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INTRODUCTION

1. INTRODUCTION

1.1 BACKGROUND

Welcome to the Queensland Perinatal Data Collection (PDC) Online Form.

This manual has been designed to be a user-friendly document. It is structured to lead you
through the frequently used processes of the PDC Online Form step by step, providing you
with the ability to successfully operate the application and reference its functions.

For a full description and definition of all the data items collected as part of the Queensland
Perinatal Data Collection (PDC), users should refer to the Manual of Instructions for the
completion and dispatch of the Perinatal Data Collection Form.

The PDC Online Form will undergo re-design and maintenance to existing functions
from time to time. The user manual will be reviewed annually; therefore information in
this manual may change to describe new functionality and new pages may be
included. Please contact the Data Collection Coordinator or the Data Collection
Liaison Officer in the Data Collections Unit to discuss any discrepancies within this
manual.

1.2 SCOPE
The Perinatal Data Collection includes all live births regardless of gestation and weight and
stillbirths of at least 20 weeks gestation and/or at least 400 grams in weight. Neonatal
morbidity information is collected from the birth admission up until the time the baby is
discharged, transferred or died or up until the baby reaches 28 days of age.

The PDC Online Form displays on a secure website (QHEPS) and is anticipated to phase
out the paper based Perinatal Data Collection Form (MR63D).

1.3 CONFIDENTIALITY

Information collected using the PDC Online Form relates to the pregnancy of mothers and
birth of their babies.

All data collected using the PDC Online Form is strictly confidential and is only to be used for
statistical purposes.

All persons involved in the collection, processing, management and use of this information
MUST ensure that patient confidentiality is maintained at all times.

1.4 REQUIREMENTS

Monthly Data Extracts must be generated from the PDC Online Form within 35 days from
babies’ birth.

Facilities that do not have any births during the month are required to inform Data Collections
staff via email as per the existing reconciliation process.
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INTRODUCTION

PDC Online Form contains highly sensitive and confidential information.

1.5 SECURITY

Access to this system is strictly controlled through the use of usernames and passwords.

Users are issued a:
e Login username that is unique and identifiable to the individual,
e System generated unique password for their first login.

Users will be ‘locked out’ after three unsuccessful attempts at logging on. Contact your Nurse
Unit Manager User, Deputy User or PDC contact to unlock your account. You will then
receive a new system generated email containing a new password.

First time Users are required to change their password with their initial logon. The new
password must contain a minimum of 8 characters with at least one number.

Users must not:
e Write down their password,
e Tell other people their password.

If your password becomes compromised, you should immediately change your
password.

1.6 ACCESS/REGISTRATION TO PDC ONLINE FORM
All users require a user account to access to the PDC Online Form.

Nurse Unit Manager Users (formerly Primary Users) are granted access to the PDC Online
Form by the PDC Data Collection Coordinator.

Deputy Users are granted access to the PDC Online Form by:
e a Nurse Unit Manager User, or
e the PDC Data Collection Coordinator.

Users are granted access to the PDC Online Form by:
e a Deputy User,
e a Nurse Unit Manager User, or
e the PDC Data Collection Coordinator.

After your access is granted and user account created, you will receive a notification email. If
do not receive this email within 24 hours of requesting access, please notify either the PDC
Data Collection Coordinator or your Nurse Unit Manager user.

The notification email contains:
e Your user name (GroupWise email address),
¢ Initial password (this password must be changed on your first logon),
e Link to the PDC Online Form.
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INTRODUCTION

Rather than contact the InfoService Centre, users of the PDC Online Form should contact PDC if they
require any support or assistance in using the application.

1.7 PDC ONLINE FORM SUPPORT

Office hours are 8:15am to 5:00pm.

Phone:

Principal Data Collection Officer (07) 3237 1464
Senior Data Collection Officer (07) 3234 0814
Data Collection Coordinator (07) 3235 4359

or send an email to:

PERIMAIL@health.gld.gov.au
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LOGGING ON

2. USER MANAGEMENT

2.1

2.2

The PDC Online Form has 4 client types:
e PDC Users,

e Hospital Users,

e Deputy Users,

e Nurse Unit Manager Users.
PDC USERS

PDC Level Users: Management and staff within the Perinatal Data Collections in Health
Statistics Centre (HSC).

PDC Users will have access to:
e all records (read only format),
e override confirmed fatal validation errors (eg unknown apgars with a BBA),
e register and maintain Nurse Unit Manager User accounts.

HOSPITAL USERS

Hospital Users have 3 levels of access:
e Nurse Unit Manager user,
e Deputy Level User,
e (hospital level) User.

