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Overview

The guidance will explain how to sign in and activate you Netsolving account, as
well as how to submit and interpret your data. In addition to this document we
have also created some short video tutorials for each section which we will
circulate.

Please note this is the first time we have used this data entry platform and this
guidance document. If anything is unclear or not working, please contact us and
let us know at nad@rcpsych.ac.uk as this is all part of the pilot process.

Logging In

When you are first added to Netsolving, you will receive a welcome email
explaining how to login. This email will contain your username and the link you
need to reset your password.

e Click the login button.

o Click 'Forgotten your password?'

e Type inyour email address

Figure 1

¢ U

c CaseCapture

RECORDS ENTRASD STUDIFS ONLINF ORGANISATIONS IN STUDIFS USFRS RFGISTERSD

Click 'Email password reset link'
Figure 2

Request password reset
Need to reset your password?

Email address

Email password reset link

Type in your email address we contacted you on/your colleague added you under. Click 'Email reset password link'
When you receive the email, click the link and follow the enscreen instructions to set your password
Go back to the login screen and log in with your usemame and password.
Notes:
« If you do not receive your email check your spam email folder.

« If your email is not in your spam email folder, try reseting your password again as you might have entered some of the details incorrectly.
« If you have forgotten your email address, or are continuing to have issues, please contact the study provider.

e You will be sent an email with a reset password link, click the link

e Enter your username (usually your email address)

e Enter a password, making sure to follow the password rules shown
e Click Reset. You have now set your password

e Click the login button on the page

e Enter your username and password

e Click Login

2 of 24


mailto:nad@rcpsych.ac.uk

Landing Page

When you login you will be on the record management page for the National

Audit of Dementia (NAD) 2020/21 Prospective Audit.

You may wish to bookmark the page for ease of access.

At the top-left side of the page, there are several tabs including: Study Records,

dashboard, export, import and users (please note these may vary slightly

depending on your user permissions)

Figure 3

e 0- Net Solving UAT Site .

This Is the UAT (User Acceptance Testing) site. Plaase da not enter any data related to live studies

The live CaseCapture Site is data.casecapture.com
Study Records = Dashboard QI (PDSA) Export Import  Users

NAD Pilot

RC &%
PSYCH

National Audit of Dementia (NAD)
2020121 Prospective Audit Pilot

If you hover over the icon on the top right side of the landing page it shows your
username, with links to; My studies, My profile, and link to Logout of the site.

Figure 4

[l o et soving UAT site .

This Is the UAT (User Acceptance Testing) site. Please do not enter any data related to live studies

The live CaseCapture Site is data casecapiure.com
Study Records  Dashboard  QI(PDSA) Export Import  Users
NAD Pilot

RC &2

PSYCH

National Audit of Dementia (NAD)
2020121 Prospective Audit Pilot

Thank yau for participating in this pilat, this part of the pilat is facusing on the data collction tool.

My Studies

Wy Profile

Logout

&}

clementine. founce@rcpsych.ac.uk
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Adding Users

If you have been setup as a site admin you will be able to manage the users at
your hospital. Click the 'Users' button on the study toolbar to get to the user

mManagement page.

This page is where you can view user details, add, edit, and delete users.

Figure 5

Email of user to add: @ |,

User nama

aimee.morris@repsych.ac.uk

Full Name

Users of NAD Pilot at 0 - Net Solving UAT Site

Roles

Aimee Morris Admin Writer,Reader,Reporting Emaller, Exporter,Importer rd i}
n@netsolving.com Andrew Admin Writer, Reader,Reporting Emailer,Exporter,Importer ra i |
chloe.hood@rcpsych.ac.uk chioe.hood Wiriter,Reader,Reporting Exporter r i}
cressida.miller@rcpsych.ac.uk cressida.miller Admin Writer, Reader,Reporting Exporter,Importer ra il }
miranda fern@ropsych. ac,uk miranda.fern Writer,Reader, Exporter & i |
"@netsolving.com PC Site admin Writer,Reader & i |

6 items in 1 pages

To add a user:
1. Type the email of the user
2. Click the Add user button
3. Amend the name shown in the Name box, if required
4, Select the permissions for the user and click insert. Writer and Reader
status are selected as default.

Figure 6

User Name:

nad@rcpsych.ac.uk

Name

nad

Roles:

D Admin
Writer
Reader
[] Reporting
O [] Emailer
D Exporter
D Importer

Insert | Cancel

To edit a user, click the edit button next to a user, select the permissions you want
to change and click update.

To remove a user from a study you will need to click the delete button next to the
user.
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1. Study records

The ‘Study Records' tab is where the audit tool and previous submissions are

found.

Add record - select this to access the audit tool and start entering data.

Show search - search for previous submissions, edit or delete an existing

submission by clicking the relevant buttons next to the submission.

Figure 7

RC &%
PSYCH

*Placeholder text to be updated*

National Audit of Dementia (NAD)

2020721 Prospective Audit Pilot

iis part of the pilot is focusing on the data collection tool
Patient sample
We are asking hospitals to enter data for their samples that they have previously identified as part of the first stage of the pilot. This information should be submitted by X.

