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SURVEYS

The purpose of the Surveys function is to gather and maintain vital
information regarding healthcare entities throughout the state. In the event of
an emergency, the Department of Health and Senior Services (DHSS) will use
survey information to monitor the status of the health system and to
coordinate statewide healthcare resources, if necessary.

DHSS requests that healthcare entities complete baseline surveys to document
the resources within that entity. Each entity has one or more designated
Hippocrates users who are responsible for carrying out this task.

DHSS generates a general Situation Status (SitStat) survey to be completed by
the entity at specified intervals, in order to provide DHSS with ongoing
situational awareness of New Jersey's health system. During an emergency
DHSS can generate event-specific surveys to supplement information
obtained in the general SitStat survey.
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Introduction

How this The most common survey activity among Hippocrates users is My Surveys.
Ch . On the other hand, only a small percentage of users will need to create surveys.
apter is . L ; .
. For this reason, survey activities are discussed in an order that corresponds to
Or ganlzed the expected frequency of use, as follows:
= My Surveys
= View All Surveys
»  Find/Modify Survey
= (Create Survey
Accessin - ,
8 If you have survey privileges you may access the surveys function from the
Surveys Healthcare System Resources and Communication Channels modules.
CAVEAT: The survey activities that are available to you
depend on the user privileges that you have been
assigned. For this reason, your screens might look
different from the figures in this manual.
. . 5 . .
To access the survey function, click MEY | on the function bar in the
Healthcare System Resources module (see Figure 1) or Comm Channels
module (Figure 2).
H|pp0crates {3 mELCOME USER E E 9 Locou'rE ’EEE’EE{’;’{&&?
HEALTH INFRASTRUCTURE PREPAREDNESS _ care Systeln Communication

AND EMERGENCY RESPONSE

12:22:49 EST 1/10/2007

+ Statewide Diversion Status

Channels

| Surveys Me):alFaci\'rtylnformaﬁon Medicsl Facilty Capabilies  Divert Status  Reponts

+ Statewide Hospital Summary

+ Hospitals on Divert

Jan SIT STAT »

Hospital

Figure 1. Accessing Surveys from Healthcare System Resources

List of Users Online
Cackie smith

HEALTH INFRASTRUCTURE PREPAREDNESS | Haglthcare System

k- | SHOMELAND SECURITY ADWISORY SvsTEM Elevated scomTacT U lBLmks  (BHELE | BSEaRCH
H : M] DEPT OF HEALTH
3 HIppOCFateS +WELCOME USER iELOGOUT ’&SIN[URSIRV]CES
Communication
AND EMERGENCY RESPONSE Resources Channels //_\
12:23:21 EST 1/10/2007 | Creste Mew Conversation Imageiiden Gallery Showr Users Onlir( Surveys ) Send & Filz

Figure 2. Accessing Surveys from Communication Channels
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INTRODUCTION

Survey
Activities There are four survey-related activities:
= View all Surveys
= (Create Survey
*  Find / Modify Survey
= My Surveys

The default activity (i.e., the opening screen) for the Surveys function is either
View All Surveys or My Surveys, depending on user privileges.

Navigation Survey activities are accessible by clicking the activity bar, which is displayed
below the Surveys function bar and is visible from all survey activity screens.
See Figure 3. The current activity is indicated with orange text.

Survey activity bar
@eys Create Survey Fincd J Mocify Survey@
1to10af 32 Pl
Survey Title Draft Survey Type Jurisdiction
HURRICAME ALPHA SURWEY M CAPABILITY
BASELIME TEST il CAPABILITY
1109 TEST M
PRE-HURRICAME ALPHL BASELIME M
FACMTHLY SIT STAT JUME 06
MCHTHLY SIT STAT - SER
/W

Figure 3. Survey Activity Bar
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My Surveys

The My Surveys screen is used by survey recipients to access the surveys they
are responsible for completing.

