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1. Purpose & scope of document 

This document relates to the use of Tracker2 for CFRI data collection. This document does not refer in detail 

to variables and data collected by CFRI, rather it focuses on how to use the CFRI Tracker2 platform to collect 

data. As such, this document sits alongside a wider pack of data collection standard operating procedures. 

These documents are referenced in Section 6. This document was developed by the Head of Operations at 

CFRI with support from the CFRI SCRA and a CRA.  

CFRI Tracker2 is a secure database developed by OpenApp for CFRI  to collect health data on people with Cystic 

Fibrosis. CFRI fully migrated to Tracker2 in 2022 replacing the previous system. Key updates to this system 

have allowed CFRI to ensure that data input is as accurate and accessible as possible. 

Please note that this summary document serves to act as complimentary to the more technical detail provided 

in the CFRI Tracker2 User Guide provided by OpenApp. This document is also accompanied by further CFRI 

Tracker2 training materials including video guidance and access to the CFRI test site to allow users to practise 

using CFRI Tracker2. 

2. Policies and regulations 

This standard operating procedure has been developed in the context of the General Data Protection 

Regulation (EU), or GDPR, 2016. The development and use of CFRI Tracker2 should be compliant with these 

legal requirements for data protection and security. Should users require any further information on GDPR, 

please contact your line manager or CFRI contact. 

3. Responsibilities  

The primary intended audience for this document are the CFRI (S)CRAs and data collectors. The responsibility 

of ensuring the proper use of CFRI Tracker2 lies with these groups. More specific responsibilities are as follows: 

Role Responsibilities 

SCRA (Senior Clinical Research 
Associate) 

Data entry, enrolling patients, patient transfer, querying data, dealing 
with queries 

CRA(s) (Clinical Research 
Associates) 

Data entry (incl.  core data, patient sharing, encounter data), dealing 
with queries 

Head of Research/System 
administrator 

Addition/removal of CFRI Tracker2 users, user permission control, 
flagging removal of patients wit ZenDesk, querying data 

Head of Operations Review of CFRI Tracker2 SOP 

CEO/Data Protection Officer 
(DPO) 

Data security, and logging data security incidents 

OpenApp Development and technical support, removal of patients 

Research Analyst Querying data, data analysis 

 

4. Definitions & abbreviations 

 Term Definition 

P
a

tie
n

t 
ID

 PID (patient 
identifying data) 

Consists of a piece of text for each patient (patient label) which is stored in 
ǘƘŜ ΨǇŀǘƛŜƴǘ ƭŀōŜƭ ŦƛƭŜΩΦ ¢ƘŜ ǇŀǘƛŜƴǘ ƭŀōŜƭ ƛǎ ŘƛǎǇƭŀȅŜŘ ƻƴ ǇŀƎŜǎ ŘƛǎǇƭŀȅƛƴƎ 
ǇŀǘƛŜƴǘ ŘŀǘŀΦ tL5 ƛǎ ǎŜǇŀǊŀǘŜŘ ŦǊƻƳ ǇŀǘƛŜƴǘΩǎ ŎƭƛƴƛŎŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ Řŀǘŀ 
privacy purposes. PID can only be viewed by users from the enrolling centre. 
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CFRI ID 
A unique number automatically allocated to each patient as the point of 
enrollment on the CFRI Tracker2 database. 

T
y
p
e

s
 o

f 
u

se
r 

a
cc

e
s
s

 Viewer 
A system user who can only view information in the database. Their 
permissions do not allow them to enter or edit exitsing data. Their 
permissions may be limited to a subset of centres. 

User (Centre 
Investigator/Centre 
Administrator) 

A system user who can view as well as add/edit data within the system. 
Their permissions may be limited to a subset of centres. 

Service desk 
A system user with the ability to oversee/change all user permissions and 
add/remove users from the system. Their permissions allow the user to view 
activity of other users. 

Data manager 
A system user with the ability to conduct data extraction and compile data 
reports. 

