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Welcome

Welcome to the Hand Hygiene Australia Compliance Database!

This document outlines the essential information for use of the system for the various roles
available.

Login

Login screen — Compliance Database

URL: https://compliance.hha.org.au

Login

*
Username: | |

Password:*| |

Fargot your password?

Login screen — Compliance Mobile

URL: https://compliance.hha.org.au/mobile

Compliance Mobile

Auditor Username

Password

Login


https://compliance.hha.org.au/
https://compliance.hha.org.au/mobile
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Username

Supplied by the person who created your profile

Password

The password was created on the registration of your profile. If you cannot remember what this is
please use the link on the login page to reset your password:

Login
Username:” | \
Password:”| ‘
[Login
Forgot your password?
Identify Your Account

Flease enter your username and email address to reset your password,

*
Username: | |

Email:" || |

I'm not a robot
reCAPTCHA

Reset Password

PLEASE NOTE:

The forgotten password link will only work if you include the correct Username and the correct
email address for your profile.

If you are not receiving an email to reset your password it is likely that you are entering your
Username incorrectly OR the email address you provided is now out of date OR incorrect.

The forgotten password email should arrive in your inbox within % hour after using the forgotten
password function. If you do not receive it after this time please do the following:
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Check your junk and spam folders for the forgotten password email — if found, mark the email as
“NOT JUNK”, then follow the prompts to login or change your password.

Try using the forgotten password again, ensuring that you are using the correct Username.
Please note: the username is case sensitive

Try using the forgotten password again, but this time with an alternate email that may have
been entered into your profile on registration. For example, you may have entered your work
email for the ‘forgotten password’ however when registered, a personal email address was
entered into your profile or vice versa.

If you have tried all of the above steps that are relevant to you, it is likely that you may have
missed entering an email into your profile, or you entered your email address incorrectly. In this
case you need to contact the person who created your profile
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Navigation

Home screen

Once you have logged in to the system, you will be presented with your homescreen. This will differ
depending on the role you have been allocated in the system.

The following screenshots show the available administrative options (top level menu) for each user

role:

For users with the role “Auditor”

English (Australia) Auditor v Ignaz Semmeiweis Help Logout

i

English (Australia) Reporter v Ignaz Semmelweis Help Logout

"

English (Australia) Organisation Administrator v  Ignaz Semmeiweis Help Logout

English (Australia) Data Entry v Ignaz Semmeiweis Help Logout
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Update My Profile

If you need to update any information saved in your learner profile, then click on your name in the
top right hand corner of the screen:

English {Australia) Auditor Ignaz Semmeiwel) Help Logout

Edit Details:

Then you are able to edit any of your user details:

English (Australia) Auditor » Ignaz Semmelweis Help Logout

Dashboard » Users » User Details

Edit User: Ignaz Semmelweis

Details
Main Details

Role: Auditor Roles

Username:” |Ignaz

First Names:™ |Ignaz

Last Name:™ |Semmelweis

Phone: |

Street: |

Email:*|test@austin.c|rg.au |

Suburb: |

Password

Please ensure that all sessions on your mobile devices have been synchronised AND you have logged
out of the mobile devices (even if there were no sessions to be synchronised) BEFORE you change your
password.

To log out of a mobile device you need to press the logout button. Simply closing the
browser/navigating to a new page is not sufficient.

|| I confirm all sessions are synchronised AND devices are logged out

New Password: | |

Confirm Password: | |

Force password change:

Other Information
Created By: Nexus6 Administrator

Create Date: 10/12/2012 2:19:51 AM
Last Modified By: /gnaz Semmelweis
Last Modified Date: 22/10/2019, 10:41:48 AM

Last Login or Mobile Syne: 22/10/2019, 10:25:37 AM from IP address 10.179.30.45

Legacy User ID:

All details are able to be updated and saved.

Please ensure you read the note regarding the Password change. If a password is changed whilst you
are still logged in on a mobile device, then you will not be able to sync data moving forward until the
Mobile Device Troubleshooting guide is followed.

10
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Review / Remove Roles

Review your Roles by clicking on the Roles tab in the vertical menu:

English (Australia) Auditor + Ignaz Semmelweis Help Logout

Home Contacts

Dashboard > Roles

Your Roles
Auditor for: [} Details
® [TEST-HOSP-3] Test Hospital J Roles
Reporter for: L
Depariment:

* [MED-1] Medical 1 at Test Hospital (]

Remove o

If you no longer need any of the attached roles, check the checkbox and press “Remove Selected”

11
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Update Other User’s Profiles

For users with role: Administrator - Organisation
Organisation Group

Region Group
Region

Select Users in the Top Level Menu:

English (Australia) Organisation Administrator + Ignaz Semmelweis Help Logout

Users

Audits Contact:

Home Exports Sessions Organisations

Dashboard = Users

Users Add User +
Username: | | QOrganisation: |AH v
First Name: | | Department: |AH v
Last Name: | |
Keyword: | |

Include deleted: ||

Primary Contacts: [

Organisation Administrator
Role: Auditor

Reporter

Data Entry .

Shawinal 1n  w» [resultc 1-10 nf 14

Enter details in the Search options, then press Search.

NOTE: It is recommended that you enter a small amount of information in the search fields initially
so that users are not missed.

For example, if searching for Joanne Smith:

Username: ‘

Last Name: ‘smi

First Name: ‘j 0 |

Keyword: ‘

Include deleted: | |

Primary Contacts: [ |

Organisation Administrator
Role: Auditor
Reporter

Data Entry -

PN

12
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How to Create New Audits — National and Local

For users with role: Administrator - Organisation
Organisation Group

Region Group
Region

Contents:

Screen Overview

Accessing the Audits Page

Adding a new National Audit Period

Adding a Local Audit

Changing the Dates of a Local Audit Period

Temporary Audits

Screen Overview

1) TOP LEVEL MENU

a Home  Exports Sessions  Audits Organisations Contacts  Users

Dashboard > Users

2) ADD NEW BUTTON

Users ) Add User »
ff Username: Organisation: | All v
First Name: Department: | All A
Last Name: Role: | all v
Keywerd: \
Include defered: 3) SEARCH FILTERS

showang [ 10 v |results, 1-10 of 3558

4) RESULTS N BEEEEEREEBS
1 Hchang Chang. Heather heather.chang @hospitala.org.au Auditor
2 Dbourke Bourke, Diane diane bourke@hospitala.org.au Auditor
3 Lsmith smith, Leanng leanne.smith@hospitala.org.au Auditor

|

13
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Audits and Audit Periods

An Audit Period is simply a defined date range that can contain one or more Audits. The moments
collected are attached to an Audit. Reports, however are only available or the Audit Period.

National Audit Periods are defined and generated by an administrator if required. They only contain
one audit with the same name.

Organisations can also define their own Local Audit Periods which they can create audits for.
Moments collected against a local audit are not included in the national audits.

Accessing the Audits Page

>Login to Compliance Database

There are 2 ways to access the Audits Page

To view and access all audits for the organisation(s) that you are an administrator for.

>Click the Audits button in the top level menu

OR
To view and access audits for a single organisation only

>Click the Organisations button in the top level menu

Eng sh (Austraia) Org Admin Help Logout

T

>Click an organisation’s name to select it.

14



!/ Hand Hygiene Australia
G- Y9

www.hha.org.au

QOrganisations

Code:
Name:

State: | all v

Total results: 1

Code Nama A Type Depts Beds Parent

1/ HOSP-A Hospital 0 500/ Not Defined

This will take you to the Organisation Administration screen
>Click Audits from the Organisation Menu if not already selected.

Dashboard = Organisation List > Organisation Audits

TEST HOSPITAL - Audits Add Audit +
ORGANISATION MENU

Audi
MName: -

' r Audit Periods
Audit Type: | Any =l

Sessions

Audit Period: | Any

1]

AUDITS

Departments

Audit Status: | fny |-
— HCW Types

Spans Date:

Users

Details

Both methods will take you to the Audits page where you will see a list of Audits for the selected
organisation(s).

Nb. You can use the search filters to narrow down the list of audits if you are searching for an audit
that has already been created for an organisation.

Audits Add Audit +
Name: Organisation: | Any i'
Audit Type: | Any ‘!‘
Audit Period: | Please Select Parent if—
Audit Status: | Any B
Spans Date:

Showing [ 10 F]resu)(s. 1-10 of 12

H & s

Name StartDate V¥ End Date Status Sessions Organisation
1 Audit One 2013 01/11/2012 31/03/2013 Active 2/11  TEST HOSPITAL
2 Spot Audits 2012 01/07/2012 31/12/2012 Pending Approval 1/1  TEST HOSPITAL

15
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Adding a new National Audit Period
>Click Add Audit +

Audits Add Audit +

>Select the Audit Type, Organisation and Audit Period

The Name, Start Date and End Date fields will be automatically completed.

Add Audit
Audit Type: | National v
Organisation:” Hospital A v
Audit Period:” Audit One 2018 v

Name:” | Audit One 2018
Start Date:” 01/11/2017

End Date:” 31/03/2018

*Warning* - Whilst it is possible to make the audit name different to the National Audit Period
name, this may cause confusion for your auditors looking for the standard national audit period
name

>Click Save

You will be returned to the Audits page where you will see that the new audit has been added to the
results display.

The Audit is now available to have sessions added to it.

Adding a Local Audit

This is a 2 step process. The Audit Period must be defined before adding the audit.

Organisations can create Local Audit Periods for audits that an organisation does not want included
as part of a national program.

Step 1. Defining a Local Audit Period

>Click the Organisations button in the top level menu

16
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Englsh (Austraia) Org Admin  Help Logout

i

>Click an organisation’s name to select it.

Organisations

Code:
MName:

State: | all v

Total results: 1

Code Mame & Type Depts Beds Parent
1 HOSP-A Hospital 0 500 Mot Defined

>Click Audit Periods in the Organisation Menu.

Hospital B - Audit Periods Add Audit Period +
| - | ORGANISATION MENU
Audit Periods
Spans Date: | |
Sessions
AUDIT PERIODS R
HCW Types
Users
Details
Showing| 10 v | results, 1-10 of 35
E 2 3 4 Next > \\—_./
Name Start Date ¥ End Date Type Audits

1 Emergency Department March 2015 12/03/2015 20/03,/2015 Local 1

2 Local audit 2/2015 01/04/2015 05/07/2015 Local 1

3 Local Audit 3 2007 03/07/2017 10/11/2017 Local 2

4 Local audit 2 2017 01/04/2017 1040772017 Lercal [}

5 Local Audit 1 2017 01/11/2016 15/04/2017 Local 2

>Click Add Audit Period +

Hospital B - Audit Periods

Add Audit Period to Hospital B

Audits
Name:" |Local Audit 2018
Audit Periods
Start Date:" [01/01/2018
Sessions
End Date:” |31/12/2018

Departments

HCW Types
Users

Details

17
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>Enter a Name, Start Date and End Date
>Click Save
The new audit period will be added to the list of Audit Periods for the organisation.

N. B the end date cannot be in the past. You can however amend the end date after creating the
local audit.

Step 2. Adding a Local Audit

>Click Audits in the Organisation Menu.

Hospital B - Audits Add Audit +
e / Audits N
ame: _?
AUDITS W
Audit Type: | Al v fuareness
Sessions
Audit Period: Al v
Departments
Audit Status: Al v
HCW Types
Spans Date:
User
Details
Showing | 10 v |results 1-10 of 28

E 2 3 Next > “ s

m Name Start Date ¥ End Date Status Sessions
1 Audit Three 2018 01/07/2018 31/10/2018 Active 37/510
2 Anaesthetics Pilot Audit 01/07/2018 31/10/2018 Active 0/0
3 Audit Two 2018 01/04/2018 30/06/2018 Complete
4 Local Audit 2 2018 01/04/2018 30/06/2018 Complete
>Click Add Audit+

Hospital B - Audits

>Audit Type ‘Local’

>Select Audit Period created in step 1.

Add Audit
Audit Type: | Local "\
Organisation:” Hospital B v
Audit P-rind:'| Local Audit 2013 v

Mame:" [Local Audit 2018

Start Date:" [01/01/2018
\\_End Date:" |31/12/2018 j

>Save

18
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Changing the Dates of a Local Audit Period

There may be occasions when an organisation needs to change the dates of a Local Audit Period.
>Click the Organisations button in the top level menu

English (Austrafa) Org Admin  Heip Logout

" -
e e I o] e

>Click the organisation’s name to select it.

Organisations

Code:
MName:

State: | All ¥

Total results: 1
Code MName & Type Depts Beds Parent

1 HOSP-A Hospital 0 500 Not Defined

>Click Audit Periods in the Organisation Menu.

>Click the name of the Audit Period that needs to be changed to select it.

_ - —————— = B T i

Hospital A - Audit Periods Add Audit Period

NS ORGANISATION MENU ﬁfﬂﬁ
- /’ Audit Periods I
AUDIT PERIODS Sessions

Departments

HCW Types

Users
Details
Showing| 10 » |results, 1-10 of 36
B (2] 3] 4] [Nex> S ———

MName Start Date

01/01/2018 31/12/2018 Local 0
2 Local audi 2/ 0L/04/2015 05/07/2013 Local 1
3 Emergency Department March 2015 12/03/2015 20/03/2015 Local 1
4 Local Audit 3 2017 03/07/2017 10/11/2017 Local 2

>Enter the new date

19
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Edit Local Audit 1 2018 Audit Period of Hospital A

Mame:" |Local Audit 1 2018
Start Date:|| 01/11/2017

End Date:|| 31/03/2018

>Click Save

Remember, this has just changed the Audit Period dates. Any audits that have been created for the
Audit Period will still have the previous date.

You will therefore need to either:
Change the end date of the audit via the Organisations Audit page; or

Add a new audit to the audit period. This will not affect reporting as the reports use the Audit
Period not the Audit to group moments.

Temporary Audits

Any Hand Hygiene Compliance data collected on a mobile device that has not been synced before
the audit changes to 'Complete' will now go automatically into a 'local audit' when the device is next
synced. This prevents changes to the national reports after the reports have been finalised.

