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1. Introduction

1.1 MedlinePlus Go Local Goal

1.1.1 What is Go Local?

Introduction

Go Local links users to health services in their local community and directs users of the Go

Local site to MedlinePlus health topics.

1.1.2 What is the relationship between MedlinePlus and Go Local?

MedlinePlus provides authoritative medical information on diseases, conditions and wellness
issues and links users to Go Local sites for nearby health programs, serV|ces and providers (think

people, places, actions). Go Local pages also
link back to related health information in
MedlinePlus. For more information about the Go

Local and MedlinePlus see:
http://www.nlm.nih.gov/medlineplus/golocal/about.html

1.1.3 Go Local area coverage

A Go Local project may cover an entire state
(e.g., Michigan), a portion of a state (e.g., Texas
Gulf Coast), or even a grouping of parts of
several states (e.g., Four Corners area consisting
of portions of Arizona, New Mexico, Colorado
and Utah).

NLM-Supported Go Local ——

-

Area Selectors

& revi

L

T
Salect, review
angd maintain
records with
local lenms

r

NLM Ga Lacal
Input system
[CF & Oiracka)

Build local record =
Bnfo HTRL wisls
miten claily

||

From M+ health tapie
pages te lecal infa
fo.q., dabeotes to local
endocrinal agisis)

L e

Fram So Local aile ba
related M haalth topic
{e.g.. chiropraatars to
bk paing

Figure 1-1: NLM-Supported Go Local Flowchart
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Introduction

1.2 Technical Background Information

The Go Local Input System, which resides on a server at NLM, is the database used to create and
maintain all NLM-hosted Go Local Web sites. The Go Local Input System contains all of the
records (including user accounts, the local area banner page, individual resource/services
records, etc.) for an NLM-hosted Go Local Web site. The Go Local Input System is designed to
work with Internet Explorer and Macromedia Flash on a PC. Other browsers are not supported.

1.2.1 Go Local Input System

Accessing the Go Local Input System:

The URL for the Go Local input system is:
http://wwwcf.nlm.nih.gov/mplocal/login.cfm

MedlinePlus
g. Local Go Local Input System

Production Yersion 4.1

MedlinePlus Go Local Application Login

Flease enter your login narme and password:

Login Name:

Password:

Login

Figure 1-2: Go Local Input System
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Introduction

1.2.2 Technical requirements for the Go Local Input System

Table 1: Technical Requirements

Technical Requirement

Required

Windows operating system

Internet Explorer 5.5 or above

Set Internet options to Accept Cookies

ActiveX enabled

Set to check for new version of page every time

Macromedia Flash version 8 (you will be prompted to install if you do not
have Flash or if you have an older version)

A RS RYRAN

| a5

General | Security | Privacy | Content | Connections | Programs Advanced_

Internet Options

Home page
% “Y'ou can change which page to use for your home page.

Address http:f eyl i, govfinternal

[ Usze Current ] [ Usze Default ] [ Use Blank ]

Temporary Intermet files

< Pages you view on the Internet are stored in a special folder
@ Y for quick viewing later.
[ Delete Cookies. .. ] [ Delete Files... ] [ Settings... V
Histary

The History folder containg links to pages you've visited, for
quick access to recently viewed pages.

[10 ] [ Ciar istory |

e

D ays to keep pages in histary:

[ Colors... ] [ Fonts... ] [ Languages... ] [Accesswbilit}l...l

_—

Figure 1-3: Internet Options Screen

General | Secunty | Privacy | Content | Connections | Programs | Advanced |
Settings E]g]
i j Check for newer versions of stored pages:
& Ewvery visit to the page
O Every time you start Internet Explorer
) Automatically

) Mever

Temporary Internet files folder

Current location:  C:iDocuments and

SettingsimcpeakjiLocal Settings! Temp),

Armount of disk space to use:
J : = 3 )
[ Move Folder... ] [ View Files. ..