D
a

ta
b

a
se

 s
tr

u
ct

u
re 

Module 
Predefined security rules, dashboards, forms and reports. Each centre is a 
separate module. Only defined centre users can access that specific centre 
(module) and associated data. 

Dashboard 
Dashboards are the means through which the user can access all module 
features. 

Forms/sections 

Patient enrollment and all data collection is done using forms. Forms are 
made up of different sections related to specific pieces of information. 
Throughout CFRI Tracker2, some sections are required (i.e. they must be 
completed) and some are optional. If optional sections are included, there 
may be some required information within that section. Active sections of 
forms will be highlighted. 

Data field 
Fields relating to where a specific piece of information/data is requested 
about a patient or encounter. 

N
a

v
ig

a
tin

g
 t

h
e

 d
a
ta

b
a

se 

Header menu 

The main toolbar along the top is the main point of navigation through the 
database & is shown at the top of all pages. It allows the user to navigate 
through different modules ς if you can view more than one centre, drop-
down menus will allow you to toggle between centres. When working in a 
particular centre on the database, the cnetre name will appear in the top 
right of the main toolbar. 

Context banner 

Shown below the main toolbar, the context banner includes information on 
the currently selected centre/patient. When working on a patient form, a 
ōŀŎƪ ŀǊǊƻǿ ƛǎ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ŎƻƴǘŜȄǘ ōŀƴƴŜǊ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ǇŀǘƛŜƴǘΩǎ Řŀǘŀ 
collection page. 

Main dashboard 

In the dashboard, you can view a summary of patients across all centres. You 
should only be able to access those centres for which you collect data or in 
which you work. You can see a summary of enrollments in a centre, access 
to centre encounters, annual summaries and summary report modules (on 
the right hand side), queries summary for a given centre, and an overview of 
data collection for each centre 

Patient search bar 
Using the search bar you can use patient CFRI IDs or patient names to 
navigate directly to a specific patient. 

Centre dashboard 

Centre specific dashboards allow the user to navigate between several 
things at the centre level, which can be navigated to using the side menu on 
the left-hand side of the screen. These include the patient list for that 
centre, the enrol patient function, and centre-sepcific queries 

Patient level view 
When working at the patient level, the side menu (left-hand side of the 
screen) allows the user to toggle between several things related to individual 
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patients. Patient names will not be shown unless the patient label file 
password has been input. 

Reports Graphs and data used to summarise and visualise data in CFRI Tracker2. 

Patient reports 
Summary graphs show long-ǘŜǊƳ ǘǊŜƴŘǎ ƛƴ ǇŀǘƛŜƴǘΩǎ ŘŀǘŀΦ DǊŀǇƘǎ Ŏŀƴ ōŜ 
expanded to view more detail. 

Queries/errors 
Queries/errors relate to any identified errors or missing values in or 
questions regarding patient data. These are visible in CFRI Tracker2 using 
red, amber, green (RAG) colour systems. 

P
a

ti
e

n
t 

s
h

a
ri
n
g
/t

ra
n
s
fe

r 

Shared care 

When a patient is seen by 2 or more centres (e.g., when transferring from 
paediatric to adult care, or when receiving a transplant). Patient records are 
included in both centres. 

Patient transfer 

When a patient has permanently transferred to a new centre. Data is no 
longer available in old centre. Patients can be transferred again or have a 
shared set-up if necessary at any point. An expiry date can be set to allow for 
patient transfer (e.g., from paediatric to adult care) over an period of time. 

D
a

ta
 s

e
cu

ri
ty 

Browser security 
certificate 

A means of indicating that website access is secured using encrypted 
connection. 

Data security 

incident  
When the data we are responsible for at CFRI is compromised in such a way 
that results in any breach of confidentiality or integrity 

Data incident log 
In the case of a data security incident, the incident should be reported to the 
DPO/CEO as soon as possible and the incident is logged in the CFRI data 
incident log. Any further action required is decided at this stage.  
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5. Process for using CFRI Tracker2 for data collection 

The following section outlines the key processes for using Tracker2 for CFRI data collection. It covers accessing 

Tracker 2, the structure & navigation of the database, setting up/enrolling a patient, data entry, removing a 

patient, and data security. 

