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Microsoft teams — Accessing patient records

1.1 What is Microsoft teams

It is an online platform to share documents and have conversations with fellow team members. It is
secure, exclusive to invited participants and best of all, it is free and easy to install.

For the purpose of this study, you will be two reviewers per team. The cases (patient records) will be
distributed to you as “Batches”, in Microsoft teams, for you to review and certify. You will review
and certify cases independently, but if there are discrepancies between reviewers for a particular
case, the SAMRC reviewers will notify you and you can use Microsoft teams to discuss the case with
your team to reach consensus. Where you do reach consensus, one member of the team should
submit a new (third) record for the case. In consensus cases you will need to use a Reviewer ID made
up of the letter C followed by both reviewers 2 digit IDs (insert 0 in front of single digit IDs) from
smallest to largest e.g. Reviewer 01 and Reviewer 08 would be C0108. There will be appropriate
places for this on the Kobo VA review form.

You will also be invited to a general team on Microsoft teams for group discussion when needed.
There will also be a Whatsapp group with all the doctors who are certifying. The purpose of the

group is to give notifications if there are anything important to take not of e.g. if a questionnaire has
been updated.

1.2 How to access Microsoft Teams

A link will be emailed to you by Pam Groenewald (Teams NCODV VA reviews team). Once you have
joined the Team through the email link, you will be able to access it by simply opening Microsoft
Teams and following the prompts for installation.

Microsoft Teams <noreply@email.teams.microsoft.com> Thu, Mar 7, 2:16 PM (1 d

tome v

Microsoft Teams

Pamela added you as a guest to South African Medical Research Council!

TEAMS-NCODV-VA reviews01

TEAMS-NCODV-VA reviews01

I Open Microsoft Teams I

Download the desktop app for full functionality of Microsoft Teams.



Stay better connected with the Teams desktop app

Download the Mac app Use the web app instead

Already have the Teams app? Launch it now

Once you have downloaded the app onto your computer, it is easily accessible by clinking on the
Microsoft Teams icon. The documents (batches) in Microsoft teams will be updated centrally by Dr
Groenewald. The two reviewers paired together will be able to access the information uploaded
onto their team. All interfaces will however look identical.

13. How to access patient records (Verbal autopsies, Medical and forensic records)

For the first phase of data capturing, we will be certifying UCOD using the VA records.

Open Microsoft teams

Click on the Teams button on the blue, left sided column

Click on the VA records tab under TEAMS-NCODV-VA

Click on files, you will see it in the top horizontal tabs (not file in the blue, left sided column)
Click on a folder to open it (e.g. Batch 1): New Batch folders will continuously be uploaded onto

Teams. Each Batch folder contains 40 folders, each of which is a different VA case, identified by the
case’s unique study identity number.



Search for or type a command -

ODV-VA reviews01 > VA records %

<tc

Favouites . IEAMS-NC

. TEAMS-NCODV-VA reviews01 Conversatid

Batch 1
VA records

] New Upload ¢ Getlink + Add cloud storage B Open in SharePoint

v Type Name Modified Modifiec
Batch 2 4m ago Pamela
Batch 1 14m ago Pamela

At the bottom of the Batch folder, there is an Excel document. This is the Excel spreadsheet that
contains all the VA questions and answers for the 40 cases in the batch. You have the option of using
either the excel format or the original VA questionnaire with answers (you will need to request the
original VA pdf from Pam as the file will first need to be anonymised). But we recommend using
Excel for ease of reviewing.

“ Search for or type a command
— - TEAMS-NCODV-VA reviews01 > VA records # - private (@
. TEAMS-NCODV-VA reviews01 ... Conversations Wiki 2
General ]
@ Batch 1 > Batch 1
VA records

€] New (3] Upload o° Getlink @ Open in SharePoint

Type Name Modified v Modified by Size O
101026 6h ago Pamela Groenewald
101014 6h ago Pamela Groenewald
101015 6h ago Pamela Groenewald
101023 6h ago Pamela Groenewald
101008 6h ago Pamela Groenewald
101011 6h ago Pamela Groenewald
101013 6hago Pamela Groenewald
@ Manage teams Batch 1.xisx 5hago Pamela Groenewald 95.52 KB

P S _
ﬂg Batch 1.xlsx “. Start conversation Close

A B c D E F G H
VA Unique study ID 101008 101011 101013 101014 101015 101023 101028 101¢
(1d10002) {is this a region of high HIV/AIDS mortality?] 0| 0 0 0| 0 0| 0|
1d410003) Is this a region of high malaria mortality?] 0] 0 0 0| 0 0| 0|
1d10004) [During which season did (s)he die?] 0| 0 0 0| 0 0| 0|
1d10013) [Did the respondent give consent?] Yes Ves Yes Ves Ves Ves Ves Yes
1410008) What is your/the respondent's relationship to the deceased? Eece or Nep|Parent Sister Child Spouse Child [Niece or Neph{Broti
1d10009) Did v P live with period leading to her/his death? No Ves Yes Ves Ves Yes No No
1d10019) What was the sex of the deceased? female female female [female female female male male
1d10020) Is the date of birth known? Yes Yes Yes Ves Ves. Ves Ves Ves
(1d10021) When was the deceased born? 1948-11-03 [1989-09-03 |1970-10-19 |1945-12-13 1948-08-16_|1940-06-04 [1943-10-17 1957
(1d10022) Is the date of death known? Yes Yes Yes Ve Yes Ves Yes Ves
(1d10023_a) When did (s)he die? 2017-11-12 |2017-11-21_|2017-10-13 [2017-09-28 2017-1024_[2017-11-08 [2017-10-17 2013
(1d10023) When did (s)he die? 2017-11-12 [2017-11-21_|2017-10-13 |2017-09-28 2017-1024_[2017-11-08 [2017-10-17 2013
agelnYears 69 28 46 71 169 77 74 60
0 2 11 Bl 2 5 0 6
isAdult] 1 1 1 1 1 1 1 1
(Id10058) Where did the deceased die? home hospital hospital __[hospital hospital __[home home hom
NARRATIVE REMINDER: Interviewer: Click YES to confirm that you captured the narrative in your notebook. Yes Yes Yes Ves Yes Ves Yes Ves
1d410053) What was her/his ethnicity? Coloured _|Coloured __|Coloured _|Coloured Coloured _[Coloured _|Coloured __[Colo
1410053 _other) What was her/his population group? Type in the population group if the answer to the previous question 0| 0 0 0| 0 0| 0|
1d410055p) What was her/his place of usual residence? (the place where the person lived most of the year). Select the provir Western Caj Cape|Western Ca Cape | Western Cay Ca Cape |Wes
1d10055m) What was her/his place of usual residence? (the place where the person ived most of the year). Type in the MA{ Greyton |14 jasmine sin|Citrusdal _|197 die laan straaflCaledon __|No 1Solomor|PA Hamlet |13
1d100555) What was her/his place of usual residence? (the place where the person lived most of the year). Type in the sub | Greyton |14 jasmine sin|Top drifd__|197 die laan No bossie  |13m
1d410057p) Where did the death occur? Select province Western Ca Cape] Ca Cape | Western Cap{Western Cap|Western Cape |Wes
1d10057m) Where did the death occur? Type in the MAIN PLACE, which can be the closest main town or city to the village, s Greyton Radie kotze hqCeres Ceres hospital | Caledon Artois statior|PA Hamlet 13 m
1d100575) Where did the death occur? Type in the sub place, which i o towhere Radie kotze hdCeres hospit|Ceres hospital _|Caledon __|Artois statior|Bo bossie |13
Batch 1
@ | o



