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EpiTraxis an open source, highly configurable, comprehensive surveillance and outbreak
management application designed for public health. It allows local, state, and federal agencies
to identify, investigate, and mitigate communicable diseases, environmental hazards, and
bioterrorism events. Kansas, Utah, and some large cities currently use EpiTrax.

EpiTraxsupports electronic laboratory reporting (ELR) and offers sophisticated analysis,
visualization, and reporting of contact and case information.

EpiTraxincreases overall effectiveness in preventing morbidity and mortality through
decreased reporting time, automated assignmentand routing processes, easy form-creation
tools, trend analysis, detection of anomalies, and quality assurance.

EpiTraxis designed to work best when utilizing the Google Chrome internetbrowser or the
Mozilla Firefox browser. Please do not use Microsoft Internet Explorer while using EpiTrax.

Submit your EpiTraxand MO ACTS questions or issues online via the ticketing system or
contact the help desk at epitrax@health.mo.gov or 573-526-9533.

Visit the EpiTraxwebsite to view recorded demos and simulations, sign-up for live training
sessions, and access other EpiTraxtraining resources.

Please note: All person, contact event, and morbidity event information referenced in this
document were fabricated for instructional purposes.

This guide was created based on inputfrom Missouri LHDs, Missouri DHSS, local and state
public health agencies in other states, and others. Thank you to all who have contributed their
time and knowledge to this guidance document.

If you would like to suggest edits or additional items to include in this user guide, please send
suggestions to epitrax@health.mo.gov. We appreciate your feedback.



https://redcapsdp.azurewebsites.net/redcap/surveys/?s=ED3ALHWHRH
mailto:epitrax@health.mo.gov
https://clphs.health.mo.gov/lphs/diseaseprevention/epitrax/
https://clphs.health.mo.gov/lphs/diseaseprevention/epitrax/
mailto:epitrax@health.mo.gov

The EpiTraxDashboard is the first screen you will see upon logging into your account. The
Dashboard is a ‘to-do list’ to display any tasks that have been assigned to you by either
yourself or others such as a supervisor or team member.

The Dashboard is not a list of all your morbidity and/or contact event records. Your event
records can be viewed in the “Events” tab (this function is discussed later).

The “Events” section within EpiTrax allows users to establish filters (or search criteria) to
display a list of certain events. You can use these filters to view a list of new cases and/or
contacts assigned to your jurisdiction by DHSS or other jurisdictions. You can create and save
multiple Events views/lists.

Missouri regulations require laboratories to send lab results on COVID-19 to DHSS (while not
prohibiting reporting to LHDs); therefore, DHSS has accepted the responsibility for COVID-19
laboratory report entry into EpiTrax.

Local health departments may receive reports from medical providers, laboratories, or others
before a laboratory report is received or processed at the state level. Local health department
users can create a new Confidential Morbidity Report (CMR) without having to wait for DHSS to
create one.

The CMR Search functionality can be used to find and edit an existing CMR. Within this search,
there are 8 important tabs a case investigator should populate with known information:

+ Demographic
* Clinical

» Laboratory
+ Contacts

* Encounters
* Investigation
* Notes

*  Administrative
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The Department of Health and Senior Services (DHSS) uses Proof Point email encryption
software to eliminate the risks in sharing Protected Health Information (PHI) and Personally
Identifiable Information (PIl). Users can manually encrypt messages using [encrypt] in the
subject line.

Proof Point automatically screens all outgoing messages and attachments for PHI and auto-
encrypts the contents if sensitive information is suspected.

In some cases the software will auto-encrypta message without PHI if it detects an eight or
nine digit number in the body of the message or an attachment. Invoice numbers, confirmation
numbers, or order numbers may be mistaken for Social Security numbers or Department
Client Numbers (DCNs) by the software.

When you select an encrypted email in Outlook that was sent from the State of Missouri using
Proof Point, the email will appear as shown below. Click either the Click here link in the body
of the message or click the attachment.

health.mo.gov>

To view your message, please click on the "Click here" link below.

Do not delete this email if you wish to view the message again at a
later time. If you have problems opening or retrieving your
encrypted email, please contact (573) 751-4941. Please note that
this number is for technical email questions only and should not
be used for assistance/questions regarding the subject matter of
your email. For questions relating to the subject matter of your
email, please contact the corresponding State Agency pertaining
to your issue.

re by 2020-11-17 17:39 CST to read your message.
| expire in 14 days. After that date, open the
SecureMessageAtt.html attachment.

This encrypted email will expire in 365 days; you will no longer be
able to open this email after that time.

IMore Info




Using Proof Point Email Encryption

If this is the first time you have opened an encrypted message, you will be prompted to
register in the Proof Point email encryption system. This is a one-time registration process.
1. Populate the fields below:

a) First Name: Type your first name

b) Last Name: Type your last name

c) Password: Enter a password

d) Confirm password: Re-enterthe password

e) Question 1: Select a question from the dropdown

f) Answer: Type the answer to Question 1

dg) Question 2: Select a question from the dropdown

h) Answer: Type the answer to Question 2

2. Click Continue
Note: The password you create must have 8 to 20 characters with uppercase and

lowercase characters, at least one digit (0-9), and at least one symbol character required.
This password will be used for opening all subsequent encrypted messages.

Registration

Create your account to read secure email.

Email Address:

First Name: I
Last Name: I
Password: I

Confirm F'assword:l

Question :

Answer:

Question 2:

Answer:

Continue

Missouri Department of Health and Senior Services



Using Proof Point Email Encryption

If you opened the attachment, your browser will open and prompt you to click the button: Click
to read message.

L

I Click to read message I

If you do not see a button or clicking the button yields no action,
please click the link in the message.

More Info

Disclaimer: This email and its content are confidential and intended solely for the
use of the addressee. Please notify the sender if you have received this email in
error or simply delete it.

Secured by Proofpoint Encryption, Copyright @ 2009-2019 Prooifpoint, Inc. All rights
[esemved

Opening an Encrypted Email (Subsequent Openings)

Once you have completed the password registration, you will only be prompted to enter your
password to view the message. If you forget your password, click Forgot Password and
answer the security questions as prompted (next page):

Login

Log in to read your secure message.

Missouri Department of Health and Senior Services
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Using Proof Point Email Encryption

Reset Your Password

Please answer the following to reset your password.

your first real job

nswer I

favorite sports team

Answer

Cancel Continue

If your attempts to reset your password fail or you are locked out of the system, contact the
OA ITSD Helpdesk at 800-347-0887 or 573-751-6388. You may also submit a ticket through
the ITSD Service Portal.

Forwarding or Replying to Encrypted Messages

After logging in and decrypting a message, you may reply or forward the encrypted message.
Click Reply or Forward located inside the encrypted message in your browser window. This
will ensure that your message remains encrypted.

epy | ey i | rorvara

[encrypt]

From:

To:

Cc:

Sent: 8/8/202010:56:23 AM

Note: You can only forward the encrypted email to users who are in the same email
domain as the sender or recipient. You will receive an error if forwarding the message to

anyone else.

Missouri Department of Health and Senior Services
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Using Proof Point Email Encryption

When you are finished, click Logout to ensure proper closure.

Logout
Forward (v
Login [encrypt] Digital Signature is VALID v
From:
To:
Cc:
Sent:

Attachments:  B9] Changing Password.docx

To initiate a secure message from a State of Missouri email account:
1. Open a new message window in your email program.

2. Enter the recipient’s email address.

3. Type [encrypt] in the subject line. Enter the body text of your message and click Send to
complete the process.

Note: To successfully encrypt a message, you must use square brackets [ ]. You may
include a subject after [encrypt]. Do not include any Pll or PHI in the subject of the
message. Proof Point will only encrypt the body text and attachments of the message.

[E] v [encrypt] SUBJECT - Message (HTML)

File Message Insert Options Format Text Review Help Q Tell me what you want to do

L n X Calibri (Body) ( Q {0 Attach File v § fe . D ‘&j' @
D @ B I U = 3= v D7 Attach tem ~ - - 'IJ i :

Paste i Address Check i Sensitivity Assign Dictate Switch Insights
- g ﬁ « A = Book Names D Signature v Policy v v Background

Clipboard & Basic Text Names Include Sensitivity Tags H Voice Dark Mode

[
\—' Not set Unrestricted Confidential  ~|| Highly Confidential ~ Restricted -

Missouri Department of Health and Senior Services
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EpiTrax Settings

When you log into EpiTraxthe first time, proceed directly to Settings on the far right of the top
green banner and verify the General User Information is correct. This is also where you can
change your password.

NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMINJ SETTINGS

E p ITra X Welcome, JOAQUIN ALARCON

1. Populate all General User Information fields.
a) This will ensure your contactinformation is available and able to be displayed to other
users who may want to contact you regarding a case for which you are listed as the
investigator.

2. Click Save.

NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | AVR | ADMIN | SETTINGS

Welcome, JOAQUIN ALARCON

User Settings

General User Information

First name
Last name
Given name
Job title
Phane _0

Address

City
Email

Password

Logout

Missouri Department of Health and Senior Services
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Changing Your Password in EpiTrax

1. After logging in with your temporary password, click Settings in the top green banner, right
side.

NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN N SETTINGS

E p ITra X Welcome, JOAQUIN ALARCON

2. Change your password using the following guidelines:
a) 12 characters
b) At leastone uppercase letter
c) Atleastone lowercase letter
d) Atleastone number
e) At leastone special character,i.e.!or @

3. Click Save.

4. Use your new password next time you log into EpiTrax.

NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | AVR | ADMIN | SETTINGS

Welcome, JOAQUIN ALARCON

User Settings

General User Information

First name
Last name
Given name
Job title
Phone
@
Address
City

Email

I Password I o

Logout

Missouri Department of Health and Senior Services
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Navigating the EpiTrax Primary Menu ltems

Options and Workflow Options menu items are listed on top of the page for easy navigation.

Edit Morbidity Event
I @ Options ~ & Workflow Options - I t View » e Navigate = « Complete Investigation | @ | B Save & Continue B Save & Exit
Te Stfa mi Iy: Abra ha m Event type Workflow status Investigator Disease ;
Record #: 202008929 Morbidity Under investigation JOAQUIN ALARCON COVID-19 Brief note
Investigating Agency State case status LHD case status Event date i
ADAIR COUNTY HEALTH DEPARTMENT Confirmed 08/12/2020
Demographic Clinical Laboratory Contacts Encounters Investigation Motes Administrative

OPTIONS

Edit Morbidity Event

@ Options = & Workflow Options = ¢ View =« Navigate = + Complete Investigation | @ | # Save & Continue B Save & Exit
2 Agency Sharing »
Event type Workflow status Investigator Disease i
+ Demate Morbidity Under investigation JOAQUIN ALARCON COVID-1% Brief note
State case status LHD case status Event date SiC
@ Copy to new event MENT Confirmed 08/12/2020
+ Add Task

aboratory Contacts Encounters Investigation Notes Administrative
B Add Attachment

+ Import Events
P First name Middle name Parent/Guardian

@ Delete Event Abraham
# Edit Person
L L
Option Description
Agency Sharing Select Edit Sharing under Agency Sharing to add another jurisdiction from the available

list. Multiple jurisdiction can be selected to share the event, and all jurisdictions with which
the event has been shared will be able to edit the event.

Promote / Demote Promote: Click Promote to update a contact event to a morbidity event
Demote: Click Demote to update a morbidity event to a contact event
If an event is Demoted to a contact Event, it should be “Submitted to Tracing” (see
the Routing Contact job aid)

Copy to new event Click to copy the details from current event to a new event for the person. To copy certain
sections from the current event, mark the check boxes available in the pop-up box.

Add Task Click to add and assign a task (ex: Task for a call back to a patient on the day isolation
ends)

Add Attachment Click to add an attachment under this event. (File size limitation is 30 MB.)

Import Events Click to import event. Select Leave Page button from the popup window. From the next

page, click on Option menu item, and select Download Template. This will open a csv
file with all the fields. Enter details in the .csvfile, save it. Then from the Options menu,
select Upload Import file and select the edited .csvfile.

Delete Events This option deletes the current event. Deleting events can potentially cause issues with
data integrity and morbidity. Please reach out to the Bureau of Reportable Disease
Informatics at DHSS before using this option.

Edit Person Click to edit demographic details or add another event for the person.




Navigating the EpiTrax Primary Menu ltems

Options and Workflow Options menu items are listed on top of the page for easy navigation.

Edit Morbidity Event

I @ Options + & Workflow Options = IS View = « Navigate = | « Complete Investigation |i| B Save & Continue || B Save & Exit |

Testfamily, Abraham  event type

Workflow status Investigator Disease

Record #: 202008929 Morbidity Under investigation ~ JOAQUIN ALARCON  COVID-19 Bexelinote
Investigating Agency State case status LHD case status Event date L ] Save |
ADAIR COUNTY HEALTH DEPARTMENT Confirmed 08/12/2020

—| Clinical ” Laboratory ” Contacts ” Encounters || Investigation ” Motes ” Administrative

WORKFLOW OPTIONS

Edit Morbidity Event

‘ @ Options *+ @& Workflow Options = 2 View * « Navigate = |+ Complete Investigation | a | B Save & Continue || B Save & Exit |

N
Testfamil Complete Investigation Workflow status Investigator Disease R
Record #:- Under investigation JOAQUIN ALARCON COVID-19 Brief note ] !
Investigating - Route to LHD e case status LHD case status Event date L | s
ADAIR COUN Confirmed 08/12/2020

« Accept Event

2 Assign to Investigator Contacts | Encounters || Investigation ” Motes ” Administrative |

« Approve Event

©4Approve at State Middle name Parent/Guardian

)| )| ]

& Workflow History

Age
Date of birth Current age Age at onset Age at event date

01/01/1969 I " 51 Years 10 Months 12 Days Unknown 51 Years 7 Months 11 Days

Option Description

Workflow Status Transition the event through the different workflow statuses, for example:

Accept Event > Assign to Investigator > Accept Investigation > Complete Investigation >
Approve Event

Route to LHD Click to route the event to a different local health department

Workflow History Click on this to view the history of workflow actions for a morbidity event along with date of
action, jurisdiction, and who performed the action

Missouri Department of Health and Senior Services
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The Dashboard is a ‘to-do list’ to display Tasks that have been assigned to you by either
yourself or others such as a supervisor or team member. Tasks are created underthe Notes
tab, but can be managed (reassigned or marked as complete) directly from the Dashboard.

(Tasks 1 - 19 of 19, Page: 1/1) s 50 w
= = e 3 = Description ~ s e — - - .
Due Date + Case Name & Condition ¢ Title of task & of task Category & Priority & Assigned to ¢ Status ¢ Edit
04/30/2021 Edit
202007385 Doo, Scooby COVID-19 Symptom Monitoring Call Back ~ | High | JOYCE CHOU | = | Pending T oex
o]
Pending
New lab result added:
Apr 29, 2021 202120889 i, TABBY CAT COVID-12 Real Time Reverse medium CB Complete
Transcriptase PCR Not Applicable

The Dashboard is not a list of all your morbidity and/or contact event records. A list of your
event records can be viewed in the Events section (this function is discussed later).

The EpiTrax system does not automatically generate the task list on your Dashboard. You must
set up what Tasks you want to display on the Dashboard by following the instructions below:

1. In the Dashboard view, click View Options button in the right-hand comer.

EpiTrax Welcome, JOAQUIN ALARCON NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | AVR | ADMIN | SETTINGS

Dashboard

Tasks

View Options

2. Enter the view options you wish to use by populating the fields below:

a) Show Tasks due after and before dates: Enter a due date range
Note: If you leave the date fields blank, EpiTrax will show tasks with any due date, as
long as they meet the remaining filter criteria you select. Tasks with no due date will
be displayed regardless of the date criteria you select.

b) Diseases: COVID-19

c) Investigating agency: Select the correct Investigating Agency

d) Assigned to: Select the Investigator you wish to filter by

e) Status: Pending, Complete, or Not applicable
Note: If only “Pending” is selected, Tasks marked “Complete” will drop off the view.

Dashboard
Tasks
View Options
Show tasks due aftefy 08/14/2020 ® | and before | 02/10/2021 ]
Diseases Investigating agency Assigned to
Status
Pending x -

Update Set Default Close

21



Setting up Task List Views in the EpiTrax
Dashboard

When you have selected your preferred view options, you can either:

1. Click on Update to update your current Dashboard view temporarily.

2. Orclick Set Default to save your selections as your default Dashboard view that will display
each time you open EpiTraxor return to the Dashboard screen.

Dashboard

Show tasks due after | 08/14/2020 E| and before [02/10/2021 |E|
Diseases Investigating agency Assigned to
Status

1 Close |

2

Missouri Department of Health and Senior Services
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Using the EpiTrax Event Workflow

When a record is assigned to a LDH, it must be transitioned through the workflow.

1. Upon entering a CMR for the first time, the LHD will have two options to accept the CMR:
a) Click on Accept Eventin the top right comer

b) Or click on Workflow Options in the top left corner and click Acce pt Event

Edit Morbidity Event
@ Options » @ Workflow Options » ¢ View » « Navigate = [ « Accept Event || @ | B Save & Continue || B Save & Exit
« Accept Event
TESt: Joh Workflow status Investigator Disease ~
Record #: | = Route to LHD Assigned to LHD Mot assigned COVID-19 Brief note
Investigating . e case status LHD case status Event date e
ADAIR counT] — Do Not Investigate 11/18/2020
o O Workflow History o - .
Demographi Contacts Encounters Investigation Notes Administrative

2. An investigator will need to be assigned to the CMR. Depending on your permissions in the

system, you can either assign yourself or someone else in your jurisdiction by doing one of
the following steps:

a) Click Assign to Investigatorin the top right comer
b) Or click Workflow Options in the top left corner and click Assign to Investigator

Edit Morbidity Event |

@ Options ~ @ Workflow Options = ¢ View =« Navigate = I Assign to Investigator I & | B Save & Continue B Save & Exit

2 Assign to Investigator

TESt: Johr orkflow status Investigator Disease i
Record #: = Route to LHD Accepted by LHD Not assigned COVID-19 Brief note
Investigating Kl . e case status LHD case status Event date Zae
aDaIR counT] © Workflow History 11/19/2020
Demographic Clinical Laboratory Contacts Encounters Investigation Motes Administrative

c) A Workflow Action box will appear. Selectthe investigator’'s name fromthe
dropdown

d) Click Assign to Investigator

Workflow Action x

I Select investigator... I - I A.ssign to Investigatnr I Cancel

A

Missouri Department of Health and Senior Services
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Using the EpiTrax Event Workflow

3. Once the case is assigned to an investigator, it must be accepted by the investigator. To
acceptinvestigation:

a) Click AcceptInvestigation in the top right corner
b) Or click Workflow Options in the top left corner and click Acce pt Investigation

Edit Morbidity Event

o—

Name
Last name

Test

Age

2 Assign to Investigator
« Approve Event

@ Approve at State

- Do Not Investigate

& Workflow History

@

r
Contacts

Encounters

Middle name

Investigation

Notes Administrative

Parent/Guardian

Aasatansat

Age atevantdats

@ Options + @ Workflow Options * 2 View & Navigate = « Accept Investigation & | B Save & Continue B Save & Bt
« Accept Investigation F@w
TeSti' JOhII Wor status Investigator Disease R
Record #:| = Route to LHD Assigned to investigator JOAQUIN ALARCON COVID-19 Brief note
Inwvestigating te case status LHD case status Event date e
ADAIR COUNT| ¥ Accept Event 11/15/2020

4. When the investigation is complete, the investigator will either:
a) Click Complete Investigation in the top rightcorner
b) Or click Workflow Options in the top left corner and click Complete Investigation

Edit Morbidity Event

?

