COVID-19 Community Team
Outreach (CCTO) Tool




Learning Objectives

At the end of this module, learners will be able to:
* Understand the production dashboard and how to manipulate it

* Understand, create, and export “Views”
* Create new personal views from scratch
* Use the “Saved View” functionality to create personal views
e Use the “Show Chart” functionality

* Export views to Excel




Modules Covered in this Training

Production Dashboard @ Creating a View Building on a Saved View

Basic overview of the Steps to create, save, and Building on a saved view to

production dashboard. access a new personal view. develop a new personal view.
Key Learning: Key Learning: Key Learning:

Using a saved view

Adding filters

Adding and editing columns
Saving a new personal view
Accessing a new personal view
Using “Show Chart”

Understanding views

Creating a new personal view
Understanding inaccessible options
Adding and editing columns

Saving a new personal view
Accessing a saved personal view
Sharing a saved personal view

v Understanding the production dashboard

SN N N N N NN
AN N N RN

Exporting a Contacts View Exporting an Activities View

Exporting a Contacts-based Creating a new view for “Activities”

view to Excel. and exporting from “Create View.”
Key Learning: Key Learning:
v Exporting a view to Excel from the Contacts Tab v Creating a view using “Activities”
v Exporting filtered data to Excel from the Contacts Tab v Adding columns from other record types

v Reviewing for data quality by exporting to Excel v Exporting a view from the “Create View” screen




Production Dashboard
Walkthrough




Contact Tracer | Production Dashboard Walkthrough

Understanding the Production Dashboard

SANDBOX p @ + v @ 2 R Tasks

1. When you log into the CCTO Tool, you
e .. . | will land on the Dashboard Page. Overview of the production
. . dashboard.
o | T - 2. This page generates visuals for created
s . contacts and completed assessments.
: — v 3. This can help you to keep track of
e y | ' L statewide trends, for example, a change
' ' — in active monitored contacts compared

with a change in completed assessments
for the state.
. R Tl 4. Currently, the dashboard shows all
SN - ) . 5 assessments in the system across all
ey | T s counties. In a future release, we are
' S hoping to filter by LHD.
: . 5. At the bottom of the dashboard, you

will always see a condensed pull of your

ARIAS Overview

Key Learnings

» Understanding the
production
dashboard

e e “My Active Contacts” view.
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Understanding the Production Dashboard

7 Expand Chart

O Refresh

0 %  View Records

O Refresh [ Email a Link | ~
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Monitoring Status

Monitoring
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Monitoring
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Monitoring
Meonitoring
Monitoring
Monitoring
Monitoring
Monitoring
Monitoring
Monitoring
Meonitoring

Monitoring

To drill into any of this data, you can press the
ellipsis/three dots and then click “View
Records” to see what parameters are being
pulled in.

In this instance, for the chart titled “Active
Monitored Contacts,” we can see that all
contacts with any option toggled in “Monitoring
Status” have been included.

We will also see a condensed version of the
chart we originally clicked on.

As always, we can drill into any of these
contacts by clicking on their name.

Tasks

Overview of the production
dashboard.

Key Learnings

» Understanding the
production
dashboard




Creating a View
Walkthrough
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Understanding
views

Creating a new
personal view

Adding and
editing columns

Understanding
inaccessible options

Saving a new
personal view

Accessing a saved
personal view

Sharing a saved
personal view

1. Visit the contacts tab at the left-hand side of

= 5 Show Chart = Mew ]E Delete e O Re Tasks
the screen.
@ Home @ Active Contacts v 2. We can see that the “Active Contacts” view is Create a new personal view.
(D Recent Q - displayed, and if we click the dropdown, we see
P — o all the other views available to us. Each view
nne Household View = . . Ke Learnings
g Fe changes the columns displayed or filters the y
; Acti 3 -+ . . . . .
My Active Contacts Under Age 1 data to show information customized to that » Understanding views
Apps My Active Contacts Under Age 18 <= iphe view

@ Dashboards 3. Note that “System Views” are automatically

@ |2 contacts Active Contacts available to all users, and “My Views” are

My Active Contacts personal views created by you. Please note that
Active Monitored Contacts 4 tires currently, you should not attempt to create or
save a system view. Until an update is released,
please only use personal views and filters to

i

Do

i

E Assessments

Activities
All Contacts
o Suggested Exposures

T

Contacts with Fever in Last 14 Days

Q Locations restrict contacts to your LHD.
Contacts Without Local Health District (LHD) = , .
— lera 4. Let’s create a new personal view that uses
S Inactive Contacts 4= .
columns we choose to display some
Tasks Inactive Monitored Contacts 4= 's Bz

demographic information about all the contacts

in the system. Click “Create View” in the upper-
right corner of the screen. Note: depending on

Excel | ~ B Create view the size of your monitor, you may need to click

the ellipsis ( | : | ) to see this button.
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Understanding
views

Creating a new
personal view

Understanding

inaccessible options editing columns

Adding and Saving a new

personal view

Accessing a saved
personal view

Sharing a saved
personal view

FILE ACVANCED FIND
1 Save As =G AND
@ @0 D il
b & Edit Columns [(= Group OR
Query Saved Results Mew Save Clear Download Fetch
Views Edit Properties = Details XML
Show View Query Debug
e Look for: | Contacts

Select

This produces a new screen where you are
able to enter the filters and columns that
you would like to utilize in your new view.
“Look for” will automatically populate with
the name of the tab that you were on
when you clicked “Create A View,” so it
may say Contacts, Activities, or
Assessments. In this case, it says
“Contacts.”

