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E*TRACS Background

E*TRACS Administration

E*TRACS (TSA-E Tracking Resources, Alerts, and Capabilities System) is a web-based application serving
the North Central Texas Regional healthcare systems by providing distinct functions. Such as daily
tracking of facility or organizational status, bed availability, agency profile information, resource
requesting and management, surveys, and alerting capabilities.

E*TRACS is managed by the North Central Texas Trauma Regional Advisory Council (NCTTRAC). A users
group will be made up of representatives from healthcare, emergency medical services, and public
health that provide direction and input for future use and implementation of the E¥*TRACS system.

Access is currently provided to hospitals and other identified partners (e.g. EMS, fire departments, and

public health) throughout North Texas. Additional access is being guided by the E¥*TRACS Users Group

and by resource and staff availability. E¥*TRACS began as an ongoing solution to the continuation of the
Bioterrorism Hospital Preparedness Program (BHPP) automation program that was started by the DFW
Hospital Council in 2006.
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E*TRACS Features

>

Alerting

This feature allows sending instant alerts to users of the system regarding emergency events
within a region, across the region or facility. Alerts can be sent via email, text message, or
pager. Note: alerting preferences need to be setup by each user. Agency Supervisors can send
alerts to their associated facilities, to different user roles or individuals.

Bed Tracking & Facility Status
This feature tracks Bed Availability and Facility Status.

Knowledgebase

This feature stores documents and allows for information sharing during preparedness and
response. Access to documents can be limited based on security profiles, or files can be made
globally.

Inventory (Refer to E¥TRACS Inventory & Procurement Guide)
Displays all the HPP funded assets for the facility. Also, disposition of consumable items can be
updated as well as last invetory date, disposition updates, and asset transfers.

Procurement (Refer to E¥TRACS Inventory & Procurement Guide)

Allows sub recipients to build their projects for reimbursement, obtain approval for projects,
enter information about ordering and receiving the items, and request reimbusement for the
received item.

Reporting

This feature allows a report to be created regarding any data element entered into the system.
The user can run a pre-created report or create a custom report and then export and save the
data.

Regional Status
This feature allows a user to see other facilities in the region statuses.

Resource Request Management

This feature tracks resources within customizable categories. It allows the user to enter the
total number of resources within the facility and the amount available to share. The user also
designates a contact person for the particular resource.

Surveys
This feature allows the user to see the Quarterly Surveys and Satisfaction Surveys if they are
active.
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E*TRACS Introduction

Account Information & Resources

Keep track of the important information below, but keep this in a secure place. E¥TRACS certified users
are important resources if you experience problems with the system, have trouble logging in or have
general questions.

Username

Password

My Organization’s
Certified E*TRACS users

Certified: E*TRACS and Regional ESF-8 Groups are users who have received additional system training
so they are able to provide increasing levels of E¥*TRACS administrative service to their facility,
healthcare group or region. All that are certified are able to add and edit user accounts. Other
permissions are described in the E¥TRACS Permission Matrix and the E*TRACS Permission Details
documents located in Knowledgebase or by request from your facility specialist.

These users are your primary contacts for getting immediate assistance with E*TRACS.
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Accessing E*TRACS

1. Enter http://etracs.ncttrac.org on your Web Browser or

2. Go to http://www.ncttrac.org and select the E*TRACS globe &acs

Logging into E*TRACS

1. Enter your Username and Password.

| HINT: the default username is your WebEOC username,
e.g., ChisholmShawn(0537

EERTRACS

Tracking resources, alerts and capabilities for a better Texas

About E*TRACS Bookmark this page.
E*TRACS, TSA-E's System for Tracking Resources, Alerting, and Capabilities, is a
database driven web application that provides tools for coordinated preparedness and

TSA-E Medical Operations Center
response by the health and medical sectors of our area.

1-817-607-7020

This system has been designed specifically to track bed, inventory and resource

availability from all designated agencies within the area as well as providing for Regional Communications Center
allocation of these resources to support surge capacity needs. Agency diversion status, 1-888-799-8722

EMS resources, resource request, and alert notifications are supported in real time.

E*TRACS provides health and medical organizations tools to:

For technical questions or support:

& A Regional View with real-time agency data related to the status of healthcare 1-888-799-8722
environment in North Texas http://support.ncttrac.org
Track request for resources and assets support@ncttrac.org

Past and share documents internally and externally in a virtual library
Send emergency alert notifications via email, text to speech, SMS, or pager
Track purchases and inventory as related to specific grants

Utilize standard and ad hoc reporting to turn data into useful infermation

IMAGETREND

2. Click [Legin].

3. If you have trouble logging in, contact your organization’s E¥*TRACS Specialist listed on the
previous page or contact NCTTRAC support at http://support.ncttrac.org

Forgot your password? Click on the “Forgot your username or password?” link below

the button if you need a reminder of your username and password. This only
functions if you have a valid email address in the E¥TRACS system.
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Permissions in E*TRACS

Agency Supervisor: Users with this permission level can update resources, update beds, update
diversion information, run reports, create/setup alerts, edit facility information, and create/manage
E*TRACS user accounts for their facility.

Agency EPC/Procurement: Users with this permission for those that will be working with the inventory,
procurement, and resources in the system, and is able to receive alerts.

Agency Logistics: Users with this permission for those that will be working with the inventory and
resources in the system and is able to receive alerts.

Agency User: Users can view most of their facility information and update bed availability and diversion
status for their facility and is able to receive alerts.

Navigating in E¥*XTRACS

Options available in the navigation bars will vary based on your permissions in the system.

A My Agency Regional Status Knowledgebase Alert Manager Resource Request Procurement Reports

BAYLOR SPECIALTY HOSPITAL
DALLAS,TX 75204

Dr‘ Agency Summary

0 Inventory

@ Procurement

;_pi Resources

&=| staff

\Eﬂ Agency Setup

; Emergency Contacts

ﬂ Surveys

A. System Navigation Bar:

1. My Agency — Takes you to your agency summary page.

2. Regional Status — Displays an overview of facilities and their diversion status.

3. Knowledgebase — Allows users to view and search for any documents that have been uploaded
for reference.

4. Alert Manager — Allows Agency Supervisors to send out alerts to their staff (staff must have an
E*TRACS account and have their alerts setup).

5. Resource Request — If a resource is needed, an agency can make a request through E*TRACS.
This allows other agencies and services to see what resources are needed. Provides setup for
Resource Tracking.