Survey recipients can access their surveys in two ways:
= Using the My Surveys function in Hippocrates
* From an email message sent from hippocadmin

Procedures for both methods are described below.

PROCEDURE: Accessing a Survey from My Surveys

SUrveys

STEP 1 Click on the Comm Channels function bar.

STEP 2 Click m on the Surveys activity bar to display the list of
surveys awaiting your attention (Figure 4).

STEP 3 If there are many surveys listed, you might want to reorganize the list.
Click a Column Heading to sort the surveys on that column. Click again
to reverse the sort direction.

STEP 4 Click the Survey Title for the survey you wish to take. An example survey
is shown in Figure 7. NOTE: Surveys are displayed in a new window.
Closing the survey window will not affect your Hippocrates window.

Survey Title Column heading
ey all Surveys Create Survey Find # Modify Survey My Survigfs
1to3of3
survey fitle Categary Jurigdiction Time Sent Mest Scheduled Time “alicd Liril
DEMO CHEM SURWEY CHEMICAL COUNTY 01/09/2007 14:51:57 0119/2008 14:51:57
DEMO CHEM SURVEY FOR CTHER COUMTY 01/09/2007 14:51:57 01192007 14:51:57
1109 TEST
PRE-AIRRICANE ALPAA CAPABILITY MUMICIPALITY 01/09/2007 145137 01192007 14:51:57
SURWEY
Tto30f3

Figure 4. My Surveys Screen
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MY SURVEYS

PROCEDURE: Accessing a Survey from an email message

STEP 1 Open the email message you received from hippocadmin. The example
in Figure 5 shows an email notice displayed in Lotus Notes. Figure 6 is an
example of the email contents.

[ Mew Memo || Reply ~ || Renty to a1l + | Forward + || Help Desk ~ || Delete || Follow Up = || Faider || Copy Into Mew ~ || Toals = || view Unreac:
~| ¥iho -~ |~ [Date - [Time |size ~ | Subject
* hippocadrmin 0102007 11:30 AM 3136 PRE-HURRICAME ALPHA SURVEY -
Eilzen_Troutrman<< 01102007 09:52 Akd 6.018 Re: Comm Channels chapter of Hippocrates Uzer Manual
il I 4 L odnnisnn Od.27 Db 2 [ul | P ) fmd ™ L L 3 raNH 3. Ll bl 1

Figure 5. Example Email Survey Notice

Survey for ALL SAINTS CITY HOSPITAL.
This survey is valid until 12-12-2006 17:39:02.
To access the survey, please click on the following url.

If you are unable to click on it you may copy and paste the url
into your browser window.

https://hippocrates.nj.gov/surveyAccessManagement .do?method=fetchIn
foForAccessPage&surveyInviteCode=113302301206900&recipientId=789

You will need the following Access Key to take the survey: 12345

Figure 6. Example Email Contents

STEP 2 Click the link to the Hippocrates url, shown in blue in Figure 6.
OR

* Open Internet Explorer; then copy the url and paste it into the
browser address bar.

= Enter the access key provided at the bottom of the email; then click

or hit Enter on your keyboard.

An example survey is shown in Figure 7.
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MY SURVEYS

| PRE-HURRICANE ALPHA SURVEY HEALTH, INGRASTAILCTURE
l PREPAREDNESS AND
- Medical Facility: ALL SAINTS CITY HOSPITAL Date: 01/12/2007 6:04:05 PM EMERGENCY RESPONSE

MOTE: 1. To update baseline data, check the box labeled 'I=s Baszeline?'.

ADULT BED CAPACITY 2. Mandatery quastions are marked vith an asterisk (+],
: 3. Press the 'Tab' key to move from guestion to guestion.