Investigating
ADAIR COUNT

—

Name
Last name
Test

=+ Route to LHD

« Accept Event

2 Assign to Investigator
« Approve Event

@ Approve at State

o Workflow History

ite case status

Eo ntacts

Encounters

LHD case status

Middle name

Investigation

Event date
11/19/2020

Notes Administrative

Parent/Guardian

@ Options = @& Workflow Options = ¢ View =« Navigate = I v ComBI ete Investiaation I & | B Save & Continue || B Save & Exit
TESt, Joh Complete Investigation 2|0y status Investigator Disease i
Record #: Undel Thvestigation ~ JOAQUIN ALARCON  COVID-19 Brefnote

Save

Missouri Department of Health and Senior Services
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Using the EpiTrax Event Workflow

5. The final step in the workflow is to approve the event. In many LHDs this will be done by the
administrator. To approve the event, either:

a) Click Approve Event in the top right comer
b) Or click Workflow Options in the top left corner and click Approve Event

Edit Morbidity Event

@ Options + @ Workflow Options ¢ View ~ « Navigate ~ |i|| B Save & Continue | B Save & Exit |
+ Approve Event 'w
Test, Joh Wor status

Investigator Disease
Record #: * Re-open LHD JOAQUIN ALARCON COVID-19
IAIE;:;:igEtJINg - Route to LHD Ite case status LHD case status

Investigation complete Brief note

Event date I Save |
11/19/2020

o Workflow History

Eontacts ” Encounters || Investigation ” Motes || Administrative

Missouri Department of Health and Senior Services
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Case Investigation and Contact Tracing
Intersection

Case Investigation and Contact Tracing Overview

EpiTraxis the communicable and environmental disease surveillance system that supports
case reporting and investigation in Missouri. MO ACTS is the software that supports contact
tracing for Missouri.

Case contact data collected during case investigations is documented in EpiTraxand flows to
MO ACTS for a Contact Tracer to begin outreach activities. Belowis a visualization of this data

flow.
') * Assistance
- * Questions
* Escalations

Mark Jacob Charlene
Case Investigator Contact Tracer Contact Tracer Supernvisor

&

- =

£ i
V . = 4 i I
’1\ ’l CER e |

R e s : YWY Froncoviahis vt imdand

email coming in future release.

Contact Outreach Cases flow to MO ACTS Future Functionality: Positive Contact Oufreach Cases (or Positive Cases) will flow back to
EpiTrax for tracking and folfow up by Case Investigators

Missouri Depariment of Health and Senior Services

Note: See the linked job aids for detailed steps on howto enter/edit case contact
A information, and howto send a case to tracing.

Please provide as much information as possible when adding contacts to a Morbidity event.
The Contacts information will be transferred to EpiTrax. For a full list of all required fields,
please see the COVID-19 Tech Response System Data Dictionary. (Required fields in EpiTrax
are marked "Yes" in the "Required? (Y/N)" column.)

Failure to provide a phone number will have the following effects:
 Significantly hinder a Contact Tracer’s ability to reach out to a Contact
« EpiTraxwill be unable to transfer Contact information to MO ACTS

Missouri Department of Health and Senior Services
28
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Case Investigation and Contact Tracing

Intersection

Additional Information
Screenshot — EpiTrax Demographic Tab

_| Clinical || Laboratory || Contacts || Encounters || Investigation || MNotes || Administrative |

Name
Last name First name Middle name Parent/Guardian
Rudalph Reindeer [ [ ]
Age
Date of birth Approximate age Age at onset Age at event date
m Unknown Unknown
Addresses
Street Unit number City State Zip code County
[ ] [ ] [ ] [Flease select.. | ™ [ ] [Please select.. | ¥

Earliest known Moved Note

[mrm‘ddfvm [mrm’ddfva [ ]

Address not verified

This person has had no addresses entered.

Other Addresses

Telephones

Telephone type Earliest known

Country

- I (573} 599-95999 I [ ]

Flease salect...

ﬂ Save as Address at Diagnosis H_' Cancel J

Note

[mm.l"ddf'ﬂ!"\" [ ]

Screenshot — EpiTrax Contacts Tab

Contacts

Adding Contacts

Search person
[Last name, First, Middle. Press Enter to search W OR | + Create New Person 1 o

Link to an orphan contact with a record number

‘ Import H

m

(Events 1 - 1 of 1, Page: 1/1)  «  __. @ b e e 50w
Record # ’
Actions m Contact Type Contact Disposition Disposition date
202017457 n = " .
~ Options i test [H.gh Risk = || [contact diagnosed with Cd = | mj

I (Events 1 - 1 of 1, Page: 1/1)

50 W |

The outlined fields on the EpiTrax screenshots above map to the outlined fields in the MO

ACTS screenshots on the next page.

MissouriDepartment of Health and Senior Services
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Case Investigation and Contact Tracing
Intersection

Additional Information

Below, you will see thatin MO ACTS the Contact Details(left) displays the contact outreach
case information data that has been populated from EpiTrax: Name, Birth Date, and Home
Phone (previous page).

The Birth Date and Age fields will inform the Contact Tracer whether the outreach caseis a
minor and any additional steps in order to follow Public Health and HIPAA policies. In the

Details pane (right) the Last Exposure Date is populated.

Screenshot — EpiTrax Investigation Tab

@2

= alw
21 Contact Tracing Cases v | L Reindeer Rudolf v x| il 00001642 v X
[B Actions & Recommendations
alting Outreac Outreach Underway Monitaring and Support
Actions  Histary

Status Case Record Type Case Owner Enterprise Id
Awalting Qutreach Contact Qutreach ADAIR COQ 5

Details Other Actions
You don't have any actlons yet. Add an action to get started.

[£] contact Details

8142020 | T Awalting Outreach

8/4/2020,12:06 PM

Below, the Last Exposure Date has populated with the Contact Disposition Date from
EpiTrax. This information will inform the Contact Tracer on the length of quarantine for the

contact outreach case.

Details Other Actions

Awalting Outreach

8/&/2020
0
>
o Date/Time Opened 8/4/2020, 12:06 PM
g O Date /Time Closed
g O Date of Death

Employer Letter

ested?

MissouriDepartment of Health and Senior Services
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Looking for Persons and CMR

1. To search for the person, click the New CMR link.

NEW CMRY| EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

EpiTrax

Weicome, JOAQUIN ALARCON

2. In the New CMR search page populate the following fields:
a) Last Name

b) First Name
c) Date of Birth
d) Phone Number

a) For phone numbers, only enter digits. EpiTraxwill add parentheses and dashes
as needed.

e) Click Search

EpiTra X I Welcome, JASMIN MATOS
New CMR

NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

Find or add a person.

Person name

Last, First, Middle

®

DOB |

®

Last name First name Middle name
TestFamily Abraham
Phone Birth sex

I (314) 890-0000 ' Please select... | ¥

01/01/1969

2

3. The list of results for your search will appear upon clicking Search. Therecord that

appears has a 5-star rating, indicates a strong match.

EpiTrax

Welcome, JASMIN MATOS

New CMR
Find or add a person.

Person name

NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

Last name First name Middle name
Last, First, Middle TestFamily Abraham B Search + Create Person and CMR @ Clear
DoB Phone Birth sex
01/01/1969 (314) 890-0000 Please select... ¥
D Score Last, First Birth Date Phone Morbidity Contact
(314) 890-0000
Testfamily, Abraham 01/01/1969 (314) 123-4567 1 1 #' Edit Person + CMR
(314) 890-0000
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Looking for Persons and CMR

4. To view more details, click the person’s name.

EpiTrax

New CMR

Welcome, JASMIN MATOS

Find or add a person.

NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

Person name

Last name First name Middle name
Last, First, Middle TestFamily Abraham £ Search + Create Person and CMR Clear
DOB Phone Birth sex
01/01/1969 o] (314) 890-0000 Please select... | ¥
1D Score Last, First Birth Date Phone Morbiditx Contact
(314) 890-0000
Testfamily, Abraham 01/01/1969 (314) 123-4567 1 1 +* Edit Person | + CMR
(314) 890-0000
» Demographic
» Events
» Labs

EpiTrax

New CMR

5. Click the arrows next to Events to expand the tab and viewthe person’s morbidity record.

Welcome, JASMIN MATOS

NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS
Find or add a person.

Person name

Last name First name Middle name
Last, First, Middle TestFamily Abraham B Search + Create Person and CMR @ Clear
DOB Phone Birth sex
01/01/1969 o] (314) 890-0000 Please select... | ¥
D Score Last, First Birth Date Phone Morbidity Contact
(314) 890-0000
8118 WYY Testfamily, Abraham 01/01/1969 (314) 123-4567 1 1 /' Edit Person | + CMR
(314) 890-0000
» Demographic
Events
LN, FN, MN / Record # Disease State Status Local Status Lr;\/ee:s;gatlng Workflow Status  Event Date
Testfamily, Abraham COVID-19 CITY OF ST LOUIS Not participating in ~ 08/25/2020
202009804 — Contact DEPARTMENT OF workflow. * Options
HEALTH
Testfamily, Abraham COVID-19 Confirmed ADAIR COUNTY Under investigation  08/12/2020 ~ Options
202008929 — Morbidity HEALTH DEPARTMENT ALARCON JOAQUIN P
» Labs
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Creating Persons and CMR

1. Click the New CMR link.

E ITraX NEW CMRY| EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS
p Weicome, JOAQUIN ALARCON

2. In the New CMR search page populate the following fields to see if the person already has
an eventin the system:

a) Last Name

b) First Name

c) Date of Birth
d) Phone Number

a) For phone numbers, only enter digits. EpiTraxwill add parentheses and dashes
as needed.

e) Click Search

EpITra X Welcome, JASMIN MATOS NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

New CMR

Find or add a person.

Person name i Middle name
Last, First, Middle mm/dd/yyyy o @ Clear

Phone Birth sex

I Please select... | ¥

@

3. If a case record does not already exist for the person you are searching, click + Create
Person and CMR.

EpiTra X Welcome, JASMIN MATOS NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS
New CMR
Find or add a person. ?
Person name Last name First name Middle name
Last, First, Middle TestFamily Barbara P Search I+ Create Person and CMRI @ Clear
DOB Phone Birth sex
02/02/1970 o] (314) 123-4567 Please select...| ¥
1D Score Last, First Birth Date Phone Morbidity Contact
No People Found.
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Creating Persons and CMR

4. Populate the following fields:
a) Firstreportedto public health
b) Disease
c) Investigating Agency

5. Click Save & Continue.

EpiTra X Welcome, JASMIN MATOS NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | AVR | ADMIN | SETTINGS
New CMR
Creating a new@ for Training, Barbara @ @
First reported tc public health Disease | Investigating Agenc
mm/dd/yyyy o] COVID-19 I - Please select... A
-

SULLIVAN COUNTY HEALTH DEPARTMENT

TANEY COUNTY HEALTH DEPARTMENT

TEXAS COUNTY HEALTH DEPARTMENT

5 TRI COUNTY HEALTH DEPARTMENT - STANBERRY
Unassigned

VERNON COUNTY HEALTH DEPARTMENT
WARREN COUNTY HEALTH DEPARTMENT =

@ Cancel

B Save & Continue

Note: If you only have permissions for one agency in the system, you will not see the
Investigating Agency field. The investigating agency will automatically be set for your
jurisdiction.

6. Tocreate a new CMR for an existing person, select the record from the searchresult list
and click “+ CMR” button.

NEW CMR | EVENTS | OUTBREAKS | CMR SEARCH | EXPORTS | PEOPLE | AVR | SETTINGS

Welcome, JOAQUIN ALARCON
New CMR

Find or add a person.

Person name Last name First name
Last, First, Middle testfamily Barbara A Search + Create Person and CMR || @ Clear
Middle name DOB Phone Birth sex
mm/dd/yyyy Please select...| = q
i) Score Last, First Birth Date Phone Morbidity Contact
8638 Testfamily, Barbara 02/02/1970 (314) 123-4557 1 3 # Edit Personl + CMR I
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Finding Deleted CMR’s in EpiTrax

To find deleted CMR’s in EpiTrax, follow the steps below:
1. Click onthe CMR SEARCH located at the top right corner of the green header.

EpITraX NEW CMR | EVENTS | OUTBREAKS | FACILITIES BCMR SEARCHN EXPORTS | PEOPLE | ADMIN | SETTINGS
Welcome, JOAQUIN ALARCON

2. Fill in any information you have about the case.

3. Click onthe Advanced Search option at the left of the screen located directly below the
Person name search box.

CMR Search

Person name Last name First name Middle name DOoB

Last, First, Middle mm/dd/yyyy | &

Record number

+ Advanced Search 3

Search Clear

4. Click onthe Show deleted Events toggle to the right and turns green as displayed in the
screenshot below.

5. Click Search.

* Advanced Search
City County
Current age range Birth sex
Conditions
Event type MMWR week MMWR year
Select... -
Event date range Event created date range
mm/dd/yyyy B - | mm/dd/yyyy L] mm/dd/yyyy @ |- | mm/dd/yyyy L]
Lab created date range Lab collected date range
mm/dd/yyyy B |- |[mm/dd/yyyy o mm/dd/yyyy @ - | mm/dd/yyyy @
Lab accession no Investigation status
ing agency Investigator
Please select... o Please select... v
State status LHD status
External system External system id
Please select... -
Other data 1 Other data 2
First reported to public health date range  Results reported to LHD date range
mm/dd/yyyy ® - mm/dd @ | mm/dd, @ |- [ mm/dd/yyyy L]
Show deleted Events: ‘ ) o
O =
=
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Usingthe Events Tab in EpiTrax

The Workflow feature in EpiTrax updates when certain actions are completed. When BRDI
(Bureau of Reportable Disease Informatics) staff enter a case and route it to an agency,
Workflow status is set to Assigned to LHD.

When an LHD receives and accepts the case, the Workflow status updates to Acce pted by
LHD. This means that any new cases that have been assigned to an LHD but have not been
acted upon will have the Assigned to LHD status.

Cases still in Assigned to LHD status are shaded in pink. These are the new cases. If you
have not set any filters on your Events page, these new cases will be mixed in with other
cases. However, you can set up a view to see only the new cases.

1. Click Events. o

Welcome, JOAQUIN ALARGON NMEW CMRY| EVENTS [YOUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

2. Click Options.

Events

Current view

test - )

3. Click + Add View.

Events

Current view o
test - Options I

+ Add View ~ More Options

View Criteria

Record # Last name First name Event date after Event date before

01/01/2015 o mm/dd/yyyy o]
Event Type

Contact Morbidity
Show deleted events

Event investigation status Queues Investigators

Diseases Investigating agency
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Usingthe Events Tab in EpiTrax

4. Make the following selections in the expanded options box:
a) Newview name: New Cases
b) Eventinvestigation status: Assigned to LHD
c) Diseases: COVID-19
d) Investigating Agency: select your agency
e) EventType: Select Morbidity

5. Click Save.

Events

Current view

New iew name

View Criteria

Record # Last name First name Event date after Event date before
01/01/2015 @ mm/dd/yyyy @

Event Type @

Conta(t
Show deleted events
Event investigation status Queues Investigators
@—I Assigned to LHD x | - I - -
Investigating agency
Diseases
ADAIR COUNTY HEALTH ~
COVID-19 x| ~| | DEPARTMENT

The Events list will now display all your new cases, all of which should be shaded in pink. You
only need to set up and save this query once. When you want to pull your list of new cases,
return to the Events tab and select New Cases from the Current View list.

(Events 1 - 50 of 2467, Page: 1/50) e (20374 5)6)[7(89][10) [, | »r] (50 v
LN, FN, MN / Record # & Disease & State Status & Local Status & Investigating Agency Workflow Status & Event Date & Actions

_ covip-19 Nota Case ADAIR COUNTY HEALTH DEPARTMENT  Assigned to LHD 10/25/200 [T Gptone
Add brief note Save

_ covID-19 Not a Case AADAIR COUNTY HEALTH DEPARTMENT Assigned to LHD. 10/25/2020 o oo
Add brief note Save

_ covip-19 Nota Case ADAIR COUNTY HEALTH DEPARTMENT  Assigned to LHD 10/25/2020 [T Hon " optene
Add brief note Save

_ COVID-19 Not a Case ADAIR COUNTY HEALTH DEPARTMENT Assigned to LHD 10/25/2020 ~ Flow | + Options.
Add brief note Save

Along the left side of each record is a color bar. Green indicates a Morbidity record while yellow
indicates a Contact record.

Please review the Filtering and Exporting — Public Templates job aid to understand the export
functionality to discover new cases.

Note: If a case is reassigned to a different LHD, the Workflow Status resets to Assigned
to LHD, so the case will show in pink as new for the newly assigned jurisdiction. If you
have any questions or issues with using this feature of EpiTrax, please reach out to the
EpiTraxHelp Desk by emailing epitrax@health.mo.gov.
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Usingthe Events Tab in EpiTrax

To view new Contact events in the Events page, you can set similar filters following the steps
below:

1. Repeat steps 1-3 above

New view name: New Contacts
Eventinvestigation status: Assigned to LHD
Diseases: COVID-19

Investigating Age ncy: select your agency
Event Type: Select Contact

Click Save

No o oD

Events

Current view

a + Add view | =
iew name

e— New Cases B Save @ Cancel

View Criteria

Record # Last name First name Event date after Event date before

01/01/2015 (o] mm/dd/yyyy o]
Show deleted events

Event investigation status Queues Investigaters

o-—l Assigned to LHD x - - -

Investigating agency

ADAIR COUNTY HEALTH = -
COVID-19 x = DEPARTMENT

The Events list will now display all your new contacts, all of which should be shaded in grey.
You only need to set up and save this query once. When you want to pull your list of new
contacts, return to the Events tab and select New Contacts from the Current View list.

(Events 1 - 19 of 19, Page: 1/1) 1o || e 1 e || w0 50 W
LN, FN, MN / Record # & Disease & State Status ¢ | Local Status & I”:ga::'gyat“.;”g Workflow Status & Event Date & Actions
_ COVID-19 JEFFERSON Assigned to LHD 11/01/2020 —

COUNTY HEALTH [
DEPARTMENT - A rief note Save
ARNOLD

COVID-19 CITY OF ST Assigned to LHD 10/28/2020 -
DEPARTMENT oF | Add brief note S
HEALTH

COVID-19 CITY OF ST Assigned to LHD 10/28/2020 -
DEPARTMENT oF | Add brief note i
HEALTH
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Searching for Contacts

The Contacts tab shows detailed information for persons who have been in contact with the
case during the infectious period of the disease. The collection of contact information allows
LHDs and DHSS to track clusters or possible outbreaks, identify contacts at risk of spreading
the disease, and to take public health action to reduce further exposure in the community.

To find a case’s contacts, follow the steps below:
1. Click on the Contacts tab.

Edit Morbidity Event

#Options v & Workflow Options ¥ ¢ View v « Navigate v Force Unlock Force Unlock & Edit &  / Edit Event
Testfami Iy; Abraham Event type Workflow status Investigator Disease .

