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Chapter 1—Introduction

lowa’s Early Hearing Detection and Intervention Program (EHDI)

The lowa Department of Public Health (IDPH), Child Health Specialty Clinics (CHSC) and other partners
work together to ensure that all babies in lowa have their hearing screened and receive any needed follow-
up services. IDPH receives funding from the Centers for Disease Control and Prevention to develop and
implement a statewide EHDI surveillance system. The surveillance system is an electronic reporting system
used to report the results of hearing screenings, rescreens and diagnostic evaluations for children less than
three years of age. The data collected allows IDPH to monitor state and local performance and to track the
progress of children who need follow-up services.

CHSC receives funding from the federal Health Resources and Services Administration (HRSA) to work on
reducing the number of children who fall through the cracks before getting the hearing services they need.
The grant team provides technical assistance to hearing screening providers, educates families and
rofessionals, and links families to early intervention, family-to-family support and medical homes.

On May 1, 2003, former Governor Thomas J. Vilsack signed a bill that mandated newborn hearing screening
in the state of lowa. The law requires that, effective January 1, 2004, all newborns be screened for hearing
loss and the results of the screen and any re-screens and diagnostic evaluations be submitted to the IDPH,
EHDI program for follow-up.

The law outlines reporting requirements for birthing hospitals, birth centers, physicians, audiologists and
other health care professionals. Newborn hearing screening results must be reported to the lowa Department
of Public Health within six days of the child’s birth. Outpatient screening facilities, licensed audiologists and
other health care providers conducting screening or diagnostic audiological assessments must also report
results for children less than three years of age to IDPH.

To view copies of lowa’s legislation or Administrative Rules, click on the lowa EHDI Web site link on the
eSP™user login page or go to http://www.idph.state.ia.us/iaehdi. Click on ‘Professionals’, ‘EHDI Law’ and
‘Administrative Rules’.

Purpose of this Manual

This handbook provides a page-by-page reference for navigating the eScreener PLus (eSP™ ) data system.

Overview of eSP™

The eScreener PLus (eSP™) data system serves as the statewide tracking and surveillance system for all
children, birth to age three, screened and diagnosed with hearing loss in the state of lowa. The system collects
data for each child and provides a mechanism for follow-up. It is designed to assure that all newborns are
screened and all children referred receive the recommended follow-up. As of spring 2007, all birthing
hospitals, AEAs and a small number of licensed audiologists have been trained to use the system to submit
hearing screening and diagnostic assessment results. Appendix B shows the minimum computer requirements
for using eSP™.
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Chapter 2—Getting Started

Password Policies and Procedures

Each user will be issued a User ID and temporary password by the lowa Department of Public Health. The
user should change this password on the first login. After that, the user should keep track of how long the
password has been used and change the password at least every four months. Passwords must be at least six
characters in length, and should consist of a combination of letters and numbers. Users should avoid common
or related names or any combination of the login name. Users should not openly display their login names and
passwords. Sharing accounts or passwords with anyone, even on a temporary basis, is expressly prohibited.

Note: See Appendix C for the password tip sheet.

Adherence to policies and procedures ensure the required security precautions have been taken to safeguard
data within statewide data systems.

Password Policy Violations

= The Department investigates all reports of password policy and procedure violations.

= The Department will inform the hospital’s identified EHDI Program Manager (for the user) and the
appropriate Program Directors of all confirmed security violations.

=  While violations are under investigation by the Department, an agency’s access may be suspended until a
resolution has been achieved.

User Responsibilities

= Passwords will be at least six characters in length and consist of a combination of letters and numbers. Do
not use special characters (i.e. * ? # @ &). Avoid common or related names, and avoid using any
combination of your login name. Please see Appendix C for a list of tips for selecting a password.

= Users will maintain safeguards for separate locations for their token and user login information. These
pieces of information shall be kept separate at all times.

= Users will not openly display their current login names and passwords (i.e. Post-it © note on monitor).

= Users will not share accounts or passwords with anyone, even on a temporary basis.
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Program Manager Responsibilities

= Program Managers will train their individual user staff about how to change passwords and general
security requirements.

= Program Managers are responsible for a user’s misuse of a password and will assure that user
responsibilities are followed.

= Program Managers must immediately notify the lowa EHDI Coordinator or designee when a user will no
longer gain access to the application.

= Program Managers must notify the lowa EHDI Coordinator or designee when a new user needs access to
the application.

= Program Managers will request new user access at least five business days prior to the new user’s starting date.

eSP Handbook 3
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lowa Department of Public Health Responsibilities

= The Department provides information about how to change passwords and general security requirements.
= The Department will provide advice and consultation on developing secure passwords.
= The Department will respond within two business days when a change in user access is necessary.

What is a token and why is it important?

For security reasons, eScreener Plus (eSP™) uses a dual login procedure
consisting of a PremierAccess “token” login and an eSP™ system login. Due to

CE95F0 | heightened awareness of Internet security and improving Health Insurance

Portability and Accountability Act (HIPAA) compliance for medical record

SAFEWORD . . .
cuss St security, the lowa Department of Public Health (IDPH) is implementing a “token”

FEC L
CORPUTIHG

based security system for Internet transmission of data. A token (shown here) is a
device that provides a one-time password at the push of a button. Using this
token significantly decreases the risk of hackers obtaining access to the IDPH network and the confidential
patient data stored there.

Internet transmission of confidential medical information is a fairly new technology. This type of transmission
alone, without security measures, is not secure and medical information could potentially fall into the hands of
hackers. Implementing this token security puts a layer of protection over the data.

How Much Are Tokens?

The cost for a security token is currently $100.00. This price includes technical support and shipping costs.
The token has a lifespan of about five years.

How to Request an eSP™ Token

The EHDI Program Manager is responsible for monitoring agency users of the eSP™ data system. When a new
individual requires access, the EHDI Program Manager should follow these steps:

1. Download the New User Request Form at http://www.idph.state.ia.us/iaehdit/professionals.asp or
photocopy the form in Appendix D.
2. Complete the form, mail or fax signed New User Request Form to the State EHDI Coordinator:
State EHDI Coordinator
Bureau of Family Health
lowa Department of Public Health
321 East 12" Street
Des Moines, 1A 50319-0075
Fax: 515-242-6013
Maintain a copy on file at the screening facility.
IDPH will process the request within one week.
5. Once the token request is processed, you will receive a token, Token User Receipt Form (Appendix
G), and instructions to set up your token softpin and EHDI password.
6. Sign the Token User Receipt Form and mail or fax the form to the State EHDI Coordinator. Address
or fax are provided above in step 2. The new user should also maintain a copy on file.

»w
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How to Inactivate an eSP™ Token User

The EHDI Program Manager is responsible for monitoring agency users of the eSP™ data system. If the token
will not be transferred to another user, the EHDI Program Manager should follow these steps.

1. Download the Inactivate Token User Form at http://www.idph.state.ia.us/iaehdit/professionals.asp or
photocopy the form in Appendix E, complete and sign it.
2. Mail the signed Inactivate Token User Form with the token in a padded envelope to the State EHDI
Coordinator:
State EHDI Coordinator
Bureau of Family Health
lowa Department of Public Health
321 East 12t Street
Des Moines, 1A 50319-0075
3. Maintain a copy on file.
4. The State EHDI Coordinator will keep the token at the department. If you decide that individual
will be replaced and will need access to eSP™, follow the steps in How to add an eSP™ token user.
5. Maintain a copy of the inactivate token user form.

How to Transfer an eSP™ Token to Another User

Tokens can be transferred to another individual if someone is leaving the facility or moving to a different
job. The token may be given to the new user rather than returned to IDPH. The following paperwork must be
completed:

1. Download the Inactivate Token User Form at http://www.idph.state.ia.us/iaehdit/professionals.asp or
photocopy the form in Appendix E, complete and sign it. Note on the form that you are requesting to
transfer the token to . List the new users name.

2. Download the New User Request Form at http://www.idph.state.ia.us/iaehdit/professionals.asp or
photocopy the form in Appendix D.

3. Complete the New User Request Form. Be sure to include the token ID number from the previous
user on the Token Security Request Form. You will find this number on the back of the token. Mail
or fax both forms to the State EHDI Coordinator:

State EHDI Coordinator

Bureau of Family Health

lowa Department of Public Health
321 East 12t Street

Des Moines, 1A 50319-0075

Fax: 515-242-6013

Maintain copies on file.

IDPH will process the request within one week.

5. Once the token request is processed, you will receive an e-mail, Token User Receipt Form (Appendix
G), and instructions to set up your token softpin and an EHDI password.

6. The new user must sign the Token User Receipt Form and mail or fax the form to the State EHDI
Coordinator. The address and fax are listed above.

»w
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How to replace defective tokens

There is no fee to replace defective tokens. The cost to replace a lost token is currently $100.00. Please contact
the State EHDI Coordinator regarding replacement costs and instructions to replace the token. It is possible the
cost to replace the token will go up in the future.

To replace a defective token:
1. Download the Token Replacement Request Form at http://www.idph.state.ia.us/iaehdi/professionals asp
or photocopy the form in Appendix F.
2. Complete the form and mail the form and defective token in a padded envelope to the State EHDI
Coordinator:
State EHDI Coordinator
Bureau of Family Health
lowa Department of Public Health
321 East 12" Street
Des Moines, 1A 50319-0075
. Maintain a copy on file at the screening facility.
. IDPH will process the request within one week.
5. Once the token request is processed, you will receive a replacement token, Token User Receipt Form
(Appendix G), and instructions to set up your token softpin. Your EHDI password will remain the same.
6. Sign the Token User Receipt Form and mail or fax the form to the State EHDI Coordinator. Address
or fax are provided above in step 2.

A~ W

IDPH eSP™ Staff

Assistance is available each business day from IDPH eSP™ staff by phone or email. Appendix A provides a
current listing of staff contact information.

Navigating in eSP™

There are several features to assist in navigation of the eSP™ data system, including check boxes, drop-down
boxes, text boxes, and command buttons.

Check boxes
e A check in the box indicates a “yes” or positive response.
e Ablank box indicates that there is no information available for that data element or a “no” response
IS appropriate.
e Some elements will allow more than one response.

Drop-down boxes
e The mouse may be used for making the drop-down selection.
e The keyboard may be used to select an element by choosing the first character of that element, such

as “B” for Birth Screen.

Text Boxes
e Free text may be entered in a text box. Comments are limited to 1000 characters. Note: The number

of characters remaining is shown at the bottom of each text box.

eSP Handbook 6
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Command Buttons
e Command buttons appear on screens throughout the eSP™ data system. Each command button
performs the action listed on the command button. (e.g. The “save” button saves the requested
changes to the client record.)

Page navigation tips
e Use the tab key to move to the next item.
e Use the shift key and tab key together to move back one item.
e Quick links take the user back to the last record accessed or the last search performed.
e When the cursor is on the submit button, press enter to save/submit.

Setting Up Your New SoftPIN

Before gaining access to the eSP™ data system you must set up your token’s SoftPIN. The SoftPIN is a four
digit number you choose to enter along with the password generated by your token device. Instructions can be
found on the EHDI Web site, http://www.idph.state.ia.us/iaehdi/professionals.asp.

PremierAccess “Token” Login

The first screens that appear are the SafeWord PremierAccess pages. These screens make up the first of two
logins required to access the eSP™ data system and are used to enter your username and authorized password. At
the bottom of each of the screens a warning appears that reminds you of contractual requirements.

To open the eSP™ data system:

1. Open your Internet browser (i.e. Microsoft Internet Explorer).

2. Enter https://www.iowaearlyhearing.org in the Web address bar at the top of the page. You may set
up an icon on your desktop for eSP™, or add the Web site to your computer’s Favorites tab. This
icon will take you directly to the eSP™ Web site.

3. While establishing a connection with eSP™, you may see a number of warning screens like the ones
below. The screens verify that you want access to the eSP™ data system and inform you that the
information on the screens is confidential. Once you have read the screen, click Yes or OK button.

Security .ﬁs EI

rio You are about to view pages over a secure connection.
i

Ary information pou exchange with this gite cannaot be
viewed by anyone elze on the Web.

[ Inthe future, do net show this warming

F, tare Info

eSP Handbook 7
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Security Alerk }{l

riﬁ Information you exchange with thiz zite cannot be viewed or
?- changed by others. Howewer, there iz a problem with the zite's
* zecurty certificates.

& The zecurty certificate was izzued by a company pou have
not chozen to trust, Wiew the certificate to determine wahether
oL wank to krust the certifving authority.

ﬂ The zecurty certificate date 1z walid.

The names on the zecurnty certificate does not match the
rname of the =ite.

Do you want to procesed?

res I Mo I Wiews Certificate I

4. Enter your username. Click the OK button.

SAFEWORD &

LI PREMIERACCESS K

5. Enter your SafeWord Silver password. This password is obtained by pushing the small gray button on your
assigned token. Next, enter your SoftPIN number. A SoftPIN number is a 4 digit number that you enter
after you enter the password the token generates for you. The token password + your SoftPIN make up the

SafeWord Silver password.

Token Password (5696F0) + SoftPIN (5467) = SafeWord Silver Password (5696F05467)
Note: Token password is a zero, not the letter o

eSP Handbook 8
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SAFEWORD

ﬂ PREMIERACCESS'

eSP™ User Login

The eSP™ user login is the second of the two logins required to access the eSP™ data system. To log in to eSP™:

1. Enter your user name in the box provided. Your user name is typically the first initial of your first name
plus your last name and is assigned by the IDPH EHDI Coordinator. Note: User names and passwords can
be numbers and letters, and are not case sensitive.

2. Enter your password in the box provided. Note: The first time you login to eSP™, the system will ask you to
change your password. Please see Appendix C for instructions on selecting and protecting your password.

3. Click the Login Now button.

WeLCOME.

¢EPECREENER PLUS lowa'sEarlyl-haring .
; Detection & Intervention System

MoRE INFOE) Please login below using your eScreener Plus username
and password. If you have problems logging in please

) -800-283-3B26.
Lowa EHDI Website contact the helpdesk at 1-800-283-2826

USERNAME:
PASSWORD:

eSP Handbook 9
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Editing Your User Profile

This feature allows users to set screening defaults, modify identifying information and to change your password.
The individual user must make user profile modifications while logged into eSP™ with his/her own password.

