Ep1 Info™ 7 Cloud Data Capture User Guide

Version 1
December 2017



Epi Info™ 7 Cloud Data Capture User Guide

Table of Contents

1 INTRODUCGTION....ccoiiiiunneetiiiinecsssssssnsssssissssssssssssnssssssssssssssssssssssssssssssssssssssssssssssssssssss 4
K@Y FRATUTIES cueveeeiiiiiciicnnneetiieicirrcnnatestecsssssssnnessssssssssssnnsssssssssssssnasssssssssssssnnasssssssssssssnsssssssssssssnsasssssssssssnnnasases 4
Accessing Epi Info™ 7 Cloud Data Capture and Creating a Database Account......cccceeceeeeeeennerennne 5
User Levels in Epi Info™ 7 Cloud Data CAPtUTE ......eeeeeeeeeeerrrseeeteeeeeecsssneeeeeescssssssssssssessssssssnasssssessssssnns 5
2 LOGGING IN / USERS AND ORGANIZATIONS. .....cctttiiiiiiiinnnnnneeesissscsssssssnsssssssss 6
First Login to Cloud Data CApture .......ceeeiiieeiirrrrnneeiieccesscsssnsesssesssssesnssssssscsssssssnssssssssssssssnsssssssssssssnnasssss 6
Logging In to Epi Info™ 7 Cloud Data CAPtUTE.....ccceeeeeerrrrceeeeeeeeceersssneeeeeeeceesssansessesscssssssssssssesssssssnnnsases 8
Main Epi Info™ 7 Cloud Data Capture WINdOW .........eeeeeeeeeeeeeeeeeeeeeeeeeeeeemeeesessssssssssssssssssssssssssssssssssssssses 8
Forgetting or Changing PasSWOIdS ....cceiiiicciinnrnneeiieecenscsssnsessscsssssssssssssscssssssnnssssssssssssssnssssssssssssnnasssss 9
Entering RecCOrds (A1] THSEIS) ...cccccrrrreeeeereeierrrsrneeeeeeeceessssnseseeeeecsssssanssssesssssssssnsasssesssssssssnsassssssssssssnnsasssessass 11
Make Forms Shareable/Select Data Access (Form Publisher / Creator) ..........eeeeeeeeeeeeeeeeeeeeeeeeeenees 15
Adding New Cloud Data Capture Users (Org AdmMInN) ........ccceeeeerrrcreeeeeeeceeesssneeseeeecesssssnsesseeesesssssnnsases 19
Editing Users (Org AdIMIN)......ccceeiiiieiiinnnnnneeieeiccssssssssessssscsssssssnssssssssssssssssssssssssssssssssssssssssssssssasssssssssss 21
Adding New Organizations (SUPer AdMIn)........eciieiienncnrneeeeececssscssassssscsssssssnsessssssssssssnssssssssssssssnassass 23
Editing Existing Organizations (SUper AdMIN)........ecccceeeecernrsrneeeeeeeecesssssneeeeesessssssssssssesssssssssnsssssesssss 26
Summary of Epi Info 7™ Cloud Data Capture Roles and Available Actions......cccccceeevuveeeeerecccnnns 28
3 PUBLISHING FORMS .....cuiiiiiiiiniiiiinnnnteiiiissssssssssssssssisssssssssssssssssssssssssssssssssses 29
Publishing Existing Forms to Cloud Data CApPtUre ......ccccceeeeeeeeerrrcnnereeeeceecsssneeeeeescesssssnssssseesssssssnasaaes 29
Setting the ENAPOint AAAIESS .....ueeiiiieeeirrrcreeeeeeeerrssssneeeeeeecesssssssseseeessssssssssssesessssssssnssssssesssssssnssssssssssssssnne 30
Publishing a Form to Cloud Data CAPULULE ......ccccceeiieeiirrcnneneeiiccissssnnesssescssssssnnsesssssssssssssssssssssssssnnasaass 33
Using the Quick Publish Option to Publish ReVISIONS ....ccccvvreeeeeieieceerrrnnneeeeecceessssnneeeeeeseesssssnsesseessens 38



Epi Info™ 7 Cloud Data Capture User Guide

Using the File Menu Option t0 Publish ReVISIONS .....eeeeiiiecierrrrneeeeeecccersrsnneeeeeeecsssssnsseseeeseesssssnsssssesssns 38
4 WORKING WITH FORMS .....cueeiiiiiiiiiniirsnnneeesiisssssssssssssssssssssssssssssnsssssssssssssssssnnsss 42
Accessing Published Forms in Cloud Data Capture......cccccceeeccerrccnneeeeeecesssscnnesseescsssossnnsesssssssssssnansans 42
AddIing a NewW RECOTd .....cccccvrrereeeiieeeerrrrrneeeteeecesssssssseeesesesssssssssssessssssssnsssssssssssssssssssssessssssssnssssssesssssssnnassaes 47
Changing Record Settings in Cloud Data CAPture .......cceeieiieeirrrccneriiecccssssssnnesseescsssssnssesssssssssnnassans 53
Change Assigned USer SEttinNgs ...cccccirreeiiieeiinrcrsrnneeiicsssssessnassssscsssssssnsassssssssssssnsssssssssssssssassssssssssssnnasaass 62
Changing Form Status in Cloud Data CAPtUIe.......cccccerrrreeeeeeeeceerrsseeeeeeecesssssnssseseeseesssssssssssesssssssnnasaaes 64

1-3



Epi Info™ 7 Cloud Data Capture User Guide

1 Introduction

Epi Info™ 7 Cloud Data Capture is a data collection tool that allows public health
professionals to collect and manage data remotely through web browsers on desktops,
laptops, and mobile devices. Users can enter data securely in Cloud Data Capture from any
location within reach of the server, including in the field or locally on site during a public
health emergency. Public health professionals can use the system to:

e publish data collection forms and surveys;

e enter, edit, and delete records using the Epi Info Cloud Data Capture portal;

¢ download the collected data for an Access-based Epi Info project or directly access
the collected data for a SQL Server-based project if automation is enabled.

Key Features

Epi Info™ 7 Cloud Data Capture includes a number of features that facilitate data
collection and use:

¢ Web enablement: Epi Info™ Cloud Data Capture enables forms designed in
Epi Info™ 7 to be used on the web and mobile devices for data collection.

¢ Quick response time: Forms can be made immediately accessible to all users
involved in data collection during a public health event via web or mobile.

e Broader reach: Users can collect data in the field using mobile devices, or on
premise using a web browser.

e Multi-user data collection: Multiple users can collect data at the same time for a
single public health event or multiple public health events.

e Centralized data management: If configured to do so, the system allows for
collection and management of data in a single database for all the Epi Info™ forms
enabled on the web. It can also be deployed with centralized data management
capability for a single event.

e Enterprise database integration: Users can configure the system to write the
data in real time to a centralized Epi Info SQL Server database.

e Distributed analysis: Data on a network database or in a virtual cloud network
can be accessed using Epi Info™ 7 and Epi Info™ Cloud Data Visualization products
for real-time analytics.

e Role-based access: The system permits role-based access, allowing authorized
users to enable and share forms, add members to the team, collect and manage data,
and perform administrative functions depending on access level. These levels are
described in more detail in a subsequent section of this chapter.

Integrated package deployment information for Epi Info™ 7 Cloud Data Capture is
available on the CDC website at https://www.cdc.gov/epiinfo/cloud.html.
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Accessing Epi Info™ 7 Cloud Data Capture and Creating
a Database Account

This User Guide assumes that your database administrator has completed the steps
required in the Epi Info™ 7 Cloud Data Capture Deployment Guide, including creating a
Super Administrator (Super Admin). The Super Admin needs to create an Organization for
your team and designate an Administrator for the Organization. The Deployment Guide,
download files and instructions, and a demonstration of the Epi Info™ 7 Cloud Data
Capture system are available on the CDC website at
https://www.cdc.gov/epiinfo/cloud.html.

User Levels in Epi Info™ 7 Cloud Data Capture

There are three user levels in Epi Info™ 7 Cloud Data Capture, each of which has different
access rights. These levels are:

e Analyst: can publish forms to Cloud Data Capture from Epi Info™ 7 Form Designer
and share those forms with members within their organization. Analysts can also
enter, browse, and manage data for their surveys (forms) and any surveys that have
been assigned to the Analyst or shared with the Analyst's organization (see the
Make Forms Shareable and Change Assigned User Settings sections in this
chapter). In addition to browsing and updating records in those forms, Analysts can
assign their own forms to other members within the organization, and share their
forms with other organizations.

e Organization Administrator (Org Admin): as the administrator of the
organization, the Org Admin has all of the abilities of an Analyst. They can also add
new members to the organization, adjust user roles within the organization, and
deactivate users of their organization.

¢ Super Administrator (Super Admin): has all the abilities of an Org Admin for
their own organization. A Super Admin can set up new organizations to the system
and designate each respective Org Admin, and can enable/disable organizations.
Once the Super Admin creates an organization and identifies the Org Admin, they
cannot do anything further with that user or the organization. Only an Org Admin
can add users to an organization.
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2 Logging In / Users and Organizations

First Login to Cloud Data Capture

Epi Info™ Cloud Data Capture manages users by email address. When the Super Admin or
Org Admin creates your account (as described in chapter 1 of this User Guide), you will
receive an email confirming your access to a Cloud Data Capture account. The email will
contain the web address or URL to the Cloud Data Capture login page and instructions to
reset your temporary password. An individual address can only be used in Cloud Data
Capture; no duplicate accounts are permitted.

Follow these instructions to access your account and create a new password.

1. Review the email to confirm your login ID (your email address) and the link to
access Epi Info™ 7 Cloud Data Capture. You should create a new password as soon
as possible after receiving the email.

Your email address and system-assigned
temporary password

Welcome to EplInfo™ Cloud Data Capture.
Your account has now been created for or

zation - Vector Disease Branch.

Link to Epi Info™ Cloud Data Capture
Email: jane.doe@mail.com
Password: LX*5/110UM
Organization Key Wt89574-b2kS5-3r9a-trow-83kpan59dps

Please click the link below to launch the Epi info™ Web Enter,
http://tephinetepinfo.cloudapp.net/EICOCTraining/Login

g in with your email and temporary password. You will then be asked to create a new password.