Record #: 202008929  Morbidity Assigned to investi John COoVID-19 Hoietpote

Investigating Agency te case status LHD case status Event date Fili
CITY OF ST LOUIS DEPARTMENT OF HEALTH 08/12/2020

Demographic Clinical Laboratory Encounters Investigation Notes Administrative

Name
Last name First name Middle name Parent/Guardian
Testfamily Abraham

2. Enterthe contact’s name in the Search person field.

Edit Morbidity Event

# Options *  # Workflow Options ¥ ¢ View ¥ < Navigate ~ + Complete Investigation & @ Save & Continue B Save & Exit
TeStfa mi |yl Ba rba ra Event type Workflow status Investigator Disease Investigating Agency .
Record #: 202008930 Morbidity Under investigation JASMIN MATOS CoVID-19 CITY OF ST LOUIS DEPARTMENT OF HEALTH Brisfinote
State case status LHD case status Event date SRS
Confirmed 08/01/2020
Demographic Clinical Laboratory Contacts Encounters Investigation Notes Administrative

Contacts o
Adding Contacts

earch nerson Link to an orphan contact with a record number
) " OR [ — T Import
JLast name, First, Middle. Press Enter to search OR  + Create New Person
Name Date of birth | Birth sex ||
0 - 0 of 0, Page: 1/1) [ - = > 50 v
9454  Testfamily, Charlie 03/03/2000 .
Contact Type Contact Disposition Disposition date Birth ¢ Age
No contacts found.
(Events 0 - 0 of 0, Page: 1/1) [ - s > 50 Vv
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Searching for Contacts

3. Click on the contact to add them to the contact list.

s:'.‘-';:.!:n,. Middle. Press Enter Lo search oR [ Creale New Person | OR (o S T ey T Import
(Bvents 2 10k, Pages 171} | e | . Gl | o | | (50 )
T 246 | sty chare ” ™| = T VO] | oweaen | 20 | (218 sersa0
.[!uenu1—1u1. Page: 1{1}. vo e g o e 50w
Note: Remember to click the contact’s green record number to enter the required
information (Last Name, First Name, Date of Birth, Phone, Telephone Type, address or
county At Diagnosis). Also, route it to your jurisdiction under Workflow Options, assign the
record to yourself, and accept the record.
4. If you are not able to find a Contact, you may add a new contact by following the steps in
the Adding New Contacts job aid.
Edit Morbidity Event
#Options ¥ # Workflow Options ¥ % View v « Navigate v + Complete Investigation & B Save & Continue B Save & Exit
Testfami |y, Barbara Event type Workflow status Investigator Disease
Record #: 202008930 Morbidity Under investigation JASMIN MATOS COoVID-19 Eriefinote
Investigating Agency State case status LHD case status Event date DENE
CITY OF ST LOUIS DEPARTMENT OF HEALTH Confirmed 08/01/2020
Demographic Clinical Laberatory Contacts Encounters Investigation Notes Administrative
Contacts
Adding Contacts
Search person Link to an orphan contact with a record number
ast name, First, Middle. Prdss Enter to search OR  + Create New Person OR CRLLES
No person found. Click + to add.
(Events1-1of1,Page: 1/1) = . 1 . . 50 ¥
Record # Person &
Actions All Types — Contact Type Contact Disposition Disposition date Birth ¢ Age
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Adding New Contacts

The Contacts tab shows detailed information for persons who have been in contact with the
case during the infectious period of the disease. The collection of contact information allows
LHDs and DHSS to track clusters or possible outbreaks, identify contacts at risk of spreading
the disease, and to take public health action to reduce further exposure in the community.
Note: This section does not record contactinformation for the case. It records people the
case may have exposed during the case’s infectious period.

If a contact search yields no results for the person you are searching for, you may add a new
contact by following the steps below.

1. Click on the Contacts tab.

Edit Morbidity Event

s Options ¥ % Workflow Options ¥ ¢ View ¥« Navigate v

Force Unlock Force Unlock & Edit &

/" Edit Event

TEStfam“y; Abraham Event type Workflow status

Investigator Disease

Record #: 202008920  Morbidity Assigned to investig John Investi COVID-19 Dietmote
Investigating Agency te case status LHD case status Event date
CITY OF ST LOUIS DEPARTMENT OF HEALTH 08/12/2020

Demographic Clinical Laboratory Encounters

Investigation Notes Administrative

Name
Last name First name Middle name Parent/Guardian
Testfamily Abraham

Save

2. Click + Create New Person.

Edit Morbidity Event

#Options ¥ # Workflow Options ¥ ¢ View ¥ < Navigate ¥

« Complete Investigation & @ Save & Continue B Save & Exit

Testfamily, Barbara Event type Workflow status

Investi i Investis ing Agency

Record #: 202008930 Morbidity Under investigation JASMIN MATOS CoVID-19 CITY OF ST LOUIS DEPARTMENT OF HEALTH Bricfincte
State case status LHD case status Event date
Confirmed 08/01/2020
Demographic Clinical Laboratory Contacts Encounters Investigation Notes Administrative
Contacts 0
Adding Contacts I
Search person Link to an orphan contact with a record number
[Last name, First, Middle. Press Enter to search ] OR || + Create New Person OR
‘ ID ‘ Name Date of birth ‘ Birth sex |
0 -0 of 0, Page: 1/1) [ ) = S 50 v
| 9454 Testfamily, Charlie  03/03/2000 i
Contact Type Contact Disposition Disposition date Birth &
No contacts found.
(Events 0 - 0 of O, Page: 1/1) [ - s > 50 Vv

Save

T Import

Age
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Adding New Contacts

3. Populate the following fields:
a) LastName
b) First Name
c) DOB (Date of Birth)
d) Phone
e) Telephone Type

4. Click + Add.

Edit Morbidity Event

#Options ¥ # Workflow Options ¥ ¢ View ¥ « Navigate v + Complete Investigation 54 =1 " B Save & Continue | B Save & Exit J
TEStfa mI|V, Ba rba ra Event type Workflow status Investigator Disease .

Record #: 202008930 Morbidity Under investigation JASMIN MATOS COVID-18 Buetiiote

Investigating Agency State case status LHD case status Event date SN
CITY OF ST LOUIS DEPARTMENT OF HEALTH Confirmed 08/01/2020

Demographic : Climieal L |='rwv— o ) “_V Encns e u- Trvackinatinn ur n - Vu Admminicteatiun |
; | Createa erson and Add Co@ @ @ o x
Contacts
Ading Contnets % % %
mm/dd/yyyy

Search person

elephon': tvpe
Please select... | ¥

|t Import

 CoTE———
Last name, First,

(Events 1 - 1 of 1, Page: 1/1) - < Vgl s - 500 V)

The newly added contact will now appear in the list of contacts. Next, you will need to specify
the contact type, contact disposition, and disposition date or last date of contact.
Please remember to update the contact disposition, as appropriate, throughout the monitoring
and release of this patient.

5. Toopen the contactrecord, click the green record number.

Edit Morbidity Event

@ Options = @& Workflow Options = ¢ View ~ « Navigate = & | B8 Save & Continue B Save & Exit
TestFami |V, a bra ham Event type Workflow status Investigator Disease R
Record #: 202017204 Morbidity Assigned to investigator Jon Tester COVID-19 Brief note
Investigating Agency State case status LHD case status Event date A
DHSS TRAINING HEALTH DEPARTMENT 11/11/2020
Demographic Clinical Laboratory Contacts Encounters Investigation Motes Administrative
Contacts

Adding Contacts

Search person Link to an orphan contact with a record number

T rt
Last name, First, Middle. Press Enter to search OR | # Create New Person L e

{Events 1 - 3 of 3, Page: 1/1) = — 1 _— . 50 W
Person &
Actions — Contact Type Contact Disposition Disposition date Birth %
* Options 202017356 Testfamily, Antonio - - mm/dd/yyyy ] 11/01/20
* Options Zogfn]gstas Testfamily, Barbara - - mm/dd/yyyy ] 02/02/13
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6. The pop-up belowwill appear. Click Leave.

Leave site?

Changes you made may not be saved.

[ Prevent this page from creating additional dialogs o

Cancel

7. Next, enter the contact’s address information (county at minimum) in the Demographic
tab.

Then, click Save as Address at Diagnosis.

Under Workflow Options, route to the correct jurisdiction. If you are working the contact,
also assign the record to yourself and accept it.

10. Click Save & Continue.

Edit Contact Event | |

‘ @ Options 'I & Workflow Options vl t View » & Navigate = & I B Save & Continue I B Save & Exit | I
TEStfa mi |Y, Antonio Event type Workflow status Investigator Disease
Record #: 202017396 Contact Not participating in workflow. Not assigned COVID-19 Brief note
Investigating Agency Event date Parent patient I Save |
DHSS TRAINING HEALTH DEPARTMENT 11/20/2020 abraham TestFamily
_| Clinical ” Laboratory ” Contacts ” Encounters || Investigation ” Motes ” Administrative |
Name
Last mame First name Middle name Parent/Guardian
[Tesl:famih‘r ] [ Antonio ] [ ] I
Age
Date of birth Current age Age at onset Age at event date
11/01/2001 I " 1% Years 22 Days Unkmown 15 Years 15 Da
Addresses i
Street Unit number City State Zip code County Earliest known
[ ] [ ] [ ] [Please select... | - | [ ] [Please select... | bt | [ mm/dd/yyyy I ] |
Moved MNote
(mm/ddlyyyy | @] | ]
Address not verified | B Save as Address at Diagnosis _ @ Cancel ]
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Creating an Orphan Contact:

When an LHD receives a contact for a case that is out of state (and therefore the case is notin
EpiTrax), the LHD should enter the contact as an “orphan contact”. An orphan contact refers to
a contact in EpiTraxthat does not belong to a “parent patient’ (a case in EpiTraxto which the
contact s linked).

The simplest way to create an orphan contact is to start by adding the person to the system as

you would with an actual case (search for the person to make sure they are not already in the

system, create a new CMR, etc.). This will put the contact into EpiTraxas a morbidity event.
Note: It is crucial to make sure that before you save the event, you demote it to a contact
event. This will ensure that it does not get saved as a morbidity event and count as a case
in your jurisdiction.

To demote a morbidity event to a contact event:
1. Click Options at the top left.
2. Click Demote.

1
Edit Morbidity Event
@ Options = || & Workflow Options + ¢ View » & Navigate = & | B Save & Continue B Save & Exit
2 Agency Sharing »
t type Waorkflow status Inwvestigator Disease ;
+ Demote I-——aditv Assigned to investigator Jon Tester COVID-19 Brief note
State case status LHD case status Event date Sl

@ Copy to new event RTMENT 11/11/2020

+ Add Task r - o :

| aboratory Contacts Encounters Investigation Notes Administrative
@ Add Attachment |
T
Import Events First name Middle name Parent/Guardian
& Delete Event sbraham
# Edit Person

W Approximate age Age at onset Age at event date

iddi Unknown Unknown
mm/ddfyyyy o)

Sometimes, a contact event may need to be promoted to a morbidity event. In that case, follow
the steps below:

1. Click Options at the top left.

n 2. Click Promote.

Edit Contact Event
@ Options ~ | & Workflow Options = ¢ View =« Navigate » [ Assign to Investigator | & B Save & Continue B Save & Exit

2 Agency Sharing » Brief not
Evepiine Workflow status Investigator Disease Investigating Agency Event date rief note

o 2 Accepted by LHD Mot assigned COVID-19 DHSS TRAINING HEALTH DEPARTMENT 11/19/2020 Save

@ Copy to new event

aboratory Contacts Encounters Investigation Notes Administrative
+ Add Task
© Add Attachment First name Middle name Parent/Guardian
t Import Events Antonio
& Delete Event
Current age Age at onset Age at event date

# Edit Person

19 Years 1 Month 3 Days Unknown 1% Years 1% Days
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Routing Contacts

If a contact to a case in your jurisdiction resides in another jurisdiction, you need to route the
contact event to the appropriate LHD for follow-up. The routing of contact events is done the
exact same way as the morbidity events.

Note: Contact events are automatically assigned to the jurisdiction that the parent/origin

A case is assigned. However, they are NOT automatically placed in in Workflow.
Therefore, even if the contact resides in your jurisdiction, the contact should be routed to
your jurisdiction and approved by LHD. This will enable it to be appropriately closed out.

Note: To be able to route a case you must ensure you are assigned as the investigator to
the case.

1. Click the Workflow Options menu.
2. Select Route to LHD.

Edit Morbidity Event 1
# Options ~ || # Workflow Options ¥ | ¢ View ¥ < Navigate ~ « Complete Investigation & B Save & Continue B Save & Exit

) v
Testfamil Complete Investigation Workflow status Investigator Disease i
Record #: Und estigation  JASMIN MATOS ~ COVID-19 Brisfinote
o = Route to LHD Save

I State status LHD case status Event date

CITY OF STLG « Accept Event Confirmed 08/01/2020

o peei -
Damographi% 2 Assign to Investigator i:ontar.:rs Encounters = Investigation = Notes = Administrative

+ Approve Event
Contacts
@ Approve at State
Adding Cor

I pJ O Workflow History

Link to an orphan contact with a record number
T — T Import
Last name, First, Middle. Press Enter to search OR |+ Create New Person OR 1o

3. Select the correct jurisdiction from the drop-down menu.
4. Click Route to LHD.

Edit Morbidity Event

#Options ¥  # Workflow Options ¥ # View ¥ + Navigate « Complete Investigation & B Save & Continue B Save & Exit

Testfami |y, Barbara Event type Workflow status Investigator Disease

Record #: 202008930 Morbidity Under investigation JASMIN MATOS COVID-19 Businots
Investigating Agency State case status LHD case status Event date el
CITY OF ST LOUIS DEPARTMENT OF HEALTH Confirmed 08/01/2020

Demographic Clinical Laboratory Contacts Encounters Investigation Notes Administrative o

Contacts Workflow Action

Adding Contacts

Route to LHD

CITY OF ST LOUIS DEPARTMENT OF HEALTH

|

Cancel

Search person

Last name, First, Middle. Press Enter to search OR + Create Newl CHARITON COUNTY HEALTH CENTER
CHRISTIAN COUNTY HEALTH DEPARTMENT
CITY OF ST JOSEPH HEALTH DEPARTMENT
CITY OF ST LOUIS DEPARTMENT OF HEALTH
CLARK COUNTY HEALTH DEPARTMENT
CLAY COUNTY PUBLIC HEALTH CENTER

(Events

Record # Person «

Actions Alliyps =

202017198

SROPRNE Contact

Testfamily, Charlie
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Routing Contacts

You will also need to send the contact to tracing. All contacts will be worked in the MO ACTS

system. To send contacts from EpiTraxto MO ACTS:
1. Click Options next to the contacts you wish to send.
2. Select Send to Tracing from the drop-down menu.

Edit Morbidity Event

#Options ¥ # Workflow Options ¥ ¢ View ¥ < Navigate v + Complete Investigation | & @ Save & Continue B Save & Exit
Testfami |V, Barbara Event type Workflow status Investigator Disease B
Record #: 202008930 Morbidity Under investigation JASMIN MATOS COVID-19 Bucmots
Investigating Agency State case status LHD case status Event date ek
CITY OF ST LOUIS DEPARTMENT OF HEALTH Confirmed 08/01/2020
Demographic Clinical Laboratory Contacts Encounters Investigation Notes Administrative
Contacts
Adding Contacts
# Edit Event Link to an orphan contact with a record number
OR S T Import
< View Event earch OR | + Create New Person
E
= Remove Contact (Events 1 - 1 of 1, Page: 1/1) e | o il o | e (50 v
#* Edit Person PR—
Contact Type Contact Disposition Disposition date Birth & Age
< View Person
T Send to Tracing
Contact Testfamily, Charlie Household - Other e 08/02/2020 o] 03/03/2000 20

(Events 1 - 1 of 1, Page: 1/1) ] = 1 o i 50 Vv

not be sentto MO ACTS, and the Contact Tracer will be unable to perform their contact

g Note: If the contact is not sent to tracing following steps 1 and 2 above, the contact will

notification. This will help other jurisdictions (evenif you are not using MO ACTS) and will

allow DHSS surge support to assist.

A contact’s information can only be sent to tracing in MO ACTS once time. Any
changes to a contact’s information after sending to tracing will not be transferred to

MO ACTS.
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Re-Routing Cases in EpiTrax

If a case is incorrectly assigned to yourjurisdiction, you can route the case to the appropriate
LHD by performing these steps:

1. Click Workflow Options.
2. Click Route to LHD.

Edit Morbidity Event

# Options # Workflow Options ~| % View v « Navigate v

+ Approve Event
Te Stfa m || e Workflow status Investigator Disease Investigating Agency
Record #-1 "™ Re-open LHD Investigation complete  Ryan Marsch ~ COVID-1¢  CITY OF ST LOUIS DEPARTMENT OF HEALTH
=+ Route to LHD
Demograph ontacts Encounters Investigation Motes Administrative
@ Workflow History L

Name

Last name First name Middle name Parent/Guardian

Testfamily Abraham

3. Select the health departmentthat this case should be re-routed to, and then select the
Route to LHD button.

Workflow Action e x
lSeIect agency... | vl Route to LHD I Cancel

™ select agency...

ADAIR COUNTY HEALTH DEPARTMENT
ANDREW COUNTY HEALTH DEPARTMENT
ATCHISON COUNTY HEALTH DEPARTMENT
| AUDRAIN COUNTY HEALTH DEPARTMENT

BARRY COUNTY HEALTH DEPARTMENT
BARTON COLINTY HEAITH DEPARTMENT

Make sure to select either Save & Continue or Save & Exit, otherwise the case will not be re-
routed and will remain assigned to you.

If you determine that a case assigned to your jurisdiction has a different current address than
what is listed in EpiTrax (and belongs to a different jurisdiction), make sure to add that address
in EpiTraxbefore routing the case to the newjurisdiction. Always ensure the currentaddresses
and the address at diagnosis are up-to-date before re-routing.

Note: Once you route a case to a different jurisdiction, you will lose visibility of that case.
Unless both the receiving jurisdiction and the sending jurisdiction have an existing data
sharing agreement in place and have submitted that agreementto DHSS for
documentation purposes.
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Entering Test Results

Test results may be reported in various forms, such as:
* Labreports
* Persons Under Investigation (PUI) forms
* CD-1reports

Types of tests conducted can be:

Type of Test | Description

PCR tests may have language on the lab report, such as: PCR, RT-PCR, Real-

HER Time PCR, RNA, Qualitative NAAT
Antibody Antibody tests may have language on the lab report, such as: Serology, IgG, IgM

Antigen tests may have language on the lab report, such as: Antigen, Ag, Sophia
Covid-19 SARS Antigen

LAMP LAMP tests may have language such as LAMP or Abbott.

Antigen

To enter tests results, follow the steps below:
1. Navigate to the Laboratory tab.
2. Click + Add Lab.

NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

E piTra X Welcome, JASMIN MATOS

Edit Morbidity Event

#Options ¥ # Workflow Options ¥ & View ¥ < Navigate v « Complete Investigation & B8 Save & Continue B Save & Exit

TEStfa m | |Y, Ba rba ra Event type Workflow status Investigator Disease Investigating Agency
Record #: 202008930 Morbidity Under investigation JASMIN MATOS COVID-19 CITY OF ST LOUIS DEPARTMENT OF HEALTH

State case status LHD case Event date
08/10/2020

Demographic Clinical Contacts Encounters Investigation Notes Administrative o
Labs
_+ Add Lab

Brief note
Save

Date of Collection Specimen Source Test Count Test Type Organism Result (Value) Performing Lab
. Real-Time Reverse
08/10/2020 05:00 AM 1 Transcriptase PCR SARS-CoV-2 Positive / Reactive () 4M HEALTHCARE Remove
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Entering Test Results

3. Populate the fields below by typing or clicking the dropdown (where relevant):
a) PerformingLab
b) Ordering Facility
c) Patient’s address at collection
d) Collection Date
e) Specimen Source
f) Test Type
g) TestResult
h) Lab Test Date

4. Click Save & Continue. o

) | B Save & Continue

‘ #Options ¥ % Workflow Options ~ ¢ View ¥« Navigate ~ ‘ v Complete Investigation |

‘ Demographic H Clinical ‘m‘ Contacts H Encounters H Investigation H Notes H Administrative |

Labs

|7B Save & Exit ‘

+ Add Lab

| @ cancel |

formin Ordering clinician
Abbott Northwestern Hospltal ABBOTT NORTHWESTERN HOSPITAL [LﬂSt first name. Press Enter to search ] + New ‘

5678 Everyday Family Lane, St. Louis,

Collection date time Accession no

3d Neseprarnaea St [

Specimen sent to state lab?

[Please select... ‘ - ‘
Tests |+ Add Test
act bune Organism @ Remove
@ Real-Time Reverse Transcriptase P 7| [Please select... =) Positive / Reactive
Result value Units Reference range
Test status Lab test date time
(e st i (3n)
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Entering Test Results
Point of Care (POC) At-Home Tests

With the availability of at-home point of care (POC) COVID tests (i.e. over-the-counter
BinaxNOW, Lucira Check It), LPHAs may have individuals contacting themto report a POC
test result or have providers contacting themto report an individual who called the provider to
report a POC testresult. These tests, both positive and negative, should be entered into
EpiTrax and follow up conducted as appropriate. The test type for the over-the-counter antigen
tests, such as BinaxNow, should be entered as SARS-CoV-2 Antigen in EpiTrax. The test type
for over-the-counter LAMP tests such as the Lucira Check It should be entered as a LAMP test
type. For data entry questions, please contact the Help Desk at Epitrax@health.mo.gov.

For individuals contacting the LPHA directly to reporta POC test resulit:

* Follow the same instructions for entering labs in the EpiTrax User Guide
(https://clphs.health.mo.gov/Iphs/diseaseprevention/epitrax/pdf/user-guide.pdf).

1. Forthe Performing Lab, enter POINT OF CARE TEST (POCT), hit ENTER, and select
POINT OF CARE TEST (POCT) from the dropdown.

2. Repeat the previous step for the Ordering Facility: enter and select POINT OF CARE
TEST (POCT).

3. Enter “Self-Reported Test” in the Comment field on the same tab

Demographic Clinical Laboratory Contacts Encounters Investigation Notes Administrative

Labs

Performing lab Ordering facility Ordering clinician Patient address at collection

— POINT OF CARE TEST (POCT) @ POINT OF CARE TEST {POCT) @ Last first name. Press Enter to search + New Please select... o
Collection date time Specimen source Accession no Specimen sent to state lab?
mm/dd/yyyy hh:mm o] Please select... i Please select... o
Performing lab Ordering facility Ord
I POINT QOF CARE TEST (PO L—I'j I 'I:D POINT OF CARE TEST {(POCT) (I} La:
|| Id | MName | Type | Address ||

| 216 POINT OF CARE TEST (POCT) Laboratory PO BOX 570, JEFFERSON CITY, Missouri 65102
T —————————
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Entering Test Results
Point of Care (POC) At-Home Tests

For providers reporting that they received areport from an individual who
conducted a POC test themselves (the provider DID NOT conduct the test):

* Follow the same instructions for entering labs in the EpiTrax User Guide
(https://clphs.health.mo.gov/Iphs/diseaseprevention/epitrax/pdf/user-guide.pdf).

1. Forthe Performing Lab, enter POINT OF CARE TEST (POCT), hit ENTER, and select
POINT OF CARE TEST (POCT) from the dropdown.

2. Repeatthe previous step for the Ordering Facility: enter and select POINT OF CARE
TEST (POCT).

Demographic Clinical Laboratory Contacts Encounters Investigation Notes Administrative
Labs
@ Cancel
Performing lab Ordering facility Ordering clinician Patient address at collection
— POINT OF CARE TEST (POCT) [0 POINT OF CARE TEST {POCT) @ Last first name. Press Enter to search + New Please select... -
Collection date time Specimen source Accession no Specimen sent to state lab?
mm/dd/yyyy hh:mm o} Please select... - Please select... ~

Please note: If the provider conducted the POC test on the individual, the provider's name
goes in the Performing Lab and the Ordering Facility. Only enter POINT OF CARE TEST
(POCT) in the fields when an individual conducts the test on themselves or someone else
using the over the counter test (at-home test).

3. On the Administrative tab, under the Reporting Agency section, enter the name of the
facility/provider who received the call from the individual and was reporting the test result
(Note: data in other fields is simulated):

Demographic Clinical Laboratory Contacts Encounters Investigation Notes ‘Administrative

Event Information
Event id Record number MMWR year MMWR week Date record created
9506 2020120968 2019 34 08/22/2020 03:40 PM

Case / Outbreak
LHD case status State case status Outbreak associated Outbreak name Queue

Please select... ) Please select... o Please select... a0 No associated outbreak pa Not assigned to queue

Auditing / Investigation
Jurisdiction of residence LHD investigation/intervention started LHD investigation completed Investigation outcome Event name
JOPLIN CITY HEALTH DEPARTMENT 7 e o ey o TPE——— -

Reporting Agency

Facility Type Address / Phone
G e @
Reporter
Last name First name Middle name Phone number
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Finding a Specific Case or Lab Test

1. To search for the person, click the New CMR link.

Weicome, JOAQUIN ALARCON

2. In the New CMR search page populate the following fields:
a) Last Name (required)
b) First Name (required)
c) Date of Birth (optional)
d) Phone Number (optional)

a) For phone numbers, only enter digits. EpiTraxwill add parentheses and dashes
as needed.

e) Click Search

EplTra X I Welcome, JASMIN MATOS NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

New CMR

Find or add a person. @ @ @ @

Person name Last name First name Middle name DOB |
Last, First, Middle TestFamily Abraham 01/01/1969 all @ Clear

Phone Birth sex

I (314) 890-0000 ' Please select... | ¥

EpITra X NEW CMRY| EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

2

3. The list of results for your search will appear upon clicking Search. Therecord that
appears has a 5-star rating, indicates a strong match.

EpiTra X Welcome, JASMIN MATOS NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

New CMR

Find or add a person.

Person name Last name First name Middle name
Last, First, Middle TestFamily Abraham B Search + Create Person and CMR @ Clear
DoB Phone Birth sex
01/01/1969 o] (314) 890-0000 Please select... | ¥
D Score Last, First Birth Date Phone Morbidity Contact
(314) 890-0000
Testfamily, Abraham 01/01/1969 (314) 123-4567 1 1 #' Edit Person + CMR

(314) 890-0000
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Finding a Specific Case or Lab Test

4. To view more details, click the person’s name.

EpiTrax

New CMR

Welcome, JASMIN MATOS

NEW CMR | EVENTS | OUTBREAKS | FACIL!

IES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

Find or add a person.

Person name Last name First name

Abraham

Middle name
Last, First, Middle

TestFamily

£ Search + Create Person and CMR Clear
DOB Phone Birth sex
01/01/1969 o] (314) 890-0000 Please select... | ¥
1D Score Last, First Birth Date Phone Morbiditx Contact
(314) 890-0000
Testfamily, Abraham 01/01/1969 (314) 123-4567 1

1

#* Edit Person + CMR
(314) 890-0000

» Demographic
» Events

» Labs

5. Click the arrows next to Events to expand the tab and viewthe person’s morbidity record.
6. Selectthe record number for the case with the morbidity event.

EpiTrax

Welcome, JASMIN MATOS

NEW CMR | EVENTS | OUTBREAKS | FAC

S | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS
New CMR

Find or add a person.

Person name Last name First name

Abraham

Middle name
Last, First, Middle

TestFamily

A Search + Create Person and CMR @ Clear
DOB Phone Birth sex
01/01/1969 ® (314) 890-0000 Please select... ¥
D Score Last, First Birth Date Phone Morbidity Contact
(314) 890-0000
8118 A A Testfamily, Abraham

01/01/1969 (314) 123-4567 1

#' Edit Person + CMR
(314) 890-0000
» Demographic

v Events

LN, FN, MN / Record # Disease

Testfamily, Abraham

COVID-19
202009804 — Contact

State Status

Local Status

Investigating
Agency
CITY OF ST LOUIS
DEPARTMENT OF

Workflow Status

Not participating in

Event Date

08/25/2020

workflow. ¥ Options
HEALTH
Testfamily, Abraham COVID-19 Confirmed ADAIR COUNTY Under investigation ~ 08/12/2020 ~ Opti
202008929 — Morbidit HEALTH DEPARTMENT ALARCON JOAQUIN pions
» Labs
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Finding a Specific Case or Lab Test

Click on the Laboratory tab to view the available test results.

On the laboratory tab, you will be able to see the Date of Collection, Specimen Source,
Test Type, Organism, Test Result, and Performing Lab.

9. Toview other previous test results the patient may have on file, click Other Patient Labs
to expand the list.

Edit Morbidity Event

©Options % Workflow Options ¥ ¢ View ¥ ¢ Navigate v [ + Accept Event J\iH B Save & Continue | B Save & Exit |

TeStfa mlly; Antonio Event type Workflow status Investigator Disease Investigating Agency .
Record #: 202017387 Morbidity Assigned to LHD Not assigned COVID-19 DHSS TRAINING HEALTH DEPARTMENT Brisfinots
State case status LHD case status Event date { ] SRR
11/16/2020
‘ Demographic Clinical * Contacts H Encounters H Investigation H Notes H Administrative
Labs
o + Add Lab |
Date of Collection Specimen Source Test Count Test Type Organism Result (Value) Performing Lab
. Real-Time Reverse P . . _
11/16/2020 12:00 AM Nasopharyngeal Swab 1 Transcriptase PCR SARS-CoV-2 Positive / Reactive () ABBOTT NORTHWESTERN HOSPITAL Remove ‘
Other Patient Labg (]
Date of Collection Specimen Source Test Count Test Type Organism Result (Value) Performing Lab
SARS-CoV-2 N N (N S
10/05/2020 12:00 AM Nasopharyngeal Swab 1 Antigen SARS-CoV-2 Negative / Non-reactive () ABBOTT NORTHWESTERN HOSPITAL ‘ @ Delete \| + Add ‘

No labs found.
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Assigning Case to Investigator

To assign a case to an investigator, please follow the steps below:

1. Click Workflow Options.

Edit Morbidity Event

v Accept Event | @ || ® Save & Continue | 8 Save & Exit |

# Options ¥ | #Workflow Options ¥ | ¢ View ¥ < Navigate v

Testfamily, Abraham  gevent type kflow status ~ Investi Disease Investigating Agency R
Record #: 202008929 Morbidity Assigned to LHD Not assigned COVID-19 CITY OF ST LOUIS DEPARTMENT OF HEALTH Brief

State case status LHD case status Event date

T Save |

08/12/2020
m[ Clinical H Laboratory H Contacts ” Encounters { Investigation H Notes ” Administrative |
Name
Last name First name Middle name Parent/Guardian
(Testfamily W | Abraham W [ 1 [ 1

2. Click Accept Event.

Edit Morbidity Event
|

| v Accept Event | @ | B Save & Continue | @ Save & Exit

4 View v < Navigate v

# Options v
.| ¥ Accept Event
Testfami Workflow status i i i Agency _
Record #:] ~RoutetoLHD Assigned to LHD ~ Notassigned ~ COVID-19  CITY OF ST LOUIS DEPARTMENT OF HEALTH Erletinote
State case © Workflow History sent date | | save
/12/2020
M! Clinical H Laboratory ” Contacts | Encounters [ Investigation ” Notes ” Administrative
Name
Last name First name Middle name Parent/Guardian
[Testfamily ] [ Abraham W [ ) [ ]
Age
Date of birth Current age Age at onset Age at event date

01/01/1965 [l 51 Years 8 Months Unknown 51 Years 7 Months 11 Days

3. Click Accept Event in the pop-up.

Edit Morbidity Event

(CRR e )T T e o [ S B

@ Options v #Workflow Options ¥ ¢ View ¥ & Navigate v

Testfamily, Abraham  event type Kflow status T ot Aoy
Record #: 202008929  Morbidity Assigned toLHD ~ Notassigned ~ COVID-19  CITY OF ST LOUIS DEPARTMENT OF HEALTH F"" note [ ]
Save

State case status LHD case status Event date

08/12/2020
u[ Clinical H Laboratory N Contacts ” Encounters “ Investigation H Notes H Administrative I
Same Workflow Action *
Last name First name
[Tesﬁami)y 1 (Abmharn l
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Assigning Case to Investigator

4. The Workflow Status will change to Accepted by LHD.

Edit Morbidity Event

sOptions » g Workflow Options ~ ¢ View v« Nae - | Assign to Investigator | & || @ Save & Continue | @ Save & Exit |
TEStfamiIYr Abraham Event type Workflow status Investigator Disease Investigating Agency .
Record #: 202008929 Morbidity Accepted by LHD Not assigned COVID-19 CITY OF ST LOUIS DEPARTMENT OF HEALTH B
. \
State case status LHD case status Event date { | Save |
08/12/2020

u[ Clinical “ Laboratory ” Contacts H Encounters H Investigation H Notes ” Administrative

Name
Last name First name Middle name Parent/Guardian
[Testfamily T [ Abraham W [ ] [ )

5. Click Workflow Options.

5
Edit Morbidity Event
# Options ¥ ¢ View v & Navigate v | Assign to Investigator | @ | ® Save & Continue | 8 Save & Exit |
TEStfamiIYI Abraham Event type Workflow status Investigator Disease Investigating Agency B
Record #: 202008929 Morbidity Accepted by LHD ~ Notassigned ~ COVID-19  CITY OF ST LOUIS DEPARTMENT OF HEALTH Briet pote
\
State case status LHD case status Event date l | save
08/12/2020

m[ Clinical “ Laboratory ” Contacts H Encounters H Investigation H Notes ” Administrative

Name
Last name First name Middle name Parent/Guardian
[;I'estfamily T [ Abraham W [ l [ )

6. Click Assign to Investigator.

Edit Morbidity Event o

‘ ®Options v % Workflow dptions ¥ ¢ View ¥ « Navigate ¥ | Assign to Investigator | @ | @ Save & Continue | @ Save & Exit |

2 Assign to Investigator I

Testfami Workflow status i i igating Agency i

Record #: ~RoutetolHD Accepted by LHD ~ Notassigned  COVID-19  CITY OF ST LOUIS DEPARTMENT OF HEALTH Brieksote

State case B Workflow History nt date ( | save |
/12/2020

_J Clinical M Laboratory M Contacts M Encounters M Investigation H Notes M Administrative }_

Name
Last name First name Middle name Parent/Guardian
(Testfamily W [VAbraham ] [ “ { “
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Assigning Case to Investigator

7. Click Select Investigator... to select the correct investigator.

Edit Morbidity Event
\ #Options ¥ & Workflow Options ¥ ¢ View ¥ « Navigate ¥ m@mm
Testfamily, Abraham  gvent type {fow status
Record #: 202008929 Morbidity Accepted by LHD  Notassigned ~ COVID-19  CITY OF ST LOUIS DEPARTMENT OF HEALTH et
State case status LHD case status Event date l Save” |
08/12/2020
\oemograpticy " Cirical | Laboratory | Contacts | Encounters | Investigation | Notes | Administraive |
Name
Last name First name
[ Testfamily | [Abraham | Select investigator... | = || Assign to Investigator | | Cancel |
*
8. Click Assign to Investigator.
Edit Morbidity Event
#Options ¥ sWorkflow Options ¥ ¢ View ¥« Navigate ~ m@mm]
Testfamily, Abraham  event type e skt i e ey
Record #: 202008929 Morbidity Accepted by LHD ~ Notassigned ~ COVID-19  CITY OF ST LOUIS DEPARTMENT OF HEALTH CESEEL
State case status LHD case status Event date [ l ]
08/12/2020
m[ Laboratery H Contacts ” Encounters ” Investigation H Notes n Administrative |
g 8
LIS Workflow Action
Last name First name
[ Testfamily ] [Abraham ] [JoHN mvEsTIGATOR [~]
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Accepting Investigations

To accept an investigation, follow the steps below:
1. Click on Workflow Options.

Edit Morbidity Event¢
# Options 1 #% Workflow Options v I) View ¥« Navigate v Force Unlock Force Unlock & Edit | & |/ Edit Event J
Testfa mlly, Abraham Event type Workflow status Investigator Disease )
Record #: 202008929  Morbidity  Assioned to nvesti don covip-19 aretnee |
State case status LHD case status Event date ‘ T SN

Investigating Agency

CITY OF ST LOUIS DEPARTMENT OF HEALTH 08/12/2020

| 1| Notes M Administrative

M[ Clinical H Laboratory 'H Contacts I Encounters | Investigation I

Name
Last name First name
(Testfamily T [Abraham W [ W [

Middle name Parent/Guardian

2. Click Accept Investigation.

Edit Morbidity Event e

['v Accept Investigation | @ | B Save & Continue || ® Save & Exit |

& Options ~  #Workflow (ptions v ¢ View ¥ « Navigate v

+ Accept Investigation

Testfamil kflow status Investigator  Disease i

Record #: =+.Roukeito L HE) Assigned to investigator John Investigator COVID-19 Brief note

Investigating| « Accept Event State case status LMD case status  Event date [ | save
08/12/2020

CITY OF ST

& Assign to Investigator

|

ontacts w Encounters “ Investigation N Notes ” Administrative

@ Approve at State

O Workflow History

Name
Last name name Middle name Parent/Guardian
(Testfamdy W “braham 1 [ 1| [ ‘\

3. Click Accept Investigationin the pop-up.

Edit Morbidity Event

m@mm‘

#Options ¥ #Workflow Options ¥ 3 View ¥ « Navigate v

Testf am"y: Abraham Event type Workflow status Investigator Disease

Record #: 202008929 Morbidity Assigned to investigator  John Investigator  COVID-19 RS

Investigating Agency State case status LMD case status  Event date | srz
08/12/2020

CITY OF ST LOUIS DEPARTMENT OF HEALTH

ﬁ[ Clinical ” Laboratory ][ Contacts H Encounters ” Investigation H Notes ][ Administrative I

Name x

Last name First name

| Testfamily ) | Abraham ) | Cancel |
e J—
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Updating Cases

When updating cases with information gathered during the case investigation process, there is
a list of minimum required fields to populate. Those required fields and howto populate them
are outlined in the subsequent pages.