ACCESSING TRACKER2 & LOGGING ON 

DOWNLOADING & INSTALLING THE SECURITY CERTIFICATE 

1. A browser security certificate is required to enable access to CFRI Tracker2 ς an download link/file 
for this will be sent to you by your line manager. An accompanying password will be sent 
separately. 

2. Open and save the download link/file from the e-mail sent to you by your line manager. 
 
APPROACH 1: 

3. To install the certificate, open your browser (Chrome is the standard browser used at CFRI) 
4. bŀǾƛƎŀǘŜ ǘƻ ōǊƻǿǎŜǊ ǎŜǘǘƛƴƎǎΣ ǘƘŜƴ ΨǇǊƛǾŀŎȅ ŀƴŘ ǎŜŎǳǊƛǘȅΩ ǎŜǘǘƛƴƎǎΣ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨǎŜŎǳǊƛǘȅΩ ǘŀō 
5. CǊƻƳ ǘƘŜ ǎŜŎǳǊƛǘȅ ǘŀōΣ ǎŜƭŜŎǘ ΨƳŀƴŀƎŜ ŎŜǊǘƛŦƛŎŀǘŜǎΩ ς this will open a pop-up box. 
6. In the pop-ǳǇ ōƻȄΣ ŎƭƛŎƪ ƻƴ ΨƛƳǇƻǊǘΩ ǘƻ ƛƳǇƻǊǘ ǘƘŜ ǎŜŎǳǊƛǘȅ ŎŜǊǘƛŦƛŎŀǘŜ ŦƛƭŜ ŀƭǊŜŀŘȅ ǎŀǾŜŘ ƭƻŎŀƭƭȅ ǘƻ 

your laptop/PC. 
7. Once you have chosen the relevant file, you follow the next instructions to install.  
8. Once installed, the security cerǘƛŦƛŎŀǘŜ ǎƘƻǳƭŘ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ΨƳŀƴŀƎŜ ŎŜǊǘƛŦƛŎŀǘŜǎΩ ǇƻǇ-up box. 
9. Going forward, upon accessing CFRI Tracker2, the web browser will prompt the use of the browser 

certificate as below ς ensure the browser certificate is highlighted and click OK. 

 
APPROACH 2: 

1. Go to the security certificate file location ς where you originally saved the file. 
2. 5ƻǳōƭŜ ŎƭƛŎƪ ǘƘŜ ŦƛƭŜ ǘƻ ƻǇŜƴ ǘƘŜ ΨŎŜǊǘƛŦƛŎŀǘŜ ƛƳǇƻǊǘ ǿƛȊŀǊŘΩ 
3. Follow the steps through and insert the password when prompted. 
4. The import wizard will prompt you when the certificate has been successfully installed. 
5. Going forward, upon accessing CFRI Tracker2, the web browser will prompt the use of the browser 

certificate as below ς ensure the browser certificate is highlighted and click OK. 
 
N.B. The security certificate is renewed annually. The security certificate should be installed on your CFRI 
laptop/PC of regular use, not a public PC. 
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ACCESSING THE WEBPAGE & LOGGING ON TO CFRI TRACKER2 

1. The Tracker2 webpage is accessed via the following URL: URL TBC 
2. The CFRI Tracker2 test site is accessed via the following URL: 

https://link.edgepilot.com/s/337b8228/9MEI7AATC0SDpdHltArfmQ?u=https://tracker2-
uat.cfrireg.ie/ee/login/?next=/ie/insight/  

3. The latest versions of the following browsers are supported: Google Chrome ς recommended for 
best experience of all CFRI Tracker2 system features, Mozilla Firefox, Microsoft Edge, Opera (for 
Apple devices). Internet Explorer is not supported. 

 
1. The login webpage will look like Image 1. Login here using the username and password provided to 

you. 
2. Automatic logout ς if the user leaves Tracker2 idle for more than 20 minutes, they will automatically 

be logged out. The system administrator can change this. 

