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Introduction

One of the greatest challenges for any Early Hearing Detection and Intervention (EHDI) program
IS to ensure that all infants are screened for hearing loss and that those who do not pass receive
appropriate and timely follow-up care. In response to hospital, regional, and national needs,
NCHAM developed the HiTrack data management system which is now being used in hundreds
of hospitals across the United States. Program coordinators operating or monitoring hospital-
based screening programs have discovered that a computer-based patient information system
contributes significantly to program success. HiTrack can support any screening program using
otoacoustic emissions (OAES) or automated auditory brainstem responses (ABRS) to screen
infants for hearing loss.

This User Manual

This hyperlinked User Manual will help you configure HiTrack and become familiar with its
functions. The first topics covered are Facility Settings, User Settings and Tracking Features.
Following these sections are some common data entry procedures to compare to your data
collection environment. These sections provide step by step scenarios showing where HiTrack
can make your program most effective. The next sections cover configuration most commonly
done by Program Coordinators. Lastly, the appendices provide reference information for reports
and other HiTrack functions.

Clicking on a blue underlined link inside this document will scroll the page down to a related
section.

Icon Legend
Below are explanations for icons that are used in this manual:

Q Answers for Commonly Asked Questions

Caution Scenario. EHDI Program Managers/Administrators and the
HiTrack Help Desk should be consulted about this topic.

@ Essential information.

Feature has related Notifications available in HiTrack

cEly Topic pertains to Distributed Databases only.
¥ %

This manual does not cover software installation. Please refer to the HiTrack 5
Installation Guide for system requirements and installation instructions.
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Hearing Screening Protocols
Most programs use either a single or two-stage protocol to conduct their hearing screening.

A Two Stage screening protocol is designed to screen the baby with inexpensive
and efficient technology (for example, OAE) while the baby is at the hospital. This @
stage of screening is called Inpatient screening because the mother has not left the

hospital. If the baby is not screened or the outcome of the Inpatient screening is not satisfactory,
the hospital then makes appointments to have the mom and baby come back for Outpatient
screening with a more advanced technology (i.e., automated ABR).

Single Stage screening protocols are also becoming more popular as Automated ABR screening
becomes more cost effective. In this protocol infants who do not pass Inpatient screening are
referred directly for diagnostic evaluation.

Data Management

The HiTrack 5 series represents the cutting-edge of EHDI Data Management. The HiTrack 5
database is built around a dynamic framework to provide the logic needed for managing the
complex requirements of EHDI tracking and follow-up. HiTrack offers a task-oriented user
interface and is designed for maximum flexibility and provides the versatility of being able to
securely access EHDI data from any computer connected to the internet.

State or Regional Reporting

If you will be reporting your data to a central EHDI coordinator please contact them for
instructions on how you will be using HiTrack. There are two common Database Layouts that
can be used with HiTrack:

Centralized In this layout a single Central database is maintained at the state or region
and it is shared with each of the facilities in the area of responsibility. Web
‘» E’ 4-1 browsers are often used to access Centralized databases.
L

This is the most commonly used layout.

HiTrack provides advanced settings to enable data management features
for a Centralized layout. Please review this setting with the HiTrack Help
Desk.

Distributed In this layout each facility in your region or state has their own separate
fully functional database dedicated to their own HiTrack data.

l"m‘l A separate, internal use only, database is maintained at the state or region.
* * The EHDI coordinator maintaining this database will populate their
database by collecting Data Export files from each facility in their area of
responsibility. They will typically set a schedule for how often (e.g. once a
week) the facilities will sent their files.

In this configuration Statewide or regional Program Information lists, such
as physicians, facilities and audiologists are often provided for import into
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the facility databases. This ensures that records in the Central database
contain unique and synchronized Program Information entries.

This is referred to as a Distributed layout because the Central database is
distributed across all of the separate facility databases.

Some states or regions may decide to combine these layouts. For example the central coordinator
may collect Data Export files from each hospital and also share their database with clinic offices
using the web user interface.

There are a few additional tasks required if you maintain your own database in a

Distributed database layout. In this manual these tasks will be noted with a ¢ Eh
"Distributed™ icon. These tasks can be omitted if you do not report your data to a ¥ pog
central EHDI coordinator or if you are part of a Centralized database with

HiTrack's web browser access.
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Buttons and Icons
Below are some common buttons and icons in HiTrack. Hovering the mouse over features in
HiTrack will often give additional information.

. The HiTrack menu button will allow you to navigate to different features
‘ within HiTrack.

1 Action button. The lightning bolt is a common action button within
HiTrack.

Click this to complete an action on the current screen such as generating
letters or to proceed with processing data in HiTrack.

-+ Add button. Choose this to add an item to the list you are on.

T Delete button.

(= Back to Baby list button. This button is available on Baby Chart pages,
Merge, Reports, Communication Hub and System.

v Enable Filter button. This button allows you to narrow down lists in
HiTrack. The filter button is shaded purple when active.

== Dashboard Launcher button. This is used in Reports and System to
organize HiTrack’s features.

Q Wrench button. This button opens configuration settings for the current
page.

- Select All button. Use this to select all choices in a group of options,

S Unselect All button. Use this to deselect all choices from a group of
options.

1 Information button. Use this to see information about the current screen.

60 Preview button. This is often shown as an in-between step of a larger
process where you can see your changes before saving.

=5 Print button. This generates a new printer friendly view of the current
screen.

e More details button. Clicking this button opens a new section for
additional information on the current page.

v Save button. Used to confirm certain settings and save data entries.
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HiTrack Login

To use HiTrack 5 an active username and password are required. These user accounts are
managed by a state or regional coordinator when accessing a Centralized HiTrack.