Note: there are other options in the “Look
For” dropdown, as well as in other
dropdowns throughout Create A View,
that are not supported by the system.
These include, for example, “Business
Units” or “Currencies.” If you select one of
these options, your report will not
generate correctly. Always double-check
your selections. We are planning to clean
these in future so useable choices are
listed first.

Tasks

Create a new personal view.

Key Learnings

» Creating a new
personal view

» Understanding
inaccessible options
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Understanding
views

Creating a new
personal view

Understanding
inaccessible options

Adding and
editing columns

Saving a new
personal view

Accessing a saved
personal view

Sharing a saved
personal view

FILE ADVANCED FIND

w BE H save s [£= Group AND TaSkS
FHE! Db 20 @ e S 1. In this case, we want to create a view that ,
TR G Gows TN : : . Create a new personal view.
- will show us information about all

Contacts, so we will leave the “Look For”
dropdown as is.
2. To customize what column headers we

r:
Se

Key Learnings

Edit Columns ] ) ) . » Creating a new
Edit columns for the saved view. These columns represent the data that will be displayed in the view. ) WOUId |Ike to pu” Into the VIeWI We Can ClICk personal VieW
the “Edit Columns” button. . .
i s S ) . » Adding and editing
- 3. This produces the Edit Columns screen. In columns
« - . « . ”
— this case, we see “Business Phone” has
] Custom Controls . . .
R Confguresortng automatically populated. Because this isn’t
o e a column we need to pull in for this desired
@ - view, we can remove this column by

clicking the column to highlight it and
clicking “Remove.”
4. To add different columns, click “Add

Columns.”

ﬂ Mote: When there are toc many columns to fit on a page, the view will be shortened and scrollbars will be added.
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Adding and
editing columns

Sharing a saved
personal view

Accessing a saved
personal view

Understanding
inaccessible options

Saving a new
personal view

Understanding
views

Creating a new
personal view

Edit Co x ) .
cesumed  Add Columns < 1. For this example, we will use the Tasks
Select the columns to add to this view. CheCkmarkS tO Select the headers for Create a new personal V|eW.
Full Name & RECDrdT}’pe e o 1 . ethnicity, gender, and race- You may use
8 O oo Control + F or Command + F to search, and _
[ Employer hmn_employer Single Line of Text - 'ontrrjn\s Key Learnlngs
< Sortng you may select as many or as few column
oo o et — headers as you like. Note: In this case, > Creating a new
[ First Mame firstname Single Line of Text - i
[ Follow Email Activity followemail Two Options there are two Optlons for gender. Select personal view
D FTP Site ftpsiteur Single Line of Text . - . ..
B Gender ene_gerdier Opton Set - the first one. As we noted previously, » Adding and editing
© rote v : : Ty columns
© Ecm there are many other options in this list
—— | that are also not supported by the system.
In this case, you may still click them, but
Eglt\l,fwcn)sltimr:ssaved view. These columns represent the data that will be displayed in the view. ) the Values WiII nOt pOPUIate'

2. Click “OK” when you are finished.

© ... et 3. Here, we can see that the new column
T—— headers have appeared. Scroll through to
e double-check that you did not miss
El anything.
: : 4. Click “OK” again to save your work and exit

0 Note: When there are too many columns to fit on a page, the view will be shortened and scrollbars will be added.

the screen.
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Understanding
views

Creating a new
personal view

Understanding

inaccessible options editing columns

Adding and Saving a new

personal view

Accessing a saved
personal view

Sharing a saved
personal view

FILE ADVANCED FIND
’ =
@ n ’ ﬂ Hsaveas J [4= Group AND &
- [ edit Columns [{= Group OR \;

Query Saved Results New Save Clear Download Fetch
Views XML

E# £dit Properties B Details
‘‘‘‘‘‘ e e
= e | O { ':::‘ [e—
- — | )b
" > Run  Start Ru Epot
= o ey ink  Workflow Dialog Repori\ Coniacts
Q — — — — Process Data | e—

FILE ADVAMNCED FIND e
- / =
AT M B Eee
b (& Edit Columns [£= Group OR

Query Saved Results Mew Save Clear Cown cﬂ?_ Fetch
Y

Mews D Edit Properties '?,:- Details
Save as new View x e petig

The view is stored in the list of saved views. =

Active Contacts v

MName * My Views

D raphic Infi ti
[ emographic nformation ] @ Demographic Information

Description

==
Household View -
My Active Contacts Under Age 13 -
My Active Contacts Under Age 18 -

System Views
Save Cance!