This local audit is generated by the database and will be named with the auditors 'username' and the
date/ time of the sync.
Example: 'IgnazS_temp_audit_20160713_1156'

To change the Temporary Audit to either a National or Local Audit Period,
>Click Audits in the Organisation Menu (1.2)

>Click on the Temporary Audit name to open the Audit

>Select the Details tab

>Choose another Active Audit from the Audits tab

>Save
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bloggsj_temp_audit 20180328 1134 - Edit Session

Sessions
Moments (4/5)
HCW Type Moment # Action Gloves Source
" " v v m
Medical Practitioner 1. Before Touching A Patient Rub m Mobile
Murse/Midwife 1. Before Touching A Patient Rub m Mobile
Medical Practitioner 4. After Touching a Patient Rub m Maobile
Murse/Midwife 1. Before Touching A Patient Rub Mobile
Nurse/Midwife 5. After Touching A Patient's Surroundings Missed m Mobile

Session Details
Organisation: Hospiral C

nucm:'[ bloggsi_temp_audit_20180326_1134 = |

Auditer:” Bloggs, Joe L
Department:” SED "
Session Number: 1
Start Date:” 23/03/2018
Start Time:" 11:34
End Date:" |23/03/2018

End Time:™ 11:47
Created By: Joe Bloggs
Create Date: 29/03,/2018, 9:00:49 AM
Last Medified By: Joe Bloggs
Last Modified Date: 25/03/2018 9:00-45 AM

soe | coer

To prevent temporary audits from occurring, all mobile devices should be synchronised after each
session. Devices should be logged out by using the Logout button at the end of each audit period.
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Managing Departments for an Organisation

For users with role:

Administrator - Organisation

Organisation Group

Region Group
Region

Contents

Screen Overview

Viewing an Organisation’s Departments

Editing an existing department

Inactivating or deleting an existing department

Adding a New Department

Parent Departments

Screen Overview

1) TOP LEVEL MENU

Org Ad

I'Io|||n|E|anh Snnlﬂnim:&g-hﬂus&nhmugrs

Dashboard > Users
2) ADD NEW BUTTON é
Users Add User +
Username: Organisation: | Hospital A v
First Name: Department: | All T
Last Name: Role: | all v
Keyword:
Include deleted:
\ 3) SEARCH FILTERS
Showing| 10 v |results, 1-10 of 119
4) RESULTS BEEEEEEEE 12| | Next>
Username F LT Email Rele
1 Auditor 1 Second Name, First Name auditorl @hospitala.org.au Auditor
2| Auditor 2 Bloggs, Joe J-bloggs@hospitala.org.au Auditor
3 | Auditor 3 Auditor, Test test.auditor@hospitala.org.au Auditor

.
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Viewing an Organisation’s Departments

>Login to Compliance Database

>Click the Organisations button in the top level menu

English (Australia) Org Admin Help Logout

Py

Audits | Organisations 51 Contacts  Users

>Click the organisation’s name to select it under the blue line

Organisations

Code:
MName:
State: |all v
Total results: 1
Code Name A Type Depts Beds Parent
1|HOSP-A Hospital A Hospital 34 565 Metropolitan

N.B. If you are responsible for multiple organisations you can use the search filters to narrow down
the list of organisations displayed and then select the required organisation.

Dashboard > Organisation List > Crganisation > Organisation Departments

Hospital A - Departments Add Department +
ORGANISATION MENU
Available Departments Audits
Mﬂ\f! Sequence  Code Name Parent Type Status Audit Periods
@ 1 MEDI-WARD Medical Ward Not Defined Medical Active
@ @ 2 |ACC Ambulatory Care Centre Active Sessons
AU Ula Y Vi
DEPARTMENTS oo V| s
@ @ 3 Emergency Emergency Department tment  Activ
Department Department HCW Types
@ @ 4 |RECO Recovery Not Defined Peri-operative Active
Users
@ @ 5 INTE-CARE-UNIT Intensive Care Unit Not Defined Critical Care Unit Active
Details
@ @ 6 |3-NORT 3 North Not Defined Medical Active

>Select Departments from the Organisation Menu on the right hand side

This will take you to the Organisation Departments page where you will see a list of departments for
the selected organisation. From here you can manage the organisation’s departments by adding a
new department or editing and removing an existing one.

The list of departments can also be re-ordered by clicking the arrows to the left of the department
list.

QU

This order will be reflected in the drop down list for data entry.
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Editing an existing department

>Click the code or name of the department you want to edit

[ -

Move Sequence Code Name Parent Type Status
@ 1 | MEDI-WARD Medical Ward Not Defined Medical Active

This will take you to that department’s details screen where you are able to change the department

name and department type.

Code:" |MEDI-WARD Audits
MName:"|Medical Ward Audit Periods

Sessions
Is this a Parent:
Department Type: | Medical i Departments
A parent department should only be used if you want = group seversl HCW Types
Parent: | No Parent M departments together for reporting purposes. You can't add data directly to 3
parent depanment. Users
Active: ¥ .
Details

Created By: Org Admin
Create Date: 28/02/2018, 2:14:52 PM
Last Modified By: Org Admin
Last Modified Date: 23/02/2018, 2:14:52 PM
Legacy ID:

£330

>Click Save or Cancel to return to the department list.

Inactivating or deleting an existing department

Select the department to be inactivated or deleted as per above

A
Code:” |MEDI-WARD Audits
Name:" [Medical Ward Audit Periods

T Sessions
s a Parent:
Department Type: | Medical b Departmants
A parent department should only be used if you want o group several HCW Types
v
Parent: | No Parent departments together for reporting purposes. You can't add data directly 1o a
parent depanment. Users
Active: & .
Details

Created By: Org Admin
Create Date: 23/02/2018 2:14:52 PM

Last Modified By: Org Admin
Last Modified Date: 25/02/2018, 2:14:52 PM

Legacy ID:

 Save | Cancel |

>To inactivate an existing department, uncheck the ‘Active’ box and Save.
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The status will change to ‘Inactive’ in the department list. If a department is inactive, no further data
can be entered into the department and the department will not appear in the drop down list for
data entry. All data collected for that department will still be available in reports.

> To delete a department, select ‘Delete’ and then ‘OK’ in the pop-up box.

Only departments without associated hand hygiene auditing sessions can be deleted. Departments
associated with hand hygiene auditing sessions will have the message “Cannot be deleted — Has
Sessions” replacing the delete button.

CannotiaeEl el eted] S AE taes ST o]

Adding a New Department

View the ‘Departments’ page for the organisation you wish to add a department to as per above

>Select Add Department +

Dashboard > Organisation List > Organisation > Organisation Departments

Test Hospital - Departments Add Department +

>Enter a unique code for the department

>Enter the name of the department as you want it to appear on the reports
>If applicable select a parent department (see below)

>Select the ward type

>Click Save

Add Department

Code:” RADI
Name:" [Radiclogy

Is this a Parent:

Department Type: | Radiclogy v

Parent: | Mo Parent b

Parent Departments
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A parent department can be created to group a number of departments together for reporting
purposes. For example, you could create a parent department called Medical Wards and then
allocate each of an organisation’s medical wards to this parent department. You would then be able
to generate compliance rates for each ward along with an overall rate for all the medical wards
combined in the parent department.

A parent department cannot have data attached to it.
To create a parent department,
>check the box ‘Is this a Parent’

>Save

Add Department

Code:” |MEDI-WARD
Name:™ [Medical Wards

Is this a Parent: ¥

>The parent will now appear in the dropdown list for non-parent departments

>Select parent and Save

Add Department

Code:” 12-50UT Audits

Name:” 2 South

Is this a Parent:
Department Type:  Medical v
| - A parent department should only be used if you want to group several
ren N . v
Parent: ‘ No Parent departmaents together for reporting Purposes. You can't 3dd daca directly 10 3
No Parent parent depantment Use
Emergency Department
Medical Ward Details
[ Save | Cancel |
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Managing Healthcare Worker Types (HCW)
for an Organisation

For users with role: Administrator - Organisation
Organisation Group

Region Group
Region

Contents

Screen Overview

Viewing an Organisation’s HCW Types

Editing an existing HCW type

Inactivating or deleting an existing HCW Type

Adding a New HCW Type

Screen Overview

1) TOPLEVEL

English (Australia) Org Admin Help Logout

IElanh mim:w&MUnrs

Dashboard > Users

Users 2) ADD NEW } Add User +
( Username: Organisation: | Hospital A v \
First Name: Department: | All v
Last Name: Role: | all v

Keyword: \
Include deleted:

\m 3) SEARCH
- 3..u.m.gﬁ'ﬁmus. T-10 OT 119
4) RESULTS ™ BEEEEEEEE 2 | New> \

Role

Username A Name Email

1 Auditor 1 Second Name, First Name auditorl@hospitala.org.au Auditor
2| Auditor 2 Bloggs, Joe J-bloggs@hospitala.org.au Auditor
3 | Auditor 3 Auditor, Test test.auditor@hospitala.org.au Auditor

\_ J

27



!/ Hand Hygiene Australia
G- L)

www.hha.org.au

Viewing an Organisation’s HCW Types

>Login to Compliance Database

>Click the Organisations button in the top level menu

English (Australia) Org Admin Help Logout

>Click the organisation’s name to select it under the blue line

Organisations

Code:
MName:
State: | All v
Total results: 1
Code Name A Type Depts Beds Parent
1 HOSP-A Hospital A Hospital 34 565 Metropolitan

N.B. If you are responsible for multiple organisations you can use the search filters to narrow down
the list of organisations displayed and then select the required organisation.

Dashboard » Organisation List » Organisation Audits

TEST HOSPITAL - Audits Add Audit +

ORGANISATION MENU \
Audits

Name:
| — Audit Periods
Audit Type: | Any _'!
= Sessions
Audit Period: | Any =
— HCW I IPES \ Departments
Audit Status: | Any =)
HCW Types
Spans Date:

Users

Details

>Select HCW Types from the Organisation Menu on the right hand side

This will take you to the Organisation’s HCW Types page where you will see a list of HCW types for
the selected organisation.

28



!/ Hand Hygiene Australia
G- L)

www.hha.org.au

Hospital A - HCW Types Add HCW Type +
Available HCW Types Audits
Move  Sequence Code Name Parent Type Status
Audit Periods
@ 1N Nurse/Midwife Nurse/Midwife Active
Sessions
@ @ 2 AH Allied Health Care Worker Allied Health Care Worker Active o
@ @ 3 REG Registrar Medical Practitioner Active Departments
@ @ 4 RES Resident Medical Practitioner Active HCW Types
@ @ 5 CONS Consultant Medical Practitioner Active Users
@ @ 6 Vis DR Visiting Doctor Medical Practitioner Active D
Details
@ @ 7 PSA Personal Service Assistant Personal Care Staff Active

From here you can manage the organisation’s HCW types by adding a new HCW Type, or editing an
existing one, or marking an existing HCW type “inactive” to hide it from during data entry and
reporting.

The list of HCW Types can also be ordered by clicking the arrows at the left. This order will be
reflected in the drop down list for data entry.

Editing an existing HCW type
>Click the code or name of the HCW type you want to edit

Move Sequence Code Name Parent Type Status
@ 1|N Nurse/Midwife Nurse/Midwife Active

This will take you to that HCW Type’s details screen where you are able to change the code, name
and parent HCW Type.

Dashboard > Organisation List > Organisation > Organisation HCW Types

Hospital A - Nurse/Midwife - Details

Code:” :N

Name:’ :N urse/Midwife
Parent HCW Type: ' | Nurse/Midwife v
Active: ¥
Created By: Nexus6 Administrator
Create Date: 24/01/2015, 7:16:55 PM
Last Modified By: Nexusé Administrator
Last Modified Date: 24/01/2015, 7:16:55 PM
Legacy ID:

] F B [ e - - el TS

>Click Save or Cancel to return to the HCW Type list.
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Inactivating or deleting an existing HCW Type

Select the HCW Type to be inactivated or deleted as per above

Dashboard > Organisation List > Organisation > Organisation HCW Types

Hospital A - Nurse/Midwife - Details

Code:™ N
Name:" [Nurse/Midwife
Parent HCW Type:” | Nurse/Midwife v

Active: ¢
Created By: Nexus6 Administrato.
Create Date: 24,/01/2015, 7:16:55 PM
Last Modified By: Nexusé Administrator
Last Modified Date: 24

Legacy ID:

>To inactivate an existing HCW Type, uncheck the ‘Active’ box and Save.

The status will change to ‘Inactive’ in the HCW Type list. If a HCW Type is inactive, no further data
can be entered against that HCW Type. The HCW Type will also not appear in the drop down list for
data entry. Historical data collected against the HCW Type will still be available in reports.

> To delete a HCW Type, select ‘Delete’ and then ‘OK’ in the pop-up box.

Only HCW Types without associated hand hygiene auditing data can be deleted. HCW Types
associated with hand hygiene auditing data will have the message “Cannot be deleted — Has
Moments” replacing the delete button.

Adding a New HCW Type

Parent HCW Types are set by HHA and cannot be edited or deleted.

New HCW Types however can be created and assigned to one of the Parent HCW Types. This allows
various craft groups to be grouped under a Parent HCW Type for local reporting purposes. Locally
created HCW Types are not included in the National Reports. National Reports only report the
overall Parent HCW Types.

For example, you could create new HCW Types such as Physiotherapist, Occupational Therapist, and
Dietician etc. All of these would have the same Parent HCW Type “Allied Health Care Worker”. You
would then be able to generate compliance rates for each local HCW Type as well as an overall rate
for all Allied Health combined.
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View the HCW Types page for the organisation you wish to add a department to as per above.

>Select Add HCW Type +

Test Hospital - HCW Types Add HCW Type |+

>Enter a unique code for the new HCW Type
>Enter the name of the HCW Type as you want it to appear on the reports

>Select the applicable Parent HCW Type

Add HCW Type

Code:” PHYS

Name:" [Physiotherapist

Parent HCW Type:" | Allied Health Care Worker v

>Click Save
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Adding a User as an Auditor for an Organisation

For users with role: Administrator - Organisation
Organisation Group

Region Group
Region

Contents

Screen Overview

Viewing an Organisations’ users

Adding an existing User to the role of Auditor at an Organisation

Detaching an Auditor

Creating a New User

Adding or detaching an auditor directly from the users profile page

Screen Overview

1) TOP LEVEL MENU

English (Australia) Org Admin Help Logout

Dashboard > Users

/ﬂ!ﬁs Add User \

Username: | Organisation: | Hospital 4 v|
First Name: | Department: | Al v
Last Name: | Role: | al v

Include deleted:

4) PAGE RESULTS

1 Auditor 1 Second Name, First Name auditorl@hospitala.org.au Auditor
2| Auditor 2 Bloggs, Joe J.bloggs@hospitala.crg.au Auditor
3 Auditor 3 Auditor, Test test.auditor@hospitala.org.au Auditor

\_ _J
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Viewing an Organisations’ users

>Login to Compliance Database
>Click the Organisations button in the top level menu

English (Australia) Org Admin Help Logout

nnn

>Click the name of the organisation under the blue line to select it.

—

Organisations

Code:

Name:
State: | all v
Total results: 1
Code Name A Type Depts Beds Parent
1 HOSP-A Hospital A Hospital 34 565 Metropolitan

N.B. If you are responsible for multiple organisations you can use the search filters to narrow down
the list of organisations displayed and then select the required organisation.

Dashboard > Organisation List > Organisation Audits

TEST HOSPITAL - Audits Add Audit +

ORGANISATION MENU
\ Audits

Name:

Audit Periods

Audit Type: | Any H
Sessions
Audit Period: | Any M
Departments
Audit Status: | Any B
USERS HCW Types
Spans Date:
Users

Details

>Select Users from the Organisation Menu on the right hand side

This will take you to the Organisation Users page where you will see a list of all roles for the selected
organisation.

>View list of auditors by selecting dropdown box

From here you can manage the organisation’s auditors by adding a new auditor or editing and
removing an existing one.