After you opened a batch, you will see the list of cases labeled according to their unique study
identifier.

- TEAMS-NCODV-VA reviews01 > VA records & -*

. TEAMS-NCODV-VA reviews01 Conversations  Files Wiki
General
@i Batch 1 > Batch 1
VA records

(] New (3] Upload o Getlink @ Open in SharePoint

Type Name Modified + Modified by
101026 6h ago Pamela Groenewald
101014 6h ago Pamela Groenewald
101015 6h ago Pamela Groenewald
101023 6h ago Pamela Groenewald
101008 6h ago Pamela Groenewald
101011 6h ago Pamela Groenewald
101013 6h ago Pamela Groenewald

Open one of the case folders (eg. 101013). Inside each case folder, you will find a photograph/s of
the narrative and for children, if available, Road to Health Book.

& Search or type a command Q =
. . TEAMS-NCODV-RecRev01 > VA records01 & - private (@
. TEAMS-NCODV-RecRevO1 Lcr_e,ﬁ.m; v _> Wik 2
Serioca) @ Batch 1 > Batch 1 > 201100
Med records01
VA records01 €] New (5] Upload o Getlink B Open in SharePoint
Type Name Modified v Modified by Size O
~ 1540712455388.jpg 3/11/19 Pamela Groenewald 183 MB
5" Join or create 3 team
=t m A ® A B 5 € o= % © x3 W R AQEO® G NG

Once you have opened a file, you can go back to the case folder by clicking close in top right corner.
Be sure to confirm the study ID on the document matches that of the case you are working on. If you
find a document that has been placed in the wrong folder, please alert Pam ASAP.
(Pamela.groenewald@mrc.ac.za)

- LR



Search for or type a command

@ c62fabf9-73da-420b-a42b-31eb020d6abf.jpg

Start conversation Close
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Reminder: Please keep in mind that the information within these documents is sensitive and

confidentiality etiquette applies.

If you notice anything of concern within these records that pertain to misconduct in the clinical
setting, please contact Pam in order for the matter to be addressed appropriately. Please do not
contact the hospital concerned or discuss with anyone else.

Kobotoolbox

To be used with Microsoft teams. You will receive all the case information on Microsoft teams and
then you use Kobotoolbox (either on tablet or computer) to capture the case information and certify

underlying cause of death.

1.1 Lenovo Tablet

Switch on Lenovo Tablet — power button is lower button on right hand side. To

unlock the tablet, slide upward on the screen.

At the bottom of the screen, there is a triangle, a circle and a square. The triangle is the back button.

Click on the white circle with 6 dots in the bottom centre of the screen to open the application

menu.



Sl @ 6% 917PM

SUNDAY, MARCH 10

You can get to the KoBocollect icon either by tapping the white circle and go to app via the
applications menu. Or you can swipe right and see the KoBocollect short cut icon at the top the
screen.

Click on KoBoCollect.
If it prompts you for a 4 digit File Manager
password.

0

The KoBoCollect app will open. To i =
download the correct questionnaire, KoBoCollect
click Get Blank Form and wait for it to
connect to server. L

FM Radio




Select Verbal Autopsy Review NCODV Main study (blue tick). And click Get selected at the bottom

right hand corner.

V/ Norton i
8 Scan for Vuusesr
Try Norton Mobile Security for fr
Keep app locked in session
it ) 1 2 3 @
AN E 4 5 6 @
(S 7 8 9

1835

As the project continues, it is

likely that there will be adjustments to the form. You will be informed
if there is an updated questionnaire available. In that case, you also
go to get blank form and select the document with the green text
underneath the title: This is an upadated version of a form you

already have.

= "l @ 71% 9:07PM

m KoBoCollect

KoBoCollect v1.14.0a
Part of KoBoToolbox

Fill Blank Form
Edit Saved Form (1)
Send Finalized Form

View Sent Form (1)

Get Blank Form

Delete Saved Form

A\ E|E. @ .l B91% 9:30PM

E Get Blank Form = Q

Final Home Assignment: Medical certification of cause
of death

NCODV_comnatanaisast =

Verbal Autopsy review main study_20190313

Verbal AulCpSy esmmmantiannain =
Select All Refresh Get Selected

—
a0 T



= . © .l B 67% 505PM
E KoBoCollect H E Get Blank Form = Q

KoBoCollect v1.14.0a Final Home Assignment: Medical certification of cause
of death

Part of KoBoToolbox

NCOQY comnatamastont .