Active Contacts

My Active Contacts

=
=
Active Monitored Contacts -
All Contacts -
Contacts with Fever in Last 14 Days =
Contacts Without Local Health District (LHD) &

Inactive Contacts

Inactive Monitored Contacts + 08

Click “Results” to preview the results of
your view.

A full list of all contacts (that have been
entered into the system) populate with
information for ethnicity, gender, and race.
If this is a view we would like to access in
the future, we can save it by clicking back
to the “Advanced Find” tab. Note also that
there is an “Export” button to export to
Excel directly from the “Results” screen
without saving your view. We will review
this option later.

Click “Save As.”

Name your view, click “Save,” and close the
window.

This view will now appear in the “Contacts”
tab under “My Views” when you click
“Active Contacts.” You can select this view
by clicking on it.

Tasks

Create a new personal view.

Key Learnings

» Creating a new
personal view

» Saving a new
personal view

» Accessing a saved
personal view
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Understanding Creating a new Understanding

inaccessible options

Adding and
editing columns

Saving a new
personal view

Accessing a saved
personal view

Sharing a saved
personal view

views personal view

INCED FIND

= m @ |j | I B savess
f &= Edit Columns
ek sav Fults e

(55 £dit Propertie

Excel ~ E\ Create view

Look for: | Contacts

LIST TOOLS
ADVAMCED FIND |  SAVED VIEWS
+ Activate f y F .
m [8 Deactiv: I: 39

Qecord Set AsDae it Show
As W Delete Saved View

Send Dred Assoc\a e cm d Ass\?_n Saved "
Emy & Email 2 Link "“E

View Records Collaborate

(8 Contacts Saved Views: Active Saved Views v
O | Name | Owner | Last Mcdified...l

Demographic Information Mary Kate Co...  6/8/2020 5:1...

4

1-10f 1 (1 selected)

Selected records:

.
& Julis Accorsini

After you have saved a view, you are able
to share it with any other user. As an
example, you may wish to do this to share
a view that is pre-filtered on your Local
Health Department with other LHD users.
Return to the “Create View” screen by
clicking the button in the top right.
Review your saved views by clicking “Saved

checkmark functionality.
Click “Select” to move these users into
“Selected Records.” Then, click “Add.”

Tasks

Create a new personal view.

Key Learnings

» Creating a new
personal view

» Sharing a saved

Household View Mary Kate Co... 6/4/2020 12....
My Active Contacts Under Age 13 Ma: Kate Co...  6/5/2020 3:1... ViEWS" at the top Ieft_ peI’SOha| V|eW
77 j: 1 Use the checkmark functionality to select
m Lok Up Records . the view(s) you wish to share and click
Sharesavedview “Share.”
- . Click “Add User/Team”
@I’"‘R; e p— Type the name(s) of the users you wish to
u O v i receive this view and select them with the
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Understanding Creating a new Understanding

views

Adding and Saving a new Accessing a saved Sharing a saved

personal view inaccessible options

editing columns personal view personal view personal view

Share saved view

Choose the users or team you want to share the saved view with, and give them specific permissions.

Common Tasks

O Name Read Write Delete Append Assign Share

E Add User/Team

X Remove Selected
ltems

+ Toggle All
Permissions of the
Selected ltems

(2] Reset

0O & 1uiz Accorsin O [m] (W] [m]

= [ Show Chart = New ]E Delete e C
Lo Active Contacts v
(® Recent A My Views
%7 Pinned ~ Demographic Information -
Household View =

Apps My Active Contacts Under Age 13 -
%5  Dashboards My Active Contacts Under Age 18 4=

| Q  Contacts e Testing Referrals s

“Read” will automatically be selected as a
permission for these users. You can choose
if you would also like them to be able to
write, delete, or assign or share the view to
other users by clicking the boxes.

Click “Share” when finished.

The new view will now appear in the users’
“My Views” section in the appropriate tab.

Tasks

Create a new personal view.

Key Learnings

» Creating a new
personal view

» Sharing a saved
personal view




Building on a Saved View
Walkthrough
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Using a saved view Adding filters

Adding and editing

Saving a new
personal view

Accessing a new
personal view

Using “Show Chart”

0‘ Active Contacts v

My Views

Demographic Information

Household View

Excel N @ Create view

=
=
My Active Contacts Under Age 13 -
My Active Contacts Under Age 18 =
System Views
Active Contacts =
My Active Contacts -
Active Monitored Contacts e

All Contacts = avilgy

210 | Oy 35 Mary Kate Covid-Temp @

] s 02 o .
IR EE. e imr B

vy e

5% Microsoft | Dynamics 365
FILE ADVANCED FIND

. =
@ Ea g ﬂ Hsavess \_2 [£= Group AND ;‘;)
b g Edit Columns (.= Group OR

Query Saved Results MNew Save Clear Dc\-a'rxcpainli_ Fetch
X

Views Edit Froperties = Details
Show View Query Debug
Look for: | Contacts A Use Saved View: My Active Contacts
w  Dwner Equals Current User
v Status Equals Active
0 --

For this example, we will start by building on an
existing view instead of working from scratch.
Click on the title of the view you currently have
selected. Remember that the list displays personal
views that you have built/customized for yourself,
as well as system views. You can use any of these
as the foundation for a new personal view. In this
example, we will use “My Active Contacts” as a
base to create a view that shows which of our
contacts are currently under monitoring.
Navigate to “Create View” to start the process.