6. Procurement — Sub recipients can build their system wide facilites projects for reimbursement,
obtain approval for the projects, enter information about ordering and receiving items, and
request reimbusement for the received item.

7. Reports — Allows users to dynamically create, display and store reports.
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B. My Agency Navigation Bar:

1.

NV~

Agency Summary: Displays the status of the facility and provides tools for editing facility
diversion & bed count.

Inventory: Displays all the HPP funded assets for the facility. Also, disposition of consumable
items can be updated as well as last invetory date, disposition updates, asset transfers.
Procurement: Sub recipients can build their facility specific projects for reimbursement, obtain
approval for the projects, enter information about ordering and receiving the items, request
reimbusement for the received item.

Resources: List of all resources that have been entered.

Staff: Features information about facility staff members.

Agency Setup: Features information about your facility.

Emergency Contacts: Displays facilities emergency contacts.

Survey: Quarterly Surveys and Satisfaction Surveys will be here if they are active.

C. Agency Summary Page:

Content on this section will vary according to the type of information your facility is tracking and by the

permission level assigned to the account used to login to the site.

Agency Status Overview: Provides a

. Facility Status Overview
summary of facility status for your current o

Location Open Caution Closed
and partner facilities, other facilities within Current Facility 0 1

H HAEY H Regional Facilities 322 1
your Region, and all facilities in the ctatenide Faciitiee 100 .
E*TRACS system.

Alerts in the past 24 hours: This section
provides links to any current alerts for your
facility or role that were sent in the last 24
hours. Also, displays a timestamp and There were no alerts in the past 24 hours.
name of person that first acknowledged
the alert in your facility.

You will see this box if you have an Emergency Department that is tracking diversion status:

Current Status: Provides status on Current Facility Status
Emergency Department Diversion and/or BLS Open - ALS Open

facility status.
As of D6:08 PM on 05/09

B view Status Report

Change Diverzion
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This box is visible to those facilities that are tracking bed availability:

Current Bed Availability: This section ‘3"ff';'.f;: Availability
Vi
outlines beds available at your facility. You | adds staffeq 125! UPdated e
. . 0 Burn ICU 15 03MT 11:23 AM IJDdate
can update your bed information here @ cov Charionm e e
(further details below). @ ED Bosrder - Acute Care 50 03125 03:36 P
@ ED Boarder - ICU 50 0325 03:37 FM
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Managing My Account

All users are able to update their own contact information, password, and alerting preferences. While
other people in the system may have the ability to update someone else’s account on their behalf, the
owner of the account has ultimate override authority on all contact information and alerting
preferences.

Accessing My Account

1. Click on Your Name in the upper right hand corner of screen.

Veronica Hermandez
"I_Igl] ut}

Help Inbox Settings

Managing My Contact Information

1. Click on Your Name in the upper right hand corner of screen.

Veronica Hernandez
yogout)

2. Click on the Demographics tab.

Demographics Permissions Options/Notifications Trainings

3. Clickon .

4. Enter or Update contact information fields.

Want to Receive Notifications? If you want to be notified via text message or pager, you
must enter your cell phone and pager number. You will also need to select your
notification preferences (steps shown below).

5. Click W to save your changes.
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Managing My Password

1. Click on Your Name in the upper right hand corner.

Veronica Hermandez
Logout)

Help Settings

2. Click on the Permissions tab.

Demographics OptionsiNotifications Trainings

3. Click on.

4. Click on Update Password link.

Account Information

Username hernandezveronicaiive

Pazsworf Update Password

5. Enter your new password twice. Passwords should have a minimum of 5 characters. The
E*TRACS system has no special requirements for passwords, such as including numbers and
symbols.

Account Information

Username hernandezveronica337e

Password Update Password

m of 5 characters

E Save

6. Click
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Managing My Notification & Alerting Preferences

The E*TRACS system can send alerts in four ways: alpha-numeric pager, email, text message, and text-
to-speech. Your alerting preferences tell the E¥TRACS system how and which alerts you would like to

receive via E*TRACS.

To Access Alert Notifications

1. Click on Your Name in the upper right hand corner.

Veronica Hernandes 2

Help Inbo

2. Click on the Options/Notifications tab.

Demographics Permissions @ptions-‘Notiﬁcations) Trainings

3. Click .

4. Click on the Modify link.

Options/Notifications

Regional Status Display  Enhanced -

Wake Avaiable As Emergency ) ves @ Mo
Contact to other Agencies

Play Audible Aleris = ves @ No
Messaging al m
Acknowledgements

Bl save | | [¢] Back

5. You can select preferences for 2 types of alerts: Alert and Facility Diversion.

Facility Diversion
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To Setup Alert Notifications

Click on the Alert button to view the available alert types in E¥*TRACS.

Facility Diversion

1. Check the boxes to indicate your alert type preferences. Boxes in the dark blue bar (a) will
select everything below them. Boxes without a color (b) will select only those individual boxes.

To ensure that you receive the appropriate alerts please follow this guideline:
Select the alerts beginning with ALL and the alerts beginning with your agency’s
type. For example, if you are a hospital partner, we recommend you select those
alerts beginning with ALL and HOSPITAL. If you are an EMS agency and EMTF partner,
we recommend selecting those alerts beginning with ALL, EMS, and EMTF.

<
<

LL Med
ALL' ReQONS ADASOrY
EMS: Alent

< s

—_

(=2

~—
<

EMS: Drilis & Exercises

EMTF. Nent
EMTF. Dnils & Exercises
EMTF: Roster Avallabie Assels

EMTF: Rostered Assel Info
HOSPITAL Alent

HOSPITAL: Bed Count
HOSPITAL: Drills & Exercises
HOSPITAL: DSHS Request
NCTTRAC: Activalion - Primary
NCTTRAC: Actvalion - Secondary
NCTTRAC: Alent

NCTTRAC: Managemaent

CULLLLULLLLwe e
O S S LR S LS LS LR LA LR S LR ST

e ALL: Alerts for EVERYONE in the system

e EMS: Alerts for EMS, FD, & FR recipients

e EMTF: Alerts for EMTF partner recipients
HOSPITAL: Alerts for hospital recipients

e NCTTRAC: Alerts that are internal to NCTTRAC

2. Ifyou select cell phone or pager notifications, please ensure that this message does not appear
at the bottom of the selection screen. The message indicates that information need to be
provided on the account update page in order to complete your request:

‘fou have not pravided a cell phone number.
You have not selected a cell phone provider,
You have not provided a pager number.
You hawe not selected a pager provider.
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To Setup Facility Diversion Status Notifications

If you are interested in monitoring the Facility Diversion status of an area or organization, you can
make selections in this category. You can only receive notifications for organizations tracking their
diversion status.