Demographic Tab

1. Opena CMR
2. Click the Demographicstab.

Edit Morbidity Event

#Options ¥ #Workflow Options ¥ ¢ View ¥ « Navigate « Complete Investigation & B Save & Continue B Save & Exit
TEStfa mi |Y, Ba rba ra Event type Workflow status Investigator Disease )

Recf ) ¥#: 202008930 Morbidity Under investigation JASMIN MATOS COVID-19 Brisfinote

Investijjating Agency State case status LHD case status Event date Soee
CITY OF ST LOUIS DEPARTMENT OF HEALTH 08/10/2020

Demographic Clinical Laboratory Contacts Encounters Investigation Notes Administrative

Name

Last name First name Middle name Parent/Guardian

Testfamily Barbara

3. Populate the following fields:
a) Last Name
b) First Name
c) Middle Name (ifapplicable)
d) Parent/Guardian
e) Date of birth
f) Street
d) Unit Number
h) City
i) State
j) Zip Code
k) County

Note: Certain fields may be auto-populated from the initial CMR creation. If other
addresses are already listed, do notdelete previous addresses when entering a new
address.

Note: The following fields in the Demographic tab must also be filled out for a contact
case: Last Name, First Name, Birth Sex, Ethnicity, and Race.
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Updating Cases

Edit Morbidity Event

— —
‘ @ Options ~ @& Workflow Options * % View » « Navigate « Assign to Investigator || @ | B Save & Continue |’1 Save & Exit |

TestFamily, Jim

Event type Workflow status Investigator Disease

Record #: 202017386  Morbidity Accepted by LHD  Notassigned  COVID-19 ErEierie

Investigating Agency State case status LHD case status Event date [ ] Zaue J
DHSS TRAINING HEALTH DEPARTMENT 11/19/2020

Clinical ” Laboratory ” Contacts || Encounters || Investigation || Motes ” Administrative
3b
Name
Last name Middle nam Parent/ Guardian
Approximate age Age at onset Age at event date

mm/ddfyyyy Unknown Unknown

Addresses @
Street Unit nu ber Zip c\nde Cnllrlty Earliest known
I I Iease select.. Iease select.. mm/dd/yyyy I "

[mmfdd;ww s

Address not verified

—
'__n Save as Address at Diagnosis || @ Cancel |

4. You will also need to complete the required Demographics fields below:
a) Birth Sex

b) Ethnicity
c) Race

5. Click Save & Continue.

#Options ¥ % Workflow Options ¥ # View ¥ < Navigate ‘ + Complete Investigation H & B Save & Continue || B Save & Exit J
elephones

Telephone type (Area) Phone, Ext Country Earliest known

Note
(Please select... ’T‘ [Enter phone, click Save to add W [ W [mm/dd/yyyy E [ W
(314) 123-4567 Earliest known Created Note
{ 08/21/2020 @

Email Addresses
Email Address

[Enter email, click Save to add

)

Demograpnics

[Fiecse s 1o

Current gender Primary language
[Please select... | ¥ ‘ rPIease select... v ‘ Please select...

Does this person have any tribal affiliation?
( : | Yes
o

( : | Unknown
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Updating Cases

Clinical Tab

Next, you will need to enter the clinical information under the “Clinical” tab. Note, some of this
information may be prepopulated.

1. Select the Clinical tab.
2. Ensure the Disease is COVID-19 (more diseases will be tracked in EpiTrax at a later date).

3. Populate the Onset date and Date diagnosed fields.

Edit Morbidity Event

#Options ¥ # Workflow Options ¥ ¢ View ¥ + Navigate + Complete Investigation & B Save & Continue B Save & Exit

Testfamily, Barbara Event type Workflow status Investigator Disease .
Record #: 202008930 Morbidity Under investigation ~ JASMIN MATOS  COVID-19 Brisfinots

Save

Investigating Age 1 State case status LHD case status Event date
CITY OF ST LOUIS DEPARTMENT OF HEALTH 08/10/2020
Demographic Laboratory | Contacts | Encounters | Investigation | Notes | Administrative
Disease e o
Disease I Onset date Date diagnosed
COVID-19 I B movddyyyy [ @ mm/dd/yyyy | @

4. Click the correct radio button to answer the question: Was the patient hospitalized?

Note: If a patient was hospitalized (i.e. due to a car accident) but the reason for
hospitalization was not due to COVID-19, even the patient was diagnosed with COVID-19
while in the hospital, this field should be marked as No.

Was the patient hospitalized?

5. Populate the Mortality Status fields:
a) Died?
b) Date of Death
c) COVID-19 caused death? (this field will only appear if the Died? field is answer as
“Yes”

Mortality Status
i il
Yoz - I mmy/dd/yyyy m I—e’

COVID-19 caused death?

Please select... | *
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Updating Cases

Clinical Tab
Recording COVID-19 Vaccine Doses in a CMR

1. Click the + Vaccine button.

2. Enterinformation pertaining to the FIRST vaccine dose into the fields that appear.
a) Vaccine (COVID-19 is the only option)

Administered Date

Dose numberin Series

Manufacturer

Vaccination record identifier

f) Vaccine comment(open text field)

O

o O

)
)
)
)

®

3. Click Save and Continue.
(If applicable) To add a second dose, repeat steps 1 and 2.

5. Click Save and Continue.

Administered date Dose number in series Manufacturer Vaccination record identifier Data source

COVID-19 + | [03/01/2021 [} 1 Pfizer Inc. - EpiTrax UI

Vaccine commen it — Remove

©

Other Vaccines

Note: The fields used for vaccine data in EpiTrax are for Epidemiological use only. The
official vaccine registry will continue to be ShowMeVax.

EpiTrax is NOT currently integrated with ShowMeVax — vaccine records entered into
EpiTrax will not be imported into ShowMeVax, and vice versa. Vaccine records must be
manually entered into both systems.
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Updating Cases

Laboratory Tab
Next, you will need to enter the clinical information under the “Laboratory” tab.

1. Selectthe Laboratorytab.
2. Click + Add Lab.

Edit Morbidity Event

@ Options » @& Workflow Options + ¢ View + & Navigate « & | B Save & Continue B Save & Exit J
He”eri' TESt123 Event typa Waorkflow status Investigator Disease ~

Record #: 202017260 Marbidity Under investigation Mike Heller COVID-19 Brief note

Investigating Agency 1 State case status LHD case status Event date Taue
DHS5 TRAINING HEALTH DEPARTMENT 11/15/2020

Demographic Clinical Laboratory Contacts Encounters Investigation Motes Administrative a

Labs
4+ Add Lab

3. In the Labs section, populate the following required fields (screenshoton next page):
a) Performinglab: Name of the lab that performed the test
b) Ordering facility: Name of the facility that ordered the test
c) Patient address at collection: Patientaddress at time of collection (dropdown)
d) Collection date time: Specimen collection date. Time is not needed
e) Specimensource: Enterwhat's on the lab slip or Other if uncertain
f) Testtype: [fitis onthe lab slip, if not leave blank
g) Organism: SARS-CoV-2
h) Testresult: Select test result from dropdown

i) Lab test date: Date the test was completed by the laboratory. Sometimes named “Lab
result date” or “Lab reported date” on the lab report. Time is not needed.
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Updating Cases

Laboratory Tab

Edit Morbidity Event

. N " N - [ -
@ Options +  ®Workflow Options = ¢ View =« Navigate = Eﬁ Save & Continue | B Save & Exit |
Heller, Test123 Event type Workflow status Investigator Disease .
Record #: 202017260 Morbidity Under investigation Mike Heller COVID-19 Brief note
Investigating Agency State case status LHD case status Ewvent date [ l Save J
DHSS TRAINING HEALTH DEPARTMENT 11/15/2020

Demographic || Clinical _| Contacts ” Encounters || Investigation ” Notes ” Administrative

Labs
+ Add Lab
Date of Collection Specimen Source Test Count Test Type Qrganism Result (Value) Performing Lab
;:{15!2020 10:45 i PCR/amplification SARS-CoW-2 Positive [ Reactive () QUEST DIAGNOSTICS

Performing lab Ordering clinician

I QUEST DIAGNOSTICS

Patient address at collection

_I 2600 W Main 5t, Jefferson City, MO &/ n
olle: z

Facility name. Press Enter to search G) Last first name. Press Enter to searchl + Mew

Accession no

Specimen source

00

11/15/2020 10:45 o | Please select... ( ]
pecimen sent to state lab® rea

[ Plezse select... l_l' 11/17/2020 17232

o

Test t ‘Organism
‘!Hpcwampliﬁcaﬁun 1 saas—cw—z [ q

ast re
& —lpositive / Reactive | ~
ID
17255 Result value Units
Created ] [ ]
11/17/2020

Reference range

( J

Test status

[Please select... ,T]

mm/dd/yyyy hh:mm E
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Updating Cases

Contacts Tab

Next, you will need to enter the clinical information under the “Contacts” tab.

1. Select the Contacts tab.

2. Follow the steps linked here to search fora contact to assign to the case. Or followthe
steps linked here to add a new contact to the case.
3. Forany contact the case may have, populate the following fields:
a) Contact disposition: Select from the dropdown the applicable contact disposition.
b) Contact disposition date: Enter the contactdisposition date (date of last exposure).

c) Contact type: Select the most appropriate option from the dropdown —if no
appropriate option is available, select Other.

Edit Morbidity Event

@ Options = @& Workflow Options ~ ¢ View = « Navigate & || B Save & Continue B Save & Exit J

TeStFa mi I YJ' a bra ha m Event type Workflow status Investigator Disease R
Record #: 202017204 Morbidity Assigned to investigator Jon Tester COVID-19 Brief note
Investigating Agency Sta e status LHD case status Event date e
DHSS TRAINING HEALTH DEPARTMENT 11/11/2020
Demographic Clinical Laboratory Encounters Investigation Notes Administrative
Contacts
Adding Contacts
Search person Link to an orphan contact with a record number
Last name, First, Middle. Press Enter to search OR | 4 Create New Person OR U sk
(Events 1 - 1 of 1, Page: 1/1) va | e | e 5@ @
Record # Person &
Actions All Types — Contac] Type Contact D¥sposition Dispdsition date Birth %
- 202017457 ]
* Options Contact test I - I I 'I Ir"\r1_-d IM
{Events 1 - 1 of 1, Page: 1/1) = — 1 _— " 50 W

A Note: Contact records must be filled out by editing the actual Contactevent. Please see
the Contact Event section in this job aid for further detail.
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Updating Cases

Investigation Tab

The Investigation tab has two different forms to fill out:

1. Admin Interview Information: filled out during the interview stage.
2. 2019-nCoV Form: filled out during the investigation stage.

Edit Morbidity Event

®Options*  # Workflow Optians * 1 View *  « Navigate *

8 || B Save & Continue | M Save & Exit

TestFamily, abraham Eventtype  Workflow status Investigater Disease Investigating Ageney State case status
Record #: 202017204 Marhidity Assigned to investigator  Jon Tester COVID-19  DHSS TRAINING HEALTH DEPARTMENT
Demagraphic Clinical Laborztory Contacts Encounters Notes

Investigative Information
2018-nCoV, Version: 1
Associated Forms B Manage

Ceselnfo and Resolulion Statuss | Inierviewer Information || Ignore || SARS-CoV-2 Testing

Case Classification

What is the eurrent ease status of this persan?

Pending status

e (i:e. PCR positive)

Date of first positive specimen collection

Symploms ai

LHD case status Event date Brief note
11/10/2020 ——
nd Chinical Course || Past Medical and Social History || Exposure History Hospitalizat d Death

Note: When a Contact event is promoted to a Morbidity event, the 2019-nCoV Form must
be added. Additionally, when a person is re-infected, the Reinfection form must be added

(form not shown in photo).

Additionally, there are more sections in the Investigation tab that do not change regardless of

the chosen form.

1. Contact Oriented: This section provides fields to note whether this case is a food handler,
health care worker, associated with group living, or associated with day care. This also

provides a field to note the occupation of the case.

Contact Oriented
Food handler

Flaase salact... i
Health care worker

Flaase select... v

Group living o
Flaase select... v

Day care association

Please select... -
Occupation
-1
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Updating Cases

2. Exposures: This section contains fields to record places that a case visited during their
infectious period and may have potentially exposed others. To add an exposure:
a) Click + Exposure.

2a

Exposures

Mo exposures found.

b) Populate the following fields:

a. Exposure place: You can search fora previously entered exposure place by
typing a place name, city, or zip code and then pressing Enter. If the place is not

already entered in the system, you can add a new place by clicking + New (see
steps below).

b. Beginning: Thisis the date and time the potential exposure began.
c. Ending: Thisis the date and time the potential exposure ended.

d. Description: This is a free text boxwhere you can enter any details about the
potential exposure event as well as describe follow-up that has occurred.

Exposures

o
? ? forcrean
Exposure place Beginnin Endin . )
ace name, city or zip. Press Enter key to search I + Mew l [ 'm
cription

Mo exposures found. I

2bd]

c) Afterclicking + New (step 2.b.a), populate the following fields to add an exposure

place:

a. Street

b. City

c. State

d. Zip Code

e. (Area)Phone, Ext
d) Click Save Exposure Place.

Add Exposure Place ? x
I Save Exposure Place I
Place name Place type
[l ] Flzase selact... -
Street City State
@-—I I r I Please select... - I
Area) Phone, Ext |
2 | e 2




Updating Cases

2019-CoV Form
1. Click the Case Info and Resolution Status tab.

Edit Morbidity Event

@ | B Savza Continus | B Saved Exit |

‘ ®Options » @ Workflow Options » ¥ View = Navigate =

TestFamily, abraham  evesttype  Workflow status Tavestigator  Disense Investigating Agency State case status LMD case status  Event date Ll
Record #: 202017204 Morbidity Assigned to investigater Jon Tester COVID-15 DHSS TRAINING HEALTH DEPARTMENT 11/10/2020 Save |

Demographic H Clinical H Lzboratary ” Contacts H Encounters M[ Administrative ‘

Investigative Information

20. oV, Version:
Associated Forms. [ |
ey e [t e e [ e e e

2015-nCeV
Version: 1
Short name: 2018 nio

D]

Case Classification

Wihat is the current case status of this persan?

Interview Information () Pending status
B 1 » - i

Short name: Adminlnterview () Megative/Not tested
() Mot a case

() Contirmed case se. POk pastive}

() Probatie case

Date reported to CDC:

Date of first positive specimen collection
S

2. Scroll down to the Resolution Status section and populate the Date of symptom
resolution/recovery or isolation e nded for asymptomatic patients.

Resolution Status
Did the patient recover from illness or complete isolation requirements if asymptomatic (e.g. resolution of symptoms or significant clinical improvement of symptoms)?

| Mo, still symptomatic

) Yes, recovered (unknown recovery date)

| Yes, recoverad (date enterad below)

J Unknown recovery status

Date of symptom resolution/recovery or isolation ended for asymptomatic patients:
[ mm/dd/yyyy | 9]

3. Click the Symptoms and Clinical Course tab.

Edit Morbidity Event

‘ @Options * @ Workflow Options *  *View =« Navigate = [ @ saien contnue | @ save s e |

TestFamily, abraham  evesttype  workfiow status Investigator  Disease Investigating Agency State case status LMD case status  Event date Hretime
Record #: 202017204 Marbidity Assigned ta investigator Jon Tester COVID-19 DHSS TRAINING HEALTH DEPARTMENT 11/10/2020 Save |
Demographic H Clinical H Laboratory ” Contacts H Encounters m[ Administrative ‘
Investigative Information
e 2018-nCoV, Version: 1
Associated Forms | @ Manage |
W| i al.ian—‘ Tgnore || SARS-Cov-2 Testing [l Symotoms and Cinical Course | Past Medical and Sociel History || Exposure Ristory || Hospitatization and Death |

2018-nCoV
Version: 1 fd Case Classification
Short name: 2018 nCa¥ R
What is the current case status of this person?

Admin Tnterview Tnformation (7) pending status
Version: 1 . =

Short name: AdminInterview o () Negative/Not tested

() Mot & case

() Confirmed case (i.e. PCR positive}

(7) Probatie case

Date reported to CDC:

Date of first positive specimen collection




Updating Cases

2019-CoV Form

4. Scrolldown to the Symptoms Present section and click the correct radio button for Were

symptoms presentduring course of illness?

Symptoms Present

Were symptoms present during course of illness?

| @ Symptomatic

|| Asymptomatic

|| Unknown

5. Click the Past Medical and Social History tab.

Edit Morbidity Event

‘ ®Options » @ Workflow Options » ¥ View = Navigate =

@ | B Savza Continus | B Saved Exit |

TestFamily, abraham  evesttype  Workflow status Investigator  Disease

Investigating Agency State case status  LHD case status  Event date i
Record £: 202017204  Merbidiy #ssigned to investigator  Jon Tester COVID-18  DHSS TRAINING HEALTH DEPARTMENT 11/10/2020 Save |
7 T =
| Demograshic ‘[ Clinical H Lzbaratary ‘l Contacrs ” Encounters Notes || administrative ‘
Investigative Information
s | 2019-nCoV, Version: 1
Associsted Forms | @ Manage |
[Fre—— I M s cm N e )
[l Case Classification
What is the current case status of this persan?
() Pending status
el ) pending

() Megative/Not tested

() Not a case

() Probatie case

Date reported to CDC:

Date of first positive specimen collection
S

6. If the case is a female, scroll down to answer the following fields:
a) If female, currently pregnant
b) Trimester at onset of iliness
c) Number of weeks gestation at time of onset

If female, currently pregnant

| ®) Yes
I_INO @

|_) Unknown

Trimester at onset of illness

Number of weeks gestation at onset of illness

T L6c)
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Updating Cases

2019-CoV Form
Recording Genotype (Variant) Testing ina CMR

1. Click the SARS-CoV-2 Testing tab.

Edit Morbidity Event
®Options * 8 Workflow Options * 1 View * = Navigate = | /@[ B Save & Continue || B Save & Exit |

Brief note

TestFamily, abraham  eventtype  Workfiow status Investigator  Disease Investigating Agency State case status  LHD casestatus  Event date e — :
Record #: 202017204  Morbidty  Azsigned to investigaior  Jon Tester COVID-15  DHSS TRAINING HEALTH DEPARTMENT 11/10/2020 save
Demographic Clinical Laboratory Contacts Encounters || m, Notes Administrative 1
Investigative Information
I 2019-nCaV, versien: 1
Amenceatec Foxme. i sl o = = — = = = - E = — e — = — —
| Cass Resslution Stat o : Tgnore [l SARS-Cov-2 Testing il Symptoms and Chnical Course || Past Medical and Saciel History || Exposure istery | Hospitahzation and Death |

B

=] Case Classification
What is the current case status of this person?

— Pending status
[l ing statu:

ot tested

case (i.e, PCR positive)

Date reported to €DC:
framsrbhn wautos b,
[mmadiyyyy | 8

Date of first positive specimen callection

Scroll down to the Genomic Testing (e.g. Variant) section.
Select appropriate bubble for “Genomic testing completed?” question.

4. If Yes is selected, more options will appear.
a. Selectthe specificvarianttype (if known).
b. |[f variant type is unknown, selectUnknown.
c. If varianttype is known but notincluded, select Other. This option will cause a text box to

appear for recording addition information. e
. . Genomic Testing (e.g. Variant)
5. Click Save and Continue. Cenomic testing completed® &
e ) Yes
No

Which variant was detected?
B.1.1.7 (UK}
B.1.351 (South Africa)
P.1 (Brazil)
B.1.427 (California)
B.1.425 (California)
MNone
Other

Unknown
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Updating Cases

Administrative Tab
The next tab to fill out is the Administrative tab.
1. Click the Administrative tab.