Please follow the steps below in order to start publishing forms to the web usingEpi info™ 7. Instructions to publish from Epi info™ 7
Step 1: Download and install the latest version of Epl Info™ 7 from: b to Cloud Data Capture
Step 2: On the Main Menu, click on *Tools” and select “Options”
Step 3: On the Options dialog, click on the “Web Enter” Tab.
Step 4: On the Web Enter tab, enter the following information.
-Endpoint Address:http://tephinetepiinfo.cloudapp.net/EICOCTraining/EWEManagerService.swe
-Connect using Windows Authentication: No
-Binding Protocol:Basic
Step S5:Click “OK' button.
Organization key provided here i to be used in EplInfo™ 7 during publish process.

Please contact the system administrator for any questions.

Figure 2-1: Email confirming creation of Cloud Data Capture account

2. Open the main login screen by clicking on the Epi Info™ 7 Cloud Data Capture URL
in your email or pasting the URL into the address bar of your browser.

3. The Epi Info™ Cloud Data Capture main login screen will open. Note: Your System
Administrator customizes the content in the text box on the left at the time they
establish Cloud Data Capture. The image here may not exactly match the login page
of your system.
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@ Epi Info™ Cloud Data Capture

Log In

Welcome to Epi Info™ Cloud Data Log In

Capture!
Email:

The Epi Info™ Web Enter System is a data
collection tool for public health
professionals. Password:

= Collect data for variety of public health

events.

Forgot Password?

= Manage the data on the web using your
PC or mobile devices.

Figure 2-2: Epi Info Cloud Data Capture log in screen

4. Enter your email address and type or copy and paste the temporary password from
the email. Click Log In.

5. The system will automatically take you to a Create New Password screen. Note:
Your System Administrator configures the Password Policy when they initially
establish Cloud Data Capture. Your organization’s policy may have different
requirements than those in the image.

Epi Info™ Cloud Data Capture

Create New Password

Create a new password before using Epi Info™ Password Policy

Web Enter. + Password must be 6 to 10 characters in length.

» Password may not contain your User ID or any part of your
full name.
» Password must be created using 3 of the following character

types:
Confirm Password: = Upper case

‘ ‘ = Lower case
= Numeric

= Punctuation - @#$|{}"
I

New Password:

Figure 2-3: Screen to create new password for Cloud Data Capture

6. Enter your desired new password in the New Password block, following the
guidelines in the Password Policy.
7. Confirm your new password by typing it in the Confirm Password block.
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8. Click Submit. If your new password meets the requirements described in the
Password Policy and the New Password and Confirm Password blocks match,
the system will accept your password change. You will receive an email at your
account address confirming that your password was updated. This email is also a
safeguard against an unauthorized password change. Contact your organization
administrator if you receive such an email and did not request a change to your
password.

Logging In to Epi Info™ 7 Cloud Data Capture

To log in to Epi Info™ 7 Cloud Data Capture, open the URL provided in the original email
indicating your access to a Cloud Data Capture account. Enter your email address and
password in the appropriate blocks. Click Log In. If your email address or password is
incorrect, a message near the top will indicate the errors. If you need to have your password
reset, click the "Forgot Password?" link and follow the steps to reset your password as
described in the "Forgetting or Changing Password" section.

Main Epi Info™ 7 Cloud Data Capture Window

When you log in, the Epi Info™ 7 Cloud Data Capture opens to the "Home" page. On the
left side of the screen, you will see:
e A dropdown list of organizations to which you are assigned (the block that reads
“Vector Surveillance Branch” in the screenshot)
e A dropdown list of filters (the block that reads “All Forms” in the screenshot). The
dropdown options are My Forms, Forms Assigned to Me, Forms Shared with
Me, and All Forms.
e A list of the forms that correspond to the selected filter, if applicable. This list of
forms would appear below the two dropdown blocks and above the color-coding key
for the forms list. Forms will appear in a colored block in accordance with the key.

In the upper right of the screen, you will see your name and one or more links (e.g. the
logout link in the screenshot).

o .
@) Epi Info™ Cloud Data Capture

Nl Wector Sinvesilence e’ W | A Forms v
B —

1

Mame and log out link

Forma Shaved wh hia

Organization and form dropdowns

Figure 2-4: Cloud Data Capture home screen

Initially, you may not have any forms or records to display. If you do have forms available
to you, there will always be one form selected by default. A yellow box around the form
name indicates the selection.
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pi Info™ Cloud Data Capture

Home Wielcome John Doe: | Site Admiristration | Lea Oud

Ne records found.

Currently selected form, as indicated by yellow box

Figure 2-5: Selected form in Cloud Data Capture home screen

To the right of the list of forms is a line list of records that were entered for the selected
form. Up to five indicator fields (e.g. UserEmail, DateUpdated) of the selected form can be
displayed. The publisher or owner of the form selected these fields to help identify records.
Each record has an Open and Delete button that will be described in a later section. If the
number of records exceeds the size of the current page, the system will provide options to
sort the list by any of the indicator fields.

If your Epi Info™ project was created using a SQL Server database for the data repository,
then there will be an option at the top of the line listing to "Search" for specific records. This
search option is not available for projects using a Microsoft Access data repository.

Forgetting or Changing Passwords

If you forget your password or want to change it, use the “Forgot Password” option on the
main Epi Info™ 7 Cloud Data Capture Log In screen.

@ Epi Info™ Cloud Data Capture

LogIn

Welcome to Epi Info™ Cloud Data Log In
Capture!

Email:
The Epi Info™ Web Enter System is a data [| |
collection tool for public health
professionals. P

« Collect data for variety of public health |
s oo
+ Manage the data on the web using your
Fi

PC or mobile devices.
orgot Password?

Figure 2-6: Forgot Password option on Cloud Data Capture log in screen

1. When prompted, enter the email address used to create your Cloud Data Capture
account.
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Epi Info™ Cloud Data Capture

Forgot Password

Enter your registered email address to have
the password sent to you.

Email:

sutmit Jl Carce |

Figure 2-7: Screen to enter your registered email address and retrieve a new password

2. Click Submit.
3. The system will email a new temporary password.

Fram: epinfowebsurvey@amail.com

To:

Cc

Subject: Your Epi Info Web Enter Password

You recently accessed our Forgot Password service for EpiInfo™ Web Enter.
Your new temporary password is:  Ug-4Ov 8w
If you have not accessed password help, please contact the administrator.

Log in with your temporary password. You will then be asked to create a new password.

Figure 2-8: Email confirming password change for Cloud Data Capture

4. Return to the main Epi Info™ 7 Cloud Data Capture Log In screen and enter your

email address and the temporary password.

Click Log In.

6. The system will prompt you to create a new password. Enter your new password

twice, following the Password Policy.

Click Submit.

8. The Epi Info™ 7 Cloud Data Capture Home page will open. You will receive an
email confirming that your password has been changed.

o

~
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Entering Records (all users)

Users at all levels (Super Admin, Org Admin, and Analyst) can enter and manage records.
The following section describes how to enter and remove a record in an existing form. More
information about publishing and working with forms can be found in the Working with
Forms chapter of this User Guide.

1. Once you are logged into Cloud Data Capture, any forms you have published or that
have been assigned to you will be in a list in the left-hand column of the main
screen. The active form is always highlighted in yellow.

@} Epi Info™ Cloud Data Capture

TestFormB

o Add New Record
0 Records

UserEmail DateUpdated _DateCreated _Mode

No records found.

Figure 2-9: List of forms on Cloud Data Capture home screen

2. Click on the form you want to work with. The form you select will become the active
form and will be highlighted with a yellow block. Any records previously entered for
that form will appear in the records display list.

3. To add a new record to the form, click +Add New Record at the top of the records

display list.
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g\:’),) Epi Info™ Cloud Data Capture

Home Welcome John Doe |

Vector Surveillance Bran: W | All Forms

FoodHistory

_UserEmail _DateUpdated _Mode Dateofinterview
janedoe@mail.com 7/14/2017 10:38:15 AM  Final 5/1/2012
janedoe@mailcom  6/2/2017 11:38:55PM  Final 04/21/2012

Figure 2-10: Add New Record button on Cloud Data Capture home screen

4. A blank copy of the form will open.

Epi Info™ Cloud Data Capture

FoodHistory

H:[]

E. Coli O157:H7 Food History Questionnaire

Case ID Date of Interview
| 1L All data contained herein are fictional
— DEMOGRAPHIC INFORMATION
Firsthame ~ lastMame Sex
| || | | Select |
BOb. Age Ethinicity Group: ;
| | Select |- |
Race: | |\ynhite |_|Native Hawaiian/Other Pacificlslander || Unknown/Other

LI Black ;; fAmericanIndiaanlaskan Native
LI asian || Murtiracial
Address - State
_I_.atitude: _I_.ongitude
’ |
Occupation Email Address

Figure 2-11: Blank form ready for data entry in Cloud Data Capture
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5. Begin entering information into the form. Use the Tab button on your keyboard to
move from one field to the next, or click into each field using your mouse.

6. When you have finished entering all desired information on the current page, click
one of the options on the bottom of the page:

a. Save — saves information entered since the last save and remains on the
current page;

b. Save and Close — saves information entered since the last save, closes the
current page, and opens the main records screen showing a line list of the top
20 records of the current form;

c. Exit - exits the current page. If there are unsaved changes, you are asked if
you want to save the data; if you click No, the system exits without saving;

d. Continue - saves information entered on the current page since the last save
and advances the form to the next page.