) Main Area To edit your user profile:
I0) Patients 1. Click on the Admin tab.
o 2. Click on edit user profile.
3. Click on the ear icon to add the specific device defaults for the equipment
) Letters used by your facility.
) Tools
[Ea'l Reports I
7 Admin

Manage SCReeners «
manage risk factors
edit user profile

add user
current default device:
testing location | testing services provider
Device Defaults: testing technigue | technology employed | equipment used

| | | @

4. Complete this section by filling in testing location, testing services provider, testing technique,
technology employed and equipment used. These fields then will automatically fill in when adding test

results for a patient.
5. To change your password, enter your new password in the two boxes at the bottom of the screen.

6. Click the Save button.
leave blank if not changing:

New Password: | (enter new password)

| (verify)

Save| Cancel |

eSP Handbook 10
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eSP™ Home Page

The eSP™ home page welcomes you to eScreener Plus (eSP™) and the lowa Early Hearing Detection and
Intervention (EHDI) program. The home page is the first page you see when you log into eSP™. It contains
support information for the eSP™ system, and at times, may contain system messages (i.e. eSP™will go down on
May 5, 2006 at 10:00 p.m. for maintenance. The system will be available May 7, 2006 at 6:00 a.m.) from the
EHDI program. On the left side of the home page you will find menu tabs.

EHDI

. lowa’s Early Hearing
' = - H Detection & Intervention Syslem

@ Main Area

Welcome to eScreener Plus (e5P
home page = ( )

Please selectthe appropriate option from the menu on the left of the screen to continue.

() patients

[ﬁ Professional Contacts If you have any questions while using e3P, support materials can be found by clicking the HELP icon at

ﬁl.m the left of every screen or the support link atthe top of the page. For additional suppor, please call

I8 1-800-383-3826 , and ask to speak with the EHDI Coordinator.

@ Tools

@ peporl This systemn is licensed for use by the lowa Department of Public Health {IDPH). Any scoess to and use of this site and the
materisl within the site is governed by the contract sgreement between [DPH and OF Systems for the sole use of the

@ Admin suthorized sgents of the lows EHDI Program. Unsuthorized use is & violation of Federal Law and State of lows and
Department policies.

o
Help

Contents of the menu tabs:

= Main Area — contains support information for the eSP™ system and may contain important program messages

= Patients — used to add or search for a patient, edit patient information, add exam results for a patient, access
the patient journey page (a guide to every day screening tasks, resource for locating patients and their care
status, see page 14) and print to-do lists

= Professional Contacts — used to search for a professional contact. Also used by the lowa Department of
Public Health to add and edit facility and physician information

= Letters — used to generate and print letters for parents, physicians, audiologists and medical professionals

= Tools — used by the Program Manager to import patient information

= Reports — used by the Program Manager to monitor progress

= Admin — used to change your user password and settings for data entry. Also used by the Program Managers
to manage screeners

eSP Handbook 1n
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Menu Tabs

Patients Menu Tab

E Main Area

E‘ Patients

add patient

current patient

new search

current search
current search results
import test results «
patient journey
imported files
manage patient notes

Professional Contacts Menu Tab

E‘ Professional Contacis

contact search «
add contact [person)
add contact (place)

() Letters

Letters Menu Tab

Elﬂdn Area

) Patients

) Professional Contacts

E‘ Lettars

assign letters
generate letters
view letters =
library

Under the Patients Tab users can:
1.

ok wnN

Access the patient journey
Add a patient

Search for a patient

Edit patient information
Import test results

Manage patient notes

Under the Professional Contacts tab users can search for providers in the
eSP™ data system.

Under the Letters tab users can generate and view letters for parents and
physicians.

eSP Handbook
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Tools Menu Tab
E‘ Tools

import new file «
imported files

) Reports

) Admin

Reports Menu Tab

iillﬂ:ln.ﬁm

) Patients

\_) Professional Contacts

() Letters

1) Tools

E‘ Reporis

annual report setup «
aging report setup

Admin Menu Tab

iifllﬂ:lnﬁ.m

) Patients

| Professional Contacts

() Letters

1) Tools

) Reports

E‘ Admin

manage SCPesners =«
manage risk factors
edit user profile
add user

edit facility info
services offered

Under the Tools tab the Program Manager can import patient demographic
information. Not all hospitals have the ability or desire to utilize the
import feature. Additional work with OZ systems is required to utilize this
feature. Contact the State EHDI Coordinator for more information.

Under the Reports tab users can run reports to monitor progress. Reports
assist your facility and IDPH with quality assurance and identifying
patients who need further follow-up.

Annual report: creates a table and graph format of the overall annual birth
statistics for the facility.

Aging report: creates a table and graph format of the age at screening for
the facility.

Under the Admin tab you can:

1. Change your password

2. Set your personal data entry preferences
3. Change your demographic information

eSP Handbook
lowa Department of Public Health
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The Patient Journey

The patient journey page is designed to serve as a guide to everyday screening tasks, as well as a resource

for locating patients and their care statuses. Becoming familiar with the patient journey page will enable you
to navigate quickly and easily through most daily tasks in eSP™. You will find that most of your tasks can

be accessed via a link from the patient journey (including adding patients and professional contacts, editing
records, designating risk factors and importing exam results). The patient journey is available for the babies in
Birth Admit status, and can be utilized to track patients who may need additional care after discharge from the
birth facility. You will find that each button on the patient journey page is a link to a list of patients requiring
different levels of care.

Once a patient finishes the Journey or completes the care process, they will no longer be displayed in any of the
outstanding task lists, and their care can be considered complete.

To access the patient journey page:
1. Click on the Patients tab.

2. Click on patient journey.
3. Click on the patient journey button(s) to view a list of patients that require the selected task to be completed.

[5 ain area : PATIENT PROTOCOL _
Add Patient I START HERE I Edit Patients I
= patients v
add patient

current patient

new search

current search
current search results
import test results
patient journey =«
imported files

. In Patient SCREEN Out Patiant |
patient notes
e wellBaby | micu | ‘ PATIENTS OP Screening | Risk Manitoring |
B Letfters
[ Tools
[ﬁ Reports
B Admin ‘
Import Test Resuhs |
APPOINTMENTS
Ot Patient Screening | ‘ Risk Monitoring Screening | ‘ Audiological Assessment | ‘
e ||
eSP Handbook 14
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Components of the Patient Journey Page:

Add Patients:
Edit Patients:

Screen Patients:

Import Test
Results:

Letters:

Complete Care
Process:

Displays a new patient record to populate.
Displays a list of every patient in the system for a given facility.

This section displays a list of patients pending screening. The list will depend on which
button is selected. List content is as follows:

Inpatient: Displays a combined list of inpatient babies in the Well Baby and NICU nurseries
who have not passed both ears. Each patient’s status is either: (1) Pass Neither, (2) Pass One,
or (3) Not Done.

Well Baby: Displays a list of inpatient newborns in the Well Baby nursery who have not
passed both ears. This list includes babies who either (1) Pass Neither, (2) Pass One, or (3)
Not Done.

NICU: Displays a list of inpatient newborns in the NICU nursery who have not passed both
ears. This list includes babies who either (1) Pass Neither, (2) Pass One, or (3) Not Done.

Outpatient: Displays a combined list of scheduled appointments for outpatient (OP)
screening and Risk Monitoring. The list includes patients with (1) Scheduled, (2) Pending, or
(3) Past Due appointments.

OP Screening: Displays any patient where the outpatient (OP) screening appointment is (1)
Scheduled and Pending or (2) Past Due.

Risk Monitoring: Displays any patient where the Risk Monitoring appointment is (1)
Scheduled and Pending or (2) Past Due.

Displays the Import Exams page to allow electronic data to be accepted by the system if
your facility is using this feature.

Appointments:  This section displays a list of patients requiring appointments to be
scheduled. The list will depend on the type of appointment selected.

Outpatient Screening: Displays a list of patients requiring an Outpatient (OP) Screening
who are not yet scheduled.

Risk Monitoring Screening: Displays a list of patients requiring Risk Monitoring
screenings that are not yet scheduled.

Audiological Assessment: Displays a list of patients requiring Audiological Assessment
(diagnostic testing) who are not yet scheduled.

This button displays a list of outstanding letters to generate.

This section reminds the screener of those patients who are still in need of completing

the Birth Screen process prior to ending the screening session. It displays a list of the
following patients:

* Inpatients who have not passed both ears.

« Patients who still require contact information to be entered. Contact information is
expected on all patients.
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Chapter 3—Adding a Patient

Patient Record

The patient record will display all of the patient’s information that was entered in the Add Patient screen. You
will see two tabs at the top of each patient record; the Demographics tab and the Hearing tab. The first tab is
the Demographics tab. This tab contains:

{5 vemosraptic \ Y
Patient: Doe, Mary (Female) Edit Patiant |
Birth Cert. ID: NA Medical Record No.: 52426167
Demographics: Location: Core Risks
Drate of Birth: ii/o1/2007 ) Cranio-facial anomalies I ( )
Place of Birth: Birth Hospital @ SR Exchange transhusion for elevated N -
GA: 39 'G' P Dillinuebin QJ
Birth Weight: 2300 utpatent Famihy he: of hearing loss M )
| ot MICU > 48 hours N —r
Other Risks (0) | 2
Primary Contact Details: View/Add Contacts (0] w
1
Ms. Jane Doe (Mother) Phone: 515-555-1212 1
100 Main 5t Language; English >
Anytown, IA 35555 o
o
Last Case Note: View/Add Case Notes (0) | —_
mD MOtE 3V aliabe 8
Patient Summary: Screening Summary: Tasks: jab)
| | o] Lok o
| | I | =
—+
| | — D’
)
Patient Professional Contacts: —t
[Mame |  ServiceType |  Phone |
view | | Bith Haspita | Birth Sereen Provider | |
Add Professional Contact |

Demographics — date and place of birth, gestational age and birth weight. To view or correct
demographic information, click the Edit Patient button.

Location — inpatient or outpatient

Core/Other risks — core risk information. The number of other risks the patient has is listed in
parenthesis behind Other Risks. To access the Other Risks section, click the Other Risks button.
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Primary Contact Details — primary contact information for the patient. This includes the primary
contact’s name, address, telephone number, relationship to the patient and language spoken. The number
of contacts for the patient is listed in parenthesis behind View/Add Contacts. To view or add contact
information, click the View/Add Contacts button.

Last Case Note — the last case note that was entered for the patient. The number of case notes for the
patient is listed in parenthesis behind View/Add Case Notes. To view, edit or add case notes, click the
View/Add Case Notes button.

Patient Summary — patient status (deceased, in process, refused, etc.) and nursery type (NICU or well
baby)

Screening Summary — the screening results for the patient. Test result information appears for each ear
according to the type of equipment that was used to perform the test. If the patient has not been screened
the area will be gray and ND (not done) will appear. If the patient has been screened, you will see a red
box labeled “Refer” or a green box labeled “Pass”.

Tasks -- tasks that need to be completed for the patient. This section tells you if letters need to be
produced, if a follow-up appointment is required or if contact information is required. If no tasks are
required for the patient, all three boxes will be gray. If a task is required, the box for the required task
will be red. If the task(s) has been completed, the box for the completed task will be green.

Adding a Patient Screen

To add a patient using the Patients tab:

) Main Area 1. Click on the Patients tab.
LIE# Patients 2. Click on add patient.
add patient
current patient
new search

Complete the following fields for the patient:

Last Name First Name Medical Record Number
Date of Birth Time of Birth Gender

Weight in grams (see Appendix G) GA: Gestational Age Status

Place of Birth Hospital Nursery

Race Ethnicity Core Risks/Other Risks

All fields with arrows next to them have drop down boxes with choices to select from. Click on the arrow and
the appropriate choice to complete the field.

Note: If the patient has no risk factors, click on Other Risks. At the bottom of the screen, select
Set all to No.
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Complete the following fields for the patient’s mother:

Last Name First Name Title (Ms/Miss/Mrs.)
Street Address City State

County Zip code Phone

Language

To select the mother’s resident county, click on the picture of the globe and select the appropriate county. If she
resides in another state, you must change the state here or it will default to lowa.

Note: In the case of an adoption, please list the contact information for the person responsible for the child at
hospital discharge. In this situation, list the birth mother’s information as a contact. Click on the check boxes
to remove birth mother as a primary contact which will prevent further follow-up. If follow-up is needed, IDPH
will follow-up with the person responsible for the child at hospital discharge. (i.e. Attorney, Adoption Agency)

Last Name: | First Name: |
1  Birth Cert. ID: | Medical Record No: |
Date of Birth: [12/19/2007 Time of Birth: [HR | [Mn 3]
Gender: Weight: I—{gj Order: nf
GA: I— weeks Status: | In Process V|
Place of Birth: Hospital: | Birth Hospital w |
orsery:
‘ Race: Ethmnicity:
‘ [ ]White [_]American Indian/Alaskan Native [ |Black [ |Asian [ ] Pacific Island [ ] Hispanic
Core Riske: :cr;:jfém bEﬁolchE nge nsfusion for elevated E;;—ih,r hot of hearing NICU = 48 hows
OtherRisks | [Unkeown W] [ Unkoown
Mother's Details:
Last Name | First Name: | Title: | Ms.  +
Street: | Phone: | o |
Apt No: | Language: | English W | (written)
City: | Other: Primary Contact
State: [1a— Send Letters
County: | @ .
Zip Code: |
Ssveand Finish | Saveand Add Comsar | Save and Add PCP/Medical Home | cancel |

Once you have entered the information listed above, click the Save and Add PCP/Medical Home button at the
bottom of the page to save the new patient information and add the provider’s name to the record.
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Adding a Primary Care Physician and/or Outpatient Services

IMPORTANT!: The infant’s primary care provider (PCP) is the health care provider who will provide on-
going care to the infant once the child is discharged from the hospital, birth center, other. It is not necessarily
the attending physician at the hospital. Completion of this field is required by law; therefore, each institution is
encouraged to have a policy regarding completion of this field.