EuBfWfUrpAW6qZ68

Fill Blank Form

; Verbal Autopsy review main study_20190313
Edit Saved Form (1) craCd4LBZpSquqyjxqCPe

Send Finalized Form \»/el."bTa'n‘IvAt‘thPsvij‘evriew questionnaire O

View Sent Form (1)

Get Blank Form

Delete Saved Form

Select All Refresh Get Selected

To complete a questionnaire:

Practical thing to consider when filling in the questionnaire: To move to next page of questionnaire,
slide finger from right to left across screen. To go back, similarly slide finger from left to right.

Click on Fill Blank Form and select Verbal Autopsy Review NCODV Main study form



o= . © O v .l B87% 506PM

Bl ko = 5
Eio Sy, s loaded.
E KoBoCollect : Verbal Autopsy review main study_20190313
KoBoCollect v1.14.0a Verbal AGTOpSyTev

aTSiUay-20190313

Part of KoBoToolbox

Fill Blank Form

Edit Saved Form (1)

Send Finalized Form

View Sent Form (1)

Get Blank Form

Delete Saved Form

Be sure to enter your Certifier ID, Unique Study ID and batch number for every case correctly. There
will be a question later in the questionnaire that will ask you to confirm the unique study identifier.

A\ EEe @ @ .l B91% 9:30PM
E Verbal Autopsy review main study_201... B ~,
ReyfWwer and verbal autopsy case ifiigzmation

* Reviewer ID
Use Reviewer ID number provided by NCOL / project

21

* Verbal autopsy Unique study ID
101014

Batch number

q

= 1 2 3 @
5 4 5 6 @
() = 7 8 9
T « 0 #

To enter the date manually, press on and hold down on the year or day to bring up the keyboard.

You can also scroll to the correct date.

11



© O ¥ .l B86% 5:09PM

At the top right corner, there is an icon of an arrow pointing to a dot (see image below). This takes
one to all the questions in the questionnaire in a list format. At the bottom of the list of questions,
one can go to start or go to end of the questionnaire, or click on the question you want to go to.

m Verbal Autopsy Review questionnaire 4

Information on the respondent

Did the respondent live with the decedent during period
just before death?

O Yes
ONo
O Unknown

B Verbal Autopsy Review questionnaire

Reviewer ID

0
Verbal autopsy case number and unique study identifier
(USID)

Did the respondent live with the decedent during period just
before death?

Unique study ID

Sex

*Is the date of birth available

Date of death

After reading the narrative and reviewing the VA interview
answers provide a brief description of events leading to
death in chronological sequence. Include relevant history,
diagnoses, investigation results (if mentioned) and salient
positive and negative findings from VA interview.

Injury present

HIV status

Tuberculosis

Did the patient have surgery during last illness before death
* Manner of death

1a Immediate cause of death (condition leading directly to
death)

A 3
| Go To Start Go To End |

12



At the end of the questionnaire; Name this form as the Verbal Autopsy Unique Study ID. (E.g.
201108)

To save a draft, untick Mark form as finalized. (This box will be ticked automatically, so be sure to
untick it.) Click Save Form and Exit.

To open a saved draft, press Edit Saved Form. The number next in brackets shows the number of
saved forms. Then select the form you wish to edit.

5 A -
m Verbal Autopsy Review questionnaire a e E KoBoCollect
KoBoCollectvi.14.0a
Part of KoBoToolbox
Fill Blank Form
Edit Saved Form (2)
You are at the end of Verbal psy Review i ire. Send Finalized Form

Name this form
201108

ark form as finalized

Save Form and Exit

View Sent Form (1)

Get Blank Form

Delete Saved Form

Submit finished case:

When you are satisfied with the certification and finished all editing, go to end of questionnaire, tick
Mark form as finalized.

13



L) "ull W 70% 9:13PM

. . E Verbal Autopsy Review questionnaire a ~,
Click Save Form and Exit
You are at the end of Verbal Autopsy Review i ire.
Name this form
20008

Ma « form as finalized

Save Form and Exit

To submit a finalized questionnaire, press Send Finalized Form on the Kobocollect main menu.

Select the form (questionnaire case number) you would like to submit, and press Send Selected at

the bottom right. (You can submit multiple forms at a time. Be sure to only submit forms that are
complete)

14



= il B 70% 9:15PM

E Send Finalized Form = Q
E KoBoCollect : Finished scanning
Class Assignment: Medical certification of cause of
KoBoCollect v1.14.0a death Training

Part of KoBoToolbox ralized on Sun, Mar 10,2019 at 21:14

Fill Blank Form
Edit Saved Form (1)
Send Finalized Form

View Sent Form (1)

Get Blank Form

Delete Saved Form

Clear All Send Selected
< o T |
0
To delete a file:

Select Delete Saved Form

You can delete saved forms (completed forms that have been saved) on the top left or blank
forms (questionnaire forms) on the top right. Select the forms you want to delete (blue tick).

Click on Delete Selected at the bottom of the screen.

After downloading an updated version of the verbal autopsy review form, it is advisable to delete
the old form to prevent confusion. Be sure to select and delete the older form, added on the earlier
date.

Once finalised forms have been submitted, these too can be deleted. Make sure you have submitted
the forms before deleting.

15



LI cov.lmsomjuns © O vl o soreu
. lns- -4 C, —
E KoBoCollect : E 28 orm E Delete Saved Form

Saved Forms - Blank Forms ‘ Saved Forms Blank Forms
KoBaCollect v1.14.08 [ e
Part of KoBoToolbox

Finishea Sluggina All forms ko

Finished scanning. All forms loaded.

