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UNIVERSAL REPORTING PROCESS GUIDE FOR OPERATORS

1. Report Request email is delivered to the Operators email via RedCap with a specific link
2. Open the Report Request Link “View their responses here” to begin Triage & Assign process

Tamoms Uiggered by suvey responses, simply uncheck the
ge. iy

[REDCap] Survey completed: "UH Universal Report Request - P: PID 2546"

CAUTION: This email did not originate from within University H THINK before

opening attachments, clicking on links, or providing any information.

TOP and THINK before
ation.

) [This message was automatically generated by REDCap]
rsol Report Requast . P: D 2545°on 024032121

A respondent completed your survey titled "UH Universal Report Request - P: PID 2546" on 02/03/2021

Reply | Forward

ou 11:00am. You may view their responses here

If you no longer wish to receive email confirmations triggered by survey responses, simply uncheck the
checkbox for your user name for this survey in the Notifications pop-up on the Online Designer page, if you
have privileges to access that page

<

3. Under Actions tab: Download the PDF survey with saved data and begin to review the following
questions of the form in order to properly assign the request
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UH Universal Report Request - P ¢ 25u¢
Actions: | %) Download PDF of instrument(s) ‘ 181 VIDEO: Basic data entry

*% This survey (blank)

= UHL
K This survey with saved data I @

£ surv ',_t This survey with saved data (compact)

@ Resg % This survey with saved data (for survey participant)
your pe
this resj

been given perr

% All forms/surveys (blank) ‘0 allow editing ¢

EaA /
Report| 2 All forms/surveys with saved data

% All forms/surveys with saved data (compact)

From which reporting team are you seeking data?

- Pagel
UH Universal Report Request - P: PID 2546
Please Complete The Report Request Form Below, and the report team that is for your
request will respond to you shortly.
Thank you!
Is this a request for Access to a System or OVYes
Application? ® No

From which reporting team are you seeking data?

QEPIC @ Billing O Accounting / Budget O Quality O Decision Support O Finance
QO Other

Existing report name
Please provide sufficient details and description the data and information being
requested

Report Description and Purpose

Is there an existing report that meets your criteria? ® Yes

(if uncertain or not sure, please choose “No*) ONo
(if YES, please name report or attach report
sample)

Existing report name: H2175085 FY19-20 ELG request

(Ex. UH Surgical Patient denominator data for CDC:
NHSN-SSI (surgical Site Infection) denominator data
upload)

Sample report attachments: [FILE: H2175085 FY19-20 ELG request...) (1).xlsx]

Will this report be for external use?
(Example: Published research, state required data,
media requests, etc.)

O Yes

& No
(If YES, please define purpose.)

Please provide sufficient details and description of

Will need the same report with the same fields and
the data and information being requested:

any diagnosis that codes for Obesity, Smoker,
Hypertension, COPD, Diabetes, AND Stroke. In
addition, we would like to add fields for Race and

Ethnicity.

Best contact for the billing department is Robert
Litwin (litwinrj@uhnj.org)
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4. Based on the information in number 3, Make decision on which is the appropriate reporting team for
this request to be assigned.

5. If the request is missing information or is incomplete, the request will need to be rejected and
resubmitted by the requestor. Email the requestor for the fulfillment of the report request.

Example for UH Research Approved is missing UH research Plan attachment.

UH leadership has given us direction to develop a more consistent record for research related data
requests. Can you please re-submit this request
https.//research.njms.rutgers.edu/redcap/surveys/?s=CCCFKNKTD?. But this time, can you attach
the UH approval for the research directly to the request? Once that occurs, we will quickly route and
assign this request for action. Sorry for any inconvenience. Thank you.