 
 

FORGOTTEN PASSWORD 

1. LŦ ȅƻǳ ŦƻǊƎŜǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ΨŦƻǊƎƻǘ ǇŀǎǎǿƻǊŘΩ ƭƛƴƪ ŀǘǘŀŎƘŜŘ ŀǘ ǘƘŜ Ǉƻƛƴǘ ƻŦ ƭƻƎƛƴ 
(Image 2). 

2. If you want to change your password, you can use the change password settings in your account 
settings once logged on. The change password function is found in the top right tab on the header 
menu under the username tab (Image 3) . 

3. If you change your password, please make sure you use a strong password (see section on data 
security for information on how to make your password strong).  

4. The user account will be locked for 10 minutes after 5 failed attempts to login. 

 

1 

2 
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TYPES OF USER ACCESS/PERMISSIONS 

1. There are different types of user access and permissions for using CFRI Tracker2. Your 
access/permissions will dictate which parts of the system you can view, access, use and edit. User 
permissions are outlined in the User Role Matrix document (final document TBC). 

2. User access and permissions can be updated by the Service Desk. 

DATABASE STRUCTURE & NAVIGATING THE DATABASE 

DATABASE STRUCTURE 

 
1. The CFRI Tracker 2 is structured into modules, dashboards, forms, fields and reports. These are 

structured as shown in Figure 1. 
2. When the user clicks on a specific centre (module), the user will be navigated to the centre 

dashboard, from where the user can access the associated  forms, sections, data fields, and 
reports required to enter data into CFRI Tracker2. 

 
 

NAVIGATING THE DATABASE 

1. Once logged on, the user is taken to the main homescreen dashboard, showing summaries of 
patient numbers and queries across all centres for which the user has permission to view/access.  

2. To move through the database, the user begins at the homescreen and can navigate to the particular 
centres to which the user has permissions to acccess via the encounters links on the right hand side 
of the screen (Image 4) .  

3 

Figure 1 CFRI Tracker2 structure 

Module 
(centre)

Forms

Sections

Fields

Reports

Dashboard
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3. Upon navigating into a particular centre, the user is presented with the main centre-specific 
dashboard, which first shows the patient list for that centre (Image 5) .  

4. From here the user can toggle between centres for which they have permission to view using the 
main header menu (under encounters)  

5. From the centre-specific dashboard the user can do a number of things using the side menu & 
patient list. This user guide will deal with each of these in turn in the following sections: 

i. Enrol a patient - SCRA only (side menu) 
ii. Navigate to centre-specific queries (side menu) 
iii. View patient lists (side menu) 
iv. Navigate to specific patients to begin data entry (click on patient in patient list shown) 

6. Use the main header menu to navigate back to the original homescreen dashboard by clicking 
ΨŘŀǎƘōƻŀǊŘΩ.The user can also click the CFRI logo at the top left of the screen to navigate back to the 
dashboard at any point. 

 

ENROLLING A PATIENT IN THE DATABASE (SCRA only) 

CONSENTING PROCESS 

1. Prior to enrolling a new patient on Tracker2, they need to consent to participating in CFRI. Informed 
consent of a new patient is obtained in-clinic by a CF nurse or healthcare professional. Once this has 
been completed, the from is sent to CFRI. The SCRA will log the consent information and then  enroll 
the patient on the database. 

2. A patient will only appear on the database when they have given informed consent to particpate in 
the CFRI and this has been logged as in step 1. 

Side menu 

Header menu 

5 

4 

Use these hyperlinks 

to navigate to 

specific centres 

taking you to the 

encounter view 

(below) 

Main homescreen dashboard 
Header menu 
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ENROLLING A PATIENT 

1. ¢ƻ ŜƴǊƻƭ ŀ ǇŀǘƛŜƴǘ ƛƴ ŀ ǇŀǊǘƛŎǳƭŀǊ ŎŜƴǘǊŜΣ ǘƘŜ ǳǎŜǊ ƴŀǾƛŀƎǘŜǎ ǘƻ ǘƘŜ Ψ9ƴǊƻƭ tŀǘƛŜƴǘΩ ǘŀō ƻƴ ǘƘŜ ǎƛŘŜ 
menu (Image 6) within the centre and enters the required data όǎƘƻǿƴ ŀǎ Ψ*Ωύ as in Image 7. Click 
save. 

