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Background

West Virginia University’s (WVU) Office of Health Affairs will be utilizing data collection software called
Epi Info. The West Virginia System of Care Evaluation Data Collection and Management System will be
used to collect and securely store sensitive health information from children and families receiving
services from the Bureau for Behavioral Health's System of Care grant recipients.

For more information about this program, links to download software, and other related
documentation, please visit the BBH System of Care web page at
https://dhhr.wv.gov/BBH/data/Pages/Epi-Info.aspx

To use the data collection system, providers will need to download and install the following items before
reporting their data. To download these, please refer to the BBH System of Care web page.

e CDCEpi Info. Epi Info is a data collection tool developed by the Centers for Disease Control and
Prevention (CDC). BBH has developed a modified version of the software to better facilitate
installation and data transfer.

e Microsoft SQL Server Express 2019. SQL Server Express is a free version of Microsoft’s SQL
Server database software. Epi Info will use this database software to store entered data.

e Additional BBH SOC Project files. Once the applications above are installed, the project files will
install the necessary Epi Info forms on your computer to allow you to start entering data.

This guide documents how to install and configure these programs. Users will need to refer to the BBH
SOC User Guide (on the BBH System of Care web page) to learn how to navigate and enter data in the
forms within Epi Info.

Please be sure to provide this installation guide to any IT personnel that is assisting you with
the installation and configuration of the software, so they have the instructions available to
them.

Installing the Epi Info Software

What is Epi Info?

Epi Info is a statistical software developed by Centers for Disease Control and Prevention to assist data
collection. It provides easy data entry form and database construction, a customized data entry
experience, and data analyses with epidemiologic statistics, maps, and graphs for public health
professionals. There are a series of forms within Epi Info that you can create and edit records for each
grant, client, and program-specific activity and events within the SOC.

System Requirements

Epi Info will only run on computers that use the Microsoft Windows operating system. We strongly
recommend only using versions of Windows that are currently supported by Microsoft. Epi Info will not
run on Apple OS, or mobile devices.

How to Download the Epi Info Software
The version of Epi Info that is required for BBH SOC is only available from the BBH SOC web page.
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Note: there is a version of Epi Info that is available from the CDC website. This version is not supported
by BBH, and you will not be able to successfully enter and submit data unless you use the version of Epi
Info that is available from the BBH SOC web page.

How to Install the Epi Info Software

Once you have located the download link on the BBH SOC web page, please follow these steps to install
the application. If you have an older version of Epi Info installed, refer to the section below “How to
Uninstall the Epi Info Software” before continuing:

1.

Click the “CDC Epi Info” link to download the Epi Info software. The file is very large, so the
download may take a few minutes. The download file is in .zip format.

Once the file is downloaded, locate the file, and unzip (extract the file to your hard drive). To
unzip, right click on the file and click “Extract All”.

When asked where to extract the files to, please select a location on your hard drive that you
will remember, such as C:\Epi Info\. Please do NOT store this under C:\Program Files, else
depending on your setup, Windows may prevent you from accessing the extracted files. If the
folder does not exist, it will be created when extracting the files.

Note: The folder where Epi Info is installed should NOT be the same folder that is used in the
section below “Create a Folder for SOC Epi Info Project Files”. The Epi Info software should be in
a different folder than the SOC Epi Info project files.

To confirm that Epi Info has been installed correctly:

1.

Locate the folder where you extracted the zip file above. You should see a file called “Launch
Epi Info 7.exe”.

Double click on “Launch Epi Info 7.exe”

You will see the Epi Info launch screen open (see below)



o

ANALYZE
DATA

Oepiinfo’

Q

CREATE FORMS

Create surveys or questionnaires
with field validation and skip logic.

=

ENTER DATA

Enter data, browse records, and
search the database.

@

CREATE MAPS

Map data with coordinates, by
choropleth, or dot density.

)

STATCALC

Statistical calculators for sample
size, power, and mare,

CLASSIC

Clean, transform, and analyze data
with commands.

0

VISUAL DASHBOARD

Wisualize analytical results with
gadgets, charts, and tables.