Verbal Autopsy review maln study_20190313

[m] Verbal Autopsy review maln study_20190313
Added on Wed, Mar 13,2019 13,2019t 17
Fill Blank Form Verbal Autopsy review maln study_20190313 O Verbal Amopsy rewew main study_20190313 m]
Added on Mon, Mar 18,2019 at 17:0 Mon, Mar 18,2 05
Edit Saved Form (1)
Send Finalized Form
View Sent Form (1)
Get Blank Form
Delete Saved Form
Select All

Select All Delete Selected

L o o W o S |

16



1.2 How to access KoBoToolbox on a computer or laptop

Go to https://www.kobotoolbox.org/

Please use Google Chrome to access KoBoToolbox. It is only compatible with Google Chrome and

NOT with other internet browsers (e.g. Internet Explorer, Microsoft Edge, Safari, etc).

€« C | @ Secure | https;//www.kobotoolbox.org * @0
[ Department of Libr... 3 Other Bookmarks

FEATURES SIGNUP ABOUT HELP

SIMPLE, ROBUST AND POWERFUL TOOLS
FOR DATA COLLECTION
Scroll down to the login tab. Click on login on the righthand side.

0 KoBo HOME  FEATURES ABOUT  HELP

GET STARTED

Get started with KoBoToolbox now, it's free and it takes under a minute. We have two
publicly-available instances of KoBoToolbox you can choose from

Unlimited Use for Researchers, Aid Workers
Humanitarian Organizations & Everyone Else

CREATE AN ACCOUNT CREATE AN ACCOUNT

or login or login

Login using username: password:

e o= < 3 3 e ~
. L S 3 e noto by UNAMID / by

Select questionnaire named Verbal Autopsy Review NCODV Main study

17


https://www.kobotoolbox.org/
https://www.kobotoolbox.org/

0 KoBo Q, Search Projects

“ A

N

Draft

Scroll down to collect data and select open.

0 KoBo Verbal Autopsy Review s
i g &
Current version 1%
V4 LastM 2:12 PM - 80 question: REDEPLOY
Languages: This project has no languages defined yet ®
Collect data

m

Insert your certifier ID and the Verbal Autopsy Unique Study ID. This is very important. When

entering dates (e.g. for date of birth) the correct format is YYYY-MM-DD. Do not omit any digits.
For example, DOB 5 July 2001 must be entered 2001-07-05.

I
i

Complete the questionnaire.

&) KoBo Toolbox

Verbal Autopsy Review

W Reviewer and verbal autopsy case information

* Reviewer ID

*verbal autopsy Unique study ID

-} Return to Beginning Go to End )

At the end select Save Draft. One can save draft even if the questionnaire is incomplete, but be sure

to complete the questionnaire at a later stage.

18



What was the quality of information in verbal autopsy records (consistency
and resp etc.)

the quality from 1 (very poos

5
How sufficlent was the information to certify a cause of death?

4

Save as Draft

Back
-] Return to Beginning Go to End g

Powered by ENKETO

Insert the record name using the Verbal Autopsy Unique Study ID.

Save as Draft

Record Name

This name allows you fo easily find your draft recard o finish it later

| 201108

CANCEL

Click on the number in top left hand corner (Records queued) to open the record saved as draft.

! — 3 KoBoToolbox -

Verbal Autopsy Review
W Reviewer and verbal autopsy case information

*Reviewer ID

er provided by NCODV project

*Verbal autopsy Unique study ID

Click on the record displayed in the Queue to open it.

19



When you are ready to submit the document, go to the end of the record, untick Save as draft and
select Submit.

What was the quality of information in verbal autopsy records (consistency
between narrative and responses, contradictions,etc.)

5
How sufficient was the information to certify a cause of death?
4

Save a< Draft

o Return to Beginning Go to End =

Powered by ENKETO

20



Basic tips in Excel

Excel has some useful functions for making it easier to make sense of a spreadsheet with a lot of rows
and columns.

Freezing panes
This enables you to keep an area on the spreadsheet you’re viewing visible while scrolling to another
area on the same spreadsheet

To freeze rows

1. Select the row below the row(s) you want to freeze. For example, using the final VA data home
assignment spreadsheet, select row 3 to freeze rows 1 and 2

A B C D E F G
1 VA case number 1 2 3 4 5 6
2 VA Unique study ID 703030 103024 703063 701112  [801209  |703179
| 3 [(1d10013) [Did the respondent give consent?] Yes Yes Yes Yes Yes Yes |
4 (1d10008) What is your/the respondent's relationship to the deceased-? Cousin Aunt Other famil{other family |other familyOther family
5 (Id10009) Did you/the respondent live with the deceased in the period leading to her/Yes Yes Yes Yes Yes Yes
6 (1d10019) What was the sex of the deceased? female male male male male female
7 (1d10020) Is the date of birth known? Yes Yes Yes Yes Yes Yes

2. Click the View tab on the ribbon, then select Freeze Panes. You will get a drop-down menu.

Help Nitro Pro EpiGearXL Q Tell me what you want to do

Zoomto New Arrangg Freeze
Selection Window  All

Split View Side by Side -
Hid
e Switch Macros
Windows ~ =

Freeze Panes Macros

Keep rows and columns visible while the rest of

the worksheet scrolls (based on current selection).

Freeze Top Row

Keep the top row visible while scrolling through

the rest of the worksheet.

Freeze First Column C D

Keep the first column visible while scrolling 0 0
through the rest of the worksheet.

