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Overview

Introduction to MHA Care Counts


MHA Care Counts is a Web based data collection and reporting tool that allows for real-time monitoring of data to support collaborative activity. MHA Care Counts was developed by the Michigan Health & Hospital Association Service Corporation Data Services Division. MHA Care Counts is a robust system that is scalable on multiple levels from statewide to an individual patient care unit. 

Minimum System Requirements

	Operating System
	Minimum Windows 2000, Windows XP or Windows Vista recommended.

All Operating Systems must have the most recent service packs and security patches from Microsoft installed.


	Browser
	Minimum Internet Explorer 6.0 and Java script 1.5.9, Internet Explorer 6.5 recommended.

Adobe PDF file viewer extension must be installed to view reports.

Java script 1.5.9 or higher must be installed and enabled.


	Other Applications
	Microsoft Excel is required to view reports in Excel format.


	Display
	Super VGA (1024 x 768) or higher-resolution monitor with 256 colors.


	Internet Bandwidth
	Broadband Internet connection recommended.

Minimum of 256kb/sec download speed and 128kb/sec upload speed.



Table 1
General Information

Login

Users may access MHA Care Counts at http://www.mhacarecounts.org.  Enter the Web site in the address bar of your computer’s Internet browser and click on Go, or the Enter key on your keyboard. The screen will change to display the User Login screen for MHA Care Counts. The user will be prompted to enter his or her User ID and Password. After entering the User ID and Password, click on the button labeled “Log in” to enter the site.

At this point it may be useful to create a shortcut on the computer desktop to provide a means of easily accessing the Login page. In Internet Explorer, a shortcut may be created from the Internet Browser Menu Bar by clicking on File, then Send, and then Shortcut to Desktop (see Figure 1). The shortcut is automatically saved to the computer desktop. On the desktop, the shortcut may be renamed by right clicking on the associated icon on the desktop and choosing Rename from the menu. Please Note: Some users may be limited in their ability to create shortcuts based on their institution’s guidelines governing the use of computers. If this is the case, please contact your information technology representative to add the shortcut. 
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Figure 1
Users may also wish to enter the Login screen in the Internet browser’s favorites. This is accomplished using the Internet Browser Menu Bar by clicking on Favorites, then Add to Favorites, and then OK. This will create a listing for the Login page in the favorites list. For ease of use, users may rename the label for the site by typing the new name in the box labeled, Name, prior to clicking on OK.

In the event that a user forgets their password, click on the link labeled, “Forgot your Password?” a box will appear on the screen instructing user to enter their User ID and click on Submit. This procedure will result in the password being e-mailed to the e-mail address on file for the User ID specified. Retrieve the password from your e-mail and start again.

Home Page

After login you will be taken to the main page of the web tool. This page contains information, links, and announcements. From this page you will navigate through the site.

Before going on, please take a moment to orient yourself to the home page. In the upper right hand corner of the page, you will note the word Welcome followed by the User ID that you used to enter the site. Right next to this is the link that you will use to Logout of the data entry tool.

On the left hand side of the screen is the menu bar.  From top to bottom the menu bar displays a number of links: Home, ICU, Reports, User Administration, Support, and Contact Us. You will use these links to connect to and use the various functions of the data tool. Please note that the left hand menu bar may not display all of the links mentioned above.  The links that are displayed for each user depend on which rights they were granted by the administrator during the set up process.   

The rest of the home page includes messages, links, and announcements that are associated with your quality collaborative.

Menu Bar

The functions of the links on the Menu Bar are briefly described below. Once again, note that the left menu bar may not display all of the links mentioned above.  The links that are displayed for each user depend on which rights they are granted by the administrator during the set up process.   

· Home returns the user to the home page from whatever screen they may be using.
· Update User Profile provides users with a means of changing their User ID and Password. 
· ICU: Infection Control – CLABSI and Team Checkup entry and export functions of data collected as part of collaborative activities is accomplished through these links. 
· Reports allows the user to generate, preview and print reports associated with the data collection activities of the collaborative.
· User Administration allows collaborative and site administrators to update site documents, create records for facilities participating in a collaborative, and create accounts for users.
· Support provides a number of links to allowing a user to access a Frequently Asked Questions document, the help screens for the data entry forms, and print hard paper copies of the blank data entry forms.
· Contact Us provides a place for users to report problems experienced in using the site.
Administrator Functions
Creating Records for Hospitals and Units

Before data entry can be accomplished, records must be set up in the data tool for the facilities (health systems, hospitals, units) participating in the collaborative. The collaborative coordinator will create a record for each health system, hospital, and unit participating in the collaborative and create User IDs for the leaders at each hospital. Following this, the leaders at each hospital will create User IDs as needed for hospital leadership and staff, and assign rights for reporting and data entry.  This section describes the process for setting up facilities. 

The leadership of the MHA Keystone Center will provide the collaborative coordinator with his or her User ID and login password. 

At the home page, there will be a Domain Management option for authorized users. To start creating records for hospitals and units, click on the Domain Management option. The data entry forms for setting up facilities will appear. 