Heaganeg = FRVEr vommng BI00ay Qlarmea MOM-DI0OOY QI3ITNEd

Poor feeding Chills Irritable MNausea Abdominal cramps
Highest fever temp
If patient had diarrhea, how many loose stools per day?
Select I+

Was the patient ill enowgh to require a doctor visit? Doctor visit date:
Yes |-

Was the patient hospitalized? Hospital admission date:
No |w

Was the patient treated with antiblotics?
Yes I=

Did the patient die? Date of death:
‘No |+

B save & Close

Figure 2-12: Save, Close, and Exit options

You can also click Save & Close or Exit at the top of the record entry screen at any time.
The numbered buttons in the left-hand side of the top of the page indicate which page of the
form you are viewing.
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@ Epi Info™ Cloud Data Capture
[story
II"E Numbered buttons indicate whiifh page of
the form you are currently warking on
s —
Save & Close and Exit buttons at top
of screencan be used at any time

E. ColiO157:H7 Food History

Questionnaire

— FODDS EATEN
Fresh celery Grapes Blueberries Breast milk
Skim milk Cheddar cheese Feaches American cheese
Strawberries Orange juice Apple juice Fresh tomatoes
Beef jerkey Sour cream Vienna sausages 2% milk
Ice cream Turkey Whole milk Raw carrots
Bean sprouts Butter Cooked bacon

Figure 2-13: Page number buttons and save/close and exit options at top of data entry form

7. Once you have entered all desired information for all pages of your form, you can
click the Save & Close button, or the Save plus Exit buttons, to save your
information and return to the main records screen. Unless the main records screen
1s sorted by one of the indicator fields, the most recently edited records appear at the
top of the list.

8. To open a previously entered record, click the Open button corresponding to that
record on the main screen.

FoodHistory

1-20f2

_UserEmail _DateUpdated _Mode Dateofinterview

{ Open | Delete janedoe@mail.com 7/14/2017 10:38:15 AM  Final 5/1/2012

Figure 2-14: Open button in main form screen

9. The record will open. In the record screen, you can view or change existing
information, or enter new information. If you change information or add new
information, you must click Save or Save & Close to record the information in Epi
Info™ 7 Cloud Data Capture.
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10. To delete an existing record, click the Delete button corresponding to that record on
the main screen.

11. Epi Info™ 7 Cloud Data Capture will ask you to verify that you want to delete the
selected record.

FoodHistory

+ Add New Record
1-20f2 ' '

Are you sure you want to delete this record?

He Dateoflnterview

Figure 2-15: Record deletion confirmation dialog box

12. If you want to delete the record in question, click Yes to confirm. Epi Info™ 7 Cloud
Data Capture will remove the record from the records display list.

13. If you clicked Delete in error, click No to keep the record and return to the main
records screen.

Make Forms Shareable/Select Data Access (Form
Publisher / Creator)

If you published the form to Epi Info™ Cloud Data Capture, you can make the form
shareable with other users and organizations.

1. Login to Epi Info 7™ Cloud Data Capture.

2. Click on the form for which you would like to set or change the shareable features
and/or assign data access. The records for that form will display in the main records
screen.

3. Click the Settings button in the top right-hand corner. Note: Only the creator
(publisher) of the form will see the Settings button, if you are not the form's creator,
this button is hidden. You can see who created the form by checking the “Created By.:”
line in the form list (left hand column of the screen).

The Form Settings page will open.

Scrolling in the Form Settings screen will bring up the option to make the form
shareable/not shareable (Make Shareable/Not Shareable) as well as the option to
assign data access (Select Data Access Rule).

o
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Select up to 5 columns to display when viewing the list of records.

Form Name: TestForm

Available Columns: Columns to Display: (Max 5)
] |w _UserEmail |
FirstName _DateUpdated

LastName u _DateCraated
Phone Mode

ake Shareable/Not Shareable:

Shareable

Select Data Access Rule:

Enable data access to all

Available Organizations: Selected Organizations:
Vector Surveillance Branch
Test Branch
Test Branch 2

] a]
E2
|

Figure 2-16: Sharing and data access options in Form Settings screen

To share a form with other users within your organization or across organizations,
click the arrow in the Make Shareable/Not Shareable box and select Shareable.
Click the arrow in the Select Data Access Rule box and choose desired option. You
can hover over the small blue “i” to the right of the Select Data Access Rule box
for information about the data access options:
a. Access within organization: Organization users can only access the data
of their organization
b. Enable data access for central organization: All users in host
organizations will have access to all data of all organizations
c. Enable data access to all: All users of all organizations can access all data.

Make Shareable/Not Shareable:

Shareable |+

Select Data Access Rule:

Enable data access to all |~ @
Access within organization

Enable data access for central organization
Enable data access to all

Selected Organizations:
Vector Surveillance Branch - -
Test Branch

Test Branch 2 u “

Figure 2-17: Select Data Access Rule dropdown list in Form Settings screen
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8. Select organizations with which to share a form by highlighting the desired
organization in the Available Organizations box.

Make Shareable/Not Shareable:

Shareable |-

Select Data Access Rule:

Enable data access to all |w | @

Share Form with Organizations

Available Organizations:

Vector Surveillance Branch 4

Test Branch

Test Branch 2 -
[l

Selacted Organizations:

Figure 2-18: Organizations list to set sharing options in Form Settings screen
9. Click the right-facing arrow to move the organization to the Selected
Organizations box.

Make Shareable/Not Shareable:
Shareable | =

Select Data Access Rule:

Enable data access to all - U

Share Form with Organizations

Available Organizations:
:

Test Branch
Test Branch 2

Selected Organizations:

Figure 2-19: Example illustrating how to add organizations for form sharing

10. The organization will now be listed in the Selected Organizations box. To remove
this organization from sharing, highlight it in the Selected Organizations box and
click the left-facing arrow to move it back to Available Organizations.
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Make Shareable/Not Shareable:

Shareable |-

Select Data Access Rule:

Enable data access to all || @

Share Form with Organizations

Awailable Organizations: Selected Organizations:
Test Branch - Vector Surveillance Branch -
Test Branch 2

=1 =
(2) 2

Figure 2-20: Example illustrating how to remove organizations from form sharing

11. To remove sharing from your form, click the arrow in the Make Shareable/Not
Shareable box and select Not Shareable.

Make Shareable/Not Shareable:

Shareable |

Not Shareable
| Shareable ss Rule:
Enable data access to all |= @

Share Form with Organizations

Available Organizations: Selected Organizations:
Vector Surveillance Branch - -

Test Branch

Test Branch 2

Figure 2-21: Dropdown menu to make forms shareable or not shareable in Form Settings screen

12. When you select Not Shareable, the system will remove the organization-sharing
options from your settings screen. You will still see the option to assign users to your
form.
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Make Shareable/Not Shareable:
Not Shareable| v

Assign Users to your Form

Available Users: Assigned Users:

j.doe@mail.com = =

testjaned@mail.com

Figure 2-22: Illustration of Form Settings page with sharing options removed

13. IMPORTANT: Scroll to the bottom of the screen and click Save Settings to save
your changes to sharing and data access options.

Adding New Cloud Data Capture Users (Org Admin)

Org Admins can add users to their organization. Note that email addresses are used to
manage user accounts and must be unique for every individual. Epi Info™ 7 Cloud Data
Capture will not allow more than one account with the same email address. If you attempt
to add a user whose email address is already in the system and who is a member of your
organization, you will see an error that the user already exists for this organization.

1. Login to Epi Info™ 7 Cloud Data Capture.

2. Click the Site Administration link in the right side of the main screen. Note: This
link is only visible to users having an Org Admin role. Super Admins are by default
an Org Admin, but only for their own original organization.

Epi Info™

Site Administration link

Figure 2-23: Site Administration link on the Cloud Data Capture home page

3. The Manage Users screen will automatically open, since this is the only Site
Administration function Org Admins can do.
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pi Info™ Cloud Data Capture - Site Administration

Welcome Jane Dow | Home | LogOuf

Organkzation: | Veéctor Zurvellance Brara™|

heshn Doe johndosgmail com True Super Administratos m

lane Dot isnadoe@mail.com False  Administrator
Jame Do _’,are;{e}_@n’au_gjrr True Administrator m

Figure 2-24: Manage Users screen in Cloud Data Capture

4. Click Add New User.
5. The Add User menu will open.

Add Users

User Information Organization Details
* Email: Role in Qrganization:;
| Analyst

* First Name: User is Active

* Last Name:

Figure 2-25: Information entry screen to add new users in Cloud Data Capture

6. Enter the desired user’s email, first name, and last name. Use the dropdown menu
under “Role in Organization” to select Analyst or Administrator. Selecting
Administrator would create them as another Org Admin.

7. If you want the user to be active in the organization immediately, ensure that User
is Active is checked.

8. Click Create.

9. The system will return to the Manage Users screen. The new user should be
included in the list of users.

10. The new user will receive an email confirming that he or she has been added to the
organization in Epi Info™ 7 Cloud Data Capture. This email confirmation will
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include the Organization Key the new member will need to publish forms they
create to the Epi Info™ Cloud Data Capture system.

Editing Users (Org Admin)

Org Admins can only edit users within their own organization. Edits to users include
changing a user’s name, their role in the organization, and their active or inactive status.

1. Login to Epi Info™ 7 Cloud Data Capture.

2. Click the Site Administration link in the top right side of the main screen. Note:
This link is only visible to users having the Org Admin role or the Super Admin role.
Super Admins are by default an Org Admin, but only for their own original
organization. If you have the Super Admin role, you will see two icons at the upper
right corner of the screen. Click the icon with the shape of a person to open the
Manage Users screen.

Figure 2-26: Manage Users icon in Site Administration

3. From the Manage Users screen, you can:
a. Edit a user’s Name
b. Change a user’s Role
c. Change a user’s Active status
4. To change a user’s name, role, or active status, click Edit next to the appropriate
name in the Manage Users screen.
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Manage Users

Add New User Organization: | Vector Surveilance Branch |+

First Name LastName Email Active Role Actions
John Doe janedoe@email.net True Super Administrator @
Jackie Doe jdoe@email.com False  Administrator
Jane Doe jane@mail.com True  Administrator
Jane Test True Analyst

janetest@email.com

Figure 2-27: Manage Users screen

4. The Edit Users screen will open.

Edit Users

User Information

* Email:

janedoe@mail.com x

* First Name:

Jane

* Last Name;

Doe

Organization Details

Role in Organization:

Admin ‘:T.'ﬂ:l.'.'}'_v|

M User is Active

Figure 2-28: Edit Users screen

5. Make the required changes in the Edit Users screen

6. Click Update to save your changes. The system will return to the Manage Users
screen and a green box will confirm that the update was applied. Note: Since the email
address is a key field in the system, it cannot be changed. To change a user’s email
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address, you must create a new account using the new email address. The old email
address will remain in the system, but you can uncheck the “User is Active” checkbox to

deactivate the old email address.