Edit Morbidity Event
@ Options + @ Workflow Options = ¢ View =« Navigate = & || B Save & Continue || B Save & Exit
TeSt Fa ml IYI' a bra ham Event type Workflow status Investigator Disease R
Record #: 202017204 Morbidity Assigned to investigator Jon Tester CavVID-19 Brief note
Investigating Agency State case status LHD case status Event date i
DHSS TRAINING HEALTH DEPARTMENT 11/11/2020
Demographic Clinical Laboratory Contacts Encounters Investigation Motes Administrative 1

2. Populate the following fields:
a. LHD case status: Defines case status by LHD
b. Outbreak associated: Case or contact is associated with a specific outbreak in
EpiTrax
Outbreak name: Name of the outbreak
LHD investigation/intervention started: Day case investigation began
LHD investigation completed: Day case investigation was completed
Investigation Outcome: Outcome of case investigation
Facility: Name of the reporting facility

@00

Demographic Clinical Laboratory Contacts Encounters Investigation Motes Administrative

Event Information

Event id Record number MMWR year MMWR week Date record created
16906 202017204 2020 46 11/12/2020 06:30 PM

Case [/ Outbreak

LHD case status State case status Qutbreak issociated Outbreak name Queue
2a Plzase selact... - Please select... - Please selact... - Mo associated outhreak - Mot assigned to queue -

Auditing / Investigation

Jurisdiction of residence LHD investigation/intervention started LHD investigation completed Investigation outcome
mmfdd yyyy " I mm/ddyyyy ® I IPI ease salact... - I

7 T T

Reporting Agency
Facility Type Address [/ Phone

I Facility name. Press Enter to search ID

2]
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Updating Cases

Contact Event

Demographic Tab

Contact events have a smaller list of minimum required fields to complete during an
investigation. The following pages will highlight the tabs and fields to focus on.

1. Open a Contact CMR (same process as opening a Morbidity CMR).

2. Click on the Demographic tab.

3. The Last name and First name fields should already be auto-populated. If not, populate
the fields with the correct name.

4. Enter the Date of birth.

Edit Contact Event

@ Options = & Workflow Options = ¢ View =« Navigate =

|E|| B Save & Continue || B Save & Exit |

TestFa m||V, Anthony Event type Waorkflow status Investigator Disease

Record #: 202017395 Contact Not participating in workflow. Not assigned COVID-19 Brief note
Inve ing Agency Event date ] e |
DHS: INING HEALTH DEPARTMENT 11/20/2020
Clinical | Laboratory || Contacts || Encounters || Investigation || Motes || Administrative |
Name
Last name First name Middle name Parent/ Guardian
TestFamily Ant-hon v [ I [
Age
Date of birt Approximate age Age at onset Age at event date
mm/ddfvyyy 5] Unknown Unknown

5. Scroll down and populate the following fields:

a) Birthsex

b) Ethnicity

c) Race

d) Contact disposition

e) Contact disposition date
f) Contacttype

Demographics
Birth sex

Primary language

[English

Ethnicit
| - | INat Hispanic or Latino | "I
Country of birth

[Please select.. | - |

Current gender )
[Male | - |

Race (Select 2|l that apply)
Event Info

Contact disposition Contact disposition date Contact type
N Please select... [~ mm/dd/yyyy | @] | Please select... S |
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Updating Cases

Contact Event

Administrative Tab

The next tab to fill out is the Administrative tab.
1. Click the Administrative tab.

Edit Morbidity Event

‘ @ Options + @ Workflow Options = ¢ View = « Navigate = | @ | B save & Continue || B Save & Exit |

TestFami |V, a bra ham Event type Workflow status Investigator Disease

Record #: 202017204 Morbidity Assigned to investigator Jon Tester COVID-19 Brief note
Investigating Agency State case status LHD case status Event date [ I i |
DHSS TRAINING HEALTH DEPARTMENT 11/11/2020

Demaographic || Clinical ” Laboratory ” Contacts || Encounters || Investigation ” Motes =—n

2. Populate the following fields:
a. Outbreak name: Name of the outbreak
b. Facility: Name of the reporting facility

Demographic || Clinical || Laboratory || Contacts || Encounters || Investigation || Notes _

Event Information
Event id Record number MMWR year MMWR week Date record created

16906 202017204 2020 46 11/12/2020 06:30 PM
Case [ Outbreak
LHD case status State case status Outbreak associated Outbreak name Queue

[Please selact... | - | [Please select... | - | [Please select... | - | I Mo associated outbreak | - I [Nut assigned to queue | - |

Auditing / Investigation

Jurisdiction of residence LHD investigation/intervention started LHD investigation cc | d In igation outcome
[rnrnf’dd.n"vyw ;| [mrnfddf’ywy ] m | [Please salact... | - |

Event name

Reporting Agency

Facili Type Address { Phone
Facility name. Press Enter to search

)
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Job Aid

COVID-19 Reinfections

¢

EpiTrax



In rare cases, people can be experience COVID-19 reinfection. It is important to verify that
these cases are true reinfections and not a continuation of the patient’s original case. The
Investigative Criteria for Suspected Cases of SARS-CoV-2 Reinfection (ICR) fromthe CDC
specifies the conditions for which a patient’s case could be considered a reinfection. Based on
this current guidance, at a minimum, the second unique infection of COVID-19 must occur 90
days after the first infection. If a positive lab comes in prior to the 90 day mark, you should
update the existing CMR as if there is no difference between the infections.

If you determine that a new positive lab is the result of a reinfection, this should be noted in
EpiTrax. There are two options for doing so:

1. Create anew CMR.

Follow instructions found earlierin the EpiTrax User Guide to create a new case morbidity
report for the patient. You can then email to requestthe positive lab be
transferred to this new CMR.

2. Add the ‘COVID-19 Recurrent Presentation’ form to the existing CMR.

This form can be found on the Investigation tab of the existing CMR. To add this form, click
‘Manage’ within the Investigation tab, then click ‘Add next’ to the COVID-19 Recurrent
Presentation form.

Once the formis added to the CMR, you can select which instance of infection you wish to
access by selecting the appropriate form on the left side of the Investigation tab. For the first
instance, select the 2019-nCoV form. For the second, more recent infection, select the
Recurrent Presentation form.



Job Aid

Entering COVID-19 Deaths in EpiTrax

¢

EpiTrax



It has come to DHSS'’ attention that some COVID-19 mortality totals reported on the DHSS
Dashboard do not match internal records. EpiTraxis the authoritative source for the DHSS
Dashboard totals. It is very important that LHDs enter death-related information as soon as they

are notified.

To enter death-related information, follow the steps below:
1. Click on the case’s Clinical tab

2. Scroll down to the Mortality Status section

3. Populate the following fields:
a) Died?:Yes
b) Date of death: enter the case’s date of death
c) COVID-19 caused death: select the correct choice

Mortality Status
Died? Date of death

i mimy/dd,/yyyy o}

Yes

COVID-19 caused death?

Pleaze select..] =

SelectingYes

Selecting Yes will prompt the question COVID-19 caused death? You may not be able to
enter a response immediately and will have to update when you receive more information
about the official cause of death. However, you should save the record to populate the Died?
and Date of Death fields.

A Note: There are several routes to determine if COVID-19 caused the patient’s death:

1. Upon being notified of a death, local public health authorities may contact the certifier
(physician, medical examiner, or coroner) to confirm that the death was caused by
COVID.

2. Everytwo weeks, LHDs will receive a listing of all COVID deaths in their jurisdiction.
These lists will be pushed into your FTP folders and will contain the information that
you need to complete the did COVID cause death field in EpiTrax. DHSS is working
to update this information in EpiTraximmediately after sending those lists, but it is best
practice to verify that the record has been updated.

Often, this information is not received by DHSS until 4-6 weeks after the date of death. It
is possible that your agency will be notified of the death before the death certificate is
completed.



Selecting No

When a physician or medical examiner has not confirmed COVID-19 as a contributing cause of
death, the COVID-19 caused death? question should be marked as No. In some cases, the
answer may be temporarily Unknown.

For example, DHSS has received reports on individuals injured in motor vehicle accidents.
These patients were tested at the hospital and confirmed as positive for COVID-19. In these
cases, LHDs should confirm with the physician or medical examiner if COVID-19 caused the
death.

The Investigation tab also houses death information, but the Clinical tab is the main data
source for mortality reporting.

Note: The new Deaths in my Jurisdiction Export will show LHDs all the deaths listed in
EpiTraxfor people who have a state case status of Confirmed and have hada COVID-19
positive lab entered. LHDs will be able to select their jurisdiction and enter the range of
dates they are interested in to see the number of deaths thathave occurred during this
time.

LHDs will also need to filter the export in excel to only view records where COVID-19 was
marked as the actual cause of death since these records are the only ones that are
uploaded into the State dashboard. This export purposefully contains all deaths where
COVID-19 was marked/unmarked as the cause of death so that LHDs are able to
accurately investigate whether COVID-19 was the true cause of death.



Job Aid

Assigning an Outbreak in EpiTrax

¢

EpiTrax



Creating or Adding an Outbreak in EpiTrax

1. If this is the first outbreak at this facility/location...

To request a newoutbreak be created, the LHD must request an outbreak ID by emailing
covid.outbreak.notifications@health.mo.gov. All outbreaks should be named and entered into
EpiTraxby DHSS staff only. The outbreak group tracks all outbreaks when outbreak IDs are
requested and uses a specific naming convention for outbreak IDs. Once the outbreak ID is
created, the reporting agency will be notified by the outbreak group.

2. If this is NOT the first outbreak at this facility/location...

If a facility or business has an additional outbreak since the last outbreak ID was requested,
the outbreak group has a system to distinguish a new outbreak and can send another ID once
requested by email. Please contact the outbreak group to request any subsequent outbreak
IDs be created in EpiTrax.
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Assigning an Outbreak in EpiTrax

When an outbreak occurs, any associated cases must be assigned to an outbreak ID in
EpiTrax.

A COVID-19 case is entered in EpiTraxand follows the event workflow where it is assigned to
an LHD and the case investigation begins.

As the LHD investigates, information about potential exposures the case had during the
incubation period should be entered in the Exposures section as outlined below:

1. Click on the Investigation tab and scroll down to the Exposures section.

Edit Morbidity Event

#Options ¥ #¥Workflow Options »  # View » « Navigate = v Complete Investigation | @ | B Save & Continue = B Save & Exit
Testfamil Yr Abraham Event type Woaorkflow status Investigator Disease .

Record #: 202008929 Morbidity Under investigation ~ JOAQUIN ALARCON  COVID-19 Eacinore

Investigating Agency State case status LHD case status Event date S

ADAIR COUNTY HEALTH DEPARTMENT Confirmed 2020

Demographic Clinical Laboratory Contacts Encounters igati Notes Administrative

2. Click + Exposure.

Exposures

Mo exposures found.

3. Enter the information for:
a) Exposure place
b) Beginningexposure date
c¢) Ending exposure date

Exposures

+

@ Cancel

Endin:

Flace name, city or zip. Press Enter key to search + Mew

Description

Mo exposures found.
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Assigning an Outbreak in EpiTrax

If there are other exposures at the same place and the case is considered part of an outbreak,
the LHD requests an outbreak ID from DHSS.

If the exposure place/event is determined to be an outbreak, the LHD should requestan
outbreak ID by emailing covid.outbreak.notifications@health.mo.gov.

Note: All outbreaks should be named and entered into EpiTrax by DHSS only, as the
outbreak group keeps track of all outbreaks when the IDs are requested, and names them
using a specific naming convention.

DHSS will create an outbreak ID in EpiTraxand inform the affected LHD(s). The outbreak ID
must be added to each event that is associated with the outbreak. The LHD will add the
outbreak ID to any cases associated to that outbreak by following the steps below:

1. Click on the Administrative tab.

Edit Morbidity Event

# Options v #Workflow Options ¥ ¢ View v < Navigate v + Complete Investigation & | B Save & Continue B Save & Exit
Te Stfa mi | y; Ab ra h am Event type Waorkflow status Investigator Disease )

Record #: 202008929 Morbidity Under investigation JOAQUIN ALARCON  COVID-19 Bocinore

Investigating Agency State case status LHD case status Event date S
ADAIR COUNTY HEALTH DEPARTMENT Confirmed 08/12/2020 1

Demographic Clinical Laboratory Contacts Encounters Investigation Notes

2. In the Case / Outbreak section:
a) Click Yes in the Outbreak associated field.
b) Then click the correct Outbreak ID in the Outbreak name field.

Demographic Clinical Laboratory Contacts Encounters Investigation Motes Administrative

Event Information

Event id Record number MMWR year MMWR week Date record created
8636 202008929 2020 33 08/17/2020 10:39 AM
2a

Case [ Outbreak

LHD case status State case status Outbreakdssociated

Outbreak name

Confirmed - Please select... - Mo associated outbreak

Queue

No associated outbreak

Mot assigned to queue e

Crazy Horse Ranch
FRANKLIN - Bluebird Cafe

Auditing / Investigation

Jurisdiction of residence LHD investigation/intervention started

0871772020 - FRANKLIN - Example Place
Investigation outcome Event name FRANKLIN - Laura's Nail Salon
Completed -

Jackson COVID 2020 08 Test

Reporting Agency
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Assigning an Outbreak in EpiTrax

Outbreak Report

Once case investigation is complete, the LHD may link additional cases to an outbreak ID, if
necessary. If an outbreak reportis required, the LHD may execute the report.

To view or edit a specific outbreak:

1. Click on Outbreaks in the top green bar. This will bring up a list of all the outbreaks entered
into EpiTraxby DHSS. 1

Ep'ITra X NEW CMR | EVENTSY OUTBREAKS |[FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | ADMIN | SETTINGS

Welcome, JOAQUIN ALARCON

2. Search for the outbreak that you want to view and/or edit, and then click on the Options
button on the left of the desired outbreak.

3. Choose the action you want to take.

The Edit Outbreak function will allow the LHD to view the cases associated with the outbreak.
You can also add or remove events from the outbreak; however it is recommended that you
use the steps previously described and enter an outbreak directly into the event.

Outbreaks
4 Export
(Outbreaks 1 - 17 of 17, Page: 1/1) 14 || cq 1 s || = 50 »
) Sl gl b Outbreak Name & Disease ¥ Disease Type ¥ Agency ¥
Actions >
q . COLE COUNTY HEALTH
¥ Options 2020-00002 wild Heart Home COVID-19 DEPARTMENT
¥ Ophions 2020-00003 Crazy Horse Ranch COVID-19
~ Options 2020-00004 St. Louis Cardinals COVID-19 CITY OF ST LOUIS DEPARTMENT OF
HEALTH
~ Options 2020-00005 Wild Heart Home COVID-19

JACKSON COUNTY HEALTH

Jackson COVID 2020 08 Test COVID-19 DEPARTMENT

~ Options
LocalOutbreakTest1 COVID-19 DHS5-STATEWIDE
¢ Edit Outbreak ateOutbreakTestl COVID-19 DHSS-STATEWIDE

# View Outbreak steOutbreakTest2 COVID-18 DHSS-STATEWIDE

4 Export LocalOutbreakTest1
" alQutbreakTest2 COVID-19 Rezpiratory Z'EA'_TEIT‘\LII__?HCOUNW DEPARTMENT

~ Options 2020-00013 LocalOutbreakTest1 COVID-19 DHSS-STATEWIDE
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Assigning an Outbreak in EpiTrax

The Edit Outbreak function will allow the LHD to view the cases linked to the outbreak. You
can also add or remove events from the outbreak; however it is recommended that you use the
steps previously described and enter an outbreak directly into the event.

Edit Outbreak > Wild Heart Home I CREATED: Aug 5, 2020 - 02:34 PM

#Options * Save & Continue Save & Exit

Summary Admin Notes Associated Events Investigation Report Associated Outbreaks Sharing

Events for Wild Heart Home Remove Events Add Events

(Events 1 - 2 of 2, Page: 1/1) 19 f{ oy 1 s || B 50 w

Record ¥
Demographics Local Status State Case Status Agency Onset Date
L FalseName Woodchuck

Morbidity . X ADAIR COUNTY HEALTH
2020120968 Birth Date: 11/07/1932 Confirmed Confirmed DEPARTMENT 08/21/2020

Age at onset: Unknown

STEVEM HUBER
Morbidity Birth Date: 08/23/1955 COLE COUNTY HEALTH 03/19/2020
202008940 Age at onset: 64 Years DEPARTMENT

e.Monihs.25 DAy,

(Events 1 - 2 of 2, Page: 1/1) 19 Y e 1 e[| ® 50 W

4. Once all cases are associated to the outbreak ID, the LHD will then link contacts to the
outbreak if applicable.
a) Open a Contact event.(same process as opening a Morbidity event)
b) Click on the Administrative tab.
c) Click Yes in the Outbreak associated field.
d) Click the correct outbreak in the Outbreak name field.

Edit Contact Event

# Options v #Workflow Options v # View v+ Navigate » & | B Save & Continue B Save & Exit
Testfamil Y Abraham Event type Workflow status Investigator Disease .

Record #+ 202000304 Contact Not participating in workflow. Mot assigned COVID-19 Boetnale

Investigating Agency Event date Parent patient Save

CITY OF ST LOUIS DEPARTMENT OF HEALTH 08/25/2020  Fred TestCouple
Demographic Clinical Laboratory Contacts Encounters Investigation Notes Administrative 4b

Event Information
Event id Record number MMWR year MMWR week Date record created
9513 202009304 2020 35 08/25/2020 06:37 PM

Case / Outbreak
Outbreak associated Outbreak name Queue
- Wild Heart Home - Mot assigned to queue -

\

YEs

Missouri Department of Health and Senior Services
97



Assigning an Outbreak in EpiTrax

5. Indicating that an Outbreak Report is required will prompt several fields to complete by the
LHD.
* Outbreak Reports are not currently required for COVID-19 outbreaks but will be for
other conditions in the future.

Edit Outbreak > Wild Heart Home CREATED: Aug 5, 2020 - 02:34 PM
‘ # Options = | Save & Continue || Save & Exit |‘
Summary Admin Motes Associated Events Investigation | Associated Outbreaks || Sharing |

Outbreak Report
Does this outbreak require a report?

-
() Yes (® No

Why doesn't this outbreak require a report?

[Se\ect a reason | - ‘

6. Once the outbreak is complete and no other cases, facilities, or contacts are associated
with the outbreak, the LHD marks the outbreak Completed. To do this, follow the steps

below:
a) Repeat steps 1-3.
b) Click on the Admin tab.
c) Click on the Status field and select Completed.

Edit Outbreak > Wild Heart Home CREATED: Aug 5, 2020 - 02:34 PM
‘ #Options - | Save & Continue ” Save & Exit |‘
L _/ J
Summary - MNotes || Associated Events || Investigation || Report H Associated Qutbreaks H Sharing |
Number 2020-00002
Name [Wild Heart Home ]
Type [Local Outbreak ‘ = |
Date Outbreak Identified |08/05/2020 [

Status COMPLETED

Investigating Agency Please select...

Lead Investigator ACTIVE

Disease

Disease Type

Major setting of exposure [Please select or type in value... ‘ - |

Associate New Facilities [Press Enter to search l
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These are the instances when you will be locked out of a record in EpiTrax:

1. You have timed yourself out of EpiTrax. For security purposes, EpiTrax automatically
locks after 15 minutes of inactivity. This prevents users from leaving their computer
unattended and risking someone else seeing PHIin a person’s record.