Entering the data

Please refer to the guidance document before this tool. By this qu nnaire you are that you that the you have provided will be used by the
NAD team to compile a report on the pilot. Any detail that may identify an individual will be removed during reporting

wtet oy Updated by Record status
cressida m@@!cpsych ac.uk cressida.miller@repsych ac.uk Incomplete s

41 as_studyadmin@netsolving.com Locked Ei]

42 cressida.miller@rcpsych.ac.uk Incomplete v IIII

You can search records by case ID, user, status and locked status.
For example, to filter your submissions by user:

e Select the down arrow on the user tab

e Select your username

e Then select search.

Your username will now appear in the User box, with a list of cases/records

related to you, as shown below:
Figure 8

National Audit of Dementia (NAD)

2020/21 Prospective Audit Pilot

Thank you for participating in this pilot, this part of the pilot is focusing on the data collection tool
Patient sample
We are asking hospitals lo enter data for their samples that they have previously identified as part of the first stage of the pilol. This information should be submitted by X.

Entering the data

Please refer o the guidance document before compleling this tool. By this you are consenting that you understand that the information you have provided will be used by the
NAD team 1o compile a report on the pilol. Any detail thal may identify an individual will be removed during reporting

Case ID. User: Status Locked Status:

All - Al - Locked & Unlocked -

pe_siteadming@netsolving.com

ld v Createdby 95 stusyasmingneisoiving com Updated by Record status

43 cressida.millert  amee morris@rcpsych ac.uk cressida.miller@rcpsych ac.uk Incomplate

alannah.filp@rcpsych.ac.uk
42 cressida miller( Incomplete
miranda fern@ropsych ac uk

AR Y

4 as_ aick AC.UK Locked B II"
40 as_studyadmin@natsolving.com Complete & r II"
38 cressida, millsr@ropsych.ac.uk aimee. morris@rcpsych.ac.uk Complete & & IIII
38 cressida miller@rcpsych.ac.uk cressida miller@rcpsych.ac.uk Complete =" ra IIII
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Entering data
There are four sections to the audit tool:

Demographics & Admission (Questions 1.1 -1.13)
Screening (Questions 2.1 - 2.6)

Pain (Questions 3.1-3.2)

Discharge (Questions 4.1-4.8)

INFNENIES

Figure 9

National Audit of Dementia

Once the record is complete and saved you can lock it. Once the record is locked you will

iito: 0 - Net Solving UAT Site.

The four tabs at the top relate to each section of the audit tool. These are colour

coded to display the completion status of each section.

— Section has been completed. To complete each section, you must select

‘save’.

—Section is incomplete, indicating you have missed some questions. You
can save an ‘Incomplete’ section and return to it later if you do not have all the

information at present.

Red - Highlights errors in the section (e.g., incorrect dates). If there is an error in

the section, you will not be able to continue to the next section until it is

corrected.

Blue - Indicates the section has not been saved.
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Figure 10

National Audit of Dementia

Once the record is complete and saved you can lock it. Once the record is locked you will be unable to edit the record further but will still be able
Site: 0 - Net Solving UAT Site I Complete I Incomplete IEuovs l Not saved
— —

3. Pain 4. Discharge

1. Demographics & Admission 2. Screening

Demographics

1.1. Has the patient been in hospital for 24 hours or longer?

1.2, Age at admission

(]

1.3. Gender Male

Save - You can save the entry at any point and return to it later if you do not have
all the information available at the time of submission. You will not be able to save
a section if there are errors. Each section/record is only complete once all the
fields have been filled out and there are no errors.

The tool highlights where errors have been identified (For example, in the
screenshot below, the patient’'s age has is not valid).

Figure 11

National Audit of Dementia

Once the record is complete and saved you can lock it. Once the record is locked you will be unable to edit the record further but will still be able to view it.

Site: 0 - Net Solving UAT Site. ICcmpIete I Incomplete I Errors INot saved
1. Demographics & Admission 2. Screening 3. Pain 4. Discharge
Demaographics

1.1. Has the patient been in hospital for 24 hours or longer?

1.2. Age at admission

-~

o

1.3. Gender | Value must be less than or equal to 140,

If you go to save a section and have missed questions, these will be highlighted
for you to review.

You may continue to the next section without completing the previous section
(unless there are errors in red), and the tab will become orange to remind you of

the status.
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Figure 12

1.1 Place in which the person was living or receiving care before
admission

1.12. On the date of submission, what ward/unit is the person admitted
10?

i Please specify

1.13. Is this patient outlying (not on ‘base’ ward)

PAGE SAVED - ERRORS OR INCOMPLETE FIELDS FOUND show efors

ian )
Unspecified dementia (FO3)
Dementia subtype unknown/Not documented

Own home
Respile care
Rehabilitation ward
Psychiatric ward
Carer's home
Intermediate/Community rehabilitation care
Residential care
Nursing home
Paliative care
Transfer to another hospital
Long stay care

Required
Care of the elderly
Cardiac
Critical care
General medical
Nephrology
Obstetrics/Gynaecology
Oncology
Orthopaedics
Respiratory
Stroke
Surgical
Other medical
Other

Required

Yes No

Required

Exit - Once a record is completed, save, and click the 'Exit' button. Once you have
completed a section, the tab will become green, as shown below:

Figure 13

National Audit of Dementia

Site: 0 - Net Solving UAT Site. Case ID: 42

Once the record is complete and saved you can lock it. Once the record is locked you will be unable to edit the record further but will still be able to view it.