Facility Diversion

IMPORTANT: Do not select any facilities in this notification category unless you want to receive
multiple messages daily for each facility you select.

Close the Notification Settings window by clicking on the ﬂ button in the upper right hand corner,
your changes will automatically be saved.

Managing My Agency

Accessing My Agency

1. Click on the Agency Setup button in the My Agency Navigation Bar.

My Agency Setup Page Overview

Overview:

Agency Type — Shows the agency’s region, id, AHA number, agency type, etc.

Services & Capabilities — Hospitals indicate their licensed level for acute care trauma, stroke, and
cardiac services by selecting the appropriate radio button. Display Status — Allows the supervisor to
choose which modules in the system are active. Deselecting these boxes will inactivate the
corresponding modules.

HAvVBED 2.5 Data Points — Option to export to HAVBED.

WebEOC Login Information: Login information for the system’s API to do bed integration from
E*TRACS to WebEOC and vice versa.

Attach Facility Logo - Used to import your facility logo; the logo will appear on the Home page
(Agency Summary page). (See My Agency Logo Setup)
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Region Hame Zone [ v
Agency Hame  MOHTH CENTRAL TEXAS TRAUMA REGIONAL «
Agency D EZ20IN
AHA Number
Nous Yes W o
Agescy Typs  Lrecgency Mankjement -
Active & ves O o
Deme ) ves @ Ho
Nember Of Employees 17
Agsoceton Member ) ves @ N
Criical Access Hosotal ) Yas @ o
HPP Particpaling Hosplal [ ves & o
| Sevvicns fCopatiitiers |

Agecy MR 7] Trauma 7 Bwoge 7] cremcar 7] Ragooge 7 pecerc 7 sums 7 suoke 7] Amosance Svke Team

Traums Level Lewel 1 Level 2 Leveld Leveld & hot Acchcabie
Swoke Lavel Level 1 Level2 Level 3 & Mot Appicable
Cardue Level Phass 1 & Phase 2 © Phase 3 @ Mot Appicable
Percutanesus Coranary .
Dimplay Salue [J] peas (& Onerson Pha ss 7] ruscurces ) 1oc [ Speciany

HAVBED 2.5 Dats Points

WebEOC Login Information

WebEOC User Hame  chnhclmbhaw 488
WebfOC Password Update password
Logs [ Browse.. |

Attach Loge

Locations: This section is used to provide HeloPads location, business address, shipping address, and
pharmacy loading dock address information.

:.e‘enmi.,“.'c's Contact Numbers] [Civersion)] [inks] [&

nkcPacs [T Latitucke Deree | L omituke Drgree | ctioe |

Ho HeloPads added Lise the fiekds below 1o add your frat HeloPad.

Address 520 Six Flags Drive

Ty Adeglon
Cousty Taraat -
Stabe Texss -

FestaiCoda  TEO11
3 Digk County FIPS. 425
§ Uit StatwCourty FES

Same as Busness AoXes
Address 600 Soc Fags Orve

Setelapts 150
Loy Ariegtos
Cousty Tarsat -
St Texss -
PostslCose  Te011

Same As || Susness Sosress || Shippeg Adsress
Address £30 Six Flags Drive

Identifiers: This section allows you to add identifiers for your facility by clicking on the pull down menu.

B—Mm Nurmbers] [Diversion] [Link) [Beds|[Resstirces] [FAVBED) [Saecialty| [Regional Categorics]

Listed below are additional identifiers that have been set up for this faciity. Use the fields below to add|
identifiers. Use meﬁ? button to edit an identifier and me button to remove an identifier.

No identifiers added. Use the

figlds below to add your first

identifier.

—Select An Identifier— -

Save Identifier
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Contact Numbers: This section allows you to enter contact information you wish to share with all users
and organizations with accounts in E¥*TRACS. The information is viewable in the Facility Status Report,
which is accessed on the Regional Status screen by clicking on the icon in the info column. (See My
Agency Contacts Setup)

|| Speciahy| |Regunal Categories

Use the fhids Bekow 1o 833 numbers. Mark
& fir meemiganicy cortact Uie e 7

Commercial Hadio Fregency EOC o B =
Fax e 8176080308 =4 E 4
Generic: Phone: Hesrbses 2178080300 w 8w
General Admissions Phone Humber -

Save Contact Number

Diversion: This section allows you to enter the Diversion Status Time Limits for your facility.

Diveraian Status Time Limits

Statws Descripion Time Limit
ForcedOpen @

Optn 0
Ciosed 240
Oiher @

Gpen Overdes

Avaible 0

Wi e Mer
open allerany o

dozing
[ svo | meor | potauit |

Links: This section allows you to add helpful links.

Cuiick Links Setup
Tee R Attve
WenEac hitpaieebene neme seg = | Eun |

New Link

Beds: This section provides setup for activating bed tracking. (See My Agency Bed Availability Setup)

Ovarvian] [Cocations] [1dentiiers) [Contac: Nambers] [Bivarson] r@ﬁ Tl e e e e

Setup Beds

[oesrive oo e [cottoaios [ oarssy

‘Adult ICU Menitored 10 10 D 03/28/2012 04:01 PM  Agency 3 Supervisor|
Adult ICU Non-Monitored 8 10 |:| 1222011 10:15 AM - Agency 3 Supervisor|
Adult Vents. 10 10 D 03/16/2010 02:30 PM

Burn Monitored 10 10 |:| 03/16/2010 02:30 PM

Burn NegPress 0 0 D 08/21/2011 09:11 AM

Burn Non-Monitored 15 10 |:| 03/16/2010 02:30 PM
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Resources: This area provides setup for Resource Tracking. (See Resource Request Management in
E*TRACS)

Total
Adul Carenl Ling Kitn. Repupmant . e il 2
Adtul Chest Tubes 38 1 25% Ecuiment - Ceher " 2
Saur I Cameters 12,16, 18 Exupment - Ceher ] [
Aduk HGT Caupmen - Ceher ] []
ar . Fied Virg odn Medeal Assets 2 1
i - Hebapher Mok Bedcal Assets 1 [}

