the appropriate site.

If a Reporting Area wishes to establish a new surveillance site, they first must contact the Division of
Tuberculosis Elimination, Surveillance and Epidemiology Branch (SEB) at (404) 639-8117. SEB
will determine the readiness of the site to perform surveillance activities. A surveillance site is
defined as a TIMS site that will collect, enter, and transmit surveillance data through TIMS. SEB
will contact the Reporting Area to discuss surveillance-related activities and personnel at the newly
requested site. No license number will be distributed by the TIMS Help Desk until SEB approves
the new site.

When TIMS is started for this first time, a message is displayed asking you to enter your Site ID.
You are then asked to insert the first Spin-Off Diskette. The registration window will be displayed
for confirmation and corrections. Once registration is completed, the site will automatically, via
modem, call CDC to register. After the registration process, the TIMS Login screen appears with the
User ID entered as SYSADMIN. SYSADMIN is also the password.

Once the initialization of the Spin-Off diskettes is complete, the TIMS System Administrator should
update the Preferences, enter User IDs, enter Local UDVs, and enter Workers.

Site ID Naming Conventions

The TIMS Site ID contains a total of six characters. The Reporting Area abbreviation is the first two
characters followed by four numbers. The Reporting Area will always contain four zeros (GA0000
for the Georgia Reporting Area). The Level 1 sites use the first two numbers and are 01 through 99
(GAO0100 through GA9900). The Level 2 sites use the last two numbers and are 01 through 99
depending on the Level 1 site they belong to (GA0101 through GA9999).

The Site ID is validated to insure the following:

» Itis consistent with the Reporting Area; if Georgia, all sites must begin with GA.
» The levels are appropriate; to have a Level 2 site, there must be a corresponding
Level 1 site.
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Create Spin-Off Diskettes
The Reporting Area will create Spin-Off Diskettes for all local sites (Level 1 and Level 2).
To create Spin-Off Diskettes...

1. Open the System module.

2. Open the Administration menu and select Spin-Off Diskettes.
Or

» Click the Spin-Off Diskettes button on the toolbar.

|

The Select a Site window is displayed.

_l_l_ﬁ_'i Select a Site [_ (O] I
Site Mame | Level | SitelD
CALEWEL 1 Lewvel1 CaO10o0
CALEWELZ Level-2 Ca0111
CALEWEL 24 Level-2 Cadlzz
CALIFORMIA LEVEL OME BEE Lewvel1 CAO0200
CAD300 Lewvel1 CAO300
Hew Site ik LCancel

3. If the Site ID is on the list, select it and click the OK button, then proceed to step 6.
If the site is not on the list, click the New Site button.

The New Site List is displayed.

B8 Mew Sibe List E i
Pleaze Select & SitelD from the list of convested Sies below
o Chick Mews
Sille Lisk
| Hew | I Cancel

4. Click the New button.

7-7-94 TIMS User’s Guide



Chapter 7 — System

The Please Enter SitelD dialog box is displayed.

l[:i'l Pleaze Enter SitelD:

—

(1] | Cancel |

5. Enter the Site ID and click the OK button.

The Site Information window is displayed.

Name: Si'tel[l:i AD101 Level:
Address: ) " Rep. Area
" LAN Installation " Level-1
& Stand-Alone Installation  Level-2
Phone: [ ] -
Contact Persons: Number of Workstations: I
1] Number of Users: I
[2]
License Number: I
Modem Phone Numbers:
Humber | Description [
Add
HBemove

Save | Spin—gffl Cloze |

6. Enter the site name, address, phone number, and contact persons. Also select either
Stand Alone Installation or LAN Installation. If a LAN installation, enter the number
of workstations, number of users, and license number.

Contact the TIMS Help Desk at (404) 639-8155 (if you have not already done so) and give them this
information. They will then provide you with a license number and the TIMS installation software.

Click the Add button in the lower portion of the window.

Enter the site’s modem phone number in the number column of the Modem Phone
Numbers list.

9. Enter a description (usually the site name) in the Description column.

Modem Phone Numbers:

Number Deszcription
(4041555-1004 Black Bayou Health Center

10. Click the Save button
11. Click the Spin-Off button.
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12. Click the appropriate drive letter button for the drive you intend to use to create the
spin-off diskettes.