21



3. Select Freeze Panes from the drop-down menu.

Home Insert Page Layout Formulas Data EEN Help Nitro Pro EpiGearXL Q Tell me what you want to do
[ e ‘ > mall : w | —Split I View Side by Side | =
S = v/ Formula Bar Q ‘ m 7.& | Zhs - Hid LY =l
Normal Page Break Page Custom v Gridi w; " Zoom 100% Zoom to New Arrange Freeze ae Switch Macros
Preview Layout Views Cidipes eadibos Selection Window All  Panes * Windows ~ 7
Workbook Views Show Zoom Freeze Panes Macros
: X a Keep rows and columns visible while the rest of
A3 b f (1d10013) [Did the respondent give consent?] Sl N TN A A N
_— Freeze Top Row
A Keep the top row visible while scrolling through F G
1 VA case number the rest of the worksheet 4 5 6
z : 4
2 VA Unique study ID Freeze First Column 112 801209 703179
Z 2 Keep the first column visible while scrolling
3 ’_(Id10013) [Did the respondent give consent?] through the rest of the worksheet Yes Yes
4 | (1d10008) What is your/the respondent's relationship to the deceased? |Cousin Aunt |Other familjother family|other family Other far
4. This will freeze rows 1 and 2 in place (you will see a dark gray line) and allow you to view the VA
case number and VA Unique study ID as you scroll down the spreadsheet.
A B & D E F G H |
1 VA case numb 1 2 3 4 | s 6 7 8 [
2 VA Unique study ID 103030 103024 703063 701112 801209 703179 801298 01101 (7020
55 (1d10080) What was her/his role in the road traffic accident? 0 0 ol 0 0| 0| 0 0
56 (1d10081) What was the counterpart that was hit during the road traffic accident? 0 0 0 0 0 0 0 0
57 (1d10082) Was (s)he injured in a non-road transport accident? 0 0/No 0/No 0 0 0
58 (1d10083) Was (s)he injured in a fall? 0 0/No 0/No 0| 0 0
59 (1d10084) Was there any poisoning? 0 0/No 0/ No 0| 0 0
60 (1d10085) Did (s)he die of drowning? 0 0 No 0/No 0 0 0
61 (1d10086) Was (s)he injured by a bite or sting by venomous animal? o 0/No 0/No 0| 0 0
62 (1d10087) Was (s)he injured by an animal or insect (non-venomous)? 0 0/No | 0/No | 0| 0 0
63 (1d10088) Kwakuyisilwane (isinambuzane) sini? 0 0 0 0 0 0 0 0

To freeze both rows and columns:

1. Select the row below the row(s) you want to freeze (as shown in section x above)

2. Then select the first cell to the right of the column(s) you want to freeze

Home Insert Page Layout Formulas Data Review Nitro Pro EpiGearXL  Q Tell me what you want to do
o o Q E: al (| : split View Side by Side = I__
Normal Page Break Page Custom Zoom 100% Zoomto| New ‘Amange Freeze — 9° Switch  Macros
Preview Layout Views -2 Gfidlines V| Headings Selection Window All  Panes - Windows = -
Workbook Views Show Zoom ‘Window Macros
B3 - fx Yes
A B G D E F
1 VA case number 1 2 3 4 5
2 VA Unique study ID 103030 103024 703063 701112 801209
3 [(Id10013) [Did the respondent give consent?] Yes Yes |Yes |Yes Yes
4 (1d10008) What is your/the respondent's relationship to the deceased? |Cousin Aunt |Other familjother family other family
5 (1d10009) Did you/the respondent live with the deceased in the period leading to her/Yes Yes |Yes |Yes Yes
6 (id10019) What was the sex of the deceased? R [female male _mralﬂe |male _malﬁe
7 (1d10020) Is the date of birth known? \Yes Yes \Yes |Yes Yes
8 (1d10021) When was the deceased born? 1991-08-27|1986-02-26 11973-10-101986-09-13 1985-01-05

3. Click the View tab on the Ribbon, then select the Freeze Panes command and Freeze Panes from
the drop-down menu

4. This will freeze rows 1 and 2, and Column A in place (you will see a dark gray line) and allow you to
view the VA case number and VA Unique study ID, as you scroll down the spreadsheet.

22



Furthermore, you will also be able to view the VA responses for the specific study ID you want
across the spreadsheet with the question in Column A.

File Home Insert Page Layout Formulas Data w Help Nitro Pro EpiGearXL Q) Tell me what you want to do
ol Forrmii bar O\ 2 [ o O EE s View Side by Side = —_
NS ek o O s i 2o % Zom e e o |t
Workbook Views show Zoom Window Macros
C10 f: Yes
A K L M N o P Q R
1 VA case number 10 11 12 13
2 VA Unigue study ID 501059 303096 501304 701147
13 (1d10023) When did (s)he die? 2017-10-27 2017-09-09 |2018-04-08 2018-03-16
14 (1d10024) Please indicate the year of death. | 0: 0: 0
15 Confirm the date of death as ${ld10023_a} 0 0 0 0
16 agelnDays 723889 Bosar a4 321
17 agelnYears 3 83 0 0
19 agelnMonths A fa '8 ()
21 isNeonatal1 o o o o
22 ischild1 0 o A A
23 isAdultl 1 n lo lo
25 (1d10058) Where did the deceased die? hospital |hospital :home |home
26 NARRATIVE REMINDER: Interviewer: Click YES to confirm that you captured the narratYes Yes Yes Yes
27 (1d10053) What was her/his ethnicity? Black :Ela:k |Black |Black
28 (1d10053_other) What was her/his population group? Type in the population group if 0 0 0 0
29 (1d10055p) What \;vraghér’/ri\is place of usual residence? (the place where the person livkwazulu Nat{Northern CajKwazulu NatGauteng
30 (I1d10057p) Where did the death occur? Select province Kwazulu NatiNorthern CajKwazulu Nat Gauteng

31 (1d10057m) Where did the death occur? Type in the MAIN PLACE, which can be the cliLadysmith |Upington  |Potshini,Ber{Springs
32 (1d10057s) Where did the death occur? Type in the sub place, which is the smallest pl:Ladysmith »quelell&‘_’.’, T

Sheet1 +

-

You can use the highlighted tab to scroll across the spreadsheet.

5. To unfreeze panes, click the View tab on the Ribbon, then select the Freeze Panes command and
Unfreeze Panes from the drop-down menu

View Help Nitro Pro EpiGearXL  Q Tell me what you want to do

O\ g = = O Split [ View Side by Side (B=| r
ke I -
[ Hid
Zoomto New Arrange Freeze ae Switch M
Selection Window All  Panes - Windows ~
. Unfreeze Panes v
-

Unlock all rows and columns to scroll
through the entire worksheet.
Freeze Top Row

Keep the top row visible while scrolling L

through the rest of the worksheet. 11

Freeze First Column

- .. . fac ]

Filter

The Filter command in Excel allows you to view only the data you are interested in on your spreadsheet.
For example, when you get feedback on certification for VAs, you can filter the list to limit the data you
see to only those specific to your Reviewer ID.