Manage Users

v User information for Jane Doe has been updated.

Add New User Organization: Vector Surveillance E'a'w::|

- =] = |

& 3 e b A ma ACtive

John Doe janedoe@mail.com True  Super Administrator m
Jane Doe janedoe@mail.com True  Administrator

Figure 2-29: Confirmation of update to user information

Adding New Organizations (Super Admin)

Only a Super Admin can create new organizations; An Org Admin cannot create new
organizations. An Org Admin can only edit and add users for their own organization.

1. Click the Site Administration link in the right side of the main screen.

2. The system will take you directly to the Manage Organizations screen. The screen
will show all organizations in the system. In this example, there is one organization
so far: the Vector Surveillance Branch.

3. To add a new organization, click Add New Organization.

Epi Info™ Cloud Data Capture - Site Administration

IManage Organizations

4 Add New Organization B

2 Active  Actions

Vector Surveillance Branch  ad4b6a687-610d-442a-a80c-d1c781087181 True

Figure 2-30: Add New Organization button in Manage Organizations screen
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4. The Add Organizations screen will open.

Add Organizations

Organization Details. Administrator Information.
* Organization Name: * Admin Email:
¥l Organization is Enabled * Confirm Admin Email:

* Admin First Name:

* Admin Last Name:

Figure 2-31: Add Organizations screen

5. Enter the desired organization name in the Organization Name field and leave
Organization is Enabled checked.

6. You must specify the name and email address of the new organization's Org Admin.
This can be a user already known to the system, or a new member.

Add Organizations

Organization Details. Administrator Information.
* Organization Name: * Admin Email;

Test Branch emailaddress@test.com
i Organization is Enabled * Confirm Admin Email:

emailaddress@test.com

* Admin First Name:

John

* Admin Last Name:

Doe

Figure 2-32: Example of how to add an organization in Cloud Data Capture
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~

Click Create.

The system will return to the main Site Administration page. A green box will
confirm that the organization was created, and the new organization name will
appear in your organization list.

@

Manage Organizations

v Organization Test Branch has been created.

Add New Organization

...._.__......1...... '._.:__.. A~ a _.L..

Vector Surveillance Branch  a4b6a687-610d-442a-a80c-d1c781087181 True

Test Branch 866dabel-3720-4ae2-a9%a-4flde737eaed  True

Figure 2-33: Confirmation of added organization

9. If the Org Admin of the new organization is a new member in the system, they will
receive an email with a temporary password and a notice that the new organization
was created. If the Org Admin was already a user in the system, they will only
receive a notice that the new organization was created, along with the
Organization Key needed to publish forms from Epi Info™ 7 Form Designer to the
newly created organization. A user who is already in the system will not need to
change their password.

From: epiinfowebsurvey @gmail.com

T

Cc

Subject: An Epi Info Web Enter account has been created for your organization.

Your account has now been created for organization - Test Branch 2.

Qrganization Key: d9cea686-df7f-4579-9a6e-e2276e80e89

Please click the link below to launch Epi Info™ Web Enter.
http://tephinetepiinfo.cloudapp.net/EICDCGuide/Login

Thank you.

Figure 2-34: Organization Key emailed to users upon creation of a new organization
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10. You can now edit the new organization using the steps described in Editing
Existing Organizations.

Editing Existing Organizations (Super Admin)

Only the Super Admin can add or edit organizations in the system. Edits the Super Admin
can do include changing the name of existing organizations, and disabling existing
organizations. A Super Admin cannot add or edit users of any organization other than their
own. The Super Admin is, by default, the Org Admin of their own original organization.

1. Click the Site Administration link in the top right side of the main screen.

2. The system will take you directly to the Manage Organizations screen. The screen
will show all organizations in the system. In this example, there is one organization:
the Vector Surveillance Branch.

3. To change the organization name or to enable/disable an organization, click Edit
next to the applicable organization name.

Epi Info™ Cloud Data Capture - Site Administration

Manage Organizations

Add New Organization

] MY ALLIVE ACTIONS

Vector Surveillance Branch a4b6a687-610d-442a-a80c-d1c781087181 Tru

Figure 2-35: Edit button in Manage Organizations screen

4. The Edit Organizations screen will open.
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Edit Organizations

Organization Details.

* Organization Name:
Vector Surveillance Branch

vl Organization is Enabled

Figure 2-36: Edit Organizations screen

5. You can use the Organization Name box to change the name, and/or click the
Organization is Enabled button to enable or disable the organization. A
checkmark in the box indicates whether the organization is enabled; if the checkbox
1s not checked, the organization is disabled. If an organization is disabled, it will not
be available for entry in Epi Info™ 7 Cloud Data Capture. A disabled organization
will still be listed in the Edit Organizations screen, but the Active column will
read, “False.” Note that the Super Admin cannot disable the organization for which
he or she is the Org Admin. Attempting to do so will return an error. As the Org
Admin, you can deactivate all other members of the organization if needed.

6. Click Update when you are finished making changes to the organization. You can
also click Cancel to cancel any edits and return to the main Epi Info™ 7 Cloud Data
Capture screen.

7. Changes to the organization name will be reflected in your organization list in the
main Site Administration screen.
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Summary of Epi Info 7™ Cloud Data Capture Roles and
Available Actions

This table provides an at-a-glance list of Epi Info 7™ Cloud Data Capture roles (Analyst,
Org Admin, Super Admin) and the actions each role can conduct in the system.

Action Role: Role: Role:
Analysts Org Admin | Super Admin

Enter and manage data in their own organization(s) v v v
Publish a form to their own organization(s) v 4 4
Assign their own published form to users in their own v v v

organization

Share their own published form with all admins of v v v
another organization

Disable or delete published forms for their own v v v
organization

Add new members to their own organization 4 4

Change role or deactivate a member from their own v v
organization

Assign an Org Admin v v
Create an organization in the system v
Deactivate an organization 4
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3 Publishing Forms

Epi Info™ 7 Form Designer is used to design survey forms for data entry. Forms can then
be published to Epi Info™ 7 Cloud Data Capture. Publishing the form in Cloud Data
Capture will facilitate data entry and management via the Internet and mobile devices, by
multiple simultaneous users.

This section will detail how to publish an already created form to Cloud Data Capture. To
review how to create a new project and data entry forms in Epi Info™ 7, see the Form
Designer chapter of the Epi Info™ 7 User Guide.

Users can find information about Cloud Data Capture user types, logging into Cloud Data
Capture, and adding/editing users and organizations in the Logging In / Users and
Organizations chapter of this User Guide. Information about viewing and working with
your forms in Epi Info™ 7 Cloud Data Capture can be found in the Working with Forms
in Cloud Data Capture chapter of this User Guide.

Publishing Existing Forms to Cloud Data Capture

In order to publish Epi Info™ 7 forms to Cloud Data Capture and access those forms, you
will need a Cloud Data Capture user account as well as your organization’s Organization
Key and the correct Cloud Data Capture Endpoint Address. The Organization Key is a
series of letters, numbers, and symbols, and the Endpoint Address is a URL. This
information was included in the original email notifying you that an account was created
for you in Epi Info™ 7 Cloud Data Capture.

Firai: epanfowebsunvey Bgmad.com

Tex

[~

Subject An Epi Info Web Enter account has been created for your organization,

Welcome to Epi Info™ Web Enter.
Your account has now been created for organization - Vector Surveillance Branch.

Email: lane doe@mail.com Kofganiiatiﬂn Key

pass T ratas bl (N|_|-~-r1
@ey! adbbabET-610d-442a-a80c-d1cTE108T1EL

Please dick the link below to launch the Eplinfo™ Web Enter and log In with your emall and temporary password. You will then be asked to create a new password.
http:/ftephinetep mfo.c'oudagp.'\etjzlCDCEu:dea’Log n

Plaase follow the steps below In order to start publishing forms to the web using EpiInfa™ 7.
step 12 Download and install the latest versian of Epi Info™ 7 from: Endpoint Address
Step 2: On the Main Menu, click on “Tools” and select “Options”
Step 3: On the Options dialog, click on the “Web Enter” Tab.

Step 4: On the Web Eag = thre ol T,
@ress:hno:h‘teohineteo-irtfo.cloudaoo-netIErcmGu-deJEwEManag@
-Connect USing vemomrs = 4 =
-Binding Protocal:Basic
Step 5:Click "OK’ buttom.
Organization key provided here is 1o be used in EpiInfo™ 7 during publish process.

Figure 3-1: Cloud Data Capture user account email illustrating Organization Key and Endpoint
Address
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If you do not have the Organization Key and Endpoint Address, you will need to
contact your Organization Administrator.

Epi Info™ 7 has numerous options for publishing a form and its updates to Cloud Data
Capture. However, you must first configure the Epi Info™ 7 Desktop tools to connect to
your Cloud Data Capture system.