2.2.1.Nurse Unit Manager User

There can only be one Nurse Unit Manager User for each hospital.

Nurse Unit Manager Users:

are the highest level Hospital User,

register and maintain the Deputy Facility Level user accounts,
have access to all records for the hospital/s they have access to,
can validate data,

are responsible for extracting data to DCU each month,

can be registered for more than one hospital,

are responsible for maintaining their own account.

For all changes to the Nurse Unit Manager User (e.g. recreation leave, secondment, and
extended sick/family leave) please notify your PDC contact.

The Nurse Unit Manager User can then be changed temporarily or permanently depending
on the information provided to the PDC contact.
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LOGGING ON

There can be any number of Deputy Level Users for each hospital.

2.2.2.Deputy Level Users

Deputy Level Users:
e are responsible for maintaining access for the staff in their area,
e are responsible for maintaining their own user access (eg changing
passwords),
e have access to all records for the hospital/s they are registered for,
e can validate data,
e can be registered for more than hospital.

2.2.3. Facility Level Users
There can be any number of facility level Users for each hospital.

Facility Level Users:
e are responsible for maintaining their own user access (i.e. changing
passwords),
e have access to all records for the hospital/s they are registered for,
e can validate data,
e can be registered for more than hospital.
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DATE FIELDS

3. DATE FIELDS

Much of the user management requires an understanding of how to complete fields. All date fields
within the PNO system are selected using the same method.

When selecting a date:
e The date will default to the current date,
e First select the year, then the month, and then the day’
e Past dates can be selected (in the ‘Valid From’ field),
e Future dates can be selected (in the ‘Valid From’ and ‘Valid To’ fields).

Dates are entered by clicking on the calendar button beside the date field. The keyboard can
not be used to enter a date directly into the field.

Walid From —Valid To

v|| .....

risdiction

In the calendar box that appears, select the year by clicking on the drop down arrow in the
year field then click on the year.

3 Calendar - Microsoft Inte... E”E,gl

4

Select the month by either clicking on the drop down arrow OR clicking on the arrows either
side.

Cictober
MNowvember
December
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Point the cursor over the required day until a hand (pointer) icon appears, then click on the
required day.

<} Calendar - Microsoft Inte... E”E,E|

( EETEEE

i Valid To
v C 10-zEP-2007 ||

Notes about the ‘Valid To’ date:
e Use of this date depends on whether the access or change of access is
temporary or permanent:

o If a User is having access allocated for an indefinite period (ie.
Permanent employee or an employee with no known finish date), leave
the ‘Valid To’ field blank.

o Ifa Useris having access allocated for a defined period, select a date
for the ‘Valid To’ field. The user will be unable to access the PDC
Online form after the ‘Valid To’ date.

0 The date in the ‘Valid To’ field can be changed or deleted.
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4. UPDATE EXISTING USERS

As a Nurse Unit Manager or Deputy Level User, you create and manage the Facility Level User
accounts, ie user accounts of all staff that will be using the Perinatal Online System at your facility.

Management of existing Facility Level Users includes unlocking user accounts, adding user access
to your facility, and amending user access (active status, user levels and account valid dates).

From the ‘Main Menu’ screen:

Click ‘User Accounts’ (top left corner) and the ‘Hospital User Management Options’
screen will appear with two options available.

2 Main Menu - Microsoft Internet Explorer, provided by Queensland Health

File Edit View Favarites Tools Help

‘ - A\ ¥, *\_'l-."." i £ L
OBack 2 IiLI \ELI w |/ Search Ay Favorites ‘6‘ =

Address @j http:/foraperitest, co.health.gld. gov. au: 7797/ pls/periol _testfrp=144:1:228281 6666492369 : MO 1

Queensiand Govemment  QUEENSLAND PERINATAL DATA COL

Ousensiand MWealth

Welcome to the Queensland Hea

Select ‘Update Existing Users and/or their Access to Facilities under your Jurisdiction’.

Sddress @j http:fforaperitest oo health.qld.gov, au: 7797 fpls/periol_test/frp=144:202:228281 66AA492 369N

ﬁ\\aueensland Govemment QUEENSLAND PERINATAL DATA COLLECTION PORTAL

Jusansland Health

Main Menu  User Accounts

Hospital User Management Options
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This will display the User Accounts screen:

Facility Access - Microsoft Internet Explorer. provided by Queensland Health

Favortes  Tools  Help

BREE D seach o raortes (@) - & 3

-aperitest co.health,gid. gov.au:7797 pls pericl_testf?p=144:205: 22525 66664923651 :205: P0_USERNAME, PO_SURNAME, PO_FIRST _NAME:%2C%2Cars=31 2944E06D7I0DAE2 IFA7DA 97FEE3025 v B un