CHEMICAL DETECTION 4. The answer type expacted for sach question is shown nesxt to the bext box, as follove:
CAPABILITIES (T) - Text
DECOMTAM \TION (N) )‘ Humeric - I

) (ND} - Numeric vith decima
GENERAL BED CAPACITY (C) - Curraney
NEONATAL BED {P) - Parcentage
CAPACITY (D) - Dats )
s 5. Press the 'F1(Help)' key to ses the current section. Click on the 'Close’ buttan or press 'F1(Help)' key again to close.
OTHER EQUIPMENT
CAPABILITIES =] ADULT BED CAPACITY (10 guestions)

PEDIATRIC BED
CAPACITY MEDICALISURGICAL [tz " ™ s Bassline?

PERSONAL PROTECTIV INTENSIVE CARE * e - I e 5aseine
EQUIPMENT

CAPABILITIES (PPE) HRDLBETES I ) ™ Is Baseline?
CLOTHING GERIATRIC * I— " [ s Bassline?

PERSONAL PROTECTIVE

REHABILITATION * | n) ™ 1s Baseline?
ITIES (PPE) NEGATIVE PRESSURE ISOLATION I o) ™ Is Baseline?

RESPIRATORY

Ty EMERGENCY DEPARTMENT * [ ™) I s Baseline?
SON Vi B |

PERSONAL PROTECTIVE [JEERSRIY = 3 ) [ s Baseline?

EQUIPMENT

CAPABILITIES (PPE) e [tz ) ™ Is Baseline?
CLOTHING BURN* W T

PERSONAL PROTECTIVE

+  CHEMICAL DETECTION CAPABILITIES (14 questions)
(5% +  DECONTAMINATION (6 questions]

RESPIRATORY N

PROTECTION +  GENERAL BED CAPACITY (5 questions)

PERSONAL PROTECTIVE +  HEONATAL BED CAPACITY (3 quastions)

EQUIPMENT -

CAPABILITIES (PPE) +  OTHER (1 question)

TRAINED STAFE +  OTHEREQUIPMENT CAPABILITIES (14 questions)

RADIOLOGICAL -

DETECTION +  PEDIATRIC BED CAPACITY (5 quastions)

CAPABILITIES
+  PERSONAL PROTECTIVE EQUIPMENT CAPABILITIES (PPE) CLOTHING (5 questions)
+  PERSONAL PROTECTIVE EQUIPMENT CAPABILITIES (PPE) RESPIRATORY PROTECTION (S gquestions)
+  PERSONAL PROTECTIVE EQUIPMENT CAPABILITIES (PPE) TRAINED STAFF (& qusstions)
+  RADIOLOGICAL DETECTION CAPABILITIES (5 questions)

]

Figure 7. Example Survey
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Filling Out a
Survey

MY SURVEYS

When you open a received survey it will look somewhat like the example in
Figure 7. The left side of the survey is a contents window. To close the

contents window, click . To display it, press F1 on your keyboard.
The right side of the survey contains the survey questions. Survey questions
are grouped into sections. The sections in Figure 7 are:

ADULT STAFFED BEDS

CHEMICAL DETECTION CAPABILITIES

DECONTAMINATION

GENERAL BED CAPACITY

... and so on.
When a survey is displayed, the first section is expanded so that its contents
are visible. An expanded section has an ORANGE HEADER and is preceded by
[=]. A collapsed section has a BLUE HEADER and is preceded by [ You can
expand and collapse any section by clicking [l and [Z] respectively.

Some or all of the fields in the survey might contain data. This represents data
that was present (or added) during the last survey, or data that was manually
entered into Hippocrates from the Medical Facilities Capabilities activity.
NOTE: The Medical Facilities Capabilities activity is accessible from the
Healthcare Systems Resources module and is dependent on user privileges.

To enter new data, click in the data field and type your answer.

When filling out a survey, follow the guidelines at the top of the survey.
These are as follows:

NOTES

1. To update baseline data, check the box labeled 'ls Baseline?'

2. Mandatory questions are marked with an asterisk (*).

3. Press the 'Tab' key to move from question to question.

4. The answer type expected for each question is shown next to the text
box, as follows:
(T) - Text

) - Numeric

D) - Numeric with decimal

C) - Currency

P) - Percentage

(D) - Date

5. Press the 'F1(Help)' key to see the current section. Click on the
'Close' button or press 'F1(Help)' key again to close.