In “Use Saved View,” select “My Active Contacts.”
This will update the base of your view to the
columns and filters used in “My Active Contacts.”
Note that “Look For” is selected to “Contacts” and
that two filters for “Owner” and “Status” have
been applied. Combined, these selections tell the
Tool to show only contacts who are active and
assigned to you.

At any time when creating a new view or when
building off of an existing view, you can create
additional filters by clicking “Select.”

Tasks

Build a new view from an
existing view.

Key Learnings

» Using a saved view
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Adding and editing
columns

Accessing a new
personal view

Saving a new
personal view

Using a saved view Adding filters Using “Show Chart”

tookor: [Cortac Yo st 1. When we click “Select,” a dropdown Tasks
v Dwner Equals Current User . . . . .
" s e e appears with all available filtering options. . .
e v Mo:q';?j-rrif[;'eg‘:lslt:)a:us v Eﬁe . Enter Value: MoritorirgSta#ﬂ We Wi” apply an additional filter to narrow Bu‘lltd‘ a ne-W view from an
“| existing view.

our view further and see which of our

active contacts are currently under .

e o . . Key Learnings
monitoring. Again, note that not all of _ _
. these options are supported by the > Using a saved view
system. You can always review a contact’s > Adding filters
profile to see how supported fields are

titled within the system.

Select Values x 2. Scroll down and select “Monitoring Status.”

e e e ndues 3. The middle dropdown will automatically

populate to “Equals.” We will leave this

. field as is, as we are going to look for a

single particular response.

Click “Enter Value: Monitoring Status?”

5. This produces the “Select Values” screen.

Manitoring Age

Mo. of Children

Available Values Selected Values -~

o
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Adding and editing
columns

Saving a new
personal view

Accessing a new
personal view

Using a saved view Adding filters

Using “Show Chart”

Select Values x 1. Because we are looking for contacts who Tasks
are under monitoring, select “Monitoring”
e S Select Values . and use the arrow button to move it from ~ Buildanew view froman
B “Available Values” into “Selected Values” "8 View
i i H “« ”
: : *:A'b:v'dd es o 2. Click “OK. ' . ' Key Learnings
e 3. Our new filter is now displayed under the _ _
existing filters that were already applied > Using a saved view
o - from the “My Active Contacts” view. > Adding filters
4. To check the results, click “Results.”
5. All the active contacts assigned to the user
E’“E”C?D T g ke and under r.nonitoring.are now disp:layed.
Qe G s N e DO o RO ot Note that since we built off of the “My
show Query Detug Active Contacts” view, the column headers
ook e v from the “My Active Contacts” view are
- S displayed.
(3 X :“d”“ e 6. To make our view more useful, we can add

new columns that show the date a contact
’°°£ e was referred to testing, the date a contact
- Activate Detect Duplicates £ y Share .
o g D 8 9 2 e = was tested, a contact’s test result, and Final
Monitoring Outcome. Return to the

Rup  Sart  Run
Emailaling  Workiow Dialog  Repart-

| employer | s0b Title | Monitoring status | Monitoring Age | Last Assessment Date... | Preferred Method of Cor}
: sAd d Find” tab
—_— AY 5 vance N tab.
Monitoring 5 Phone Call - .
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Using a saved view Adding filters

Adding and editing
columns

Saving a new
personal view

Accessing a new
personal view

Using “Show Chart”

FILE ADVANCED FIND

. =
| save as J [£= Group AND ;‘;}

& Edit Columns [t Group OR

Query Smec ileSJ = Mew 5 Clear Download Fetch
Edit Properties = Details XML
Show View Querny Debug
[
Edit Columns x

Edit columns for the saved view. These columns represent the data that will be displayed in the view:

First Name Last Name Employer Job Title Monitorin | Camman Tas

Add Columns x

Select the columns to add to this view.

Record Type Contact '
[ Display Name & Name Type
() SldLus measar SlalusLoue JldLUy Reasor!
. . . . e
O suffix suffix Single Line of Text
[J Telephare 3 telephonel Single Line of Text
[ Territory territorycode Option Set
e Test Date snc_testdate Date and Time
Tested? snc_tested Option Set
|:| Time Spent by me timespentbymeonemaila..  Single Line of Text
[J Time Zone adx_timezone Whole Number -
I Tiun Facter Enshlad adw idantifu hunfactoran T CieFione

a “ Can:e

We will repeat the same process we used
before to edit columns. Select “Edit
Columns.”