EPIINFO™ WEBSITE | ABOUT EPIINFO™

How to Uninstall the Epi Info Software
If you already have Epi Info installed, but need to install a newer version:

LANGUAGE en-US

1. Locate the folder on your computer where the Epi Info software is installed (C:\Epi Info, or
similar). You should see the “Launch Epi Info 7.exe” file.
2. Delete all files and folders that exist in this folder. You can leave the C:\Epi Info folder in place

and use it for the new installation.
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SQL Server Express 2019

What is SQL Server Express?

SQL Server 2019 Express is a free edition of Microsoft’s powerful SQL Server. It is ideal for development
and production use for desktop, web, and small client server applications like this one. Although Epi Info
does work with Microsoft Access, that configuration is not supported by BBH for this data collection
effort as performance is not acceptable. By configuring Epi Info to use SQL Server Express it greatly
speeds up the entering of data for all users.

How to Download SQL Server Express
Microsoft SQL Server Express can be downloaded from the Microsoft web site. Please use the link
located on the BBH SOC web page (https://dhhr.wv.gov/BBH/data/Pages/Epi-Info.aspx)

How to Install SQL Server Express
Once you have located the download link on the BBH SOC web page, please follow these steps to install
the application.

1. Click the “Microsoft SQL Server Express 2019” link to download the software.
2. Once the file has downloaded in your browser, click the file to begin the installation.
3. Select "Custom"

SQL Server 2019

Express Edition

Select an installation type:

Custom Download Media

her usage and
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4, Click "Install" to continue.

SQL Server 2019
Express Edition

Specify SQL Server media download target location

6578 MB

266 MB
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5. Click the first link "New SQL Server stand-alone installation or add features to an existing
installation".

T SOL Server Installation Center . O X
~
Planning Mew SOL Server stand-alone installation or add features to an existing installation
Installation Launch a wizard to install SCL Server 2019 in 2 non-clustered environment or to add

features to an existing SCL Server 2019 instance.

Maintenance

==4 |Install 50L Server Reporting Services

Teols ==

288l Launch a download page that provides a link to install SCL Server Reporting Services.
Resources An internet connection is required to install 5SRS.
Options Install 501 Server Management Tools

Launch a download page that provides a link to install SOL Server Management
Studio, SOL Server command-line utilities (SQLCMD and BCP), SQL Server PowerShell
provider, 50L Server Profiler and Database Tuning Advisor, An internet connection is
required to install these tools.

L_é Install SOL Server Data Tools

Launch a download page that provides a link to install SOL Server Data Tools (350T).
S5DT provides Visual Studio integration including project system support for
Microsoft Azure SCL Database, the 500 Server Database Engine, Reporting Services,
Analysis Services and Integration Services, An internet connection is required to install
SSOT.

ﬁ Upgrade from a previcus version of SOL Server

Launch a wizard te upgrade a previous version of SCL Server to SOL Server 2019,
Click here to first view Upgrade Documentation

Microsoft SQL Server 2019
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6. Click the "l accept the license terms and ..." checkbox to accept the terms and conditions.

T S0L Server 2019 Setup

License Terms

To install SQL Server 2019, you must accept the Microsoft Software License Terms,

License Terms

Global Rules

Microsoft Update

Product Updates

Install Setup Files

Install Rules

Feature Selection

Feature Rules

Feature Configuration Rules

Installation Progress

MICROSOFT SOFTWARE LICENSE TERMS
MICROSOFT SQL SERVER 2019 EXPRESS

These license terms are an agreement between you and Microsoft Corporation (or ane of its
affiliates). They apply to the software named above and any Microsoft services or software
updates (except to the extent such services or updates are accompanied by new or additional
terms, in which case those different terms apply prospectively and do not alter your or
Microsoft's rights relating to pre-updated software or services). IF YOU COMPLY WITH
THESE LICENSE TERMS, YOU HAVE THE RIGHTS BELOW. BY USING THE SOFTWARE, YOU
ACCEPT THESE TERMS. IF YOU DO NOT ACCEPT THEM, DO NOT USE THE SOFTWARE.