Log in using the following steps:
1. Enter the Username and Password. Passwords are case sensitive.

v % Hilrack 5 Login X +

€ > €@ = hitpsihitrackeejusuedu a%w GO0 :

HiTrack®

EHDI Data Management System

2. Click on the Login button to begin your session.

The HiTrack URL can be added as a bookmark or favorite in your web browser to make @
it easy to return to HiTrack later.

Although HiTrack 5 is web-based application please do not use a web search (google) to

find your HiTrack login page. HiTrack Login pages for other regions may show up in
search results and you will not be able to sign into those pages. If you don’t have a site-specific
HiTrack URL please contact your program coordinator.
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User Interface Layout
The user interface is made up of the following sections:
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[ Action Buttons ]

At the top of each screen is the running Facility or Facility Group and can be changed at any
time. The currently selected Facility or Facility Group determines which babies you will see,
which Letters will be generated and which Settings are being used.

“Assigned To Me” is a special entry in the running Facility choices that allows you to see baby
records that are assigned to users regardless of which facility they belong to.

Please contact the Help Desk if HiTrack does not display properly or parts of the page seem to
overlap. In most cases this can be addressed with display settings or browser zoom options.
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HiTrack Menu

The HiTrack Menu N is located at the top right of every screen in HiTrack and provides easy

access to HiTrack's features.

There are several different options in this menu:

17

Communication Hub
System

Log Out

Merge: HiTrack can import data from screening equipment
software, hospital data systems and other HiTrack databases. This
option opens the merge tools used to import data from these
sources.

Reports: HiTrack provides reports to monitor hearing screening
and evaluation performance. This option opens the last used
Report.

Communication Hub: HiTrack generates letters for parents and
health care providers and allows documentation of contact efforts.
This menu opens the list of pending letters waiting to be printed
and allows you to create new letters or reprint old letters.

System: HiTrack features powerful tools to help manage your
EHDI data. This option opens settings management screens
organized into helpful sections to allow customization and
administration of HiTrack.

Log out: This button will log a user out of HiTrack and return the
Login screen.

In most cases each HiTrack session will time out after 20 minutes
of inactivity to help protect private health data. If this occurs users
should simply log back in to the system.
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System Menu

The System Menu provides access to several important settings. Clicking the System Iy
option under the HiTrack Menu will open to a default page with two buttons: The ‘
Back to Baby List icon €& and the System dashboard 2. Clicking on the dashboard will open the
menu below:

System @
Tools
i )
P —
; ATY «° &
A Equipment Data Export Data Utility Database History Auditing
Linking
System
- A .4
ot » & -y 2
@ Al W an
User Access Facilities Customization Intervention Advanced

Creekside Hospital Facility Settings

& g — (@ T4

Medical People Letters User Interface Data Rules Required Fields

LS

hitrackhelpdesk User Settings

9

Preferences

System features are grouped into four different categories, Tools, System, Facility Specific
Settings and User Specific Settings. Not all System features are available to all User Groups.

HiTrack will remember which dashboard item was used last and start on that page when
you return to System in the future.
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Facility Specific Settings

The setting categories listed below your Facility or Facility Group name on the System
dashboard allow you to customize features for your Facility or Facility Group. Medical People,
Facilities and picklists related to your HiTrack installation are referred to as HiTrack Program
Information.

Medical People

The Medical People list allows you to add physicians, audiologists, screeners and Early
Intervention personnel for a specific Facility or Facility Group. Each data entry screen allows for
fully detailed contact information.

If you will be sending letters to Physicians and Early Intervention you should enter detailed
address information so it can be included in the letters.

The Facility Assignment list at the bottom of the Medical Person data entry screen allows you to
decide which facilities will see this person on their data entry lists. When adding a medical
person to a Facility Group they are automatically assigned to all Facilities within the Group.

Retired or inactive personnel can be removed from new data entry choices by using the
"Visible"/”Show” option @i in the off position. This allows you to keep your historical data
intact while streamlining data entry for new records.

< =

Medical Role (Physician w| _Filter| & .
Name Audiclogist
Screener

BROOKS. JA| Early Intervention |DIATRIC ASSOCIATES
JENNING, MATTH | MEDICAL ARTS PROFESSIONALS
NELLS, KATE [0003] WESTERN PEDIATRIC ASSOCIATES
SPACH, BENNY [0...  CREEKSIDE PEDIATRICS

UNKNOWN, [0001] |UNKNOWN PEDIATRICIAN NAME
4

=

i,

=3

1]
-
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Screeners and Early Intervention Providers. Click the add button + at the bottom to

Use the Medical Role drop down to choose between lists of Physicians, Audiologists,
add a new entry. @

Medical Person - Physician

LastName [ | Address | | Phone [ ]

FirstName [ | | 2 [

Middle Name| | | | Emal [

Organization || Cityisweeizip |[ ||| Cowy[ |

Code . Birthdate Language V
[ |show gy §

Title/Suffix | 1 |ID| | Race ( v Gender v

Education — V: Ethnicity v Deceased

Facilities 0 4 S =

. Creekside Hospital

[ ] Logan Regional Hospital

. Mountain View Medical Center

[ ) The Best Clinic

[ ] UNKNOWN

[ ) Z HT35 Conv.

[ ) *All Facilities

To make a medical group organization entry (not specific to an individual person), put that name
in the “Organization” field and leave the last and first name fields blank.

HiTrack will notify you if the entry appears to be a duplicate of an existing medical person. Click
the check button to save your changes.

The "Usage" feature (controlled by a specific Access Right) can be used on existing entries to
replace duplicates by first selecting a Medical Person from the list. This feature also enables a
Delete option if an entry is not being used.
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User Interface Settings

These various settings control how HiTrack functions for the running Facility or Facility Group.
Click the info button ‘i next to a setting to learn more about it. To make a change toggle the
setting on or off, type a number or choose an option from the drop down menu for each item.
The change will be saved automatically. Click Reset to use the HiTrack default.