User Accounts
Select Facility | -Select Facility- ~ Al Facilities
SearchUsers: Username | @health.gld.gov.au First Name Surname 1Go )

Select Output: O Users AtFacilities Under rour Jurisdiction O Usgers With Mo Access To Any Facilities O Users Assighed To Facilities Outside Your Jurisdiction
O Inactive User Accounts O Locked User Accounts Al

Update Personal Account

Kennedy | Lauren lauren_kennedy@health gld gaov.au | Active

Manage Users At Facilities Under Your Jurisdiction

row(s) 1 -7 of 7

Surname  First hame

10-JUR-2010 Nyland LONGREACGH HOSPITAL
16-JUL-2010 | [ Danby | Mick | michael_danby@health gld govau | User Active Mo LONGREAGH HOSPITAL

The User Accounts screen allows the Nurse Unit Manager or Deputy User to search for a
specific User and display User accounts with a specific status (eg. inactive and locked).

The screen also contains ‘Select Output’ buttons that allow the Nurse Unit Manager or
Deputy User to select the types of user accounts they would like listed on the screen.
Selection of one of these buttons will cause a list of relevant users to show on the screen.
The buttons available to a Nurse Unit Manager or Deputy User include:

e Users at Facilities Under Your Jurisdiction — Lists users at facilities that the
Nurse Unit Manager or Deputy User has administration responsibility for.

e Users With No Access To Any Facilities — Lists users that have User
accounts but do not have access to any facilities.

e User Assigned To Facilities Outside Your Jurisdiction — Lists users that
have access facilities that a Nurse Unit Manager or Deputy User has no
administration responsibility for.

e Inactive User Accounts

e Locked User Accounts

e All —displays all five lists of users

The account of each listed User can be accessed by clicking on the edit button to the left of
the Users surname (far left column).

The update screen also has a link to allow a Nurse Unit Manager or Deputy User to edit their
user account details. The edit button is located in the Update Personal Account box
immediately below the selection buttons.
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4.1 TO SEARCH FOR A SPECIFIC USER

From the top right corner of any screen, click on the ‘User Accounts’ link.

Queansliand Governn

This will open the User Management Options Box. Click on the ‘Update Hospital Users
and/or their Access under your Jurisdiction’ link (top selection):

5 Update Existing Users andior their Access to Facilities under your Jurisdiction |

Create a New User Account

In the User Accounts screen, enter the User Name (GroupWise email address), First Name,
or Surname and click ‘Go’

NAMBOUR HOSPITAL v

derise_levis@healhdc govau - ke (e

L Users AtFacilities Under Your Jurisdiction () Users With No Access To Any Facilities L) Usel
) Inactive User Acco - () Locked User Accou ) Al

| [Eait] | Momis | Coteen [ colleen_momis@neath id.govau [ A

n
me

irst Name !
L e L F d Granled Revoked
27/AUGI0Y Lewi denise_lewis@health.gld.govau | User | Active | No | NAMBOUR HOSPITAL
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The user and the facilities the user has access to will be displayed. The user’s account can
be accessed by clicking on an ‘Edit’ button beside any of the User’s allocated facilities.

-All Accessible Facilities- v
denise_lewisghealth.qld.gov.au
o
17-MAY-20101 Lewis Denise denise_lewisgbhealth gld gov.au | Nurse Unit Manager | In-Active Mo NAMBOUR GENERAL HOSPITAL
17-MAY-2010 Lewis Denise denise_lewis@health.gld gov.au | Nurse Unit Manager | In-Active Mo BABINDA HOSPITAL
17-MAY-2010 Lewis Denise denise_lewis@health.gld gov.an | Deputy User In-Active Mo REDLAND HOSPITAL
17-MAY-2010 Lewis Denise denise_lewis@health.gld gov.au | Deputy User In-Active Mo ALPHAHOSPITAL
17-MAY-2010 Lewis Denise denise_lewis@health.gld.gov.au | User In-Active Mo BUMNDABERG HOEPITAL
17-MAY-2010 Lewis Denise denise_lewis@health.gld.gov.au | User In-Active Mo CABOOLTURE HOSPITAL
17-MAY-2010 Lewis Denise denise_lewis@health.gld.govau | User In-Active Mo MAMBOUR GEMERAL HOSFITAL

Clicking an ‘Edit’ button will open the user’s account and list the facilities that the user has
access to. From the user’s account, you can:

e Add Facility access
e Amend their Security Level
e Entera‘Valid To’ date

Note: these changes can only be made for facilities that you have responsibility for.