To add a professional contact:
1. Under Step 1: Select a Service, click on the drop-down box to view a list of provider service types.
To select the primary care physician child will go to for ongoing care after hospital discharge, click on
PCP/Medical Home.

2. Under Step 2: Select Professional Contact, click on the radio button Search for Person. Click on
Locate Professional Contact.

[@ Demographics ‘ @ Hearing _ select 2 page bt I

Patient: Doe, Mary (Male)
Birth Cert. ID: Medical Record Mo.: 52426167

Patient's Professional Contacts:

e ame e Servica Type T ohone
T ™ Y Y N

Assign New Professional Contact:

Step 1: select A Service:
Use the drop-down list below to select the type of service you wish to assign a provider far.

| PCP ! Mediczl Home o |

Step 2: Select Professional Contact:

Please dick the 'Locate Professional Contact' button below to search for and select a professional contact to
assign to the patient's record. Once a contact has been located and is displayed below, you may didk the
'Save And Continue' button to add the professional contact to the patient's record.

choose one: (&) search for person () search for place (fadlity)

Locate Professionz] Contact I resst contact search I
Referral Date: | [E=1
Save & Return to Demographics Tab I Sawve and Add Ancther I Camosl I
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3. Type in the last name and first inital of the first name.
Note: If you have difficulty locating an individual, you will increase your chances by entering a part of the
person’s name rather than the entire name.

4. Click the Submit Search Criteria button.
5. Click the select button next to the correct professional contact’s name.

Patient Search: Locate Professional Contact:

Name: | o (Last name, First name)

wilkicard searches are permitted using the parcent symbol (g, Smite)

| PCP | Medical Home v |
Service:

] only display contacts with services?
Certified: all v

Street Address: |

Suite No.: |

City: |

State: 1A W
County: Select @ County *
Zipcode: |

Submit Search Criteriz

6. Verify the professional contact’s information displayed in step 5.

Patient Search: Locate Professional Contact:

ET Address Zipcode Certified
111 Sth Streat
11
select | Mzhoney, Megan{Dr.) Ces Maines 50314 M
I4
tatsl contacts found: 1 MODIFY SEARCH | NEL SEARCH I 'IPHELII 1 vl HEHT F I
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Patient: Doe, Mary (Male)
Birth Cert. ID: Medical Record No.: 52426167

Patient's Professional Contacts:

e hame T servicetype | phone |
B I R 1 S

Assign New Professional Contact:

Step 1: Select A Service:
Use the drop-down list below to select the type of service you wish to assign a provider for.

| PCP | Medical Home v |

Step 2: Select Professional Contact:

Please dick the ‘Locate Professional Contact’ button below to search for and select a professional contact to
assign to the patient's record. Once a contact has been located and is displayed below, you may dick the
'Save And Continue' button to add the professional contact to the patient's record.

choose one: () search for person () search for place (fadility)

Mahoney, Megan(Dr.)
111 9th Street

31

Des Moines

IA

50314

Edit Professional Contact To Search With reset contact saanch

Referral Date: I =~

| Save & Return to Demographics Tab I Ssve and Adc Another Czncel I

7. Click the Save & Return to Demographics button.

Note: If you cannot locate the professional contact after searching, add a case note which includes the name

of the professional contact and notify the State EHDI Coordinator for further assistance. There may be times
when you cannot find a physician because their address is still listed as “out of state” or it may indicate their
home address instead of the work address. The physician is the only one who can request a “change of address”
and it must be done through the lowa Board of Medicine Web site (lowa--http://medicalboard.iowa.gov) under
licensure or by calling (515) 281-5171. The EHDI program receives a monthly update from the board for
physicians and nurse practitioners.
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Adding Case Notes

To view/add case notes:
1. Click the View/Add Case Notes button.

[Er— (@ reomrs A - - EETIE—.

Patient: Doe, Mary (Female)

Edit Patient
Birth Cert. ID: NA Medical Record No.: 52426167
Demographics: Location: Core Risks
Crate of Birth: 11/01/2007F ® . Cranio-facizl anomalies M
Place of Birth: Birth Hospital Impatiznt Exchange transhusion for elevated ™
Gl 35 {:} B bilirusbin
Birth Waight: 2800 Elnsrand Famiby het of hasring loss M
I SEtI NICU = 48 howrs M
Other Risks (1) |

Primary Contact Details: WiewnAdd Contacts [n}ll

Ms. Jane Doe {Mother) Phone: 515-555-1212

100 Main S5t Language: English

Anytown, IA 55555

Last Case Mote: Wizw/Add Czss Maotes () |

o mote availzble

Patient Summary: Screening Summarry: Tasks:
Normal Hearing
e ] | T T T
RaeR | _wo | wo

Patient Professional Contacts:

[ Mame |  ServiceType |  Phone |
View | Ferco- | Bith Hospital | Birth Sorsen Provider | |

2. In the Patient Case Notes screen, click the Create General Note button.

eSP Handbook

lowa Department of Public Health August 2008



Patient: Doe, Mary (Female)
Birth Cert. ID: Medical Record No.:

Patient Case Notes Search Criteria:

search for: I

Eearchl'n:lﬂmﬁffaliia v|
S
edited from: [12/11/2007 [l to] Search Notes |

Patient Case Notes Search Results: Creste General Mote I

T

no motes wiere found for the oriteriz specified
_Coneel |
3. Inthe New Patient Note screen, type the new note in the text box.
4. Click the Save Note button.

Patient: Doe, Mary (Female)
Birth Cert. ID: Medical Record No.:

Mew Patient Note:

Created By: EHDI Trainer2l
Facility: General Hospital
Date Created: 12/15/2007

Patient will return for follow-up with grandparents, ﬂ

[

[348 characters remaining SaveNote | CharNoteTet | Cancel |

5. Click the Cancel button to return to the Demographics page.
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Patient: Doe, Mary (Female)
Birth Cert. ID: Medical Record No.:

Patient Case Motes Search Criteria:

search for: I

Eamhin:lﬂm}-'fa:iia vl
find notes by:
e e |12f11,-'2|:|n? |§|.|m| .| Search Notes

Patient Case Notes Search Results: Create Mew Mote |
EHDI TrainerZl I:HE.:I 12/18/2007 14:45:54

Patient will retwrn for follow-up with grandparents,

L
_Cancel |

The second tab at the top of the medical record is the Hearing tab. This tab contains:
Patient Outcomes — patient outcome information including the description of the screening results, the
status of the outcome and appointments needed (if any).
Screening Results — screening result information. The screening result information appears by screen
type, screener, ear tested and result of the test, test time and test performed. To add screening results
manually, click the Enter Manual Screening Results button.
Assessment — assessment data. To view/edit Assessment data or Amplification/Intervention data, click
the view/edit button next to the correct section.

Adding Exam Results Manually
Exam results can be added to a patient’s record manually or imported electronically from the screening
equipment.

Adding Exam Results Manually

To enter exam results manually:
1. Click on the Hearing tab at the top of the patient’s record.
2. Click the Enter Manual Screening Results button. This will bring up the “Add Hearing Exam” page.
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Patient: Doe, Mary (Male)
Birth Cert. ID: NA Medical Record No.: 52426167

Patient Outcomes:

T besoriwon | Smms | Appommem |

Assessment:
3. On the “Add Hearing Exam” page, make the appropriate drop-down selections for testing location,

4.

testing services provider, testing technique, technology employed and equipment used. See page 10 to
set defaults for your user name and facility to make this information appear automatically for each
patient.

Click on the drop-down box to enter results for the tested ear (i.e. pass, refer or technical fail).

Note: Technical fail (TF) should not be used for machine failure. TF can be used for a fussy baby, too much
noise in the room. TF should be used sparingly.

5.
6.

Select the appropriate test type, screener, and date/time of screen.
Click the Save button.

Note: If screening results are incorrectly entered, please contact the State EHDI Coordinator to override results.
Re-entering the correct results will appear as a second screen in the patient record and will inflate data used for
reports. See Appendix A for staff members’ contact information.
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Enter test results data:

Patient: Doe, Mary (Male)
Birth Cert. ID: NA Medical Record No.: 52426167

testing kocation

| In Patient v |
testing technigue

| DPOAE v |

testing services provider

| Birth Hospital v |
techmolooy employed equipmeant used
| BulX v| select equipment W

RIGHT €AR (R)

LEFT €AR (L)

| Fass W ™ |
nursery:  Well Bzby test hype: | Birth Screen W |
. date/time of —
SCPEEMEr: |Dau5sat, Lura P Ill;"DE.u"EEIEI? 09 :10:10 -
Save I Cancel I

7. Follow steps 1-6 to enter rescreen results.

The patient’s record will now show the hearing exam results in the Screening Results section under the Hearing
tab.

The results will also appear in the Screening Summary section under the Demographics tab.

Screening Results:

Enl—nlcnl=nl Ton TulT

view | Birth Soreen Daussat, Lura 1122007 S:10:10 AM

Enter Manual Sreening Resuls |

view | Birth Soresn Diaarssat, Lura L Refer

11/2/2007 9:10:10 AM OAE M

When all screening results have been entered, click on the Demographics tab and discharge the patient.
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Adding Exam Results Electronically

Importing test results via an electronic file from testing equipment is a task that needs to be done on a routine
basis. If your facility decides to import results, you will need to know
details about your screening equipment first (1. location of the test file; 2. 17 Main Area I
technology type; 3. equipment name).

E‘ Patients

To import from the Patient Tab: )
1. Click on the Patients tab. add F'E'n:'E“:_ "
2. Click on Import Test Results button. A

. . . . . new search
3. Verify location and select testing location details from the drop- e

down list boxes. current search results
4. Select test type and screener from drop-down list box. import test results «
5. Click the Browse button to locate the “Exam” file. patient journey
imported files

6. Click the Start Import button to process the “Exam” file. manage patient notes

Verify Location: [ Results For Birth Hospital
Location/Data Collection: testing location testing services provider
|aelact|c-caﬁ:-n v| |selact|:lc-'."|der *fl
testing technigue techinclooy employed Ecuipment used
| select technigue | W | | select technology | W | | select equipment | W
Test Type: select a test type W
Screener: Daussat, Lura W

File Location: Browse... |

Start Import Cancel |

7. Records found in the Import Test Results File page will display a list of patient names and exams.

If the records appear in the Test Results to Assign section, the records require additional data to be assigned or
the record does not exist in eSP™ and needs to be created.

The Test Results to Assign section contains records to assign and records to repair.

A record to repair contains details about the exam that do not match the information entered for test location,
test type or screener at the beginning of this exam import. A file may require repairing after it has been assigned.

eSP Handbook 28
lowa Department of Public Health August 2008



To repair a record:
1. In the Test Results to Assign section, click the repair button next to the patient record to complete.

2. An exam results page will appear. Verify that the testing location, technique, technology, test type and
screener are all correct.

3. Click the Save and Continue button to complete the processing of the record.
4 Repeat steps 1 — 3 until all records appear in the Test Results Successfully Processed section.

A record listed under Test Results to Assign cannot be located by eSP™. You can modify the search criteria to
look for the record, in case the name or medical record number vary slightly in the import details or create a
new record if one does not exist.

To assign a record:
1. Inthe Test Results to Assign screen, click the assign button next to the patient record to complete.

Records Found in Imported Test Results File:

File: \\srv-dociMyDocumentsfolderdaussat\My Documents'\Fake Exam Data'\colors 1.0z
Uploaded By: Daus=at, Lura

Test Results to Assign:

1
i
=
=
x
'8}
[

3, Baby 1021 R - | Pass 02002 2006 03:08:07 PM Crgussst, Lurs =2t to mo

Agus, Baby 1021 - L | Pass 0202 2006 03:08:08 PM Crgussst, Lurs St 1o o

i
i
(5]
=

T

Test Results successfully Processed:

view Bronee, Babnye 1022 - L | Refer 002 2006 03:08:09 PM Diaurssat, Lurs

R s

view Bronzs, Babny 1022 R - | Rafer 02002/ 2006 03:08:10 PM Crgussst, Lurs
view Bronze, Babny 1022 R - | Rafer 02002 2006 D:08:11 PM Crgussst, Lurs

view Bronze, Baby 1022 - L | Pas=s 02002 2006 Dh0E12 P zussat, Lurs

T
m
in
in

= Celzoon, Babny 1023 R - 02004/ 2006 Da:DE:13 PM Crgwssst, Lurs

Vi Celzdon, Babny 1023 - L | Pass 0002006 D4:08:14 PM anessat, Lurs

el e

2. Asearch page appears allowing you to search for the record in case it exists with slightly different
identifying details.
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Test Result Import Locate Patlent

) ]E'.ab-,- (Last name, First name)
rmitted wsing the peroent symbal (2.2, Smide]

Birth Cert. ID | Medical Record No. [1021

Date of Birth: born between: l ,! and !2.-"3.-"20'35 T|

Submit Sesrch Creriz | Creste New PatientRecod | Cancal |

Search Results:

T e —

SWVING DEt

L I R

= SENT

ST
L
wm
i

i

i
i1
7]
5]
(1]
L=
[

.

¥
i

1

H

ESUHTS, peasse Use T S = Ve C3be The 0o

Mo Patients Were Found. .. |

Patient not found in search

1. If patient does not exist or display as a search result, click the Create New Patient Record button.
2. Fill in the new patient details in the Add New Patient screen.

Exam results can be added to a patient’s record manually or electronically.

Patient found in search

1. If the patient does exist and is displayed in the search results section, click the Select button next to
correct patient name.

2. \ferify patient demographic details when the patient record appears.

(Last name, First name)

using the percent symbal (2,0, Smidt

Birth Cert. ID | Medical Record No. |

Date of Birth: born between: !— | and !4.-"5'.-"2'3':'7"
Submit Search Crteriz | Create New Patent Record | Cancel |

Sea rch Results:

Salerr | sample, grls 16579 3222007 Well Bzby

Select | Samples, Mango-BG 115500 382007 Well Baby

3. Inthe quick links drop-down box, located in the upper right corner of the screen, select current
imported file to continue working on the assignment of records for this import.

