m Public Health
4 Agency

Web Forms

http://10.210.65.188/\Webforms/default.aspx

User’s Guide

Created: 01 October 2014
Version: 1.1

Author: Gerard Mcllvenny, Health Protection, Public Health Agency

Contents Page
Web Forms submissions

Logon to system

Logging In

Navigating the Web Form

Completing a Web Form

Complete a text entry field

Complete a closed-entry single response question
Complete a closed-entry multiple response question
Complete a picklist question

Question routing

Submitting a WebForm

Completion Errors pane

Correcting completion errors

Saving partially completed forms

To open a partially saved form

Working with Receipts

el =
R T ENEN EN A ST

Public Health Agency


http://10.210.65.188/Webforms/default.aspx

IR (o0 uscrs curoe

Web Forms submissions

Web Forms provides a number of facilities for the submission of forms.

Currently set for:
e Allow users to save partially completed forms.
e Allow users to reload previously submitted forms

Logon to system

Go to url: http://10.210.65.188/\Webforms/default.aspx

Save in your Favourites

We have created Web User accounts for each Hospital.

This provides a number of advantages and additional options:
e Project access restriction
e User submission restriction
e Partially completed forms saving
e Receipt issue

Public Health Agency
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Logging In

On access to the Web forms page you see a login screen as per the example
below. Prior to logging in you will see the Not Logged In status in the top right

of the screen:

mic Web Forms - Windows Interet Explorer
o~ tp//10 210,65 188/ Wb faulta

Favortes

s Qe

Formic Web Forms

ST %
T4 %
Surgical Sae Infecti..

»
CDC - Blogs - Safe Health... T3 COC - NHSN 2 CSV file editor, for Windows ] European Centre for Disea... ] Formic Knowledgebase | Heakth Quaiity & Safety C.

fi - B ——: -
+Web Forms

i Projects

Register i

Receipt %

1 Click onto Login

The Login screen will open

/- Formic Web Forms - Windows Internet

Explorer =10] x|
e [ hitpafit0. 210,10 24/ visborms/ = (B[4 [ ][R Live search e
Ne Edt vew Favotes Toos Help

< Favorites ‘&E & HES.. B Met.. £ Sta.. £ Ew.. EECDC. £ CSV.. E[Ew.. @ROn.. - For.. £ hit.. E5hit.

© Formic Web Forms

+Web Farms

[08COC.., EMERC,, & PAS.. B V. @in. v

0 - B - O @ - Page~ Safety~ Took - @~

Login
Please

enter your usermame an

Username:

Not Logged In

Password

2 Enter your login credentials in

to the relevant fields

You will now be logged in to Web Forms and be able to access projects.

* Formic Web Forms

G-B-o0m-

+Web Farms

JLogout .
i Projects
JReceipt

2Group Code

> NP
> NWssi
> S§S1

please select a project from the

Page Safetyv Tooks §

Logged in s : gerry

list below:

3 Select Project

The form will start to load
[ ]
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Navigating the Web Form

When the Web Form is open and ready for completion it will be displayed in the
browser window.

+Web FO rme Logged in as : tester
Project Navigation Surgical Site Infection 112014 m Public Healtl
PATIENT DETAILS 4 Agenc;
»NEXT PAGE
H&C Number ‘
2 CANCEL
Gender D Male |:| Female Date of birth | | f| |f" | |
2 CLEAR
» SAVE PROCEDURE DETAILS Identify index procedure that led to infection (not reoperation)
2 SUBMIT Facility where index procedure performed bl : ‘
Completion Errors Date of index procedure that led to 55| ‘ ‘ / | ‘ / |
Procedure site |:| Orthopaedic |:| Lower digestive tract l:‘ Abdominal wall
D Endocrine and Breast D Bile duct, liver, pancreatic surgery D Caesarean section
|:| Upper digestive tract |:| Vascular l:‘ Urinary/Kidney
ORTHOPAEDIC Anatomical site hd :
Procedure category v :
OPCS and description hd i
ENDOCRINE SYSTEM  procedure category ‘ A ’|
AND BREAST i
OPCS and description | hd : ‘
UPPER DIGESTIVE Procedure category hd :
TRACT it
OPCS and description | B
=
LOWER DIGESTIVE Procedure category i
TRACT OPCS and description hd i

The elements of the Web Form are:

3 Project Navigation pane:

Project Navigation

Use When you want to
JNEXT PAGE -
Next Page Navigate to the next page of the form
| Previous page Navigate to the previous page of the form
2 CANCEL :
Cancel Cancel the completion of the form and
2 CLEAR return to the contents list
JSAVE Clear Clear all entries on the form
+SUBMIT Submit Submit the form
. Footer Navigation pane:

CAMCEL CLEAR SAVE SUBMIT

These options are the same as found on the Project Navigation pane.
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Completing a Web Form

Web Form is designed with the following types of objects and questions:
e Text entry fields, e.g. Date of birth

e Close-ended, single response, e.g. Male or Female

e Picklist

All are used to capture responses and will automatically be entered into a
database when the form is submitted.