Reporters and Data Entry users cannot be added or removed from this page unless they have been
attached at the organisation level. If they are attached at the department level, go to the
Departments tab and click on the required department.
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Hospital A - Users

Organisation Administrators (1) ¥ (3k = Primary contact - Audits
‘ \\\\ Audit Periods
Auditors (139) ¥ - N All 4 roles
-~ = ~ < c— Se
‘ — . Vvisible on
Reporter Users (0) Vv < Departments
e the one
" HCW Types
Data Entry Users (0) ¥ & page -
Users
Deta

Adding an existing User to the role of Auditor at an Organisation

>Click ‘Add New+’ next to Auditor

TEST HOSPITAL - Users

eatl, P Audit

Admin, Test Hospital [testhospital] Audit Periods
Sessions
Departments

AUDITOR, TEST [testauditor]

Semmelweis, Ignaz [ignaz] HCW Types
Users
Details

The list of users displayed contains all users that have previously been allocated roles to your
organisation(s) along with any users that have not been allocated to a role at any organisation.

N.B. Use the search criteria above the Search button to filter the list to make it easier to find a user.

>Click on the user(s) you wish to add as an auditor to select them. The selected user(s) will be
highlighted green

Add Auditors

x
Eenar Adding U i , J
Username: Organisation: | All v [M:;?:] e
First Name: |joe Department: | all v
Last Name: bloggs Role: | all v
Keyword:
Total recylte- 1
Username Name A Email Role
1 Auditor 2 Bloggs, Joe J-bloggs@hospitala.org.au User
>Click Done

If the auditor is not already a user in the Compliance Database you will need to create them as new
user (see section below for instructions for Creating a new User).
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If an auditor has already been added to the Compliance Database as a User by an organisation that
you are not an administrator for, you will need to contact a higher administrator who can access
your organisation and the other organisation. For example, a region administrator can allocate a
user from another organisation from the same region or region group or a state administrator would
need to allocate a user from another region.

Detaching an Auditor

To remove an auditor from your organisation
>Click Edit List
>Click on the red dot beside the auditor’s name.

Hospital A - Users

Organisation Administrators (3 = Primary contact)

Assign a primary contact for your Hand Hygiene pregram by using the Edit List button

* Admin, Org [OrgAdmin]

Auditors (@ = Remove Role m il
Auditor, Test [Auditor 3]
@ Bloggs, Joe [Auditor 2] Users

Second Name, First Name [Auditor 1]

>Click Save

Roles can also be detached directly from the Users profile page (see below Adding or detaching an
auditor directly from the users profile page)

N.B. The auditor is only detached from the organisation, not deleted from Compliance Database.

Compliance Database will automatically detach auditors who have not collected data in more than 2
years. These auditors will become ‘Users’ (not deleted) and can be reattached by an Organisation
Administrator. Once deemed suitably retrained, the auditor is considered validated and can resume
data collection. Lapsed Auditor retraining should include: Completion of an auditor learning module,
further theory training with the hand hygiene lead/ other auditor and practical auditing training with
the hand hygiene lead/ other auditor.

https://www.hha.org.au/audits/auditor-training/auditor-validation
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Creating a New User

>Login to Compliance Database

>Click the Users button in the top level menu

English (Australia) Org Admin Help Logout
(HJ{HJ(A]

Dashbeard > Users

Home Exports Sessions Audits Organisations Contacts Users J

Users AddUser + | |

>Click Add User +

>Enter a unique Username for the Auditor to use when logging in to the Compliance Database.
The username can be in any format you choose, e.g. FirstNamelLastName.

>Enter the user’s First Name.

>Enter the user’s Last name

>Enter an email address that can be used to recover a lost password

>Enter the user’s contact details (optional)

>Enter a Password of your choice.

>Confirm the Password by re-entering it.

Nb. Checking the Force password change box is an additional security measure that will allow you to
tell the user a password that they will be made to change the first time they login.

>Click Save to add the user to Compliance Database.

36



!/ Hand Hygiene Australia
G- Y9

www.hha.org.au

Dashboard > Users > User Details

Add User

Main Details
Username: |Ann.Auditor
First Names: Ann
Last Name: Auditor
Email:” Ann.Auditor@testhospital.com.au
Phone:
Street:
Suburb:
Password
New Password: esesecses
Confirm Password: eeeesesse

Force password change: F2]

The new user can now be allocated to a role

>Click Assign Role

Dashboard > Roles

Roles for: Anne Auditor

Details

Roles

Remove Selected

>Select Role and level (organisation +/- department depending on level of access required)

37



!/ Hand Hygiene Australia
G- L)

www.hha.org.au

Assign Roles

Role: | Please Select

Organisation: |

Department: |

>Assign Role

Auditors only require one login which should be personalised with current contact details. All data
collected by an auditor must be attributed to the auditor it was collected by. If an Auditor has
multiple logins, please use the ‘Contact Us’ page of the Hand Hygiene Australia website.

Adding or detaching an auditor directly from the users profile page

Roles can be added (if they are already attached to your organisation) or removed directly from a
user’s profile page.

>Click the Users button in the top level menu

English (Australia) Org Admin Help Logout

‘E‘ 1E‘ ‘B Houms | R Bl B Sesstore Nl 8 Midits| |- Organisations ||| Contacts ﬂ'Ts:rT

>Use the search criteria above the Search button to filter the list
>Search
>Click on the name of the required user in the search results to open their profile page

>Click on the Roles tab

Dashboard > Roles

Roles for: New Auditor

Auditor for: Details
® [HOSP-A] Hospital A Roles

Reporting User for:
Department:
e [Ward 9] Ward 9

Assign Roles | Remove Selected
e s mme ey
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>To assign a new role, click on the Assign Roles button

>Select Role and level (e.g. organisation or department)
>Assign Role

>To detach a role, check the box beside the role to be removed

>Click Remove Selected
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Add Session data for an Organisation — non-Auditor

For users with role: Administrator - Organisation
Organisation Group

Region Group
Region
Data Entry

Contents

Screen Overview

Accessing the Sessions page

Adding a new Session

Editing a session’s moments

Editing a session’s details page

Screen Overview

1) TOP LEVEL MENU

- Home  Exports  Sessions  Audits  Organisations  Contacts  Users

Dashboard > Users

Users 2) ADD NEW BUTTON + Add User +

(R

First Name: Department: | all v ‘

Organisation: | Hospital A i

Last Name:

Role: | all v
Keyword: \
Include deleted:
3) SEARCH FILTERS
Showinglm_v[results 1-10 of 119 —<

12 Next >

4) RESULTS DISPLAY

1 Auditor 1 Second Name, First Name auditorl@hospitala.org.au Auditor
2| Auditor 2 Bloggs, Joe J.bloggs@hospitala.org.au Auditor
3| Auditor 3 Auditor, Test test.auditor@hospitala.org.au Auditor

\_ _J
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Accessing the Sessions page

>Login to Compliance Database

There are 3 ways to access the Session Page —
For Auditors and Department Administrators
The sessions page is their home page

For Organisation Administrators

>Click the Sessions button in the top level menu

English (Australia) Org Admin Help Logout

]

Home Exports Sessions u Audits Organisations Contacts Users

OR

For Organisation, Region or Organisation Group Administrators to view a single organisation’s
sessions

>Click the Organisations button in the top level menu

English (Australia) Org Admin Help Logout

Home = Exports  Sessions = Audits | Organisations ?Conuds Users

If you are responsible for several organisations you can use the Search criteria to find the
organisation

Organisations

Code:
Name:
State: |All v
Total results: 1
Code Name A Type Depts Beds Parent
1 HOSP-A Hospital A Hospital 35 565 Metropolitan

>Click on the name of the Organisation
This will take you to the Organisation Administration screen

>Click Sessions in the Organisation Menu if not already selected.
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Dashboard > Organisation List > Organisation Audits

Hospital A - Audits

- ORGANISATION MENU é it

Audit Periods
Audit Type: | all v

Auit Period: | . SESSIONS | | Secsions

Departments

Add Audit +

Audit Status: | All v
HCW Types
Spans Date:
Users
Details

All methods will take you to the Sessions page where you will see a list of Sessions for the user or
selected organisation(s).

Hospital A - Sessions

Add Session +
- Audit:
Audit Name: udits
Audit Periods
Audit Type: | all v udit Perio
Sessions
Audit Period: | all v
Departments
Audit Status: | all v
HCW Types
Date:
Users
Department:  all v
: Details

Showing | 10 v |results, 1-10 of 5568

B (2] (3] [¢] [5] [¢] [7] [&] [o 557 | | Next>

Audit Organisation: Department  Start DateV End Date  Auditor Moments  Session #
1 Audit One Hospital A: 3 North 21/02/2018, |21/02/2018, Auditor 4 6

2018 12:10:00 6:50:00
2 Audit One Hospital A: 6 East 20/02/2018, 20/02/2018, Auditor 5 12

2018 9:40:00 10:40:00
3 ... Audit One Hospital A: 6 East 20/02/2018, | 20/02/2018, Auditor 5 0

2018 9:40:00 10:40:00

The Sessions page displays either all the sessions for any organisation that a user is linked to or just
the sessions for the selected organisation.

N.B. You can use the search filters to narrow down the list of sessions if you are searching for a
previously entered session.

Adding a new Session

>Click Add Session +

Hospital A - Sessions Add Session +

>Enter the required session details

42



!/ Hand Hygiene Australia
G- Y9

www.hha.org.au

Dashboard > Organisation List > Organisation > Organisation Sessions > Session Details

Hospital A - Add Session

ﬂmr\iuﬂnn: Hospital A \ Audits

Audit" Audit One 2018 M | Audit Periods
Audi'wn“ 4, Auditor r Sessions
Departments
Departmtnt:" Emergency Department v | ’
HCW Types
Session Number: ‘ |
. Users
Start Date:” 28/02/2018 |
. Details
Start Time: ‘10:00 |
End Date:” 28/02/2018 |

10:00 y

End Time:"

>Save

The Moment entry section will appear above the session details

Hospital A - Edit Session

Moments (0/0)

Session Details

There are 2 ways to enter data into the fields

Selecting the required value from the Dropdown Lists

Moments (2/2)
Source
al )l ]
/N[ Nurse/Midwife \ching Al L m Web
DR: Medical Practitioner uching A Patient Rub m Web

AH: Allied Health Care Worker

PSA: Personal Service Assistant

BL: Invasive Technician

AC: Administrative and Clerical Staff
SDR: Student Doctor

SN: Student Nurse/Midwife 18 v

SAH: Student Allied Health ———

SPC: Student Personal Care ¥

O: Other - Not Categorised Elsewhere ————

AMB: Ambulance Jment v
—

Using the Keyboard
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For example, when entering data into the HCW Type field, typing the first letter of the HCW Type,
will select that HCW Type, e.g. typing N on the keyboard will select Nurse. Where a HCW Types
share the same first letter, typing the letter again will toggle through the HCW Types for that letter,
e.g. typing A will select Allied Health Care Worker and typing A again will select Administrative and
Clerical Staff and typing A again will return the selection to Allied Health Care Worker

Pushing the Tab key on the keyboard will move the focus to the next field. Depending on the type of
internet browser you are using, the active field will be indicated by being highlighted in blue,

Moment# |
I |

OR

Only the outline turning blue

Values in the Moment, Action and Glove fields can be selected by typing the number that precedes
them in the dropdown list, e.g. typing 1 in the gloves field will select ON, typing 2 will select OFF for
when gloves are removed. This will enable data entry operators to leave their left hand positioned
over the number key pad of a keyboard and make it easier to “touch type” during data entry.

Once a HCW Type, Moment, Action and Glove value is entered you can click save button at the end

of the row.
HCW Type Moment # Action Gloves
AC: Administrative and 1 ¥ 1. Before Touching A Patient 2.Rub ¥ 2.0n  save ||

The moment is then saved to the session detailed below and a new row is presented for a moment
to be added.

Moments (1)

HCW Type Moment # Action Gloves
E - - - - - -~ B2
Administrative and Clerical Staff 1. Before Touching A Patient Rub On m

At the conclusion of entering data for a session, simply navigate to the page you want by using the
top level menu or organisation men or close the browser to logout. There is no need to click the
save button below the session details unless you change the session details.

You can change the values in a previously saved moment by clicking the edit button at the end of the
row.

Administrative and Clerical Staff 1. Before Touching A Patient Rub On |m
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Editing a session’s moments

If the status of an Audit is still “Active” the Moments in a session can be edited. This allows for the
correction of data entry errors or returning to a session where data entry was incomplete.

>Access the Sessions page

>Click the Session under the blue line in the search results

A page displaying the session details and moments will be opened
To edit a previously entered Moment

>Click edit next to the Moment you want to change

HCW Type Moment # Action Gloves
] - = - & |- ¥ &3

Nurse/Midwife 1. Before Touching A Patient Wash N/A m

>Make the change to the field(s) you want to change.

Moments (4/4)
HCW Type Moment # Action Gloves Source
'_ N: Nurse/Midwife v [2. Before Procedure v I 1. Rub ': 1 On v m
Nurse/Midwife - .

' . 1. Before Touching A Patient m
Nurse/Midwife | 2. Before Procedure 1 m Web

L 3. After a3 Procedure or Body Fluid Exposure Risk

\if
Nurse/Midwile 4. After Touching a Patient m web
Nurse/Midwife | 5. After Touching A Patient's Surroundings | m Web

>Click the save button next to the moment that has been edited.

This saves the moment to the session details below. There is no need to click the save button below
the session details.

Editing a session’s details page

If the status of an Audit is still “Active” the session details can be edited. This allows the correction of
previously entered details. For example, if the wrong department was selected, use the drop down
box to change it. Or, if the wrong Audit was selected, use the drop down box to change it.

>Access the Sessions page
>Click the Session under the blue line in the search results

>Make the change to the required field(s) in the Session Details section
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Session Details
Organisation: Hospital A

Audit:" Audit One 2018 v

Auditor:” 4, Auditor v

Department:” Emergency Department v
Session Number: [

Start Date:” 28/02/2018

Start Time:” [10:00

End Date:” 28/02/2018

D | GRS | S |

End Time:" [10:00
Created By: Org Admin
Create Date: 28/02/2018, 4:43:26 PM
Last Modified By: Org Admin
Last Modified Date: 28/02/2018, 4:43:26 PM

>Click Save
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Add Session data for an Organisation as an Auditor

For users with role: Auditor

Contents

Screen Overview

Accessing the Sessions page

Adding a new Session

Editing a session’s moments

Editing a session’s details page

Screen Overview

Dashboard
Audit Sessions Add Session +
Audit Name: ‘ ‘ Organisation: |AH v
Audit Type: ‘ All v | Department: | All v
Audit Period: ‘ Please Select Parent v |
Audit Status: ‘ All v |
Date: ‘ ‘

Total results: 3

Total Sessions in this selection: 3 Total Moments in this selection: 2
Organisation: Department Start Date ¥ End Date Auditor Moments Session #
1| Local 2019 Test Hospital: Medical 11/09/2019, 11/09/2019, Karen Olsen 1
1:19:00 1:20:00
2| Local 2018 Test Hospital: Medical 04/10/2018, 04/10/2018, Karen Qlsen 1
3:45:00 5:04:00
3| Local 2018 Test Hospital: Medical 03/10/2018, 03/10/2018, Karen Qlsen 0
12:10:00 12:10:00

Accessing the Sessions page
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For Auditors and Department Administrators the session’s page is their home page. The Sessions
page displays either all the sessions for any organisation that a user is linked to or just the sessions
for the selected organisation.

N.B. You can use the search filters to narrow down the list of sessions if you are searching for a

previously entered session.