1 15 Thclty asng a2 Forkaung damand fes paties ace Ranvicas, huch 14 achadalng,
Frage, sahsssTaal rasinact, ASasa, Irasalee and dachargs? ves © e B A
v of yewt

v O me @ W

[profacel e gancy pa ? s O Ma B
Has your facity implemented surge siraegiea? If he Bnswer o this s yes, fien te rext 7

ves O e @ WE

sirategies being utiized

ol bty 1 g ves O mp @ W
WISt s i S8 your 1RCly MICEANE BTSSRy I SBEARING o replenahg Stdugh . -
parars medeal susples to mest demand™ ves © Na B Wi

Pharmacrutean 1o meet Semasd? You ) e @ W
WERCut mutual 1) 088 your facly BSCoate BITCsty n obtsning o repienaling escugh
[

Ves 0 Ma @ W

demand®
Descen Caacty et 0 Opms O Ful ) Excesded @ Wi
Doeratensl Status Fuy Oparatonsl ) Limted Operston () Cosed @0 s
Euaceaton Stata Shaee ) Bvacuston Patal 0 Dencusten Total @ na
Fuaceaton Acten Astcpasss 0 b Brocess () Complated 8
W the whciasm iy comprommed? ves 0 ms @
B tha muply $4 potabie walks compramant? Yeu 0 e B Wik
ek tha Hasting ang Looing utitins Sompromasd’ ves © Ma B Wk
14 ity compromiat? es T e B Wi
s the beleptone Wiy ComprUmse? ves O o @ Wi
ATE GO COmprOTISED ves 0 o @ s
Dess your o ]
demard® Ves 0 Ne @ WA
. your sty Carmantly uaing mTe pascy powar phesation? ves D) Mg B W
Humber o1 statied %l featre ventistors on sie mnd mealabie for wse st are aiss padatrc
capatie
Aduls ard chiiren » 12 yaars of mgw wowrin mh are ~
oms (0.5 ECUD, Bt o)

Chiiren birt 12 12 0
Tescue themgies (2.5 ECO, high requency ssclaten, ete )
Dased Gn Currart wsage, dods e facily ansciale Gfficsly N SianinG S replanahing

‘arsclary verclatar supgbes (Circuts, LT hbes, neSulzers, fters, Bumiddication ves 0 o @ Wik

Specialty: This area allows you to select additional specialties for your facility.

Overview| [Locations| [tdentifiers| [Contact Numbers] [Diversion| [Links] [Beds |Resuurces”m ReYonal Categories]
S ——

Cardiac Cath Lab =
Decontamination Status. (=]

Neuro Surgery =]

Regional Categories: This area lets you know in what Region your facility is in.

[overview| [Locations] [1dentifiers| [Contact Numbers| [Diversion| [Links| [Beds| [Resources| [HAvEED] [Specia ] R T TC
——

Type Regional Category
Disaster District Committees. None
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My Agency Bed Availability Setup

Accessing Bed Availability Setup (Initial Setup or Change only)

1. Click on Agency Setup in the My Agency Navigation Bar.

2. Click on the Beds tab.

A}
O\.fer\.'iew| |Locati0rs||1dentiﬂer5| |Cortact Nmeers||Diuersi0n|Resources| |H.~3.'JBED||SpeciaIty|| Regional Categories

Setup Beds
(Boa Type | Tota | Lconsed | Acive | Los odired | Modiiod By

Adult ICU Monitored 10 10 09/26/2012 02:19 PM  Brian Martin

Adult ICU Non-Monitored 3 10 112272011 10:15 AM  Agency 3 Superviso
Adult Vents 5 25 03/16/2010 02:30 PM

Activating Beds
1. Inthe Active column, check each of the bed types your agency will be tracking. These will appear on

the Agency Summary screen.

2. Inthe Total column, enter the total number of beds your agency has for each type you plan to track.

This number dictates how many beds are available on the Agency Summary screen. (This is not the

available staffed bed number. It is the Physically Available Beds — see bed reporting below.

3. Inthe Licensed column, enter the number of beds that your agency has licensed for that bed type.

4. Click INE2SN

Deactivating Beds

1. Inthe Active column, uncheck each bed type you want to remove from the Agency Summary

screen.

2. Click NES
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Updating Bed Information (Day to Day or Request Account

1. Click on Agency Setup in the My Agency Navigation Bar.
2. Inthe Current Bed Availability Section, Click on next to the bed type.

3. Update the information and Click on or

Current Bed Availability

Aduk ICU
Monitored
)

Cancel

Mone -

Available Staffed: Staffed beds that are physically available for which staff is on hand to attend to the
patient who occupies the bed. Staffed beds include those that are occupied and those that are vacant.
Texas WholeBed also further defines available beds as being either monitored or non-monitored by
special equipment.

Licensed — Number of licensed beds that are physically available to occupy.

6, 24, 72 HR — An informed estimate of how many staffed, vacant beds for each category could be made
available above the current number within X hours. This would include created institutional surge beds
as well as beds made available by discharging/transferring patients.

Contact — This value can be changed by an Agency Supervisor, however it would default to the person
entering the information if they are not an agency supervisor.

(Bed Definitions are referenced here: http://www.ahrg.gov/research/havebed/definitions.htm)
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My Agency Contacts Setup

Contact information added in this section can be viewed on the Regional Status screen by all users of
E*TRACS. Clicking the =] icon in the far left Info column, will open the Agency Status Report, which
contains the contact information for the corresponding facility. Please enter only information you wish to
share broadly with E¥*TRACS users. It is recommended that personal or confidential numbers not be
included in this section.

Accessing Contacts Setup
1. Click on Agency Setup in the My Agency Navigation Bar.

2. Click on the Contact Numbers tab.

Adding a Contact
1. Select the Device type on the Device pull down menu.

2. Enter the Number.
3. Check the box to make it Public.
4. Click _

nre mumber that have bees et up for his speacy. Lse the fieds benw to add numbers. Unri
tecies lur emergency conlact. Use the 57

e
[Wamber | Puti: | Actions
EOC o =]
)

a

B1T-E08-0390

Y

&
Generic Flone Hamber 17000390 =4
General Admissions Phone Humber -

Sava Contact Number

Deleting a Contact
1. Click onthe E§ nextto the number.