Your session timed out due to a long period of inactivity.

Click the Login button below to re-authenticate.

Login

When this happens, you must log back into EpiTrax. To prevent this from happening, save
and close cases when you are finished, and ensure you log out of EpiTrax when you will
not be using the system for an extended period of time.

2. Someone else is editing the record. EpiTraxlocks a record when a user is editing it. This
prevents more than one user from modifying the same record at the same time. The lock
releases when the user exits “edit mode” or when the lock has expired.

Edit Morbidity Event

B3 Failure Unable to save. Person is locked by

& Reload Event

When this happens, you may force the other user out of the record by clicking Force
Unlock & Edit. Or you may return to the record at a later time.

Edit Morbidity Event

#Options v wWorkflow Options ¥ ¢ View ¥ < Navigate v Force Unlock Force Unlock & Edit | @ /* Edit Event
Testfamily, Abraham Eventtype  Workflow status Investigator Disease

Record #: 202008929 Morbidity Assigned to investigator  John Investigator  COVID-19 Exletanie

Investigating Agency State case status  LHD case status  Event date =SE
CITY OF ST LOUIS DEPARTMENT OF HEALTH 08/12/2020

Demographic Clinical Laboratory Contacts Encounters Investigation Notes Administrative

Name
Last name First name Middle name Parent/Guardian

Testfam

3. You are editing the record in two windows or tabs. It is possible that you are causing
your own lock-out if you have the same record open on two differenttabs. One of the open
records will have the lock and the other openrecord on the other tab will not have the lock.

When this happens, you will need to Force Unlock & Edit. To preventthis from happening,
do not work one record in multiple windows or tabs.



Resolving Locked Records

4. You have timed yourselfout of the record and yourlockon it has expired. The
following error occurs when you are entering large amounts of data without saving and your
lock expires.

Edit Morbidity Event

B Frailure Unable to save. Your lock is no longer valid.

& Reload Event

When this happens, you need to reload the event to renter the data and save it. To prevent
this happening, save frequently while entering data.

If you are locked out for any other reason, please report your experience to the EpiTraxteam at
epitrax@health.mo.gov or through our online help desk ticketing system.
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Closing Cases

Once you have completed a case investigation and have entered all necessary information into
the event record, and once the case has met the conditions to discontinue isolation, you should
close the case out by performing the below steps:

1. Click Workflow Options.
2. Select Complete Investigation.

3. The LHD will need to reviewthe record, ensure the data is accurate, and then approve the
event.

4. (Onceinternal reviewis completed) Select Approve Event. This is the final step before the
case is sent to the state level and indicates to DHSS that the data is ready for reviewand
submission to the CDC. However, the DHSS process will not be immediate.

View Morbidity Event
Your lock for this person has expired. Changes were saved prior to lock expiration.
# Options v | # Workflow Options v/ i < »Navigate ~ & |/ Edit Event
| v
Testfamil Complete Investigation ow status Investigator Disease Investigating Agency
. Under investigation JASMIN MATOS COovVID-18 CITY OF ST LOUIS DEPARTMENT OF HEALTH a
i - Route to LHD g Bristipote
State Case st: vent date
+ Accept Event 8/01/2020
2 Assi i 4
Demographid_ 2 ASSign o Investigator  [-iots | Encounters | Investigation = Notes | Administrative
+ Approve Event -
Name
@ Approve at State .
Last nam me Parent/Guardian
Testfamily | @ Workflow History
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Filtering & Exporting — Public Report Templates

To help jurisdictions identify new cases of COVID-19 in EpiTrax, DHSS has developed two
exports that can be found in the “Public Exports” folder.

+ The New Labs Download will show the number of people already within your jurisdiction
who have a positive, indeterminate, pending, or inconclusive lab result entered into EpiTrax.

* The Routedto LHD Download will show you labs with positive, indeterminate, pending, and
inconclusive results that were entered into EpiTraxand newly routed to your jurisdiction.

To download the reports:
1. Navigate to the Exports link in the upper right-hand corner of the green banner. 0

EplTra X NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCHN EXPORTS BFEOPLE | ADMIN | SETTINGS

Welcome, JOAQUIN ALARCON

2. Choose Public Exports.

D |Tra X I Welcome, Chase Schiesselman NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | AVR | ADMIN | SETTINGS

Exports

Saved Exports New Export

+ @ Public Exports o Select folders and exports.
-

3. Scroll down to the folder DHSS Export Templates.
4. Click New Labs Download (or Routed to LHD Download).
5. Click the Copy button.

Exports

@ export_Binoj a
B export_20200810163916

O export_20200908092146

O test

# Edit 4 Export

Export: New Labs Download Folder: Public Exports
O export_20200908093343 Creator: ZACHARY KEMPF Created: 17-11-2020 03:21 AM
O export_20200908094426 Diseases
O export_20201023205847

COVID-19

O export_20200814142857

O export_20201008092346 * Columns - Filters
O export_20200810173733 . -
Column Show Filter Filter Definition
O SGCHD Case List

™ New Labs Download 4 patient_event_type v Isin

LY

Morbidity
O export_20200815202458
B export_20201110013911 patient_record_number ,,
- person_first_name s
B export_20200815204503
. N person_last_name _,
O Positive COVID-19 in my County .
patient_current_age s
@ Iron
® export_20201110120142 patient_jurisdiction_of_investigation v v Isin
O export_20200908180806 patient_workflow_state o
® Copy Line List Comparison patient_state_case_status o
© export_20200811075217 lab_created_at - -
O export_20200811075411 lab_test_type v
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Filtering & Exporting — Public Report Templates

6. Click the s in button and select your jurisdiction.

7. Enter the desired date range.

Edit Export
et g'cow ¥ m i Delete |
LT T
e & | [cetertevert e [ v = [T
[search TE [™ Indude null values
» [=1CD Data
Er! patient_record_number 2 | i E
Er! person_first_name ENR - -
m m person_last_name |4 | - ™ k
m@ natierrt_current_?ge |5 | i :
[Is in [+
Er! patient_jurisdiction_of _investigation I3 - - [ F]
[™ Indude null values
ﬁ.m patient_workflow_state |7 - ™
rl'-m Dal]'_ent_state_case_status | 8 | i r-
after | @ | 8efore
5[0 lab_created_at [o - ™ &
[™ Indude null values

8. Change the name of the export.
9. Click Save.
10. Click Export.

o O

Edit Export

|

{!Exit{bcnpv B8 belete |

-

_| Columns H Options ‘ INew Labs Download_Count 8
Select Diseases Di
[search =) COVID-19
»[vicoData

MissouriDepartment of Health and Senior Services
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10. The saved export template will now appear under the Drafts folder.

Saved Exports

- @ Drafts
O Encounters
Encounters Short
Investigation
Investigation Short
Laboratory
MNotes
Admin
2019 Cov Form
New Labs Download_County

export_20201201163340

i@ I 0D P DD I@

For future exports of this data, you can click the Drafts folder (screenshot above) and readjust
the filters. When viewing the export data in Microsoft Excel, please ensure the lab_created_at
values are in a readable format.

Note: These templates are intended to identify newlabs/cases but may not be
A comprehensive. If you notice positive cases thatare not captured using these exports,
please email epitrax@health.mo.gov.

Together, the two reports will communicate:
» The number of people within a jurisdiction who have had a positive lab entered into EpiTrax.
» The number of people with a positive lab that have been routed to a jurisdiction.

Note: Cases will likely overlap and appear on both reports, especially if someone tests
positive and is routed to your LHD on the same day. You will need to compare the cases
between your lists to make sure you are not duplicating your efforts in case investigation.

You will need to adjust the last_routed_to_lhd_date variable to match the dates you used in
the New Labs Download exportto make sure you are comparing the same dates between
both exports. You will also need to reformat your date fields when you export this list to excel.

The reason why you need to compare these two lists separately is because if you try to filter
both date variables on the same export, you will only end up with cases that tested positive
AND routed to you on the same day.

Running and comparing both reports should ensure you are not missing any cases in your
jurisdiction.

Note: Exports will contain confidential patient data. Please follow all appropriate data
privacy guidelines.
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Filtering & Exporting — Custom Reports

To build custom reports:
1. Navigate to the Exports link in the upper right-hand corner of the green banner. a

MNEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCHN EXPORTS B#FEOPLE | ADMIN | SETTINGS

E p ITra X Weicome, JOAQUIN ALARCON

2. Choose Drafts.

EpiTrax I Welcome, Chase Schiesseiman NEW CMR | EVENTS | OUTBREAKS | FACILITIES | CMR SEARCH | EXPORTS | PEOPLE | AVR | ADMIN | SETTINGS
Exports
Saved Exports New Export
(2]
e o Select folders and exports.

-

3. Click Create Export Here.

EpiTra X Weicome, JASMIN MATOS NEW CMR | EVENTS | QUTBREAKS | CMR SEARCH | EXPORTS | PEOPLE | AVR | SETTINGS |
Exports
Saved Exports New Export
~ @ (Drafts]
B export_20201106163945 Drafts Folder Options
B export_20201109112843 I © Create Export Here I-e

0O export 20201109122233
O export_20201119111852
B export 20201119162809

Folder Name + Add Sub-folder

» @ Public Exports

4. In the Diseasestab, click CD Data and then click COVID-19.

NEW CMR | EVENTS | OUTBREAKS | CMR SEARCH | EXPORTS | PEOPLE | AVR | SETTINGS

E pITra X Welcome, JASMIN MATOS

Edit Export
* Exit B Save ® Copy | + Export @ Delete

Diseases Columns Options export_20201120113557
Select Diseases Diseases

Lol COVID-19
~ v(CDData) o

+ COVID-19 Columns (Visibility - Filters)
Apply Long Names Apply Short Names
Actions Column Name Order = Show | Filter Filter Definition
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Filtering & Exporting — Custom Reports

5. Under the Columns tab, select the fields you would like to see on your export, which
correspond with the record tabs in EpiTrax.

6. Click Save.

E ITra X NEW CMR | EVENTS | OUTBREAKS | CMR SEARCH | EXPORTS | PEOPLE | AVR | SETTING
p Welcome, JASMIN MATOS
Edit Export
x Exit ® Copy 4+ Export @ Delete
Diseases Columns Options export_20201120113557 6
Core Columns Diseases
Search P COVID-19

» | = Administrative

* [ | Clinical Columns (Visibility - Filters)
»|  Contacts
+ [ Demographic \e Apply Long Names | Apply Short Names
» Encounters
» Investigation
»|  Laboratory Actions Column Name Order Show Filter Filter Definition
» Notes
e e R
. X . Isin bt
Requires selection of one disease. Save to m
@ 0 patient_event_type 1 v v Morbidity

Include null values

patient_record_number 2 v

7. Once you save, you will see the Form Columns appear under Core Columns. All the

information about symptoms and pre-existing conditions are found in the 2019_nCoV
subtab.

EpITra X NEW CMR | EVENTS | OUTBREAKS | CMR SEARCH | EXPORTS | PEOPLE | AVR | SETTIN
Welcome, JASMIN MATOS

Edit Export
x Exit B Save ® Copy 4+ Export @ Delete
Form Columns - -
» || Legionellosis_Form_2014_V1 export_20201120113557
» Avian_Influenza_Monitoring_v2015
3 999_Research_2016 Diseases
» CRE_EpiTrax_Investigation_Form_v
R COVID-19

Q_Fever

Columns (Visibility - Filters)

Apply Long Names Apply Short Names
abdom_yn
abxchest_yn
abxekg_yn Actions Column Name Order = Show | Filter Filter Definition
acuterespdistress_yn
admi_dt Isin ~

autoimm_spec

patient_event_type 1 v v Morbidity
autoimm_yn

breathing_yn Include null values
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Filtering & Exporting — Custom Reports

8. Click on the Filter checkboxto add a filter in the Filter Definition column. For example, to
add a filter for jurisdiction, click the Filter checkbox for the
Patient_jurisdiction_investigation field, and select the jurisdiction fromthe dropdown
menu.

9. Click Save.
10. Click Export.

EpiTra X NEW CMR | EVENTS | OUTBREAKS | CMR.SEARCH | EXPORTS | PEQRLE | AVR | SETTINGS
Welcome, JASMIN MATO: 9 10
Edit Export
* Exit ® Copy @ Delete

mechvent_yn - Columns (Visibility - Filters) a
medcond_yn
Apply Long Names Apply Short Names
myalgia_yn

nauseavomit_yn

neuro_spec Actions Column Name Order = Show | Filter Filter Definition
neuro_yn

none_one Is in -

obesity_yn
+ onset_dt
onset_unk Include null values

patient_event_type 1 v 4 Morbidity

othercond_spec

othercond_yn

patient_record_number 2 v

otherdis_spec
otherdis_yn S—
othrp Is in b

DHSS TRAINING HEALTH

othrp_spec - T N T J
patient_jurisdiction_of _investigatior 3 Y 04 'DEPARTMENT

othsym1_spect
othsym1_speci0 | " DP

othsym1_spec2
othsym1_spec3

person_last_name 4 oL @ DHSS TRAINING HEALTH DEPARTMENT
othsymi_spec4

Note: Exports will contain confidential patient data. Please follow all appropriate data
privacy guidelines.
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Looking
for help?

Contact the EpiTrax Helpdesk with questions:
Telephone: (573) 526-9533

Email: EpiTrax@health.mo.gov

Hours: 8:00 am — 8:00 pm, Monday — Friday

Missouri

Department of Health
and Senior Services

EpiTrax
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EpiTraxis an open source, highly configurable, comprehensive surveillance and outbreak
management application designed for public health. It allows local, state, and federal
agencies to identify, investigate, and mitigate communicable diseases, environmental
hazards, and bioterrorism events. Kansas, Utah, and some large cities currently use
EpiTrax.

EpiTrax supports electronic laboratory reporting (ELR) and offers sophisticated analysis,
visualization, and reporting of contact and case information.

EpiTraxincreases overall effectiveness in preventing morbidity and mortality through
decreased reporting time, automated assignmentand routing processes, easy form-
creation tools, trend analysis, detection of anomalies, and quality assurance.

MO ACTS s a centralized contact tracing system shared between the Department of
Health and Senior Services (DHSS) and local public health agencies (LHDs). This
platform will enable agencies to more easily track, manage, and monitor cases. For more
information, please check out the MO ACTS website, view the MO ACTS Simulation, or
email moacts@health.mo.gov.

Case Investigators use EpiTraxduring case investigations, while Contact Tracers use MO
ACTS. After a Case Investigator routes a case for tracing, data will automatically flow from
EpiTraxto MO ACTS. Note that, depending on your role and responsibilities, you may
need to use both systems.

EpiTraxusers that have been granted a dual role of case investigator and contacttracer
will be granted access to MO ACTS. If you are interestedin bringing in volunteers or
temporary staff to assist with contact tracing, please contact EpiTrax@health.mo.gov.
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Getting Started with EpiTrax

5. How will | receive my EpiTrax account credentials?

You will receive an email froman EpiTrax account.

6. |did not receive an email from an EpiTrax account. What
does that mean?

If you did not receive a welcome email, you will not have an EpiTraxaccount set up prior
to implementation. All individuals who had a WebSurv account should have been migrated
into EpiTraxwith a similar role, but it is possible that someone may have been missed. In
that case, please reach out to the EpiTrax Help Desk at 573-526-9533 or
epitrax@health.mo.gov and they will initiate an account request for you. You can also
enter an account request yourself at https://redcap.link/maet_access.

7. Which web browsers are compatible with EpiTrax?

EpiTraxworks well in Chrome, Firefox, and most versions of Edge. EpiTraxdoes not work
well in Internet Explorer.

8. How can | get access to Chrome or Firefox?
DHSS Staff:

» Use the Software Center by clicking on Windows start and typing “Software Center” in
the search boxto select additional applications.

* Or, by submitting a ticket to ITSD.
LHD Staff:
* Checkwith IT support staff.

9. If | have watched the old WebSurv training videos, am |
required to complete the EpiTrax training simulation?
It is recommended that you complete the EpiTraxtraining simulation evenif you are an

experienced WebSurv user as there are several key differences between entry in the two
systems.
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10.

Is the EpiTrax Training Simulation available to all LHDs?

Yes. Demos, reference guides, and training simulations are posted on the EpiTrax
website.

Transition from WebSurv to EpiTrax

11.

12.

13.

Can | still use Websurv?

The implementation of EpiTrax only affects reportingand management of COVID-19
cases. All other disease conditions will continue being entered into Websurv.

Effective 10/1/2020, all new COVID-19 labs will be added into EpiTrax. WebSurv screens
will be locked so that new COVID-19 cases cannot be added, and will serve as an archive
for historical records. LHDs will still be able to view cases in WebSurv for reference.

A schedule for migrating other reportable conditions managed by BRDIand the
environmental conditions managed by the Bureau of Environmental Epidemiology will be
established at a later time.

Will current data, including PUI forms, be migrated into
EpiTrax from WebSurv?

Yes. Data was migrated on 10/4/20 from Websurv to EpiTraxfor positive patients in
WebSurv who did not have data in EpiTrax.

Is there an estimate for when API access (akin to API
access to the WebSurv data warehouse) will be available
to local health departments for EpiTrax?

EpiTraxhas a built-in Export feature that will allow users to pull the same type of data

available through the WebSurv datawarehouse. If APl access becomes available, users
will be notified.

Missouri Department of Health and Senior Services
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Yes, but there will be some modifications:

* EpiTraxand related tools contain a notifications feature that will send hourly emails.
However, the feature does not have the capability to send text messages. This
capability may be available through a separate product. For the time being, the existing
SFTP folders will be used as they allow both email and text notifications.

+ Documents that are received through fax, mail, etc., will continue to be dropped
into the LHD folders as they are received.

+ Many submitters have started sending electronic messages for ingestion, which
means there is no physical document for the notifications team to sort and send.
DHSS will run a report out of EpiTrax hourly and drop it into the existing
notification folders so that LHDs will still be notified of the ingested cases.

+ As data submitters continue to be transitioned to electronic reporting and reports can be
immediately ingested, the number of actual physical documents received will be
reduced and there will no longer be a lag between receipt of a report and entry into the
disease registry system. Cases will appear immediately in LHD workflows. It is
anticipated that the existing staff-intensive notification process will be phased out at that
point after adequate messagingis given to LHDs.

Yes, the same lists will be provided for the time being since COVID-19 data is now stored
in multiple databases. Eventually, all COVID-19 negative results data will be moved to
EpiTraxand the line lists will likely end at that point as all data will be accessible in one
place. COVID-19 negative results data migration into EpiTraxis expected to be completed
by 11/7/20. LHDs will be able to use the Export feature to pull lists of results.

DHSS can assist with setting up Export reports, which can be saved and re-run whenever
needed.

This functionality is not currently available in EpiTrax. DHSS will continue to send priority
condition emails for other conditions using WebSurv.
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17. Will Persons Under Investigation (PUI) information be
available in EpiTrax?

If information is entered into the correct fields in EpiTrax, it will be available through the
Export feature. Please make every effortto find the correct field to enter the information
rather than putting information in notes or just attaching the document. If the information is
not entered in the correctfields, it cannot be pulled for analysis.

18. What access will local health departments have to the
data from PUI forms in EpiTrax? In which format will that
be available?

Local health departments will have the ability to view any information entered into EpiTrax
fields, as long as that case has either been assigned to their jurisdiction or assignedto a
jurisdiction with which there is an existing data sharing agreement.

