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Introduction

This program is designed to assist you in organizing a systematic approach to entering
your reportable communicable diseases and provides accurate up-to-date records
within your county.

Please review the manual carefully to obtain the maximum benefits. Little or no prior
computer experience is necessary to operate this pr ogram.

About This Manual

The Communicable Disease Module is simple to use. The maximum
benefit with the least time spent will be obtained if you start at the
first page of this manual and follow the directions exactly as you
enter the first record in your computer.

Square boxes in this manual surround the key that you are to press on your keyboard.

As an example, when you read ENTER , press the enter key on your keyboard.

The word
TYPE s followed by bracketed [ ] instructions of what to type into a field.

Note: For Technical Support, email: helpdesk@hdis.org



Navigation

Whenever you see one iz click the left side of your mouse once.

Whenever you see two @i click the left side of your mouse twice.

Navigation Keys For Entering Information

or ENTER | to move to next field
[ Shift ][ Tab ] or Up I to go back one field

Alt + E] places you in the receipt screen.

Editing Keys

] deletes one character left of cursor

deletes one character

inserting & overwriting modes

When you see a pull-down field, click the arrow to the right to view all your choices.

[ Backspace

CLEVELAND

Starting HDIS
MICROSOFT Windows Users

Start
Programs

Health District Info Systems

HDIS



Health District Information System Menu Bar

* Health District Information System
Management Services  Envitonmental Health - Community and Public Health Servicss  Vital Statistics  Maintenance  About  Exit

HDIS (Health District Information System)
has several different modules designed to
assist your health district in its day-to-day
operations. The Communicable Disease
Module is a great addition to these modules
and simplifies your record keeping, billing
and information management needs.

Select Community & Public Health

Select Communicable Disease

Community and Public He: (XM Vital Statistics  Maintenance  About  Exit  Format

Appoinkment Books
AdultfTravel Immunizations
BCMH

Childhood Immunizations
Clinical Services-Billing
Commurnicable Disease

Early Intervention
Flu { Mass Clinic
Health Clinics
Help Me Grow
HIPAA

HIV{AIDS Test Site Data Systems
Harme: ¥isit

Lead Clinic

IMaking Tracks Client
NursefEmployee Daily Works Sheets
QIMRL

Qutbreak

Payin Reports

Receipts
Tuberculosis Testing, Surveillance and Control
User-Defined Databases »

WWelcome Home Mewbarn Visits
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ci?é Communicable Disease

%, Communicable Diseases - Health District Information System

Communicable Disease  Reports  BrowsefList/Export  CountjGraph  Maintenance  Raturn




Finding a Client

Eil Communicable Disease -

Find Demographics ‘ Disease I Case Study I STI \ Progress Motes \ GIS
& by Narme ¢ by Date of Bitth CiD# C Case#

“ Add | Close |
Name DOB Sex |ID# Street

L ﬂJ

To find an existing client, enter the name (last, first, middle ) and press the “Enter” key.
The program will automatically find the name in the database. If the client’s name is not
in the list, you will then enter it in the database.

Radio Button Description

by Name Click to find a client by name

by Date of Birth Click to find a client by date of birth
ID # Click to find a client by ID #

Case # Click to find a client by Case #

Add Name Click to add a new client

Close Click to exit
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Au Add Name

E} Communicable Disease - ,

Find Demographics ‘ Disgase I Case Study l STI ] Frogress Motes ‘ =lS
Last name First Name Middle MName
[ l J

Strest ity State Zip Code
1D # FPhone Date of Birth  Age at Visit Sex
| 1 EEE | /1 | |
Race Guardian {if applicable)
Occupation Falitical Subdivision

Print ‘ Previous Client | MNext Client | Delete CIientJ Add Client ‘ Modify

Enter the demographic information for the client. The client database for the
communicable disease module is separate from your regular HDIS client database.