Editing a Contact

1. Click onthe S next to the contact.

2. The contact will open within text boxes, allowing you to make changes.

g
@

[rwmoer | runc]

Commercial Radio Fregency EOC

Fax number 817-808-0399
Generic Phone Number 817-808-0380
Fax number v 817-608-0399

=
=
Ed

< ®@go
[XExEx] 2

Save Contact Number

3. Click to save changes.
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My Agency Emergency Contacts Setup

Names and contact information added to the Emergency Contacts screen is primarily for internal use.
However, Emergency Contacts can also be viewed by regional coordinating agencies and E*TRACS
System Administrators.

Creating Emergency Contacts

1. Click on My Agency in the System Navigation Bar.

2. Click on the Emergency Contacts button in the My Agency Navigation Bar.
3. Clickon in the Emergency Contact Information window.
4

Enter name, phone numbers, pager, and email as appropriate.

Emergency Contact Person

First Mame | |

Last Mame | |

Emergency Contact Information

Office Phone |

Cell Phone |

Fager |

|
|
Home Phane | |
|
|

E-mail |

e

5. Click m or Wil | The contact will be added to the emergency contact list.

Updating Emergency Contacts

1. Click on My Agency in the System Navigation Bar.
Click on the Emergency Contact button in the My Agency Navigation Bar.
Select the contact to edit and click on their First Name.

2
3
4. Make the necessary changes to the contact information.
5

Click W to save changes.
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My Agency Logo Setup

Accessing My Agency Logo Setup

1. Click on Agency Setup in the My Agency navigation.
2. Clickon button in the Attach Facility Logo section of the Facility Setup page.

Attach Facility Logo

Laga Browse...

Submit Cancel

3. A pop-up box will open allowing you to search your computer for the location of the graphics file to
attach. (To be displayed properly, it is recommended the image be approximately W:100-400 pixels
by H; 75-100 pixels.)

4. When you locate the file, click Open. The logo will be displayed at the bottom of the Facility Setup

page and at the top of the My Facility Summary page (home page).

Removing or Changing the Agency Logo

1. Check the Remove Logo box at the bottom of the Facility Setup page.

2. Click Submit

3. You can now change the logo by following the instructions for attaching a facility logo, above.
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My Agency Alerts

Creating a New Alert

1. Click on Alert Manager in the System Navigation Bar.

2. Clickon

s Schedule Tomplates

Crestnd By [E— Laat Uipdated By

3. Inthe Alert Details section,
Alert Templates Code Pink hd

Status @ active ) Completed

Text-To-Speech = ves @ Mo

I send out & TTS notification each time the alert is changed.

Override Nofification = ve= @ Mo
Settings
Automatically complete hours =
after

The alert will automatically complel selected duration above from the alert created/updated time whichever was done last.

Created By Test, Test-

In the Alert Templates pull down menu, select the alert you want send.

b. Inthe Status section, select Active.
In the Text-To-Speech section, select Yes if you prefer a phone call to be sent out rather
a text message on the users phone or select No, if you prefer a text message rather a
phone call on the users phone.

d. Inthe Override Notification Settings, select Yes if you want to override all the users
notification settings or No, if you prefer not to.

e. Inthe Automatically complete after section, enter the minutes, hours, or amount of

days you would like for this notification to be completed.

o

4. In the System Defined Questions section, you’ll see the predefined questions that will allow the
user to answer in the alert. Note: the user will need to login to E¥*TRACS to be able to answer these

questions.

Question #1 What time are you able to report?
Required ves
Type Drop-Down
Choices Drop-Down
10 min
20 min
30 min
1hr
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Creating a New Alert (cont’d)

5. Inthe Description section, you can enter a full description of alert. Note: The Short description is
the text that will go to the banner, pagers, email, SMS, text-to-speech alerts, and the alert report.
The Full description is the text that will go to their email alert or the alert report.

“Shert Description  For infant or neonatal abduction event

This text will g to the bam

Full Description

This text will o to em:
RichText ) ves @ MNo

Description

6. Inthe Attach File section, you can add attachments to the alert by clicking on Add File and browsing
to your file.

Files | o
Add File

7. Inthe Regions section, select your facility or facilities.

] Alert All

@ = Zone 8

IRWING COPPELL SURGICAL HOSPTAL

. I ¥
8. Oryou can select specific users by clicking on .

a. Enter the Last Name of the user in the textbox.

Name: (@) Test

b. Click

9. Click E sen or EB&ER.
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Acknowledging an Alert

By Text/Pager:
The user will only see the Short description of alert.
The user is not able to answer System defined questions.
The user cannot acknowledge an alert via text/pager.

By Text to Speech:
The user will only hear the Short description of alert.

The user is not able to answer System defined questions.

The user will get an automated call and be given the option to acknowledge the alert.
By Email:

The user will see the Long description of alert.

The user is not able to answer System defined questions.

The user will receive an email and will have the option to acknowledge the alert by clicking on
the “click here” link. For ex.:

Code Pink - For infant or neonatal abduction event

E*TRACS
Tue 10/9/2012 1:51 PM
# Veronica Henandez

Alert:
Forinfant or neonatal abduction event issued on 10/09/2012 1351

Type:
Code Pink

Description:
Code Pink

Torespond fo this alert, click here

Note: Once the user clicks on the “click here” in the email link, the following pop up will show:

EERTRACS

Alert Author Test Test of
Status Active
Created 10/09/2012 13:50

Your response has been recorded

Return to ETRACS

Note: by clicking on the “Return to E*TRACS” link will allow you to login to E¥TRACS therefore,
allowing you to answer the System defined questions.

By Login to E*TRACS:

The user will see the Long description of alert.

The user is able to answer System defined questions.
The user will receive the following popup:

EBRTRACS

Listed below are all alerts and diversions that are requesting an acknowlegement from you. P

lcon under the Acknowledge column to acknowledge each notification Individually. To bypass t

directly to ETRACS, click on the link at the bottom of this page. Note: Doing this will present yml W|lh ane pop
up per notification upon entering ETRACS.