2. Once this as been done, a CFRI ID will automatically be issued for the patient and core data can now 
be collected and entered for the patient.  

 

 

PATIENT TRANSFER  

 
1. {ƘƻǳƭŘ ŀ ǇŀǘƛŜƴǘ ƭŜŀǾŜ ƻƴŜ ŎŜƴǘǊŜ ŀƴŘ ŎƻƳǇƭŜǘŜƭȅ ƳƻǾŜ ǘƻ ŀƴƻǘƘŜǊΣ ǘƘŜ ǇŀǘƛŜƴǘ Ŏŀƴ ōŜ ΨǘǊŀƴǎŦŜǊǊŜŘΩ 

on CFRI Tracker2.  
2. Patient transfer is conducted by the SCRA. 
3. Please notify the SCRA if you are aware of a patient who will transfer, or who has already transferred 

centres e.g. from paediatric to adult care. 
4. To transfer a patient, the SCRA should navigate to ǘƘŜ ΨǎƘŀǊƛƴƎΩ ǘŀō ƻƴ ǘƘŜ ǇŀǘƛŜƴǘ ǎƛŘŜ ƳŜƴǳ and 

indicate which centre the patient is to be transferred to. 
5. If a patient has shared care, this ƛǎ ƴƻǘŜŘ Ǿƛŀ ŀŘŘƛƴƎ ǘƘŜ ǊŜƭŜǾŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ΨǎƘŀǊƛƴƎΩ ǘŀō ƻƴ 

the side menu in the patient dashboard.  
 

Enrol patient 

6 

7 
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DATA ENTRY 

SELECTING A PATIENT 

 
1. Select the patient, for whom you are collecting data for from the patient list in the relevant centre 

dasboard by clicking anywhere on the row relating to the patient (Image 8). This will take you to a 
patient-specific dashboard (Image 9). 

2. ¢ƻ ǾƛŜǿ ǇŀǘƛŜƴǘ ƛŘŜƴǘƛŦȅƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ όŜΦƎΦ ƴŀƳŜύ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǇǊƻƳǇǘ ȅƻǳ ǘƻ ƛƴǎŜǊǘ ŀ ΨǇŀǘƛŜƴǘ 
ƭŀōŜƭ ǇŀǎǎǿƻǊŘΩΦ ¢Ƙƛǎ ǇŀǎǎǿƻǊŘ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ȅƻǳ ǎŜǇŀǊŀǘŜƭȅ ōȅ ŜƛǘƘŜǊ ǘƘŜ Service Desk or the 
SCRA. 

3. On the patient-specific dashboard, you can navigate to several things using the patient side bar 
(Image 9). These will be explained in the following sections of this document. 

 

 

USING FORMS FOR PATIENT DATA ENTRY 

1. Once the relevant patient has been selected, you can choose to add data relating to Ψpatient core 
dataΩ or Ψpatient encounter dataΩ. 

2. All patient data entry is done using forms. Forms are made up of sections. Some sections are 
required, others can be added as required. Active sections (i.e., those where data is currently being 
input) are highlighted bold. 

3. On all forms, where data can be entered, any changes/new data must be saved to store information 
in CFRI Tracker2. 

 
Technical functionality of forms 
When entering data for a patient, CFRI Tracker2 uses: 

Click on patient from row in patient list 

8 

Patient side-bar 

9 

http://www.cfri.ie/


 WOODVIEW HOUSE, UCD-Belfield, Dublin 4, D04 V1W8, Ireland 
 Phone: +353 1 716 3177  Fax: +353 1 716 3186 
 Web: www.cfri.ie  Email: info@cfri.ie 
 Charity Number: CRA 20065638  CHY 22249 

 

13 
ACCESSING & USING CFRI TRACKER2 FOR CFRI DATA COLLECTION 

- ΨProgressive disclosure and dynamic fieldsΩ ƳŜŀƴƛƴƎ ǘƘŀǘ ŦƻǊ ŎŜǊǘŀƛƴ Řŀǘŀ ǘƘŜ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ŦƛŜƭŘ 
will appear in a section of a form and once this has been completed, additional fields are made 
available. 