Click “Add Columns.”

Check “COVID-19 PCR Test Result,” “Final
Monitoring Outcome,” “Referred to Test
Date,” and “Test Date.”

Note that Final Monitoring Outcome is a
new field that can be updated to specify
the circumstances under which a contact
concludes monitoring. It allows contact
tracers to record the full picture of how a
contact’s monitoring concluded, for
example: partially completed, fully
completed, refused, or never reached.
Select “OK.”

Tasks

Build a new view from an
existing view.

Key Learnings
» Using a saved view

» Adding and editing
columns
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Adding and editing
columns

Saving a new
personal view

Accessing a new
personal view

Using a saved view Adding filters Using “Show Chart”

Edit Columns
. 1. New columns will appear last. Scroll to the right c
:::: and review that the first new column appears Tasks
highlighted in green. Build a new view from an
2. To move the column to the left of the screen, we existing view.
‘ can click the left arrow button as many times as
0 ron
needed. Then, you can repeat the process by Key Learnings
highlighting the other columns and clicking the left . .
» Using a saved view
B o arrow.
FILE ADWANCE . . . 1 11
el 3. Click “OK” when finished. > Adding and editing
ol 4. To check your work, click “Results” again. columns
Views 22 Microsoft | Dynamics & H 1 .
o 5. Our new columns for test information and » Saving a new
| & B3 monitoring outcome are now visible on the left of personal view
‘ ™ our filtered data. A _
. » Accessing a new
O | First Name Last Name Referred to[J.. | COVID-19 PC... | Test Date Final Monitor... ployer 6. Retu rn to the ”Adva nced Flnd” tab to save your g .
James Bond 6/12/2020 Negative 6/12/2020 Partially Com...  Spy Inc. . personal VIeW
new view.
George Glass 6/9/2020 .
Bobby Brady 6/7/2020 7' ClICk ”Save AS’”
(7 Save as new View * @) actve contacts - 8. Type anew name fo.r your view. Not.e that this will
=P The view is stored in the list of saved views. My Views not erase or overwrite your |V|y Active Contacts
E Edit Columns Demographic Information view.
Save [ESh et properties | Name * Household View . " ” .
- - Q[Man'mumesmgVied ] Menitoring/Testing View 9. Clle Save and Close the WlndOW.

Description My Active Contacts Under Age 13

10. As with your previous view, this view is now
available by clicking on the bold text in the
O Contacts Tab and then selecting your view.

Active Contacts

My Active Contacts Under Age 18

TS S (S TR ¢

Testing Referrals

it

i

My Active Contacts
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Adding and editing
columns

Saving a new
personal view

Using “Show
Chart”

Accessing a new
personal view

Using a saved view Adding filters

Dsovcnn e B oue |~ 1. Asa note, with any view toggled, you can

* click “Show Chart” in the upper left-hand
corner to see a few quick dashboards of
., the information you have displayed.
‘ 2. Inthis case, we can see which counties are .
. ) o Key Learnings
linked to the contacts in this view.

3. Clicking on the title of the chart allows you

to select a different chart if you wish.
4. You can also keep the chart open and click

on the title of your view at the top of the

Tasks
Monitoring/Testing View ~ . .
Build a new view from an

existing view.

+' | First Name Last Name Re

» Using a saved view

Monitoring/Testing View v a

My Views

Demographic nformation = screen to change the information

:hlifrng - =" 1= displayed. Select the “Active Contacts”

My Actve Contacs Under Age 13 (e o view.

e . 7 B =TT 5. In this case, we can see that these contacts

e — - within the test system are split across
%MC . , o several counties. Currently, this

Acte Monitored Contact = = functionality is basic, but expect

S improvements to come with further
o updates.




Exporting a Contacts
View Walkthrough
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Exporting a view to Excel from the
Contacts Tab

Exporting

filtered data to Excel from
the Contacts Tab

Reviewing for data quality by
exporting to Excel

Power Apps  ARIAS  Main > Contacts

B show Chart —+ New  [i] Delete
e My Active Contacts v
(® Recent ~
| First Name Last Name
#  Pinned v
Jay Blue
Apps Janey Rabhit
. ¥ Dashboards Peter Rabbit
Contact:
lR entacts Happy Turtle
[F Assessmen ts
Mike Jones
Bl Activities

i3I Power Apps ARIAS  Main > Con

Employer

Green Tree Flyer

~ () Refresh [ EmailaLink | v

Monitoring Ended

Monitoring

SANDBOX

Pref d of Contact v | B

Phone Call

Email janey.rabbit@juno.com
Email

Email erika.samoff@dhhs.nc.
Email mike@mikejones.com..