» To complete a text entry field

1 Click into the first available field and enter a required value:

Date of birth e.g. 31/Jan/1986 ‘ ‘ ‘ ‘ ‘

Position your cursor over the field for on screen help if it is not obvious as to
the format of data required to be entered:

3/Jani1986
Date of birth e g. 31/4Jan/108¢ |31 ‘ J |Jan | J ||

Infants . nectational ane at hirh weeks

When text has been entered into one field your cursor will automatically
jump to the next field in the object.

This field accepts both Numbers and Alphabetic letters {0-9,
a-2, A-Z) with the pattern NM[1A8ATTN_

> To complete a closed-entry single response question
1 Click onto the box with the required response:

Reason for operation W 1Primary

.......

[~ Secondary/related

[T Reoperation

Position your cursor over the field for on screen help if it is not obvious as to
how many responses may be selected:

Reasan for operation e iPrimary

I~ Secondary/related If oneration secondartelat
_ [This Field allows a maximumn of 1 response(s). for
[~ Reoperation

When another response is selected the original response is deselected.
Click onto a selected response to de-select it.

Note: if the field is a required field the form cannot be submitted until one of
the responses has been selected
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> To complete a closed-entry multiple response question
1 Click onto each box associated with required responses:

™ Meningomyelocele I~ Haemaorrhage I~ Degenerative ™ Unknown
[ Congenital  Tumaur I~ Functional ~ Other
[~ Trauma [~ Vascular [~ Infection

Position your cursor over the field for on screen help if it is not obvious as to
how many responses may be selected:

~ Meningomyelocele I~ Haemorrhage I~ Degenerative = Unknown
I Congenital I Tumour I~ Functional - Other

This Field all i f2 b
[~ Trauma [~ Vascular R ‘?°"Tf.?c"l‘77‘\'§?.”m° ==

When the maximum number of responses has been met it is not possible to
select any further responses until one or more responses have been de-
selected.

Click onto a selected response to de-select it.

Note: if the field is a required field the form cannot be submitted until one of
the responses has been selected

> To complete a picklist question

A picklist question is identified by a field with a down facing arrow in the top
right-hand corner:

Consultant responsible for operation hd él

1 Click onto the arrow to display the responses that have been pre-defined
for this question:

Consultant responsible for operation | i %
Mr A Abouharb 1=
Operation principally performed by Mr D McAuley
Mr G Quigley
Mr J Gray
Grade of principal surgeon [~ Consulta Mt T Nagaria
Mr K A Choudhari | |
If operation was not performed by consultant, was - Mo Mr N Simms
consultant present in theatre? - Yes Mr R § McConnell
Mr S Cooke |
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2 Do one of the following:
e Use the vertical scroll bar to scroll through the list

e Use mouse wheel (located between the left and right mouse buttons)
to scroll through the list

Note: some PCs will not display the vertical scroll bar for some picklists.
You will have to use the mouse wheel

Cansultant responsible for operation ‘ Eél
Mr J Nagaria [ |
Operation principally performed by Mr K A Choudhari
Mr N Simms
o Mr R S McConnell
Grade of principal surgeon [~ Consulta Mr S Cooke
Mr T Abdelhafiz
If aperation was not performed by consultant, was [~ Mo Mr T Flannery
consultant present in theatre? [ Yes Nr WV Kakar
Ms F Convery -

3 Click onto desired response.
This will appear in the response field:

Consultant responsible for aperation “MI‘ T Planner'\_-' v il

Should you wish to respond with a value that does not appear in the drop
down list, click into the field and type your response.

Note: typing a response rather than selecting one from the list will not add
it to the list for future selection

2 Question routing

Web users can be routed through a form based on the responses that they
enter into specific tickbox questions.

If certain responses are selected in tickbox you will be routed to the specific
guestion that requires a response. Questions that are not applicable are
disabled and you cannot answer those questions.

Example routing to another question:

You choose ‘Endocrine’ you are routed to Endocrine question. Procedure
categories that are not ‘Endocrine’ are disabled.

Procedure site |:| Orthopaedic l:‘ Lower digestive tract |:| Abdominal wall
Endocrine and Breast l:‘ Bile duct, liver, pancreatic surgery l:‘ Caesarean section
|:| Upper digestive tract l:‘ Wascular |:| Urinary/Kidney

ORTHOPAEDIC Anatomical site

Procedure category

OPCS and description

ENDOCRINE SYSTEM  Pprocedure category “ s |
AND BREAST g

OPCS and description | hdls ‘

m Public Health Agency
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Submitting a Web Form

When you have completed the form it will be ready to be submitted.