Unacknowledged Alerts

For infant of neosatal sbdecticn event
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Acknowledging an Alert (cont’d)

After clicking on the @ image, the following pop up will show:

Emergency - Code Pink

n For infant or neonatal abduction event

UserID: test111 *

Password: eessssss -

What time are you able to

| Pleaze Select An Answer + =
report?:

Please Select An Answer

The user will now see this banner in the E¥TRACS page:

—
. Code Pink - For infant or neonatal abduction event

Issued: Tuesday 10/09/2012 at 14:07:29 Test Test

Note: by clicking on the report a_ image, the user will be able to view full alert with the

attachments, all agency acknowledgments, etc.

Updating an Alert
1. Click on Alert Manager in the System Navigation Bar.

2. Click on the Title of the Alert.

Status Report  Title

Type Date Created * Created By Date Last Updated Last Updated By

-] @ < For infant or neonatal abduction event > Code Pink 10/08/2012. Test Test

3. Inthe Reason For Update box, enter any changes.

*Reason For Update

This text will go to pagers, email, SMS, and ETRACS Report. Flease use when providing new information on the event

4. Click K sena or =l e
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Completing an Alert

1. Click on Alert Manager in the System Navigation Bar.

2. Click on the Title of the Alert.

Report  Title Type Date Created ¥ Created By
2 € For ifant or nconatal abduction eveni Code Pink 10/09/2012... Test Test

Date Last Updated

Last Updated By

3. Inthe Alert Details, select Completed.

4, Click

Alert Details

Alert Type/Template Code Pink
Created 10/0%/2012 13:50
Status  (0) active @ Completed
Text-To-5peech @ Yes @ Mo
Thiz will send out & TTS notificy
Override Notification @ Yes @ Mo
Settings

Automatically complete minutes -«

after
The alert will automatically con

Created By Test, Test-

n Send

|E|Eac|-c|

or
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My Agency Users Setup

Accessing New Users Setup

1. Click on My Agency in the System Navigation Bar.

2. Click on Staff on the My Agency Navigation Bar.

Adding a New User

5.

6.

Click on .

Required information is marked with a red asterisk (*). Add the following required information:
a. First Name
b. Last Name
c. Email Address

Click .

On the following page, enter:
a. Username (regional standard is lastnamefirstnamelastfourdigitsofsocial i.e.
HernandezVeronica3598)
b. Password (set a generic initial password for the account; users will be prompted to change
their password on login. To avoid confusion, it is suggested that you use the same generic
password for all new accounts.)

Select the Permission group for user in the Permission Group drop-down menu.

Click .

Importing Users

If you have several new accounts to enter at one time, new users can be imported into the system by a
NCTTRAC System Administrator using the Staff Import Template. You can find this template by:

1.

2.

w

4.

Clicking on Knowledgebase in the System Navigation Bar.
Search for and download Staff Import Template.
Instructions for completing the template are included at the top of the form.

Complete template; Do Not Change Columns!

Email completed template to support@ncttrac.org to be uploaded.
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Updating Other User’s Accounts
1. Click on My Agency in the System Navigation Bar.
2. Click on the Staff button in the My Agency Navigation.

3. Click on the Name of the user whose account setting you are modifying.

Epley, Stephan Emergency Management Coordinator stephanepley@texashealth.org Agency Supervisor

Program Evaluation & Performance Improvement  amharris@nctirac.org Sub Administrators

Manag

Hufham, Hank Hospital Preparedness Program Manager hhufham@ncttrac.org Regional Logistics/Procurement Admins

4. Make changes to the account as described in Managing My Account Information.

5. Clickon ﬁ .

If you change the password, be sure to notify the user of the new generic password and instruct them to
change their password on their next login.

Inactivating Existing User’s Accounts

1. Follow the instructions above to update a user’s account.
2. Atthe bottom of the screen, change the person’s Current status from active to inactive using the

radio buttons.

3. Click E
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My Agency Resources Setup (Currently not used in E¥XTRACS)

Accessing the Resources Module
1. Click on Agency Setup in the My Agency Navigation Bar.

2. Click on the Resources tab.

Activating/Setting Up a Resource

1. Inthe Total column, enter the total number for each resource within your facility.

2. The Minimum column is used to indicate the number of a resource that you would keep on hand
and never share.

In the Comments column, enter any comments.

4. In the Active column, check each of the resources your facility will track.

5. Click

Cueru\ewl‘Lccatlcnsl‘IdentlﬁersHCcntact [-lumbers‘|D|‘,ers\cn| Links| |Be: :‘«,EEDHSpec\alt‘_Y"Regl:na\ Categories

Setup Resources

Resource Category Total Minimum  Comments. Active
Adult Central Line Kits: Equipment - Other 4 2 =]
Adult Chest Tubes 36fr. / 28fr. Equipment - Other 10 2 =]
Adult I Catheters 14, 16, 18 Equipment - Other 0 0 E
Adult NGT Equipment - Other 0 0 ]

Updating an Active Resource

1. Click on Resources in the My Agency Navigation Bar. (Note: in this page you will only see the
resources that were set to be Active in the Agency Setup > Resources tab)

2. Locate the Resource by using one of these methods:
a. Click on the Alpha links at the top of the page, or
b. Page through the resources list

|Note: Most resources are listed by their generic name.

A B C D HIJK L M N O P TUVWXYZ123456789AII
m Update
Bariatric Lift Hsavy

Bariatric Durable ) NCTTRAC
g:;ypuwerneham Wedical Equipment 3 3 Not Applicable warshouss 020042011 08:44

Bariatric Med Bed

Bariatric Durable ) NCTTRAC .
1000 Ib capacity e 20 20 Not Applicable e 02/04/2011 06:44

with Cart

Bariatric Med Bed

Stainless Steel Rail Bariatric Durable 20 20 Not Applicable NETTRAC 021042011 06:44
o Medical Equipment warehouse

Bariatric Seca 6747
Digital Piatform Multi-
functional scale
wIB00 b weight
capaciy

Bariatric Durable NCTTRAC
Medical Equipment d < B e warehouse (Al fEe
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Updating an Active Resource (cont’d)