Reset Password

1234 5678
In-Active ll’:

Add Access

-Select Facility- . -Select Level-

Cancel Save Access
L= - JL 2> )

BABIMDA HOSPITAL MNurse Unit Manager | O1/FEBMD 02-FEB-2010 COLLEEMN_MORRISEHEALTH.GLD. GOV AU 21-GEP-2010
ALPHAHOSPITAL Deputy User 01JuLmg 21-SEP-2010 LMNELLE_MCCULLAGH@EHEALTH QLD GOV.AL | 22-JUL-2009

NAMEOUR GEMERAL HOSFITAL | Nurse UnitManager | OUSEPAO | [ | | COLLEEN_MORRIS@HEALTH.GLD.GOVAU 21-8EP-2010
CABOOLTURE HOSPITAL User oo | [ |y | NATASHA_DOHERTY@HEALTH.OLD.GOV.AU 24-JUL-2000
REDLAND HOSPITAL Deputy User oo || ] | JOANNE_GEORGIOU@HEALTHOLD.GOVAU | 24-JUL-2009

NAMBOUR GEMERAL HOSPITAL | User 26AUG08 | [31-AUG 2010 COLLEEN_MORRIS@HEALTH.GLD.GOV.AU 27-AUG-2009
BUNDABERG HOSPITAL User tsoonn | [ | | LAUREN_KENNEDY@HEALTH.QLD GOV.AU 13-JUL-2010
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4.2 MANAGE USERS AT FACILITIES UNDER YOUR JURISDICTION

From the User Accounts screen, click on the ‘Users at Facilities under Your Jurisdiction’
button.

8] s | gt g revomes gy DoNT R U | <

-aperitest.co.health.gld. gov. au: 7797 plsfperiol_test/f7p=144:205: 225281 6666492369::: 205:PO_USERNAME, PO_SURNAME, PO_FIRST_MAME :%2C% 2Chos=312944E060790D0ABZ 1FE7DA L 97FEA3025 b . Go Lir

-Select Facility-

@health.gld.gov.au

CJ
&

Users with access (granted or revoked) to the facilities under your jurisdiction will be listed on
the screen. Each of these Users may be amended through the ‘Edit’ button to the left of the
User's Surname:

(%] || Wa) | pSearch T Favortes §€) | [ iz L) o

-apetitest.co.health. qld.gov. au: 7797/pls/periol_testifrp=144:205: 226281 6666492369 NO: 1 ~

-All Accessible Facilities- v

@health gld.gov.au

Kennedy | Lauren lauren_kennedy@@health.gld gov.ay | Active

10-JUN-2010 Nyland Bevan hevan_nylandg@health.old.gov.au Murse Unit Manager | Active Mo LOMNGREACH HOSPITAL
16-JUL-2010 Danby ick michael_danby@health.qld.gov.au | User Active Mo LOMNGREACH HOSPITAL
10-JUR-2010 E Scanlan | Robyn robyn_scanlan@health.gld.gov.au | Deputy User Active Mo LOMNGREACH HOSPITAL
20-JUL-2010 E Reid Wivien vivien_reid@health.gld. gov.au Deputy User Active Mo LOMNGREACH HOSPITAL
29-5EP-2010 E flesh goose goose_fleshi@health gld.gov.au User Active Ko LONGREACH HOSPITAL

E jeans jane jane_jeansg@health.gld.gov.au User Active No LONGREACH HOBPITAL
1B-JUL-2010 E wylie walter walther_wylie@health.gld.gov.au User In-Active Mo LOMGREACH HOBPITAL

The following fields are displayed when clicking on the ‘Edit’ button:
a) ‘Manage Users’
b) ‘Grant User Access to Facilities within your Jurisdiction’
c) ‘Update User’s Existing Access to Facilities within your Jurisdiction’
d) ‘The User has access to the following facilities’
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MANAGING USERS
a) The ‘Manage Users’ field allows you to:

0 Update the User’s contact telephone number by typing the new number into the field
than clicking ‘Save User’,

o0 Change the active status by clicking on the drop-down box and selecting ‘Active’ or
‘Inactive’ then clicking on ‘Save User’.

[ Resstpasswors_|

Nlo 123455?3

'

b) ‘Grant User Access to Facilities within your Jurisdiction’ field allows you to add
facility access to a User’s account (ie. allowing the User to have access to data at one of
your facilities). To do this:

1. Select the facility from the ‘Facility’ drop-down field,
2. Select the security level from the drop-down field ‘Security Level’,
3. Select ‘Valid From’ date:
i. always defaults to current date,
ii. may be back dated,
iii. may be dated in the future.
4. Select the *Valid To’ date (if required):
i. may be left blank,
ii. may be dated in the future
5. Click ‘Add Access’.