- Ψ{ƭƻǿ-ŎƘŀƴƎƛƴƎ ŘŀǘŀΩ ς data which is logged during a specific encounter but maintained on the forms 
ŦƻǊ ŦǳǘǳǊŜ ŜƴŎƻǳƴǘŜǊǎ ŜΦƎΦΣ Ŏƻƴǘƛƴǳƻǳǎ ƳŜŘƛŎŀǘƛƻƴ ƛǎ ƛƴŘƛŎŀǘŜŘ ōȅ ǘƛŎƪŜŘ ŀ ΨŎƻƴǘƛƴǳƛƴƎΩ ōƻȄ ƻƴ ǘƘŜ 
encounter form. 

- ΨwŜǇŜŀǘƛƴƎ ŘŀǘŀΩ ς allows users to add more than one piece of information relating to a specific field 
in one form. 

TYPES OF DATA 

1. When you are entering core or encounter data for patients, the system will dictate whether the 
particular data fields are mandatory or not using the following notation: 

o Required όǎƘƻǿƴ ŀǎ Ψ*Ωύ ς mandatory data which must be entered. The save function will 
not activate until all required data has been input. 

o Expected όǎƘƻǿƴ ŀǎ ΨɲΩύ ς data which is expected to be input but the form can be saved 
without it. 

o Optional ς data fields with no requirements for completion 

 

ENTERING CORE PATIENT DATA  

1. Once a patient has been enrolled, their core data can be added by clicking the Core Data link in the 
side menu and then ΨeditΩ on the form details bar (Image 10). Clicking edit will allow you to edit the 
ǇŀǘƛŜƴǘΩǎ ŎƻǊŜ ŘŀǘŀΦ  

2. Upon clicking edit, the form sections, shown on the left hand side of the form (Image 10),  indicate 
which sections are required and which are not.  

a. The greyed boxes beside Demography, Consent & Assent, Medical care, Diagnosis, and CFTR 
Genotype (Image 11) indicate that these sections are required and should be completed 
when the form is first edited.  

3. Alongside adding core data, the SCRA should upload a PDF version of the signed consent for to the 
ǇŀǘƛŜƴǘΩǎ ǊŜŎƻǊŘ ƻƴ /CwL ¢ǊŀŎƪŜǊнΦ ¢ƘŜ ǳǇƭƻŀŘ ƭƛƴƪ ƛǎ ŀŎŎŜǎǎŜŘ ōȅ ǘƘŜ ǇŀǘƛŜƴǘ ǎƛŘŜ-menu under 
ΨŀǘǘŀŎƘƳŜƴǘǎΩΦ  

a. This file will be named in accordance with the rquired file labelling convention 
[HOSPITALNAME_ADULTPAEDS_CFRIID_MMYYYY].  

b. Tracker2 will require the file to given a label ς replicate the file name. 
c. Users will be able to see that a file exists, but only users with service desk access will be able 

to view the file by entering a password. 
4. The other sections can be added in as required. To edit, tick the box beside the section title (e.g., 

history) to add it to the core form (indicated by blue ticked boxes in Image 10). Even though these 
sections are optional, should you add them to the form, there may be some required fields within 
the section. 

5. Core data can be edited as information becomes available. 
6. Click the save button to save the core data. hƴŎŜ ǎŀǾŜŘΣ ŎƭƛŎƪƛƴƎ ŎƭƻǎŜ ǿƛƭƭ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ǇŀǘƛŜƴǘΩǎ 

data collection page. Users should regularly use the save function to ensure data is not lost.  

http://www.cfri.ie/
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7. Should you try to navigate to another item on the patient side bar without saving any changes, a 
pop-up (Image 12) will prompt you to either continue without saving or cancel the request to 
navigate to allow you to save changes. 