4. Repeat steps 1 — 3 until all records appear in the Test Results Successfully Processed section.

Note: For the records that did not need to be assigned or repaired and appear in the Test Results Successfully

Processed section, the exam import is complete. This means the patient record existed in eSP™ and the test
results were automatically linked to the record.
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Patient Discharge

Changing a patient from inpatient to outpatient status notifies eSP™ that the patient is no longer available for a

birth admit screening. It triggers the system to calculate the Birth Screening Outcome and determine if further
care is required.

1. To change a patient from inpatient to outpatient status: In the Demographics tab, click the Outpatient
radio button in the Location section.

Patient: Doe, Mary (Female)

Edit Patient
Birth Cert. ID: NA Medical Record No.:
Demographics: Location: Core Risks
Date of Birth: 11/01/2007 O ) Cranic-facizl anomalies M
Place of Birth: Birth Hospital Inpatient Exchange transfusion for elevatsd N
el p 29 i bilirubin
Birth Weight: 3800 ® outpatien: Famiby b of hearing loss N
| SE‘I NICU > 48 hours N
Orther Risks (1) |
Primary Contact Details: View/&dd Contacts {u}l
Ms. Jane Doe (Mother) Phaone: 515-555-1212
100 Main 5t Language: English
Arytown, IA 55555
Last Case Note: View/Add Case Notes (2) |

Patient will return for follow-up with grandparents,

Patient Summary: Screening Summary: Tasks:
[ Right | Left Letters To Produce

G Jra Tl 0RE | pas | Pass
aaeR | W | w0 |

Mo Appointments Required

Contact Info Mot Required but Present

Patient Professional Contacts:

(Mame | serviceType | Phone |

'u'iEWI Remove IGEﬂEliIanﬂiﬂ Birth Sareen Provider GEL-111-2232

View I Remowve IDu-l:lnr. Jo= (Dr.) PCP | Mediczl Home 333121111

Add Professional Contact |
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Hearing Screen Not Completed (Deceased, Refused, Transferred, etc.)

There may be times when a patient does not receive a hearing screening before leaving the facility. These
instances are infant death, parent refusal, transfer to NICU, missed screening, etc.

Infant Death

If a child dies, it is very important to mark the patient as deceased within the record. This activity will end all

reminders and complete this patient’s medical record.
1. Click on the Demographics tab and change patient location to Inpatient if patient status is outpatient.

2. Select Edit Patient.

3. Go to Status, select Deceased from the drop down menu.

Patient Information:
Last Name: |Due First Name: |Mar5.r
Birth Cert. ID: | Medical Record No.:  [52426167
Date of Birth: [11/01/2007 [E|-|  Time of Birth: HR % || MIN v
Gender: Female % Weight: 3800 (g
GA: |35 weeks Order: 1 W |of|1 |
Place of Birth: | Hospital + Hospital: Birth Hospital L
Hursery: Well Baby % Status: Ceceasad b
Race: Ethnicity:
|:| White |:| American Indian/Alaskan Native |:| Black |:| Asian |:| Pacific Island |:| Hispanic
Save & Return to Demographics Tab | Cancel

4. Select Save & Return to Demographics tab.

5. Change location to Outpatient.

Note: All babies born at the facility must be entered into eSP, even those who only live a few minutes. A good
rule of thumb is to put any infant into the database who will be issued a birth certificate.
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Parent Refusal

Although parent consent is not necessary to perform newborn hearing screening, parental objection to the
screening is valid. If a parent refuses to have their infant screened, it is very important to obtain a written
refusal from the parent or guardian and record the refusal in the patient’s record.
1. The birthing hospital, birth center, physician, or other health care professional shall obtain a written
refusal from the parent or guardian using IDPH’s refusal form.
Note: This form can be found on the EHDI Web site, http://www.idph.state.ia.us/iaehdi/professionals.asp or a
sample of the refusal form can be found in Appendix H.
2. The original shall remain in the infant’s medical record and a copy mailed to IDPH within six days of
the birth of the newborn.
3. Click on the Demographics tab and change the patient location to Inpatient if patient status is
outpatient.
4. Select Edit Patient.

5. Go to Status, and select Refused from the drop down menu.
Patient Information:
Last Name: |Due First Name: |I"-I'IE|r5.r
Birth Cert. ID: | Medical Record No.:  [52426167
Date of Birth: [11/01/2007 [E.|  Time of Birth: HR ¥ || MIN W
Gender: Female  w Weight: |33|:n:| (q)
GA: |39 weeks Order: 1 W |[of| 1 W
Place of Birth: | Hospital w Hospital: Birth Hospital v
Hursery: Well Baby Status: Refused W
Race: Ethnicity:
|:| White |:| American Indian/Alaskan Native |:| Blaclk |:| Asian |:| Pacific Island |:| Hispanic
Save & Return to Demographics Tab | Canczl

6. Select Save & Return to Demographics tab.
7. Change location to Outpatient.

Patient Transfer

There may be times that you need to transfer a patient to another facility. A patient may be transferred from your
facility to another facility to receive specialized care. You will also need to transfer a patient when a child is
referred for follow-up testing if they fail their hearing screen.
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To transfer a patient from your facility to another facility:

1. Click on the Demographics tab and change the patient location to Inpatient if patient status is

outpatient.

In the Patient Professional Contacts section, click the Add Professional Contact button.

3. Under Step 1: Select a Service click on the drop-down box to view a list of provider service types.
Select “Birth Screen Provider.”

4. Under Step 2: Select Professional Contact, click the radio button next to search for place (facility).
Then click Locate Professional Contact.

@ Demographics T@ Hearing

N

Patient: Doe, Mary (Female)
Birth Cert. ID: Medical Record Mo 11012007 md-Ir

Patient's Professional Contacts:

 Weme T servicetype | phone
e R R Y1 S R

Assign New Professional Contact:

Step 1: Select A Service:
Use the drop-down list below to select the type of service you wish to assign a provider for.

| Birth Sereen Provider v |

Step 2: Select Professional Contact:

Please didk the 'Locate Professional Contact' button below to search for and select a professional contact to
assign to the patient's record. Once a contact has been located and is displayed below, you may didk the
'Save And Continue' button to add the professional contact to the patient's record.

choose one: () search for person (8) search for place (fadlity)

Locate Professions| Contact | reset contact seanch
Referral Date: =
Save & Return to Demographics Tab I Save and Add Another Cancel

5. Type in a few letters of the facility’s name and click the Submit Search Criteria button. If it is an out
of state facility, make sure you change the state using the drop down box.
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Patient Search: Locate Professional Contact:

Facility Name: |main hosp

| Birth Screen Provider W |
] only display contacts with services?

Certified:

Service:

Street Address: |

Suite No.: |

City: |

State: IA v
County: Select a County %
Zipcode: |

6. Click the select button next to the correct facility. Verify the facility’s information.

Patient Search: Locate Professional Contact:

MName Address Zipcode Certified
1122 Main 5t
— | Mzin Hospits| '[’"A““"“:'“"“ 50000 N
Adzir
total contacts found: 1 MODIFY SEARCH I MEW SEARCH I 'IF'FtELII 1 vl HEXT b I
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Assign New Professional Contact:

Step 1: Select A Service:
Use the drop-down list below to select the type of service you wish to assign a provider for.

| Birth Sareen Provider

Step 2: Select Professional Contact:
Please dick the 'Locate Professional Contact’ button below to search for and select a professional contact to
assign to the patient's record. Once a contact has been located and is displayed below, you may dick the

‘Save And Continue' button to add the professional contact to the patient's record.

choose one: () search for person (8) search for place (fadlity)

Main Hospital
1122 Main 5t.

Anytown
IA

Adair
50000

Edit Professional Contact To Search With

reset contact seanch

Referral Date: I

=

Sawve & Retwrn to Demographics Tab

Save and Add Another Cancel

8. Click the Save & Return to Demographics Tab button. You will be taken back to the client’s record.

9. All contacts selected for the patient will appear in the patient’s record in the patient Professional
Contacts sections. To transfer the patient, click the Remove button next to the provider or facility that
will no longer have responsibility for the patient.

Patient Professional Contacts:

[Meme | ServieeType | Phone |

View | Remove

Gereral Hospital

Birth Soeen Provider

View | Remove

Mazin Hospitzl

Birth Sicreen Prowvider

fdd Professional Contact
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10. A message box, asking whether you want to remove your facility as a professional contact, will appear.
Click the OK button.

Windows Internet Explorer

> fre wou sure you wank bo remove yourself?
- By removing wourself, wou will no longer hawe access ko this patient.

Ik, | | Cancel

Other Not Screened

Should there be another reason that a birth screen did not occur (i.e. miss).

1. Enter the demographic information and immediately change the patient’s location to Outpatient. This
will remove the patient from the “birth screen” status and will require an outpatient screen.

2. Enter a case note (i.e. Equipment malfunction. Will retest at 2-week checkup.). See page 23 for
instructions on entering case notes.
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Chapter 4—Searching for a Patient

A patient search allows you to find a specific patient(s) based on criteria such as name, date of birth, medical
record number, or specific demographic details and screening outcomes.

Searching Tips
1. KEEP YOUR SEARCHING CRITERIATO A MINIMUM. Do not enter all the information you have
on the baby — try entering just the first or last name.

2. If you know the date of birth, you can enter in a range for that date. Simply enter the date of birth in
both boxes on the search page to find only the babies born on that day.

3. If you only know mother’s name, search using the demographics button on the patient search tab.

4. When searching for a physician, keep in mind that their city of residence may be different than where
they practice.

5. A physician may register his or her license under a different name than the name used at your facility.
For example, you may know Dr. Smith as Dr. Adam Smith, but his license may be registered under his
full name, John Adam Smith. It may be easier to narrow the criteria for a physician by searching by
city.

6. If you are unsure of the correct spelling, conduct a wildcard search. For example, you know baby’s
last name is Hansen, but it may have been entered as Hanson. Simply enter “Han” and all possible
combinations that start with those three letters will appear.

To search for a patient:
Click on the Patients tab.

O
=
jab)
©
—
1>
-
SN
I
I
2
@D
QD
=
®)
=.
-
«Q
—
o
-
QD
-
jab)
=
@D
=
—

[ﬁ sl 2. Click on new search.
5 patients 3. Inthe Patient Search Criteria screen, enter the desired
search criteria to identify a patient. Patient search criteria can
add patient include the patient’s name, medical record number, date of birth,
current patient and/or patient location. Note: The date of birth defaults to 90
new search days prior to day of search. This can be changed to widen or narrow
current search your search.
current search results 4. You can also search for a patient using advanced criteria such as
import test results « demographic information and test results. The end of this chapter
patient journey covers other ways to search.
impartad files 5. If Id lik ized search, click on
e i - If you would like to save your customized search, click on _Yes, save
this search” under Save Current Search and name the specific search in

the description box.
6. Click the Submit Search Criteria button.

Advanced Patient Search

You can also search for a patient using advanced search criteria such as professional contacts, demographic
information, patient status, test results and hearing risks.
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Search Using Demographic Information

To conduct an advanced search using demographic information:
1. Click the Demographics button.

Patient Search Criteria:

| - | (Last name, First name)

MName:
wilkicard seanches are permitted using the percent symbal (2.9, Smits)
Birth Cert. ID: | Medical Record No.: |
Date of Birth: born between: |09/08/2007  [=l| and| E=I

Confidential ID: |

Patient Location: Birth Admission: Nursery: check sl
O inpatient O in process [ well Baby

O outpatient @] complete [] nicu

@) either ®) either [1 other

Additional Search Criteria:
Use the buttons below to apply more advanced search criteria to your patient search.

Professional Contacts Demographics Patient Status Test Results Hearing Risks I

Submit Search Criteria |

2. Enter the demographic information you would like to search for such as gender, birth weight, patient’s
contacts, race and ethnicity.

Note: If the information you type is different from what was initially entered into eSP™, your search may
come up blank. Keep your search simple.

3. Click the Save button.
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Demographics Search Criteria:

Gender:

[] male

[] Female
[] Mot known

Birth Weight:

find patients weighing:

|at|eait v“ﬂ

[T&]
[T
3
L]

Patient's Contacts:
wikicard seanches are parmitted
using the percent symbol (2.9, Smits)

I last naime

I first name

I Jipoode

| Courty @]

Race:

[ wihite

[] american Indian/Alaskan Mative
[] Black

[] Asian

[[] Pacific Island

Ethnicity:
|:| Hispanic

Save I

Cancal

4. The search screen now shows that an advanced search for demographic information exists. (The Edit
Demographics button will appear highlighted.)
5. Click Submit Search Criteria when finished.
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Search Using Test Result Information

To conduct an advanced search using test result information:

1. Click the Test Results button.

2. Enter the test results information you would like to search for, such as results criteria, data to use, or
screening dates.

3. Click the Save button.

4. The search screen now shows that an advanced search for test result information exists. (The Edit Test
Results button will appear highlighted.)

5. Click the Submit Search Criteria button.

Patient Search Criteria:
Name: fl A (Last name, First name)
willdcard searches are permitted wsing the percent symbal (2.0, Smite)
Birth Cert. ID: | Medical Record No.: |
Date of Birth: born between: [09/19/2007  [Eh| and| E=

Confidential ID: |

Patient Location: Birth Admission: Nursery: check zl
G‘ inpatient 'D' in process D well Baby

O outpatient O complete [] nicu

® either ® either [] other

Additional Search Criteria:
IUse the buttons below to apply more advanced search criteria to your patient search.

Professionz| Contacts Demographics | Patient Status Test Resuhs Hearing Risks |
| Submit Search Criteria |
Save This Search ||
Saved Searches:
{Custom Search) Refer both Ears
Run selected search | Load selected search Delete selected search
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Test Results Search Criteria:

Results Criteria: Apply Criteria To:

Fass O right ear

[] refer O leftear

[1 Technical Fail O only one ear

[] Mot Tested (* one or both ears

1 Mot Required ) both ears

] Mot Appropriate EI

check =l I

Data To Use: Screening Dates:

(:) DPOAE find soreens performed between:
O ToAE

O AAR | | ana | =

-
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Search Using Patient Status Information
To conduct an advanced search using patient status information:

1. Click the Patient Status button.

Patient Search Criteria:

e || i | (Last name, First name)

willdcard searches are parmitted using the percant symbol (2.9, Smitc)

Birth Cert. ID: | Medical Record No.: |

Date of Birth: born between: |09/19/2007  [E| and| =l
Confidential ID: |

Patient Location: Birth Admission: Nursery: checkal

) inpatient O in Process [] wel Baby

O outpatient O complete [] nicu

®) either ® either [] other

Additional Search Criteria:
Use the buttons below to apply more advanced search criteria to your patient search.