@& dhhs-covid19-arias-uat.crm9.dynamics.com/main.aspx?appid=d33fe1f7-9c¢93-ea11-a811-001dd8309eb6&forceUCI=18pagetyp,

tacts

= B show Chart = New
@ Hom: .
My Active Contacts v
(® Recent v
| First Name Last Name
< Pinned
Jay Blue
Apps Janey Rabbit
& Dashboards Peter Rabbit
Contact:
IR ontacts Happy Turtle
[ Assessments
Mike Jones
B Activities
Erika Rabbit
42 Suggested Exposures
Q  Locations Purple Monkey
& tvents DONOTEDITC...  Brown
Tasks Kitty Catbird
DONQTEDIT)a... NoResponse
Test Tester
Sally Testing
Ron Weasley
DONOTEDITM McFlv
al & A ]

1-17 of 17 (0 selected)

B My Active Contact...xlsx ~

Employer

Green Tree

Peanuts R Us

T Detete | v () Refresh 2 Email a Link

Beanstalk Cli...

ndu... Time Traveler

e o Flow

Monitering Ended

Monitoring

Monitoring Ended
Monitoring
Monitoring
Monitoring
Opted Out
Monitoring Ended

Monitoring Ended

Monitoring
Monitorina
H

SANDBOX

B Expert to Excel

{d Run Report ™

~ @ Import from Excel | v

Last A te | Preferred Method of Contact » | Emaf
- Phone Call

Email jane
- Email

6/2/2020 2:49 PM Email erikj
- Email mik]

5/20/2020 5:38 PM
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1. When you have selected a view on any tab,
you are always able to export it to Excel for
analysis and data quality reviews. We will
begin on the Contacts Tab.

2. Select the view that you would like to

export to Excel. For this example, we will

use “My Active Contacts.”

Click “Export to Excel.”

The file will automatically be downloaded

to your computer and will display at the

bottom of your screen for most browsers.

If it does not, check your downloads folder.

5. Double-click the file to open it.

Tasks

Export a created view to
Excel.

Key Learnings

» Export aview to
excel from the
Contacts Tab




Contact Tracer | Exporting a Contacts View Walkthrough

Exporting a view to Excel from the

Contacts Tab

Exporting filtered data to Excel from
the Contacts Tab

Reviewing for data quality by
exporting to Excel

[ Show Chart -+ New  [i] Delete | ~ () Refresh

a My Active Contacts v

| First Name Last Name Employer -
Janey Rabbit
Peter Rabbit
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Al - f
D E
61 First Name -Last Name
2 Janey Rabbit
3 Peter Rabbit
4 Erika Rabbit
5

+ | First Name e Last Name Employer

Charmin Squeeze

e
0% Emailalink | ~ o Flow ~ [ Run Rea/ I Exportto Excel | ~ @ Import from Excel

Job Title Monitoring Status Monitoring Age Last Assessment Date | Preferred Method of Contact

Monitoring Ended - -+ Email
—————— Email

Monitoring Ended - --- Text Message

(Do Not Modify) Contact
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B Employer B Job Title B Monitoring Status Bl Moni
Monitoring Ended

Monitoring Ended

Happy Filter by x prd
DelaCru
Equals 4
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Ronald

Michael Clear il
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Once the downloaded Excel file is open,
you are able to sort and filter on the same
columns that you used in your view.

If you return to your browser, you can also
refine what is exported by filtering your
data on any of the columns, such as “Last
Name.” In this example, we select the
dropdown arrow next to last name, click
“Filter by,” and type “Rabbit.”

This narrows our data to only those with
this last name.

Click “Export to Excel” again.

The new file downloaded to your computer
will only contain the filtered data. Please
note: this method is not recommended for
checking the quality of data, as it will not
permit you to catch misspellings. In our
next example, we will review how to
check for typos.

Tasks

Export a created view to
Excel.

Key Learnings

» Export filtered data
from the Contacts
Tab




Contact Tracer | Exporting a Contacts View Walkthrough

Exporting a view to Excel from the Exporting filtered data to Excel from Reviewing for data quality by

Contacts Tab the Contacts Tab exporting to Excel

1. Next, let’s run a check on monitoring data
guality for our Local Health Department by
exporting to Excel. Return to your Contacts

Tasks

| e Ea Create view

Export a created view to

. Tab in your browser and click “Create Excel.
Quey e Rt New S —— onigt Fetcn VieW'” Key Learnin gS

.. . — 2. \Verify that “Contacts” is populated in “Look _
B For” > Revn.ew for data |

Edit Columns ; 3. To do a data quality check, you should ?szl)l?élby exporting

Edit columns for the saved view. These columns represent the data that will be displayed in the view. export as many records as possible SO that

you do not exclude any records based on

«

fields that are missing or that have been
entered incorrectly. Therefore, we don’t
want to add any additional filters on this
data. We will filter it later in Excel.

4. To add columns for the information we
want to see, click “Edit Columns.”

5. Highlight “Business Phone” and click
“Remove.”

6. Click “Add Columns.”

o Note: When there are too many columns to fit on a page, the view will be shortened and scrollbars will be added.