Adding a new Session

>Click Add Session +

Hospital A - Sessions Add Session +

>Enter the required session details

Dashboard > Organisation List > Organisation > Organisation Sessions > Session Details

Hospital A - Add Session

Organisation: Hospital A

Audit:” Audit One 2018 v
Auditor:" | 4, Auditor b
Department:” Emergency Department ki

Session Number:
Start Date:” |28/02/2018
Start Time:" |10:00
End Date:” 28/02/2018

End Time:" 10:00

>Save

The Moment entry section will appear above the session details

Hospital A - Edit Session

Moments (0/0)
HCW Type Moment # Action Gloves Source
- = =T =T = m

Session Details

There are 2 ways to enter data into the fields

Selecting the required value from the Dropdown Lists
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Moments (2/2)

HCW Type Moment # Action Gloves Source
m all G E—] —] -

N o ching a Patient Rub Web
N: Nurse/Midwife 9 m

DR: Medical Practitioner uching A Patient Rub m Web
AH: Allied Health Care Worker

PSA: Personal Service Assistant

BL: Invasive Technician

AC: Administrative and Clernical Staff

SDR: Student Doctor

SN: Student Nurse/Midwife 18 b ‘
SAH: Student Allied Health

SPC: Student Personal Care ¥ ‘
O: Other - Not Categonised Elsewhere

AMB: Ambulance ment v ‘

Using the Keyboard

For example, when entering data into the HCW Type field, typing the first letter of the HCW Type,
will select that HCW Type, e.g. typing N on the keyboard will select Nurse. Where a HCW Types
share the same first letter, typing the letter again will toggle through the HCW Types for that letter,
e.g. typing A will select Allied Health Care Worker and typing A again will select Administrative and
Clerical Staff and typing A again will return the selection to Allied Health Care Worker

Pushing the Tab key on the keyboard will move the focus to the next field. Depending on the type of
internet browser you are using, the active field will be indicated by being highlighted in blue,

I |

OR

Only the outline turning blue

Moment! |
E 3

Values in the Moment, Action and Glove fields can be selected by typing the number that precedes
them in the dropdown list, e.g. typing 1 in the gloves field will select ON, typing 2 will select OFF for
when gloves are removed. This will enable data entry operators to leave their left hand positioned
over the number key pad of a keyboard and make it easier to “touch type” during data entry.

Once a HCW Type, Moment, Action and Glove value is entered you can click save button at the end

of the row.
HCW Type Moment # Action Gloves
AC: Administrative and 1 v 1. Before Touching A Patient - 2.Rub = [2.on R4 m]
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The moment is then saved to the session detailed below and a new row is presented for a moment
to be added.

Moments (1)

HCW Type Moment # Action Gloves
R -- v - - - -~ Ea
Administrative and Clerical Staff 1. Before Touching A Patient Rub On m

At the conclusion of entering data for a session, simply navigate to the page you want by using the
top level menu or organisation men or close the browser to logout. There is no need to click the
save button below the session details unless you change the session details

You can change the values in a previously saved moment by clicking the edit button at the end of the
row.

Administrative and Clerical Staff 1. Before Touching A Patient Rub On Im

Editing a session’s moments

If the status of an Audit is still “Active” the Moments in a session can be edited. This allows for the
correction of data entry errors or returning to a session where data entry was incomplete.

>Access the Sessions page
>Click the Session under the blue line in the search results
A page displaying the session details and moments will be opened
To edit a previously entered Moment
>Click edit next to the Moment you want to change
HCW Type Moment # Action Gloves

=) 5] [ o O e

Nurse/Midwife 1. Before Touching A Patient Wash N/A m

>Make the change to the field(s) you want to change.

Moments (4/4)

HCW Type Moment # Action Gloves Source
lN: Nurse/Midwife v [2. Before Procedure v I 1.Rub v||1.0n ¥| m
Nurse/Midwife N .

/ ' 1. Before Touching A Patient m
Nurse/Midwife | 2. Before Procedure 1 m Web
N Midwif 3. After a Procedure or Body Fluid Exposure Risk Web

LA 4, After Touching a Patient @ S
Nurse/Midwife 5. After Touching A Patient's Surroundings m Web

>Click the save button next to the moment that has been edited.
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This saves the moment to the session details below. There is no need to click the save button below

the session details.

Editing a session’s details page

If the status of an Audit is still “Active” the session details can be edited. This allows the correction of
previously entered details. For example, if the wrong department was selected, use the drop down
box to change it. Or, if the wrong Audit was selected, use the drop down box to change it.

>Access the Sessions page
>Click the Session under the blue line in the search results

>Make the change to the required field(s) in the Session Details section

Session Details

Organisation: Hospital A

Audit:” Audit One 2018 v

< *
Auditor: | 4 Auditor v

*
Department: | Emergency Department v

Session Number:
Start Date:” 28/02/2018
Start Time:" |10:00
End Date:” |28/02/2018
End Time:" 10:00
Created By: Org Admin
Create Date: 28/02/2018, 4:43:26 PM
Last Modified By: Org Admin

Last Modified Date: 28/02/2018 4:43:26 PM

>Click Save
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Submit an Audit

For users with role: Administrator - Organisation
Organisation Group
Region Group
Region
Contents
Screen Overview
Accessing the Audits Page
Submitting the Audit
Screen Overview
1) TOP LEVEL MENU
a 2 Exports  Sessions  Audits  Organisations | Contacts  Users
Dashboard > Users
Users 2) ADD NEW BUTTON + Add User +
( Username: Organisation: | Hospital A v \
First Name: Department: | Al b

Last Name:

Role: | all
Keyword: \
Include deleted:
3) SEARCH FILTERS
Showing[ 10 v | results, 1-10 of 119 —<

12 Next >

4) RESULTS DISPLAY

1 Auditor 1 Second Name, First Name auditorl@hospitala.crg.au Auditor
2 Auditor 2 Bloggs, Joe jbloggs@hospitala.crgau Auditor
3 Auditor 3 Auditor, Test testauditor@hospitala.org.au Auditor

\_ J

Accessing the Audits Page

>Login to Compliance Database

There are 2 ways to access the Audits Page

To view and access all audits for the organisation(s) that you are an administrator for.

>Click the Audits button in the top level menu
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English (Australia) Org Admin Help Logout

e | s e

OR
To view and access audits for a single organisation only

>Click the Organisations button in the top level menu

English (Australia) Org Admin Help Logout

>Click an organisation’s name to select it.

Organisations

Code:
Name:
State: | all v
Total results: 1
Code Name A Type Depts Beds Parent
1 HOSP-A Hospital 0 500 Not Defined

This will take you to the Organisation Administration screen

>Click Audits from the Organisation Menu if not already selected.

Dashboard > Organisation List = Organisation Audits

TEST HOSPITAL - Audits Add Audit +
ORGANISATION MENU é
Narne: Audits
Audit Type: o |T Audit Periods
Audit Period: | Any (=l AUDITS e
Departments
Audit Status: | Any |v ‘
HCW Types
Spans Date:
Users

Datails
[ search | S

Both methods will take you to the Audits page where you will see a list of Audits for the selected
organisation(s).

Submitting the Audit
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The list of Audits for the selected organisation displays the name of the Audit, the start and end date
and status. The sessions column displays how many sessions/moments have been collected for the
audit. In the example below, the audit has 2 sessions for a total of 11 moments

Audits Add Audit +
MName: Organisation: | Any T
Audit Type: | Any E
Audit Period: | Please Select Parent F‘
Audit Status: | Any E
Spans Date:
m Name Of Audit Showing (10 T] results, 1-10 of 12
TPEIRITTY
Name Start Date ¥ End Date Status Sessions Organisation
1 Audit One 2013 01/11/2012 31/03/2013 Active 211 EST HOSPITAL
2 Spot Audits 2012 01/07/2012 31/12/2012 Pending Approval 1/1 TEST HOSPITAL

Nb. You can use the search filters to narrow down the list of audits
>Click the name of the Audit to select it
The page that opens displays the sessions and status for the selected audit.

If the audit status is “Active”, the Submit for Approval button will be visible

Date: Department: | Any .

Details

Total results: 3

Organisation: Department Start Date ¥ End Date Auditor Moments Session #
1 TEST HOSPITAL: 1 East 01/12/2012 01/12/2012  TEST AUDITOR 3
12:1000 12:2000
2 TEST HOSPITAL: 1 East 15/11/2012 15/11/2012  Ignaz Semmelweis 6 1
6:00:00 6:15:00
3 TEST HOSPITAL: Medical Unit One 01/11/2012 01/11/2012 Ignaz Semmelweis 5 1
6200:00 6:15:00

Audit Status: Active

Submit for Approval

>Click the Submit for Approval Button

A pop up message will appear asking you to confirm that the audit should be submitted. Once an
audit has been submitted it can no longer have sessions added to it.

>Click OK if the audit is complete.

On the audit page the Add Session button is now disabled and the Audit Status is changed to
“Pending Approval”.
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Once the audit has been approved by an administrator(s) at a higher level (if relevant), the status will
change to “Complete”
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Generating Compliance Database Reports — New Zealand

Users
For users with role: Administrator - Organisation
Organisation Group
Region Group
Region
Reporter - All levels
Contents

Screen Overview

View Reports

Standard Reports

Compliance Reports

Poster Reports

Auditor and Sessions Report

Export CSV Line Data

Custom Reports

Snapshot Reports

Trend Reports
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Screen Overview

English (Australia) Org Admin Help Logout

Dashboard - Org Admin

Audit Period: | Audit Two 2017 v

National Hospital A v

Total Moments: 596,639 Total Moments: 4,105

Standard Reports
Simple reports, updated instantly.

* Compliance Rate by Department

* Compliance Rate by HCW Type

* Compliance Rate by Moment

* Compliance Rate by Department Type

* Combined Compli Rate by M and HCW Type
* Auditor and Sessions

* Action by Moment

* Export CSV Line Data

* Required Moments

* Poster Report

Custom Reports
Flexible reports, updated daily.

* Snapshot Report Performance during a single period
* Trend Report Change in performance over time

Preset reports, for the current Audit Period
* Compliance by Department
* Compliance by HCW Type
* Compli by Organisation and HCW Type
* Compliance by Moment

* Compliance by Department Type
* Compliance by Moment and HCW Type
* Compliance by Glove Use
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View Reports

>Login to Compliance Database
>The reports page is the ‘Home’ page for all users with reporting privileges

The dial gauge on the left indicates the current national overall compliance rate for the active
national audit period. The audit period can be changed by using the dropdown box. This allows past
audit periods to be viewed.

The dial on the right indicates the current compliance rate for the level that the user has reporting
privileges for. A region administrator would therefore see their regions overall compliance rate and
likewise an organisation administrator would see their organisations compliance rate. The
compliance rate will change if a different audit period is selected.

Region administrators with access to more than one region can use the dropdown box to select the
region. Organisation administrators with access to more than one organisation can use the
dropdown box to select the organisation.

Dashboard - Org Admin

Audit Period: Audit Three 2016 v Select Audit Period

National Hospital A v

Select level " HospitalA ]

Hospital A2 |

Print dial gauges

Total Moments: 643,938 Total Moments: 4,447

This "live" rate subject to change as more data is submitted or edited. Changes typically occur up to three weeks after the end of each national audit. =

The reports section contains the list of reports that a user has access to.
This list will look different for each level of user.

There are 2 main types of reports — Standard reports and Custom reports
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Standard Reports

Simple reports, updated instantly.

* Compliance Rate by Department

* Compliance Rate by HCW Type

* Compliance Rate by Moment

* Compliance Rate by Department Type

* Combined Compliance Rate by Moment and HCW Type
* Auditor and Sessions

* Action by Moment

* Export CSV Line Data

* Required Moments

* Poster Report

Flexible reports, updated daily.
* Snapshot Report Performance during a single period
* Trend Report Change in performance over time
Preset reports, for the current Audit Period

* Compliance by Department
* Compliance by HCW Type
* Compli by Organisation and HCW Type

* Compliance by Moment

* Compliance by Department Type
* Compliance by Moment and HCW Type
* Compliance by Glove Use

>Click on the report you wish to run to select it.

Standard Reports

Standard reports are simple reports that are updated instantly.
Compliance Reports

>Click on the report you wish to run

Standard Reports

Simple reports, updated instantly.

'l Compliance Rate by Department l
* Compliance Rate by ype

* Compliance Rate by Moment

* Compliance Rate by Department Type
* Combined Compli Rate by M t and HCW Type
* Auditor and Sessions

* Action by Moment

* Export CSV Line Data
* Required Moments

* Poster Report

>Enter the values required into the search fields
>Check box to include all departments attached to the organisation

Data selected can be by audit period (national or local) or by date range. To select all data, leave the
National Audit Period and Local Audit Period filters at ‘All’ and select a date range.
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>Click Run Report

Department Compliance Report - Hospital A

Start Date: | Jurisdiction: lstate A 'I
End Date: | Region Group: | Metropolitan ¥
National Audit Period: l Audit Three 2018 v] Region: | Al v
Local Audit Period: | Please select v Organisation: | Hospital A v

-

Department Type: | all

@

The report data will be displayed in tabular format and a bar chart. This can be exported into a
spreadsheet program such as MS Excel for further analysis and charting or downloaded as a PDF.

Include departments with no data:

Name Correct Moments Total Moments Compliance Rate Lower Confidence Interval Upper Confidence Interval
Hospital A 175 223 78.5% 72.6% 83.4%

Name Department Type Correct Moments Total Moments Compliance Rate Lower Confidence Interval Upper Confidence Interval

1 6West  Surgical 23 29 79.3% 61.6% 90.2%
2|8 East Surgical 47 61 77.0% 65.1% 85.8%
3 8 North  Surgical 32 38 84.2% 69.6% 92.6%
4| SAEC Surgical 73 95 76.8% 67.4% 84.2%
Y
Download as: | ) £ () Download data as PDF or to a spreadsheet

6 West _‘
8 East —‘

8 North
SAEC

0 20 40 60 80 100
Compliance Rate (%)

Download image H Ca
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Poster Reports

Poster reports are designed as a one page display of results. The level of poster depends on the user.
A region administrator can get posters at the region level and below. An organisation administrator
can get posters at the organisation level and below. A NUM can only get a poster for the department
that they are attached to.

Select audit period or date range

Poster Report *
Start Date: " Jurisdiction: é:te A \
End Date: Region Group: || Metropolitan v
National Audit Period: Audit Three 2018 v Region: | Region A v
Local Audit Period:| | Please select v Organisation: | Hospital A v
Department: ||| All v
Include: ' None ¥ ‘
INone |
BOF Export | Rberc_l;slg:t:rgips
A PDF of this report will be generated and emailed to you shortly. Please enter a title for the PDF and & Regions

: Organisations
Report Title: [Poster Report ] \%nments /

Email: org.admin@hospital.org.au ¢

[ Generate PDF | Preview | Select poster level

>Select the audit period or date range

>Select the organisation. Select the department. To get a poster for a specific department, choose
the department. To get posters for all departments, leave the department filter at ‘All’ and select
‘Departments’ in the ‘Include’ filter.

>Report Title — add a name

>Email — check the email address is correct

>Preview — check reports prior to downloading
>Generate PDF — reports will be sent to the email address

>Exports tab — reports are also available in the exports tab for 7 days
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Auditor and Sessions Report

Auditor and sessions reports enable an organisation to review the number of moments collected by
their auditors and the average compliance rate of the data collected. This report should be run as
part of the data validation process.