Disease

7y

4@ Add Disease

El Communicable Disease - ,

Find

Cemographics D|Sease| Case Study I ST ‘ Progress MNotes ‘ GlS

Case Number Disease

| | [

Date of Onset Date Reported  Since Onset  Confirmed Sensitive

|H |H 0 Days r r

Patient Knows Murse Date of Service
il | B /i
Fhysician Fhysician's Phone
Date Collected Lab Mame Lab Confirmed
| i | J \ ¥,

Sent to State Current Status

¥ | i
| ‘ m t ‘ Modify

s

To add a disease to the client’s record, click the “Add Disease " button.

* You have the ability to enter multiple diseases for each client.
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E} Communicable Disease - ,

Find Demographics

Case Number

Disease I Case Study I ST ‘ Progress Motes ‘ GIS

Cisease

Date of Onset

| -]

Date Reported  Since Onset  Confirmed Sensitive

|H

|H

0 Days r ’7

Sentto State

Frs:

Fatient Knows MNurse Diate of Service
[} | I
Fhysician FPhysician's Phone

| el [

Date Collected Lab Mame Lab Confirmed
77 | ERN

Current Status

| g

Frint ‘

‘ DeleteDisease*\ Add Dizease ‘

odify ‘

Once a disease record has been added, you can enter information on that particular

disease for the client.

Field/Button Description
Case Number Enter a case number for the client
Disease Select the disease

Date of Onset

Enter the date of onset

Date Reported

Enter the date the client reported

Days Since Onset

Automatically computed by program

Confirmed Enter “C” - Confirmed or “S” — Suspected
Sensitive Enter “Y” - Yes or “N” — No

Patient Knows Enter “Y” - Yes or “N” — No

Nurse Select the nurse for the client

Date of Service Enter the date of service

Physician Select the physician

Physician’s Phone

Enter the physician’s phone number

Date Collected

Enter the date the specimen was collected

Lab Name

Select the lab name

Lab Confirmed

Enter the date the lab confirmed the disease




Sent to State Enter the date the specimen was sent to state
Current Status Select the current status for the patient
Previous Previous Claim (if more than one for this client)
Next Next Claim (if more than one for this client)
Delete Button Delete a claim
Add Claim Button Adds a claim
Print Button Opens the Print window
Modify Button Click to modify the record

Case Study

Case Study

El Communicable Disease - ,

Find Demographics Disease Case Study ‘ STl Progress MNotes \ GIS
Category Inguiny emo Yot
=]
Mliseasze [ ]
=
Disease Giardia [
=
Disease Suspect B
s
Dizease Confirmed [
=l
Disease Lab [
L =
Deletestudy”“ ‘ | ‘ Print ‘ modify ‘

To add a case study for the disease, click the “Add Study ” button and begin to enter
the information. The Case Study is designed under the “Maintenance " menu which is
discussed further.

A “*” means the button has to be right clicked .



STI

E} Communicable Disease - ,

Find Cemographics Disease Case Study STI Progress Motes ‘ GIS
Category Inguiry Memao =t
Date of specimen collected [
Specimen CollectionfClinical Diagnosis (Date lab Report Rec'd [
Specimen CollectionfClinical Diagnosis (Date Reported to Health Dept. [7]
Specimen CaollectionfClinical Diagnosis [Diagnosis i
Specimen CollectionfClinical Diagnosis [PID - Yes [
Delete 5TI* ‘ Print ‘ hodify ‘

To add a STI form for disease, click the “Add Study ” button and begin to enter the
information. The STI form is designed under the “Maintenance ” menu which is
discussed further.

A “*” means the button has to be right clicked



Progress Notes

Progress Notes

E} Communicable Disease - ,
Find Demographics ‘ Disease ] Case Study l ST Progress Motes ] GIS
=
H

X

Enter your progress notes for the client.
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GIS

Vz‘i GIS

E} Communicable Disease - ,

Find Cemographics ‘ Disease I Case Study I STI ‘ Progress Motes GIS
Global Information System
Prefix Frefix Street Frefix
Street#  Direction  Type Street name Suffix Direction

EEE | | | 1]

The "GIS” tab allows you to enter your GPS coordinates for mapping purposes.