Contact Tracer | Exporting a Contacts View Walkthrough

Exporting a view to Excel from the Exporting filtered data to Excel from Reviewing for data quality by

Contacts Tab the Contacts Tab exporting to Excel

st assessment cate 1. Asareminder, you can use CTRL+F or
COMMAND+F on your keyboard to search Tasks
within this list. After your search appears, you Export a created view to
can type the name of the value you’re looking Excel.
—— for to find it. _
S e 2. Click the checkmarks to add: Key Learnings
= s *  Both “NC EDSS Event ID” values > Review for data

quality by exporting

* Both “Last Date of Exposure” values
to Excel

e “Owner”

*  “Monitoring Status”

*  “Last Assessment Date”

*  “County”

*  “Local Health Department”

@

e e s et st i and click “OK.”
D Y P — 3. Use the highlight and arrows functions to move
c 5 your columns. In this case, we can move “Last
M concomor Date of Exposure to Source Patient #1” so that
B F rosconmrs it appears first, next to the “Last Date of
e Exposure to Source Patient #2” value.

« > 4. Click “OK” to finish.

o Note: When there are too many columns to fit on 2 page, the view will be shortened and scrollbars will be added.




Contact Tracer | Exporting a Contacts View Walkthrough

Exporting a view to Excel from the

Contacts Tab

Exporting filtered data to Excel from

the Contacts Tab exporting to Excel

Reviewing for data quality by
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1. Click the “Results” button.

2. All the columns we have indicated are now
populated for every contact in the system.
Notice that “Local Health Department”
populates based on “County,” a free text field,
so if someone types a county incorrectly or

e| Full Name 4

_Charlie Brown

Ab Noxious
Abby smith
Abed Nadir

..........

art un Export
og Reporie Con%c,tsv

D ﬁ, Static Worksheet

*» Static Worksheet (Page only)
Monitoring g,
o LY

Meonitoring

Monitoring

amic Worksheet

*» Dynamic PivoiTable

Meg Sullivan

leaves it blank, their LHD will not populate. We

understand that all of us are working as
R . quickly as we can, and small errors like this
o . S may happen — that’s okay! In the future, we
oy o i will make “County” a drop-down field.
e, 13, Foracloser look, let’s pull this into Excel by
| Eha clicking “Export Contacts” and selecting “Static
iﬁmiiiifif\ ; : @ Worksheet.”
] Mo ™ by oo oo 4, Open the new worksheet.
A ver wie 5. Click the “County” dropdown arrow and start
N = . [ERE typing to filter by your county. In this example,
) ‘9 " e we can use Durham. Notice that Durham has
or ey been input two different ways, as “Durham”
- o and “Durham County.”

Tasks

Export a created view to
Excel.

Key Learnings

» Review for data
quality by exporting
to Excel

» Exporting a view

from the “Create
View” screen




Contact Tracer | Exporting a Contacts View Walkthrough

Exporting a view to Excel from the Exporting filtered data to Excel from Reviewing for data quality by

Contacts Tab the Contacts Tab exporting to Excel

1. If we filter on all of these spellings by clicking

. Tasks
S5 vl 2 sserom Vo YR ° “OK,” we will see that “Local Health
e Foq &1 5ar110 A oot Department” is only populated for the entries Export a created view to
ey ol " I ry “ ” Excel
vor NC e that don’t include the word “County. '
MO ot iters ) nCDera 2. Inthis case, even though the system doesn’t
Moy [ | Mecken . ;] “Ourh & c y,, . Key Learnings
- f:ﬁ::,iﬁiﬁrj:ﬁ..‘e, \I:IVCaEeefaL reCOgnlzet e Ur am Ounty entrles aS .
M8 o e ] attached to Durham LHD, we would want to > ReV'leW :)or data
« . . . _ ualit exportin
* NC befa include them in our review. This is an example ?O EXC:;I y exporting
NC Defat " . .
o enoi of a data quality concern that is easiest to
v @ crct | onow check with Excel, as filtering by column allows

you to see quickly if similar but non-
equivalent values have been used.

Countv Ed 1 acal Health g
@ RQurham County NC Default LHD
Durham Durham
Durham Durham
Durham Durham
Durham Durham
Durham Durham

Durham Durham




Exporting an Activities
View Walkthrough




Contact Tracer | Exporting an Activities View Walkthrough

Creating a view using “Activities”

Adding columns from other record

types View” screen

Exporting a view from the “Create

SANDBOX

= B showchan [ Task  CF Email [0 Appointment @ ProneCall ) leter & Fax (B Other Acivite & Oolate
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Query Saved Results New  Save Clear Download Fetch
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Show View Query Debug

el.nnk for:  Activities ~ Use Saved View: | [new]
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E Y IR

Query Saved Results New Save Clear
iews 54 Edit Properties

Show View

=
2 (5= Group AND “;;)
[= Group OR

Download Fetch
% Details XML

Query Debug

Look for: | Activities

W Owner Equals Current User e

Select

1. We will start by creating a view that will show
us the contact and county attached to every
activity created by two tracers we choose.
When we finish, we’ll export directly to Excel
from the Results screen. Navigate to the
“Activities” tab on the left-hand side of the
screen. As a reminder, you can create a view
from any of these tabs, including Assessments
and Tasks.