Standard Reports

Simple reports, updated instantly.
* Compliance Rate by Department
* Compliance Rate by HCW Type
* Compliance Rate by M t

* Compliance Rate by Department Type

* Combined Compliance Rate by Moment and HCW Type
:

* Action by Moment

* Export CSV Line Data

* Required Moments

* Poster Report

>Select Auditor and Sessions report

Compliance Rate by Auditor - Hospital A

Start Date: 61;2013 Jurisdiction: | State A T

End Datej |31/12/2018 Region Group: | Metropolitan v

Mational Audit Period] | All v Region: | Region A v
Local Audit Period?| | Please select v Organisation: l Hospital A 'l

Audit Statusz| | All v Department: | All v

lIn:Iudl auditors with no data: Jl
p—
o e (oot

>Select audit period or date range

>Select organisation
>Check box to include all auditors attached to the organisation
>Run Report

>Download PDF or spreadsheet

Export CSV Line Data
CSV Line Data reports provide a file of all moments line by line.

>Select Export CSV Line Data
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Standard Reports

Simple reports, updated instantiy.

* Compliance Rate by Department

* Compliance Rate by HCW Type

* Compliance Rate by Moment

* Compliance Rate by Department Type

* Combined Compliance Rate by M t and HCW Type
* Auditor and Sessions

* Action by Moment

+(Expor s e o)

* Required Moments

* Poster Report

>Filter by date or audit period
>Filter by level required (region, organisation, department)
>Check boxes for extra organisation details and text descriptions if required

>Check the email address in the Email box is correct

Export CSV Line Data

Start Date: Jurisdiction: | All v
End Date: Region Group: | Metropolitan T
National Audit Period: l Audit One 2018 v I Region: | Region A v
Local Audit Period: | Please select v Organisation: Ir-'ospnal A v I
Include Organisation Details: Department: | All v

Include Text Descriptions: #

CSV Export

A CSV of this report will be generated and emailed to you shortly. Please enter a title for the CSV and an email address:

Report Title: [Export CSV Line Data

Email:l joe.bloggs@testhospital.org.au I

>Run Report

The CSV file will be sent to the email address in the email field and can also be retrieved for 7 days
from the Exports tab at the top of the page

Custom Reports
Custom reports include flexible reports and pre-set reports. Data is updated overnight.

Snapshot Reports
Data from a specific period

Step 1. Select Content
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Period Type [ MNational Audit Period

‘l

Entity Type [ National/Regional

>Select the Period Type — the period type can be an audit period or can be a specific time frame of

Year/month

>Select Entity Type

Step 2. Set Filters

Step 2: Set Filters

Timeframe

Start Audit Period

Organisational

Sector
State / Territory

Department

Clinical

Department Types

Moments

Audit Two 2018

Public

Victoria

All

Acute Aged Care
Ambulatory Care
Critical Care Unit
Dental

Before Touching A Patient

Before Procedure

After a Procedure or Body Fluid Expos
After Touching a Patient

>Select the time frame start and end

>Select the organisation/department

Further filters can be applied if required. For example, click on Nurse/Midwife to only include this
data. To select more than one HCW Type, press ‘Ctrl’ whilst clicking the next HCW Type to be
included. To remove this selection, press ‘Ctrl’ whilst clicking on the highlighted HCW Type.

End Audit Period

Organisation Types

HCW Type

Audit Two 2018

Hospital

Community health service

Dental/oral health clinic
General practice

Nurse/Midwife
Medical Practitioner
Personal Care Staff

Allied Health Care Worker

Use Local HCW Types ?

If HCW Types have been personalised, these can be included in the report by checking the box ‘Use
Local HCW Types?’ If left unchecked, the Parent HCW Types will be in the report.
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Step 3. Stratification and Display Options

Step 3: Stratification & Display Options

Organisational

Sector Jurisdiction Region Group Region
State / Territory # Organisation Organisation Type

Clinical
Department Type Department Name Healthcare Worker Group « Moment
Glove Use Hand Hygiene Method

Options

Show Total
® Yes No

>Select the columns that you want to add to the report. Each selection here will create another
column in the results table.

>Generate Report

Compliance Report

Audit Period Audit Two 2018
Sector Public

State / Territory Victoria

Organisation Hospital A

Correct Moments  Total Moments Compliance  Lower Confidence Interval

1 Hospital A Before Touching A Patient 1,008 1326 76.0% 73.6% 78.2%
2 Hospital A Before Procedure 343 396 86.6% 82.9% 89.6%
3 Hospital A After a Procedure or Body Fluid Exposure Risk 495 543 91.2% 88.5% 93.3%
4 Hospital A After Touching a Patient 1224 1,385 88.4% 86.6% 90.0%
5 Hospital A After Touching A Patient's Surroundings 600 755 79.5% 76.4% 82.2%

Report Total 3,670 4,405 83.3% 82.2% 84.4%

Y I ¥
Download as: (@3 (X3 €0

>Download data as a PDF or to a spreadsheet

>Check the boxes on the left to include in the graph or leave the boxes unchecked to include all rows
in the graph

Modifying your report — When you generate a report, the report builder tab remains open and the
report opens in a new tab. You can return to the report builder tab to modify your report then click
‘Generate Report’ again.

Note: Reports that stratify by healthcare worker and department can only be run at the level of a
single organisation.

>Generate Graph

>Download graph as a PDF or image or print
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Hand Hygiene Performance

Before Touching A Patient - Hospital A

Before Procedure - Hospital A

After a Procedure or Body Fluid Exposure Risk - Hospital A

After Touching a Patient - Hospital A

After Touching A Patient's Surroundings - Hospital A

1] 20 40 60 80
Compiiance Rate (%)

To ‘Save As PDF’ via the Print button
>Click ‘Print’
>'Change’ Destination to ‘Save as PDF’

>Save

Trend Reports
Changes in data over time
Step 1. Select Content

Report Builder
Step 1: Select Content

-

Period Type [ National Audit Period

Entity Type l National/Regional

>Select the Period Type and the Entity Type
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Step 2. Set Filters

Step 2: Set Filters

Timeframe

Start Audit Period l Audit Two 2016 v I End Audit Period [ Audit Two 2018 'l

Organisational

Sector Public v Organisation Types Hospital
Community health service
Dentalforal health clinic

State / Territory Victoria v General practice -
Department All v
Clinical

Department Types Acute Aged Care = HCW Type Nurse/Midwife .

Ambulatory Care Medical Practitioner

Critical Care Unit Personal Care Staff
Dental - Allied Health Care Worker -

Moments Before Touching A Patient = UssllocalHOWIvpesd

Before Procedure
After a Procedure or Body Fluid Expos
After Touching a Patient =

>Select the time frame start and end

>Select the organisation/department

Further filters can be applied if required. For example, click on Nurse/Midwife to only include this
data. To select more than one HCW Type, press ‘Ctrl’ whilst clicking the next HCW Type to be
included. To remove this selection, press ‘Ctrl’ whilst clicking on the highlighted HCW Type.

If HCW Types have been personalised, these can be included in the report by checking the box ‘Use
Local HCW Types?’ If left unchecked, the Parent HCW Types will be in the report.

Step 3. Stratification and Display Options

Step 3: Stratification & Display Options

Organisational

Sector Jurisdiction Region Group Region
State / Territory Organisation Organisation Type
Clinical

Department Type Department Name Healthcare Worker Group ¥ Moment
Glove Use Hand Hygiene Method

Options

Data Point

Total Moments ® Compliance

>Select the fields that you want to add to the report.

>Select the Data Point - either Total Moments or Compliance
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>Generate Report

Compliance Report
Audit Period

Sector Public

State / Victona
Territory

Organisation Hospitsl A

Audit Two 2016 Audit Three 2016 Audit One 2017 Audit Two 2017 Audit Three 2017 Audit One 2018 Audit Two 2018
Rate a Rate La va Rate a va Rate a uva La uva Rate La Rate a ua
1 Before Touching A Patient 765% 740% 789% 743% 718K 766%, 731% T06% 7S6% 731% 705% T755% 694% 667% TL8X 766% 741k 789% 760% 736% 782%
2 Before Procedure 818% 727% 8S3% 77a% 728% 809% 817k 776% 852% 768% 723% 808% 822% 780% 858% 842k 803% 875% 866% 829% 896%
3! After s Procedure or Body Fluid Exposure Risk.  91.5% | 888% 936% 803% 865% OLS% 805% 866% 910% 896% 867% 919% 903% 87.5% 926% 905% 87Tk 927% 912% 885% 933%
4 After Touching a Patient 891% §73% 907% 874% 856% 890% 872% 853% B889% 852% B832% §1%  849% B29% 866% 859% 839% &77% 884% 866% 900%

5 Ater Touching A Patient’s Surmoundings 802% 772% 829% 761% 729% Oa% 766% 733% 796%  767% 734% 79BN 701% 665% 734N TSTH 724% 788% 795K 764% 822%
Sowrions o () @ ) (6D

>Download data as a PDF or to a spreadsheet

Modifying your report — When you generate a report, the report builder tab remains open and the
report opens in a new tab. You can return to the report builder tab to modify your report then click
‘Generate Report’ again.

>Check the boxes on the left to include in the graph or leave the boxes unchecked to include all rows
in the graph

>Generate Graph

Note: Graphs will not display if more than 10 rows are selected.

Hand Hygiene Performance

100 I Before Touching A Patient
Bl Before Procedure

I After a Procedure or Body Fluid Exposure
Risk

I Afer Touching a Patient

I After Touching A Patient's Surroundings
75

Compliance (%)
B

25

Aust Thiee 2006 Ayt Tao 2018

s el

A one page ‘Cheat Sheet’ is available for Custom Reports
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Generating Compliance Database Reports — non-NZ users

For users with role: Administrator - Organisation
Organisation Group

Region Group
Region

Reporter - All levels

Contents

Screen Overview

View Reports

Standard Reports

Compliance Reports

Poster Reports

Auditor and Sessions Report

Export CSV Line Data

Screen Overview
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Dashboard - Org Admin

Audit Period: Audit Two 2017 M

National Hospital A v

Total Moments: 596,639 Total Moments: 4,105

This "live" rate subject to change as more data is submitted or edited. Changes typically occur up to three weeks after the end of each national audit.

s

(Please note: the compliance meters are not currently functional for non-NZ users).

Standard Reports
Simple reports, updated instantly.

* Compliance Rate by Department
* Compliance Rate by HCW Type
* C li Rate by M 1t

* Compliance Rate by Department Type

* Combined Compliance Rate by Moment and HCW Type
* Auditor and Sessions

* Action by Moment

* Export CSV Line Data

* Required Moments

* Poster Report

View Reports

>Login to Compliance Database
>The reports page is the ‘Home’ page for all users with reporting privileges
The reports section contains the list of reports that a user has access to.

This list will look different for each level of user.

Standard Reports
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Standard Reports

Simple reports, updated instantly.

* Compliance Rate by Department
* Compliance Rate by HCW Type
* Compli Rate by M t

* Compliance Rate by Department Type
* Combined Compliance Rate by M t and HCW Type

* Auditor and Sessions

* Action by Moment

* Export CSV Line Data
Required Moments

* Poster Report

>Click on the report you wish to run to select it.

Compliance Reports

>Click on the report you wish to run

Standard Reports

Simple reports, updated instantly.

'l Compliance Rate by Department '
* Compliance Rate by ype

* Compliance Rate by Moment

* Compliance Rate by Department Type

* Combined Compliance Rate by Moment and HCW Type
* Auditor and Sessions

* Action by Moment

* Export CSV Line Data

* Required Moments

* Poster Report

>Enter the values required into the search fields

>Check box to include all departments attached to the organisation

Data selected can be by audit period (national or local) or by date range. To select all data, leave the
National Audit Period and Local Audit Period filters at ‘All’ and select a date range.

>Click Run Report

Department Compliance Report - Hospital A

Start Date: Jurisdiction: | state A ]
End Date: Region Group: | Metropolitan r
National Audit Period: l Audit Three 2018 v] Region: | Al v
Local Audit Period: | Please select v Organisation: | Hospital A v
Department Type: | All v Include departments with no data:

The report data will be displayed in tabular format and a bar chart. This can be exported into a

spreadsheet program such as MS Excel for further analysis and charting or downloaded as a PDF.
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Name Correct Moments Total Moments Compliance Rate Lower Confidence Interval Upper Confidence Interval
Hospital A 175 223 78.5% 72.6% 83.4%

Name DepartmentType Correct Moments Total Moments Compliance Rate  Lower Confidence Interval  Upper Confidence Interval

1 6 West Surgical 23 29 79.3% 61.6% 90.2%
2|8 East Surgical 47 61 77.0% 65.1% 85.8%
3 8 North  Surgical 32 38 84.2% 69.6% 92.6%
4| SAEC Surgical 73 a5 76.8% 67.4% 84.2%
Y
Download as: | @ () 68 & Download data as PDF or to a spreadsheet

6 West

§ East

8 North

SAEC —‘

0 20 40 60 80 100
Compliance Rate (%)

Download image H Ca

Poster Reports

Poster reports are designed as a one page display of results. The level of poster depends on the user.
A region administrator can get posters at the region level and below. An organisation administrator
can get posters at the organisation level and below. A NUM can only get a poster for the department
that they are attached to.
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Select audit period or date range

Poster Report w
Start Date: ' Jurisdiction: éte A N
End Date: Region Group: || Metropolitan v
National Audit Period: Audit Three 2018 v Region: || Region A v
Local Audit Period: || Please select v Organisation: || Hospital A v
Department: || All v
Include: || None b ‘
PDF Export I‘ JRUnSdlC(lOnS
egion Groups
A PDF of this report will be generated and emailed to you shortly. Please enter a title for the PDF and &l regions

Organisations
Report Title: [Doster Report ] wnm ents

Email: |org.admin@hospital.org.au m

| Generate PDF | Preview | Select poster level

>Select the audit period or date range

>Select the organisation. Select the department. To get a poster for a specific department, choose
the department. To get posters for all departments, leave the department filter at ‘All’ and select
‘Departments’ in the ‘Include’ filter.

>Report Title — add a name

>Email — check the email address is correct

>Preview — check reports prior to downloading
>Generate PDF — reports will be sent to the email address

>Exports tab — reports are also available in the exports tab for 7 days

Auditor and Sessions Report

Auditor and sessions reports enable an organisation to review the number of moments collected by
their auditors and the average compliance rate of the data collected. This report should be run as
part of the data validation process.
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Standard Reports
Simple reports, updated instantly.

* Compliance Rate by Department
* Compliance Rate by HCW Type

o Compli Rate by M +
* Compliance Rate by Department Type
* Combined Compliance Rate by M t and HCW Type

* | Auditor and Sessions

* Action by Moment

* Export CSV Line Data
* Required Moments

* Poster Report

>Select Auditor and Sessions report

Compliance Rate by Auditor - Hospital A

Start Date ﬂ;uzom N Jurisdiction: | State A
End Datei |31/12/2018 Region Group: | Metropolitan
Mational Audit Period: | All v Region: | Region A
Local Audit Period: | Please select ¥ Organisation: || Hospital &
Audit Status: |A|I _') Department: | All

[Includt auditors with no data: |«

—

>Select audit period or date range

>Select organisation

>Check box to include all auditors attached to the organisation
>Run Report

>Download PDF or spreadsheet

Export CSV Line Data

CSV Line Data reports provide a file of all moments line by line.