IMPORTANT NOTICE: AUTOMATIC UPDATES TO PREVIOUS VERSIONS OF SQL SERVER. If

Complete . . . . .-
P this software is installed on servers or devices running any supported editions of SQL Server
mriar o OO Camenre WNAN Far cammmnanantc Aaf ane af thomat thic coafhuoarn aeill acdamaatiealhe
A 9

Copy  Print
| accept the license terms and  Privacy Statement
SQL Server transmits information about your installation experience, as well as other usage and
performance data, to Microsoft to help improve the product. To learn more about data processing and
privacy controls, and to turn off the collection of this information after installation, see the
documentation.

v
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7. Click "Next"

T SOL Server 2019 Setup

Microsoft Update

Use Microsoft Update to check for important updates

License Terms

Global Rules

Microsoft Update

Product Updates

Install Setup Files

Install Rules

Feature Selection

Feature Rules

Feature Configuration Rules
Installation Progress

Complete

Microsoft Update offers security and other important updates for Windows and other Microsoft
software, including SQL Server 2019. Updates are delivered using Automatic Updates, or you can visit
the Microsoft Update website.

[] Use Microsoft Update to check for updates (recommended)

Microsoft Update FAQ

Microscft Update Privacy Statement

< Back Mext = Cancel
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8. Click "Next" to continue.

W5 S0L Server 2019 Setup — a *

Install Rules

Setup rules identify potential problems that might occur while running Setup. Failures must be corrected before Setup
can continue,

Install Rules Operation completed. Passed: 3. Failed 0. Warning 1. Skipped 0.

Feature Rules

Instance Configuration Hide details << Re-run
Java Install Location View detailed report

Server Configuration

Database Engine Configuration Result Rule Status

Consent to install Microsoft R ... @ Consistency validation for SQL Server registry keys Passed

Consent to install Python @ Computer domain controller Passed

Feature Configuration Rules i Windows Firewall Warning

Installation Progress @ 50L 2019 minimum CTP for Upgrade and Side by Side Support | Passed

Complete

< Back Mext = Cancel
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9. Uncheck "Machine Learning Services and Language..." checkbox.
10. Click "Next" to continue.

Feature Selection

Select the Express features to install.

Install Rules

Feature Selection

Feature Rules

Instance Configuration

Server Configuration

Database Engine Configuration
Feature Configuration Rules

Installaticn Progress

Complete

ﬂ Looking for Reporting Services?

Features:

Instance Features
Database Engine Services
SOL Server Replication

[[] Machine Learning Services and Language Exti

r

Download it from the web

Feature description:

The cenfiguration and operation of each instance
feature of a SOL Server instance is isolated from other
S0L Server instances. 50U Server instances can
operate side-by-side on the same computer.

Prerequisites for selected features:

[ Python

[ 1lauzs
| Full-Text and Sema hEarc
B Full-T 1 5 h
(1 PolyBase Query Ser, | Please Wait.. 1

[ Java connector fomNERNIIE s

Shared Features
Client Tools Cennectivity
Client Tools Backwards Compatibility
Client Tools SDK
50U Client Connectivity SDK

Already installed:
Windows PowerShell 3.0 ar higher
L. Microsoft Visual C++ 2017 Redistributable

Instance root directory:
Shared feature directory:

Shared feature directory (x86):

BBH SOC Epi Info and SQL Server Installation Guide

C:\Program Files (x88)\Microsoft SQL Server\

Disk Space Requirements

Drive C: 1735 MB required, 10322 MB available

C:\Program Files\Microsoft 50L Server\

C:\Program Files\Microsoft 50L Server\
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11. Click "Next" to continue.

T SQL Server 2019 Setup
Instance Configuration

Specify the name and instance ID for the instance of SQL Server. Instance ID becomes part of the installation path.