Auto Export PI 1 . Reset
Birth Weight In Pounds i (Y Reset
DB Timeout i Reset
Enable Insurance Details i . Reset
Screening Facility Auto-Fill i (- v Reset
Show Appeintments Indicator i . Reset
Show Quick Add" i a» Reset
Starting DOB Filter ' i Reset

Data Rules
This section allows users to control various tracking and report rules used in HiTrack.

Baby Minimum DOB ' 1 1-1-2004 T Reset
Birth Facility Auto-Fill 1 N v Reset
Enrolled by Age (months) i Reset
Include IP Babies in Reports i - Reset
Include |P Babies in State Transfers i . Reset
Insurance Auto-Fill i vl Reset

Loss ID by Age (months) i Reset

Nursery Level Auto-Fill i

<)

Reset

Screened by Age (months) i Reset

When you change your running Facility or Facility Group HiTrack will load in settings
for these two sections based on the new Facility or Facility Group.
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User Preferences

User Preferences allows users to change the default facility, required field color and test type
auto-fill for your logged in User.

@ HiTrack will return to the last facility used if a default facility is not set.

Default Facility 1 . ~) Reset
Notification Interval* 1 25 Reset
Required Field Color i Reset

Test Type Auto-fill* A-ABR w

) . . Reset
Auto-Fill Test Type for Quick Add and Screening

If your facility enters baby demographics and screening data manually, the Auto-Fill settings can
simplify data entry. For example, if your hospital uses a hand-held A-ABR device you may want
to set A-ABR as an auto-fill for Test Type. This feature reduces the number of fields that you
and your staff need to fill in by hand.
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Tracking Features Overview

Baby Chart

When a baby name is selected from HiTrack’s baby list, the baby chart will open with their
information displayed on the left. An empty circle next to a section means that historical entries
exist for that section. A filled circle next to a section indicates a noteworthy tracking condition.
In this case shown below a filled circle is shown next to Communication Hub because there are
pending Letters to print.

Garcia, Maria

p_.
12/5/2023 55696 Action
Need Evaluation Appt. Needed
In Progress —
EVALUATION IN PROCESS. 12107723 Baby Name

Milestonas: O-/-
Miller, Jessie

Johnson, Kyle
Garcia, Maria
® Communication Hub T

Diagnostic Referral {...
Diagnostic Referral (.

Phone: 555-5432

Jones, Jill

Wilson, Tom
Davis, Sam
iguez, Mario
Record Overview
Demographics Camphbell,
® Screening
Tracking
Transfer
Risks
Hearing Status
Diagnostics
Amplification
Services
® Recommended Actions
Lab Testing
Attachments

Lee, Charlie

Baby Chart ]
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Baby List

The Baby List is the heart of HiTrack and is a launching point for baby tracking.

[ Additional Filters ] [

Text Search Box ]

poB 8-1-2019
Action No Transfers
- \ Needed Action Y  Reset
Baby Name =5 Medical ID = Birthdate |=  Inpatient
Baxter, Mercy 78382181 10-1-2019 | Passed
Bonner, Fanny 20395823 1-13-2020 | Referred
Buscinzski, David 4672384 10-13-2019| Passed
Cable Car, Rideonly 23623423 4-1-2020| Transferred Out
Carbonne, Dayta 020CARB 4-9-2020| No IP Scrn->Eval

Chu, Aaron 4628194

Ferrary, Vivtee 12094812
Four, Fives 44445555
Four, Ounces 444444

Jacksom, Jose 472171863

10-13-2019| Passed

2-15-2020 | Referred

10-1-2019 | Referred

11-4-2019| Missed

10-11-2019 | Passed

I§ IP Date = | Outpatient

to 8-12-2020 [

Q| |

£ OP Date
10-13-2019 N
-2020 | Broken Appt. N
10-13-201

4-11-2020

4-10-2

10_13_2[ Auto Filter Indicator
3-1-2020| Referred 3-29-2020 | M

10-24-2019 | Broken Appt. N

11-11-2019| Referred 4-6-2020 | M

10-13-2019 E

This list of babies is generated based on a specified range of birthdates and the current Facility or
Facility Group. Additional columns may be viewed using the scroll bar (not shown) at the

bottom of the list.

The "Refresh” button © will appear when filter criteria has changed and indicates the list should

be reloaded to see the new output.

Filter Tiles

HiTrack organizes your EHDI data to
help you track the progress of babies.
This is done by categorizing babies into
tiles representing what they need next in

Action No
Needed

Transfers
Action

the flow of follow-up. At the broadest level baby records are either considered "Complete"” with
no further action needed or "In Progress" with on-going recommendations.

Clicking on these tiles will generate lists of babies organized by what they need next according

to the protocol setting for your facility.
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Action Needed Filter

Moresen

6844832
Need Outpatient Appt
In Progress.

Mileslonics: 5o

® Communication Hub Rlae =
Inpatient Inconclusiv. .. Gobenz Ele
Inpatient Inconclusiv...
Phone: 555-5565-1212

Record Overview
Demographics

@ Screening
Tracking Norb, Thireenay

Otis All No
Records Action
10/2/2019 12:00 AM

77777788888

44445555

78382181

6844832

3561874

92020222

365879

7077070707

1028831029

Birthdate 4 =5 1
1012018
10-1-2018 |
10-1-2018 F
10-2-2018 |
10-13-2019

10-16-201 1
11-14-2018

12:7-2018 1

1-43-2020

The babies under this tile need tracking attention.

These could be babies who haven’t been
screened yet or babies who do not yet have a
conclusive outcome. It could also include babies
who have an upcoming appointment or
milestone.

The Two-Stage Automated Pass/Manual Non-
Pass protocol includes the following options
under Action Needed:

Inpatient Screening

(Shows all babies in Inpatient subcategories)

Need Inpatient
Screening

Babies yet to be screened.