I Complete Ilncomplete IErrors I Not saved

1. Demographics & Admission 2. Screening

Demographics

1.1. Has the patient been in hospital for 24 hours or longer?

1.2. Age at admission

1.3. Gender

1.4. Ethnicity

1.5. First language

PAGE SAVED - COMPLETE

3. Pain 4. Discharge

@
78

Male
®) Female
Non-binary/Other

Unknown/Not documenied

Asian or Asian British (Includes any Asian background e.g. Bangladeshi, Chinese
Indian, Pakistani)
Black, African, Black British or Caribbean (Includes any Black background)
Mixed or multiple sthnic groups (Includes any mixed background)
. White (Includes any White background)
Other ethnic group (Includes any other ethnic group, e.q. Arab)

Unknown/Not documented

English
®) Welsh

Other European language

[ [ o

A session time-out warning box will appear on your screen if you have not used
the Netsolving portal for a while. You will be given the option to either save your

work or to sign out.
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Reviewing submissions

After saving and exiting a record submission, you will be taken back to the record
management page where you will be able to see a list of your previous
submissions. Here you can search for previous submissions, edit or delete an
existing submission.

Modify an existing submission
Selecting the pencil icon will allow you to go in and modify your record. You can
modify both complete and incomplete records.

Locking a submission

Once the record is complete and the responses are checked, click on the lock to
lock the record. This will restrict any further modifications without being
unlocked by an administrator.

Once you click ‘lock’, a pop-up box will appear asking for you to confirm if you
would like to lock your record. When you select OK the status of the case/record
will change from ‘Complete’ to ‘Locked’.

Figure 14

data-uat.casecapture.com says

Are you sure that you want to lock this record? Once locked it will not

be possible to edit it.

2020i21 Prospective Audit Pilot

ing on the data collection ol

sly identified as part of the first stage of the pilot. This information should be submitted by X.

Please refer to the guidance document before completing this tool. By completing this questionnaire you are consenting that you understand that the information you have provided will be used by the NAD team 1o compile a
report on the pilot. Any detall that may Identify an individual will be removed during reporting.

id v Created by Updated by
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2. Dashboard

The dashboard provides an overview of key performance areas in the audit.

Figure 15

Study Records [sEEGIIENG] ' Export
N————

NAD Pilot

NAD Jlepiy
NATIONAL AUDIT OF DEMENTIA PSYCH

National Audit of Dementia (NAD)
2020/21 Prospective Audit Pilot

Data is displayed in three run charts:

1. Assessments
2. Delirium care
3. Discharge planning initiated within 24 hours of admission.

Please note you will only see this if you are logged into a site and the study has
enabled dashboards for users.

The chart display includes all locked and unlocked submissions.

On the top-right of each chart, there is an icon with three horizontal lines.
When you click on it, you have the option to:

e View the chart in full screen mode
e Printthe chart

e Save the chart asanimage

e Save the chart as a PDF document
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Figure 16

Date from:  March 2020 Date to:  March 2021 Advanced Filter: |
Add Filter
Search.. \ Search vV O

View Dashboard

Assessments

100 View in full screen

Print chart

Download PNG image
Download JPEG image

Download PDF document

% of case notes.

Download SVG vector image
I\
| |

O N N AN N N
PO PP AP R A Bt bt gty
S B S S S S S S

& Delirium screening = Pain assessment Pain assessment repeated (National Average) Delirium screening

 Miabinmal Avimramn) Bain acrmremmat dkiabinmal Avmramel Bein aseascmaant cenaatad

Dashboard search function

The Dashboard has a search function which allows you to set date parameters
for data displayed in the graphs. Once the search parameters are added, select
the View Dashboard tab to update the run charts.

Figure 17

c 0 - Net Solving UAT Site . e

This is the UAT (User Acceptance Testing) site. Please do not enter any data related to live studies

The live CaseCapture Site is data.casecapiure.com

Study Records = Dashboard QI (PDSA) Export Import Users

Das

Date from:  March 2020 Date to:  March 2021 Advanced Filter: |
Add Filter

Search.. V| Search. vV e

View Dashboard

Assessments

- [N A

Advanced Filter - allows you to filter the data by specific responses. For example:
if you wanted to see assessments completed by gender to explore whether
females were more or less likely to receive an assessment.

You can add multiple filters by selecting on ‘Add Filter'.
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Figure 18

Study Records Dashboard QI (PDSA) Export mport Users

Dashboard for NAD Pilot

Date from:  March 2020 Date to:  March 2021 Advanced Filter:
~—

‘ Add Filter
——"
Gender V  Female vV @

Was the patient receiving end of
life care/on an end of life care
plan?
Assessments

Was this an emergency or elective
admission?

ase notes

Once you have added any filters, select the View Dashboard tab to update the
run charts.

Interpreting the run charts
X axis — Weekly admission dates

Y axis — Percentage of casenotes (e.g., % of patients who had an assessment)
Legends - All the data points on the graph including the national average

Add/remove legends from view in the graph by clicking on the individual legends
in the key underneath the graph (Figure 19). This is useful if you want to view data
points in isolation (e.g., if you only want to view the delirium assessments you can
select all other assessments to remove them from view)

Figure 19
“® Delirium screening =+ Pain assessment Pain assessment repeated
(National Average) Delirium screening ~ (National Average) Pain assessment (National Average) Pain assessment repeated

National average - There will be a national average for each performance area to
provide a benchmark. This will be calculated from all submissions across hospitals
and this figure will automatically update throughout data entry.

