Chapter 2

Data Reporting Process

Data Reporting Process Page 1 of 10 rev 07.15.2012



July 16, 2012: MIECHV (Interim) DATA COLLECTION PROCESS BEGINS

Enrollment of Parent or Guardian Only Enrollment of Parent or Guardian AND
. -OR- . .
(During Pregnancy) Index Child (Family)

W

PROGRAM Home Visitor Downloads Enrollment Forms from MIECHV Website

PROGRAM Home Visitor Completes MIECHV Enrollment Forms

1. Enrollee - Index Parent or Guardian Only 1. Enrollee - Index Parent or Guardian AND
. -OR- .
(During Pregnancy) 2. Index Child

A 4

PROGRAM Home Visitor Reviews Completed Enrollment Forms for Accuracy

PROGRAM Staff Sends Completed Electronic Word Enrollment Forms to
Secure Email Address at STATE

STATE Data Manager Reviews Forms for Completion &
Follows-up with PROGRAM when Necessar

STATE Data Manager Produces & Emails PROGRAM Home Visitor,
Index Parent or Index Parent/Index Child-Specific Information:

1. Data Collection and AND 2. Follow-up Forms for Future Data
Reporting Schedule Collection

A 4

PROGRAM Continues Completion, Review, and Return of Forms
Following Schedule Received from STATE Data Manager

STATE Performs Data Entry of all Forms Received from PROGRAM

STATE Returns MIECHV Reports to PROGRAMS

MIECHV Data Collection Continues until:

1. Index Parent & Index Child _OR- 2. Index Parent & Index Child
Successfully Complete Program Disenroll or Exit Program
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Processes of Downloading, Sending & Receiving MIECHV Forms
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Process for Downloading Enrollment Forms and Saving Forms to your

Local Site

Begin MIECHV Data Collection process by downloading Enroliment
Forms--Electronic “fillable” Microsoft Word Templates--from the Oregon

MIECHV website and saving the forms to your local site:
1. Go to http://bit.ly/ormiechv
2. At bottom of page, select your Program

3. On your Program’s Data Collection Manual Web Page, click on the “Enrollment Forms”

link under Chapter 4
4. Select the Enrollment Forms you will need for enrollment process
A. Forms for Pregnant Mother
-or-
B. Forms for Parent and Child
5. Right Click on each form to download
6. On the pop-up window, Select “Save target as...”

Open

Open in new t;
Openin window
Save target as...

Print target

Copy shortcut

7 E-mail with Windows Live

o Share with Live Messenger

Select the SECURE drive or location to save the forms: @ Tasieuitnsing

All Accelerators L4

Add to favorites...

I

Properties

Y 3 \ = — .
| . = MIECHV » Data Collection Process » w |44 lll Search Data Collection Proce
U_\J_"__ T Al [ ]|

@‘b’E

Organize » MNew folder = ~
= =
j Documents m Mame Date modified Type
rJ"- Music
|| Pictures

B8 videos

older 6,/28/20121:50 PM File folder

@ Homegroup

18 Computer
&, Local Disk [C:)
(s RECOVERY (D:)

e Removable Disk |

- 4 m '

1 ET P ormM3_Enrollment_Index_Parent.doty] -

Save as type: IMlcrosoft Office Word Template (*.dot) -

= Hide Folders save | | Cancel

7. Save the Microsoft Office Word Template (*.dotx) as it is already named.
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http://bit.ly/ormiechv
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Process for Completing Downloaded Enrollment Forms on your
Computer

Gather data needed to complete enrollment Forms:
1. Complete the Enrollment Forms you necessary for enrollment process
A. Pregnant Mother
-or-
B. Parent and Child
2. Gather information either on a printed out hard copy of the enrollment forms or directly
into the electronic form on a laptop

Rename the Form Templates saved at your local site:
1. Open the form template saved at your local site the same way you would open any MS
Word file.
2. A copy of the form template opens. It automatically changes the file name to
“Documentl” (or 2 or 3, etc. if more than 1 unnamed document is open at the same
time), in the top center of your screen:

Documentl - Microsoft Word non-commercial use

!

N3
Addendum to NFP-ETO PHQ-9
Intake-3 or 4™ Visit

**Reminder: Only return this Addendum to state. Do not return PHQ-9 to state.

Name of Home Visitor: \

L

3. Save the document with a different name, to your local site
A. Select “Save as”
B. Name the file: first with the form number, followed by the client ID#
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i. The form # appears in the first top line of the form’s title (NFP’s enroliment
files begin with an “N”, EHS & HFO enrollment files begin with an “M”):

Addendum t P-ETO PHQ-9

Intake-3" or 4™ Visit

**Reminder: Only return this Addendum to state. Do not return PHQ-9 to state

ﬂ Name of Home Visitor: ] i

ii. The form number and the client ID# should be separated by an underscore
symbol. This file name begins with “N3” followed by an underscore and
then client ID #:

File name: M3_12345678.docx - |

Save as type: |Wurd Deocument (*.doc) L

”

iii. The “Save as type:” should be a Word Document. Select “Word Document
from the drop-down list:

File name: M3_12345678. docx - |

Save as type: |Word Document (*.docx) A

Enter Data Collected into Electronic Enrollment Forms:
1. Complete each field or question. Further instructions can be found in Chapter 4 of the
Data Collection Manual: MIECHV Forms and Instructions. Enter Data as follows:

A. Numbers:
i. KeyPad
ii. Number row

B. Text: Type

C. Check Boxes
i. Click on Box with Mouse & Pointer
ii. Type “X” in Box
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D. Advance to Next Field
i. Tab
ii. Arrow Keys
iii. Click with Mouse & Pointer
2. Save File (use same file name that you saved it as previously)
3. Reminder: Be sure to save completed forms securely on your local site’s restricted
storage drive so unauthorized users to do not have access to confidential information
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Process for Emailing Completed Forms to State Data Manager

Send Secure Email with Forms Attached:
1. Open new email message to send
2. Attach completed forms that you have saved at your local site
3. Inthe subject line of email message type: #secure# (this causes the email and
attachments to be sent through a SECURE web site that is encrypted so it is not possible
for anyone to access or read except who the email is sent to)
4. Address email message to: MIECHV.OHA@state.or.us

\gov/owa/TINAMKENT®: ~ @ © X [| @ Kent Tina M - Outlook Web...

ble (2) 32 Yelp Facebook g Laney Bing Maps 3' Google ‘g MSM Games €b First

@ Untitled Message - Windows [nternem

& https://mail.dhs.oregon.gov/owa/TINAM.KENT @dhscha.state.or.us/?ae=Item8a=Ni

—

Delef| = & © 8, v 3 & T - Optiens. [HTML
E-'.-r.; To... miechv.cha@state.or.us
Coo
HY Subject: Fsecure®
MEEl Attached: @iz 12345678.doc(36 KB) [Open == Web Page] X
THY QY _ :
are# M| Tahoma v|10 | B T U = = i &£ &- A-
@netzl)
tions i |

5. For tracking purposes, after you have received the “MIECHV Data Collection & Reporting
Schedule” from the State Data Manager, you can then put the date that you sent the
form to the state in the column titled “FORM SENT TO STATE.”
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ALTERNATIVE Processes for Sending Completed Forms to State:

1. By Fax: (971) 673-0240
A.Program number into fax machine you will be faxing from in order to minimize
possibility of sending to wrong number
B. Send Attention to: Tina Kent, MIECHV Data Manager

2. Postal Mail:
C. Put Hard Copies of Completed Forms into Envelope and Mail to:

Tina Kent, Data Manager
Public Health Division

Maternal & Child Health

Oregon MIECHV Program

800 NE Oregon St, Ste 825
Portland, OR 97232

Data Reporting Process Page 7 of 10 rev 07.15.2012



3k 3k ok 3k 3k 3k 3k ok ok 3k 3k 3k 3k ok ok 3k 3k sk ok ok 3k 3k 3k 3k ok ok ok 3k 3k 3k ok ok 3k 3k 3k ok ok 3k 3k 3k 3k 3k ok 3k ok 3k 3k ok ok 5k 3k 3k 3k ok 3k ok 3k %k 3k 3k ok 5k 3k %k 3k ok 3k 3k %k 3k ok ok ok Kk k %k k

Process for Receiving Subsequent Forms from State Data Manager

After the State Data Manager has received the Enrollment Forms, a
“MIECHV Data Collection & Reporting Schedule” will be generated and
emailed, along with the subsequent MIECHV forms to complete. These
schedule and forms will be prefilled with the specific Program ID# and
Names and will be “zipped” into a zip file (to make the file smaller and
easier to download) and emailed to you from the MIECHV OHA email
address.

Save zipped file sent in Secure Email from State Data Manager:
1. Open Secure Email, click on “View Message”:

(NO SUbJECt) Back to messages 3 &

MIECHV OHA  Edit contact 12:32 PM
Tot Reply |«

L)
) Department of
Human Services

Assisting people to become independent, healthy, and safe.
Secure Message Delivery

FROM: MIECHV OHA
SUBJECT: ¢
VIEW
MESSAGE

This message will be available online until 08/07/2012. Note: You must have your browser configured to accept S5L
Certificates in order to view this email. Please see the DHS Secure Email Overview and FAQs web pages located at
http://www.oregon.gov/DHS/admin/infosec/secure email.shtml if you experience difficulty in viewing this message.

anly Renhall Farward Nelata  link Swoan v Mark ac v Meouatn v Catanarise v | =
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2. Download attached files to your local site

D. At the bottom of the message is: “ATTACHMENT FILENAME” (DO NOT save

“Message Body.htm”)

E. Under that file will be the zipped file to save. File will be saved with Program ID#

and what type of files are included

F. Save Zipped file -- Same Process as Saving the Blank Enrollment Forms to your

local site:

i. DO NOT check the box in front of the form and click on “Save Checked Files”
— this requires an additional program to be installed onto your computer

ii. Right Click on file to save

|| File Edit View Favorites Tools Help
o nAm Exp e:jPinterest Al Scrabble (2) 32 Yelp Facebook (g Laney Bing Maps -.l Google ” ﬁ - @ > Tools = @v

»

-

Assisting people to become independent, healthy, and
safe.