Install Rules () Default instance

Feature Selection

® Named instance: |SQLExpress |

Feature Rules

Instance Configuration

Server Configuration Instance ID: SQLEXPRESS |
Database Engine Configuration

Feature Configuration Rules
Installation Progress SOL Server directory:  C\Program Files\Microsoft SOL Server\MS50L1 5. 50LEXPRESS

Complete i
Installed instances:

Instance Name Instance ID Features Edition Version
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12. Click "Next" to continue.

T SOL Server 2019 Setup

Server Configuration

Specify the service accounts and collation configuration.

Install Rules Service Accounts  Collation

Feature Selection

Microsoft recommends that you use a separate account for each SQL Server service.
Feature Rules

Instance Configuration Service Account Name Password Startup Type
Server Configuration NT Service\MSSQLSSOLEXP... Automatic |~
Database Engine Configuration SQL Full-text Filter Daemon Launcher NT Service"MS50LFDLaunc... Manual

Feature Configuration Rules SQL Server Browser NT AUTHORITY\LOCAL SER... Disabled ~

Installation Progress

Complete [[] Grant Perform Volume Maintenance Task privilege to SQOL Server Database Engine Service

This privilege enables instant file initialization by avoiding zeroing of data pages. This may lead to
information disclosure by allewing deleted content to be accessed.

Click here for details
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13. Click "Add" button to add a user as an administrator. “Select Users or Groups” dialog will

appear.
| e e ——
T SOL Server 2019 Setup - O X

Database Engine Configuration

Specify Database Engine authentication security mode, administrators, data directories, TempDB, Max degree of parallelism,
Memaory limits, and Filestream settings.

Install Rules Server Configuration  Data Directories TempDB  Memory User Instances  FILESTREAM
Feature Selection

Specify the authentication mede and administrators for the Database Engine,

Feature Rules

Instance Configuration Authentication Mode
Server Configuration

Database Engine Configuration

Feature Configuration Rules

® Windows authentication mode
(O Mixed Mode (SOL Server authentication and Windows authentication)

Installation Progress Specify the password for the SQL Server system administrater (sa) account,

Complete Enter password:

Confirm password:

Specify SOL Server administrators

SOL Server administrators have unrestricted
access to the Database Engine.

| Add Current User |I Add... Remove

< Back Mext = Cancel
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14. Enter the windows account username in "Enter the object name to select" textbox.
IMPORTANT: This is the windows account name of the user that will be entering data. If you are
the one that will be entering data with Epi Info, put your windows username. If you are an
administrator that is installing SQL Server on behalf of another user, put their windows
username.

15. Click "Check Names" button to verify the username.

16. Click "OK" to continue.

Select Users or Groups X
Select this object type: -
|Users. Groups, or Built-in security principals | Object Types...

From this location:

[EC2AMAZ-GMIORG || Locations... | PP
Enter the object names to select (examples): ist
| I Check Mames I

Advanced... Cancel 2

Installation Progress Specify the password for the SOL Server systen

BBH SOC Epi Info and SQL Server Installation Guide 16 09/24/2021



17. The newly added username should be listed on the "Specify SQL Server administrators" box.
18. Click "Next" to continue.

T SOL Server 2019 Setup

Database Engine Configuration

Specify Database Engine authentication security mode, administrators, data directories, TempDB, Max degree of parallelism,
Memaory limits, and Filestream settings.

Install Rules Server Configuration  Data Directories  TempDB  Memory UserInstances  FILESTREAM

Feature Selection
Specify the authentication mode and administrators for the Database Engine.

Feature Rules

Instance Configuration Authentication Mode

Server Configuration

Database Engine Configuration

® Windows authentication mode

) ) (O Mixed Mode (SOL Server authentication and Windows authentication)
Feature Cenfiguration Rules

Installation Progress Specify the password for the SQL Server system administrator (sa) account.

Complete Enter password:

Confirm password:

Specify SOL Server administrators

EC2ZAMAZ -GMIDRG 1\ Administrator [Administrator) SOL Server administrators have unrestricted
EC2ZAMAZ-GMIORG T ashrestha (ashrestha) access to the Database Engine.