Professional Contacts Demographics | Patient Status Test Resuhs Hesring Risks |
Submit Search Criteria |
Save This Search ||
Saved Searches:
[Cistom Search] Refes both Ears

Click on the option(s), in each box, you would like to search for.
2. Click the Save button.

3. The search screen now shows that an advanced search for patient status information exists. (The Edit
Patient Status button will appear highlighted.)
4. Click the Submit Search Criteria button.
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Patient Status Search Criteria:

Birth Screening Qutcomes: Dutpatient Outocomes:
Pzss Both ﬂ Pzzs Bath ﬂ
Pass Both - Monitoring Reguired IUnilzterz] Referal
Urilzterz] Referzl EBilzterz| Refamrsl
Eilzterz| Refemral Parentzl Report - Mormal
Mot Reguired Parentz| Report - Did Mot Pass
Mot Indicated Mot Reguined
Mo Soreen Cutcome Mot Indicated
Mizs=d Mot Attended
Crecessad Required - Mot Scheduled
Refused ||| | Required - Pending =]

dear all | select all |

dear all | select all

Risk Monitoring Qutcomes:

Mot Reguired

Mot Indicated

Mot Attended

Recuired - Mot Scheduled
Reguired - Pending
Reguired - Past Dus
Complete

Mizsed All

Missed Last

Audiological Assessment Outcomes:

Pass Both

Unilaters| Refemral

Bilatera] Referral

Parentzl Report - Mormal
Parentzl Report - Did Mot Pass
Mot Requined

Mot Tndicated

Mot Attended

Required - Mot Scheduled
Reguired - Pending

L [»

KN

dear all | select all |

dear all | select all

ENT Outcomes:

Early Intervention Outcomes:

Mot Reguired

Mot Indicated

Mot Atrended

Reguired - Mot Scheduled
Reguired - Pending
Required - Past Due
Drame

Mot Reguined

Mot Indicated

Mot Atrended

Required - Mot Scheduled
Required - Panding

Fequired - Past Dus

Drvome=

Make ECI referral

Parent Refused ECI Refemral
ECI Refersl Reguired

j
[

dear all | select all |

dear all [ selectall |

Contact Information:

Mot Requined
Decsssad

Reguired and Present
Reguired but mot Present
Mot Reqguired but Pressnt

dear all | selectall |

dear all | select sl |

Patient Dutcomes:

In Process

Mormal Hearing

Unilzterz| Hearing Loss - In Procsss
Mowed out of State

Deczasad

Refus=d
Lost Contact

=
|

[

dear all | select all |

Appointments:
find appointments betwesn:

| =] nt |

Save I
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Search Using Hearing Risk Factors

To conduct an advanced search using hearing risk factors:

1. Click the Risk Factors button.
2. Select the risk factors you would like to search for.
3. Click the Save button.

Risk Factors Search Criteria:

Search For The Selected Risk Factors:

|:| Apgar 04 3t 1 minute |:| Meurodegenarative Disorger

[ apgar 06 2t 5 minetes (] micu = 48 hows

[] Bacterial meningitis [] other postnatal infection

|:| Birth weight < 1500g |:| Critis media > 3 months {middle ear infection)
|:| Congenital infection |:| Crtotosic medications administened

I:l Cranic-faciz| zromazlies |:| Parentz| concern regarding hearing status

|:| Exchange transfusion for elevated bilinebin |:| PPHN associzted with mechaniczl ventilation
|:| Famiby hx of hearing loss |:| Syndrome

[ Hezd tnjury check all |

Risk Factor Totals:

search for patients with at least risk factors, and at most

Save I Cancal |

4. The search screen now shows that an advanced search for test result information exists. (The Edit
Hearing Risks button will appear highlighted.)

5. Click the Submit Search Criteria button.

6. The system will generate a list of patients who fit the search criteria. To select a specific patient’s record,
click the view button next to the patient’s name.

Birth Cert, IDJRT | [Medical Record Mo g | [hursery, B
view | smith, baby boy 90.00-28 11/04/2007 Wl Baby
wiew | buchholtz, zads TECADS 11042007 Well Baby
total patients found: 2 T-:--l:--:-l EXFORT HESLILTSI MODIFY SEARCH | MEW SERRCH | -lPF:EuI i vl HEXT b |
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Search Using Professional Contact Information

If you are interested in finding a provider in your area, you can conduct an advanced search using professional

contact information:

Patient Search Criteria:

Name: " A (Last name, First name)

wikdcard searches are permitted wsing the percent symbol (2.0, Smitt)

Birth Cert. ID: | Medical Record No.: |

Date of Birth: born between: [09/19/2007  [Els| and| =
Confidential ID: |

Patient Location: Birth Admission: Nursery: checkzl

C:' inpatient D in process |:| well Baby

@] outpatient @] complete [ nrcu

® either ® either [] Other
Additional Search Criteria:

Use the buttons below to apply more advanced search criteria to your patient search.

Professions] Contacts Dremographics I Patiant Status Test Results Hezring Risks
Submit Search Criteris

Save This Search ||

Saved Searches:

[Custom Saarch) Refer both Ears

Run selected search Load selected search Delete selected search

1. Click the Professional Contacts button.
2. Choose search by provider name or search by facility name.
3. Click the Locate Professional Contact to Search With button.
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Professional Contacts Search Criteria:

Selected Professional Contact

no professional contact selected to search with.

choose one: @ saarch by provider name 'I::} saarch by fadility name
Locate Professions] Contact To Search With

Services: (optional) Selecting a service from the list below will retrieve a list of patients currently receiving
the service from the above selected provider.

Save Cancel

4. Enter the professional contact information you would like to search for, such as name, service provided,
or address. Note: If you do not know the full name of the professional contact, you can enter a part of
the person’s name, and the system will do a “wildcard” search.

5. Click the Submit Search Criteria button.

Patient Search: Locate Professional Contact:

Name: | N {Last name, First name)

wikicard searches are parmittad using the percent symbal (e.g. Smite)

| Any v
Service:

[] only display contacts with services?
Certified: All W

Street Address: |

Suite No.: |
City: |
State: |18 v|
County: | Select a County * |
Zipcode: |
Submit Search Critesia |
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6. The contacts that match your search criteria will appear. To select a professional contact, click the select
button next to the name of that professional contact.

Patient Search: Locate Professional Contact:

Hame Address Zipcode Certified
1001 Veteran's Ave
select | Anderson, Greg{Mr.) R S0000 M

[a

7. \erify the professional contact information.
8. Click the Save button.

Professional Contacts Search Criteria:

Selected Professional Contact:

Anderson, Greg(Mr.)
1001 Veteran's Ave

Des Moines

IA

50000

choose one: (E) saarch by provider name O saarch by facility name
Edit Professional Contact To Seanch With

Services: (optional) Selecting a service from the list below will retrieve a list of patients currently receiving
the service from the above selected provider.

| Any v

Cave Camcel

9. The search screen now shows that an advanced search for professional contact exists. (The Edit
Professional Contacts button will appear highlighted.)
10. Click the Submit Search Criteria button.
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Searching for Late Onset or Progressive Hearing Loss

1. Click the Patient Status button.

Patient Search Criteria:

Name: " ; | (Last name, First name)
wikdcard searches are permitted using the parcent symbol (2.g, Smitc)
Birth Cert. ID: | Medical Record No.: |
Date of Birth: born between: |09/19/2007  [Eh| and| =
Confidential 1D: |
Patient Location: Birth Admission: Nursery: check sl
O inpatient O in process [ well Baby
O outpatient O complete [] micu
®) either ®) either [] other
Additional Search Criteria:
Use the buttons below to apply more advanced search criteria to your patient search.
Professiona] Contacts Demographics | Patient Stans Test Resuls Hesring Risks |
| Submit Search Criteria |

Save This Search ||
Saved Searches:
{Custom Search) Refer both Ears

Run szlected ssanch Load sslected seanch Dielete selected s2arch

2. Under “Birth Screening Outcomes,” select Pass Both.

3. Under “Patient Outcomes,” select Unilateral Hearing Loss — In Process, Unilateral Hearing Loss
— Complete, Bilateral Hearing Loss — Complete, Bilateral Hearing Loss — In Process by holding the
Control key down while clicking on each selection.
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Patient Status Search Criteria:

Birth Screening Dutcomes: Cutpatient Outcomes:
Pzzs Both ﬂ Pzzs Both ﬂ
Pass Both - Monitoring Reguired IUnilzterz] Referal
Lrilzterz] Referzl Bilzterz| Refamrsl
Eilzterz| Referal Parentzl Report - Mormal
Mot Reguired Parentz| Report - Did Mot Pass
Mot Indicated Mot Reguired
Mo Soresn Cutcome Mot Indicated
IMizz=d Mot Attended
Cecessad Required - Mot Scheduled
Refused || ||| Required - Pending hd

dearall | select sl |

dear all | select all

Risk Monitoring Outcomes:

Mot Reguired

Mot Tndicated

Mot Attemnded

Recuired - Mot Scheduled
Reguired - Pending
Reguired - Past Dus
Complete

Mizz=d All

Mizsad Last

Auvudiological Assessment Qutcomes:

Pass Both

Unilzteral Refeeral

Bilateral Referral

Parentzl Report - Mormal
Parentzl Report - Did Mot Pass
Mot Reguined

Mot Indicated

Mot Attended

Reguired - Not Scheduled
Required - Pending

S

KN

dearall | select all |

clear all | select all

ENT Outcomes:

Early Intervention Outcomes:

Mot Reguired

Mot Indicated

Mot Attended

Reguired - Mot Scheduled
Reguired - Pending
Reguired - Past Dus
Crone

Mot Reguined

Mot Indicated

Mot Attendad

Reguired - Not Scheduled
Required - Panding
Reguirad - Past Dus
Crome

Make BECI refemral
Parent Refused BECI Referral
ECI Refersl Reguired

j
H

dear all | select all |

dear all | select all |

Contact Information:

Mot Requred

Reguired and Pressnt
Reguired but mot Presant
Mot Reguired but Present

dear all [ select all |

dear all | select all |

Patient Outcomes:

In Process

Mormial Hearing

Unilateral Hearing Loss - In Prooess
Mowved out of State

Deczzses

Refussd

Lost Contact

=
N

=

dear all | select all |

Appointments:
find appointments betwesn:

| S| anc | =
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4. Click the Save button.

o

but

The search screen now shows that an advanced search for patient status exists. (The Edit Patient Status

ton will appear highlighted.)

6. Enter any other search criteria information.
7. Click Submit Search Criteria when finished.

Search for Babies Failing OAE but Passing AABR

E Main Area

E‘ Patients

This is a two part process. The first part will give you a list of all
children who passed their AABR in NICU.

add pat
current

new search

current
current

import test results «

patient journey
imported files
manage patient notes

ient

patient 1. Go to Patients tab, click on New Search.

search
search results

2. Click on NICU under Nursery.

Patient Search Criteria:

Name: | | (Last name, First name)
wilkicard searches are permitted using the percent symbol (e.g, Smits)

Birth Cert. ID: | Medical Record No. : |

Date of Birth: born between: |03/08/2007 £+ and | =i

Confidential ID: |

Patient Location: Birth Admission: NMursery: checkall
O inpatient O in process [] wel Baby

O outpatient O complete [] mIcu

(*) sither () either ] other

Additional Search Criteria:
Use the buttons below to apply more advanced search criteria to your patient search.

Professional Contacts Edit Demographics | Patient Status Test Resuls Hearing Risks

Submit Saarch Criteriz

3. Type in range of birth dates you wish to search.
4. Click on Test Results.
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Click on Pass under Results Criteria.
Click on AABR under Data to Use.
Click on Both Ears under Apply Criteria To.

©ONo O

Click on Save.

| Test Results Search Criteria:

check zll |

Results Criteria: Apply Criteria To:
Pass O right ear

[] refer O leftear

[] Tedhnical Fai O only one ear

[] not Tested & one or both ears
[ mot Required O both ears

|:| Mot Appropriate ﬂl

Data To Use: Screening Dates:
O DPOAE find screens performed betwean:
O ToaE
O anBr | B and | E=-
clear
Cave I Canel

9. Click on Submit Search Criteria.

To see which of these children failed their OAE:

1. At the bottom of the page of names, click on Export Results.

Birth Cert. IDJR| | [Medical Record N Jo vllﬂm v |

'.'iewl smith, baby boy o058 11/04/2007 Well Baby
view | buchhokz, zadz FEEADS 11/04/2007 Well Baby
'.'iewl Dos, Mary 11/01/2007 Well Baby

tots| FIETEI'IE fownd: 2 TI:I-I:II:II EXFORT HEELILTSI MODIFY ZEARCH I NEWL ZEARCH I { FREU I 1 W | HEHT b I
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2. Go to Build Export Fields List. Click on a field name, then click on the + sign. This will move that field
your report. For this search, use the fields: Patient’s Last Name, Patient’s Medical Number, Patient’s
Date of Birth, Screening Summary Right for OAE, Screening Summary Left for OAE, Screening
Summary Right for AABR, Screening Summary Left for AABR.