Incomplete Inpatient
Screening

Babies in process of being screening waiting to be
reviewed and manually moved to the next action.

Outpatient Screening

(Shows all babies in Outpatient subcategories)

Need Outpatient Appt.

Babies who have finished Inpatient screening without
passing.

Need Outpatient

Babies with appointments for Outpatient Screening and

Screening babies who have not passed Outpatient screening that
need to be finished.
Evaluation (Shows all babies in Evaluation subcategories)

Need Evaluation
Appointment

Babies needing appointments for diagnostic or other
evaluation.

Need Evaluation

Babies with appointments for evaluation.

Risk Monitoring

Babies who've passed screening but are being
monitored because of Risk Indicators.

Needs Intervention

Babies that need Early Intervention.

Need to Locate

Babies with invalid contact information who need
follow-up.
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No Action Filter

After screening most babies will need no further action. Infants who do not need further action

are categorized into the following actions:

26

Complete

Passed Screening

Babies that passed Inpatient or Outpatient Screening.

Evaluation Stopped

Babies that have completed evaluation and need no
further follow-up. e.g. Normal Hearing records.

Not Evaluated

Contacted but
Unresponsive

This matches the CDC category for documenting why a
baby did not receive a hearing evaluation.

Unable to Contact

(see above)

No Eval. — Medical
Reasons

(see above)

No Services

Contacted but
Unresponsive

This matches the CDC category for documenting why a
baby did not receive Early Intervention services.

Unable to Contact

(see above)

Transferred Out

Babies that have been transferred out of your facility.

The "Transfers" Baby List folder m
includes a read only view of babies that r "
have transferred out of your Facility that L *
are being listed under a different

facility. In Centralized databases (see Advanced
Settings) the total number of infants shown in this
folder may be more than the number of infants at your
facility.

Refused

Babies whose parents have refused screening or
evaluation. The tracking record will retain the last
action that was recommended.

Discontinued

Babies whose tracking has been discontinued. The
tracking record will retain the last action that was
recommended.

Deceased

Babies who have died during any part of the tracking
process. The tracking record will retain the last action
that was recommended.
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All Records

The "All Records" option at the top left of the main screen gives you easy access to a complete,
unfiltered view of the Baby List.

Sorting

The baby list may be sorted by clicking on the desired column name at the top of the list. By
clicking on the arrow at the right of the column name, you are given sorting options, such as
whether to sort them in ascending or descending order.

Additional Filters

By clicking on the filter icon ¥, you can narrow your search using Result, Milestones, Probable
Duplicates, Notes, “In Baby Basket” and other advanced filter options. Custom saved criteria can
also be selected here. Choose “None” to return to basic filtering.

Column Auto-Filters provide additional flexibility for arranging your data in the Baby List by
allowing column specific filtering that is similar to spreadsheet filtering. Note that columns with
more than 200 unique items have reduced auto-filtering choices.

Diagnostic Result Filters
HiTrack’s Baby List provides four diagnostic filters to help ensure accurate follow-up and
documentation. Three of them are mutually exclusive and one of them is not.

The first three filter options are based on Hearing Status entries. If any Hearing Status entries
have been made a baby will be included in one of these three baby list result filters:

Loss Confirmed Hearing Status with a type and degree of hearing
loss specified. Confirmed Date must be entered.

Normal Confirmed Hearing Status with “N/A No Loss” entered.
Confirmed Date must be entered for both ears.

Unconfirmed Hearing Status entered with a blank Confirmed Date

These options are mutually exclusive; a baby will only show once for one of these three filter
categories if hearing status is entered.

The fourth diagnostic-related filter is “Has Diagnostics”. This filter is not mutually exclusive. A
baby will be included in this filter if they have any of the Diagnostics entries. This means that
babies shown in this filter could have any possible screening or evaluation outcome, including
Pass Screening, Unconfirmed Confirmed hearing and others.

Although in some jurisdictions it may be preferable to have diagnostics entered in conjunction
with a baby’s hearing status, it is not a requirement in HiTrack.

“How can I find records that are missing documentation of diagnosis?” While using
the Has Diagnostic filter refer to the Messages area in the Chart area to see what their
OA| Hearing Status outcome is. This will help you see records that may need additional
documentation.
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Required Fields Baby List Filter

This filter limits the list to only show records with blank required fields. To enable this filter
choose the funnel icon on the baby list and select the “Required Fields” tile. Reload the list to
see the new filter results.

When using this filter keep in mind:

Completing data entry so that there are no blank required fields will remove a
baby from the list.

The Advanced System-wide Required Fields override will affect which babies are
in the list. If enabled, the system wide required fields will be used to filter instead
of the ones from the current running facility.

Changing the current Facility could change what babies are shown if the different
facility has different required fields.

Fields filter refer to the Demographics area in the Chart area to see what fields might be

“How can I find records that are missing demographics?” While using the Has Required
GA missing.

Returning to the Baby List

After reviewing a baby record or working in another part of HiTrack you can returnto the (=
last Baby List by clicking on the Return to Baby List icon at the top of the screen.
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Baby Baskets

The Baby Basket is a feature that allows customized work lists to be
built and provides management features for multiple records in single
steps. It can be activated by clicking on the red bar at the right of any
screen in HiTrack.

e
Baby Basket (6) X
v

Baby Name “|Medical ID | Birthdate Res
78382181 10-1-2019 | Real
20385823 1-13-2020 Real
a | 020CARB 4.9-2020 | Real
44445555 10-1-2019 | Real

Babies can be added to the current basket by highlighting a baby row

from the list and then using the 2 icon at the bottom of the Baby S G pemyalTod
Basket. Babies can be added to the basket from the Flow Chart and any
of the Interactive Report lists.

The arrows located beneath the Basket list are used to add or remove
babies. The button with double arrows pointing to the left clears the
Baby Basket. The button with double arrows pointing to the right adds
all babies from the current Baby List to the Baby Basket. The buttons
with single arrows will add or remove the currently selected baby.