>Select Export CSV Line Data
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Standard Reports
Simple reports, updated instantly.
* Compliance Rate by Department
* Compliance Rate by HCW Type
* Compli Rate by M t
* Compliance Rate by Department Type
* Combined Compliance Rate by M t and HCW Type
* Auditor and Sessions

* Action by Moment

* |l Export CSV Line Data

* Required Moments
* Poster Report

>Filter by date or audit period

>Filter by level required (region, organisation, department)

>Check boxes for extra organisation details and text descriptions if required
>Check the email address in the Email box is correct

Export CSV Line Data

Start Date: Jurisdiction: | All v
End Date: . . Region Group: .Metropo\itan 'I
National Audit Period: I Audit One 2018 v I Region: .Region A 'I
Local Audit Period: | Please select v | Organisation: IHospitaI A v I
Include Organisation Details: « Department: .AII 'I

Include Text Descriptions: #

CSV Export
A CSV of this report will be generated and emailed to you shortly. Please enter a title for the CSV and an email address:

Report Title: [export CSV Line Data |

Email:l joe.bloggs@testhospital.org.au l |

>Run Report

The CSV file will be sent to the email address in the email field and can also be retrieved for 7 days
from the Exports tab at the top of the page
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Mobile data entry

For users with role: Auditor

Contents

Data Entry via a Mobile Device

Accessing and Logging into Compliance Mobile

Entering Session Information

Entering Moment Data

Deleting an Active Moment

Saving Moments

Invalid Entry

Ending a Session

Syncing a Session with the Compliance Database

Logging Out

Data Usage

Data Entry via a Mobile Device

You can access the mobile data entry application using the internet browser on your mobile device.

The application has been designed to work with all internet browsers that are HTML 5 compliant,
such as Safari on the iPhone or iPad. Most of the latest Android smart phones also have a

compatible browser e.g. Chrome.

Accessing and Logging into Compliance Mobile

To access the Compliance Mobile application, browse to https://compliance.hha.org.au/mobile on

your mobile device
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R B A0 129%815:06
O @ ps hha.org.au
Mobile

Auditor Username

Password

Login

The first time you login to the mobile application you will need to be connected to the internet
either via a local wireless network or if your device is 3G/4G enabled, via your carrier’s 3G/4G
network. Your departments and currently active audits will automatically be uploaded and stored to
your device.

Subsequent logins do not require you to be connected to the internet, unless the Audit Name or
Department information has been updated by your organisation administrator.

>Enter your AUDITOR username and password. (If you cannot login, please review the Compliance
mobile Trouble shooting sections).

Entering Session Information

Once logged in you will see the Sessions screen. On the Sessions screen you will either see that
there are no sessions stored on the device or the sessions that are stored on your device waiting to
be “Synced” to Compliance Database.

It is advisable to “Sync” your sessions regularly, preferably after each session.

[o BEE 4 ,28%015:15
O @ ps/ .hha.org.au :
Sync Sessions Logout
REQ S 41%816:27
Organisation: Test Hospital o
O @& ps// .hha.org.au : Ward/Dept: Medical
Date: 2018-10-01 (12:15) °
Sync Sessions Logout Moente2
Organisation: Test Hospital °
Currently no completed sessions Ward/Dept: Medical
stored on this device. Date: 2018-10-04 (15:45) °
Moments: 1
Add Session Add Session
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To start entering data for a new session:
>Click Add Session

On the Observation screen

& B .l 26%015:49
r & ps _hha.org.au ®

< Back Observation Moments >
Auditor:
Auditor, Ann
Organisation:*

Test Hospital hd
Audit:*
Local 2018 v

Ward/Dept:*

Medical v

Session #:

>Select the appropriate Organisation, Audit Name, Ward/Dept name and Session # if required
(optional)

N.B. The date and time are automatically added to the session information. Make sure that these
settings are correct on your device.

Once you have selected the correct session information

Moments »
>Select the Moments button to move to the Moments screen
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Entering Moment Data

oL BN 66% 15:45
O @& tps// hhaorgau (@) @
< Done Moments Save All

HCW: v Act: v

M: T Glv: v

HCW: v Act v

M: Y Glv: v

HCW: v Act: v

M: Y Glv: v

HCW: v Act: v

00000000

M: Y Glv: v

To enter data into the HCW, Action (Act), Moment type (M) or Glove fields (Glv)
>Select the required field and then select the appropriate value

N.B. Leave the Glove field blank if gloves were not put ON, taken OFF or CONTinued to be worn

Deleting an Active Moment

>Select the red circle next to the moment you wish to delete
Saving Moments

Moments can be saved to the mobile device individually or the whole page can be saved at once.
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R £ 4 il 55% @ 1415
O & ips/ .hha.orgau (& &
4 Done Moments Save All |
HCw: N » Act Rub v o
m: 1.Before T v g v °
HCW: N v Act Rub v o
v A4 AfterToi v g N -]
HCW: N » Act Rub v o
m: 2.BeforeF v g, On v °
HCW: N v Act Rub v °
w: 3.AfteraF v g | Off Q@

>Select green arrow to save individual moments
>Select ‘Save All’ to save all the moments on the page

>Select ‘Done’ when you have finished the session

Invalid Entry

If the ‘moment’ breaches Compliance Database validation rules, you will get an error message when
you try to save it. Select OK and make the required change to the moment field highlighted in red.
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le Q% 4. 59% @ 13:36

O @& s/ hhaorgau (@)

Invalid entry

There are errors with this entry:
- Moments 1 & 2 cannot be stored with
Gloves set to 'off'

Once a moment has been saved you cannot edit it on your device. To make any changes you will
need to “sync” the session (see below), login to the HHA website and access Compliance Database,
find the session that needs editing and make the required changes there.

Ending a Session
When you have completed a session
>Select Done

You will be returned to the Sessions page where you will see a summary of the session data.

s £ 4l 57% W 13:54

O @ ps/ hha.orgau (3

Sync Sessions Logout

( | Organisation: Test Hospital \
Ward/Dept: Medical

Date: 2018-10-12 (16:11)

Moments: 4

Organisation: Test Hospital
Ward/Dept: Medical

Date: 2018-10-15(13:53)
Moments: 2

o JJ:I Session
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Selecting the session summary will take you to a page displaying the session details and individual
moments collected for that session.

>Click on required session

r £ 1% I 57% = 13:55

{r @& ips/ hha.org.au H

€ Back Session Details

Organisation: Test Hospital
Ward/Dept: Medical
Audit: Local 2018
Session Number:

Date: 2018-10-12(16:11)

M 1
aunneIns. 5

HCW MOM A(:Tl GLV

N |1. Before Touching A Rub| undefined
Patient |

N | 1. Before Touching A Rub On
Patient

DR | 2. Before Procedure Rub| undefined

DR | 3. After a Procedure or Rub| undefined
Body Fluid Exposure Risk

>Select back to return to the Sessions page

Syncing a Session with the Compliance Database

You will need to be connected to the internet either via a local wireless network or if your device is
3G/4G enabled, via your carrier’s 3G/4G network. Syncing a session sends the data directly to
Compliance Database and clears the session data from your device.

G £ 4° 4 57% @ 13:54
O @ ps/ hhaorgau (B 3
Sync Sessions Logout

Organisation: Test Hospital
Ward/Dept: Medical

Date: 2018-10-12 (16:11)
Moments: 4

Organisation: Test Hospital
Ward/Dept: Medical

Date: 2018-10-15 (13:53)
Moments: 2

Add Session
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To Sync the all the sessions stored on your device

>Select Sync

To Sync an individual session

>Select the green arrow next to the session you want to Sync
To delete a session without syncing

>Select the red symbol next to the session you wish to delete. Any session deleted will be
permanently deleted and cannot be recovered.

Logging Out

When you have finished collecting data you should logout. It is preferable to logout regularly and
particularly at the end of the audit period.

BEE “C.41%816:27
O @& ps/ ‘hha.org.au :
Sync Sessions Logout

Currently no completed sessions
stored on this device.

Add Session

>Select Logout on the Sessions screen.

N.B. Changing a password on Compliance Database whilst still logged in to Compliance mobile can
cause issues with syncing data already on the device (please see the Trouble shooting guide on the
Instructions).

Data Usage

Logging into Compliance mobile whilst connected to a 3G/4G network will use approx. 2048 bytes of
your data plan. Syncing a session that contains 100 moments will use approx. 650 bytes of your data
plan. Considering that a gigabyte is made up of 1,073,741,824 bytes, Compliance mobile has a
relatively low data load.
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Troubleshooting - Mobile Devices - Android

For users with role: Auditor

Android Devices only — based on Samsung Galaxy s8

Contents

What are the benefits of using Compliance Mobile?

What is the difference between the Compliance Database and Compliance Mobile?

How can | quickly access Compliance Mobile?

How much of my data plan will | use if | collect moments on my personal device?

What if | can login to the Compliance Database on the computer but not Compliance mobile?

How do | reset my password if | have forgotten it?

What if the ‘Forgot Password’ function doesn’t work?

How do | update my details or change my password?

Can | only enter four moments per session?

Why can’t | Sync my data?

How do | manually enter data that can’t be synchronised into the Compliance Database?

What are the benefits of using Compliance Mobile?

Compliance Mobile is a ‘paper free’ method for auditors to ‘sync’ moments directly into the
database. There are three main reasons to use Compliance Mobile:

1. Save time: Facilities using Compliance Mobile report a 50% reduction in data management

time.

2. Data validation: data quality is optimised because of real-time application of validation rules
3. Immediate performance feedback: once the session is synced, it is available for immediate

feedback to healthcare workers by using the Compliance website reporting tools.
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What is the difference between the Compliance Database and
Compliance Mobile?

The Compliance Database (https://compliance.hha.org.au) and Compliance Mobile
(https://compliance.hha.org.au/mobile) are two separate sites. Compliance Mobile allows entry and
syncing of data only. All other functions such as adding audits, adding auditors, resetting passwords,
adding departments, submitting completed audits and generating reports must be done on the
Compliance Database. Data can only be entered one moment at a time on the Compliance Database
but with Compliance Mobile four moments can be observed and audited simultaneously (note that
whichever method is used, an unlimited number of moments can be added to each session).

Note the different screenshots when entering data in either Compliance Database or Compliance
mobile.

Compliance Database data entry screen

English (Australia) Ignaz Semmelweis Logot

Home Contacts

Moments (0/0)
HCW Type Moment # Action Gloves
B . ] - B B €3
Session Details
Organisation: Test Hospital

Audit:* | National Test Audit

Auditor: Ignaz Semmelweis
Department:” | Acute e
Session Number: |
Start Date:" |20/11/2015
Start Time:" |10:00
End Date:" |20/11/2015
End Time:" 10:30
Created By: Ignaz Semmelweis
Create Date: 20/11/2015, 10:06:47 AM
Last Modified By: Ignaz Semmelweis
Last Modified Date: 20/11/2015, 10:06:47 AM

[ save | cancel |
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Compliance Mobile data entry screen

oL BNt 6% 15:45
O & ips/ hhaorgau (@
< Done Moments Save All
HCW: v Act v o
M: Y Glv: v °
HCW: v Act: v °
M: T Glv: v °
HCW: v Act: v o
M: Y Glv: v °
HCW: v Act: v °
M: Y Glv: v °

How can | quickly access Compliance Mobile?

This can be done by adding a link to the home screen.
Go to hha.org.au

Scroll down to the blue buttons and click on Compliance Mobile
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® 4 4l 68% M 11:26

| Compliance

Database
View Compliance Database

Mobile Compliance
Collect data on a mobile
device

Audit Tools

Click here to view Audit Tools

W7 Implementation

c # Click here to view

Resources

Or go to https://compliance.hha.org.au/mobile

Click on Menu (. ) and then select Add to Home screen, then ADD

O ap T &2 O
New tab
New incognito tab
Bookmarks
Recent tabs
History
Downloads
Share...

Find in page

B BEW ¥ A41%016:24

&

Add to Home screen

® 'S~ Hand Hygiene

[ Add to Home screen

Desktop site

Settings

Help & feedback
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LY
The |g| icon will appear and remain on your home screen. Clicking on this icon will take you
directly to Compliance Mobile Login.

How much of my data plan will | use if | collect moments on my

personal device?

Auditing using a mobile device will result in minimal data usage on your plan.
Syncing 100 moments = 650 bytes

Most data plans are in gigabytes

1GB =1 billion bytes

What if | can login to the Compliance Database on the computer
but not Compliance Mobile?

If you can login to Compliance Database on the computer but not on Compliance Mobile then your
username and password are correct. If this is the case try using a different internet browser e.g.
Chrome

How do | reset my password if | have forgotten it?

Prior to resetting your password it is important to ensure any previously collected sessions have
been synchronised and you are logged out of Compliance Mobile on all devices you have ever
previously been logged into by clicking on the Logout button. Simply closing the screen does not log
you out.

k& RAE®G ©.041%816:27
O @& ps ‘hha.org.au :
Sync Sessions Logout

Currently no completed sessions
stored on this device.

Add Session
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To check you are logged out of all screens click the box with the number in the top right corner of

the page EJ and all open pages will appear (see below). If still logged in tap the page to open it and
then click on Logout. If already logged out swipe the page left or right or click on the cross in the top

right hand corner to close page. Click on i to see menu and then click on Close all tabs to close all.

oo 8% . 57%@13:27 oo 2% 4.l 56%@13:35

+ @) : + New tab

New incognito tab

i8¢ Hand Hygiene X 54 Hand H
Auditor Username Settings
‘84 Hand Hygiene X &1 Hand Hygiene )4
sync Sessions Logout syne Sessions Logout
Currently no completed sessions Currently no completed sessions
stored on this device. stored on this device.
Add Session Add Session

‘g~ Hand Hygiene Australia | HHA | National Ho X

Home
About Us
Contact Us

Search

FAQ

'&- Hand Hygiene Australia | HHA | National H:

Home
About Us
Contact Us

Search

FAQ

Then go to the Compliance Database at (https://compliance.hha.org.au) and click on Forgot your

password?

Login

*
Username: ‘

Password:” ‘

Forgot your password?

You will be asked to enter your email address and a new password will be emailed to you.
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Identify Your Account

Please enter your username and email address to reset your password.

*
Username: |

ag ¥
Email: |

I'm not a robot
reCAPTCHA

Privacy - Terms

l Reset Password

What if the ‘Forgot Password’ function doesn’t work?

This is usually due to the fact that your email address (entered when username was created) is
incorrect. Please contact the Hand Hygiene Coordinator (Compliance 'Organisation Administrator’)
at your facility who can reset usernames and/or passwords as follows:

Log into Compliance Database as the Organisation Administrator

Click on Users in the top level menu

Search for the user they want to edit by completing one of the search fields
Select the required user from the blue table below by clicking on their Username.