1. Select the Data tab and locate the Sort and Filter group.
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A

Al

|c1

1

View Help

HT—H D Queries & Connections
~
L Ko

Refresh 7 J. Sort
All ~ : A

Nitro Pro

s 3 Y

Filter

EpiGearXL

2 |

Text to
V) Advanced Columns

Queries & Connections

Sort & Filter

2. Click the Filter command.

Nitro Pro EpiGearXL Q Tell me what you want to do
0% —v
A Y =
| g y E"g o
ort  Filter Textto Flash  Remove Data
Y/ Advanced Columns  Fill  Duplicates Validatic
Sort & Filter Dz
Filter (Ctrl+Shift+L)
' Turn on filtering for the selected
) cells. BD
Evid ) ) ‘deatt
N— Then, click the arrow in the column
il header to narrow down the data.
No :
HIV =
INo | .
No © Tell me more e

e

Flash
Fill

Q Tell me what yq

C

3. Drop-down arrows will appear in the header of each column. Click the drop-down arrow for

the column you want to filter. For example, Reviewer ID. This displays the Filter menu.

fx Reviewer ID
D E F G
erbal ~ topsy cz ~ Did the ~ |Unique ~
| Sort Smallest to Largest *'103030
Sort Largest to Smallest '103030
Sort by Color » 7M
~ [103030
103030
Filter by Color v '
Number Filters v 103030
e 5 7"1 03030
v (Select All) ~ — 108030
11 ~ [103030
via ~ [103030
213 03030
v ~ [103030
vie ~ To3030
vi10 103030
vin ~ 103030
vii12
Site 103030
Y17 103030
vi19 R ET)
e v  [103030
R
oK Cancel 34
| = ]
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4. Uncheck the boxes next to the data you don't want to view or uncheck the box next to Select
All to quickly uncheck all, and then check your preferred box.

1 Revievq v |Verbal ~ topsy cz v Did tk
8] Sort Smallest to Largest
Zl sort Largest to Smallest

Sort by Color »

Filter by Color »
Number Filters ’

Search je,
(W] (Select All)

>

5. Click OK. All other data will be filtered, or temporarily hidden. Only Reviewer 5’s responses will

be visible.
File Home Insert Page Layout Formulas Data Review View Help Nitro Pro
F —_ ™| Queries & Connections Al [TA Y
1 : o Zi AlZ
Get  From From From Table/ Recent Existing Refresh Zl Sort  Filter
Data - Text/CSV Web Range Sources Connections  All - A
Get & Transform Data Queries & Connections Sort & Filts
Cc1l v fx Reviewer ID
@ D E [ F G H | J K P
1 Review.T|Verbal -~ topsycz~ |Did the ~ |Unique ~ Sex ~ |Is the d ~ |Date of ~ |Date of ~ |agelnY( ~ |ag
4 5 1| 103030 ves 03030 |Female |Yes  |1991-08-22018-02226 |6
34 5 2| 103024 Yes 103024 |Male Yes 1986-02-22017-10-231 8
63 5 3| 703063 Yes 703063 |Male Yes 1973-10-12018-03-044 4
91 5 4| 701112 Yes 701112 |Male Yes 1986-09-12018-03-131 5
119 5 5/ 801209 Yes 801209 |Male Yes 1985-01-02017-08-132 7
120 5 5| 801209 Yes 801209 |Male Yes 1985-01-02017-08-132 7
148 5 6/ 703179 Yes 703179 |Female |Yes 1981-09-12018-03-236 6
176 5 7| 801298 Yes 801298 |Male Yes 1974-07-12017-09-243 2
N 5 7, 801298 Yes 801298 |Male Yes 1974-07-12017-09-243 2
205 5 8| 801101 Yes 801101 |Male Yes 1962-07-02018-01-055 5
233 5 9| 702015 Yes 702015 |Male Yes 1988-08-02018-02-129 6
260 5 10/ 501059 Yes 501059 |Male Yes 1952-06-02017-10-265 4
286 5 11| 303096 Yes 303096 |Female |Yes 1934-05-02017-09-083 4
312 5 12| 501304 Yes 501304 |Male Yes 2017-08-02018-04-00 8
340 D, 13| 701147 Yes 701147 |Male Yes 2017-04-22018-03-10 1
Useful links

https://edu.gcfglobal.org/en/excel2013/freezing-panes-and-view-options/1/
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https://edu.gcfglobal.org/en/excel2013/freezing-panes-and-view-options/1/
https://edu.gcfglobal.org/en/excel2013/freezing-panes-and-view-options/1/
https://edu.gcfglobal.org/en/excel2013/freezing-panes-and-view-options/1/
https://edu.gcfglobal.org/en/excel2013/freezing-panes-and-view-options/1/
https://edu.gcfglobal.org/en/excel2013/freezing-panes-and-view-options/1/
https://edu.gcfglobal.org/en/excel2013/freezing-panes-and-view-options/1/
https://edu.gcfglobal.org/en/excel2013/freezing-panes-and-view-options/1/
https://edu.gcfglobal.org/en/excel2013/freezing-panes-and-view-options/1/
https://edu.gcfglobal.org/en/excel2013/freezing-panes-and-view-options/1/

https://edu.gcfglobal.org/en/excel2010/filtering-data/1/
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Consensus case on Kobotoolbox

1. After both certifiers have completed a batch (VA records) and submitted their (+- 40)
cases on Kobotoolbox either on laptop or the provided tablet. Then a quality assessor
(QA) will go over the cases to see if both underlying cause of death (UCOD) for each case
correlates with each other. The QA will also make sure that the causal sequence makes

sense.

2. The QA will post an Excel spreadsheet within your Microsoft Teams channel and
communicate general comments or certain instructions.