The Baby Basket is also a good way to park baby records that need
additional data entry or review. Later, after their data entry is done, the
baby can be removed from the Basket.

) K < > » &%
Basket Actions . y

Once there are babies in the basket HiTrack provides a variety of actions that can be activated by
clicking the action button ¥ .

Individual Diagnostic Report will generate a summary report for each baby in the Basket
combined into one PDF.

Add Note/Custom Field allows a common note to be added for each baby in the Basket using
just one step.

Create Unencrypted XML File will create an unencrypted XML file based on the information
of the babies in the Baby Basket.

Assign Physician assigns the specified physician to all babies in the Baby Basket.
Request Letter requests the specified letter for all babies in the Baby Basket.

Add Recommended Action will add the specified recommended action to all babies in the Baby
Basket.

Change Tracking Folder will move all babies in the Baby Basket to a chosen folder. To use this
option all babies in the Baby Basket must be in the same tracking folder and have the same
Protocol.

Delete All will delete all babies in the current Baby Basket permanently from the system. This
action should be used with caution and is controlled by its own Access Right.

Get Medical IDs will bring up a list of all medical IDs for the babies in the Baby Basket, each
one being separated by a comma.

Export CSV allows this list of babies to be exported to a file compatible with Excel.
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Contact Effort allows the documentation of contact efforts for a basket of babies. This is useful
for when a staff member has just emailed or sent a phone text message to a group of parents.

Assign to User allows this list of babies to be assigned to a specific HiTrack User.

Copy Basket to User copies this list of babies into a new basket for a specific HiTrack
User. This feature will ask for a new basket name and give the option of assigning the
babies to the receiving user if they do not already have access.

Filtering the Baby List Using the Current Baby Basket

®

The HiTrack Reports and Baby List can both be filtered to only include babies from the current
Baby Basket. This is especially useful when a customized basket of babies has been built. To see

a Baby List that only contains the babies from the basket use the “In Baby Basket” filter:

.

Il Records Filter

Date Filter DOB

Milestones (Off

' Appointments within

~

Days from now

Notes Entered

@ ' Baby Basket

Days ago
Folder All s Assigned to User (-
’
rPrt.:nbak:nle Duplicate ) rNt.:nrmal )
Duplicate Medical ID Confirmed
‘e J U J \\ J
N ' N
Unconfirmed rI.c>ss Has rCDC Lost )
Loss Confirmed Diagnostic Confirmed
\, J \ J \, J
B
CDC Lost Any rI\Iot Passing rNot Passing N rRequired
Inpatient Outpatient Fields
. J \, J \ J

Note that all of the other Baby List filters (Facility, Birth Date, etc.) will be also applied so if all
of the expected basket babies are not seen the other criteria may need to be cleared.

To filter a HiTrack Report by the
current Basket use the Advanced

Criteria tool to include “In Baby

Basket — Yes™:

As with the Baby List filter —

review your other filter criteria if

you see fewer records than you

expect.
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Advanced Criteria Builder

Name

Any of these Criteria

All Criteria
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Multiple Baby Baskets

To create additional Baby Baskets click on the wrench icon ® to open up the Basket
Management page. From here Baskets can be created, renamed or deleted. Deleting a Basket
does not affect the baby records that were in the Basket.

Only the currently selected Basket is considered for “In Baby Basket” filters on the
Baby List and in Reports.

Basket Navigation

While in a Baby-related screen double clicking a baby in the basket will reload the current screen
for the newly selected baby if that baby is also in the current baby list.

While outside of a Baby-related screen (Merge, Reports. etc.) double clicking on a baby in the
basket will show their Record Overview page.

The Merge Basket L
A setting on Merge Setting page called I —
“Merge Basket” allows users to choose a Mai

HiTrack Desktop Companion Download

Baby Basket for HiTrack automatically {  save to peskion
keep track Of the Iatest merge Thls |S an E Use this tool to automate data loading from screening equipment files. This one-time d
easy way to be able to refer to babies that Merge Sources
were just brought into the system. The e
default basket (“-’) cannot be used for the pey "ML Admasens
Merge BaSket. - MAICQ MB-11 Beraphone (mb11.txt) ... MAICO MB-11 Bera... |C:\Datal
Natus ALGO 5 (algo5.txt) 2020 Natus ALGO 5 C:\DataExport\
The ContentS of Whichever baSket Otadynamics Otolink V2.11 Otodynamics Otolink... | TAFilest
A you choose will be emptied each
time you start a new merge.
Use Current Facility For Merges 1 - Reset

His

Merge Basket* 1 Basket3 w

Reset

Facilit|

Record Browsing Basket

When a Baby Basket is selected for this setting HiTrack will automatically add each baby to this
basket when the details of their record are viewed. This is a helpful way to keep a list of active
babies handy.
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Shared Baby Baskets

Shared Baby Basket baskets let multiple users interact with the same customized list of babies.
The ability to add or remove babies from a shared basket is determined by the original user
sharing the basket.

The “Baby Basket Shared — Allow” Access Right controls the availability of the sharing feature.
Users receiving baskets are not required to have this Access Right.

@ Note: This feature is different than the “Copy Basket” feature.

Selecting Users to Share With

When sharing a basket HiTrack provides a list of users that have the same facilities as the logged
in user. Users at multiple facilities will see all users known to all the facilities they are known to.

Shared Baby Basket Maintenance

New additional columns on the Baby Basket Settings grid have been added to make sharing
easier; the owner of each basket, the number of shared users and the date the basket was shared
are all shown.

Users with the "Baby Basket Shared - Allow" Access Right begin the sharing process by
choosing a basket and then choosing users to share with. Entering the first 3 characters of the
username will start the search for users.