CAdd Access =)

CABOOLTURE HOSPITAL GelectLevel v\ [10a06-2008 (=) 000 (ad

d-Select Level-

= O\ [T
N—— If required

c) ‘Update User’s Existing Access to Facilities within your Jurisdiction’ field allows you
to change existing facility access allocated to User’s account.
0 Change the Security Level,
o Enter a‘Valid To’ date,
o Click ‘Save Access’ to save any changes made.

[Cancel J|_save Access ]
—

NAMBOUR HOSPITAL II 10/AUGI08 | | COLLEEN_MORRIS@HEALTH.QLD.GOV.AU | 25-AUG-2009

Depuhr User
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MANAGING USERS [}

d) ‘The User has access to the following facilities’ — this list gives a summary of the
User’s current and previous facility access and security level.

CABOOLTURE HOSPITAL | User 04-AUG-2009 | - COLLEEN_MORRIS@HEALTH QLD . GOV AU 27-AUG-2009
| REDLAND HOSPITAL User 01-JUL-2009 | 02-JUL-2009 | NATASHA DOHERTY@HEALTH.QLD.GOV.AU | 23-JUL-2009 |

4.3 USERS WITH NO ACCESS TO ANY FACILITIES

From the User Accounts screen, click on the ‘Users with no Access to any Facilities’
button.

%] [ Wl | gl g revimes @mR ) DT fgg b L “am

-apetitest.co.health.gld, gov, au: 7797 plsfperiol_test/f7p=144:205: 228281 6666492365: 1 205:P0_USERNAME, PO_SURNAME,PO_FIRST_MAI ZCErs=312944E060790DABZ IFE7DA 197FBE302S [ .GU Lir
EALTH

-Select Facility-

@health.qid.gov.au

@
L

This identifies Users without access to any facilities because:
e A User has been account created (and password provided) but access to a facility
has not been granted,
A User’s account is locked, or
e A User’s access has been revoked for all facilities (eg. their ‘valid to’ is in the past
thereby making facility access invalid).

These details may be amended through the ‘Edit’ button. Once an account is unlocked, the
User will then receive a new system generated email containing a new password.

Surname First Marme = Active || Account

R e : Locked
Norris Lucinda lutinda_norris@health.gld.govau | Active [ No | DEMISE_LEWIS@HEALTH.OLD.GOV.AU
[Edit] | Waring Tracey tracey_waring@health.gld.govau | Active [ Yes | JOANNE_BUNNEY@HEALTH.QLD GOV.AU
[@ bahr Julie julie_bahr@health.gld.gov.au Active No COLLEEN_MORRIS@HEALTH.QLD.GOV AU
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4.4 USERS ASSIGNED TO FACILITIES OUTSIDE YOUR JURISDICTION

From the User Accounts screen, click on the ‘Users Assigned to Facilities outside Your
Jurisdiction’ button.

”~ ~ u J 28U g ravunues g T g i

User Accounts
Select Facility | -Select Facility- * | All Facilities
Search Users: Usemmame | @health.gld.gov.au First Name Surname {Go ]
) Users At Facilities Under Your Jurisdiction O Users With No Access To Any Facilitid @ ers Assigned To Facilities Outside Your Jurisdiction
Select Output:
) Inactive User Azcounts ) Lacked User Accaunts Al

This will list Users who have been granted access at a facility you are not responsible for.
They may be granted access at your facility by clicking on the ‘Edit’ button alongside their
name. Amend their access as outlined in 4.2 b) — ‘Grant User Access to Facilities within
Your Jurisdiction’.

4.5 INACTIVE USER ACCOUNTS

From the User Accounts screen, click on the ‘Inactive User Accounts’ button.

- [ 1 F 2R g ravunues gz T G 7 Y

-aperitest.co.health.gld. gov. au: 7797 plsfperiol_test/f7p=144:205: 225281 6666492369::: 205:PO_USERNAME, PO_SURNAME, PO_FIRST_MAME :%2C% 2Chos=312944E060790D0ABZ 1FE7DA L 97FEA3025 * | lgd 5o Lir
5 REM_KENMED?Y ALTH.GLD. L

Govemment QUEENSLAND PERINATAL DATA COLLECTION PORTAL

User Accounts
—
Select Facility  -Select Facility- ~ | All Facilities
Search Users: Username @health.qld.gov.au First Name Surname @

— ompsers At Facilities Under Yaur Jurisdiction () Users With Mo Access To Any Facllities () Users Assigned To Facilities Outside Your Jurigdiction

active User Accounts () Locked User Accounts [ON]