Ll e

English (Australia) Jenny Bradford Logo

Home Country Audits Organisations Regions Organisation Groups m

Dashboard > Users

Users Add User {
Username: | Ignaz State: | Any w
First Name: Region Group: | Any e
Region: | Any v |
Last Name: 4
1st Level Group: | Any &
Keyword: 2nd Level Group: | Any 2l
Include deleted: () Organisation: | Please Select Parent o4
Department: | Select an Organisation v
Role: | Any M

Total results: 2

Username Name A Email Role
1 _th2ignaz Semmelweis, Ignaz x@®x.x830 Auditor
Semmelweis, Ignaz x@testhospital.com Auditor

Confirm all sessions are synchronised AND all devices are logged out, enter and confirm the new
password and click Save.
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English (Australia) Jenny Bradford  Logout

Home  Country  Audits  Organisations  Regions  Organisation Groups  Users

Dashboard = Users = User Details

Edit User: Ignaz Semmelweis

Details
Main Details

Role: Auditor Sessions
Username:" gnaz Roles
.
First Mames: [[gnaz
Last Name:" [Semmelweis
Email:” [x@testhospital.com
Fhone:

Street:

Suburk:

Password
Please ensure this user has synchronised all sessions on their mobile devices AND has logged out of ALL
miobile devices (even if there were no sessions to be synchronised) BEFORE you change the password.
To log out of a mobile device you need to press the logout button, Simply closing the browser/navigating
to a new page is not sufficient

N (1 1 confirm all sessions are synchronised AND devices are logged out]

MNew Passward:

Confirm Password:

Force password change:

Other Information
Created By:

Create Date: 06/05/2010, 11:13:39 AM
Last Modified By: Kelvin Heard
Last Modified Date: 07/03/2013, 8:55.21 PM
Last Login: 07/03/2013, 9:55:41 PM from IP address 110.32.145.251

Legacy User ID: 4532

How do | update my details or change my password?

Ensure ALL sessions are synchronised and you are logged out of ALL mobile devices as per
instructions above. Login to Compliance Database on a computer as usual and click on your
username at the top right of the page.
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Organisation Administrator View

English (Australia) | Joe Bloggs [Help Logout

Dashboard - Joe Bloggs
Audit Period: Audit Two 2018 v

National Hospital A

Total Moments: 589,640 Total Moments: 4,405
This “live” rate subject to change as more data is submitted or edited. Changes typically occur up to three weeks after the end of each national audit. .;‘
Auditor View

English [Australial Ignaz Semmedweis SLogout

Home  Contacts

Dashboard
Audit Sessions Add Session «
Audit Name: State: | Any v
Audit Type: | Any r Region Group: | Any ¥
Audit Period: | Please Select Parent v Region: | Any v
Audit Status: | Any r 1st Level Group: | Any v

Date: Crganisation: | Any v

Showing [ 0 | results, 1-10 of 472

BEEEEHEEEEE & k=
Total Sessions in this selection: 472 Total Moments in this selection: 1468
Organisation: Department Start Date ¥  End Date i
1| National Test Audit Test Hospital: Medical 2 201072015, 20,10/2015, Ignaz Semmelweis ?
2:20:00 2:31:00
2 Practice 2015 Test Hospital: Acute O?r.f 1042015, EJ?.-: 1042015, Ignaz Semmelweis 1 |

This will take you to the screen below where you can update your details and change your password.
Then click Save at the bottom left of the page.
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English (Australia) Org Admin Test Logout

Home Sessions  Audits  Organisations  Contacts  Users

Dashboard > Users > User Details

Edit User: Org Admin Test

Details
Main Details

Role: Organisation Administrator Roles

Username: ff TestOrgAdmin

First Names: §Org Admin

Last Name: gTest

Email: Yest.org@hha.org.au

A .

Phone: ‘
Street: ‘
Suburb: ‘
Password
New Password:

Confirm Password:

Force password change:

Other Information
Created By:

Create Date: 08/12/2012, 4:55:44 PM
Last Modified By: Poul Rodger
Last Modified Date: 12/12/2012, 2:48:50 PM
Last Login: 28/10/2015, 1:06:37 PM from IP address 203.1.80.1

Legacy User ID: 8520

Can | only enter four moments per session?

A maximum of four moments can be observed and audited on the screen at once however each
session can consist of an unlimited number of Moments.

Done Moments Save All
HOW Type: | B acion: | B ©
s B oo Bo
HCW Type: | B Acton: | B o
= B o Do
HoW Type: | B rcon: |~ )
Moment: | B coves: [+ =)
HEW Type: | n Action: [ n ©
- B o Do

When complete each Moment can be saved individually by clicking the green arrow beside it:
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-] B % .50% 1521 B @ % 4.0 49% R 15:26
{y @& ps/ hhaorgau (@ i O @& ps/ hha.org.au :
£ Done Moments Save All £ Done Moments: 1/1 Save All
HCW: N v Act Rub v o HCW: | N v Act | Rub v o
m: 1.BeforeT v g v ° m: 1. Before T v g, v °
HCw: v Act: v o HCW: N v Act: Rub v o
M: ™| Glv: 5 ° m: | 2.BeforeF * g, On v °
HCwW: v Act: v ° HCW: | N v Act | Rub v °
M pey Q@ v 3.Afteraf v g Off N -}
HCW: v Act: v o HCW: N v Act. Rub v °
M: " aiv: K -) v | 4 After Toi v g, '@

Alternatively all four Moments can be saved at once by clicking on Save All on the right of the grey
Moments bar at the top:

Each time a Moment / Moments are saved new blank Moment /Moments will appear on the screen.
Continue with this process until the Session is complete.

Why can’t | Sync my data?

There are a couple of reasons why completed session/sessions can’t be synchronised.

A) There is no active internet connection: Try again when you have an active internet
connection
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B 3@ il 48%E 1500

O @ ps/ hhaorgau (& ¢

Offline

You are currently offline and cannot
synchronise. Please try again when you
have an active internet connection

B) User password has been changed whilst the user is still logged into Compliance Mobile.

2@ 1. 48% @ 15:05

O @& ps/ vhhaorgau (&

Sync error

There was a problem with
synchronisation, and your data has not
been sent to the server.

The problem was:

Incorrect username or password

This data can’t be synchronised with the server and must be entered into Compliance Database
manually. In this situation, it is crucial that the steps below be followed so that subsequently
collected data can be synchronised:

1. Enter the data manually

2. Delete the session from the mobile device by clicking on the red minus sign beside the
session and confirm OK you are sure you want to delete this session?
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Log off the mobile device by using the Logout button (not just by closing the internet
browser) and ensure all pages of the internet browser are closed

Remove the Compliance Mobile icon from the home screen by pressing it, then dragging to
‘X Remove’ at the top of the page and releasing

Then go to Home Screen, swipe up or down to display all Apps, then select Settings, Apps,
Browser (Chrome if that is what you are using), Storage, Clear Cache

00 ® ~

Chrome Gallery Gmail Samsung Pay

‘; Q '.\‘ " | G

My Files Calendar

Messages C Settings

Calculator Samsung mySamsung
Notes
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B B30 . 45%E 1537
SETTINGS Q

Connections

Mi-Fi, Bluetooth, Data usage, Flight mode

:(]3' Sounds and vibration

Sounds, Vibration, Do not disturb

Motifications

Block, allow, pricritise

Display

Brightness, Blue light filter, Home screen

Wallpapers and themes

Wallpapers, Themes, lcons

Advanced features

Games, Or

Device maintenance

Battery, Sl

A Maman
rage, Memory

Apps
Def

Jefault apps. App permissions

Lock screen and security

Lock screen, Face Recognition, Fingerprints

Cloud and accounts

samsung Cloud, Backup and restore, Smart

[ £ ¢ 163%E16:13

< APPS :
All apps »

@ Brother Print Service Plugin

35.09 MB

) Calculator
511 MB

x
“k

Calendar
32.84 MB

Camera

364 KB

® 6

o) Camera Translator
20,50 MB

L

Chrome
288 MB

Clock
36.50 MB

o |®

ConfigAPK
20.00 KB

Contacts
1.42 MB

® B

8 230 .l 45%@15:36

< APPINFO :

e Chrome
Wersion 69.0.3497.100

DISABLE FORCE STOP

USAGE
Mobile data

1.271 GB/5.11 GB used since 20 Jur

Battery

2% use

ared storage used

Memory
31

3 GB used on average in last 3 hours

APP SETTINGS

Motifications
Blocked

Permissions
Location and Storage

B B% 0 .l 45% @ 1536
< STORAGE

G Chrome

STORAGE

Total 287 MB

Application 170 MB

Data 117 MB
MANAGE STORAGE

Cache 308 MB

CLEAR CACHE
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Log in and test all is working correctly by entering and syncing one moment only. If necessary delete

this Moment and Session from Compliance Database using the computer.

How do | manually enter data that can’t be synchronised into the

Compliance Database?

Click on summary details of session and all

audited moments will appear below

BE@ .l
0 @& ps/ .hha.org.au
Sync Sessions

Organisation: Test Hospital
Ward/Dept: Medical

Date: 2018-09-27 (14:59)
Moments: 2

47% @ 15:17

®

Logout

Add Session

Enter Moments into Compliance Database

manually before deleting session from mobile device

BE@ .0 47%&15:19
> @& psy/ hhaorgau (¢
< Back Session Details

Organisation: Test Hospital

Ward/Dept: Medical

Audit: Local 2018

Session Number:

Date: 2018-09-27 (14:59)

Moments: 2

HCW MOM ACT GLV

N |1. Before Touching A Rub|undefined
Patient

N | 4. After Touching a Patient | Rub|undefined

S
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Troubleshooting - Mobile Devices - Apple

For users with role: Auditor

Android Devices only — based on Apple iPhone 6

Contents

What are the benefits of using Compliance Mobile?

What is the difference between the Compliance Database and Compliance Mobile?

How can | quickly access Compliance Mobile?

How much of my data plan will | use if | collect moments on my personal device?

What if | can login to the Compliance Database on the computer but not Compliance mobile?

How do | reset my password if | have forgotten it?

What if the ‘Forgot Password’ function doesn’t work?  How do | update my details or change my
password?

Can | only enter four moments per session?

Why can’t | Sync my data?

How do | manually enter data that can’t be synchronised into the Compliance Database?

What are the benefits of using Compliance Mobile?

Compliance Mobile is a ‘paper free’ method for auditors to ‘sync’ moments directly into the national
database. There are three main reasons to use Compliance Mobile:

4. Save time: Facilities using Compliance Mobile report a 50% reduction in data management
time.

5. Data validation: data quality is optimised because of real-time application of validation rules

6. Immediate performance feedback: once the session is synced, it is available for immediate
feedback to healthcare workers by using the Compliance website reporting tools.
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What is the difference between the Compliance Database and
Compliance Mobile?

The Compliance Database (https://compliance.hha.org.au) and Compliance Mobile
(https://compliance.hha.org.au/mobile) are two separate sites. Compliance Mobile allows entry and
syncing of data only. All other functions such as adding audits, adding auditors, resetting passwords,
adding departments, submitting completed audits and generating reports must be done on the
Compliance Database. Data can only be entered one moment at a time on the Compliance Database
but with Compliance Mobile four moments can be observed and audited simultaneously (note that
whichever method is used, an unlimited number of moments can be added to each session).

Note the different screenshots when entering data in either Compliance Database or Compliance
Mobile.

Compliance Database data entry screen

English (Australia) Ignaz Semmelweis Logo

Home Contacts

Moments (0/0)

HCW Type Moment # Action Gloves
o & i - M = 4 &3
Session Details
Organisation: Test Hospital

Audit:* | National Test Audit

Auditor: Ignaz Semmelweis
Department:” | Acute el
Session Number: |
Start Date:" |20/11/2015
Start Time:" [10:00
End Date:" [20/11/2015
End Time:" 10:30
Created By: [Ignaz Semmelweis
Create Date: 20/11/2015, 10:06:47 AM
Last Modified By: Ignaz Semmelweis

Last Modified Date: 20/11/2015, 10:06:47 AM

Conve [ conce
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Compliance Mobile data entry screen

#ssss YES OPTUS 4G 10:48 am 4 82% WD
< [II ~ hha.org.au I @ L Ijj
Done Moments Save All

HOW Type: | B Acton: [ Be
Moment: B coves: [ e

chTma:[ n Action: [ n o
Moment: [ B cioves: | Be

Hew Type: [ B Acton: [ |~ )
Moment: [ B coves: | Be

Hew Type: [ B Action: [ Ne
Moment. [ n Giloves: [ n g

How can | quickly access Compliance Mobile?

This can be done by adding a link to the home screen.
Go to hha.org.au

Scroll down to the blue buttons and click on Compliance Mobile

R 46

||I| Compliance

DEIE]oELY]
View Compliance Database

dl 68% M 11:26

Mobile Compliance
Collect data on a mobile
device

Audit Tools

Click here to view Audit Tools

W1/ Implementation

o # Click here to view

Resources

Or go to https://compliance.hha.org.au/mobile
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-2

Click on ', then select Add to Home Screen. The 227 icon will appear and remain on your

home screen. Clicking on this icon will take you directly to Compliance Mobile Login.

eseee YES OPTUS 4G 4:12 pm L B8% m.
< A hha.org.au ¢ . 7

Hand Hygiene Hand Hyglane: Logan

HHCApp Mobile

AlrOrop. Share with people nearby. If you don't see
@ them, have them tum on A¥Drop in Control Canter on
108, or go to ADrop in Finder on a Mac
Auditor Username
Password

\W’
The ' icon will appear and remain on your home screen. Clicking on this icon will take you
directly to Compliance Mobile Login.

How much of my data plan will | use if | collect moments on my
personal device?

Auditing using a mobile device will result in minimal data usage on your plan.

Syncing 100 moments = 650 bytes

Most data plans are in gigabytes

1GB =1 billion bytes

What if | can login to the Compliance Database on the computer
but not Compliance Mobile?

If you can login to Compliance Database on the computer but not on Compliance Mobile then your
username and password are correct. If this is the case try using a different internet browser e.g.
Chrome.
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How do | reset my password if | have forgotten it?

Prior to resetting your password it is important to ensure any previously collected sessions have
been synchronised and you are logged out of Compliance Mobile on all devices you have ever
previously been logged into by clicking on the Logout button. Simply closing the screen does not log
you out.

ssses YES OPTUS 4G 4:15 pm % 95% W

< m . hhaorg.au © m -+ @

Currently no sessions stored
on this device.

To check you are logged out of all screens click the box with the number in the top right corner of

the page N and all open pages will appear (see below).

[ o oom [l s e e svss

If still logged in tap the page to open it and then click on Logout. If already logged out click on the
cross in the top left hand corner to close the page.

Then go to the Compliance Database website at https://compliance.hha.org.au and click on Forgot
your password? You will be asked to enter your email address and a new password will be emailed
to you.
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English (Australia)

Usemame:" ‘ This field is required.

Password: ‘ ‘
e

Forgot your password?

What if the ‘Forgot Password’ function doesn’t work?

This is usually due to the fact that your email address (entered when username was created) is
incorrect. Please contact the Hand Hygiene Coordinator (Compliance Database Organisation
Administrator) at your facility who can reset usernames and/or passwords as follows:

Log into Compliance Database as the Organisation Administrator

Click on Users in the top level menu

Search for the user they want to edit by completing one of the search fields
Select the required user from the blue table below by clicking on their Username.