Flease Insmt 5 Blank Formatted Dickettn in Dvive & o B

Please Irdezaie Diive Letler Hebowl

13. Insert the first diskette and click the OK button

Please ingert the first disk of the Multi-Vaolume set.
Press O when ready or Cancel to abort.

Cancell

14. If prompted to insert additional diskettes, follow the on-screen instructions.

When more than one diskette is used, the sequence in which the files are copied must be used by the
receiving site to process the diskettes. Label all diskettes in the correct sequence.

15. When the spin-off process is complete, click the OK button.

Spin-0OFf E

Spin-0ff digk creation completed successfully.
Pleaze label the diskette(s) properly.

16. If necessary, repeat the spin-off process for additional sites. Click the Close button on
the Site Information window when finished.

Register a TIMS Site using Spin-Off Diskettes
TIMS must be installed prior to installing the Spin-Off Diskette(s).
To initiate the Spin-Off Diskette(s)...

1. Start TIMS.
A message box will be displayed prompting you to insert the first Spin-Off Diskette.

Spin-OK <]

Flease Inzert Spin-0ff Dizkette,
If mare than one dizkette, ingert disk #11

2. Insert the Spin-Off Diskette.

If there is more than one diskette, be sure to insert in the order marked.
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A message will appear asking for the Site ID.

ﬂ_t;l'l Pleaze Enter SitelD:

Please Enter Your SitelD:

—

(1] 4 | Cancel |

3. Enter the Site ID and click the OK button.
The TIMS Site Registration screen appears.

TIMS Site Registration

Please Enter Your TIMS Licenze
% Mumber

Location Mame: [CALIFORNIA

License Humber: ||

Beqgister I Exit

4. Enter the License Number.
Call the TIMS Help Desk at (404) 639-8155 if you do not have this number.
5. Click the Register button.
The Site Information window is displayed.
e = |
Sitn Irdoimatinn
Hams:  [CALIFORHIA
Sueet 1@  [1117 MAIH STREET

Shmet 2 [SUITE 200
Strest 1 |

Phone @ [[TT0] 101-100T

Comlact B1: LUNRTALCT ONE
Comiact H2: CONRTALCT Twi

il

Eodnm-Lires Indoamakion:
Mismbias Dot gl e

'-1I.'¢I.-!.-'| 03e: '.'#Lll- DS HLA il |
Hemave |

o

6. Make corrections to the information, if necessary.
You must have at least one modem number listed and the modem must be connected.
7. Click the Modem button.
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8.
9.

10.

11.

The COMM Port Settings dialog box is displayed.

Speed I'] 9200 j [Hayes Compatible.
Port I vl General D atacom 2400 -
W General Datacom 3600
Data I— Grid
E Hayes 1200
. Hayes 14400
Parity I Hone Hayes 2400
Haypes 300

P Hayesx 9600

Stop Bits I 1 Hayes: Compatible

TIMS Init. String |

OK Cancel |

Select your COMM Port settings and click the OK button.
Click the Register button.

The Modem Number dialog box appears, enabling you to dial CDC and register your site. This is the
only time a Level 1 or Level 2 site will connect to CDC.

MODEM NUMBER

Destination's Phone Humber:

| {404)321-2098

Dial Prefix: I
Dial Suffix: I

Include Area Code: [

Indicate if this is a Long Distance call, and whether you need to include the Area
Code. Enter a Dial Prefix or Suffix if needed.
The Dial Prefix is used if a number must be dialed from your site before dialing the actual modem

number (i.e. 9-555-1212). The Dial Suffix is used if a number such as an authorization number needs
to be used to access a long distance service.

Click the OK button.

Callimngs al43z12098 |
SCATLE: Diimling 404327 2058 |
I [: abort |
TIER: |rrari 5 LK I
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12. TIMS will initialize the modem to dial CDC and complete the registration process.
While connected with the CDC computer, your copy of TIMS will send its Site ID,
receive and verify the CDC's Site ID, and transfer a registration file to the CDC site.
No user actions are required during the communication session.

13. Click the OK button when the registration is complete.

Registration

@ Fegistration successful

14. The TIMS Login window is displayed. To Login, type your User Id in the User Id
field.

15. Type your password in the Password field.
Passwords are not case-sensitive: PASSWORD=password = PassWord
16. Click the OK button.

Table Maintenance

TIMS data lists are maintained by the TIMS System Administrator. The Table Names are included
with TIMS software and cannot be modified. Some Table Items are initially blank and will need to
be created with current, site-specific information.