1. Assessment graph

This run chart provides data from 3 assessments:

a. Delirium assessment - delirium noted as part of admitting condition or
delirium screening assessments have been carried out within 24 hours of
admission (question 1.8 or 2.1)

b. Pain assessment - patient has been assessed for presence of pain within
24 hours of admission (question 3.1)

C. — Pain assessment repeated within 24 hours of
first pain assessment (question 3.2)
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Figure 20 shows the assessment graphs with all legends displayed:

Figure 20

Dashboard for NAD Pilot

Date from January 2020 Date to: January 2021 Compare: - Filter:

Advanced Filter:

Add Filter

View Dashboard

Assessments

s Delirium screening 1 00% (2)
° +Pain assessment.0% (2)

Pain assessment repeated 50% (2)
(National Average) Delitium screening] 3.596%
(National Average) Pain assessment 2.923%
(National Average) Pain assessment repeated.2.631%

of case notes.

“* Deliriv creening =+ Pain assessment n assessment repeated {National Average) Delirium screening

~ (National Average) Pain assessment (National Average) Pain assessment repeated

An example of how to interpret Figure 20:

e On the week of December 30* 2019, 2 people were admitted to hospital.

e The number in brackets refers to the total number of cases (N) entered on
each admission day.

e Both people (100%) had a delirium screening assessment carried out
within 24 hours of admission.

e None of them were assessed for presence of pain within 24 hours of
admission.

e One person (50%) had their pain assessment repeated within 24 hours of
first pain assessment.
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Figure 21 below shows the assessments graphs with only Delirium screening

selected (the legends for pain assessment and pain assessment repeated were
unselected, and greyed out).

Figure 21

Dashboard for NAD Pilot

Date from:

Search V| Search

January 2020 Date to:

View Dashboard

January 2021

s Delirium screening: 100% (2)
(National Average) Delictum screening 13.596%
(National Average) Pain assessment.2.923%

(National Average) Pain assessment repeated 2.631%

% of case notes.

Filter:

Assessments

“® Delirium screening

— (National Average) Pain assessment

Fain assessment

Pain assessment repeated

(National Average) Pain assessment repeated

Advanced Filter:

(National Average) Delirium screening

2. Delirium care

This run chart provides data from two questions in the audit tool

a. Delirium management plan - A management plan (for investigation and
treatment) for delirium was put in place (question 2.5)
b. Delirium care plan — A care plan (for nursing care) for delirium was put in

place (question 2.6).

Figure 22
Delirium =
10¢ o o o
eDelirium management plan 100% (1)
Delirium care plan 100% (1)
(National Average) Delirium management plan ) 1 .666%
(National Average) Delirium care plan 10.476%
g
g
b 3]
(4] o
0 60O OCCOCOO000C0O00000000000000 ¢ooed O 60 600000 ): ¢-o0
i o ) > v ) v > > v > v S
| x R > ; 3
) < ©

“® Delirium management plan

Delirium care plan

(National Average) Delirium management plan

(National Average) Delirium care plan
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3. Discharge planning

Discharge planning was initiated within 24 hours of admission (question 4.1)

Figure 23

Discharge planning initiated within 24 hours of admission

of case notes.

Discharge Plan (National Average) Discharge Plan

3. Exporting data

To view all your raw data you will need to export it.

Figure 24
Study Records ~ Dashboard M
NAD Pilot
X
NAD Qepva

NATIONAL AUDIT OF DEMENTIA PSYCH

PSYCHIATRISTS

National Audit of Dementia (NAD)
2020/21 Prospective Audit Pilot

Thank you for participating in this pilot, this part of the pilot is focusing on the data collection tool
Patient sample

We are asking hospitals to enter data for their samples that they have previously identified as part of the first stage of the pilot. This information should be submitted by X.

Entering the data

Please refer to the guidance document before completing this tool. By completing this questionnaire you are consenting that you understand that the information you have provided
will be used by the NAD team to compile a report on the pilot. Any detail that may identify an individual will be removed during reporting.

When you select the export tab you will be directed to the export data page.

Please note to export the data, you will need to install a tool like 7-zip, or another
appropriate software, which allows for encrypted files to be opened.

You will be asked to enter a password of your choice which will be used to open
the excel spreadsheet containing the data, as this is password protected.
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More information explaining this can be found at the bottom of the export page

under ‘Exporting Information’:

Figure 25

From date: 05/02/2020 To date:  05/02/2021

Export locked study data to csv

Export data item key

Exporting information.

Exports are password protected to help ensure the security of the data. it is required that you enter
a password of at least 8 characters. This does not mean the data is secure however and the
passworded file should not be placed on public machines or passed to insecure parties.

Passworded zip files are not always handled well by operating systems, to open them you will most
likely need to use a tool such as 7-Zip on a windows machine or Unarchiver/iZip on a MAC.

It remains your responsibility to find and assess appropriate software we cannot take
responsibility for 3rd party software or security.

Define the data that you want to export using the ‘Select the date field you want
to compare against’ drop down list (Date record was created, Date record was
locked or Date of admission). You will then need to set the data parameters for
the data that you want to export. The example in Figure 26 would export all

records created from 1t December 2020 to 5™ February 2021.

Please note you can only export locked entries.

Once you are ready to export the data, click on ‘Export locked study data to csv'

and ‘Export data item key for the questions’.