Users whose accounts have been made inactive (eg. due to any type of extended leave,
such as long service leave, maternity leave, etc.) will be listed on the screen. Each of these
Users may be amended through the ‘Edit’ button to the left of the User’s Surname:

A GTIS SIS SN (@ 110110, gy, U FIESUNaNe Surame L0 ]

Selact Output: () Users Al Faciliies Under Your Jurisdiction () Users With Mo Access To Any Faciliies () Users Assigned To Facilifies Outside Your Jurisdiction

() Inactive User Accounts ) Locked User Accounts O Al

Update Personal Account

Edit | Surname | First Name ALUQUH Active Flag
ccount
Kennedy | Lauren lauren_kennedy@health gld gow au | Active
Inactive User Accounts
row(g) 1- 13 of 13
List of Users with

Edit] Wl ewis Denise denise_lewis@health.gld.gov.au 100JUNHD | nactlve User aCCOu nts
Ed| | joe smiyh smivh_joe@health.gld.gov.au JISERIDG
Baker Karan karen_baker@health gld gov.au 10MOW0a
Harrington | John john_harringtonghealth gld gov.au | 13AUGH D
kearney dave david_keamey@health gl gov.au 22FEBMD
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MANAGING USERS 4

Changing a User’s active/inactive status is explained in section 4.1 a).

Changing a User’s active/inactive may also be used for a User who has access to more than
one facility. Their account can be disabled (set as inactive) from one field rather than having
to end date (via the ‘Valid To’ field) the access for each individual facility they have access
to.

4.6 LOCKED USER ACCOUNTS

Accounts are locked when any User - Nurse Unit Manager User, Deputy User or User - fails
to log on due to an incorrect password on three consecutive attempts. When they fail the
third attempt, the following message will appear.

OLLECTION P(

W\ Queensland Government G ' :
il\\\ e e JOLTURE HOSPITAL

ORA-20004: ORA-20004; Account Locked, contact administrator.
@ Error ERR-10460 Unable to run authentication credential check function.

0K

Location: f7p=144:101:1235621792868021ification_msa=Invalid%20Login%20Credentials/49330654CDB1C4DET481949557850260/

Deputy Users and the Nurse Unit Manager User can unlock a User or a Deputy User
account. A Nurse Unit Manager User’s account can only be unlocked by the Perinatal Data
Collection.

To unlock a User’s account:

From the top right corner of any screen, click on the ‘User Accounts’ link.

OUEE
i

\R\ Queensland Government
Eusenziand Heafth

This will open the User Management Options Box. Click on the ‘Update Hospital Users
and/or their Access under your Jurisdiction’ link (top selection):

iddress @j http:/foraperitest. co.health.qld.gov. au: 7797 jplsfperiol_test/Frp=144:202:228281 6666492369 N0

‘\\ Queensland Government
Queansland Health

Main Menu  User Accounts

Hospital User Management Options

@)
)
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MANAGING USERS [}

e Select the ‘Locked User Accounts’ button to display those Users whose accounts

are locked.

[ (668 | Moris | coeen | coteon_moris@heatnogovau [ |

Sumame  First Name L

ock 8
(el worvs | Luvins | wonos nomsgnesm s govau | 2vseros

e Click on the ‘Edit’ button to the User you wish to unlock. This will open the User’'s
account.

CABOOLTURE HOSPITAL | Deputy User 04-AUG-2009 | -

COLLEEN_MORRIS@HEALTH.QLD.GOVAU | 27-AUG-2009
REDLAND HOSPITAL User

01-JUL-2009 | 02-JUL-2009 | NATASHA_DOHERTY@HEALTH.QLD.GOVAU | 23-JUL-2009

¢ Note: Those facilities the User has been granted access to will be displayed.
e To unlock the account, click on the ‘Unlock Account’ button.

Microsoft Internet Explorer

2 ) Youare about to unlock this account and create a new system generated password for the user. Do you wish to

proceed?

[ ok J[ coce |

e Click ‘OK".
¢ A new password will then be generated which is automatically emailed to the
User.
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MANAGING USERS

MNew password generated and emailed to userAccount Unlocked

Reset Password J

inda_normis@health.qld.gov.a
12345678
nat 15 mif lirst name 1rec

¢ The User will then need to log on with the new system generated password
and follow the prompts to change their password.

¢ Note: the User should be made aware that the generated password is case-
sensitive (all letters are in Uppercase) and to take care when entering zeros
(0 — oval-shaped) and the letter O (circle shaped) as these are the two most
common errors when logging on to the PNO system.
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CREATE NEW USER OR GRANT ACCESS

5. CREATE NEW USER ACCOUNT/GRANT ACCESS TO EXISTING

USER

There are two stages required to set-up a user with access to your facility: 1) a User Account needs
to be created and then 2) access to a facility needs to be granted.