(N
(N
(
(
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MY SURVEYS

When you are finished with the survey, click . If you have left a
mandatory field empty or entered invalid data, Hippocrates will alert you by
(see Figure 8):

» Expanding all sections that contain erroneous data.
* Displaying the erroneous field name(s) in RED.
* Displaying an error message in red at the bottom of the survey.

»  Placing the cursor in the first erroneous field.

S EMERGENCY DEPT SO0MHZ * ¥ T [] Iz Baselns?
STANDARD WENTILATOR(S) * 51 (M) [] 1z Baszeline?

+  PEDIATRIC BED CAPACITY (& gquestions)

+  PERSONAL PROTECTIVE EQUIPMENT CAPABILITIES (PPE) CLOTHING (5 questions)

+  PERSONAL PROTECTIVE EQUIPMENT CAPABILITIES (PPE} RESPIRATORY PROTECTION (3 questions)

=l PERSONAL PROTECTIVE EQUIPMENT CAPABILITIES (PPE} TRAIMED STAFF (& questions)
PERSOMAL PROTECTIVE EGUIPMENT TRAINED STAFF LEVEL & * () [] Iz Baseline?
PERSOMAL PROTECTIVE EQLIPMENT TRAINED STAFF LEVEL B * (M) [] 1= Bazeline?
PERSOMAL PROTECTIVE EGLIPMENT TRAINED STAFF LEVEL C * 0 () [ Is Baseline?
PERSOMAL PROTECTIVE EQUIPMENT TRAINED STAFF LEVEL D * () [] = Baseline?
PPE EQUIPPED RESPONSE TEAMS * 1 (N O = Bazeline?
ROLE OF PPE EQUIPPED RESPONSE TEAMS * DECONTAMINATION'| (T [] = Bazeline?

+

RAMOLOGICAL DETECTION CAPABILITIES (S questions)

Please answer all the mandatary questions (inred) before submitting the survey,

Figure 8. Example Error Indications

To abandon your work, click . Any data you have entered will be
lost.

When you have successfully submitted the survey, a success message is
displayed.
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View All Surveys

The View All Surveys screen presents a tabular overview of all Hippocrates
surveys. An example is shown in Figure 9.

Screen Layout A maximum of 10 surveys is displayed per screen, although it might be

. . necessary to use the scroll bar to view the surveys at the bottom of the
and Navigation indow.

The numbers of the currently displayed surveys and the total number of
surveys is shown at the center-top and center-bottom of the View All screen.

EXAMPLE: In Figure 9, records 11 through 20 are
displayed from a total of 33 records.

Records displayed of total #
Navigation Links

Column heading

Wiew all S\gveys Create Surve\/Find I hodify Sy My Surveys / \ \
First Previous 11t 200f 33 et Last
Survey Tile Draft Survey Type Jurisdiction ezt Scheduled Time Created By
MORTHLY SIT STAT - NOY 05 ) GEMERAL REGION HERMIS
MOMTHLY SIT STAT - OCT 05 M GEMERAL REGION HERMIZ
MONTHLY SIT STAT- APR 06 ) GEMERAL REGION HERMIS
CRITICAL BENCHMARK FUNDING
SURVEY ) GEMERAL COUNTY HERMIS
HURRICAE KATRIMA ) MATURAL DISASTER COUNTY HERMIS
N OSIT STAT - AUG 05 M GEMERAL COUNTY HERMIS
H MONTHLY SIT STAT - JUL 05 ) GENERAL COUNTY HERMIS
Click to open survey
TOPOFF3 EXERCISE -SIT STAT #1 M BIOLOGICAL COUNTY HERMIS
TOPOFFS - EXERCISE - SIT STAT #4 ) BIOLOGICAL COUNTY HERMIS
TOPOFF3 EXERCISE - SIT STAT #3 M BIOLOGICAL COUMTY HERMIS
First Previous 11t 200f 33 et Last