The downloaded files can be found on the bottom left of your screen:

Figure 26

opened in windows). You will need to extract the files from the zip
folder before opening them in order to view them.

Please enter a password below of at least 8 characters

Select the date field you want to compare against

Date record was created v

rom date:  01/12/2020 o date: 05/02/2021
Export locked study data to csv

Export data item key

NAD_ExportKey_Gen....csv

Mﬁ\o I open file

Export NAD Pilot data for 0 - Net Solving UAT Site

Al files will be encrypted to the AES-256 standard and require a password.
In order to open the file you will need to use a tool like 7-zip (www.7-zip.org)
that allows AES-256 encrypted files to be opened (AES-256 zip files cannot be

ExportLocked_NAD_2...zip
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To open the file, locate the zip file in your downloads. Right click the file and go to

7-zip> Extract

Files.

Figure 27
This PC > Downloads
A Name
* Today (2)
i Exportlocked_NAD_2021-0,
& NAD_ExportKey Gen (5)
Yesterday (5]
Earlier this week (7)
Last week (6]
# Last month (22)
v
cted 2.40 KB

File ownership

-12-09-07
Open
Open in new window
Extract All.
7-Zip
CRC SHA

[ scan with Microsoft Defender...

1= Share
Open with...

Give access to

Restore previous versions

Send to

Cut
Copy

Create shortout
Delete
Rename

File ownership

Properties

v 2 Search Downloads
Date modified Type Size
12/03/2021 09:07 Compressed (zipped)... 3 KB
/03/2021 09:07 Microsoft Excel Com. 10 KB
> Open archive
> Open archive >
Extract files...
Extract Here
Extract to “ExportLocked NAD_2021-03-12-09-07\"
> Test archive
Add ta archive...
5 Compress and email ..
Add to “Exportlocked_NAD_2021-03-12-09-07.7z"
Compress to “Exportlocked NAD_2021-03-12-09-07.7z" and email
Compress to "ExportLocked NAD_2021-03-12-09-07 zip" and email
>

You will then be asked to enter the password that you set earlier.

Figure 28

-
& Downloads  #
4 Documents
& Pictures *
Exercise Files Yesterday ()
Netsolving

Screenshots

Last week (5)
Snap Survey ast week (6)

@ OneDrive - Royal ¢
[l Desktop
% Documents
Microsoft Teams

&= Pictures

= This PC

I 3D Objects
I Desktop
% Documents
¥ Downloads
b Music

=] Pictures

Earlier this week (7)

Last month (22)

Extract

Compressed Folder Tools

- ~ 1 & > ThisPC 5> Downloads
I Desktop A Name
~ Today (2)

i ExportLocked_NAD_2021-03-12-09-07
B9 NAD_ExportKey_Gen (5)

v £ Search Downloads

File awnership Date modified Type Size

12/03/2021 09:07 Compressed (zipped)... 3KB
Extract : C:\Users\Clementine.FBunce\Downloads\Exportlocked NAD_2021-03-12-09-07.. X ok
Extract lo:
) | <]
‘ExponLocked,NADjozw 03-12-09-07\ ‘ B
Path mode:
Ful pathnames ~
[]show Password
[ ] Eliminate duplication of raot folder
Querwiite mode: [ Restore file security
Ask befora overwrita ~
o] om
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Once you have entered your password, a new unzipped folder will appear in your
downloads which will contain the exported data in an excel file.

Figure 29

4 [ | = |Downloads
Heme Share View
« v 1 & > ThisPC » Downloads »
A Name
# Quick access
~ Today (3)

[ Desktop *
& Downloads #
i Documents  #
= Pictures. *
Exercise Files
Netsolving
Screenshots

Snap Survey

i ExportLocked NAD_2021-03-12-03-07

B9 NAD_ExportKey_Gen (5)

ExportLocked NAD_2021-03-12-09-07

Yesterday (5)
Earlier this week (7)
Last week (6)

Last month (22)

File ownership

12/

Date modified

12/03/2021 09:07

Type

File folder

Size

Compressed (zipped)
/2021 09:07 Mi
12/03/2021 09:14

osoft Excel Com...

Search Downloads

3KB
10KB

The figure below is an example of a successfully exported excel file:

Figure 30

File Home Insert Page Layout
] Lj‘ Calibri Y~ A AT
% B I U .| - A~
Cliphosd 1= Fant =
AL - X W S siteName]
A B c o E
1 [sitenamelcaseid  sitecode impartid
2 |0- NetSol 5 NSO1 '-2147483648
E] - Net Sal 6 NSO1 '-2147483648
4 Net Sol 8 NSO1 '-2147483648
5 |0-NetSol 16 NSO1 -2147483648
& |0 NetSal 16 NSO1 '-2147483648
7 - Net sol 20 NSO1 '-2147483648
B8 - Net Sol 21 NSO1 '-2147483648
9 |0- Netsal 22 NSOL '-2147483648
10 |0 - Net Sol 31 NSO1 '-2147483641
110 - Net Sol 23 NSOL '-2147482648
12 |0- Net sol 37 NSO1 '-2147483648
13 O - Net Sol 41 NSO1 2147483
14 |0 - Net 5ol 57 NSO1 '-2147453648
15 |0 - Net sol 58 NSO1 '-21a7a83648
16
17
s |
19
20|
21|
ExportLocked NAD 2021-03-12-09-