Is this request Research related? O Preliminary
& Research UH APPROVED
O Research NOT UH Approved
O NOT research related
(If Research UH APPROVED, Please attach a fully
signed and approved research plan: )

Please attach a fully signed and approved UH Research
Plan:

6. Ifitis unclear which reporting team is appropriate, please reach out to Hamani Franklin or Mustafa
Rahman at franklha@uhnj.org or rahmanm6@uhng.org respectively.

Mechanics
7. If the appropriate reporting team is an Epic team, via an email to reportrequest@uhnj.org create a
HEAT TICKET for fulfillment of the report request and attach the Report Request PDF to that email.
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If the appropriate reporting team is a not an Epic team, email the appropriate reporting team for
fulfillment of the report request and attach the Report Request PDF to that email (be sure to include
any files/attachments the requestor provided). Please note if there are any URGENT requests be sure
to include in the message template below that it is an urgent request and set the importance to high
on the email.

This email is to inform you that report request <insert request number> has been assigned to you in
Redcap. Please reach out to the requester to confirm understanding of the requirements to deliver
this report. The requester’s information can be found on page <insert page number> of the attached
request. If you have any questions about this assignment, please advise.

Please note this is an Urgent Request.
Thanks,

List of Common Emails

Name Department Email

Sherry Dine EPIC dineshi@uhnj.org
Robert Litwin Billing litwinrj@uhnj.org
Irene Szczech Billing szczecir@uhnj.org
Nina Awan Vizient/Quality awanni@uhnj.org
Soyon Bongiovanni Finance/Decision Support bongiose@uhnj.org
David Barone Finance/Budgeting baroned2@uhnj.org
Marlon Vitalicio Finance vitalimr@uhnj.org
Vy Tran Finance tranvy@uhnj.org
Jonathan Green Emergency Department greenjp@uhnj.org
Robert Baker Ambulatory Care Center bakerro2@uhnj.org
Luis Perez Ambulatory Care Center perezlal@uhnj.org
Sergio Romero Medina Peri Op romerose@uhnj.org
Richard Ragovin Clinical Diagnostic ragovirm@uhnj.org
Cynthia Comerford Laboratory comerfca@uhnj.org

Downloading Attachments/Files

Open the Report Request Link “View their responses here”. Then scroll down and click on each file
name and it will begin to automatically download

[REDCap] Survey completed: “UH Universal Report Request - P: PID 2546°

CAUTION: This email did not originate from within University Hospital. Please STOP and THINK before

opening attachments, clicking on links, or providing any information.

[This message was automatically generated by REDCap]

Arespondent completed your survey titled “UH Universal Report Request - P: PID 2546" on 02/03/2021
inho Natficasons pop-up on the Qnlne Desianas page. you 11:00am. You may view their responses here.

{

If you no longer wish to receive email confirmations triggered by survey responses, simply uncheck the
checkbox for your user name for this survey in the Notifications pop-up on the Online Designer page, if you
have privileges to access that page

Upload Fully signed Research Plan:
or contact : UH - Clinical Research Services (CRS)" @ UH- Dr Aditi Khokhar Pro20200...Plan.pdf (0.52 MB)
CRS@uhnj.org

EP-ED-CENTRAL-LOG 2019010...91231.xIs (17.74

Sample report attachments: M8)

Please attach any supplementary information that might help
the reporting teams better understand and service your IRB Protocol Version 2 1....CLEAN.pdf (0.19 MB)
request:

¢ o
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Go to the Record Status Dashboard page on RedCap and Select the Report Request ID Number

REDCap
[P —ro—
B wy Projects
B RECCap Messenger
Froject Moo and Desgn
8 Project Home - Tl Preject Setup.
@ Dezigrer - @ Dictionary - B Codedock
B irojea s Seveopment
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UH Universal Report Request-P =
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& User Rights and 48 DAGs

8 Z

=0 Sitca #o o 58]

UH Universal Report Request - P

o0 2586

Logond for status icons:

© Inccmaiens () incompiete (0 Cta svec) (7
Unverfed £ 9armal survey Respcnse

@ Compixe & Completsd Survey Response

Deta Collection =
£ Survey Distribution Tools
8 vt Do )

B Add/ Edit Records

Create rew recoed:

t\sew 25T0g Ces

@ Report Request Record ID 13

Selest e resd

| Appiications =

The £110 Delon d<plays the Torm-Dy-Torm progress of date |
entered for the currently selected record. You may dick on
the colored 5tatus ICoNs 1o access that formrevent.