During the process of submitting a form the system will check that all required
fields have been completed and all rules have been met. Should any required
fields be blank or any fields be incorrectly completed the form will not be
submitted and all completion errors will be logged on screen.

>To submit a form

1 Complete the form
2 Do one of the following:

. . . . A Project Navigation
e  Click onto Submit from the Project Navigation pane: | .. oace

2 CANCEL

<+ CLEAR

JSAVE

4 SUBMIT

e  Click onto Submit from the Footer Navigation pane:

CANCEL CLEAR SAVE SUBMIT

When the form has bee
Ko

indows Internet Explorer

n successfully submitted the completion page is shown:J
18X

=AGTTH 1FD48E 158D A6 BURL=8REC=358-7L-4F

Ip:{/10.210.18.

{4 x| R e searcn pl-

Favortes  Took  Help

& HEs.. B Met.. £ Sta.. @ Ew.. GEECDC.. £)CH.. € Eur.. [RON. - For.. £ ht.. E%htt.. EECOC.. EOEEC.. £ PAS.. £ VIC. s v @) web., v

Ep - B - = - page- safety- Todse @

+Web Forms

Not Logged In

Complete.

Thank you for completing this form, Your data has now been submitted.

Your Receipt ID is: 358-7U-4F

3 Click Continue to return to the home page with contents list

When Submit has been selected and the form contains completion errors the
following message will be returned:

Message from webpage x|

! 'j ‘Your data has not been submitked due to validation errar(s). Please correct and resubmit
L

Ok |

Public Health Agency
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Completion Errors pane

e Each question has a field associated with it

e |f validation rule is not met, an error message appears when you goto next
page
e Form cannot be submitted until errors are corrected
e Examples:
= Mandatory field (cannot be bypassed)
= “No” to SSI cannot record “Date of SSI”

= “Date of surgery” cannot be before “Date of admission”

When moving to the next page/saving a partially completed form or submitting
a form all completion errors will be listed as per the following example:

ER’upletiun Errors
Gendar
Mandatory Field Em

g

g

T T T T e = e Wy B L

88' v| * formic webforms - Google Se... | - Formic Web Forms - [Meu... X | | i

+We b FD rm S Neurosurgery WEB 2010

Project Navigation

& NEXT PAGE m Public Health be s ot
/) Agency aesre

#CANCEL Surveillance of Surgical Site Infections following Neurosurgery

2 CLEAR

S SAVE Receipt 1D | |
> SUBMIT Completion errors from built-in validation

rules. Must be corrected before submission

TR TOE 0Ty STy | |- | |_ ‘ |

Completion Erro
Page One (3)

Date of birth *mandatory entry |14 ‘ ‘DS | |11 |
Infants - gestational age at birth I:I weeks
Page Two (3)
Gender *mandatory entry  Male
- Female

Date of admission “mandatory entry | | | ‘ | ‘

Reason for operation [~ _Primary operation

m Public Health Agency
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Correcting completion errors
1 Do one of the following:
e Click onto the relevant question

e Click onto an error in the Completion Errors list
You will be directed to the associated question

Healthcare number | [ 7o [ [Fo+ |

&:mpletion Errors
3

Date of birth e.g. 31/Jan/1986 ‘ | | | |

Infants - gestational age at birth l:l weeks

Gender - Male I~ Female

2 Complete
3 Repeat as necessary
When all completion errors have been corrected form is ready for submission.

m Public Health Agency
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Saving partially completed forms

The project has been enabled to allow partially completed forms to be saved.

Note: A form which is saved is not submitted

>To save a partially completed form

f'rnject MNawvigation

1 Complete the form 2 NEXT PAGE
2 Click onto Save )
2 CANCEL
2 CLEAR
H H JSAVE
You will be directed to the Saved page
2 SUBMIT
<] eb Forms - windows Internet Explorer o] x|
,\, hittp:/[10,210,18., t =AOETDS 1FD4EE 15046 &URL=2REC=3rm72 7| | B3| 4| X | [ Live Search 2

File Edit Yiew Favortes Tooks Help

7 Favorites ‘g.s 2 HEs.. P pet., 2|Sta.. @)Eur.. GECDC. £)CSV.. ) Ew. [940n.. - For.. @) htt.. B9 htt.. G©08CDC. EHERC.. 2 PAS.. E|VIC. @5, v

J Formic Web Forms | | &5 v ) v 0 o= - Pager Safety - Took - @+

+Web Farms Logged n as + Mr T Flannary

Saved.