Formulas

£ Search
Data Review View Help

e — Number
3 © H I ]

Importide CreatedD: CreatedUs UpdatedD UpdatedU Locked

RUE

TRUE

TRUE

TRUE

TRUE

TRUE

TRUE

#EHHAAEE alannah.fi BEEREEESE alannah, TRUE
HHHARAEE cressida.n HERRARES cressida.m TRUE
SEHHAUEY cressida.n BERRENES cressida.m TRUE
s cressida.n BERRRIES cressida.m TRUE
325 suNAAEES as studya SUREEE TRUE
FREHAHIEE clementing BERRIHEE clementing TRUE
snunnny clementin pusraess clementing | TRUE

Styles

K L

F= Format ~

el

"M N
LockedDat LackedUse RecordSta Closed

#us aimee.mo
AT alannah.fi
RN alannah.fi

st alannah. fi

## cressida.m
sttt cressida.m
HEHHHEEYS as studya
s clementin
smunnny clementin

5 Share

Find &

-~ Select =
Edliting Analysis

o P Q

SO1SectiorS0124Hrs SOlAge
10 1 10
10 1 &7
10 1 23
10 1 60
10 1 10
10 1 14
10 1 10
10 1 10
10 1 11
10 1 0
10 1 93
10 1 23
10 1 82
10 1 90

= Comments

Sensisivity ~
R s -

SD1Gende SO1Ethnici SO

NK N

M AB '

F BB W

M wB E

F BB E

NK MK NK

NK NE =1

F o A

F mMBe W

M Be 3

M BB W

M AB E

F wB w

M AB A
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4. Importing data

Only users assigned with importing permissions can import data. The exporter
permission is also required so they can download the 'key' for the database.

To import data, you will also need your site code, which can be found by following
the steps:

On the Welcome page, click on the button below:

Figure 31

+ ‘ 0 - Net Solving UAT Site .. .

This is the UAT (User Acceptance Testing) site. Please do not enter any data related to live studies.

CaseCapture / UAT

The live CaseCapture Site is data.casecapture.com

Study Records = Dashboard = QI (PDSA) Export Import Users

NAD Pilot

This will reveal your site code, as shown below:

Figure 32

G CaseCapture

Please select the associated entity you will be working on.

Site
——

0 - Net Solving UAT Site (NS01)
SN——

These users can now see the 'Import' & 'Export' tab (see figure 31)
1. Go to 'Export
2. Click 'Export data item key'.
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Below shows an example of the opened export data item key in excel:

Figure 33

A
1 Field name
2 Site name {n/a}
3 Caseld -
4 SiteCode -
5 Importld -
6 Importidentifier -
7 CreatedDateTime -
8 CreatedUserName -
9 UpdatedDateTime -
10 UpdatedUserName
11 Locked -
12 LockedDateTime
13 LockedUserName -
14 RecordStatus
15 Closed -
16 S01SectionStatus

™| NAD_ExportKey Gen (1)

B

17 S0124Hrs Q.11

18 S01Age a.1.2
19 S01Gender Q.13
20 S01Ethnicity Q. 1.4

®

Question number Max field length Minimum Value Maximum value Data type

100

10

50

256

256

256

D E F G -
Control type Item values
varchar(100) {n/a}

int {n/a}

varchar(10)  {nfa}

int {nfa}

nvarchar{50) {n/a}

datetime {n/a}

nvarchar({256) {nfa}

datetime {n/a}

nvarchar({256) {nfa}

bit {nfa}

datetime {n/a}

nvarchar(256) {n/a}

int {nfa} -1 = Not set; 0 = Not saved; 5 = Disabled; 10

bit {nfa}

int {n/a} -1 = Not set; 0 = Not saved; 5 = Disabled; 10

varchar(1) Checkbax 1=Checked; 2 = Unchecked

10 140 int Textbox

varchar(2) Radio button list M = Male; F = Female; NB = Non-binary/Oth

varchar(2) Radio button list AB = Asian or Asian British (Includes any Asi -
“ v

To create the import file, you need to copy all the fields from cell A16 to A69 of the
Excel Data Item Key, into a new spreadsheet.

Figure 34

Al6 fi | SoO1SectionStatus v
A B 4 E F G H ! ) K L M N [¢] P Q -

10 UpdatedUserName 256 nvarchar(:{n/a}

11 Locked bit {n/a}

12 LockedDateTime datetime {n/a}

13 LockedUserName 256 nvarchar(i{n/a}

14 RecordStatus int {n/a} 1= Not set; 0 = Not saved; 5 = Disabled; 10 = Complete; 20 = Incomplete; 30 = Errors

15 Closed bit {n/a}

16 |SO1SectionStatus int {n/a) -1 = Not set; 0 = Not saved; 5 = Disabled; 10 = Complete; 20 = Incomplete; 30 = Errors

17 |S0124Hrs Q. 1.1 1 varchar(1) Checkbox 1 = Checked; 2 = Unchecked

18 |S01Age Q. 1.2 10 140 int Textbox

19 |S01Gender Q. 1.3 varchar(2)Radio buttM = Male; F = Female; NB = Non-binary/Other; NK = Unk N

20 [SO1Ethnicity Q. 1.4 varchar(2)Radio but{AB = Asian or Asian British (Includes any Asian background e.g. Bangladeshi Chinese Indian Pakistani); BB 3