Setting the Endpoint Address

This initial step uses the Tools > Options menu in Epi Info™ 7 Form Designer and
generally needs to be completed only once.
1. Open Epi Info™ 7 and select Create Forms from the main menu to open Form
Designer.

o . = =

Enter data, browse records, a

search the d

CREATE MAPS STATCALC
Map data with coordinates, by Statistical calculators for sample
choropleth, or dot density. size, power, and more,

ANALYZE e o

DATA CLASSIC VISUAL DASHBOARD
Clean, transform, and analyze data Visualize analytical re h
with commands. gadgets, charts,

EFI INFO™ WEBSITE | ABOUT EP1INFO™ LANGUAGE en-US VERSION: 7

Figure 3-2: Epi Info 7 main menu

2. Go to the Tools menu and select Options.
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File Edit View Inset Format | Tools | Help

: (31 New Project 5] Open Project (] Cl Data Dictionary
I Check Code Editor

Make Form from Data Table

jde | 7] Enter Data ‘

Figure 3-3: Tools Menu in Form Designer

Upgrade Project v Dc E. A
Make PRI File >
Create Data Table
Delete Data Table Case ID
EZ] EnterData
sl Text (Uppercase)
1ebl Options raphic Informath
First Mame

M

3. In the Options dialog box, select the Cloud Data Capture tab.

Options

[z T

[ General | Language | Analysis | Phug-ins | Web

Default Formats
Default Database Format for new progects:

Microsoft Access 2002-2003 (mdb)
Default Data Format for Analysis READ Command:

Mapging and Geocoding
Service Key:

asofi's Bing service:
[ Offline Mode
‘\working Directory:
Co\Temp!,

[1] Open touch keyboard on field enter,

Cowd Data Capture

AuiaBsBkFoEZMecBlad BVkcerz Hrbo U 1CwavDyzX_vgSnzsnbqVAdGAWTRUINTG_G

Note: The default Map Service Key should only be used for demo purposes. For optimal
chwiﬂw mapping and geocoding, please replace the default Kay with cne retrieved
o VaC

[ Bowe ]

Restore Defacits

'

Figure 3-4: Options dialog box in Form Designer
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4. In the Cloud Data Capture options dialog box, enter the Endpoint Address
provided in your original account email or by your Administrator. If required,
confirm that the “Yes (requires basic protocol)” button is clicked under Connect
using Windows Authentication? This selection depends on how your system is
designed (i.e. whether you use Windows Authentication). The setting to use should
be included in the email with your original instructions for setting the Endpoint
Address.

5. Click the Ping Service button.

Options b4
_.M[Law[kmmlﬁm-hs]ww&wey:mudﬂﬁamm: : l
Endpoint address:
hittp ./ /tephinetepinfo cloudapp net/ EICDCGuide/ Sample Account123.sve
Connect using Windows Authenfication?
@) Yes (requires basic protocol) ) Ne wsHTTP
fing Service Enter Endpoint Address
Click Ping Service
[ ok ][ cace | [ Help

Figure 3-5: Location to enter Cloud Data Capture Endpoint Address and Ping Service in Form
Designer

6. If you entered the correct Endpoint Address and the service is available, the
system will confirm that the ping was successful. (If you receive an error message,
check that you have entered the Endpoint Address correctly or confirm it with your
Organization Administrator.)
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Options 2

'.m[mﬁ[m[mg'm]wwimy:%ﬂ%a&m“.

Endpoint address:
http/tephinetepinfo cloudapp.net/EICDCGuide/Sample Account123.sve

Connect using Windows Authentication?
Q) Yes (requires basic protocol) Mo @) basic wsHTTP

Ping Service X4

Ping was successful.

OK

ok |[ caca | [ Help |

Figure 3-6: Dialog box confirming that ping to Cloud Data Capture Endpoint Address was successful

7.

8.

Click OK in the ping message and OK again in the Cloud Data Capture Options tab
dialog box.
The system will return to the main Form Designer window.

Publishing a Form to Cloud Data Capture

These steps will allow you to publish a form from Epi Info™ 7 to Cloud Data Capture.

1.

2.
3.

If you aren’t already in Form Designer, open the main Epi Info™ 7 menu and select
Create Forms to open Form Designer.

Go to File > Open and browse to open the project you would like to publish.

Click on the main form of the project. If the form has related (child) forms, be sure
the main form (parent) is the current form open in the Form Designer canvas.

Note: The publish process publishes ALL FORMS in the current project. Therefore,
if your project has forms that are NOT RELATED (independent forms) in the
project, you may want to remove these unrelated forms before attempting to publish.
Go to the File menu and select Publish Form to Cloud Data Capture.

3-33



Epi Info™ 7 Cloud Data Capture User Guide

‘ File | Edit  View Inset Format  Tools  Help
| e Project iet  Unds Rede  [E] Check Code | 7] Enter Data
.‘J New Project from Template piory'Page 1
New PruJb:t from Data Du:!innary X 3 r :
B ek DC E. Coli O157:H7 Food History Questionnaire
2 MNewPage
; f
.j Open P il 0 Case I | !D\!!! of Invberaew
I Clote Project Al dlata conts
Get Ternplate Demagraphic Information
Print First Name Last Mame Sex
il Copy Farm ta Mobile Device | | | A-Ambiguo
%' Publish Form to Cloud Data Capture DOR  age Ethnicity Group
| Publish Form to Web Survey |_ | |_ 2135:2-Hispanic or Latino =
Recent Progects *
Race: [T White T Natve Hawaiian/Other Pacific slander [ Unknowr/Other
it [[Iplack ] American Indian/alaskan Matve
1 atian | Btuiltirarcial

Figure 3-7: File menu

in Epi Info 7 illustrating option to publish to Cloud Data Capture

5. The Publish Form for Cloud Data Capture dialog box will open.

Publish Form for Cloud Data Capture

- |_

Publish Options

Enter the organization key that was provided to you and click the Publish Form button.

Publish Mode: Draft

[7] Make Form Shareable

Organization Key:

Publish Farm

Close

Figure 3-8: Publish Form for Cloud Data Capture dialog box

6. In the Organization Key block, copy and paste the Organization Key provided in
the email you received when you were added to the system as a user.
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Pubslish Form for Cloud Data Capture - =

Enter the crganization key that was provided to you snd click the Publish Form butien. |

l-l’ublhhﬂpﬁnn;-
Publith Mode: Diraft

"] Make Form Shareable

I Publish Form

Organization Key: ! VIzEN4I0-T21e-773t-UB 05 DEXIE 402 0174

[ Gome ]

Figure 3-9: Organization Key block in Publish Form for Cloud Data Capture dialog box

7. To make the form shareable in Cloud Data Capture, click the box next to Make
Form Shareable. A check will appear in the box indicating that sharing is on. Click
the dropdown arrow to select the sharing parameters for the form.
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["Publish Form for Cloud Data Capture: W . R S——

Enter the organization key that was provided to you and click the Publish Form button

Publish Options
Publish Mode: Drraft
7] Make Form Shareable 1
Access within organization

Organization Key: g8e7ab87-1 Enable data sccess for central arganization
Enable data access to all

i

‘ Publish Form

[ e ]

Figure 3-10: Sharing options dropdown in Publish Form for Cloud Data Capture dialog box

8. Click Publish Form. A light green status bar will light up as the system publishes

the form to the cloud.

9. If Epi Info™ 7 is able to successfully publish your form, a confirmation message will
appear in the green bar to confirm. (If you receive an error message, follow the
instructions in the error message or contact your Administrator.)
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Publish Form for Cloud Data Capture ’ &

Enter the organization key that was provided to you and click the Publish Form button.

Publish Options

Publish Mode: Draft

Make Form Shareable Access within organization - H

Organization Key: a4b6a687-610d-442a-a80c-d1c781087181 Publish Form

Your survey has been published! Please copy and paste the following URL and Keys to be used later.
Important: Copy and save the Form |D and Security Token to download collected responses.

1. URL: Log in te Cloud Data Capture to view your form. Copy All to Clipboard ]
http://tephi piinfo.cloudapp.net/EICDCGuide

2 Formld:
'd18e70af-5ccT-446b-b6d4-5260277371d
3. Security Token:
'76155d32-517b-43ea-9a0b-e696e79900

[ Launch Cloud Data Capture ]

Figure 3-11: Message confirming form published successfully to Cloud Data Capture

10. Record the URL, Form ID, and Security Token keys listed in the confirmation
dialog window for use later:

a. The URL links to Epi Info™ 7 Cloud Data Capture and is the same for all
forms published to the endpoint address.

b. The Form ID and Security Token keys will be needed to download records
if the initial project is a local Microsoft Access-based project

c. You can use the Copy All to Clipboard button to copy the URL and keys to
your Windows clipboard, then open your preferred text editor and paste the
information to save it for later reference.

11. To continue working in Epi Info™ 7, click Close.

a. The system will return to the main Form Designer window. You can continue
working in your form.

b. To save additional changes in the same form after publishing the first time,
go to the File menu, click Republish to Cloud Data Capture, and repeat
prior steps.

12. To view your form immediately, click Launch Cloud Data Capture. You can also
log in to Cloud Data Capture by opening your browser and going to the Login URL
provided in the email you received when you were added as a user.

13. To use your form in Cloud Data Capture, see the User Guide chapter, Working
with a Form in Cloud Data Capture.
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Using the Quick Publish Option to Publish Revisions

You can use the Quick Publish dropdown list at the top of the Form Designer main
window to republish forms that you have previously published to Epi Info™ 7 Cloud Data
Capture. This option is convenient if you revised a form or its Check Code and only need to
update the content that was already published to Cloud Data Capture. The Cloud Data
Capture system will update the metadata and any related Check Code.

1. In the main Form Designer window, click Quick Publish in the button menu at the

top of the window.
2. Select To Cloud Data Capture.

File Edit View Inset Format Tools Help

il New Project 7] Open Project :_| Close Praject  Undo Redo |[E] Check Code ] Enter Datg ¥ Quick Publish 3 Charge Mode -

Iy

To Cloud Data Captyg

FoodHistory'Page 1

=) ECol
-] FordHistory
B
] Page2
#-[H] FoodMstory_NoCheckCode
| Fields te of Interview
A Label/Ttle | Case ID gl Lot

Figure 3-12: Quick Publish dropdown menu in Form Designer

3. There is no publishing confirmation when using the Quick Publish option. To
ensure your changes were made, you will need to open Cloud Data Capture and view

your form.

Using the File Menu Option to Publish Revisions to
Cloud Data Capture

You can use the File > Republish Form to Cloud Data Capture option in Form
Designer to publish revisions to forms that already exist in Cloud Data Capture. The Cloud
Data Capture system will update the metadata and any related Check Code for revised or
new fields. Any data entered to date will remain intact for previous versions of the form.