 
 

 
 

 

  

Navigate to 

core data 

Click to edit core 

data 

Core data 

form sections 
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ENTERING/ EDITING ENCOUNTER DATA  

1. Please refer to CFRI General Data Collection SOP for more information on encounter data 
definitions. 

2. You Ŏŀƴƴƻǘ ŜƴǘŜǊ ŀƴȅ ŜƴŎƻǳƴǘŜǊ Řŀǘŀ ǳƴǘƛƭ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ŎƻǊŜ Řŀǘŀ Ƙŀǎ ōŜŜƴ ŀŘŘŜŘΦ  
3. Details of each encounter with a patient should be recorded using the data collection tab on the 

patient side menu (Image 13).  
4. Click add: encounter to open a new encounter form. To open or edit an existing encounter, use the 
ΨƻǇŜƴΩ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǊƛƎƘǘ-hand side of the relevant encounter row. 

 
5. Add: Encounter ς when you click Add: Encounter you will be presented with the encounter form 

(Image 14).  
6. The encounter form has a required encounter data section (see * items in Image 14) ς this is the 

minimum information required to record an encounter. The form will not save unless these details 
have been entered. 

7. The other sections in the form can be used as required by the particular encounter. To edit 
additional sections, tick the box beside the section title (e.g., anthropometry) to add it to the 
encounter form. Even though these sections are optional, should you add them to the form, there 
may be some required fields within the section. 

8. Click save (bottom right) to update the form information. When all information has been saved, click 
close to reǘǳǊƴ ǘƻ ǘƘŜ ǇŀǘƛŜƴǘΩǎ Řŀǘŀ Ŏollection dashboard (Image 14). 

9. Updating existing form data - you can update existing encounter form data by navigating to the 
ǇŀǘƛŜƴǘΩǎ Řŀǘŀ ŎƻƭƭŜŎǘƛƻƴ ǇŀƎŜΣ ǘƘŜƴ ŎƭƛŎƪƛƴƎ ΨopenΩ next to the encounter to wish to edit, then 
clicking edit in the form details bar to open the form for editing.  

a. As CFRI is a live database, errors for data in previous reporting years can be amended in 
retrospect. 

10. Edit the data and add new sections as required.  
11. Click save to update the form.  
12. Click close once all information has been saved.  
13. LŦ ŀǘ ŀƴȅ Ǉƻƛƴǘ ȅƻǳ ǿŀƴǘ ǘƻ ƴŀǾƛƎŀǘŜ ŀǿŀȅ ŦǊƻƳ ǘƘŜ ŜƴŎƻǳƴǘŜǊ Řŀǘŀ ŎƻƭƭŜŎǘƛƻƴ ŦƻǊƳ ǘƻ ǘƘŜ ǇŀǘƛŜƴǘΩǎ 

data collection summary, you can click the small yellow arrow in the top-left of the screen (Image 
14). Please ensure you save any added/edited data before navigating back. 

Patient side-bar 

Click to add new encounter 

Open/edit existing encounter 

Previously recorded encounters list 
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ERROR MESSAGES 

1. Error messages will notify the user when data is missing/invalid/unexpected. There are two types 
of error messages which can be dealt with as follow: 
i. Form (Image 15)/section (Image 16) error messages: 

- Red  ς required information in form/section is missing/invalid. Form cannot be saved 
until required information added. 

- Amber  ς expected information is missing/invalid. Form can be saved, but amber 
status will be flagged. 

- Green  ς all required information in form/section as been entered. 

 
ii. Data field/value error messages 

- Red   ς invalid/missing data for required field. Form cannot be saved until error has 
been fixed. 

- Amber   ς unexpected data e.g., outside of expected value range. Form can be saved 
but an amber error message serves as a data quality check-point to ensure the correct 
value has been entered. 

iii. In Image 15, hovering over the RAG status will give the user an overview of what the red 
error relates to in Image 16. 