21S01Firstlanguage Q.15 varchar(3)Radio buttE = English; W = Welsh; OF = Other European language; A = Any Asian language; O = Other; NK = Unknown,

22 |S01AdmissionDate Q. 1.6 datetime Date

23 |501PrimayDiagnosis Q1.7 varchar(5) Radio butt CAN = Cancer; CAR = Cardiac/Vascular/Chest pain; DEH = Dehydration/Nutrition; DEL = Delirium/Confusior

24 Q. 1.7a 200 varchar(2(Textbox

25 [S01AdmissionType .18 varchar(3) Radio butt EM = Emergency, EL = Elective

26 |s01Delerium Q. 1.9 varchar(1)Radio buttY = Yes; N = No

27 |s01DementiaStatus Q. 1.10 varchar(3)Radio butiKD = Known dementia; CaC = Concerns about cognition

28 |s01DementiaType 0.1.101 varchar(5)Radio buttALZ = Alzheimer's Disease (FOO G30); ALZA = Dementia in Alzheimer's disease atypical or mixed type (F00.2

29 CJBYY varchar(5)Radio buttOH = Own home; RESPC = Respite care; RW = Rehabilitation ward; PW = Psychiatric ward; CH = Carer's hon ~

NAD _ExportKey Gen (9) (O

‘ »

Paste the data into cell C1 of the new spread sheet, making sure to transpose the
data so that it inserts as a row, not a column. To do this, go to ‘Paste options’ and
click the transpose icon, as shown below:

Figure 35

Clipboard

=

Font T Alignment

Paste Options:

[0 [ Lk

[
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In cell Al type ‘Importldentifier’.

In cell A2 type ‘SiteCode’.

An import identifier is unigue to each record, and creating one is useful for
matching records.

Matching your imports by ‘import identifier’ allows you to update existing
records on the system.

This means you could have one large excel file containing all the records
you have imported. You can amend or add to this as needed, for example
with additional information, and then re-import. This will update the
existing imported file with the new information.

Here is an example format for an import identifier MAY21CFBNSO1_1
(month and year, your initials and site code).

Remember that each import identifier is unique, so increment each record
by 1.

You can find your Site Code here.
It is important to make sure you include the site code for each case,
otherwise the file will not import.

To fill in the rest of the fields, you will need to use the 'Data item key' file
you downloaded earlier to match the values in the database.

(E.g., SO1Gender you will need to enter 'M' or 'F' for male or female and for
SO1Ethnicity White British would be recorded as WB).

Figure 36
T q o T T
C6 f .
A B C D E I3 G H | J K L M N
1 Importidentifier SiteCode S0124Hrs SO1Age SO1Gende SO1Ethnici SO1FirstLa SO1Admissio SO1Primay 501Primay SO1Admis: S01DeleriL S01Demer SO1Demer 5011
2 MAY2ICFBNSO1_1 NSO1 1 94 M AB E 19/05/2021 CAN EM Y KD ALZ OH

&

4
5

Once the file has been finished, save it as a CSV Comma delimited file. It is
important that it is saved in this format or you will not be able to import the file
into Netsolving.
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On the import page of Netsolving, select 'Choose file' and select your CSV file. The
box shown below allows you to choose your import method. It also allows you to

decide what you want to with existing records if there are any in your file that
match the database, as explained above.

When you come to import, you can select the options; 'Stop on error','Update

records' and 'Match by import id', this will import any new records and update

any old ones.

(If you select ‘Test Import’ you will not import any data.)

Click import.

Figure 37

c 0 - Net Solving UAT Site ..

The live CaseCapture Site is data.casecapture.com

Study Records = Dashboard QI (PDSA) Export Import = Users

This is the UAT (User Acceptance Testing) site. Please do not enter any data related to live studies.

Import Method: (_? Test Import @ Stop on Error
Existing records (by ID)(:) Do not import

D Lock Complete Records

(‘:l Skip Error Records (_j Ignore Errors

@I Update Records (Supplied values only) (:‘I Replace Records (May cause data loss) Match by Import Identifier

Please select a CSV file with at least the columns :

S04AdditionalComments

and optionally :

and ddditinnalCammante NK

RecordStatus, Caseld, Importld, Importidentifier, CreatedDateTime, CreatedUserName, UpdatedDateTime, UpdatedUserName, Locked, LockedDateTime, LockedUserName, Closed,
S01SectionStatus, S01PrimayDiagnosisOtherDetails, S01WardSpecify, S02SectionStatus, S02ScreenOtherDetails, S02ScreenDate, S03SectionStatus, S03PainAssessmentDate,
S03PainAssessmentToolAbbeyPainScale, S03PainAssessmentToolPAINAID, S03PainAssessmentToolCNPI, S03PainAssessmentToolNone, S03PainAssessmentToolOther,
S03PainAssessmentToolOtherSpecify, S03PainAssessmentRepeatedDate, S04SectionStatus, S04DischargePlanDate, S04DischargePlanNot24HrsOtherDetails, S04DischargeDate,

SiteCode, 80124Hrs, S01Age, 801Gender, S01Ethnicity, S01FirstLanguage, S01AdmissionDate, S01PrimayDiagnosis, S01AdmissionType, S01Delerium, S01DementiaStatus, S01DementiaType,
S01PlaceOfCareBeforeAdmission, S01Ward, S010utlying, S02ScreenSQiD, S02ScreenCloseContact, S02ScreendAT, S02ScreenCAM, S02ScreenOSLA, S02ScreenOther,
S02DeleriumEvidence, S02DeleriumConfirmed, S02DeleriumManagementPlan, S02DeleriumCarePlan, S03PainAssessment, S03PainAssessmentRepeated, S04DischargePlan,
S04ExpectedDateOfDischargeRecorded, S04NamedStaffCoordinateDischarge, S04DischargePlanNot24Hrs, S04DischargeStatus, S04CareLocationAfterDischarge, SO4EOLPlan,

If an orange pop up box appears, you need to change the field names, by
selecting the drop-down boxes, as show below.