1. In the main Form Designer window, go to the File menu and click to open the

dropdown menu.
2. Select Republish Form to Cloud Data Capture.
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_I"'E_i Edit View Insert Format Tools Help
il New Project Unde Rede | [E] Check Code [T

J =3 New Project from Template iry\Page 1
New Project from Data Dictionary
MNew Farm

MNew Page

(W I

Open Project Ctrl+0

Close Project

B, &

Get Template Demogra

Print First t

:_‘_:_!__Eﬂblish Form to Cloud Data Capture

#  Publish Form to Web Survey

Recent Projects 3
Race:

Exit
] Gnd
_??_ Legal Values Add

=2 Comment Legal
T? Codes |7

Figure 3-13: File menu in Form Designer indicating Republish Form option

3. There is no publishing confirmation when using the File > Republish Form to
Cloud Data Capture option. To ensure your changes were made, you will need to
open Cloud Data Capture and view your form.

4. Note that if you have not already published a particular form in Cloud Data
Capture, the File menu will read, Publish Form to Cloud Data Capture. The
option to republish forms will only be available if the specific form in which you are
working has already been published to Cloud Data Capture.

5. If you select Publish Form to Cloud Data Capture, the system will open the
Publish Form for Cloud Data Capture dialog box, as described in an earlier
section.
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Publish Form for Cloud Data Capture == 4% (“

Enter the organization key that was provided to you and click the Publish Form button.

Publish Options

Publish Mode: Draft

[] Make Form Shareable

Organization Key: Publish Farm

Figure 3-14: Publish Form for Cloud Data Capture dialog box

6. If you have previously entered an Endpoint Address into Epi Info™ 7 using the
steps described Setting the Endpoint Address section of this chapter:

a. Paste your Organization Key into the appropriate block within the dialog
box.

b. Click Publish Form.

c. A light green status bar will light up as the system publishes the form to
Cloud Data Capture.

d. If Epi Info™ 7 is able to successfully publish your form, a dialog box will open
to confirm this.
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Publish Form for Cloud Digta Capture % s e @ o - o

|
Enter the onganizafon key that was proveded b5 you and click the Publish Form bution

Publish Options
Publish Maode: Draft

Make Form Shareable

Ovganization Key: | H5b32284-3912-492 e-h50u-05c 748371920 Publish Form

Your survey has been published! Please copy and pasie the follosang URL and Keys o be used Later. Log 1
Important: Cogy and sane the Foem 10 and Security Token 1o downboad colleciad responses

1_URL: Login to Cloud Data Capture o view your form. Copy All te Clipboard
hittpe/ftephinetepiinfo.cloudappnet/HCDC Guide
2_Form Id:

837 2ouSw-ud02-492 8-rd oi-BEh521 haEbbEd
3. Security Token:
74922 04 8-190=-50n 73028530502 56

Launch Cloud Data Capture Cleae
Figure 3-15: Message confirming form published successfully to Cloud Data Capture

7. If you have not previously entered an Endpoint Address into Epi Info™ 7 using the
steps described in Section I of this chapter, you cannot use the File > Publish to
Cloud Data Capture option to publish your form. The system will open the dialog
box and you can paste in your Organization Key, but it will return an error
message.

You must use the Tools > Options publication steps detailed in the Setting the
Endpoint Address and Publishing a Form to Cloud Data Capture sections of
this chapter in order to use the File > Publish or Republish Form to Cloud Data
Capture option.
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4 Working with Forms

Epi Info™ 7 Form Designer is used to design a survey form for data entry. After the form is
created and tested in Form Designer, you can then publish it to Epi Info™ 7 Cloud Data
Capture. Once published, you can assign the form to others in your organization or share it
with other organizations in the system. Publishing the form in Cloud Data Capture will
facilitate data entry and management over the Internet and mobile devices, by multiple
authorized users.

This section details how to work with a form that is already published in Cloud Data
Capture. To review how to create a new project and data entry forms in Epi Info™ 7, see
the Form Designer chapter of the Epi Info™ 7 User Guide. To review how to create Cloud
Data Capture users or how to publish to Cloud Data Capture, see other chapters of this
User Guide.

Accessing Published Forms in Cloud Data Capture

To enter and edit data in the form through the Epi Info™ 7 Cloud Data Capture system,
follow these steps:

1. Open the Epi Info™ 7 Cloud Data Capture login URL you received when you were
enrolled to use your Cloud Data Capture system.

2. Enter your user name, which is your email address used to register you as an
authorized user in the system, and your password to log in.

3. The main Cloud Data Capture window will open. The forms to which you have
access are listed on the left. These include forms you published, forms assigned to
you, and forms shared with your organization.

4. If you are a member of more than one organization, you may need to click the
organization dropdown arrow and select another organization to see a specific form.
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@} Epi Info™ Cloud Data Capture

[
T T

1
| |Wecter Surveillance Branch e

@ Fooaristory

4 By Done

FoodHistory

+ Add Nenw Record

_UserEmail D

=4 Survey Final
4 By John Do

Mo records found.

Figure 4-1: Cloud Data Capture home page and organization list

5. Use the forms dropdown arrow to filter the form categories displayed to make the
form you need easier to locate:

a. My Forms: Forms that you have created or published.

b. Forms Assigned to Me: Forms that have been published by another user
within your organization and assigned to you for data entry.

c. Forms Shared with Me: Forms that were published by a member of another
organization and shared your organization. All members with the Org Admin
role in your organization will see forms shared with your organization. Org
Admins can then assign the form to Analysts within their own organization.

d. All Forms: All forms to which you have access.
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J!p‘i-];n-l;WebEnw-l-lnme xx-lr - = . it L i

(¢}
p
I
o
a
-
-
®
1]

€ & tephinetepiinfo.cloudapp.net/EICDCGuide Hame

B Most Visited | | Getting Started | © Suggested Sites || Web Sice Gallery

My Forms
Forms Assigned to Me
Forrms Shared with hie

UserEmail _DateUpdated _DateCreated _Mode

Mo records found.

Figure 4-2: List of forms categories

6. Select the form you need by clicking on it. A yellow box will highlight the selected
form. In this example, we selected the FoodHistory form in the Vector Surveillance

Branch organization.
Epi Info™ Cloud Data Cg

Home

Vector Surveillance Bralf' v m

Figure 4-3: Illustration of yellow box showing FoodHistory form as the selected form
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7. The name of the selected form will appear as the header in the records display list
(on the right-hand section of the Cloud Data Capture screen).

8. The record list will display any records already entered into the form. If no records
have been entered yet, the header at the top of the page will read, “O Records,” and
the list will indicate, “No records found.”

@ Ep| Info™ Cloud Data Captur: Header confirming the currently

selected form is FoodHistory.
e ——————————
Home Welcome John D

e ) [P
bt ] FoodHistory

Messages indicating no records
have been entered yet for the
FoodHistory form.

== Add New Record

0 Records

No records found.

Figure 4-4: Illustration of main records display list for FoodHistory form

9. If there are many records in the list and you need to edit a specific record, there are
two ways to locate the record of interest. One way is to Sort and scroll for the specific
record. For SQL Server-based projects, there is a second way to find a record, which
1s to search for the specific record by one or more known field values.

Sort and scroll for the individual's record
You can find records by sorting the list of records. This is done by selecting one of the
five primary sort fields listed on the record list, selecting the sort option, and then
scrolling page-by-page to locate the record of interest.
1. Below the "Search" button, click the drop-down list and select the field on which
to sort. The publisher of the form selects the five available sort fields when
publishing the form.

CRC _Forms Q Search

+ Add New Record ADda_Lasthiams

AD3 Barcoge ID

1-200f38

Y]
i |
:\
)
1
\
¥
T

Figure 4-5: Sort options for finding specific records
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2. To sort in ascending order, click the button with A above Z.
3. To sort in descending order, click the button with Z above A.

z4 i &l

Figure 4-6: Ascending (L) and descending (R) sort buttons

4. Scroll down the list to locate the record. If there are more records than can
appear on a page, you may need to click the next button (>) or one of the page
numbers to see the next set of records.

Search for the individual by one or more known fields
Note: This option is only available for forms published from a SQL Server-based project.

1. At the top of the record list, click the "Search" button. A series of search fields
will expand.

2. Click the dropdown arrow on the first row and select a field to search. Any field
in the database is available for searching—it is not limited to the 5 indicator
fields.

3. In the next box, type the value to search — for example, if the search field is
LastName, then enter the last name that would be on the record. Note that the
spelling must be exact. The system does not yet support the “like” operator for
finding similar, but not exact matches.

4. Click "Go" to run the search. See steps 1-4 are denoted in Figure 4-7.

CRC_Forms %

== Add New Record A03_Barcode D g

Figure 4-7: Steps to search by one or more fields in SQL Server-based records
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5. If the results show "0 Records," you may need to refine the search values, correct
the spelling, or proceed to the steps to Add a New Record. Note: The search
returns only records that match the field(s) exactly.

6. If one or a few matching records are returned, locate the record for the individual
and click the "Open" button to the left of the record.

7. If many records are returned, you may need to refine the search by adding
additional search fields.

8. To clear the search, click the "Reset" button.

Adding a New Record

If you need to add a new record, follow these steps:
1. Click the button labeled “+Add New Record.”

Epi Info™ Cloud Data Capture

Home Welcome John Doe | Site.

e ] o s

< Add New Record /

0 Records

serEma ataUpdated ateCreate ode

No records found.