Secure Mailbox

SUBJECT: 9 (Mo Subject)
FROM: MIECHV.OHA®@dhsoha.state.arus
TO: TINAM.KENT@dhsoha.state.orus

SENT: Sun 08 Jul 2012 12:54:31 PDT
EXPIRES: Tue 07 Aug 2012 12:54:31 PDT

ATTACHMENT FILENAME TYPE
& D Body Hypertext Markup

Language File

&} @ 12345678 Schedule B Ferms.zip Zip Compressed Data

(A fsmve checkerrest

Fleazs === the DHS S=curs Email Overview and FAQs web pages locat=d at Btp://www oregon. oo/ DHS/ admin/infosec/secure_smail.shtml if you =xperi=nce difficulty in viswing this messags.
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iii. On the pop-up window, Select “Save target as...”

‘_@ ) & https://secureemn... ~ @ © X | & Secure Mailbox - View Mess...

t File Edit View Favorites Tools Help

/

mi {E‘; iAm Exp apmterest Al Scrabble (2

né

VIEW MESSAGE

SUBJECT: 8 [No Subje
FROM: MIECHV.
TN TTRA MK

SENT: Sun08Ju
EXPIRES: Tue 07 Al

Open
Open in new ta
Openinn indow
Save target as...
Print target

Copy shortcut

Paste

E-mail with Windows Live

Share with Live Messenger

Flasss sms the DHS Sscurs Email Cvenview and FAQs web pages located st by

#0@

Translate with Bing

All Accelerators

ATTACHMENT FILENAM Add to favorites...

D D messageBg

Properties

[ Bing Maps -(-:' Google

rome independent

TYPE

Hypertext Markup
Language File

Zip Comprassad Data

DHS/adminfinfossc/secure_smailshtml it you sxparence difficully in viewing this message

0.37 KB

4.15 MB

safi

iv. Select the SECURE drive or location to save the file and SAVE:

) & nttps://secureem...

Edit  View

Wl Am Exp & Pinterest (A S

Favorites Todg

Organize + New folder

—

e » « MIECHV » MIECHV Forms Saved <[ 43 | Search MiECHV Forms Saves £
| d << MECEVE, MECHN Forrnvs St I 1 L ) | IS £

cure Mailbox

x= see the DHS Secure Email Overview and FAQs web pages located st bitp-// sregon. gov/ DHS/ sdmin/inforec/securs_smail shim] if you sxperie

@ Documents
J‘ Music
[=] Pictures

B videos

d Homegroup
WIEW MESS:
SUBIECT: 8 (] 18 Computer
&, Local Disk (C)
a RECOVERY (D)

= Removable Disk |

*  Mame

Date modified

Mo items match your search.

Type

- > 4

File name: 12345678_Schedule_&_Forms.zip

Save as type: | Compressed (zipped) Folder ("ip)

= Hide Folders

difficully in viewing this message.

v. Close web page that email is open on and close email in your email
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3. Unzip the Zipped file
A. Go to the local drive you saved the file in

B. Right click on file. You will see a pop-up window similar to this:

t L

il d B — o ol -

;'I Ji » Computer » Removable Disk () » MIECHV »
= - ————

W ] |
v [ 49 || search miechiv

j Open - Burn New folder

amputer + Removable Disk (F) » MIECHV » MIECHV Forms Saved »

7 #=- 0 @

s =
MName

D}%ﬂod\f\ed Type Size k
I

/-

| 1) 12345678 Schedule

k)

isk (] E

m,

1 toc|
sctio
al

dedi

and

Open
Open igMew window
Extract All...

Morton Security Suite
Open with

Adobe Drive C54

Send to
Cut
Copy

Create shortcut
Delete

Rename

Properties

1EPM  Compressed (zipp.. 4,253 K|

“orm
'B_S¢

o

78_Schedule_& Formszip Date modified: 7/8/2012 1:45 PM

ssed (zipped) Folder

Size: 415 MB

Date created: 7/8/2012 1:50 PM

C. Select “Extract All....”
D. Go through the Extraction Process. File will be unzipped and individual files will be
saved in unzipped folder in same location.
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