The “Users Can Add Babies" and "Users Can Delete Babies" options allow the basket owner to
control whether other users can add or remove from their shared basket.

Advanced Assignment

The “Assign” button can be used to share babies with users that might not have access to the
Facilities where the babies current show in HiTrack. This is most likely used for Non-Facility
logins that need access to individual babies without needing full access to all of the babies listed
in HiTrack Facilities. The “Assign” button only assigns the babies that are currently in the basket
— it does not share babies added later.

Security and Facility Access

HiTrack Access Rights and Facility access are still in force for the babies shared in Baby
Baskets. Babies will not be automatically included if the recipient users do not have

access to one of the Facilities they are known to. The “Assign” button should be used in cases
where recipients might not have access to related HiTrack Facilities. This will grant access to the
babies in the basket at the time of assignment in the user's "Assigned To Me Facility" if they
don't already have access.

The Baby Basket Action buttons will show up for all baskets, including shared baskets, based on
the Access Rights in their User Group.
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Removing Users from Shared Baskets

The user who shared the basket can edit sharing to remove any or all users at any time. Users for
whom baskets have been shared with can click the “Leave Shared Basket” button to remove it

from their list.
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Collecting Screening Information using only HiTrack

This section describes how the Inpatient and Outpatient options are used when your screening
equipment has little or no data collection capabilities (such as handheld devices). If you use a
different type of screening equipment software, please refer to the section that describes
collecting screening information using screening equipment software.

The steps below will cover how to enter basic demographic data on babies who need to be
screened, add screening results and finish completed records. Baby records should generally
remain in the Inpatient Tracking categories until screening is completed or the infant is
discharged.

Facility Protocol Setting

When using HiTrack to enter screening results from a hand-held device you will need
to use one of the following Protocols: "Two-Stage Automated Pass/Manual Non- A
Pass", "Two-Stage Manual™, "Two-Stage Dual Equipment Auto-Pass Only" or

"Single-Stage Dual Equipment Auto-Pass Only" See Facility set up and protocol descriptions for
more information.

Procedure Overview:

For Inpatient Screening you will use the "Need Inpatient Screening™ baby list filter and then refer
to the "Inpatient” column before starting your screening procedures.

Step 1: Creating baby records. The screener or data entry clerk creates a new record for each
infant born or transferred into the facility by entering basic infant demographic information after
clicking on the add + button.

Step 2: Printing a list of babies to be screened. The screener prints a list showing all babies to
be screened. The screener then manually records screening results on the printed list. If screening
is performed where the screening software is located, the screener does not need to print a list;
results can be entered directly into HiTrack as explained in Step 3.

Step 3: Entering screening results and finishing screening records. The screener adds
screening results to a baby’s record. The screener "finishes™ an infant record indicating that the
screening has been completed successfully or that the infant has been discharged from the
hospital by using the Tracking section. Infants should remain on the Action Needed list until they
pass the screening or are discharged.

Step 4: Entering outpatient screening results in a Two-Stage Protocol. When an infant
returns for Outpatient screening, the screener locates the baby record on the Needing Outpatient
list and updates it with Outpatient results. The updated record is then "finished".
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Step 1: Creating baby records

For every infant born or transferred into your program, you must create a new child record. To
make entries click in a field or press the Tab key to move forward or press Shift-Tab to move
backward between fields.

To add a new baby record:
1 Click on the add button + at the bottom of the Baby List.
A blank Demographics screen is shown.

®

Baby Demographics

MedicalD [ |  Birthdate 11-2-2017 Birth Facility (Creekside Hospital

Last Name |:| Time 00 (00 ~) Nursery

First Name |:| Order (Single ) Location [

Middle Name |:| Weight I:l g Gender C ™

Insurance 7\l Gest. Age I:l Physician v

Race (™~ IcuDays | | Alt. 1D ]

Deceased Notes |

Primary Contact  Birth Mother (igy

Last Name |:| Address [ | Phone | |

FirstName | | | | ph2 | |

Middle Name| | | | Email | |

Medical D | | CityStateiZip|  |[ |[ | County[ |
Birthdate Language ~)

Title/Suffix |:| |:| Race [ Gender v

Education ! ~) Ethnicity ( ~) Deceased

2 Enter the baby's information in the appropriate fields. Colored fields indicate mandatory
data.

The data field drop-down menus offer preset options that standardize data entry. Some
fields might be auto-filled. If the auto-filled information is incorrect, simply enter the
information for the blank fields.

3 Enter the Primary Contact's information in the appropriate fields

If the Primary Contact is someone other than the birth mother (e.g., foster or adoptive
parent) uncheck the "Birth Mother" box. (To add more contacts return to "Contacts™ after
saving.)

4 Click the save button ¥ at the bottom right of the screen @

The Baby List is shown with your new baby highlighted. This baby's Chart will be
shown on the left.
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To enter notes:

1. If the baby Chart is not shown on the left select the baby from the Baby List.
2. If the baby has any previous notes, they will show up in the bottom of the baby’s
Chart.
3. Click on the baby’s “Notes / All” link and click ¥ to begin a new note at the bottom
of the Notes list.
4. Click the save button ¥ at the bottom of the list. @
5. This note will now appear on the baby’s Chart
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To enter additional contacts:
1. If the baby Chart is not shown on the left select the baby from the Baby L.ist.
Click on the "Communication Hub™ option in the baby’s Chart
A list of all contact roles is shown.
Click on the add button +.
A blank Person Demographics screen is shown under the current contacts

> DN

Darrell, Tisha

Contact Role Entered Date Remove

Darrell, Sylare Primary Contact 117272017 ﬂ

Darrell, Sylare Birth Mother 117122017 ﬂ

Add Contact

LastName [ ] Address | | Phone [ |

FirstName || | ez [

MiddieName| | | Emal [

Medicalld | |CiyisweZp [ I ] Cowmy[ |
Birthdate Language |-

Title/Suffix | I | Race v Gender -

Education (- v Ethnicity i v Deceased

Roles
(Other Contact )

5. Enter the contacts information in the appropriate fields and select appropriate contact
role types from the checkboxes below the demographics fields. Colored fields indicate
mandatory data.