@ choose acton for record

Report Request Record ID 13

Data Collection Instrument Status
UH Universal Report Request - P2 PiD 2586wy 9

Internal Tracking and Management @

ol

P2 e s .| kP b .| ot .| R it | s || )

—Cangel-
Actions: | |5 Modity = | BIVIDEO: Basic data entry.
= Internal Tracking and Management

+ Editing existing Report Request Record ID 13

Report Request Record ID 12

Triage and Assign

Operator for this Request: TESTTESTTEST

Reporting Team assigned: TEST TEST TEST

Homss soechy,

Reporting Team email:

Reporting Team Contact Number:

Date assigned to Reporting Team by URR Operator:

Heat Ticket 1D (If appropriate):

planasma@unnorg

(972)972:3630

01192021 1157 |

12345678910111213
Flaszs zubm sezozanas recans rumbere

Follow up and Close out
Estimated time of initial delivery (week of):

drop down

8 Data Quality
B APt and EL AP Playground
[ ReDCap Mobile Aop
@ External Modules
& record recover
‘ e Qe wogmz SEos -
11 Vizient Dats Request
2 EPIC Ambulatory Care
5 EPIC Cadence
4 EPIC Beaker
5 EPIC Other
5 EPIC Combined Reports

= =

@ HelpzFaQ
F3 Vican Tutewinis

Report Delivery and User Acceptance completed:
Form Status
Complete?

Lock this instrument?

= (=
Not A dees ar or Nandays s 52 sk o

Spoaty deciz

0 [Todey

Reauest completion doe.

—Cancel—

The Report Request has now been assigned
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FOLLOW-UP AND CLOSE OUT

~ REDCap RUTGERS

L e THURSDAY

1. Once a week on Thursday morning, open the Record Status Dashboard on RedCap

alol>
o | R meazwena x [ 0] ) o

IR . T

# Project Home - Tl Project Setup [
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o P vy I o Dk & paroant st for
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3 Data Comparizon Teol ~
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& User Rights end B DAGS D Report Request Record ID 13 Data Collection Instrument Status
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8 Data Quaiey UM Unversal REpOrt REQUAST - - PID 2546 (aruey @
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1 RE5Cap Moble App | Applicatons = Internal Tracking and Management
© Extermal Mocktes

@ record recover

| neporny Qs womcis 28 =

2. Look for items with a red stop sign in the Internal Tracking and Management section. These items
completed.

put | Q UavESITY oI ... lmmm\.xu
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3. For each incomplete Report Request form, follow-up with the appropriate reporting team via email
and/or phone according to the following script:
<This is to inform you that request #XXXX which was assigned to you on X/X/XX is listed as
incomplete in the Red Cap System. Has this request been fulfilled?
e IfYes - when was it completed?
o IfNo- Please advise a timeline of when the request will be fulfilled. Thank you for
your cooperation.>
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4. Every Friday, once you have received information from the various reporting team. Click on the red
stop sign on the Internal Tracking and Management Status in the Record Status Dashboard. Update

the “Follow—up and Close out” then Click the “Save & Exit” at the bottom of the form.
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Triage and Assign
Operstor for this Request:

Reporting Team assigned:

Reportng Team emat:

Reporting Team Contact Number:

vy
Meat Ticket 1D (i appropriate).

Follow up and Close out
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@ customeze s enatures
@ Data Quaity
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5. The report request is ready for status reporting

END OF FOLLOW-UP AND CLOSE OUT
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