3. Once you have looked at the Excel sheet, you can start discussing the conflicting cases
with your certifying partner and reach a consensus on the UCOD for that case. You can
have the discussion on Microsoft teams. (Picture instructions to follow in this
document)

4. Now you are ready to submit a consensus:

a.

Divide the cases up evenly. Each person to submit the same amount of consensus
cases so that HR can calculate how much you need to get paid. (If you have an
uneven number, you can alternate who submits the higher number in the next
batch)

You use the same form you used for submitting your initial cases on Kobotoolbox.
When submitting a consensus case you will answer a few things differently:

i. You will indicate that this is a consensus case (not an independent
review).

ii. There will be an option to give consensus reviewer ID. The number will be
capital C (for consensus) followed by your certifier ID number and then
your partner’s certifier ID. For single values you need to put a 0 (zero) in
front of it. E.g. for certifier 4 and certifier 36, certifier 4 will submit C0436
and certifier 36 will submit C3604.

When submitting/saving your consensus case at the end of the form you also
need to state the consensus reviewer ID. E.g. C0436

Some of these Verbal autopsy cases are tricky, so if you cannot come to a
consensus or are unsure about certifying rules. Please inform the QA and then
the cases will be reviewed by a third doctor. If the third doctor cannot conclude
the case, the case will be reviewed at a panel discussion.
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Communicating on Microsoft Teams

1. You will be notified via Microsoft teams when you need to submit a consensus case. A
quality assessor will review your submitted cases. They will attach an excel spreadsheet
with the cases for review and a few comments within your specific team e.g.
TEAMS_NCODV_RecRev04.

2. To go to your team: On the left-hand column (Navy blue) you will see tabs (picture icons)
listed; activity, chat, teams etc. Click on Teams icon.

3. In the white column next to the picture icons you will see your team. Click on your team
e.g. TEAMS_NCODV_RecRev04 and it will give you drop down options saying General or

VA records04

TEAMS-NCODV-RecRev01
General
Med records01
VA records01

1 hidden channel

ALl TEAMS_NCODV_REVIEW

Search or type a command

= m
e

Ll TEAMS_NCODV_RecRev04
General

VA records04

n TEAMS_NCODV_RecRev06
General
VA records06
TEAMS_NCODV_RecRev02
General
VA records02

il TEAMS_NCODV_RecRev03
General

&' Join or create a team

TEAMS_NCODV_REVIEW > General *** Private

This team has guests

Conversations ~ Files  Wiki +

(g (g

q (e

Welcome to the team!

Here are some things to get going...

Add more people Create more channels Open the FAQ

Pamela Groenewald has added Tiana Schultz to the team.

Pamela Groenewald has added schultztiana (Guest) a5 a guest to the team.

Pamela Groenewald has added padimaud (Guest) as a guest to the team.
Start a new conversation. Type @ to mention someone.
A C @ & - B
) = Te Wi £ oA i M Q) 4m i ENG
(~] [} S X & =« [ ] m ; EN
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4. Let’s get the conversation started - Multiple ways to do this:

- Within your specific team under VA records you can discuss the cases with each other to
get to a consensus on the particular cases. Go to the conversations tab on the top
horizontal bar. Start a new conversation in the white bar at the bottom of the screen.

General

VA records04

Wl TEAMS_NCODV_RecRev06
General

VA records08
TEAMS_NCODV_RecRev02
General

VA records02

AUl TEAMS_NCODV_RecRev03

VA records03
TEAMS_NCODV_RecRev05

General

VA records05

Wl TEAMS_NCODV_RecRev08

General

VA Records08

" Join or create a team

Search or type a command e —

B o3 £ s B % © k3 Wi &5 £ AR @ )= ;N

TEAMS_NCODV_RecRev03 > VA records03 -+ Private

quests

Conversations MFiles Wik +

080

Let's get the conversation started

Try @mentioning people you want to collaborate with, or add some tabs to customize your space.

BOE -

Start a new conversation. Type @ to mention someone.

b @ B
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- Alternatively, you can also have private conversations. Go to the Chat icon in the left-
hand column. You can send messages to either the person facilitating your team or with
the other certifier when you need to reach consensus on a case or you just discuss your
lovely weekend plans

4 Search or type a command
JEﬂ Contacts
Suggested
o Elize de Kock
A |smaeel Chen
: 3
—
-
L I

-

Have private conversations

Sometimes you just want to chat or video call privately one-cn-one or with a
group.

o Private chat and calling

657 AM
™ N ey
g A ARG ENE G NGy, U

ns
[ |
2
=
m
D
(y))
o
&

- Go to the contacts tab on the left-hand white column. There you can add a contact.
Select the contact you want to chat to. Start typing your message in the white bar at the
bottom of the screen. In the top right-hand corner, there are blue picture icons with
options to phone or video call the contact.

e Search or type a command

Recent  Contacts

. Ismaeel Chen

Conversation  Files  Organization  Activity

- Elize de Kock
 Ismaeel Chen
-
-
You're starting a new conversation
Type your first message below.

Type a new message

b ¢ @ B - =
i mE e LA E S f g ® % © v FEPNE B8ORSt |
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- Thereis also a Call icon (Left-hand column) that you can use.

Search or type a command e -

Y, Speed dial Speed dial

[® Contacts

® History 5" Add speed dial

You haven't saved any contacts yet

> % # e
L ® % ©® foARa o m g W, U

“ Search or type a command Q —

X, Speed dial Speed dial

[® Contacts

@ History 8" Add speed dial

Make a call

Type a name

Your recent contacts will show up here

You haven't saved any contacts yet

5:50 PM

Jo  [=h B g e A E 5 € oy % % © Wi A @ EN® g o [
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Document content

Opening Kobotoolbox step by step guide
Opening Kobotoolbox explained with screen shots
The 15 cases for the home assignment

Step by step guide: How to open Kobotoolbox and to submit assignments on computer

W N A WN R

10.
11.
12.

13.
14.
15.
16.