Field/Button Description

Street # (automatically filled out when you enter the address)
Prefix Direction (automatically filled out when you enter the address)
Prefix Type (automatically filled out when you enter the address)
Street Name (automatically filled out when you enter the address)
Street Suffix (automatically filled out when you enter the address)
Prefix Direction (automatically filled out when you enter the address)
Modify Click to modify the information on the page.

11




Cutput to:

Print Button

" Patient Record with Guestionnaire Cloze

™ Case Study
" 5Tl

(v Prevyiem

™ Print

Print:  The print button is available on all the window tabs. The print menu is the same,
and you may print any of the options no matter what tab you have open at the time.

Print Options

Field/Button

Description

Patient Record

Prints the patient’s record

Patient Record with Prints the patient’s record along with the questionnaire

Questionnaire

Case Study Prints the case study
STI Prints the STI form
Print Prints the report
Preview Previews the report

12




Reports

%, Communicable Diseases - Health District Information System

Communicable Disease [ECEEEN BrowseflistExport  CountjGraph  Maintenance  Return
Communicable Disease Count by Disease
Manthly Cammunicable Disease Report by Date Reparted (with names)
IManthly Cammunicable Disease Repart by Date of Service (with names)
IManthly Cammunicable Disease Report by Date Reparted (with ID #)
Manthly Cammunicable Diszase Report by Date of Service (with ID #)

The reports menu contains a list of the many reports that you are able to obtain from the
program.

= Communicable Disease Count by Disease Repori Options

Output to: From Date Reported 0
o i | E
+ Preview e
™ Printer To Date Reported Filtars

o e

For each report, an option box will appear similar to the one shown above. It allows you
to enter dates for your reports as well as use of filters.

Communicable Disease Reports

Reports Description

Communicable Disease
Count by Disease

Prints a count report by disease for the dates reported

Monthly Communicable
Disease Report by Date
Reported (with names)

Prints a communicable disease report for the dates reported
with client names

Monthly Communicable
Disease Report by Date of
Service (with names)

Prints a communicable disease report for by dates of service
with client names

Monthly Communicable
Disease Report by Date
Reported (with ID #)

Prints a communicable disease report for the dates reported
with client ID #

Monthly Communicable
Disease Report by Date of
Service (with ID #)

Prints a communicable disease report for by dates of service
with client ID #

13




Maintenance - Add/Delete/Modify Tables

Communicable Disease  Reports  Browss/ListjExport  CountjGraph [RE

Case Study
Field Names Ciky
General Profile Counky
Questionnaire Diseases
Prinker Setup Health Service Employees
ReindexjPack Communicable Disease Data Files Lab Mames
Physicians

Political Subdivisions
Race

Status

STL

Zip Codes

The maintenance menu contains a list of tables that you can modify for your program.

14



Qw
Mﬁ Case Study

M| Add/Modify/Delete Case Study

i Eihn o = Cluse
Disease Campylobacter
Disease Giardia Add
Lizease Suspect
Disease Caonfirmed Dielete
Disease Lah
Disease Repoart Date = Print
Dizease Onset Date
Disease MCCHD ffu date
Dizease Fhone
Dizease Wigit
Disease Investigatar
Dizease FProvider
Disease Fhone
Disease Date of visit or hospitalization

Casze Information

Workplacesizhifis

Case Infarmation

Fhone

Houzehold

MamefAgeiRelationship

Onset and iliness infarmation

Fewer

Cnsetand illness infarmation

Crampsfpain

g g | g [ | = | R = || == === == ===

@mmo|o|o|=|=|o=Z | =~ D@ Mmoo o=

Cnsetand illness information Diarrhea
Cnset and illness infarmation Diaws

Onset and illness information Bloddy - Yes
Onsetand iliness infarmation Bladdy - Ma

Cnsetand illness infarmation

Mausea

L o]

Field/Button Description
No. Enter the number to put the categories in order
Letter Enter the letter to put the inquiry in order

Category Enter the category for the case study
Inquiry Enter the inquiry for the category
Close Button Closes the table

Add Button Adds a row to the table

Delete Button
Print Button

Deletes a highlighted entry
Prints the list

15



M| Add/Delete/Modify City Table

City

CLEVELAND

CONCORD

CONCORD TWO.