Note: Only TIMS System Administrators have access to the Table Maintenance feature.

Adding Table Items
To add table items...
1. Open the System module.
2. Open the Administration menu and select Table Maintenance.

The Table Maintenance dialog box is displayed.

l_l-ll' Table Maintenance

T able Hame: Table Items:
Appaintment Beazon BACTERIOLOGY Hew |
Appointment/Testing Location | [BLOOD TEST ;
Contact Relationship CHEST %-Ray Edit |
Growth Rezults HIY TEST

[refet
Haspital Faciity Tupe PHY'SICAL EXAM [Detete |
Jab Title SkIM TEST Save
Laboratories _l
Languages
Profile

Referal Reazon
Smear Results
Species List

i

Close
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3. Select a Table Name from the list.
The available items appear in the Table Items list.
Click the New button.

5. Enter the Description for the new item.

If you are adding an Appointment Reason, you must specify whether the appointment is for clients or

workers.
Description: | Description: |

Appointment Type

Worker Client

6. Click the OK button.

7. If asked to define entry, specify the meaning of the entry by clicking the appropriate
button.

[E-I_I' Please Define Entry I

Please indicate whether your entry will be defined
as "Poszitive™, "Negative”, “"Mot Done". or
"Unknown™:

Pozitive M eqative Mot Done Unknown

8. Click the Save button on the Table Maintenance window.

9. Repeat the process for additional items, if necessary. When finished, click the Close
button.

Editing Table Items

You can change the characteristics of table items that were added at the local site. Standard table
items that were part of the original TIMS distribution cannot be modified. In most cases, the Edit
button will not be enabled when a standard TIMS table value is selected. In other cases, a message
box will appear.

Table Maintenance

\i.) Standard TIMS Tests Can NOT be Edited or Deleted!
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To modify table items...
1. Open the System module.

2. Open the Administration menu and select Table Maintenance.
3. Select a Table Name from the list.
The available items appear in the Table Items list.
4. Select the Table Item to be edited.
Table Names cannot be edited.
5. Click the Edit button.
If the Edit button is not enabled, you cannot change the selected item.
6. Edit the item.
This will change the item wherever it has been selected.

Click the OK button.
Click the Save button.
When you have finished editing table items, click the Close button.

Deleting a Table Item

You can delete table items that have been added at your site as long as they are not used to store
TIMS data. You must remove all references to the item before you can remove it. Standard table
items that were part of the original TIMS distribution cannot be deleted. In most cases, the Delete
button will not be enabled when a standard TIMS table value is selected. In other cases, a message
box will appear.

Table Maintenance E

@ Standard TIMS Tests Can MOT be Edited ar Deleted!

To remove a table item...
1. Open the System module.
2. Open the Administration menu and select Table Maintenance.
3. Select a Table Name from the list.
The available items appear in the Table Items list.
4. Select the Table Item to be deleted.
Table Names cannot be deleted.
5. Click the Delete button.

Note: If the Table Item is currently used in TIMS, it cannot be deleted until all references to the Table
Item are removed.

=..i,.) T s i s wssed 1 ive{a] on B oot Inble. 1t csnncd b debeind
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6. Click the Yes button on the Table Maintenance message box.

Table Maintenance E

@ Are you sure you want to delete thig 7
] ne |

7. When you have finished deleting table items, click the Close button.
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Reports

The System Reports are defined in Appendix RPT SYS with a sample of each report. The reports
include Activity Log, Transmission Log, User-Defined Data Dictionary - Global and Local,
Unacknowledged Transfer File Reports, Unacknowledged Records Reports, and Users
Rights/Access.

Uninstalling TIMS

To Uninstall the TIMS application...
1. Shut down all applications, including the applications you want to remove.
2. Using the File Manager or Explorer for Windows 95 and NT, open the following file:
Windows/Psuninst/setup.exe or Windows/Psuninst/setflop.exe.
The Uninstall Programs window will be displayed with all the PowerSoft products listed.

3. Be sure that only TIMS is checked to be uninstalled. Uncheck the programs you do
not want to remove.

4. Click the Next button.

5. Continue with the uninstall program. If you have any questions, call the TIMS Help
Desk at (404) 639-8155.

Caution:

The Uninstall program lists all the available PowerSoft products installed. If you have other
PowerSoft applications or Utilities installed in your system, be very careful to check only the
products you want to uninstall.
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