Figure 9. View All Surveys Screen

SURVEYS-9



VIEW ALL SURVEYS

View All Surveys Screen Features

Sorting
Click a Column Heading to sort the surveys on that field (survey title,
draft, survey type, etc.) or to reverse the sort direction.
El Records sorted in ascending order (from A—Z or 1-last)
E‘ Records sorted in descending order (from Z—A or last—1)

Navigation
Use the following commands to view the table contents:
Next — displays the next 10 surveys
Previous — displays the previous 10 surveys
First — displays surveys 1 through 10
Last — displays the last 10 surveys

Opening a Survey

To open a survey, click the corresponding Survey Title.
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Find/Modify Survey

Searching

Hippocrates provides a Search feature to assist you in locating a particular
survey or group of surveys. This feature is accessible through the Find/Modify
Survey activity.

Example Search
To locate a survey entitled “Boiler Explosion in Holy Name Hospital”:
Find § hadify Survey |

1. Click in the Surveys activity bar to display the
Find/Modify Survey screen (see Figure 10).

2. Click ™ and select SURVEY TITLE as the search criteria.

3. Enter Boiler Explosion in Holy Name Hospital in the text box.
NOTE: Searches are not case sensitive.

4. Click

Wienwy all Surveys Create Survey Find ! Modify Survey by Surveys

Hide S=arch Criteria

Fleaze zelect the Search Criteria SELECT QRE W
Erter " * " for aWild card Search

Find Draft Surveys ]

[ Find Survey ] [Heset ]

Figure 10. Find/Modify Survey Screen

Wild Card Searches

To broaden your search you may use an asterisk (*) in the Search Criteria text
box to represent zero or more alphanumeric characters. This is useful for
locating a group of records that have similar data in a particular field, or when
you know only some of the data you are looking for.

In a wild card search:
= Letters are not case sensitive
* A wild card (*) can be used as the first character of a search

*  Multiple * can be used
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FIND/MODIFY SURVEY

Wild card search examples

The examples in Table 1 illustrate the wild card feature.

Table 1. Wild Card Search Examples

Search Term @ Matching Records

BIO* All records whose titles begin with BIO:
bio
bio outbreak
biological outbreak
biooutbreak

*BIO* All records with BIO anywhere in the title:
antibiotic
bio
bio outbreak
biological outbreak

biooutbreak
B* All records whose titles begin with B
* All records

PROCEDURE: Modifying a Survey

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

Surveys

Click on the function bar to display the Surveys activity bar.

Locate the survey you wish to modify. To do this:

In the View All Surveys screen: Sort the surveys (or reverse the sort) by
clicking the appropriate column heading. For more about the sorting
feature, see page 10.

OR

. Find ¥ Madify S ..
Click MMV =UY2Y | on the Surveys activity bar; then use the

Search feature to display a subset of the survey list. For more about the
Search feature, see page 11.

Open the survey you wish to modify by clicking its Survey Title.

Make the necessary changes to the survey.
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STEP 6

STEP 7

STEP 8

STEP 9

FIND/MODIFY SURVEY

Click to close the current section and move to the next one.

Click to clear the fields in the current section or restore them to
their previous values. Does not affect any other section.

Click at the bottom of any section to view the survey as the
recipient will see it.

When you have made the necessary changes, click [ Modify Survey |

When your changes have been saved, B

the Modify Survey will close and a ST A e
Success message Wlu be dlsplayed Survey has been scheduled for the following dates:
Any changes you have made to the PRI

survey schedule will appear in the
success message. NOTE: The Create

Creste Survey ] [ Wi Al Surveys

Survey button will be displayed only
if you have the appropriate user
privileges.
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