Select "Primary Contact” (in addition to any other roles you select) if this is the person
that should receive mail and contact for this baby.

6.  Click the save button ¢ at the bottom right of the screen.
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Selecting Risk Indicators:
1. If the baby Chart is not shown on the left select the baby from the Baby List.
2. Click on "Risks " from the Baby Chart
A blank Risk Indicator list is shown.
{= JCIH 2007

Response Indicator Risk Notes

Caregiver concern

Family history

Neonatal intensive care

In utero infections

Cranio-facial anomalies

Physical findings

Syndromes

Neurodegenerative disorders

Culture-positive postnatal infections

Head trauma

.g@.ﬂ@.g@oﬂ@oﬂ@ﬁo

Chemotherapy

Using the +,-, and ? symbols to indicate if the specific risk criteria are present.

To enter a Risk Indicator not listed in the JCIH 2007 list, select the ellipsis =+ next to the
save button ¥ to enter in a note explaining the indicator.

5. Click the save button ¥ in the bottom right.
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Step 2: Printing a list of infants to be screened

After you create infant records in Screening, you can print a list of all infants and the respective
screening actions required. This list includes the infants whose records you entered today, as well
as those entered previously who have not yet passed the screening. Carry this printout with you
to record screening outcomes.

If you have direct access to the screening software while conducting screening, you can conduct
the screening and enter results directly in the screening software as explained in Step 3.

To print a list of babies needing action:

1. Verify that you are on the "Needs Inpatient Screening"” list (shown above the baby list
filter criteria.)
2. Sort the list in a way that is helpful for your screening staff by clicking on the header

column for "Baby Name", "Medical ID" or "Birth Date". A second click will reverse
the sort order.

3. Click on the print list button = at the bottom of the Baby List to see a preview and
then print when your printer is ready.

Step 3: Entering screening results and finishing screening records

At the end of a screening session you should enter the screening results for all the infants you
have screened.

To enter screening results:
1 If the baby Chart is not shown on the left select the baby from the Baby L.ist.

Haverson, Jilly 147852 8-27-2017 | Passed 9.1:
Hill, Garrett 154293 4-19-2017 | Passed 8-1:
4

Notes Screening Tracking

Choose Screening in the Quick Add area to start a new entry for the selected baby. You
will then see these fields:

Stage (Inpatient v Type  (TEQOAE W) Result Screener 1D
Date 11-3-2017 12:00 AM i Right (- wv) (- ) [ ]
Source |- %) Facility (Creekside Hospital v Left |- v I:I

v
Notes  (Screening®  Tracking
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40

Enter screening results for the selected baby. If your hand-held device provides a test ID or
number you may enter it into the "ID" column.

(Go directly to the "Tracking" for infants who were not screened.)
If screening has been completed for this baby click on the "Tracking™ button.
Possible actions will be shown.

Current Status Meed Inpatient Screening Suggested Actions W

'Y
Possible Action

Finish IP with Pass
Owtpatient Results entered for Child wino IP Results

Missed Inpatient

4 2

Notes  Screening  (Tracking

Use the Possible Action list to pick the appropriate next action for this baby. The available
options in this list will change depending on what has been entered for the record. For
example if no results are entered the "Missed" option will be shown.

Add a short note explaining reason of the outcome if needed.

Click on the save button ¥ to the right.

This baby will no longer be shown as needing Inpatient Screening.
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Step 4: Entering Outpatient screening results in a Two-Stage Protocol
To enter in Outpatient screening results select "Outpatient Screening” Baby List Filter
To enter outpatient screening results:

1.
2.

41

If the baby Chart is not shown on the left select the baby from the Baby List.

Enter screening results for the selected baby in the fields on the "Screening™ Quick

Add area. If your hand-held device provides a test ID or number you may enter it into
the "ID" column.

If screening has been completed for this baby or the baby was not screened click on
the “Tracking” button.

Possible Actions will be shown.

Current Status MNeed Outpatient Appt. Suggested Actions W
Possible Action

Finish OF with Pass & Risk Monitoring
Cutpatient Pass exists for baby (Auto)

Refer for Evaluation (Auto)

4 4

Notes Screening  (Tracking® Recommenc

If desired add a short note explaining reason of the outcome.
Click on the save button ¥ to the right.
This baby will no longer be shown as needing Outpatient Screening.
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Collecting Screening Information using Equipment Software

You can merge screening information into HiTrack electronically if your hearing screening
program uses a screening system with compatible screening software. Other screening systems
software changes frequently so please contact the screening manufacturer if there are additional
questions beyond what is covered here in the manual.

Facility Protocol Setting

If you plan to manually review non-pass babies imported from an equipment file then you should
use one of the following protocols: "Two-Stage Automated Pass/Manual Non-Pass™, "Two-Stage
Dual Equipment Auto-Pass Only" or "Single-Stage Dual Equipment Auto-Pass Only"

one of the following protocols: "Two-Stage Automated”, "Two-Stage Inpatient
Automated”, "Two-Stage Dual Equipment Automated" or "Single-Stage Dual
Equipment Automated". See Facility set up and protocol descriptions for more information.

If you merge completed screening results from an equipment file then you should use é

Facility Merge Sources

While configuring HiTrack for your facility you should have added Merge Sources for the
screening equipment you use. Each file imported into HiTrack is referred to as a "Batch" of
screening equipment information. After merging the file will be renamed with a time stamp to
indicate that this file has been imported.