Add Current User

BBH SOC Epi Info and SQL Server Installation Guide 17 09/24/2021



19. Installation completed.
20. Close all open windows.

5 SOL Server 2018 Setup

Complete

Your SQL Server 2019 installation completed successfully with preduct updates,

Install Rules

Information about the Setup cperation or possible next steps:

Feature Selection

Feature Rules feaiue Status ~
[nstance Eonfiguration & Full-Text and Semantic Extractions for Search Succeeded
@Database Engine Services Succeeded
Server Configuration () 50L Server Replication Succeeded
Database Engine Configuration @ 5QL Browser Succeeded
Feature Configuration Rules (2 5L Writer Succeeded
Installation Progress @CIientTooIs Backwards Compatibility Succeeded
@ Client Tools SDK Succeeded
ComplLe @ Client Tools Connectivity Succeeded W
Details:

Install successful.

Summary log file has been saved to the following location:

C\Program Files\Microsoft SQL Server',150%Setup Bootstraphlogh20210630 00054 2\Summary EC2ZAMAZ-
GMJORGT 20210630 000542 .t
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Installing the BBH SOC Project Files in Epi Info

Once you have Epi Info and SQL Server Express installed, this section will guide you through setting up
the SOC forms that will allow you to enter data.

Note: If you already have a previous version of the forms working on your computer (for example, from
testing, or training), you will need to remove those before continuing with the steps below. Please go to
the section below titled “Uninstalling Data Collection Forms” first. Please note that uninstalling forms
will remove all data you have entered.

Create a Folder for SOC Epi Info Project Files
You will have to create a folder on your computer (or shared drive) to place the Epi Info project files.

e We suggest c:\SOC Epi Info Project, or something similar.

e Itis very important to note that this folder is different from the folder where you installed Epi
Info in the section above “How to Install Epi Info”. When completing the steps in this section you
must place files in a different folder from where you installed Epi Info earlier.

How/where to Download SOC Data Project Files?
Once you have located the download link on the BBH SOC web page, please follow these steps to
download the project files:

1. Click the “BBH SOC Epi Info Project Files” link to download the project files. The download file is
in .zip format.

2. Once the file is downloaded, locate the file, and unzip (extract the file to your hard drive). To
unzip, right click on the file and click “Extract All”.

3. When asked where to extract the files to, please select the folder that you created in the steps
above “Create a Folder for SOC Epi Info Project Files” (c:\SOC Epi Info Project).



How to Install the SOC Epi Info Project Files

The steps below will walk you through setting up the Epi Info forms that you will use for data entry.
Please note that if you already have a version of the forms on your workstation, you will need to
uninstall these — refer to the “Uninstalling Data Collection Forms” section below.

1. Open Epi Info. You will need to locate the Epi Info program that you installed in the “Installing
Epi Info” section above. It may be the folder “C:\Epi info” or something similar. If you see the file
“Launch Epi Info 7.exe”, double click on it to launch the software. You should then see the main
Epi Info screen below.

Q@ - %

Oecpiinfo ©
QO =

CREATE FORMS ENTER DATA
Create surveys or questionnaires Enter data, browse records, and
with field validation and skip logic. search the database.
©
CREATE MAPS STATCALC
Map data with coordinates, by Statistical calculators for sample
choropleth, or dot density. size, power, and more.

ANALYZE @ o

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

EPI INFO™ WEBSITE | ABOUT EPI INFO™ LANGUAGE en-US
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2. Click on Create Forms

o

Oecpiinfo

2

CREATE FORMS

Create surveys or questionnaires
with field validation and skip logic.

o

ENTER DATA

Enter data, browse records, and
search the database.

ANALYZE
DATA

CREATE MAPS

Map data with coordinates, by
choropleth, or dot density.

O

STATCALC

Statistical calculators for sample
size, power, and mare.

CLASSIC

Clean, transform, and analyze data
with commands.

o

VISUAL DASHBOARD

Visualize analytical results with
gadgets, charts, and tables.