User Access Overview


The user is allowed access to their assigned level and below. For example, if the user is assigned at the hospital level they can see all units set up for their hospital. If the user is set-up at the unit level they can only see their unit. The tree below diagrams the user’s view based on their assigned level.
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Editing Facilities or Unit Details

At the top of the page, under the header labeled Domain Management, is a drop down list that contains all of the facilities (health systems, hospitals) participating in the collaborative. To select your facility, highlight it on this drop down list. Once your facility has been selected the screen will populate with fields designated for entity details and facility information (see figure 11).  Here you can add or edit your facility’s records for Entity Details and/or Facility Information.  Entity Details includes information including entity (hospital) name, address, website, etc.  Facility Information includes details including AHA member ID, system cluster status, teaching status, AHA control type, bed size, primary service, MSA size, and WHO region. 

When the Entity Detail and Facility Information sections populate, another drop down list will appear directly below the Facility drop down list. This drop down menu list provides the different units for the hospital. You may select the desired hospital unit by highlighting it. Once a unit has been highlighted the screen will re-populate with fields designated for Entity Details specific to the unit, as well as information about the unit. Here you may edit your facility’s Entity Details and/or the Unit Information.  The Entity Detail fields are identical to those for the Facility Details.  They include entity name, address, web site, and phone.  The Unit Information fields include unit type, ICU type, CLA-BSI denominator definition, VAP definition, NHSN org ID, average staffed beds, unit total beds, hand hygiene observation type, and NHSN location. 
Adding a Facility or Unit

To add a facility or unit to the MHA Care Counts webtool, the user must first click on the Add button, found at the bottom of the data form (see Figure 11). 
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Figure 11
When the form is cleared, the user must first specify the type of entity for which the record is being created: system (health system), facility (e.g., hospital), or unit by selecting from the drop down list in the box labeled Type (see Figure 12).  Once you have selected the Type, the screen will automatically populate with the new entity’s Parent Information (i.e. the parent of a hospital would be its system, the parent of a unit would be its hospital, etc.).  
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Figure 12
Regardless of which type of entity is being set up, address and phone number information are entered next. 

When adding a facility, the bottom one-third of the form requests details from the American Hospital Association’s (AHA) classification for the hospital. 
When adding a unit, the bottom one-third of the form includes fields for adding details regarding Unit Information. This information should be completed by the collaborative coordinator or hospital team leader at the time the ICU is set up in the data tool.  The CLABSI denominator definition field is required.  Once the data for the new facility or unit are complete, click on the button labeled Save (see Figure 12). 

After saving the new facility or unit, you can click on the button labeled Add to add a new facility or unit (see Figure 12).

Setting Facility Measure Participation

After successfully adding a new facility or unit, the next step is to set Measure Participation dates.  To do this first navigate to the Measure Participation screen by clicking Measure Participation from the left menu.  Once selected, the user will be directed to the screen to set the Intervention Begin, Collection Begin, and Collection End dates.  

When the screen is first opened the user will need to navigate to the newly created facility or unit.  To do this, scroll through the drop down boxes at the top of the screen to find your unit or using the Find function.
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Figure 13
At the unit level the CLABSI participation dates are set.  To edit these dates click Edit, on the right side of the screen (see Figure 13).  Upon clicking Edit a new window will refresh on your screen. In this example the user can set the begin date for CLABSI, as well as the date that you began collecting data (see Figure 14).  Set the collection period to ‘Month’, and click the electronic import box.  By clicking the electronic import box you are turning on the ability to electronically import already recorded CLABSI data. The import function can be performed by the state sponsor once arrangements have been made with the MHA Keystone Center.
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Figure 14
When finished filling out the form, click the Save button (see Figure 14).  When the form has saved, there will be a notice on the bottom of the page (see Figure 15).  When you are sure that the page is saved, click Return (see Figure 15).  This will bring you back to the main Measure Participation site.
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Figure 15
Setting Unit Measure Participation

After you have selected your facility, use the next drop down bar to select your newly created unit.  When you select your unit the window will refresh on your screen.  From this screen you can set the measure participation dates for your newly created unit.  
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Figure 16
To set the measure participation dates for your newly created unit click on the Edit link that corresponds with the measure that you would like to change the date for (see Figure 16).  

Once you have clicked the Edit button a new window will refresh on your screen.  At this new screen you can set the intervention begin date, as well as the data collection begin date and end date (see Figure 17).  Once you have set the appropriate date, set the collection period.  Set the collection period to monthly unless you have been told to do so otherwise by the project leadership. You are free to leave comments regarding the unit you have added.  When you are finished, press the Save button (see Figure 17).  This comment field is useful if a unit merges with another or closes.
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Figure 17
After clicking Save you will receive notice that the save was successful.  Once the save is successful, click the Return button to be brought back to the main Measure Participation screen (see Figure 18).  Continue to enter Measure Participation dates for each of the measures this unit will be collecting.
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Figure 18
Setting Up Users in the Data Tool

First, login to the Care Counts using your assigned User ID and password. 

From the home page, click User Administration on the menu bar. Your hospital name will appear in first drop down list at the top of the page. 