 
Technical functionality of error messages 
¢ƘŜ Ψcascading effectΩ ǳǎŜŘ ƛƴ /CwL ¢ǊŀŎƪŜǊн ƳŜŀƴǎ ǘƘŀǘ ǘƘŜ validity (red/amber/geen status) of a section is 
dependent on the completion of the fields within that section. The status of a section is determined by the 

Encounter form sections 

Save button 

14 

Navigate to data collection 

summary 
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ΨƳƻǎǘ ǎŜǊƛƻǳǎΩ ǾŀƭƛŘŀǘƛƻƴ ŜǊǊƻǊΦ [ƛƪŜǿƛǎŜΣ ǘƘŜ ǾŀƭƛŘƛǘȅ ƻŦ ŀ ŦƻǊƳ ƛǎ ŘŜǇŜƴŘŜƴǘ ƻƴ ǘƘŜ sections/data in the form. 
Since a form cannot be saved with a red error status, the form will not show as red.  
 

DEALING WITH QUERIES 

1. Queries can be flagged by the CFRI Head of Research/Research Analyst/SCRA at any time and can 
be responded to at any time. You should endeavor to deal with queries as and when they are 
flagged. 

2. A red, amber, green flag system is used to mark queries in CFRI Tracker2.  
- Red   ς ΨƻǿƴŜŘΩ ŦƭŀƎΤ ǉǳŜǊȅ Ƙŀǎ ōŜŜƴ ǇƻǎǘŜŘ !b5 ǉǳŜǊȅ ƛǎ ǘƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ 

user 
- Amber   ς Ψƴƻǘ ƻǿƴŜŘΩ ŦƭŀƎΤ ǉǳŜǊȅ ǇƻǎǘŜŘ !b5 ŀƴƻǘƘŜǊ ǳǎŜǊ ƛǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǘƘŜ ǉǳŜǊȅ 
- Green   ς query has been closed and the answer accepted. 

3. Clicking on the flag will enable the user to open, work on, and respond to any particular query. 
4. Navigating to view queries:  

a.  A summary of all queries for all centres accessible by the user can be found in the main 
homescreen dashboard under queries report (Image 17).  

b. Within the centre-specific dasboard, users can navigate to queries for any one centre using 
the side menu on the left hand side of the window (Image 18). 

c. Queries are also viewable on patient-specific data collection summaries (Image 19).  

 

17 

Navigate to centre queries 
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5. Dealing with queries - users can provide a response to the query using the query response box 
(Image 20)  when the query flag is clicked.  

6. {ǳōƳƛǘ ȅƻǳǊ ǊŜǎǇƻƴǎŜ ōȅ ŎƭƛŎƪƛƴƎ Ψleave as postedΩ ς this will allow the queryer to check they are 
happy with the response and close off the query.  

a. bΦ.Φ ƻƴƭȅ ǘƘŜ ǇŜǊǎƻƴ ǿƘƻ ǉǳŜǊƛŜŘ ǘƘŜ Řŀǘŀ ǎƘƻǳƭŘ ŎƭƻǎŜ ǘƘŜ ǉǳŜǊȅ ōȅ ŎƭƛŎƪƛƴƎ ΨŀƴǎǿŜǊ ǉǳŜǊȅΩΦ  
7. Note that dealing with a query may require you to edit/add core/encounter data ς please refer back 

to the section on how to edit/add core/encounter data. 

 

PATIENT REPORTS 

1. To view individual patient reports, navigate to the relevant patient dashboard.  
2. ¦ǎŜ ǘƘŜ ǇŀǘƛŜƴǘ ǎƛŘŜ ƳŜƴǳ ǘƻ ŎƭƛŎƪ ΨǇŀǘƛŜƴǘ ǊŜǇƻǊǘǎΩ όLmage 21). You will be shown a page with several 

patient-level data summary graphs. 
3. Use the orange arrow button to enlarge individual graphs (Image 22) 
4. Use the different zoom functions to explore the map at different levels of granularity (Image 22) 

Flagged queries indicated here 
19 

Query response box 
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