¥our respanses for this form have been temporarily saved, To complete this farm you will need ta reload it using the
supplied receipt and select Submit,

Your Receipt 1D is: 3RN-7Z-48

Continue

3 Click Continue to be routed to:

e The home page with contents list

Public Health Agency
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To open a partially saved form

1 Login to Web Forms

Projects with partially saved forms will be listed as per the example below:

=101%]

(A I J hktp:if 10,210,168, 24/Webforms/default, asp j B 42| % I:’L\vesaarch P~

/= Farmic Web Forms - Windows Internet Explorer

o

File Edit View Favorites Tools  Help

. . »
< Favortes | &3 @] res.. B wet., @|sta.. @]ew.. EBCDC. @]CSt. @]Ew.. fhon.. ) For. @ ht.. ESht.. EECDC.. EEESC. @PAS.. @]YIC. @su. -

J Farmic Weh Forms | | M v B - [ s - Page~ Safety - Took - @~

+We b FO rm S Logged in as : Mr D McAuley

“Logout

) Projects
sReceipt

please select a project from the list belows:

> Argentina Prevalence Survey 2007
> Neurosurgery WEB 2010 You have 1 partially completed copy of this form
> PPS 2012

2 Click onto the text ‘You have x partially completed copy of this form’:

A Formic Web Forms - Windows Internet Explorer =Tk
@\’-‘/v | hitp://10,210,18.24 webforms/def ault asp j EIRZIES I:’LwaSear(h R

File Edit Wiew Favorites Tools  Help

. . >
.7 Favarites |1.3 € HEs.. B Met.. £ Sta.. £ Eur.. ESCDC.. £|CSV.. £ Ew.. [@A0n.. - For.. @ ht.. ©5ht. EECOC. DEERC.. £ PAS.. £ VIC.. @5, -

* Farmic Web Forms | | Xy - B - ) o= - Page - Safety + Tools - @

+Web FO rm S Logged in as : Mr D McAuley

4 Logout

. Projects
“Receipt

please select a project from the list below:

> Argentina Prevalence Survey 2007
> Neurosurgery WEB 2010 You have 1 partially completed copy of this form
28/10/2011 15:26  (3PQ-7V-4F)

> PPS 2012

All partially completed Receipt ID humbers with the date and time of when the
form was saved will be listed

3 Click onto the required receipt

Note: when a partially completed form is completed and submitted a new
Receipt ID will be issued

>To delete a partially saved form

1 Contact gerry.mcilvenny@hscni.net with your Reciept ID

Provision will be made for this to be deleted

Public Health Agency
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Working with Receipts

Receipts are used as a way to help you track your submitted and saved forms.
All submitted and saved forms will be issued with a Receipt ID which can be
used to track when a form was submitted, by whom and to re-open saved
forms for editing and submitted forms for viewing..

Note: Recipt IDs are currently auto-generated by the software.

»To enter a Receipt ID

The Receipt option will be displayed on the home page.

,fiFormic ‘Web Forms - Windows Internet Explorer

Koy ) ® [ hipij10.210.18 24 webformsidzFat spx =1 (B [#2] [ ] [82 Live searcn 2|

=lalx]

Fle Edit View Favorites Tools Help

. N »
7 Favorites ‘:;‘, & rEs.. P omet.. € Sta.. & Fur., EECDC., € CSW.. @ Eur.. [@A0n.. - For.. @ hit.. B%htt.. EScDC.. EEERC.. &) PAS.. & |VIC. @500 -

) Formic Web Forms | | v Bl - 7 o= v Page~ Safsty = Tooks~ @+

+WEb FO rmS Mot Logged In

JLogin
. Projects
2 Receipt
please select 3 project from the list below:

> Argentina Prevalence Survey 2007
> Neurosurgery WEB 2010
> PPS 2012

1 Click on Receipt

/2 Formic Web Forms - Windows Internet Explorer Y ] |

@_‘\v [ 2 httpi110.210.18. 24/ webformsfdefault asp7ID=r067DBG SR PEEEZ IFDSEL SADAEL =l | {2 ] ¢ 8% Live search L

File Edt Wiew Faworites Tooks Help

<7 Favorites H;:, & Hes.. B met.. € Sta. € Eur.. EECDC.. £ CSV.. €| Ew.. @40n.. - For.. @ htt.. BShe. ©Ecoc., EEEBC.. @ PAS.. £ V. @sua. v
| % - B - L) o= - Page~ Safety - Tooks - (G-

- Farmic Web Forms |

+WE'b FD rmS Not Logged In

JLogin

\i.) Enter a receipt ID to access partially completed forms or reload previously submitted forms.

Receipt

Please enter your receipt ID here:

2 Enter your Receipt ID

3 Click Enter
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