3. Click on the arrow next to file type and select Tab Delimited.

4. Click on Export File.

Export Fields Criteria:

Build Export Fields List:

available export fields: fields to include in exported file:
Inique Syestem Patient D Patient's Last Name
Currenthy Active Mewhorn Soeen Fadility 1D ﬂ + & | Patiznt's Madicz| Mo
Currenthy Active Newborm Soeen Fadility Manns Sareening Summary Right for OAE
Pztient’s Last Mame & - | Sareening Sumimany Left for OAE
Patient's First Name Soresning Summary Right for AAER
Patient's Madiczid Mo Soresning Summary Left for A ABR
Patient's Madical No
Pationt's Gender 4
szlect 2l | | edit | remove zll
Additional Export Information:
file type: Tab Delimited W

text to use for missing data: |
include header:

Custom Export Configurations:

save configuration:
saved configurations: "
|:| yes, save export configuration as

| (description)

inad | delet=

export file | cam:el|

5. This will bring up a list in Microsoft Notebook. This list will be much easier to read as an Excel
spreadsheet. Click and drag your cursor across all the information on the Notebook. Click on Edit, then
Copy.
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Patient’s Last Name” “Patient’s Medical No” “Screening Summary Right for OAE” “Screening

Summary Left for OAE” “Screening Summary Right for AABR” “Screening Summary Left for
AABR”
“Duck” “22334455”  “Not Used” “Not Used” “Pass” “Pass”

“SCHWAB” “006001234” “Not Used” “Not Used” “Pass” “Pass”
“Orlowski”  “006001978” “Not Used” “Not Used” “Pass” “Pass”

“Miller” “006004455” “Not Used” “Not Used” “Pass” “Pass”
“Quartermaine” “006004321” “Not Used” “Not Used” “Pass” “Pass”
“schmitt” “425267984” “Not Used” “Not Used” “Pass” “Pass”
“Leaf” “2687”“Not Used” “Not Used” “Pass” “Pass”

“kutsch” “452457541” “Not Used” “Not Used” “Pass” “Pass”
“leicht” “5821”"“Not Used” “Not Used” “Pass” “Pass”
“Brown” *0000007” “Pass” “Pass” “Pass” “Pass”
“kelly”*23232323” “Refer” “Pass” “Pass” “Pass”

“Henry” “8763251”  “Pass” “Pass” “Pass” “Pass”

“Williams”  “4444444”  “Pass” “Pass” “Pass” “Pass”

“Smith” “50456” “Pass” “Pass” “Pass” “Pass”

“Green” “7536951” “Pass” “Refer” “Pass” “Pass”

“bob” “T77777” “Pass” “Pass” “Pass” “Pass”

“Spooner” “65988563” “Pass” “Refer” “Pass” “Pass”

“dye” “111111” “Not Used” “Not Used” “Pass” “Pass”

“long” “654321” “Not Used”  “Not Used” “Pass” “Pass”
“mcintosh”  “0000000002” “Not Used”  “Not Used” “Pass” “Pass”
“Miller” “3190796”  “Not Used” “Not Used” “Pass” “Pass”
“Beaman” “78985969” “Pass” “Pass” “Pass” “Pass”

6. Open Excel. Place cursor on cell in upper left corner and click Edit, then Paste.
7. This will format the list so it is easier to read. You will see the results of the OAE and the AABR testing.

Screening Screening Screening Screening
Patient's Last Patient's Summary Right |Summary Left |Summary Right|Summary Left
Name Medical No for OAE for OAE for AABR for AABR
Duck 22334455 Not Used Not Used Pass Pass
sCHWAB 6001234 Not Used Not Used Pass Pass
Orlowski 6001978 Not Used Not Used Pass Pass
Miller 6004455 Not Used Not Used Pass Pass
Quartermaine 6004321 Not Used Not Used Pass Pass
schmitt 425267984 Not Used Not Used Pass Pass
Leaf 2687 Not Used Not Used Pass Pass
kutsch 452457541 Not Used Not Used Pass Pass
leicht 5821 Not Used Not Used Pass Pass
Brown 7 Pass Pass Pass Pass
kelly 23232323 Refer Pass Pass Pass
Henry 8763251 Pass Pass Pass Pass
Williams 4444444 Pass Pass Pass Pass
Smith 50456 Pass Pass Pass Pass
Green 7536951 Pass Refer Pass Pass
bob 777777 Pass Pass Pass Pass
Spooner 65988563 Pass Refer Pass Pass
dye 111111 Not Used Not Used Pass Pass
long 654321 Not Used Not Used Pass Pass
mcintosh 2 Not Used Not Used Pass Pass
Miller 3190796 Not Used Not Used Pass Pass
Beaman 78985969 Pass Pass Pass Pass
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Chapter 5—Editing Patient Information

Once a patient has been added to the eSP™ system, their specific information can be edited.

Using the Patient Record to Edit Information

) Main Area To edit information for patient at your facility:

I Patients 1. Click on the Patients tab.

2. Click on new search.

add patient . L. .

current patient 3. Inthe Patient Search Criteria screen, enter the desired search

new search criteria to identify a patient.

e b 4. Select a patient record to edit by clicking on the view button

current search results .

import test results « next to the patient’s name.

patient journey

imported files

manage patient notes

v v v = ~

wiew | smith, baby boy 990028 11/04/2007 Well Babry
view | buchholz, zads TECADD 11/D/2007 Well Babny
view | Dos, Many 11/01/2007 Well Baby
total patients i_:,_p:: 3 TI:I-I:IIZII EHFORT HESLILTSI MODIFY ZEARCH I NELW ZEARCH I I 1 *ul"l |

5. To edit information in the patient’s record, click the button that corresponds to the section you would
like to edit.

Editing Demographic Information

To edit demographic information:

1. Click the Edit Patient button on the patient name bar. This allows you to edit the patient’s
demographic information
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r@ Demographlcs ‘ @ H-uﬂrq

Patient: Doe, Mary (Female) Edit Patient
Birth Cert. ID: NA Medical Record No.: 52426167
Demographics: Location: Core Risks
Date of Birth: 11/01/2007 ® . Cranio-facizl anomalies M
Place of Birth: Birth Hospital Inpatiznt Exchange transfusion for elevated M
GA: 39 {:} . bilirusbin
Birth Wight: =800 ElnE e Famiby he of hasring loss M
I SHI MICU = 45 hours M
Other Risks (0} |
Primary Contact Details: Wiew Add Contacts {u}nl
Ms. Jane Doe (Mother) Phone: 515-555-1212
100 Main 5t Language: English
Anytown, IA 55555
Last Case Note: Wisw/Add Cass Motes (0} |
ro mote availzble
Patient Summary: Screening Summary: Tasks:
[ Righe | ikt |
CEE I | T T T
_Aser ] WD ] D |
Patient Professional Contacts:
Thame | SemviceType | Phone
wiew | Fercu- | Bith Hospital | Birth Screen Provider | |
Add Professional Contact |

2. Enter the correct demographic information and click the Save & Return to Demographics
Information Page button.

Patient Information:

Last Name: II:H:-e First Name: |Mar-_.r

Birth Cert. ID: | Medical Record No.: |

Date of Birth: [11/01/2007 Time of Birth: [HR »|[mIn v
Gender: | Female w | Weight: W ()

GA: IFWEEkS Order: |1 V|n1"|1 Vl

Place of Birth: Hospitak: | Birth Hospital v |
Nursery: Status: | Normal Hearing b |

Race: Ethniciby:
|:| White |:|Arruerican Indian/Alaskan Native |:| Black |:| Asian |:| Pacific Island |:| Hispanic

Szve & Retwrn to Demographics Information Page I Cancel I
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Editing Contact Information

To view/add contact information:
1. Click the View/Add Contact(s) button in the Primary Contact Details section.

Patient: Doe, Mary (Femala) Edit Patient
Birth Cert. ID: NA Medical Record No.: 11012007 md-Ir
Demographics: Location: Core Risks
Date of Birth: 11/01 /2007 . Cranio-facial anomalies u
Place of Birth: General Hospital {E} R Exchange transhusion for elevated wu
GA {:} - bilirasbin
Birth Weight: nfa LT R Famiby hoo of hearing loss wu
I SHI NICU = 48 howrs wu
Other Risks (0) |
Primary Contact Details: Wiew/Add Contacts (0]
no primary contact info Fhone: no phone data
Language:
Last Case Note: Wicw Add Case Motes (i) |
no note awailable
Patient Summary: Screening Sumnmary: Tasks:
Lefe
o I | I T T
[Museny  |wellBaby  J§ AsBR | wp |  mD |
Patient Professional Contacts:
Prame 1 ServiceType | Phome
"""E""'I Remawe Ilﬁﬂgﬂw " Birth Screen Prowider |

a. If NO current contact exists, click the Contact’s Details drop-down box to select the contact’s
relationship to the patient. Enter the contact’s information. Click the Save and Continue button.
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Patient: Doe, Mary (Female)
Birth Cert. ID: Medical Record No.: 11012007 md-Ir

Contact's Details: | Mother LT
Last Name: | First Name: | Title:
Street Address: | Phone: I o |
Apt. No.: |
= | Language: | English ~ | (written)
State: | Other: Primary Contact
County: | i@ .| Send Letters
Fipcode: I
Sawve B Return to Demographics Tab I Sawve and Add Ancther I

Cancel I

Patient Contacts:

Name Relationship Phone
o oontact information has been fownd

b. If a PREVIOUS contact exists, click the Add Contact button to access a new contact information
page. Note: Make sure only one contact exists as the “primary” contact. All can be listed, but only
one as primary as this is who the EHDI program will contact for follow-up.

Patient: Doe, Mary (Female)
Birth Cert. ID: Medical Record Mo.:

Contact's Details: | Mother -
Last Name: |Dee First Mame: [Jane Title:| Ms. v
Street Address: [100 Main St Phone: |515-555-1212 2|
Apt. No.: | Language: | English ~ | (written)
City: |Anytown Other: Priay Comtect
State: [1a— Send Letters
County: | @ .
Fipcode: |55555
Szve =nd Continue |  Add Contact | Exit|
Patient Contacts:

hame T Relatonship |
] poiee | N ) B
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i. Enter the information for the new contact. If a contact lives in a different and county, click on the

picture of the globe and select the appropriate state and county. The state will default to lowa on
this screen.

ii. Click the Save and Continue button to save the new contact information and return to the
patient’s Demographics tab.

[Frp [y ]

Patient: Doe, Mary (Female) Edir Patiant
Birth Cert. ID: A Medical Record Mo.: 52426167
Demographics: Location: Core Risks
Date of Bith: 11/ 01/ 200F & . Cranic-Facial anomalies ™
Place of Birth: Birth Hospital Iyl Exchamge transfusion for elevated M
LT 20 G - bilirusbim
Birth Wisight: =S00 e Famihy het of hesring loss M
I SEtI NICU = 48 howrs I}
Other Risks (o) |
Primary Contact Details: Wi Add Contacts {n}l
Ms. Jane Doe (Mother) Phone: 515-555-1212
100 Main St Language: English
Anytown, IA 55555
Last Case Note: View/Add Case Motes (0] |
o ot awailsble
Patient Summary: Screening Sunnna ry: Tasks:
Normal Hearing | might | Lefr |
[Goeee Jean W CAE | pase | Pase
IEEECT TR T
Patient Professional Contacts:
Friame T servicetyee | Phome
View | Ferou- | Birth Hospital | Birth Scresn Provider | |
Add Professionsl Cortsc |

c. IfaPREVIOUS contact exists and you need to change information for the contact, click the View/
Add Contacts button.
i. Chose the correct contact and make the necessary changes to the contact’s information.
ii. Click the Save and Continue button.

Patient: Doe, Mary (Female) =
Birth Cert. ID: Medical Record No.:

Contact's Details: | Mother -
Last Name: [oe= First Name: [Jane Title:
Street Address: [100 Main St Phone: [515-555-1212 2. |
Apt. No.: | Language: | English » | (written)
City: [anytown Other: Primary Contact
State: [ta— Send Letars
County: | @ .|
Zipcode: EEEEE
Sawve and Continue |  add contact | Exit]

Patient Contacts:

Trame T etatonshie T pnone
O [ooe ore | wese | mssson |
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2. If the contact is not the primary contact, uncheck the boxes marked “Primary Contact” and “Send
Letters.”

Note: If the infant’s mother will not be the primary contact (e.g. baby being adopted or going to foster care), do
not delete her as a contact. Uncheck the “Primary Contact” and ““Send Letters™ boxes. See Step 2 above.

Editing Case Notes

To edit an existing case note:
1. Click the View/Add Case Notes button.

@ Demographics @ H-uﬂrg
Patient: Doe, Mary (Female) Edit Patiant
Birth Cert. ID: NA Medical Record No.: 52426167
Demographics: Location: Core Risks

Date of Birth: i1/o01/2007 i Craniofacial zromazlies M

Place of Birth: Birth Hospital @ R Exchange transfusion for elevated M

Gh: 29 {:} i bilirubin

Birth Weight: 3800 Sl Famihy he: of hearing loss N

| EI NICU > 48 hoars N
Other Risks {0] |

Primary Contact Details: Wiew/ &dd Contacts {n}ll
Ms. Jane Doe (Mother) Phone: 515-555-1212
100 Main 5t Language: English

Anytown, IA 55555

Last Case Note:

View/Add Case Noes (0} |
no note available

Patient Summary: Screening Summary: Tasks:
SRahe | Lt Letes To roducs

e R

| OAE | Pass | Pass |
| _aser | mp [ mD

Mo Appointments Required

Contact Info Not Required but Present

Patient Professional Contacts:
Mhame | SeviceType | Phoe
View | Rerove | Bith Hospital | Bith Screen Provider
Add Professionzl Contact
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2. Remove the date in the “edited from:” line and click on Search Notes.
3. Click the edit this note button next to the case note to be revised.

Patient: Doe, Mary (Female)
Birth Cert. ID:  Medical Record No.:

Patient Case Motes Search Criteria:

search for: I

search |'n:| all vy Facilities w |
———
edited from: [12/11/2007 [Ble| 1o [&l.| Search Nows |

Patient Case MNotes Search Results: Create Mew Note |

—

| 12/15/2007 14:45:54

EHDI Trainer21 (Ms.)

Patient will return for follow-up with grandparents,

e
_Gancel |

4. Type in the revision. Click the Save and Return button.

Patient: Doe, Mary (Femalea)
Birth Cert. ID: Medical Record MNo.:

Edit Patient Note:

Created By: EHDI Trainer2l (Ms.) Edited By: EHDI Trainer2l
Facility: General Hospital

Facility: Gensrsl Hospitsl
Date Created: 12/18/2007 Date Edited: 12/15/2007

Mote Text:

Patient will return for follow-up with grandparents, 12/1/2007 ﬂ
hd

II-I:B: chiaracters

Sawe and Return I Clear Mote Text I
Retwrn To Case Mobes I
MNote History: (most recent first)
& Patient will retunn for follow-up with grandpanents.,
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5. Click the Cancel button to return to the Demographics page.