As a Nurse Unit Manager or Deputy Level User, you create and manage the Facility Level Users ie
all staff that will be entering details at your facility.

Initially, check the User’s email address in the Groupwise Address book to ensure access is
granted to the correct person.

From the ‘Main Menu’ screen:
Click ‘User Accounts’ and the ‘Hospital User Management Options’ screen will appear

with two options available. Select ‘Create a New User Account or Grant Access to this
Application to an Existing User’.

yddress | 4] hkkpefforaperitest co.healkh.gld, goy, a0 7797 pls periol_testiFPp=144:202: 22828 | AEAGBIIZIET N

Suwensland Health

{'\\Queensland Govenment QUEENSLAND PERINATAL DATA COLLECTION PORTAL

Main Menu  User Accounts
Hospital User Management Options

B

Allows the Nurse Unit Manager or Deputy User to create a new User account then grant the
new User access to your facility.

Enter details in the ‘Create Users’ fields, check the username details, then click ‘Save’.

e - - = S —

User Accounts

Create User

First Name |'ood Surname Duck

Username |v0od_guck@health.qld.gov.au
Contact TelNo 1235 1452 User Type HospitaliFacility User
Account Active Active

User Account Created By Created On
Application Access Granted By Granted On
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CREATE NEW USER OR GRANT ACCESS

An automatically generated email containing the link, their User name (GroupWise email
address) and password is sent to them.

User details created successiully

[ saveuser ] Reset Password

1235 1452

Add Access
L nceoceess |
-Select Facilit- w | |-SelectLevel v

This will also open the ‘Grant User Access to Facilities within your Jurisdiction box’.,
which will allow you to allocate facilities under your jurisdiction to the User. To do this, within
the ‘Grant User Access to Facilities within your Jurisdiction’:
1. Select the facility from the ‘Facility’ drop-down field,
2. Select the security level from the drop-down field ‘Security Level’,
3. Select ‘Valid From’ date:

i. always defaults to current date,

ii. may be back dated,

iii. may be dated in the future.
4. Select the *Valid To’ date (if required):

iv. may be left blank,

v. may be dated in the future
5. Click ‘Add Access’.

Adlil Access

-Select Level-

Nuser — }/
N————

N
- — -
==

CABOOLTURE HOSPITAL v #-gelectLevel v\ 10-aUG-2008 () (g

It required

The User will then be able to enter and update mother and baby records from your facility.
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CREATE NEW USER OR GRANT ACCESS 5

5.1 TO UPDATE YOUR PERSONAL ACCOUNT

From the User Accounts screen, click on the ‘Edit’ button to the Left of your Surname in the
Update Personal details box.

Facility Access - Microsoft Internet Explorer, provided by Queensland Health

Favorikes  Tools  Help
N E] @ @ psaarch %Favontes e @v % - D J’a

-apetitest.co.health.gld, aov, au: 7797 jpls/periol_testif?p=144:205:22828 166664923691 11205:P0_USERMAME, PO_SURMAME, PO_FIRST_NAME:%.2C%2C80s=312044E06D7IDDABZ L FETDA L 9TFEE3025 . GU Lin
ENMED ALTI L

-Select Facility-

@health.qld.gov.au

@
)

Surname  EirstMame o

1 0-dUN-20110 Nyland bevan_nylandg@health gld.aov.an | Murse UnitManager | Act LOMGREAGH HOSFITAL
16-JUL-2010 | | Danby | Ifick michael_danby@health.gld.oov.au | User Active Mo LOMGREACH HOSPITAL

From the Manage Personal Account box you can update the relevant user account details and click
‘Save User’ to save the changes.

a7654321
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EXTRACTING DATA

6. EXTRACT DATA

Prior to extracting, run the validation report to ensure all outstanding validations have been
amended.

From the ‘Main Menu’ screen, select ‘Validate Data’.

Main Menu  User Accounts
Welcome to the Queensland Health Perinatal Data Collection Web Portal

“Your last successful login was on 29-SEP-2009 at 8:57 AM
Your lastunsuccessiul login was on 29-SEP-2009 at 8:45 AM

Main Menu Options

Ensure the correct:
e Facility is displayed
e Period (month) is displayed. This should be the same as the ‘Current Period’
already identified.
The date the extract is due is displayed.