2. Select “Create View.” Remember that you may
have to click the ellipsis depending on the size
of your monitor.

3. Notice that “Look For” has now automatically
populated to “Activities.” Click “Select” to add a
filter for yourself as the first contact tracer.

4. Choose “Owner,” and “Equals Current User”
automatically populates.

Tasks

Export a view that shows all
activities on each contact from
the “Create View” screen.

Key Learnings

» Creating a view using
“Activities”




Contact Tracer | Exporting an Activities View Walkthrough

Exporting a view from the “Create
View” screen

Adding columns from other record
types

Creating a view using “Activities”

5. Click “Select,” and choose “Owner” again. Tasks
6. This time, select “Equals” and type the name of  gyyort a view that shows all
another tracer. If you are unsure, you can click activities on each contact from

FILE ADVAMNCED FIND

MY O 2 e @ th.e search icon to search users. the “Create View” screen.
Qe s me New e g O G [;::-.ZDR S —— 7. Click the arrow next to each row and toggle Key Learnings
Show ey Debug “Select Row.” They will highlight in blue. » Creating a view using
rooktor [Aciites ] 8. Right now, these filters tell the system to look “Activities”
P . e @1 CO\_,M_T for records jointly owned by these tracers, but
seea we want records owned by the first OR second
— e tracer. To tell the system that results do not
@ - == e Q _— o . have to meet both filters, we can review our
I , [ D VR | | oune grouping options. “AND” will tell the system
e * Eaoetsis e that records must meet both criteria, and “OR”
= will tell the system that records can meet any

of the criteria. Click “Group OR.”

9. An “OR” appears next to your grouped filters
to show that the filter will find records that fit
either of the grouped conditions.




Contact Tracer | Exporting an Activities View Walkthrough

Exporting a view from the “Create
View” screen

Adding columns from other record
types

Creating a view using “Activities”

Hoes BditColumns x 1. Now, we can add columns that show the desired
a'léiiﬁﬁii?f:; i - information about these contact tracers’ activities. ~ 125KS
Sect th o 03 o i v . Click “Edit Columns.” Export a view that shows all
i 5 2. Click “Add Columns.” activities on each contact from
5 3. Notice that the dropdown options reflect all the the “Create View” screen.
' information that is tagged directly to activities. Key Learnings
For example, a field for “Actual Duration” is » Adding columns from
included; however, we don’t see a field for other record types
Add Columns “Add Columns . “County,” since this is directly tied to a contact and
selct e coumns o 266 ot e Sl e el oo e not an activity.
e @) . S . 4. For now, we can select “Owner” to add a column
= a that shows us which of the two tracers owns the
D omemonnes  oane . wswmse | |Q ¢ - activity.
s o . @ 5. To add columns that will show information about
e
o

the contacts linked to the activities, we can toggle
the “Record Type” dropdown to “Regarding
(Contact).”
6. Select “County” and “Full Name” to return
columns about the county and full name of the
contact related to each activity.
‘ 7. Click “OK.”

@ Note: When there are toc many columns to fit on a page, the view will be shortened and scrollbars will be added.

O -

[m]

O created By
O c
(]

8. Click “OK” again to finish your edits.




Contact Tracer | Exporting an Activities View Walkthrough

Adding columns from other record
types

Exporting a view from the “Create
View” screen

Creating a view using “Activities”

=iy 5 o 1. Click “Results.” Task
Save fs . . . . adSKS
@ Ef o £ o 2. Notice that, in this instance, the system has
Qay Swed I “E'“ =S returned results from records owned by Export a view that shows all
Show either of the two contact tracers we activities on each contact from
I - PP . the “Create View” screen.
indicated because of our “OR” grouping. )
= = i { e .. . Key Learnings
T 3. To export this information to Excel and run

any needed analysis, click “Export > Exporting a view
Activities.” This will download the entire
data set to your computer with the columns
provided.

4. If you wish, you may also save this view for
later use by clicking “Save As” and following
the same process we utilized before.

from the “Create
View” screen




Support Resources




Where to go for support

Refer to support materials
FAQs

Job Aids (Found in the CDM)
- Process Documentation and Scripts
Patient Education Tools
Check your email for ongoing CCTO office hours opportunities
Contact your supervisor

’ﬂ Contact your supervisor directly with any additional questions about the Contact Tracing

-9 process
N

Call the IT Helpdesk for access support

N R Talk to your NCID administrator for any questions regarding NCID and gaining access to your
\) account

Email for process support

Email Covid19CTSoftwareQuestion@dhhs.nc.gov with questions about the CCTO Tool

LA

AL * o



https://testyourwell.nc.gov/cd/lhds/manuals/cd/coronavirus_CCTOjobaids.html
https://www.ncahec.net/covid-19/practice-support-resources/patient-education-tools/
mailto:Covid19CTSoftwareQuestion@dhhs.nc.gov