EPIINFO™ WEBSITE | ABOUT EPI INFO™

LANGUAGE en-US
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3. From the File Menu, click “New Project from SQL Script”. If you do not see this option under the
File menu, then you do not have the correct version of the Epi Info software installed. Please
refer to the section “Installing Epi Info” at the beginning of this document before returning to
this step.

@ Form Designer - O *

File | Edit View Inset Format Tools Help

2] New Project ct | Undo Redo |[Z] Check Code |[E]EnterData | &% Quick Publish ~ | Change Mode ~

o I.—'.:a MNew Project from Template as

MNew Project from Data Dictionary

Mew Project from 50L Script I

MNew Form

o (i

MNew Page

Open Project Ctrl+O

&

Open Project from Web

Close Project

Get Template

Print

Copy Form to Mobile Device
Publish Form to Cloud Data Capture

Publish Form to Web Survey
Recent Projects 3

Exit

[Ready [[en-us|[ 7240 cars | num][ins] .:
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A popup box entitled “New Project from SQL Script” should appear.

Mew Project from SQL Script O

Seript

Location

|| | | Browse
Data

Data Repository

Microsoft SQL Server Database

| | Browse

New Project

Name

Location

|CA\SOC Epi Info Project | | Browse

WE Cancel HEID
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5. Script field: browse to the location where you saved you SOC Project Files in the section “Create
a Folder for SOC Epi Info Project Files” above this. Click to select the file schema_and_data.sql.

Mew Project from SQL Script O >

Script

Location

|C:\SOC Epi Info Project‘\schema_and_data.sql | I Browse
Data

Data Repository

Microsoft SQL Server Database

Browse

MNew Project

Name

Location

|C\SOC Epi Info Project Browse

WK Cancel HED
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6. Data Repository Field: Click the “Browse” button. In the “Create a SQL Server database” pop-up,
enter the following:

a. Server Name: localhost\SQLEXPRESS

b. Database name: SOC_Epi_Info_YYYYMMDD (where YYYYMMDD is the current year,
month, and day — see sample screenshot below)

c. Select “Use Windows Authentication”
Click the “Test” button to make sure you have a valid connection to the database.
Click OK, to close the pop-up.

MNew Project from SQL Script O *
Script
Location
|C:\SOC Epi Info Project\schema_and_data.sal | | Browse
Data
Data Repository
Microsoft SQL Server Database
Browse
New Project
Name
Location
|C:\SOC Epi Info Project Browse
(s Cancel HER
ew Project from SQL Scriy O *
Create a 50L Server database *
Script
. Enter information to create the SQL Server database.
Location
Server name: Erowse
[localhost\SQLEXPRESS v|
Data Database name:
Data Repository [S0C_Epi_Info_20210709 |
Microsoft SQL Server M A thentication
(®) Use \Windows Authentication
() Use SQL Server Authentication
Login:
Password:
:I Browse
oel HE
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7. Once back at the “New Project from SQL Script” pop-up, in the “New Project” section...
a. Name: SOC_Epi_Info (this is a suggestion — you can choose a different name but it can
only contain letters, numbers or underscores)

b. Location: c:\SOC Epi Info Project (the folder you created in the steps above)

Note: this will create a *.prj file in this folder. Please remember this folder and file name
— as it will be the one you use when starting to enter data (refer to user guide).

Mew Project from SOL Script

Script

Location

|C:\SOC Epi Info Projectschema_and_data sql

Data
Data Repository
Microsoft SQL Server Database

Data Source=localhost'\SGLEXPRESSDT: Inttial Catalog=S0C_Epi_Info_20210709;Integrated Sect

Browse

Browse

MNew Project

Name

|SOC_Epi_Info

Location

|CA\SOC Epi Info Project

Browse

BBH SOC Epi Info and SQL Server Installation Guide
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8. Click “OK” again to close the pop-up. Epi Info will begin creating the project forms. This process
should take between 5 and 15 seconds. Once it is complete, you should see the “BBH System of
Care” page below.