Main Menu  Search/Create Mother  Archived Mothers Valldat_eData Extract Data  Reports

MONTHLY VALIDATION PROCESS
m  Current Period: AUG-2009 Due Date: 05-0CT-2000 <

ﬂ Facility: CABOOLTURE HOSPITAL g
———  Period: | AUG-2009 v

| RunDatavalidation || ViewvalidationLog |

Click ‘Run Data Validation’.

Microsoft Internet Explorer

__?/ This option will run the record validation report For the selected Facility and period. Do you wish to Proceed?

[ ok || cancel

Click ‘OK".

The validation report will identify any mothers/babies with outstanding validations. These will
need to be amended prior to the extraction.

Once there are no outstanding validations, the month can then be extracted.
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Enter the ‘Main Menu’ screen.

Click ‘Extract Data’.

The ‘Extract Data’ screen displays the following information:
e Current Period which is due,
e Due Date — date extract is due,
e Status — extracted or not yet extracted.
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EXTRACTING DATA

From the ‘Extract Data’ screen, ensure the correct facility is viewed. Click on the drop down
arrow to select the period (month) you wish to extract.

CABOOLTURE HOSPITAL O
-Select Period @

ﬁ -Select Period. ' View Extract Log Yiew Validation Log

A pop up box appears asking for confirmation that you wish to proceed with the extraction
process.

=
Microsoft Internet Explorer

\D This option will xtract records o a file for the selected Facity and period, Do you wish ta Procesd?

o) o |

Click *Yes’ to proceed.

ARAMAC HOSPITAL v
FEB-2009 v | Sia :

...Loading Report. View Exract ] Wiew Validation Log |

Running Extraction...
.

The extraction process is now complete.

Data Extraction completed successfully
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EXTRACTING DATA

If there are outstanding validations, the following screen will appear:

SIMERSIRI ) UEENSLAND PERINATAL DATA COLLECT

and Heallh

ORA-20004: This extract has validation errors, (See the validation log.)
All errors must be resobved before extracting records for the curren facility and period.
Comtact the Data Collection Unit if you cannot resolve an error.

0 Errar Error occurred while performing data extraction
OK

Return to the validation screen to amend the records identified. Once completed, return to
the ‘Extract Data’ screen and continue the extraction process.

The following screen appears once the extraction has been successfully completed.

Data Extraction completed successfully

CABOOLTURE HOSPITAL Iv;
-Select Period- v
Run Data Extraction Wiew Extract Log “Wiew Walidation Log
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MONTHLY BIRTH REPORTS 7

/. MONTHLY BIRTH REPORTS

A report can be run which details the monthly birth details.
This can be accessed from:

e ‘Main Menu’ screen

e ‘Search/Create Mother’ screen

QUEENSLAND PERINATAL DATA

\\\\ Queensiand Seremment COLLECTION PORTAL
Main Menu  User Accounts
Welcome to the Queensland Health Perinatal Data Collection Web Portal

Your last successful loginwas on 27-AUG-2008 at 7:53 AM
Your last unsuccessiul login was on 25-AUG-2009 at 6:03 PM

Main Menu Options

QUEENSLAND PERINATAL DATA
\\\\ 9“"."?';:1 Government COLLECTION PORTAL
NAMBOUR HOSPITAL

Main Menu  Search/Create Mother Archived Mothers  Validate Data  Extract Data
Select Facility NAMBOUR HOSPITAL ¥
Search Current Mothers
Select Mother -Select- v
OR Search by (hint: use % &s wildcard)
Surname | UR Hun1her|

Select ‘Monthly Births Report’.
Ensure the selected facility is correct.
The report identifies any discrepancies between:

The number of mothers giving birth,

The number of babies born and discharged,

The number of mothers admitted and discharged,
Records with outstanding validations,

Records completely validated,

Mothers extracted,

Date records extracted.
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MONTHLY BIRTH REPORTS

Gueansiand Hesith

R\ Queensland Government

Home Search/Create Mother Archived Mothers Hospital Users  Validate Data  Extract Data Admin Repnrts

Facility  ~RAMAC HOSPITAL

Monthly Birth Details

row(s) 1- 13 of 13
May 2009 0 0 1 1 0 0 0 . Edrarted et
April 2009 4 & 4 1 1 0 z 2 Eavacted vet
R 0 0 0 0 0 i g ? Eavactod st
;EErguaw 0 0 0 0 ] 0 o g Z;:;;;IU‘IKEI
o 2 3 3 2 3 2 0 0 | Eacedrat
?Ueggmber a a 0 i i 0 g g E;rr‘:;:mlju‘:’et
N 0 0 0 0 0 0 0 0 | Earactedvet E
e 0 0 0 0 0 0 0 0 | Earactadvet
Seppmper 0 0 0 0 0 0 0 . Evracted Vet
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