Data in many fields can be pulled through the Export feature. DHSS staff are also
instructed to attach documents on the Notes tab. Electronic messages that are ingested
show the original HL7 message on the Notes tab.

19. How do we search name variations accurately?
Use the fields below to search existing person records in EpiTrax:
* LastName
» FirstName
+ Middle Name
- DOB

Based on the search criteria, EpiTraxwill sort the list of results in descending order
according to the Score Ratings. The Score Ratings with more stars indicate a better
potential match with the searched name. Moreover, the birthdate along with the maximum
Score Ratings indicates that the listed person matches very closely to the searched
person.

20. Is there a Notes section viewable only to the people who
have access? If someone has access to the database,
why would they not have access to the information?

During trainings from the vendor and other EpiTrax states, it was recommended to DHSS
that some caution be exercised when considering whether to enter sensitive information
into the Notes tab. Currently, everyone user has access to view the information in the
Notes tab.
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21.

22.

23.

24,

A

| am trying to view an attachment, but | keep getting the
error message “URL NOT FOUND - The requested URL
was not found on this server.” What does this mean?

You may be working with an electronic record that was ingested. If this is the case, there
is no attachment as the report was sent to DHSS as an electronic message, not as an
actual document. The way to tell if this is the case is to check the Notes tab to see if there
is a note stating that it is an Original HL7 Message. You can view the laboratory
information on the Laboratory tab. If you would like to see all information available in the
record, choose View— Show Accordion.

How can | learn more about exporting?

Check out the Exporting section of the User Guide. A step-by-step video showing howto
complete this process is also available.

It is important that when exporting, the file name is modified to have a characterthat is not
a number as the leading character. Forexample, 2019 _nCoV_col_case_cdcreport_dt
should be modified to read _2019_nCoV_col_case_cdcreport_dt in orderto properly
export.

How do | accept a case?

The EpiTraxUser Guide contains a step-by-step explanation of howto accept a case
using the Event Workflow.

How do | reopen a case in EpiTrax once it is closed?

The Workflow History section under the Workflow Options tab displays a history of the
workflow actions. Depending on the most recent workflow action, you will follow different
steps to reopen an investigation.

If the most recent workflow action is Investigation Complete:
1. Click on Workflow Options
2. Click Re-open LHD

Note: If the most recent workflow action is Approved by LHD or Closed, the LHD should
reach out to their District Epis to let them know that the case needs to be re-opened and
why.

Missouri Department of Health and Senior Services
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Torequest access to EpiTraxand be added as an investigator to the system, you will
need to complete the redcap survey.

See the User Guide for guidance on completing General User Information as a new
investigator. Click here to see howto add an investigator to a case.

To request a newoutbreak be created, the LHD must request an outbreak ID by emailing
covid.outbreak.notifications@health.mo.gov. All outbreaks should be named and entered
into EpiTraxby DHSS staff only. The outbreak group tracks all outbreaks when outbreak
IDs are requested and uses a specific naming convention for outbreak IDs.

Tolink a case to a previously added outbreak, follow the steps below:

1. Click on the Administrative tab on the Edit Morbidity Event page

2. Under the Case / Outbreak section, update Outbreak associated to Yes

3. Click on the Outbreak name field and select the appropriate outbreak name.

a) You can find the name by scrolling through the alphabetical list or typing the first
letter of the outbreak name to be taken to that section of the list.

4. Click Save & Continue

Save and Continue will save the work you have done up to that point, but you will remain
in the record and can continue editing it. It will appear to other users as “locked”, and they
will not be able to edit it.

Save and Exit will save your work and take you out of the record. Otherusers will be free
to edit the record.

Note: It is recommended that you save frequently as you work, at a minimum when you
move from one tab to the next. Certain pieces of information will not be loaded into
subsequent fields if the record is not saved.


https://redcapsdp.azurewebsites.net/redcap/surveys/?s=HHLCXRF48D
mailto:covid.outbreak.notifications@health.mo.gov

There are at least two instances when you will be locked out of EpiTrax:
Instance 1:

For security purposes, EpiTrax automatically locks after 15 minutes of inactivity. This
prevents someone from leaving their computer unattended and risking someone seeing
PHI in a person’s record. When this happens, you must log out and back into EpiTrax.

To prevent this from happening, save and close cases when you are finished working on
them and assure you log out of EpiTraxwhen you will not be using the system for an
extended period of time.

Instance 2:

EpiTraxis designed to lock a record when the system goes into “edit mode”. This is to
prevent 2 users from modifying the same record at the same time. When the user exits
edit mode on the record the lock is released.

It is possible that you are causing your own lock-out if you have the same record open on
two different tabs. One of the open records will have the lock and the other open record on
the other tab will not have the lock.

Note: You can do a “force unlock” by pressing the Force Unlock button in the top right of
the screen. However, be mindful if there are 2 users attempting to edit the same record
the record could get saved with mixed edits and some edits could get lost.

Here are some other hints that might help you avoid getting locked out:

1. Only click buttons once to avoid multiple commands. It takes several seconds for
EpiTraxto process a command. Look for the loading icon in your browser tab to
confirm that the system is working on your command.

2. Click the EpiTraxlogo at the top of the screen to return to the home screen.

If you are locked out for any other reason, please report your experience to the EpiTrax
team at epitrax@health.mo.gov or through our online help desk ticketing system.

No. However, users can click the Strikethrough button on the upperright-hand side of the
Notes tab to cross out information.

EpiTraxis designed to lock a record when the system goes into “edit mode”. This is to
prevent 2 users from modifying the same record at the same time. When the user exits
edit mode on the record the lock is released.


mailto:epitrax@health.mo.gov
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32.

33.

34.

If | am assigned as the investigator to a case, can other
people in my LHD edit my assigned case?

Anyone with EpiTrax permissions can edit a case. However, as long as you are the
investigator assigned to the case, your name will appear as such under the “Assigned
Investigator” label. Additionally, if any questions about the case arise at the state level,
you will be the person contacted by the state. Keep in mind that EpiTraxdoes not track
version history, so you will not be able to see which changes were made by whom. Be
careful to only have one person editing a case at a time to avoid locking the event.

What is the best way to get all the cases for any given
day?

The best way to view all cases of new labs and cases routed to your LHD is by running
two exports:

* New Labs Download
* New Cases Routed to LHD
Together, the two reports will communicate:

+ The number of people within a jurisdiction who have had a positive lab entered into
EpiTrax.

» The number of people with a positive lab that have been routed to a jurisdiction.

Please see the Filtering & Exporting — Public Report Templates in the User Guide for
more information.

What is the minimum amount of information required to
create a new CMR?

To create a CMR, the only data needed is the patient’s positive lab, full name, and phone
number. Before creating a new person, it is best practice to search for the person first, to
not create duplicates.

Note: the patient may already be in the system as a contact, in which case you could just
promote the contact eventto a morbidity event.

As you conduct your case investigation, please review the data dictionary for all the
minimum required datafields.

Missouri Department of Health and Senior Services
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Jurisdictions

35.

36.

37.

38.

If a case is assigned to a wrong jurisdiction, will LHDs be
able to see that?

For COVID-19 data, the determination was made to allow all users to see data from all
jurisdictions but not edit the data. Meaning that you would be able to see a case if you
search for the record, even if it's not assigned to your jurisdiction. However, the assigned
jurisdiction or DHSS would need to route the case to your jurisdiction in order for it to
appear in your workflow. There are detailed instructions on completing this process in the
EpiTraxUser Guide.

How will a user find new open COVID cases that need to
be followed up on?

Cases will be assigned to a jurisdiction in EpiTrax. The case will appear in the county’s
workflow and on the dashboard. The How to Identify New Cases in EpiTraxjob aid
outlines howto set filters on the EpiTrax Events page to view new cases only.

You can also use the Tasks functionality to create reminders. Tasks will appear in a list
with a due date, case number, patient name, status, and priority.

How are cases reassigned to a different jurisdiction?

All LHD users have been given accessto reassign a case to anotherjurisdiction. Under
Workflow, choose Route to LHD and select the appropriate agency. The Re-Routing
Cases in EpiTrax job aid provides a guide on how to complete this procedure. Send out-
of-state case reassignments to DHSS.BRDIEpiTraxSupport@health.mo.gov.

If | enter an address with no county will the system
assign a county?

If the address is deemed valid by the geocoder, yes. If the address is not valid, a county
will not be automatically added. To fix this, either:

1. DHSS staff can search for it using the DHSS geocoder.

2. Send it to someone who can research the person for you in LexisNexis or Missouri
Health Connect.

1. During regular business hours you can email DHSS.DCPH-SDP-
%20DiseaselnvestigationDispatch@health.mo.gov.

2. Outside of regular business hours you can email
DHSS.ClinicalApprovals@health.mo.gov. This account is monitored daily from
4AM to midnight. 124
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Yes, the case will appear in the new county’s workflow.

Yes. You can go to Workflow and choose Route to LHD to assign the case.

Instance 1 — Home address found in WebSurv:

If a report comes in without an address, the notifications team at DHSS will first check
WebSurv to see if the person already has a case. If so, they will add a text box with the
WebSurv address to the document.

Instance 2 - Home address found in EpiTrax:

If the person does not have a COVID case in WebSurv, the data entry team will check
EpiTraxto see if an address is available there from a prior case. However, they will not
add a text box with the EpiTraxaddress to the document because the address will already
be available in the system when the entry teamretrieves the record.

Instance 3 — Home address notfound in either system:

If the person does not have a COVID case in either system, the notifications team will
research using othertools and note any address found on the report. If no address can be
determined after all of these steps are taken, the report will be entered without a patient
address and the case will be assigned based on the address of the medical provider.

Instance 4 — Medical provider address not found:

If there is no medical provider address, the case will be assigned based on the address of
the lab.

Instance 5 - No address found at all:

If no addresses are available, the case will be assigned to DHSS to make calls. This is the
same method of jurisdiction used by WebSurv and recommended by the CDC.



42.

43.

44.

45.

What happens if a case does not have the correct locator
information, and it cannot be assigned to the correct
jurisdiction?

EpiTrax staff will perform research to identify the correct address and assign to the proper
jurisdiction. On the back end, BRDI will work with labs and providers to improve the data

collection process.

How should | record cases for homeless or transient
populations?

Most transient individuals will have an address that they can use for mail or to be
contacted. Where this is not the case, investigators may use the address of the lab thatis
providing the results.

Best practice is for case investigators to also add information aboutthe individual’s

situation to the Notes tab. (Note: do not use the Brief Notes field. Any information in this
field, including sensitive personal information, is available to all users in the system.)

How is the jurisdiction assigned for out-of-state
residents who test positive in Missouri?

The individual should be assigned to the jurisdiction where the lab results came from. In
these cases, investigators should also add additional context to the Notes tab. (Note: do
not use the Brief Notes field. Any information in this field, including sensitive personal
information, is available to all users in the system.)

How is the jurisdiction assigned for Missouri residents
who test positive out-of-state?

Cases for individuals who test positive out of the state should be assigned to the
jurisdiction where the individual resides. In these cases, investigators should also add
additional context to the Notes tab. (Note: do not use the Brief Notes field. Any information
in this field, including sensitive personal information, is available to all users in the

system.)

Missouri Department of Health and Senior Services
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EpiTrax Data Entry

46. Is there a difference between searching a person’s name

as First, Last and using the separate Last Name and First
Name fields?

Using the separate Last Name and First Name fields yields more accurate search results
than using the Last, First field.

47. Sometimes when | am entering information and try to

save, | receive a message stating the following: “Failure
Unable to save. Your lock is no longer valid” (Screenshot
below). What are the appropriate next steps?

Edit Morbidity Event

B3 Failure Unable to save. Your lock is no longer valid.

& Reload Event

This may mean you have timed yourself out. You need to reload the event to complete the
data entry.

Note: It is recommended that you save frequently to prevent having to re-enter large
amounts of information.

48. Sometimes when | am entering information and try to

save, | receive a message stating the following: “Failure
Unable to save. Person is locked by [User Name]”
(Screenshot below). What are the appropriate next
steps?

Edit Morbidity Event

Failure Unable to save. Person is locked by [INRNNEI

& Reload Event

This may mean that someone else has accessed that record to edit. You may force them
out of the record by clicking Force Unlock. Or you may return to the record at a later time.

Missouri Department of Health and Senior Services
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Yes, more than one telephone number can be entered, but they must still be added
individually in EpiTrax.

For the time being, this will vary depending on howthe record is received. Negatives from
data submitters (ex: Labs, Clinicians, Schools, etc.) whose reports are being ingested will
be loaded into EpiTrax. Negatives requiring manual entry will also be entered into
EpiTrax. Negatives from data submitters reporting via spreadsheet formats that cannot be
ingested into EpiTraxwill continue to be loaded into the existing negatives database.
Negatives in this separate database will be migrated into EpiTraxby 11/7/20.

Yes, required fields are shaded in pink. If a field contains an error (e.g., a date with no
slashes entered), that field will be outlined in pink if you try to save.

Note: In the interest of data integrity, please make sure to fill out as many fields as
possible on all tabs. Without complete information, cases and contacts can not be tracked,
monitored, or reported on effectively.

DHSS recommends that this field not be used, as any notes entered in that box will show
on the person records and will appear for other conditions even if they are not relevant.

If comments need to be added to a case (e.g. noting an individual is homeless, or that
they may use a different date of birth on different forms), please use the Notes tab.

Note: Users without permissions to see COVID-19 events will have access to view the
information in the Brief Notes field.

This is not an option in EpiTrax.



54. If | am entering a record that indicates a person was
hospitalized or died, should | select Died from COVID-19
or Hospitalized from COVID-19?

No. LHDs should complete these fields as they conduct theirinvestigation and determine
that COVID was the cause of hospitalization or death. There may be situations where a
person was hospitalized or died (e.g. a motor vehicle accident), and that individual was
admitted with COVID, but COVID was not the cause of their death.

55. Does the Hospital tab expand when prompted?

If you select Yes that a person has been hospitalized on the Clinical tab, more questions
will appear. Hospital fields related to ICU/ventilation can also be found on the
Investigation tab under the Hospitalization and De ath subtab.

56. Does the clinical tab have an additional place for notes?

Currently the recommendation is to enter notes on the Notes tab.

57. Is there a place to put symptoms?

Yes, please enter symptoms on the Investigation tab under the Symptoms and Clinical
Course subtab.

58. How do | attach a document to the case?
To attach a document to a case, follow the steps below:
1. Click + Attachment
2. Select the Category as appropriate
3. Click + Attachment Uploader
4. Click Upload the selected files
A Note: Contact the BRDI Team with any questions regarding document uploads.

59. Is there a maximum document size that you are able to
attach in EpiTrax?

Yes. There is afile size limitation of 30 MB. If your file is larger than 30 MB, you can try
optimizing the file size in adobe Acrobat Pro. Otherwise, you will need to split the
document into sections and attach the sections separately.
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No, users are not able to customize their viewin EpiTrax.

If you have items that you would like to see added or modified, or other feedback that
you’'d like to share, we encourage you to sendthose to EpiTrax@health.mo.gov. If you
would like to be part of the COVID-19 Tech Resource Champions, who will engage with
leadership about platform updates, please send an email to the address above.

Currently this is not possible. If you have any recommendations for modifications or
customizations to EpiTrax, we encourage you to send those to EpiTrax@health.mo.gov. If
you would like to be part of the COVID-19 Tech Resource Champions, who will engage
with leadership about platform updates, please send an email to the address above.

If you search for a provider or lab and they are not found in EpiTrax, type Unknown in the
search box. You will be able to choose from a number of Unknown options (e.g., Unknown
Laboratory)and can choose whichever is most appropriate. Send an email to
DHSS.BRDIEpiTraxSupport@health.mo.gov. Provide the record ID in the body of the
email along with a brief note of what needs to be added.

A BRDI staff member monitoring the support account will add the lab or provider and reply
to your email once the changes are complete. You will then need to go back in the record
using the record ID from your original email and update it from Unknown to the actual
provider/lab.

Other questions should be directed to the EpiTrax Help Desk at 573-526-9533 or
epitrax@health.mo.gov.
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Getting Additional Help

63. Who do | contact if | need help?

Many helpful resources are available on the EpiTrax website that may contain the answer
to your question. Your first stop in issue resolution should be the EpiTrax User Guide. If
you have questions about COVID-19 guidance or public health, please call

If you are unable to find the answer to your question in the User Guide, please contactthe
EpiTrax Help Desk as your first line of outreach. They can assist with most basic
questions. The Help Desk is tracking the number and types of questions to help refine
guidance and processes. Feel free to email, call 573-526-9533 or submit a ticket here.

Note: Please do not contact BRDI staff directly without going through the Help Desk first,
except in the situations listed in the table below:

S Situation | Contact |

General EpiTrax questions EpiTrax@health.mo.gov
To add a provider or lab DHSS.BRDIEpiTraxSupport@health.mo.gov
To correct duplicate entries in EpiTrax DHSS.BRDIEpiTraxSupport@health.mo.gov

DHSS.DCPH-SDP-
DiseaselnvestigationDispatch@health.mo.gov

For additional address/phone contact
information

DHSS.ClinicalApprovals @health.mo.gov

64. Will the help desk be temporary while we implement
EpiTrax or will it be long-term?

The help desk supports both EpiTraxand MO ACTS users. DHSS anticipates that the
help desk will run between 12 and 24 months. As staff workloads become routine and

manageable, help desk duties and staffing may shift.

Missouri Department of Health and Senior Services
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General EpiTrax Information

65. What are the terms and conditions for EpiTrax users?

The proposed EpiTrax Security and Confidentiality Agreement is available for your review
on the EpiTraxsite. Please send any questions or comments to EpiTrax@health.mo.gov.

66. Do any other states use EpiTrax?

Yes. Kansas and Utah both use EpiTrax, as do some large cities. Missouri has joined a
consortiumwith Kansas and Utah and meets weekly to discuss systemissues. This
arrangement should be beneficial as Missouri, Kansas, and Utah can work together on
issues that impact all three states, such as reachingout to labs that are not reporting
correctly. In addition, if one state creates a new development for EpiTrax (e.g. Kansas
developed an ingestion format), this can be shared. Kansas has already shared their
ingestion format.

67. Are other states doing their contact tracing on paper or
using an electronic system like this?

California has a very similar system called California Connected. Like MO ACTS, this
system provides virtual assistant symptom check-in service and guided scripts for users.

68. Do LHDs need to send something to their reporting
facilities related to the potential of sending electronic
reports to DHSS so systems can be linked up?

DHSS has already been working with most of the large volume reporters. As we move to
smaller, more local reporters we can reach out if we need contacts or additional support in
explaining the importance of electronic reporting.

69. What is the lab data EpiTrax ingestion process?
There are four different methods of dataingestion into EpiTrax:

Method 1: CSV file upload (excel file). Hospitals and health facilities can provide an excel
file to the state for upload. These files are usually only uploaded once a day.

Method 2: Binax testing. Submitted to federal partners at the CDC.

Method 3: Hospitals manually fax all test results. This is the most time consuming method.
The state team will manually upload the data to the system — often leads to a 24 hour
delay.

Method 4: CMR creation by LHD. The LHD can create a CMR and add the lab test. 132
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Looking
for help?

Contact the EpiTrax Helpdesk with questions:
Telephone: (573) 526-9533
Email: EpiTrax@health.mo.gov

Missouri
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