3. Click the button at the right side of the resource that you need to update.

DEFGHIJKLMNOPQRSTUVWXYZWZEAEE?SQAII

fhosmurca— Gatacor | foul" |Mmmum  (Coect  |Commasts | Lastusintag | i

Baratric Lift Heavy ~
Bariatric Durable NCTTRAC
Duty Povier Relan Meden! Eaumnt 3 3 Mot Appicable i 0210472011 06:44
Bariatric Med Bed
; Bariatric Durable NCTTRAC
1000 Ib capacity e 20 20 Not Applicable i 0200472011 06:44
with Cart
Bariatric Wed Bed .
Bariatric Durable NCTTRAC
s:urr\:?;slsm\ Rail Medeel Eaumnt 20 20 Not Appiccable i 020412011 06:44
B C D EF G HIJKLM N O P Q R T U vV W XY 21 2 3 4 5 6 7 8 9 Al
category | m Last Undated
Bariatric Lift Heavy "
Bariatric Durable =50
g;;y Power Reliant Medical Equipment 3 3 Mot Applicable NCTTRAC warehouse
Bariatric Med Bed "
. Bariatric Durable NCTTRAC .
1000 b capacity e 20 20 Not Appiicable e 0200412011 06:44
with Cart
Bariatric Med Bed
Bariatric Durable NCTTRAC
Stainless Stee Rail Nediesl Eoulment 20 20 Hot Applicable areanae 0200412011 06:44

Set (0f4)

Bariatric Seca 6747

5. Click Save or Cancel

Deactivating a Resource

=

Click on Agency Setup in the My Agency Navigation Bar.

N

Click on the Resources tab.

3. Inthe Active column, uncheck each item you no longer want to display on the Resources page.

4. Click .

Page 32 of 40
Questions? http://support.ncttrac.org




EENTRACS

Healthcare across the Region

The Regional Status screen provides an overview of all facilities” bed availability and diversion status.

Accessing Regional Status

1. Click on Regional Status in the System Navigation Bar.

Regional Status — 1. Classic View: The top section of the window allows the user to select facility
data criteria and the bottom section of the window displays records in a list view matching that criteria.

nowledgebase  Alert Masagee  Besource Request  Frocu

Dapiar: [ Regan lame Wc1 Pasent Capacty (¥] Bet dvalabity
¥ Dwersion Statun [¥) Diveron Comments ] Dvernos Ressor

heves Returnes: 12~ (TN (RN (Y

U Etebe kb Bl Malliple T i Rlon Bl Bermss.

Loased Frioay, Jor 15, 2817 st 4547 5

Regional Status — 2. Enhanced View: The top section of the window allows the user to select facility
data criteria and the bottom section of the window displays records in a modular view matching that

criteria.

MEGIOWA  COUNTY v AGENGIEw  AGENCY FTFEv  CATEOCRY v BISTYREv AGENCY LEVELw  OVERON ITATVRv  BPECIALTY v REGIONA CATECORENY

Seaih Fasifer witn o Row ta Rnters [ 25 I
AT

ATRIUM MEDICAL CENTERAT... BAYLORALL SAINTS MEDICA

[T

BAYLOR MEDICAL CENTERA... BAYLOR MEDICAL CENTER A_.. | BAYLOR MEDICAL CENTERA...
Toma 7 e

[ ma

BAYLOR MEDICAL CENTER A.. BAYLOR MEDICAL CENTER A BAYLOR MEDICAL CENTER A...

BAYLOR MEDICAL CENTER A
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How to Change Views

1. Click on Your Name in the upper right hand corner.

Veronica Hernandez
(ogout)

Help Inbao things

2. Click on the Options/Notifications tab.

Demographics Permissions <0ptions.'Notiﬂcations> Trainings

3. Click on .

4. Select Classic or Enhanced in the Regional Status Display pull down menu.

Demographics Permissions Options/Notifications Trainings

Veronica Hernandez

‘Options/Notifications

Regional Status Display  Classic K
- - Regional Status Display -
Make Available As Emergency 7
Ot aber o o

Play Audible Alerts = ves @ No

Mes=aging and Modify
Acknowledgements

E Save EE Back

5. Click .
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Navigating the Regional Status Information - (Enhanced View)

REGIONS v COUNTY v AGENCIES v AGENCYTYPE~ CATEGORY v BEDTYPEw AGENCYLEVELw DIVERSION STATUSw  SPECIALTY » REGIONAL CATEGORIES v

Search Facilities within |:| of l:l Rows to Retum | 2p - SEARCH RESET MAP SAVE

e
2155533 Sort By: | Name Ascending View: ' Diversion

Below are definitions of the filters on that screen. You only need to use the variables that are applicable
to your query. For additional information see the CHEAT SHEET — Regional Status Screen available in
Knowledgebase.

Regional Status Screen Glossary

All query boxes can accommodate multiple selections by holding down the CTRL key while clicking.

Regions: Use this box to select the geographic region for the facility.
County: Use this box to select a specific county.

Agencies: Use this box to select specific agencies.

Agency Type: Use this box to select agency types.

Category: Use this box to search on specialty services.

Bed Type: Use this box to search on specific bed types. There are MANY bed types in the system. We highly
recommend narrowing down your results by making selections in this box.

Agency Level: Use this box to select an agency by trauma level.

Diversion Status: Use this box to select a specific diversion status.

Specialty: Use this box to select specialty of facility.

Regional Categories: Use this menu to select the number of results you want displayed.

Facilities within X miles of Y: Use this box to create a radius search from a city or zip code. You must enter a city
or zip. Do not enter the state. The system does not default to your facility location.

Search, Reset, Map, Save: The Search button executes your search. The Reset button resets all of the variables,
The Map button executes a map of the variables you have selected, The Save button saves the settings currently
on the screen. This is helpful if you regularly view the same variable and do not want to customize the screen
each time you return to the page.

After selecting all your filters, you can then Sort your results by Name, Ascending, or View (Diversion,
Beds, Specialty, Minimize).

You also have the capability of showing the results in different views by clicking on its icon.

a. Tile View b. Content View c. Grid View

] = >
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Emergency Department & Facility Status

The status information below defines current operations of Emergency Departments and other
organizations throughout our region. Information in E¥TRACS is subject to interpretation and should
not be distributed or acted upon without prior consultation with the lead health and medical (ESF-8)
coordinating agency for the Region.

This list of categories is subject to change as the system is developed. The goal will be for the system to
mirror the work done for the other web based emergency preparedness systems.

NOTE: Additional information about a diversion may be found in Reason and/or Comment lines

found directly below the current facility status on the facility summary page.

TC - Open
TC — Open_Overdue

Emergency Department is Open. Accepting all ambulances.

Emergency Department has not updated status in X hours.

Trauma Centers

(Level I and Il only): Emergency Departments are not accepting any ambulance units.