Go to https://www.kobotoolbox.org

Scroll down to the login tab: Researchers, aid workers and everyone else

Login using Username: XXXXX Password: XXXXX

Select questionnaire named Verbal autopsy review questionnaire

Right side of the screen under quick links select the tab: Collect data

Scroll down, in the bottom right hand corner click: open

Insert your Certifier ID and select Relevant Verbal autopsy case number

Complete the form

Duration between onset of conditions and death

- Ifimmediate select: 0 and minutes as unit.

- Unknown duration select: 9999 for the duration and select the appropriate unit eg. If you
know that it was a number of years, select 9999 for duration and select years for the unit.

Once you have completed the form tick: Save as Draft

Insert the Record name using the verbal autopsy case number of the Case Scenario ex. VA Case 1

If you are happy with your answers and want to submit: Click on the number in top left hand

corner (Records queued) to open the record saved as draft.

Click on the record displayed in the Queue to open it

Go to the end of the record, untick the Save as draft and then click Submit

Continue until all 13 case scenarios have been completed and submitted.

The total number case scenarios will still be queued in the top right hand corner, click on the

number. A drop down column will appear listing all the cases. Click on the upload button at the

bottom of the column.
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https://www.kobotoolbox.org/

Screen shot guide (same as above)
1. Go to https://www.kobotoolbox.org

B elotets Drslobiaw” x - £ ~

- G m van e odas s b sg t o408 O:

FEATURES SIGHUP  ABOUT  HELP

SIMPLE, ROBUST AND POWERFUL TOOLS

FOR DATA COLLECTION

HONE  FEATURES

GET STARTED

Get staried with KoBoToolbox neay, it's free socd it takss under = minute. ¥is b
publicdy-availyahe Fetances of KoBoToelbos ywa e chooss fom

Uniimited Use for Rescarchers, Ald oo
Humanitarian Organizatcns & Everyone Bist

3. Login
- \ using
[ o sccom | [ covaemccon | Jsername:
pgroene2l
Password:
s NCODV

4, Select
questionnaire
named Verbal

autopsy review questionnaire
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https://www.kobotoolbox.org/

drekied

O @ = 2 B - % H 9

5. Right side of the screen under quick links select the tab:

B rul e sudgarest Wadic!] = +

= = i e el R o R ong wincaHFMTiD2EThk

Final Hame &Assignmant: Medical certifization of causa af death

Subird s5bons

6. Scroll down, in the bottom right hand corner click: open

Coll

ect data

Guick Links
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0 KoBo

Curmanl sansns [ = e

Colont dota

5 alorws ool ing ared SR s bmbasions aod 15 Te best opban Tor ool ecting dais efeld 0

7. Insert your Certifier ID and select Verbal autopsy Case number 1

35



B vetws [ x +

& hitps/ieekobasoclboe org

h
1]

[ KoBo Tookx

Verbal Autopsy Review questionnaiye

W Reviewer and ver nrormation

" Reviewer ID

*Verbal autopsy case number and unique study identifier (USID)

8. Duration between onset of conditions and death
- Ifimmediate select: 0 and minutes as unit.
- Unknown duration select: 9999 for the duration and select the appropriate unit eg. If you
know that it was a number of years, select 9999 for duration and select years for the unit.

9. Once you have completed the form tick: Save as Draft

[ Pl e bk sl & [ e g bl x| 0 g ®| +

& m ctEsesboboizsolzzeag

ndicabe whether chim wan a death or a srilhirts,

Wzalh

select preferrad medical cestioans of causs of deach
Al apen

Arrraea

E] P

v Sawe Dot

Pt Iy IREEA
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10. Insert the Record name using the Verbal autopsy case number ex. VA Case 1

B row pove dgmemkiiodcs ® 0 B P Hewhugreees bezn f I Stiwm W+ - o F

fE W il e boleo o e om w3 URS TS & 2 W E O :

11. If you are happy with your answers and want to submit: Click on the number in top left hand
corner (Records queued) to open the record saved as draft.

B Al osdabevizihieie & B Cwibcw s e Vese x Q) Sieey x|l 4 - M X%

~

o= O vignns betoizoibaumy o B LT v ® A2 B O :

: B kuaoTickax

i ||

[ |

Final Home Assignment: Medical certification
of cause of death

W Certifier information

Cortifime 10 (mrzer the "umbar provided 10 yau by XCOOW progmet]

Coen seenado

: 12. Click on the
record displayed in
the Queue to open it
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13. Go to the end of the record, untick the Save as draft and then click Submit

B ral eweseyaws v £ B wdl wvemarvwzus o om0 @rey =+ - 3 =

B HHzesbobotmoltozcigin BEA RGO L o @ 8 H B¢

[ o

Ircdirner wbathar thic wee s daschnr e etilzirth.

et
Sl

Selent prefemred medicel certificace of cvse of death

ALl agps

Frrnatsl

v an S

14. Continue until
all 13 case scenarios
have been
completed and
submitted.

Toaptint oy IR

15. The total number case scenarios will still be queued in the top right-hand corner, click on the
number. A drop down column will appear listing all the cases. Click on the upload button at the
bottom of the column.
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x

B Fnat Home Assignment: Medc

GOIS

x

© Setvngs
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Accessing the VA review form on tablet

For the reviewers having trouble getting the VA review form on Kobocollect
using the tablet. It is the tablet server setting.

4 April 2019

Step by Step instructions to access VA review form
Only for those who are having trouble accessing the VA review form on the tablet (Kobocollect)

1. Go to General Settings — click on the three vertical little dots top right hand -

2. Click on General Settings
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3. Click on Server

4.

If you see the following, it is incorrect:
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5. Under URL link should not contain /kobodemouser. This points to the wrong server and
should be removed. Click on the server name to change. Simply backspace to remove
/kobodemouser. Server name should look like this

Backspace /kobodemouser

6. Type in Username and password:
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7.

return to main screen and refresh and download form (Get Blank Form/Tick form you
need/Refresh
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