Figure 4-8: Add New Record button on main records page

2. The selected form will open in Cloud Data Capture. At the top of the form are
options for navigating or saving/exiting the form:
a. Page numbers and a “next page” arrow that, when clicked, will take you to
the next page of the form.
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@ Epi Info™ Cloud Data Capture
Page number and "last
page” navigation buttons
LS DEPARTMENT OF HEALTH &

E. Coli 0157:H7 Food History Questionnaire g

Careers for Dusesse Comeal
and

Save, close, and exit
buttons

FoodHistory

| B

Case ID Date of Interview

1
! I [ | Al dats contained hensin are fichional

Demographic Information

First Name Last Mame Sex

| | | | |Select v
Do8 Age _.  Ethnicity Group :

|V | I | |select ‘-"-|

Race: [ white [J Native Hawaiian/Other Pacific Islander O Unknown/Other

O Black O American Indian/Alaskan Native
00 Asian [ Multiracial

Figure 4-9: Navigation and save/exit buttons on main form page

10. Begin entering your data. Use the tab key on your keyboard or the mouse to advance
through the fields in your form.
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Epi Info™ Cloud Data Capture

| FoodHistory

B[]

H Save & Close

E. Coli O157:H7 Food History Questionnaire

L5, DEPARTMENT OF HEALTH &
HUMAN SERVICES

Centers for Disease Control
and Prevention

CaseID Date of Interview
|12345 | |12/1/12 | Al data contained herein are fictional
Demographic Information
First Name Last Name Sex
|John | |Doe | |m—ma|e ¥
DOB Age Ethnicity Group
I5/1/70 | la7 | [Select v

Race: O White
O Black
O Asian

Address

O Native Hawaiian/Qther Pacific slander O Unknown/Other
M American Indian/Alaskan Native

O Multiracial

State

100 Main St.

[MD

Anytown
LIIown. Latitude: Longitude

Email Address

Cccupation

Figure 4-10: Sample data entry in Food History form

11. Some fields may have been created in Epi Info™ 7 with specific parameters that
limit the values that can be entered (Legal Value fields). For instance, in the Food
History form, dates entered into the “Date of Interview” field must fall between
January 15, 2011 and December 31, 2012. Attempts to enter a date outside of those
boundaries will result in an error message. An error message will also result if a
field is required to have an answer (e.g. First Name). These validation rules are
defined at the time the form is created by using the field attributes or the Check
Code editor within the Epi Info™ 7 Form Designer tool.

4-49



Epi Info™ 7 Cloud Data Capture User Guide

@ Epi Info™ Cloud Data Capture

| FoodHistory

B 13

u&mmm‘m&

E. Coli O157:H7 Food History Questionnaire

Sarear: for Drpegze Comegl
=nd Prevention

Date must be in between

11152011 and 12/31/2012

Case ID Date of Interview,
|]'2345 | IS"“:"-‘IF]'71 = I AN data contained herein are fictional
Demographic Information 2017 ¥
First Name | Su Me Tu We Th Fr Sa Sex
[ Y 0| e e ‘ | Select b
& 7 g/ o/ 10/ 11| 12| 13 |
peR ge |24 3516 1718/ 19l 20 | —
‘ 21| -22(|-23| 24, 25 26/ 27
- 28 29 30| 31

Race: O white L Native HawsTaryommer Pacc sanger o Unknown/Other
O glack O American Indian/Alaskan Native
O Asian O Multiracial

Address State
Figure 4-11: Example error for a date field with required date range

12. At the bottom of the first page of your form, you will see the following option
buttons:

a. Save: Saves the data entered thus far and leaves the form open as is. This
option would be used to save data as you go along to prevent accidental data
loss.

b. Save & Close: Saves the data entered thus far, closes the form and returns
you to the record list.

c. Exit: Exits the form and returns you to the record list. Use this option if you
were only browsing the data do not want to save any changes. If changes
were made, you will be asked if you want to save the changes or to exit
without saving.

d. Continue: If there is more than one page in your form, this takes you to the
next page in the sequence.

e. Previous: This takes you back to the previous page if you are within a multi-
page form.

Subsequent pages of the form (if applicable) will also have a Previous button at the
bottom left, which will navigate back to the previous page in the sequence.
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If you attempt to use one of the save or continue options and have entered invalid data,
or left a required field blank, Cloud Data Capture will not save the form or advance to
the next page. You must address the validation message(s) before continuing.

At any time, you can use the Exit button at the top of each page of your form to exit the
form altogether. If there are any unsaved changes to the form, a dialog will appear
asking if you want to update the record before closing, or to close without saving. If you
click Don't Save, Cloud Data Capture will not save any changes entered since the record

was opened, even changes previously saved in the current session on this form
or any dependent or related form. For example, if you add a new record on a child
form and save it, then return to the parent form and click Exit > Don't Save, ALL
CHANGES are lost, including those on the new child record.

Epi Info™ Cloud Data Capture

FoodHistory

B

Use the Exit buttonto leave the

| 12345 | 5*';1‘{2.012 Al data confained harein are fictional

Demographic Information

First Name Last Name Sex

[fohn | |Doe | [m-male V]
DOB Age Ethnicity Group

15/1/1970 | [47 | [Select v

Figure 4-12: Exit button on data entry page

13. The bottom of the last page of your form will not have a Continue button. At the
last page, you may return to a Previous page, Save your form, Save & Close the
form, or Exit the form with or without saving changes.
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Lab Testing and Results

Stool sample submitted for enteric culture? Collection date:
|No v
015747 isolated?
o V]

Lakb: Lab results:

||

Previcus buttonreturnsto
the prior pageinthe form

There isno Continue button

. on the last pageof the for
( Previous Exit HEEE

Figure 4-13: Last page of data entry, illustrating Previous button

14. When you are done entering information into your form, click the Save & Close
button on the last page.

15. Cloud Data Capture will return to the form's record list. A line for the record you
just completed (if saved) will be included in the record list. If the list is not sorted,
the most recently edited records will be at the top of the list. The fields listed on the
form’s record list are selected by the forms publisher (as identified under the form
name in the forms list). If you are the publisher of the form, you’ll see a Settings
button which can be used to change the columns listed on the record list. See the
Changing Record Settings in Cloud Data Capture section of this User Guide for more
information about the Settings option.

Welcome John Doe | Site Administraticn

FoodHistory

1-1of1

m johndoe@email.com  5/31/20122:35PM  5/31/20122:35pM  Production

Added record #1

Figure 4-14: Added record confirmation

16. The Mode for a record indicates if the record was entered while the form was in
Draft mode or Final mode.
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a. Use Draft mode to test the form in Cloud Data Capture and confirm all of the
skip logic and validation rules are working properly. Any records entered or
saved while the form is in “Draft” mode in Form Designer will be marked as
Draft in Cloud Data Capture and can be discarded before beginning the
official data entry.

b. Forms marked as “Final” in Form Designer will show as Final in the list of
records.

c. If you are the publisher (owner) of the form, there are two ways you can
change the mode of a form.

i. Using the Epi Info™ 7 Form Designer tool, with the form open in the
canvas, use the “Change Mode” dropdown in the top menu.

1. The second way to change the mode is to use Cloud Data Capture.
With the form selected, click Settings. Then, select the mode from the
dropdown list under "Form Settings".

File Edt  Veew brset  Format  Tock Help

(B NewProgect Y Open Project 5 CloteProgect | Undo  Rede | [B) Check Code | [T fnter Data \’Qu-ck Publsh
Propect Explores LS Foeeator; Fage 1

) ECat

T Rosttharey

. |
Chid Duta Captore » Dradt

:H7 Food History Qi

U5, DEPARTMENT OF FIALTH
L AT

Fanal

]

s e D
1 Pt

AT Gca COMTMNE Perp aop oo

1l Prore Nustber AT Nbimeg S
L Late Change a form's modefor useinCloud A-Ambiguous -

T} Date. Time Data Capture usng the “Change Mode” Yicity Group
P135:2-Hispanic or Lating =
Race Wiheie Hatve FumanaryDther Paods lander Linkongswn, Cither

ke Eemerican InduryAlasican Katrve
7 Ged Ayian udtiracis

Figure 4-15: Option to Change Mode for a form in Epi Info 7

17. You can open a specific record by clicking the Open button next to the record you
want to view. If you enter new data or revise previously entered data, be sure to
click Save or Save & Close before exiting.

Changing Record Settings in Cloud Data Capture

The following features are only available to the Creator or Publisher of a form. Any other
users, including organization administrators and system administrators (Super Admins)
will not see the Settings button unless they have published the form.

1. The Settings button in Cloud Data Capture allows you, the publisher of the form, to
customize the columns shown in the records display list.

2. In the Forms list, click on the form for which you would like to change the display.
The name of the form will appear at the top of the home page, as will a list of any
records entered under that form.
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Title of selected form will be here

Ary records entered into form thus
/ far will be listed here
_DateUpdated

et mai
m et et e 6/S/I01T 2:14:54 PM

John.doe@email.com 622017 11:38:55 FM

Click on desired form
Figure 4-16: Records display page

3. If applicable for your user status, the Settings button will be located in the upper
right-hand corner of the forms list. Remember: Only the creator (publisher) of the
form will see the Settings button, if you did not publish the form, this button is
hidden. You can see who created the form by checking the “Created By:” line in the
form list (left hand column of the screen).

FoodHistory i i @

+ Add New Record

C UserEmail _DateUpdated _Mode Dateofinterview 2

1-20f2

m Janedoe@email.com 7/14/2017 10:38:15 AM  Final 5/1/2012

W . doe@mail.com 6/2/2017 11:38:55 PM  Final 04/21/2012
Figure 4-17: Display columns and settings button on records display page

4. Click Settings to revise which display columns users will see when viewing the list
of records. The Settings page will open in Cloud Data Capture.
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FoodHistory

Crented by Joha Doe Kade Production

Form Settings

Producton
Form field
Drisable Form: selectioncolumns
Disable

Select up 1o 5 columns o display when g the list of reconds.

Form Mame: FoodHistory

& waellabdg T obirmey fnlum iy D piary (M B
CaselD - _UterEmuad s
Dateaflrteniew

LDatelpsared
Frythiarme - Mods

Lagtharre
= £l E
=5

Age

Make Shareable/Mot Shareabbe:
Kot Shareabie o

Assign Uers to your Form
_lun-l.lhll Uhaery

johndoel@mail. com

sohndoez @ mail, com - -

Figure 4-18: Form field selection column and user selection column on Form Settings page

5. The Settings main page lets you do the following:

a
b.
c

d

e.

Change the form mode between Draft and Final,

Disable a form;

Set the fields or columns to be shown on the records display page;
Assign the form to other members of your organization; and

Make the form sharable to share with other organizations in the system.

6. To add fields (or columns) to your records display page list, highlight the desired
field(s) to add in the Available Columns list and then click the blue arrow to move

the s

elected fields to the Columns to Display list. You can select up to a total of

five (5) columns for display.
7. For this example, we will add columns to display the date of the interview and the
person’s name to the FoodHistory record list.
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8. Fields can be added one at a time to the record list display by clicking on them and
then clicking the right-facing arrow.