Editing Core Risk/Other Risk Information

To edit core risk/other risk information:
1. Click the Other Risks button.

o @ )

Patient: Doe, Mary (Female) Edit Patient
Birth Cert. ID: NA Medical Record No.: 52426167

Demographics: Location: Core Risks
Date of Birth: 1i1/o1/2007 ® . Cranio-facial anomalies M
Place of Birth: Birth Hospital Impatiznt Exchange transhusion for elevated M
Gl 29 {:} - bilirusbin
Eirth Weight: =800 (RS Famihy hx of hearing loss M
I SEtI MICU = 48 houwrs M
Other Risks (0) |

Primary Contact Details: Wiewn/ Add Contacts {n}l

Ms. Jane Doe (Mother) Phone:
100 Main St Language: English
Arnytown, IA 55555

515-555-1212

Last Case Mote: Wiz Add Cass Motes (D) |

o mote availzble

Tasks:

Patient Summary: Screening Summary:

: [ Righe | Lok

S p=== | Pass
A ———————

Patient Professional Contacts:

hame | ServieeType | Phone |

view | Re--c.- | Birth Hospal | Birth Screen Prowider | |
Add Professional Contact |

2. Select Yes, No, or Unknown from the drop down menu next to each risk indicator. You can also use the
tab key to move from drop-down box to drop-down box. Once the box is highlighted you can type in Y
for Yes, N for No or U for Unknown. Select “Set all to No” when there are no risk factors.

3. Click the Save and Close Window button.
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Risk Factors Color Key:
Core Natisnal Local

Cranio-facial anomalies

Il

Family hx of hearing loss Ne W
MICU > 5 days Mo W
Apgar 0-4 at 1 minute (e w
Apgar 0-6 at 5 minutes (Mo
Bacterial meningitis ] -

Birth weight < 15009
Congenital infection

il

Head Injury Mo b <]
Meurodegenerative Disorder ] -

Other postnatal infection
Otitis media = 3 months [middle ear infection)

il

Otatoxic medications administered =] -
Parental concern regarding hearing status M .
FPHN associabed with mechanical ventilation M J!'.*-.

Syndrome |

E

sstalltc Mo | Save and Close Window | Cancel and Closa Window |
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Chapter 6—Letters, Reports and Other Tasks

View and Print Letters

Letters that have not been printed will be displayed on the Generate Letters page. Generating letters does not
print them but it creates a Microsoft Word document that may be printed at any time. Multiple patients and
letter types may be selected to include in the document, as Microsoft Word will place a page break between
each letter to ensure separate letters are printed.

To generate letters: ®
lick on th b QjJ
1.Click on the Letters tab.
E Main Area _ e
2.Click on generate letters. —t
') Patients T _ _ )
3.To select individual patient letters, place a checkmark in the box next to -y
L) Professional Contacts the patient’s name and letter topic to print. (@)
7 Lefters 4.Click the Generate for Selected Patients Only button to generate letters :
for only those patients marked with a check. —
assign letters . . D
generate letters 5.The View Letters page will appear. —
view letters « D
liky -~
iDrary _SD
D
3
reegan Weber SRR Birth Admit - Pass One Riecords :
w
|:| joe smith 4321 Birth Admit - Pass One Riecords QD
-
|:| Joy Johnson 13579 13579 Birth &dmit - Pass Cne Records o
[l ater 7263365 Birth Acmit - Pass One Fzconds —
o
|:| jeft smith Brth Admit - Pass One Reconds -
Jess Kongshaug 3196681632 Erth Acmit - Pass One Reconds QD
wn
Babry Boy Big CE015%7E Eirth Admit - Pzss One Reconds 5
|:| Juliz Wilson 4575833 Birth Admit - Pass Neither Riecords
Generate for Selected Patients Only
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To view and print letters:

1. Click on the Letters tab.

E Main Araa
2. Click on view letters. .
') Patients 3. Click on the Word document icon = next to the correct date and time of
() Prefessional Contacts generated file.
E‘ Latiers

assign letters
generate letters
view letters =
library

.

Listed below are the letters you have created, If the letter status is 'completed’, this letter is available for viewing
andjor printing.

Documents since: |12.."1EI.|"2IIIIII]" .,| Filter Date |

Status Patients Info Usep Submitted
Complete Big.Wilson # Trainer21, EHDI 12/18/2007 3:18:34 PM
Complete Weber, Mater, Kongs... 7 Trainer21, EHDI 12/18/2007 3:18:03 PM

4. Select “Open this File from its current location” and click OK to view the document.

Secure Download

Downloaded: http://www.oz-systems.com/iowa/Letters/PrintLetters.aspx?a=on Filename:jobl.doc

Downloading file SUCCESS
Size: 502 KB.

Scanning with BitDefender SUCCESs
(2007 12-18 19:59)

Scanning with Norman SUCCESS
(2007-12-18 16:51)

Result:

Mo threat detected.

| Back || Saveto disk

5. In the open Word document, select the File option located in the upper left hand corner of the screen.
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6. Select the Print option.

Follow-up Appointments

Patient records requiring Outpatient, Risk Monitoring, or Audiological Assessment testing will display as a red
appointment(s) reminder in the Patient Summary section of the Demographics tab.

To document the appropriate follow-up appointment(s):
1. Click on the Patients tab.
2. Click on patient journey.
3. In the Appointments section, click the button that corresponds to the appointment type(s) you need to

make.
PATIENT PROTOCOL
4dd Patient HERE Edit Patients
2 Patients I S neRe -:" I
add patient

current patient

new search

current search
current search results
import test results
patient journey =
imported files
manage patient notes

Help

4. Select the patient that you would like to make an appointment for by clicking the view button next to the
patient’s name.
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Erth G 100

view | Barkemaz, GrlA ESSE5ES 782592273 D6/25/2004 NICU
view | Barkemaz, GrlB 4E2DES44EE 48523255454 06/29/2004 NICU
_view | Callow, Jessica 456123 D&/28/2004 well Baby
view | Car, Baby boy M7eEe 08/27/2004 Well Baby
view | Grell, Alissa SESESES D6/25/2004 Well Baby
_view | Jones, Boy 0002 D6/27/2004 NICU
view | mepgers, deena 128578h 12/07/2006 Well Baby
view | Modate, KP1 ND-KP1 D6/20/2004 Well Baby
view | solomon, Zoe 1258¢ 65 O7/04/2004 NICU
_view | Tyler, Bay E523£% 07/02/2004 well Baby
ttal paents found: 10 10:00 sveon resurs |_vooiey seancn | new sanon | <o [1 v e |

5. Click on the Hearing tab at the top of the patient’s record.
6. Click the edit button next to the correct appointment to make.

Patient: Barkema, Sarah (Female)
Birth Cert. ID: NA Medical Record No.: 589632359

Deccription Status

Bith Soreen

Appointment
Missad

Required - Not Scheduled
Risk Maonitaring
Andiclogical Assessment

=

Contact Info

|§||||i||§
;
ﬁ

=105

7. Select the date and time of the appointment, the due date of the appointment and any notes associated
with the appointment.
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Patient: Barkema, Sarah (Female)
Birth Cert. ID: Medical Record No.: 589632359

Patient Professional Contacts:
HName Service Type Phone

(@) Genersl Hospitsl Birth Screen Provider

Appointment Date/ Time: ||12f15fzuu? =l vr || MIn % | min)
Appointment Due Date: || =]~
o =]
[~
[10247 characters remaining Clear Desaription_ |
Save & Return to Hearing Tab | cancel |

8. Click the Save & Return to Hearing Tab button.

Reports

Annual Birth Admission Screening or Aging Report

The eSP™ data system allows users to run reports to provide data for their quality assurance programs. Annual
reports show the number of children screened at each facility and can be used to monitor the miss and refer
rates. Aging reports show the age intervals at which children are screened.

To run a report:

1. Click on the Reports tab.
2. Click on type of report you wish to run (annual or aging).
3. Select the appropriate year if you are runing an annual report. 1f you

Date of Birth range.

= reports

annual report setup =
aging report setup

are running an aging report, enter the time frame of your search under the
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Custom Report Configurations: Annual Reports

current: Temp Report Search (temporary report configuration])

report to run: | Annusl Bith Admission Screening [+ report year:
saved configurations: sawve current configuration?

] yes, save this configuration
| {Fesanipfion)
run configuration | edit| dekete | @ no, do not save

Reports Search Criteria:

Name: | el (Last name, First name)

wildcand searches are parmitted wsing the parcent symbol (2.9, Smite)

Medical Record No.: | Birth Cert. ID: |

Confidential ID: |

Date of Birth: o between: | E-| and| =l-
Patient Location: Birth Admission: Hursery: check sl
'i:}' inpatient '::::' in process |:| well Baby

] outpatient [ ] complete 1 MIcu

& either 2 either ] other

Additional Search Criteria:
Use the butbons below to apply more advanced search criteria to your patient search.

Professionzl Contacrs Drenographics Patient Status Test Results Heazring Risks

Run Report

Click on the Run Report tab at the bottom of the page.

You will get a security prompt at the top of the page, typically in yellow, click on the prompt, select
Download File.

6. You will then get a prompt, Do you want to open or save this file? Click open. The report will appear.

Definitions for Birth Admission Screening Report

Needed: The number of babies born that needed a hearing screen. Babies who died before screening or
whose parents refused testing will not be counted.

In Process: The number/percent of babies whose birth screen is not yet complete.
Done: Babies who have screen results on their record.

Pass Both: Babies who passed in both ears.

Refer: Babies who referred in one or both ears.

Missed: Babies who did not receive a hearing screen before discharge.

Needing Follow-up: Babies who missed or referred.
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Definitions for Headings on Age of Follow-up Report

In Process: The number/percent of babies whose birth screen is not yet complete.

Receiving follow-up: Babies who have follow-up results entered. Note that this category separates the
babies classified as BA missed and those classified as BA failed (refer).

Both Pass: Babies who are cleared for significant hearing loss in both ears

Lost to follow-up: Babies whose outcomes have been set to “lost” by the clinician (typically babies/
children considered lost to follow up).

DX needed: Babies who have not passed a follow-up screen and need additional assessment to
determine if hearing loss is present.

Missed Search - Children Who Missed Hearing Screen

If you want to find out the names of the children who show up as missed on your annual birth admission
screening report, run the following search:

1. Click on New Search.

2. Under date of birth, select the date range you wish to locate the children who were missed. You can do
this for a month or year. Enter the dates.

3. Click on Patient Status.

Under Birth Screening Outcomes, select missed and then click on Save at the bottom of the page. It will
take you back to the patient search criteria screen where you will see the Patient Status button changed to
Edit Patient Status and it will be a yellow or greenish yellow color indicating you have criteria selected.

Click on Submit Search Criteria.
You will get a list of babies that meet that criteria (missed).

Patient Search Criteria:

Name: || ; | [Last name, First name)
wildcard seanches are permitted using the percent symbol {e.g. Smi%s)
Birth Cert. ID: | Medical Record No.: |
Date of Birth: born between: ||:|5'.-" 19/2007 "| and | -
Confidential ID: |
Patient Location: Birth Admission: Nursery: check sl
{:‘-‘ inpatient {:} in process |:| well Baby
O outpatient O complete [ nIcu
® either ® either [] other
Additional Search Criteria:
Lse the buttons below to apply more advanced search criteria to your patient search.
Professionzl Contacts Demographics Patiant Status Test Results Hearing Risks |
Submit Search Criteria |
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To-Do Lists

This section allows you to print lists of patients from eSP™. These lists may contain patients requiring
screenings to be performed or appointments to be scheduled.

To print to-do lists:

1. Inthe Menu Tabs, click on the Patients tab.

2. Click on patient journey.

3. Inthe Screen Patients section of the patient journey, click the button that corresponds to the
type of screening to-do list(s) you would like to print.

5 patients

Add Patient |

add patient

current patient

new search

current search
current search results
import test results
patient journey «
imported files
manage patient notes

In Patient

Help

wellBsby | mICU

PATIENT PROTOCOL
START HeRe L,

SCREEN
PATIENTS

I*

Edit Patients

Out Patient |

OP Sarsening | Risk Meritoring |

Import Test Resuls

L g

APPOINTMENTS

Ot Patient Sareening |
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4. Inthe Appointments section of the patient journey, click the button that corresponds to the type of
appointments to-do list(s) you would like to print.

5. Click the TO-DO button at the bottom of the list.

6. Click on the Print List (click here to print this list) link. Click the Print button.

Birth Cert. ID RS

BithDate [R'a

view ES9E5ES 782592271 DE/29/2004 NICU
view 4E2DES44EE 45523255454 06/29/2004 NICU
_view | Callow, Jessica 456123 D&/28/2004 well Baby
view | Car, Baby boy M7955 DE/27/2004 well Baby
view | Grell, Alissa SEGEGEY 06/25/2004 Well Baby
_view | Jones, Boy 0002 D6/27/2004 NICU
view | megoers, deena 125678h 12/07/2006 Well Babry
view | Nodate, KP1 ND-KP1 06/20/2004 Well Baby
view | solomon, Zos 1258 24EE 07/04/2004 NICU
view | Tyler, Boy BE23£8 07102/ 2004 well Baby

total patients found: 10

Print List (click here to print this list)
Close Window

Name Birth Cert, ID Medical Record lo. BirthDate Loc. Group
Barkema, GirlA 8596985 7R8I 06/(29/2004 NICU
Barkem, GilE 4820654485 49513055454 06/23/2004 NICU
Callow, Jessicz 45610 05/28/2004 Wel Baby
Car, Baby boy M79%9 06/27/2004 Well Baby
Geell, Az SE3E9E9 06/25/2004 Wel Baby
Jones, Bay 0ol 06/27/2004 NICU
meggers, deena 12567%h 120772006 Wel Baby
Nodate, KP1 ND-KP1 06/20/2004 Well Baby
soloman, Zoe 1258 88 07/04/2004 NICU
Tyer, Boy 85139 07/02/2004 Wel Baby

Total patients found: 10 it .M
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Appendix A—EHDI Staff

For questions about the EHDI program or the eSP data system, contact:

Tammy O’Hollearn, State EHDI Coordinator
lowa Department of Public Health
Bureau of Family Health
Lucas State Office Building
321 East 12th Street
Des Moines, 1A 50319-0075
Telephone: (800) 383-3826
Fax: (515) 242-6013
Email: tohollea@idph.state.ia.us

or

Erin Tokheim Kongshaug, EHDI Project Coordinator
University of lowa Child Health Specialty Clinics
lowa Department of Public Health
Bureau of Family Health
Lucas State Office Building
321 East 12th Street
Des Moines, 1A 50319-0075
Telephone: (800) 383-3826
Fax: (515) 242-6013
Email: erin-kongshaug@uiowa.edu

EHDI Web site: http://www.idph.state.ia.us/iaehdi/default.asp

For questions about newborn hearing screening equipment or other audiology issues, contact:

Lenore Holte, Senior Ph.D., CCC-A
Senior Project Audiologist
Speech Pathology and Audiology
Center for Disabilities and Development
100 Hawkins Drive
lowa City, |A 52242-1016
Telephone: (319) 356-1168
Fax: (319) 356-8284
Email: lenore-holte@uiowa.edu
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Appendix B—Computer Equipment Guidelines

In response to requests from providers, the following suggestions are provided for agencies to use when
purchasing new computer equipment. While eSP™ may function well with standards less than specified, we
recommend this baseline on new purchases. These are only guidelines. The lowa Department of Public
Health does not recommend or require any particular brand, model of computer or related device. Each
agency contract with the lowa Department of Public Health identifies a number of computer equipment
requirements. Refer to your current contract to identify specifics.