@ Form Designer - [CA\SOC Epi Info Project\S0C_Epi_Info.pri\WVSOCData\Page 1] - ] X
File Edit Yiew |nset Format Jools  Help
;ﬂewl’roject ;ﬁgpan Project ,ﬂ’—j‘glose Project | Unde Redo | [E] Check Code ‘Egntar Data

WVS0CData\Page 1
-} SOC_Epi_info .
=-E5] WVSOCData

L] Page 1

2] GrantDats BBH System of Care User Guice

2| LocationData .

% StaffData Data Collection and Management System
SatisfactionData

=| ESMHTierData

MHPETData
MCRSRefenalData Welcome
FeedbackData ) ) i
EvertData Welcome to the Behavioral Bureau Health System of Care (BBH SOC) Data Collection and Management System. Within the Epi Info

j CliertDat software, youwill be able to add and edit records from forms within three areas: Client Records, Awarded Grants, and Agency Events.

lient Data
MenthlyCliert Data The forms in this data collection cover 11 programs within the BBH SOC:(1) Children’s Mental Health Wraparound (CMHW), (2)
Service Data Children's Mobile Crisis Respanse and Stabilization (MCRS), (3) Children's Expanded School Mental Health (ESMH], [4) Positive Behaviar
=] CATSData Support (P8S),{5) First Episode Psychosis (FEP), (6) Six Regional Youth Services Centers (RYSC), (7} Respite, (8) Regional Youth

Satisfaction YouthData Intervention Specialist (RY1S), (9) System of Care Family Coordinator {SOCFC), (10) State Opicid Response Family Coordinator (SORFC),
SatisfactionCaregiverData and (11) Drop in Center for Transitional Youth (DCYT).

FrogramRelatedDataSource
SchoolDataSource
AgencyGranteeDataSource

s Client Records Awarded Grants Agency Events
=
= Templat
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transitions, and MCRS referrals, and
(3) Collect the MHPET for ESMH's
schools,
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Activities, Community Events,
Assessments, and more.

Select "Go to Event Form” to begin.

Go to Client Form Go to Grant Form Go to Event Form

Ready

en-US || 7.2.4.0 || CAPS || NUM | INS

9. Congratulations - you have successfully installed all of the required Epi Info components. Click
the “X” at top right to close this window — and then refer to the User Guide for next steps on
how to begin entering data.
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Uninstalling Data Collection Forms
If you have previously installed a version of the Epi Info project forms, and need to install a new version,
please follow the steps below to uninstall.

IMPORTANT: The steps below will remove any data that you have entered up to this point. If that was
just test data, this is not a problem. If it was actual live data, and you have any questions, please
contact technical support before continuing.

1. Find the folder where you previously created the Epi Info SOC Project.
a. Inthe example above, this is the folder C:\SOC Epi Info Project, but it may be in a
different location, depending on how you previously set this up.
2. The file you are looking for has a *.prj extension.
a. Inthe example above this file was created as “SOC_Epi_Info.prj”, but yours may differ.
3. Delete the *.prj file.
4. You can now go back to the “How to Download SOC Data Project Files” section above to install
the new version of the forms.
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Backup Considerations

Please note that if you have installed and are working with these software applications locally versus in a
networked shared environment, the data you enter will only be present on that workstation. This means
that if your workstation were to fail and become unrecoverable, you could lose your data.

Considerations for backup of data:

1. When you package your data for submission (refer to User Guide), the files you create contain
all of the data in Epi Info. Consider storing these files or backing them up to an alternate
location. It is very important to note that these files may contain sensitive information (PIl/PHI),
so this alternate location must be secure. Refer to your organization’s IT support team for
guidance.

2. When you submit your data to BBH via secure FTP, BBH will retain these submitted files for up
to 6 months. These files can be used to rebuild your local database in case of a system failure.

Do not store Epi Info data on personally-owned computers. This data should only be stored on
computers owned and maintained by your organization.

If you must share your data with someone else in your organization prior to submission to BBH, use the
password protection option when creating the data package. You will need to share that password with
the recipient so that they can then import the package into their Epi Info instance. Refer to the User
Guide for detailed information on this functionality.
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