©® N W

English (Australia) Jenny Bradford Log

Home  Country  Audits  Organisations  Regions  Organisation Groups m

Dashboard > Users
Users Add User 1
Username: | Ignaz State: | Any v
First Name: Region Group: | Any m
Region: | Any w
Last Name: '
1st Level Group: | Any. [RA
Keyword: 2nd Level Group: | Any M
Include deleted: (J Organisation: | Please Select Parent v
Department: | Select an Organisation 'V
Role: | Any w
Total results: 2
Username Name 'y Email Role
1 th2ignaz Semmelwels, Ignaz x@x.x830 Auditor
Semmelweis, Ignaz x@testhospital.com Auditor

Confirm all sessions are synchronised AND all devices are logged out, enter and confirm the new
password and click Save.
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English [Australis) Jenny Bradiord  Logout

Home  Country  Audits  Organisations  Regions  Organisation Groups  Users

Dashboard = Users = Usar Details

Edit User: Ignaz Semmelweis

Details
Main Details

Role: Auditor Sessions
Username:” Ignaz Roles
First Names:" lgnaz
Last Name:" [Semmaebweis
Email:” x@testhospital.com
Phone:
Street:

Suburky:

Password
Please ensure this user has synchronised all sessions on their mobile devices AND has logged out of ALL
mobile devices (even if there were no sessions to be synchronised) BEFORE you change the password.
Te log out of a mobile device you need to press the logout buttan, Simply closing the browser/navigating
to a new page is not sufficient

N () 1confirm all sessions are synchronised AND devices are logged out]

New Paseward:

Confirm Password:

Force password change:

Other Information
Created By:

Create Date: 06/05/2010, 11:13:39 AM
Last Modified By: Kelvin Heard
Last Modified Date: 07/03/2013, 9:55:21 PM
Last Login: 07/03/2013 95541 PM from IP ogdress 110.32.145.251

Legacy UserID: 453

How do | update my details or change my password?

Ensure ALL sessions are synchronised and you are logged out of ALL mobile devices as per
instructions above. Login to Compliance Database on a computer as usual and click on your

username at the top right of the page.
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Organisation Administrator View

English (Australia) | Joe Bloggs [Help Logout

Dashboard - Joe Bloggs
Audit Period: Audit Two 2018 v

National Hospital A

Total Moments: 589,640 Total Moments: 4,405
This “live” rate subject to change as more data is submitted or edited. Changes typically occur up to three weeks after the end of each national audit. .;‘
Auditor View

English [Australial  Ignaz Semmebweis JLogout

Home  Contacts

Dashboard
Audit Sessions Add Session +
Audit Name: State: | Any v
Audit Type: | Any r Region Group: | Any r
Audit Period: | Please Select Parent r Region: | Any v
Audit Status: | Any r 1st Level Group: | Any v

Date: Crganisation: | Any v

Showing [ 0 | results, 1-10 of 472

BEEEHEEEEE 48| | Net>

Total Sessions in this selection: 472 Total Moments in this selection: 1468
Organisation: Department Start Date ¥ End Date i

1| National Test Audit Test Hospital: Medical 2 20,10/2015, 20,10/2015, Ignaz Semmelweis 7
2:20:00 2:31:00
2 Practice 2015 Test Hospital: Acute 0771042015, 07,/10/2015, Ignaz semmelweis 1 |

This will take you to the screen below where you can update your details and change your password.
Then click Save at the bottom left of the page.
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English (Australia) Org Admin Test  Logout

Home  Sessions  Audits  Organisations  Contacts  Users

Dashboard > Users > User Details
Edit User: Org Admin Test

Details
Main Details

Role: Organisation Administrator Roles

Username: ff TestOrgAdmin

First Names: §Org Admin

Last Name: gTest

Email: Yest.org@hha.org.au

Phone: ‘
Street: \
Suburb: ‘
Password
New Password:

Confirm Password:

Force password change:

Other Information
Created By:

Create Date: 08/12/2012, 4:55:44 PM
Last Modified By: Poul Rodger
Last Modified Date: 12/12/2012, 2:48:50 PM
Last Login: 28/10/2015, 1:06:37 PM from IP address 203.1.80.1

Legacy User ID: 8520

Can | only enter four moments per session?

A maximum of four moments can be observed and audited on the screen at once however each
session can consist of an unlimited number of Moments.

essse YES OPTUS 4G 10:48 am % 829 WD
< m ~ hha.orgau e M + I
Done Moments Save All

HCW Type: [ n Action: [ n 0
Moment: [ Gloves: [ Q

How Type: | n Action: [ n ©
Moment: [ n Gloves: [ n °.

How Type: | n Action: [ n ©
Moment: | n Gioves: | ﬂ =)

How Type: | M Aacton: [ [~ (>)

[

Moment: [ n Gloves:
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When complete each Moment can be saved individually by clicking the green arrow beside it:

http:/i .hha.org.au

Are you sure you wish to save this
entry?

Cancel

Alternatively all four Moments can be saved at once by clicking on Save All on the right of the grey
Moments bar at the top:

http:// hha.org.au

Are you sure you wish to save all
entries?

Cancel

Each time a Moment / Moments are saved new blank Moment /Moments will appear on the screen.
Continue with this process until the Session is complete.

Why can’t | sync my data?

There are a couple of reasons why completed session/sessions can’t be synchronised.

A) There is no active internet connection: Try again when you have an active internet
connection

108



!/ Hand Hygiene Australia
G- Y9

www.hha.org.au

http:/i __ hha.org.au

You are currently offline and cannot
synchronise. Please try again when you
have an active internet connection

OK

B) User password has been changed whilst the user is still logged into Compliance mobile.

http:/ hha.org.au

There was a problem with
synchronisation, and your data has not
been sent to the server.

The problem was:Incorrect username
or password

OK

This data can’t be synchronised with the server and must be entered into Compliance Database
manually.

In this situation, it is crucial that the steps below be followed so that subsequently collected data can
be synchronised:

1. Enter the data manually

2. Delete the session from the iPad by clicking on the red minus sign beside the session and confirm
OK you are sure you want to delete this session?
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http:// hha.org.au

Are you sure you want to delete this
session?

Cancel

3. Log off the iPad by using the Logout button (not just by closing the internet browser) and ensure
all pages of the internet browser are closed.

4. Remove the Compliance Mobile icon from the home screen by pressing on it until it “wiggles”
then click on the cross in the top left hand corner.

5. Then go to Settings/Safari/Clear History and Website Data/Clear

Clear History and Data

Clearing will remove history, cookies,
and other browsing data.

Clear Cancel
-—

Log in and test all is working correctly by entering and syncing one moment only. If necessary delete
this Moment and Session from Compliance mobile using the computer.
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How do | manually enter data that can’t be synchronised into the

Compliance Database?

Click on summary details of session and all audited moments will appear below

ssses YES OPTUS 4G 12:25 PM £ 72%

< m .hha.org.au ¢ M +

Sessions

Organisation: Test Hospital
Ward/Dept: Medical 2
Date: 2015-09-10 (14:48)
Moments: 5

e
Add Session

Enter Moments into Compliance Database manually before deleting session from iPad

ssees YES OPTUS 4G 12:24 PM £ 72% .

< m hha.org.au ¢ M + O

Back Session Details

Organisation: Test Hospital
Ward/Dept: Medical 2
Audit: National Test Audit
Session Number:

Date: 2015-09-10 (14:48)

Moments: 5

HCwW MOM ACT GLV
N 1. Before Touching A Patient Rub undefined
N 4. After Touching a Patient Rub undefined
DR 2. Before Procedure Missed undefined
DR 3. After a Procedure or Body Fluid Exposure Risk Rub undefined
PC 5. After Touching A Patient's Surroundings Missed undefined
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Quick Start Compliance Database Guide

For users with role: Administrator - Organisation
Organisation Group

Region Group
Region
Auditors

Contents

1. Quick Start Guide for Organisation Administrators
1.1 Add new Auditor

1.2 Add existing user to Auditor role

1.3 Detach Auditor

1.4 Add new Organisation Administrator

1.5 Add existing user to Organisation Administrator role
1.6 Detach Organisation Administrator

1.7 Add new Reporter or Data Entry role

1.8 Add existing user to Reporter or Data Entry role
1.9 Assign a Primary Contact

1.10 Add new Department

1.11 Add new Health Care Worker Type

1.12 Update User details

1.13 Download User list

1.14 Auditor and Sessions report

1.15 Enter data

1.16 Delete data

1.17 Add National Audit Period

1.18 Add Local Audit Period

1.19 Submit Audit Period

1.20 Edit Session Details

2. Quick Start Guide for Region Administrators
2.1 Add new Region Administrators

2.2 Add existing user to Region Administrator role
2.3 Detach Region Administrators

2.4 Delete data

3. Quick Start Guide for Auditors

3.1 Update details
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3.2 Enter data (Compliance Database)
3.3 Enter data (Compliance Mobile)

1. Quick Start Guide for Organisation Administrators

1.1 Add new Auditor

> Users tab (horizontal menu, top of page)
>Add User+

>Enter details

>Save

>Assign Roles

>Select Role

>Select level (region, organisation, department)
>Assign Role

1.2 Add existing user to Auditor role
>Qrganisations tab (horizontal menu, top of page)
>Select organisation under blue line

>Users tab (vertical menu, right side of page)
>Dropdown arrow for Auditors

>Add New+

>Enter details in search fields

>Search

>Select user under the blue line

>Done

1.3 Detach Auditor

Method 1

>Qrganisations tab (horizontal menu, top of page)
>Select organisation under blue line

>Users tab (vertical menu, right side of page)
>Auditors dropdown arrow

>Edit List

>Select red circle beside auditor name

>Save

Method 2

>Users tab (horizontal menu, top of page)
>Enter details in search fields

>Search

>Select user under the blue line

>Roles

>Check box

113



!/ Hand Hygiene Australia
o b Y9

www.hha.org.au

>Remove Selected

1.4 Add new Organisation Administrator
> Users tab (horizontal menu, top of page)

>Add User+

>Enter details

>Save

>Assign Roles

>Select Role: Organisation Administrator
>Select organisation

>Assign Role

1.5 Add existing user to Organisation Administrator role
>Q0rganisations tab (horizontal menu, top of page)
>Select organisation under blue line

>Users tab (vertical menu, right side of page)
>Dropdown arrow for Organisation Administrators

>Add New+

>Enter details in search fields

>Search

>Select user under the blue line

>Done

1.6 Detach Organisation Administrator

Method 1

>0Organisations tab (horizontal menu, top of page)
>Select organisation under blue line

>Users tab (vertical menu, right side of page)
>Edit List

>Select red circle beside auditor name

>Save

Method 2

>Users tab (horizontal menu, top of page)
>Enter details in search fields

>Search

>Select user under the blue line

>Roles

>Check box

>Remove Selected

1.7 Add new Reporter or Data Entry role
> Users tab (horizontal menu, top of page)

>Add User+
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>Enter details

>Save

>Assign Roles

>Select Role: Reporter or Data Entry
>Select organisation

>Assign Role

1.8 Add existing user to Reporters or Data Entry role
>Q0rganisations tab (horizontal menu, top of page)
>Select organisation under blue line

>Departments tab (vertical menu, right side of page)
>Select Department

>Add New+

>Enter details in search fields

>Search

>Select user under the blue line

>Done

1.9 Assign a Primary Contact

>Qrganisations tab (horizontal menu, top of page)
>Select organisation under blue line

>Users tab (vertical menu, right side of page)

>Edit List (in line with Organisation Administrator list)
>Select blue star

>Save

1.10 Add new Department

>0Organisations tab (horizontal menu, top of page)
>Select organisation under blue line

> Departments tab (vertical menu, right side of page)
> Add Department+

> Enter department details

>Save

1.11 Add new Health Care Worker Type

> Organisations tab (horizontal menu, top of page)
> Select organisation under blue line

>HCW Types

>Add HCW Type+

>Enter HCW Type details

>Select Parent HCW Type

>Save
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1.12 Update User details

> Users tab (horizontal menu, top of page)
>Enter details in search fields

>Search

>Select user under the blue line

>Update user details

>Save

1.13 Download User list

> Users tab (horizontal menu, top of page)
>Select Organisation and Role

>Search

>Download as: XLS, XLSX, CSV

1.14 Auditor and Sessions report

>Home tab (horizontal menu, top of page)
>Auditor and Sessions report

>Select Organisation

>Select date range or audit period

>Run report

>Download PDF or spreadsheet

>Print (landscape)

>Exports tab — PDF available for 7 days

1.15 Enter data

>Sessions tab (horizontal menu, top of page)
>Add Session+

>Enter session demographics

>Save

>Enter Moment

>Save

1.16 Delete data

>Sessions tab (horizontal menu, top of page)
>Select organisation under the blue line
>Audit Periods tab

>Enter session demographics

>Save

>Enter Moment

>Save

1.17 Add National Audit Period

>Audits tab (horizontal menu, top of page)
>Add Audit+
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>Audit Type - National
>Select organisation and Audit Period
>Save

1.18 Add Local Audit Period

>Qrganisations tab (horizontal menu, top of page)
> Select organisation under blue line

>Audit Periods tab (vertical menu, right side of page)
>Add Audit Period+

>Enter details

>Save

>Audits tab (vertical menu, right side of page)
>Add Audit+

>Audit Type — Local

>Audit Period

>Save

1.19 Submit Audit Period

>Audits tab (horizontal menu, top of page)
>Select Audit (under the blue line)
>Submit or Approval

1.20 Edit Session Details

> Organisations tab (horizontal menu, top of page)
> Select organisation under blue line

>Sessions

>Enter Audit details in search fields

>Search

>Select session under the blue line

>Scroll down to session details

>Edit details (Audit must be ‘Active’ to edit)

>Save

Quick Start Guide for Region Administrators

2.1 Add new Region Administrators

> Users tab (horizontal menu, top of page)
>Add User+

>Enter details

>Save

>Assign Roles

>Select Role: Region Administrator
>Select region

>Assign Role
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2.2 Add existing user to Region Administrator role
> Regions tab (horizontal menu, top of page)

> Select region under blue line

>Dependants

>Add New+

>Enter user details in search fields

>Search

>Select user under the blue line

>Done

2.3 Detach Region Administrators

Method 1

> Regions tab (horizontal menu, top of page)

> Select region under blue line

>Dependants

>Edit List

>Select red circle beside Region Administrator’s name
>Save

Method 2

>Users tab (horizontal menu, top of page)
>Enter details in search fields

>Search

>Select user under the blue line

>Roles

>Check box

>Remove Selected

2.4 Delete data

>Audits tab (horizontal menu, top of page)
>Filter for Audit Period and Organisation
>Search

>Select Audit Period under the blue line
>Select Session

>Edit and Del to remove each Moment
>Delete (bottom right of page)

Quick Start Compliance Database Guide for Auditors

3.1 Update details

>Select own name (top right side of page)
> Update details

> Save
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3.2 Enter data (Compliance Database)
>Home tab (horizontal menu, top of page)
>Add Session+

>Enter session demographics

>Save

>Enter Moment

>Save

3.3 Enter data (Compliance Mobile)
>Login to mobile site on mobile device
>Add session

>Enter session demographics
>Moments

>Enter Moment

>Save All

>Save All? Yes

>Done

>Finished? Yes

>Sync

>Sync All? Yes

>Logout

>Logout? Yes
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