Matching Rules

In most cases Equipment merge files contain the newly collected screening data. However, in
some scenarios, such as Outpatient follow-up screening, additional screening data may be
collected. To account for this HiTrack looks for matches on Medical ID, birth date and last
name. If this information does not completely match an existing infant record, the information is
placed in the Pending Batches list. This allows the program coordinator to decide which field
needs to be corrected and then merged into an existing record or added as a new infant record, as
the case may be. (See Appendix C for complete explanations of matching criteria.)

Procedure Overview:

Step 1: Collecting Screening Information using equipment software. The screener uses the
screening equipment software to enter baby demographic information and collect screening
results. An "export"” or "save" feature is used in the software to create an equipment file for
HiTrack.

Step 2: Starting the Merge process. The screener or person in charge of tracking opens the
Merge Companion and selects the Merge Source and begins the merge for this batch.

Step 3: Resolving any pending Merge batches. The screener or person in charge of tracking
uses the Merge screen to fix invalid data or resolve questionable matches.
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Step 1: Collecting Screening Information using Equipment Software

This step varies because each screening equipment software system works differently. Some
equipment software provides complete demographic and screening fields while other equipment
only allows for a handful of minimum required fields. Each equipment software system also
writes the equipment file at different times during the screening. Please refer to the section
describing data entry into Equipment Manufacturer Software for details about specific software
packages that have been tested with HiTrack.

Step 2: Automatic Uploading Equipment Files using the Merge Companion

The HiTrack Merge Companion is a small tool that can be downloaded onto your computer to
automate screening equipment file merges. (If you are not able to use the Merge Companion
please refer to the manual uploading steps below.)

Merge Companion must be downloaded and configured the first time you use it.

To merge an equipment file using the Merge Companion:

1. Double click on the Merge Companion icon from the Desktop (or wherever you saved
it after downloading). The Merge Companion screen will be shown.

2. Select your equipment Merge Source from the drop down. Information about the
selected merge source will be shown in the box.

If the equipment file cannot be found you will receive a message similar to:
Checking path C:\{path name}\
File not found.
Ready.
3. If the file is ready type in your HiTrack User password and click the action button.

If the file is not found it is possible that it was not yet created from the screening
equipment software. Although the HiTrack Help Desk does not support any one
specific equipment software they do have limited experience with several of them.
Contact the Help Desk for troubleshooting ideas if your file cannot be located.

4. After clicking the action button the equipment file will be uploaded and the merge
process will begin. After the processing completes the equipment file on your
computer will be automatically renamed to indicate that the file has been processed.

5. Any pending merge batches should be resolved by logging into the Web Companion
and clicking on the Merge icon from the toolbar.
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Step 3: Resolving any pending Merge batches

When a batch needs manual resolution HiTrack keeps the batch in the Pending Data list on the
Merge page. These batches are temporary and can be deleted by using the "Clear™ button.
Pending Merge Data

Start Source Records Errors | Clear
4-12-2018 2:07 PM | HS device 332 : Import Complete 3 0 'EI'
5-25-2018 4:08 PM | ALGO 6 Women's Center : Import Complete 2 0 m'

6-19-2018 2:10 PM | Well Baby 1 MB11 : Import Complete 12 0 ‘m

=

1. Select a pending batch from the "Pending Merge Data" box on the Merge screen if it
does not open automatically.

2. Baby records shaded blue either (a) have data entry problems or (b) are part of a
questionable match. After you click on a baby the Merge Item Resolution screen is
shown.

3a. A single column of fields is shown when invalid entries need to be corrected. Invalid
birth dates and birth weights must be resolved. Blank or invalid deceased dates also
require manual resolution. Click on the field to make a correction and click on "Save"
to retain the changes.
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3b. Two records are presented side by side for questionable matches. The Existing infant
on the left is the record already in HiTrack and the Incoming infant is the record loaded
from the current batch. The Merged Record shows you the completed infant record
based on the checked ‘Use Incoming’ column.

The Merge Item Resolution screen is shown:

Pending Merge Data 1 ®

[

4816
Macnaw
Rosita
512003

Combine With | Macaw Rosita 5/1/2003 12:00:00 AM v | last name: Macaw , 92.86 % @

Field Existing Incoming Use Incoming Combined Record

IDNumber 4816 4816 4816

last name Macaw Macnaw Macaw

first name Rosita Rosita Rosita

birth datetime 5M1/2003 12:00:00 AM 5/1/2003 12:00:00 AM 5/1/2003 12:00:00 AM

multiple

birth order

birthing facility id Mountain View Medical Center | Mountain View Medical Center Mountain View Medical Center
gender F F F

brn

deceased N N N

weight

total days in any nicu
gestation period
nursery level code

current location

Attention Needed

There are three possible actions to take for possible matches: "Combine with existing
record"@, "Add as New Record"+ or "Delete Imported Record" @,

Use "Combine with existing record"@ when the records are for the same baby.

Use "Add as a New Record"+ when the record from the current batch is not the same
baby shown on the right.

Use "Delete Imported Record" ™ to discard the record from the current batch.

After choosing an action, the Merge will process your request and show the Merge
Results screen.

4. Click the "Resume Merge™* button to process invalid data corrections or to continue
merging this batch again.
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Collecting Diagnostic Hearing Information
HiTrack provides a few different ways to collect diagnostic hearing evaluation information:

The Hearing Evaluation This feature does not provide access to HiTrack’s existing
Submission Form — “Add Only” |records, rather it allows audiologists to submit diagnostic
submission entries. data to be reviewed and matched later by program

coordinators.

HiTrack data entry as a Non-  [This feature gives role based access to HiTrack data using

Facility User using the the Non-Facility User feature. With this method,
Diagnostic link. audiologists are allowed to access HiTrack with only the

feature-specific rights needed to do their work.

Audiologists can use the search feature to find existing
records in HiTrack if they provide sufficient matching
criteria and attest to data access authorization. Otherwise
only the baby records assigned to their user account will be
available.

Hearing Evaluation Submission Form