This does NOT mean that the hospital is closed. EDs may choose this
status when they have no additional staffed beds to treat patients.

TC — Trauma Alert Emergency Departments are accepting any ambulance units.

ED - Open Emergency Department is open. Accepting all ambulances/patients.

ED — Open_Overdue Emergency Department has not updated status in X hours.

Emergency Department - -
Emergency Departments are not accepting any ambulance units.

Status:
ED - Closed This does NOT mean that the hospital is closed. EDs may choose this
status when they have no additional staffed beds to treat patients.
ED - Out of Service Emergency Departments are not accepting any patients.
Spec — Open Emergency Department is open. Accepting all ambulances/patients.
Specialty/Other Emergency Departments are not accepting any ambulance units.

Hospital: Spec - Closed This does NOT mean that the hospital is closed. EDs may choose this
status when they have no additional staffed beds to treat patients.

Decon — Open Hospital is in open decontamination mode.

Decon - Full Hospital is at capacity for decontamination mode.

Decon (Hospitals): . — - ——
Decon — Inactive Hospital is not in decontamination mode.

Decon - Exceeded Hospital is past capacity for decontamination mode.

Air — Available At Aircraft is currently available.

Flight Availability Status _ - -
(Air Med): Aircraft is currently delayed for response.

Air — Unavailable Aircraft is currently unavailable.

Current Status EMS - Available Units are available for response.
(EMS, Fire, PD,
Dispatchers):

EMS — Unavailable Units not available for response.
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Document Sharing in E*TRACS

Accessing the Knowledgebase

1. Click on Knowledgebase in the System Navigation Bar.

ica Hernandez

EERTRACS

Agencies My Agency Regional Starus  Knowledgebase Alert Manager Resource Request Procurement Reports Mapping

Navigating the Knowledgebase

1. Locate the document you are searching for using the file navigation in the left column or the search

box in the upper left hand corner.

= | TSA - E Folders
&) Hospitals
&) Regional Documents
B Ems

E(3 other

B3 Administration

NORTH CENTRAL TEXAS
TRAUMA REGIONAL ADVISORY COUNCIL

2. Click on the document.

3. Follow the prompts to either Open or Save the document.

Documents can be added to the Knowledgebase by NCTTRAC System Administrators. Requests for
additions should be made at http://support.ncttrac.org. Your organization can choose to leverage

Knowledgebase as an intranet. Contact a NCTTRAC System Administrator for more information.
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Resource Request Management in E*TRACS

Accessing Resource Request Management

1. Click on Resource Request in the System Navigation Bar.

EERTRACS

Agencies My Agency Regional Status Knowledgebase Alert Manager Resource Regquest Procurement Reports Mapping

Managing Resource Requests

Adding a Request
L. Clck on NI

2. Onthe Resource Request page:

a. Select or enter to request information.
b. Include information in required fields marked by an * (e.g. email)

3. Enter the Receiver Information or click the Same as Requester Yes radio button to copy the above

information into this section.

4. Click .

Requests for Resources

Requested By Date Requested [Resource | Action Taken [Fufiiment ] Active |

CENTEMNIAL MEDICAL CENTER Portable Pediatric Monitors 1 Started 213RR in WebEQOC 0 of 1 fulfiled View/Edit Details
Fone 7 HUGULEY MEMORIA . MEDICAL CENTER Anesthesia Machines 1 0 of 1 fulfilled View/Edit Details

Eone 7 NORTH CENTRAL T..0WISORY COUNCIL BEVH Systems Adult 3 3 of 3 fulfiled - View/Edit Details
Fone 7 NORTH CENTRAL T.OWISORY COUNCIL BV Systems Adult 1 0 of 1 fulfilled L] View/Edit Details
Eone 7 NORTH CENTRAL T..DWISORY COUNCIL Paramedic 2 2 of 2 fulfiled ¢ View/Edit Details
Eone 7 NORTH CENTRAL T..DWISORY COUNCIL 02152011 14:51 Ventilator Portable Eagle with.. 1 0 of 1 fulfilled L) View/Edit Details
Fone 8 SOUTH HAWPTON C._MUNITY HOSPITAL 0142772011 14:55 Number of Staff Trained 1 No action 0 of 1 fulfiled - View/Edit Details
Fone 7 NORTH CENTRAL T..DVISORY COUNCIL 01/18/2011 11:21, Pharmaceutical Cache 200 Mo action 0 of 200 fulfiled . View/Edit Details
Eone 7 BAYLOR ALL SAIN.. MEDICAL CENTER 01/07/2011 20:15 Staff sleeping beds 10 Started 212RR in WebEQOC 5 of 10 fulfiled - View/Edit Details
Eone 5 HUNT REGIONAL M..NTER GREENVILLE 01/07/2011 19:2C Neonatal 4 Started 213RR in WebEQC 100 of 4 fulfiled @ View/Edit Details

per page [TIRd | P=o- KR

Records 1-10 of 167 | First | << | == | Last

Request a Resource
lcon Legend

Yes
] Mo
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Responding to a Request for Resources

1. Onthe Agency Summary page, if a request is active you will see a box similar to this on your screen.

Requests for Resources

Requested By

.| CENTEMNMNIAL..CAL
CENTER

,| HUGULEY ME..CAL
CENTER

2. Click on the Resource name that you wish to respond to or need more information about.

To offer fulfillment (must be viewing request)

1. Click on the button.

2. Fill out the Resource Request Fulfillment form. Make sure you complete the fields marked with an *

3. Clickon

Resource Request Fulfillment Form

Fulfiling " -
Agency —Select Fulfiling Facility—

Status  — Select Status — v
Fulfilment
Quantity
Fulfiller
Name
Fulfiller
Email
Fulfiller
Phone
Number

Submit Fulfillment

To Edit a Resource Request

1. Click the button and change the information as appropriate.
2. Click the button to submit changes.

To Edit a Fulfillment Offer

1. Click CEdt ] next to offer you want to change.

2. Change the fields that you wish to change and then click EESEEELE:
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For Questions and Assistance
NCTTRAC Technical Support:

http://support.ncttrac.org
(817) 607 - 7055

NCTTRAC HPP Manager:
Hank Hufham
hhufham@ncttrac.org
(817) 607 - 7002

NCTTRAC Data Systems Department Supervisor:
Shawn Chisholm
schisholm@ncttrac.org

(817) 607 - 7007
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