Form Settings

Production -

Click the right-facing

arrow toadd columns

Disable Form:

P Fields [columnsito be
Il Disable

displayed in records list for
se|ected form

Select desired
fieldis) to add

Select up to 5 columg

display when viewing the list of records.

Availsble Colu Colamas 1o Dispey

CaselD - .E ¥ _UserEmail .
|Dateofinterview . _DateUpdated

|FirstName - Mode -
[Lastrame

|Sex - -
DB

Age = : —

Figure 4-19: Steps to add new columns to your records display list using Form Settings

9. Click DateofInterview in the Available Columns block.
10. Click the right-facing arrow.

FoodHistory

Created by: John Doe Mode: Production

Form Settings

Production -

Disable Form:
[ Disable

Select up to 5 columns to display when viewing the list of records.

Form Mame: FoodHistory

Available Columns: Columns to Displayj(Max 5)

[cookedbacon - _UserEmail .
{StoolSubmitted _DateUpdated

|StoolCallectionDate ﬂ _Mode

|D157HTisolated

= =
1
|LabResults |

|_Date£reated -| -

Figure 4-20: Illustration of new display column (DateofInterview) being added to the Columns to
Display block
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11. The DateofInterview field will move from the Available Columns list to the
Columns to display block.
12. Click Save Settings at the bottom of the Settings screen.

Select up to 5 columns to display when viewing the list of records.

Form Name: FoodHistory

Available Columns: Columns to Display: (Max 5)
CaszelD - _UiserEmail -
Dateofinteniew ] DateUpdated
FirstName n _Mode
LastMame
Sex
[
Age
EthnicityGroup
White

Make Shareable/Mot Shareable:

Mot Shareable| =

Assign Users to your Form
Available Users: Assigned Users:

lohn.doe@email.com

Figure 4-21: Save Settings button at bottom of Form Settings page

13. The column DateofInterview will now be included in the records display list on the
main form page.
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FoodHistory

== Add New Record

1-20f2

jane doe @email.com 6/5/2017 2:14:54 PM Final cf1/2012
m jane doe@emailcom  6/2/2017 11:3855PM  Final 04/21/2012

Figure 4-22: DateofInterview added to the records display list on the main form page

_UserEmail _DateUpdated _Mode

14. You can also add multiple columns to your display at once by holding the CTRL key
on your keyboard and clicking the fields you want to select, or holding down your
mouse button and scrolling through the list.

FoodHistory

Created by: John Doe Mode: Production

Form Settings

Production -

Multiple columns selected using
CTRL or mouse button

Disable Form:
] Disable

Select up to 5 columns to display when viewing the list of records.

Form Name: FeodHist
Available Columns: 23 Columns to Display: (Max 5]
|CaselD = _UserEmail

FirstName - _DateUpdated

LastMame - |_Mode -
iSex

[

& il
|Age

[EthnicityGroup e

Figure 4-23: Illustration of how to select multiple columns in Form Settings

15. Once you have selected your desired fields from the Available Columns list, click
the right-facing arrow to add them to the Columns to Display list.

16. The newly selected columns will now appear in the records display list on the main
form page.
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FoodHistory

1-20f2 ” Fr?;——?"—'-ﬁ?

D-L-,|.-__;t£. jane.doc@emailcom 6/5/201721454PM  Production John Doe
RN |ane.doe@email.com ::2;2017 11:38:55P  Production  Janey Doe

Figure 4-24: FirstName and LastName fields added to records display list

17. Remember that you can select up to a maximum of five columns to appear in the
records display list. If you attempt to add more than five columns, Cloud Data
Capture will return an error message.

[ Message from webpage e

. !,\ You can only select up to 5 columns.

Figure 4-25: Error message for attempting to add more than five display columns

18. The Settings button also includes the option to change the order in which columns
appear in the records display list. To do so, start by clicking Settings from the main
form screen. Remember: Only the creator (publisher) of the form will see the
Settings button; if you did not publish the form, this button is hidden. You can see
who published the form by checking the “Created By:” line in the form list (left hand
column of the screen).
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B - P | Az
YateUpdated Mode

jane.doe@email.com
el jane.doe@email.com

6/5/2017 2:14:54 PM

6/2/2017 11:38:55 PM

Production

Production

Figure 4-26: Settings button on records display page

19. Once in the main Settings screen, you can change the order of columns in the

Columns to Display block.

20. Click the field for which you would like to change the order until it highlights in

blue.

Select up to 5 columns to display when viewing the list of records.

Form Name: FoodHistory

Available Columns:

CaselD
Dateoflnterview
Sex

DOB

Age
EthnicityGroup

| AT

White v

Columns to Display: (Max 5)

_UserEmail
_DatelUpdated
_Mode
LastName

Figure 4-27: FirstName field highlighted in Columns to Display list

21. Use the blue arrows to the right of the Columns to Display block to move fields up
and down in the display order. Clicking the up arrow with move the field up in the
list, and clicking the down arrow will move the field down the list. You can click
multiple times to move the field more than one space in the overall order of fields.
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Select up to 5 columns to display when viewing the list of records.

Form Mame: FoodHistory

Available Columns:

Columns to Display: (Max 5)

CaselD Jl _UserEmail

DateofInterview _Datelpdated

Sex n _Maode

DOB LastMame |
Age
EthnicityGroup n :
White b g

BlatsimllaissaiamiMCdlarliasifele]lsmnd=se

Figure 4-28: Buttons to change the order of displayed columns in records display list

22. In this example, we are moving FirstName and LastName to be the first fields in
the records display list by clicking on each field and then clicking the up arrow the
appropriate number of times to position each field.

Select up to 5 columns to display when viewing the list of records.

Form Name: FoodHistory

Available Columns:
CaselD

Columns to Display: (Max 5)

, FirstName
Dateoflnterview
Sex u _UserEmail “
DOB _DateUpdated
Age _Mode
EthnicityGroup n
White v
Blatnenbd winay dianiTharDacifielelandare

Figure 4-29: Moving LastName field to new location in the Columns to Display block

23. Once you have the fields located in your desired order, click Save Settings at the
bottom of the Settings main page.

24. The records display list will now appear with FirstName and LastName as the
first two columns.

FOOdHI-StOI'}" L Settings

= Add New Record

1-20f2

Ahlarma P ey \atal Indatad -
walme g gme Usercma Lia ed A0

Doe

john.doe@email.com 6/5/2017 2:14:54 PM  Production

Janey Dot | e dce@enatron 32;201? 11:3855P  Production

Figure 4-30: FirstName and LastName moved to first two columns in records display list
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25. To remove columns from the records display list, click the Settings button in the
main form page.

26. In the Columns to Display list, click to highlight the field(s) you want to remove
from the display. You can hold the CTRL key and click fields to select more than one
at a time.

27. Click the left-facing arrow between the two columns lists to move your selected fields
from the Columns to Display list to the Available Columns list.

Ferm Name: FoodHistory
Available Columns: Columns to Display: (Max 5)
Fever

Vomiting

BloodyDiarrhea n _UserEmail

MonBloodyDiarrhea _DatelUpdated
PoorFeeding _Mode

Chills

Irritable b4

Bliaman

Figure 4-31: Arrow to remove select fields from the display columns

28. The selected field(s) will move back to the Available Columns list. Note that these
fields will automatically load to the bottom of the field list, vs. moving back to where
they originally appeared in the Available Column list.

29. Click Save Settings.

30. The removed field(s) will no longer display in the records display list.

FoodHistory

1-20f2

]Dhn_dge@email_cum 6/5/2017 2:14:54 PM Production

jane.doe@email.com 6/2/2017 11:38:55 PM Production

Figure 4-32: Records display list with FirstName and LastName fields removed

Change Assigned User Settings

If you published the form to Epi Info™ Cloud Data Capture, you can change settings for
your assigned users.
1. Login to Epi Info 7™ Cloud Data Capture.
2. Click on the form for which you would like to change the assigned users. The records
for that form will display in the main records screen.
3. Click the Settings button in the top right-hand corner. Note: Only the creator
(publisher) of the form will see the Settings button, if you are not the forms
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publisher, this button is hidden. You can see who published the form by checking the
“Created By:” line in the form list (left hand column of the screen).
4. The Form Settings page will open.
Scrolling in the Form Settings screen will bring up the option to Assign Users to
your Form (i.e. add or remove users from access to a particular form). To add a user
to a form, click the desired user’s email address in Available Users to highlight

their address and then click the right-facing arrow to add them to the Assigned
Users list.

Make Shareable/Not Shareable:
Mot Shareable| =

o

Assign Users to your Form
Available Users: Assigned Users:

janedoe @ mail.com
johndoe @ mail.com

E Save Settings

Figure 4-33: Assign Users fields in Form Settings

6. To remove a user from a form, click the undesired user’s email address in the
Assigned Users list and then click the left-facing arrow to move them back to the
Available Users list. The form is assigned only to users identified in the Assigned

Users block, and only these users will see the form when they log into the Epi Info™
Cloud Data Capture main records screen.

Assign Users to your Form
Available Users: ) Assigned Users:

jane.doe@email.com john.doe@email.com

&= A
= i

Figure 4-34: Button to remove users from Assigned Users list

7. IMPORTANT: Scroll to the bottom of the screen and click Save Settings to save
your changes to assigned users.
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Changing Form Status in Cloud Data Capture

You can change the status (final or draft) of your form on the Form Settings page.
1. Click the Settings button on the main form page.
2. The main Settings page will open. The Form Mode dropdown menu is at the top of
the Form Settings menu.

FoodHistory

Created by: Mode: FINAL

Form Settings

Disable Form:

Disable

Figure 4-35: Form Mode dropdown menu on Form Settings page

Click the dropdown arrow to view status options—Final or Draft—for your form.
Scroll and click to select your desired option.

Click Save Settings at the bottom of the Settings screen to save your selection.
You can also disable a form by checking (clicking) the Disable box at the top of the
Form Settings page.

o DU 00

FoodHistory

Created by: Mode: FINAL

Form Settings

Form Mode:

FINAL |+

Disable Form:

Disable

Figure 4-36: Disable Form option in Form Settings
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