COMCORD TWP.

EASTLAKE

ELICLID

ELICWYILLOUGH

FAIRPORT HARBOR

GRAMD RIVER

HOSPITAL

JAMESTOWYM

KIRTLAMD

LakE

LAKE HOSPITAL

LEROY TwyP

MADISOMN

MEMTOR

MEMTOR O THE LAKE

MEMTORE

MTRAWILLBEY

MORTH ROYALTOMN

OLMSTED TWP

of

Close

Add

Delete

Frint

Copy Master

Field/Button Description

City Enter the city

Close Button Closes the table
Add Button Adds a city to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list

16
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iz County

M| Add/Delete/Modify County Table

County

ALARANCE

ALKE

ALLEGHEMNY

ALLEM

ASHLAMD

ASHTABLULA

ASTABULA

ASTHABLULA

ATHEMS

ATLANTIC

ALIGLAIZE

BAKTER

BEAVER

BEDFORD

BELMOMT

BEMTOM

BERGEM

BERKS

BROMX

BROOK

BROYARD

BRUMNSWICE

o

Close

Add

Delete

Print

Field/Button Description

County Enter the county

Close Button Closes the table

Add Button Adds a county to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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/s Diseases

M| Add/Delete/Modify Diseases

Mame = Close
CHLAMYDIA = add

CREUTZFELDT JAKOB DISEASE

CRYPTOSPORIDIOSIS Delate
CYTOMEGALOVIRLUIS (COMNGEMITAL)

E.COLID157:H7 Brint
EMCEPHALITIS

ERLICHIOSIS

GlARDIA

GOMORRHEA

HAEMOPHILUS INFLUEMZA

HEPATITIS A

HEFATITIS B (SMND)
HEFATITIS B ACUTE
HEFATITIS B CHROMNIC
HEPATITIS C (SMD)
HEFATITIS C ACUTE
HEPATITIS © CHROMNIC
HERFPES COMGEMITAL
LEGIOMNMAIRES DISEASE

LISTERIOSIS
LYME DISEASE
MALARIA -
L B
Field/Button Description
Disease Enter the disease name
Close Button Closes the table
Add Button Adds a disease to the list
Delete Button Deletes a highlighted entry
Print Button Prints the list
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¢iz Health Service Employees

mll| Add/Delete/Modify Nurse/Employee Table

%]

Code Mame District = Cloge
Add
Delete
Frint
KN | b
Field/Button Description
Code Enter the employee’s code
Name Enter the employee’s name (last, first)
District Enter the employee’s district
Close Button Closes the table
Add Button Adds an employee to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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7

/s Lab Names

M| Add/eletefModify Lab Mames

Marme

ACH - AKRON

ACMC

AKROMN GEMERAL HOSPITAL

AEKROM HEALTH DEFT

AMERICAMN MEDICAL LABORATORIES

AMERICAN RED CROSS

AMERIPATH

AMERIPATH LAB

ARUP LABS

ASHTABULA COLUMNTY

ASHTABULAER

BACTI LAB

BARBERTOMN CITIZEMNS HOSFITAL

BELLER

BIO MEDICAL LAB

CCF

CCF-YWESTLAKE

CEMTER FOR HEALTH WELLNESS

CHILDREM'S HOSPITAL SAN DIEGO

CINCINMATIHEALTH DEPT

CLEVELAND CLINIC

CLEYELAMD HEALTH DEFT

Close

Add

Delete

il

Print

Field/Button Description

Name Enter the lab name
Close Button Closes the table

Add Button Adds a name to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list

20
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Wz‘ﬁi Physicians

il Add/Delete/Modify Physicians

Name

Addressi

BALLOU, DR.

BAMA

BANAWITZ

BANEOWICA, DR.

BANEWICZ

BANEWIETCZ

BANIECWICZ

D]

]

Close

Add

Celete

Frint

Envelope

Find & Replace

il

BANIEWICZ

BANIEWIEZ, DR.