To see the list of participating units for your hospital, click on the drop down list below your hospital’s name. A list of units will appear.

You may assign users at the state, system, hospital and unit levels. Users can be assigned to all entities that are within their domain.  If a user is created at a hospital level, data entry and report rights can be assigned for all of the units in the facility or for individual units.  Keeping this in mind, it is recommended that most users be setup at a hospital level and assigned rights to individual units as needed.
Assuming that you have selected the level at which you wish to assign the user, the name of the entity for which you are assigning the user will appear above the column in the center of the page. Confirm that you are assigning at the correct level. PLEASE NOTE: if users have already been assigned to this entity, it is likely that the form will be populated with another user’s information. To add a new user, click the Add New User button, which appears in the center of the page at the bottom of the screen. YOU MUST FIRST CLICK THE ADD BUTTON BEFORE ADDING ANY INFORMATION FOR A NEW USER. The form will clear for entry of a new user.

Creating a User Record

Complete the information requested on the form and click on Save to save this user in the data tool. Please keep track of the User ID and password that is assigned so that you can transmit this information to the user. Passwords must be at least 6 characters long and may include both letters and numbers.

Adding User Contact Information

After successfully saving the new user, contact information for the user is added by clicking on the tab labeled Contact Info.  At a minimum, the email address should be added for every user. The email address is used for automatic replies when passwords must be reset or when the contact form for reporting problems is used.

Assigning Data Entry and Reporting Rights

These directions assume that the user has been set up in the data tool. If not, please review “Creating a User in the Data Tool,” before proceeding. From the User Administration screen click on the highlighted text labeled User Rights. The screen will change to display the menu from which data entry may be assigned. Ensure that you are setting up the correct user by looking to see that the header at the top of the screen says, “Measure Collection Right for [fill in user].” 

Data Collection Rights 
Data collection rights may be assigned for all entities (e.g., hospitals and units) in which the user is affiliated or on a per entity basis. To assign data collection rights for all entities with which the user is associated, click on the check box at the top of the column labeled Data Collection (see Figure 19). This will populate all of the remaining check boxes in the column. The user will now be able to complete data entry for all of their affiliated entities. Please note that clicking this box indicates default data collection rights for all of the measures including CLABSI, National MTCT,VAP, rounding and MTCT for Keystone ICU.  New measures that are added to the collaborative will also be added by default. 
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Figure 19
To assign data collection rights for all units in a measure (preferred method) click on the Data Collection box that corresponds with the measure that includes all of the units you would like added (see Figure 20, Example 1). Please note that clicking this box indicates default data collection rights for any new unit added to the measure. To assign data collection rights for individual units, click on the Data Collection box that corresponds with the unit’s row (see Figure 20, Example 2). Please note that clicking this box indicates specific data collection rights for this measure and unit. When you are finished adding data collection rights, click the Save button at the bottom of the page (see Figure 20).
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Figure 20
Data Reporting Rights 

Data reporting rights may be assigned for all entities (e.g., hospitals and units) in which the use is affiliated or on a per entity basis. To assign reporting rights (that is view and print reports) for all entities with which the user is associated, click on the check box at the top of the column labeled Reports (see Figure 21).  This will populate all of the remaining check boxes in the column. The user will now be able to view and print reports for all of their affiliated entities. Note that clicking this box indicates default reporting rights for any new measure added to the collaborative. 
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Figure 21
To assign reporting rights for all units in a measure (preferred method) click on the Reports box that corresponds with the measure that includes all of the units you would like added (see Figure 22). Please note that clicking this box indicates default reporting rights for any new unit added to the measure. To assign reporting rights for individual units, click on the Reports box that corresponds with the unit’s row (see Figure 22). Please note that clicking this box indicates specific reporting rights for this measure and unit. When you are finished adding reporting rights, press the Save button at the bottom of the page (see Figure 22).
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Figure 22
After successfully saving the user information, click Return at the bottom of the screen (see Figure 22).  At this point you may either enter additional users or exit from the screen by either choosing from among the tabs on the menu bar or logging out of the data tool by clicking on the highlighted text, “Logout,” in the upper right hand corner of the screen.

Updating or Inactivating User Information

To update a user profile, select User Administration from the main menu bar. Locate the user and click on the highlighted text, Contact Info. Select Contact Info and make the desired changes then Save.  

To inactivate a user profile, select User Administration from the left hand menu bar. Locate the user and click on the highlighted text, Contact Info. At the bottom, right hand side of the populated page there is a button labeled Inactivate User. Click this.  

Technical Support 

Reporting Problems or Suggestions

If a user experiences a problem while using the data tool they should report the problem to MHA data services by selecting Contact Us from the main menu. Enter your email address in the box labeled Your E-mail. Use the box labeled Message to record the details of the problem you are reporting. Please include your telephone number in your message to allow MHA data services to reach you in case they need more information. 

Click on the button labeled Send Feedback, to send your message to MHA Data Services, your collaborative coordinator, and the data group at the Johns Hopkins Quality and Safety research Group.




Example 2





Example 1
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