Figure 38

data-uat carecapture com s O @

Choose File | 20210211 Test the cov

rcoe festhmades row

Imgertisetier e ( SO124M48)

NSO
NSO1

Pisasa saiec! a CSV fla with ol lsas! tha columrs

501PlacoDiCaraBedorafdission SHWArd, 5010ulyhg, S07ScwarSaD. S12Scvancios

SitECode, S0124#1, S01AGe, SOGender, SUTENciy, SUTFrslangusgs, $01AdmissienDee

SOIFanAssassmeniToolPAINAD
S03FanAssassmeniToolCNP|
S03PanAssessmeriloollone

ec; SUPanAsssssmentaolCihe

{efzrum, SO1DamaniaSiscus, SOTDamanaTye,
LA, S2ScraseCiber,

Ignore fistheader iow: | |

Ignore | SU4CareLocssonAfis Discharge) v { S4EQLPlar)

T
T
T

<

ST WG
grore | SAGd EcnalCommenls)
rore | SO4AGRONCTents)

SUZDelewmE ence, SZDGunCoried ‘SotDieiunCa HReponted
04 D S04Carely WComments

S)IParssessertfepsasdCale

et el e

Casld, g . CreedDeTie, Crstecse e UpdidDarTine, Uy SWDBarsPian hasehiame, RecorcStas, Cioset,

S dSoacty 07 SMD Rals, SUaPiin
SsPanasiasms SO
0 Data. l & S04Di Detals IrsCherDetals, S04DischargeDale.

SOtacilaaComments NG P
SUDiareSiens

Fmport G Fie SUDIrargOste
o ——

Chaose Fie | Test.cev SU4EDLPIan

v SIESasendaT -
2
1
2
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Any orange boxes that appear in the data fields, as shown below in Figure 39,
indicate missing or incorrect fields and can be completed using the export data
item key.

Figure 39

= C ) https://data-uat.casecapture.com/StudyCommon
DusLiIsCridigeridrn, SuauistrndigeridiinuiZamrs, dSusuiscridigeridancsurn)
S04AdditionalComments

and optionally :

Caseld, Importld, Importldentifier, CreatedDateTime, CreatedUserName, |
Closed, S01SectionStatus, S01PrimayDiagnosisOtherDetails, S01WardSy
S03PainAssessmentDate, SO3PainAssessmentRepeatedDate, S04Sectiol
S04AdditionalComments_NK

Import CSV File:

Choose File |20210211_ _rt Test file.csv

Ignore first/header row:

v S01Ward v | S010utlying
(o4 N
GM N
ONC N
RW N
COE Y
COE N

4

If there are any errors in the files, they will be explained. Usually it's because a
required field has not been completed, as shown below in Figure 40:

Figure 40
< C 3 https;//data-uat.casecapture.com/StudyCommon/Imports/?stdy=NAD 2 % = @
SU2DelenumCarePlan, SU3 i, SUSH pe. SU4Uischargelan, SU4UischargePlanNot24Hrs, SU4Uischargelant: Jate, SU4Uischarges| SU4Careloc Uischarge

SO4EOLPlan, S04AdditionalComments

and optionally

Caseld, Importid, Importidentifier, CreatedDateTime, CreatedUserName, UpdatedDateTime, UpdatedUserName, Locked, LockedDateTime, LockedUserName, RecordStatus, Closed, S01SectionStatus,
S01PrimayDiagnosisOtherDetails, SO1WardSpecify, S02SectionStatus, S02ScreenOtherDetails, S02ScreenDate, S03Sec 1s, SO3F Date, S03 Date, SO4SectionStatus
S04DischargePlanDate, S04DischargePlanNot24HrsOtherDetails, S04DischargeDate, S04AdditionalComments_NK

Import CSV File
Choose File | 20210211_...rt Test file csv

Ignore firstheader row.

rDischarge v SO04EOLPlan v S04AdditionalComments v

Q2.2 : 'Please enter the date of the first assessment

identified above' is required

Q3.1.a : 'Enter the date of the pain assessment' is required
Y 0 Q3.2.a : 'Enter the date of the repeated pain assessment' is

required

Q4.1.a : 'Date discharge plan initiated' is required

Q4.5 : 'Date of discharge' is required

Q1.1 : The patient must be in hospital at for at least 24

hours before they are eligible

Q2.2 : 'Please enter the date of the first assessment

identified above' is required

«

Import

Once a file has been successfully imported, you will see it under the ‘Study
Records’ tab. It will have a new Case ID number, and the email address of the
creator will be shown.
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Study information

There is a tab in the study toolbar called 'Study information' which will take you to
an overview of the study information entered by your study administrator.
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