Minimum Requirements - Computers
> Processor Type: Pentium 4. There are no known issues with other processor types (e.g. Intel Celeron or
AMD Athlon), but choosing the original processors may assure that issues do not arise.

» Processor Speed: 1.5 GHz

» Memory Size: 256 megabytes

» Hard Disk Storage: At least 20 gigabytes

» Monitor: 17” with, at most, a .28 dot pitch. Larger monitors are available for a little more, but may be
too large to fit in some office settings. The smaller the dot pitch number, the crisper the image should be.
Unfortunately monitor specifications do not always accurately reflect image quality.

» Modem (if needed): At least 56 kilobits per second. Almost all modems sold today are 56K.

» Operating System: Minimum requirement is Windows 2000; however eSP will also work on Windows XP.

» Net Framework 1.1 (up to date with all service packs)

» Adobe Reader 7

Minimum Requirements - Printers

For black and white use in an office, a laser printer is preferable. Inexpensive inkjet color printers are
available, but may not be suitable for heavy use in an office. For most offices, laser printers for most work
and an inkjet color printer for occasional color printing could be a good combination. Historically, laser
printers from Hewlett Packard Corporation have had few compatibility problems and have proven reliable.
In choosing a printer, availability of tech support and access to toner, ink and other consumables should be
considered.

S9d1puaddy

Minimum Requirements - Internet Service

Most communities have 56K dialup modem access to the Internet through an Internet Service provider. If
that is the only service available, then it is important to have separate modems and separate accounts for all
users. If DSL or cable modem access is available in a community, these services should be evaluated. Some
may seem very expensive, but the cost should be evaluated in light of potential productivity gains of quicker
response time.
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Appendix C--Password Tip Sheet

Password Tip Sheet

1. Never write down passwords. People sometimes make the mistake of writing down
passwords on their monitors, on the inside of desk drawers, on the underside of keyboards, in
their wallets, and in other obvious places. If you must write something down, write a hint,
rather than the password itself. Any hints that are written down should be as obscure as
possible, and ideally, they should be meaningful only to you.

2. Always use more than one word to make a password.
A single-word password is easily discovered. A better option is to string several words
together, joined by numbers and symbols, as in <Jump!1Spot!2Jump> . Avoid special
characterssuchas*?~# @ &.

3. Use phrases to build a password.
If you use the first or last letter of the words in an easy-to-remember phrase, replacing
characters with numbers, you have added yet another layer of security. An example of this
might be the phrase Four Score And Seven Years Ago, which leads to the password 4SA7YA
or4S’n’7YA.

4. Never enter a password with anyone else facing the keyboard or screen.
Sometimes a user will log on while working closely with another user, or will log on to give a
demonstration to someone who is staring intently at the computer. Make it a practice to
politely turn away while any user is entering a password at a computer. This practice will
help remind others to be courteous and turn away, and can encourage the good habits of
hiding this step.

5. Change your password frequently (even if the system hasn’t forced you to).
If a hacker has your password or you think someone might have it, the best method is to
change it immediately. If someone has hacked in using your password, they can cause a lot of
damage to the system, all while logged in under YOUR ID.

6. Never tell anyone your password (even your supervisor).
There is never a reason to tell anyone your password. Each employee has a unique User ID
and password. If someone else needs additional access for a temporary or permanent period
of time, that access can be requested and granted without needing your password.
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Appendix D--New Token User Request Form

lowa Department of Public Health

New User/Token Request Form

Please complete (print clearly, and in ink) and mail original signed form to the address at the bottom of this document.
If a security token is required for the application requested, it will be mailed to you at the address provided below after
payment has been received (unless other payment options have been previously arranged).

Do you currently have an IDPH security token? Yes [ ] No [ ]
If yes, enter Serial number from back of token

Name (First, Middle Initial, Last):

Email: Date of Birth: / /

Driver’s License#: Issuing state of DL#:

Mother's Maiden Name:

Supervisor Name:

Organization:

Mailing Address :

Organization Id#: Organization Phone#: ()

EHDI Security Rights /] EHDI user

Your signature below attests that you fully understand and agree with the Non-Disclosure Agreement on Page 2.

New User Signature: Date:

Supervisor Signature: Date:

EOR IDPH USE ONLY:

Authorized Program Staff Signature Phone
Date Received: / / Org. Code to charge:

EOR BUREAU OF INFORMATION MANAGEMENT USE ONLY:

Token ID Number: User Name:
Access Granted: Date Token Assigned:
Date to Fiscal: Fiscal Contact:

MAIL ORIGINAL SIGNED FORM TO:
lowa Department of Public Health
Bureau of Family Health
321 E. 12th St
Des Moines, IA 50319-0075
ATTN: Tammy O’Hollearn
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Appendix E--Inactivate User Request Form

lowa Department of Public Health

Inactivate User Request Form

Please complete as much information as you can (print clearly, and in ink) and mail original signed form to the address
at the bottom of this document.

O Inactivate Entire User Account

O Inactivate User Account for this application only:

Name (First, Middle Initial, Last):

Email: Date of Birth: / /

Driver’s License#: Issuing state of DL#:

Organization:

Organization |d#: Organization Phone#: ()
User Signature: Date:
Supervisor Signature: Date:

Reason for Inactivation:

FOR BUREAU OF INFORMATION MANAGEMENT USE ONLY: Date Inactivated: / /

MAIL ORIGINAL SIGNED FORM TO:
lowa Department of Public Health
Early Hearing Detection & Intervention
321 E. 12th St
Des Moines, IA 50319-0075
ATTN: Tammy O’Hollearn
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Appendix F--Token Replacement Form

lowa Department of Public Health

Token Replacement Request Form

Please complete (print clearly, and in ink) and mail original signed form to the address at the bottom of this document.

O Lost / Dam ag ed Replacement cost is $100.00 for a lost or damaged token.

O Broken / Defective If you return token to IDPH Information Management Bureau, a new token will be
assigned at no cost to you.

Name (First, Middle Initial, Last):

Date of Birth: /] Email:

Driver’s License#: Issuing state of DL#:

Organization:

Mailing Address :

Organization Id#: Organization Phone#: ()
User Signature: Date:
Supervisor Signature: Date:

EOR IDPH BUREAU OF INFORMATION MANAGEMENT USE ONLY:

Replaced Token ID: New Token ID:
Date Paid: Check Number:
Date to Fiscal: Fiscal Contact:

Note: Deposit payment to Org. code# 2208

MAIL ORIGINAL SIGNED FORM TO:
lowa Department of Public Health
Early Hearing Detection & Intervention
321 E. 12th St
Des Moines, IA 50319-0075
ATTN: Tammy O’Hollearn
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Appendix G--Token Receipt Form

lowa Department of Public Health
Bureau of Information Management

Acknowledgement of Receipt of Security Token

Complete the following steps:

1. Read, sign and date this page in the spaces provided below.
2. Make a copy of this document for your records.
3. Return this original signed document to the address listed below.

You are responsible for protecting the assigned security token (TOKEN I1D# ) and
Personal ldentification Number (PIN) that you will be required to create. Your assigned user name is:
( ). Keep your PIN secret and protect your token against loss and theft. If an

unauthorized person learns your PIN and obtains your token, this person can assume your identity. Any
action this intruder takes is attributed to you in the system’s security log. For your own protection and
that of the system, always take the following precautions:

e Do not set PINs to:

o Easy numbers such as “1111”
0 The serial number of the token or any part of it.
o Your UserlD, EmployeelD or part of your Social Security Number.

e Never reveal your PIN to anyone, and do not write it down.

e If you think someone has learned your PIN, notify the help desk (IDPH Employees) or call 515-281-
4258 (External Users), who will clear the PIN immediately. At your next login you will have to
receive or create a new PIN to use.

e Do not let anyone access the system under your identity. In other words, do not let someone
use your security token password and PIN number.

e Only use the token for its intended use. Misuse of the token or the accesses granted through the
token, may result in revocation of the token.

e Be careful not to lose your security token or to allow it to be stolen. If your security token is
missing, notify the help desk (IDPH Employees) or call 515-281-4258 (External Users) immediately. It
will be disabled so that it is useless to unauthorized users.

e Your security token must be protected from physical damage. Do not immerse it in liquids, do not
expose it to extreme temperatures, and do not put it under pressure or bend it. Damaged or
misused tokens must be returned to IDPH Information Management for replacement and the cost
of the replacement ($100.00) will be your responsibility.

e If you have any problems or issues regarding the use of your token, use the help desk
procedures (IDPH Employees) or call 515-281-4258 (External Users).

e Upon departure, you MUST return your assigned token to your supervisor/manager on the last
day of employment or date requested by management.

I hereby acknowledge receipt of the above numbered Token and it's associated PIN, and | acknowledge
receipt of the instructions and agree to abide by the rules for use.

User Name (printed): Agency:

User Signature: Date:

PLEASE RETURN TO:
lowa Department of Public Health
Early Hearing Detection & Intervention
321 E. 12th St
Des Moines, IA 50319-0075
ATTN: Tammy O’Hollearn
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Appendix H—Parental Refusal Form

lowa Department of Public Health
Promoting and Protecting the Health of lowans

Thomas Newton, MPP, REHS Chester J. Culver Patty Judge
Director Governor Lt. Governor

PARENTAL REFUSAL OF NEWBORN HEARING SCREENING
Dear Parent:

Congratulations on the birth of your baby! You have indicated an objection to the hospital conducting a
hearing screening test on your baby. We want you to understand some facts prior to signing this refusal form.

First, the hearing screening test would not hurt your baby. Most babies sleep through the test.

Second, hearing loss is the most commonly occurring disability in infants. Hearing loss occurs in
approximately three babies out of every 1,000 born in the United States.

Third, if your baby does have a hearing loss, it is important to know about it as soon as possible. Adequate
hearing is important for your child to learn normal speech, language, and other developmental skills. A delay
in identifying hearing loss leads to delays in a child’s ability to talk and communicate. Early detection of
hearing loss and early intervention and treatment before six months of age has been demonstrated to be
highly effective in facilitating a child’s language and communication development.

Finally, you should not rely on your own ability to determine whether your baby has hearing loss. Reliance
on parental recognition to detect hearing loss has not been successful, as over 50 % of newborns and infants
with hearing loss go undetected until the age of two and a half. Your refusal to allow your baby to be
screened for hearing loss could have significant consequences for your baby’s future development.

I, [parent/legal guardian], am refusing to allow [insert name
of hospital] to conduct newborn hearing screening on [name of baby], a baby born on
[date of birth].

I have been told about the importance of having my baby’s hearing tested. | have read and fully understand
the above facts. | will make arrangements with my baby’s doctor or audiologist if | want to have my baby’s
hearing tested at a later time.

I hereby release, waive, discharge, and covenant not to sue [insert name of hospital], the
lowa Department of Public Health, and the state of lowa, and all employees, officials, staff, agents, and
volunteers of these entities and agencies for any liability, claim, and/or cause of action arising out of my
refusal to allow this hospital to conduct newborn hearing screening on my baby or arising out of any loss,
damage, injury, or illness that occurs as a result of the fact that my baby was not screened for hearing loss.

Signature of Parent/Legal Guardian Date

ORIGINAL TO BE FILED WITH THE MEDICAL RECORD OF THIS BABY AND A COPY TO BE FORWARDED TO
THE IOWA DEPARTMENT OF PUBLIC HEALTH WITHIN SIX DAYS OF BIRTH

Lucas State Office Building, 321 E. 12th Street, Des Moines, |A 50319-0075 B 515-281-7689 B www.idph.state.ia.us
DEAF RELAY (Hearing or Speech Impaired) 711 or 1-800-735-2942
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Appendix I—Grams to pounds conversion

Grams to pounds and ounces conversion

Here are two charts (0-6 pounds and 7-13 pounds) to help you simply convert grams to pounds and ounces. Pounds are in blue across the top,

ounces in blue down the side -- and grams can be calculated by finding the intersection of the ounces and pounds.
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4366
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4423
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1446
1474
1503
1531
1559
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1644
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1701
1729
1758
1786
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4536
4564
4593
4621
4649
4678
4706
4734
4763
4791
4819
4848
4876
4904
4933
4961
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1814
1843
1871
1899
1928
1956
1984
2013
2041
2070
2098
2126
2155
2183
2211
2240
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5018
5046
5075
5103
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5160
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5216
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5301
5330
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5415

5
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2325
2353
2381
2410
2438
2466
2495
2523
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2580
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2637
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2693
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5471
5500
5528
5557
5585
5613
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5670
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5727
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5812
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6209
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Pounds are in blue across the top, ounces in blue down the side -- and grams can be calculated by finding the intersection of the ounces and

pounds.
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