BANIEWITZ, DR.

BANIWICZ

BANNETT

BANNO

BANOWICZ

BANOWICZ, DR.

BANOWITZ

BARRETT

BASHIN

< |

Field/Button

Description

Name

Enter the name of the physician

Addressl

Enter the address of the physician

Address2

Enter the address of the physician

City

Enter the city of the physician

State

Enter the state of the physician

Zip

Enter the zip of the physician

NPI # ™ Legacy #

Enter the NPI/Legacy #

Phone

Enter the phone number of the physician

Fax

Enter the fax number of the physician

Group Name

Enter the group name of the physician

Type of Practice

Enter the type of practice

Add Button

Adds a physician to the table.

Close Button

Closes the table

Delete Button

Deletes a highlighted entry

Print Button

Prints the list

Envelope

Prints an envelope addressed to the physician

21
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(JZ‘E Political Subdivision Table

M| Add/Delete/Modify Political Subdivision Table

Code  [Subdivision = Close
01 BATH TWP Add
0z BEAVERCREEK
03 CAESARSCREEK TWP Hialols
04 CEDARVILLE TwP
05 JEFFERSOM T¥P Prirt
06 M1AMI TP
a7 MEYY JASPER TWiF
08 ROSS TWP
09 SILYERCREEK TWwP
10 SPRIMG VALLEY TWWP
11 SUGARCREEK TwWP
13 HENIA TWP
13 BOYWERSYILLE WILLAGE
14 CEDARVILLE VILLAGE
15 CLIFTOM YILLAGE
16 JAMESTOWWN VILLAGE
17 SPRIMG YALLEY WILLAG s
18 YELLOWY SPRINGS vILLA
19 BEAVERCREEK CITY
20 BELLBROOK CITY
21 FAIRBORM CITY
232 HEMIA CITY -
L | e
Field/Button Description
Code Enter the code of the subdivision
Subdivision Enter the subdivision
Close Button Closes the table
Add Button Adds a code to the table

Delete Button

Deletes a highlighted entry

Print

Prints the list

22




M| Add/Delete/Modify Race Table

JName -

AMERICAN INDIAN OF ALASKAN

ASIAN OR PACIFIC ISLANDER

BLACHK OR AFRICAN-AMERICAMN

FEMALE

FFOSFSD

FGGHDFFGHFG

HISPANIC

MALE

MORE THAM OME RACE REPORTED

OTHER

Close

Add

Delete

Prirt

LI R O
WHITE

L ol
Field/Button Description
Name Enter the race name
Close Button Closes the table
Add Button Adds a race to the list
Delete Button Deletes a highlighted entry
Print Button Prints the list

23
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/s Status

M| Add/Delete/Modify Status

Marme

COMFIRMED

FOLLOWUP COMPLETED

PROBABLE

SUSPECT

L

Close

Add

Delete

Print

i

i

Field/Button

Description

Name

Enter the status

Close Button

Closes the table

Add Button

Adds a status to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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M@ STI

Field/Button Description

No. Enter the number to put the categories in order
Letter Enter the letter to put the inquiry in order
Category Enter the category for the STI form

Inquiry Enter the inquiry for the category

Close Button Closes the table

Add Button Adds a row to the table

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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Zip Codes

Field/Button Description

Zip Enter the zip code

Close Button Closes the table

Add Button Adds a zip code to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list
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Field Names

The field names listing can be very useful in determining what fields you wish to utilize
to capture data for letters and when creating reports for that data. The program will
display a list of names that you can print.
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General Profile

The General Profile enables you to enter the basic information for your health
department.
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Questionnaire

The Communicable Disease module allows you to develop your own questionnaires to
the program. These questionnaires can be printed from the “Print " button.
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Printer Setup

The print setup allows you to choose from what printer you would like to print from.
Select the printer in the name dropdown and click “OK”.

Reindex/Pack Communicable Disease Data Files

This function is only needed should your data be corrupt due to a power failure. Please
contact CHC Software if you have any questions or concerns.
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