[ OF Cancel

ME

] [ ‘iew Objects, .. ]

Figure 1-4: Active X Settings

Special Considerations for Macromedia Flash:

You sometimes need to click on action buttons in Flash (instead of pressing the Enter key).
When you click on links in a browser, you usually see an indication that a page is loading (a
status bar or the animated graphic in the top right corner.) With Flash you do not see this. The
Go Local input system does display "loading” messages while a page is loading. It's a good idea
to avoid using your browser's back button. Use the navigation on the pages instead. On some
screens, you will need to hold down the Ctrl key and click on list items to select them.

MedlinePlus
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Introduction

1.3 Functions within the Go Local Input System

1.3.1 What do I do in the system?
Create records for local health care providers, health facilities, and health care programs and

services. If you're a local area administrator, manage your maps, approve organization names,
create your Go Local look and feel Suggest additional topic mappings, see references, etc.

1.3.2 What don't I need to do in the system?

Create the graphic map of your region--supplied by NLM

Map your site records to areas on the map--done by address information in site records
Create a site map--done by program at NLM

Run statistics--done by program at NLM

Create your own local service terms--you can suggest additions and changes through the Go
Local listserv (see https://list.nih.gov/archives/mplus-golocal.html)

e Map the pages of local services on your site to MedlinePlus pages--NLM takes care of this
based on your indexing

e Run broken link reports--done by a program at NLM (However, you still need to check them)
e Implement a zip code lookup--done by a program at NLM

1.3.3 What other information do | need to know?

e If you cannot view options from a menu, we've provided a way to view or print a screen or
list: click on the View/Print icon. You must manually close view windows.

e Depending on your privileges, you may see different options on menus. For example, a
selector does not see approval functions.

e The system has some rules built in and will prompt you if you haven't filled out a form
properly. For example, if you haven't included a required field such as a zip code, the system
will not let you submit a record.

e It'sagood idea to have only one browser running the input system. You can run it in multiple

windows, but sometimes things won't work. For example, if you've been editing a record in

one window and log out of the second one, when you submit the record from the first
window, the system will log you out!

Try not to use browser back button or refresh page button.

The cancel button gets you out of your current module.

If you want to uncheck a checked item, use the control-click feature.

You can sometimes make multiple selections by using the control-click feature.

In order for you to be able to change the size of text you see, be sure that under Internet

Options, Temporary Internet files, the setting is to check for newer versions of stored pages

for every visit to the page.

e |If you encounter problems with multiple browser windows, you may need to close all
browser windows and start fresh.

MedlinePius
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Customization Module

2. Setting Up the Go Local Area
2.1 Creating the Designated Local Area

Before you can log in, NLM must create a designated Go Local area associated with a local
administrator. Though project proposals indicate the area to be covered, you may be asked to
verify your designated local area. If your designated local area is an entire state you do not need
to provide any information on counties. If your designated local area covers parts of a state or
parts of more than one state, then you will need to verify what counties to include. The mapping
program that NLM uses will "decide" where an organization is by its zip code. Sometimes this
won't be exactly right, since zip codes bleed across cities and even counties, but it should usually
be correct.

Below is a screen showing the Designated Local Area module that NLM creates:

In this example, the Go Local area is an entire state.

viedlinePlis

Ze Local Go Local Input System

Local Areas | Record Admin | Admin | Text Size | Area Switch | Logout |

Add Designated

Local Area Name: “ermont

Status _Released = Mot Released

State Assignment:
State(s)

Yermont Yerrmont

Add

Rermove

County Assighment: | Open Counties Window

| state | County
[vermant [

Figure 2-1: Add Designated Local Area Screen

If the designated local area is for a part of Texas, for example Central Texas, we will give the
local area a name and assign the state.

MedlinePlus
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Choose the counties that are in this area by
clicking Open Counties Window.

Assign multiple counties by
holding down the CTRL key and
clicking each individual county.

Then click Apply.

Customization Module

Add Designated Local Area

Local Area Name: |Cemra\ Texas

Status (Released & Mot Released

State Assignment:

State(s)

Tenas Texas

Add

Remaove ]

[¢ Open Counties Window }

| | State | County
| | Texas | Al

Figure 2-2: Open Counties Window

County Assignment:

Assign Counties

State: Texas

L7
Search for all counties that contain = [ search |

Counties for this state:

BAMNDERA [+
4 | BasTROF g
BAYLOR

BEE

4 | BELL

BEXAR

BLANGO

BORDEN

BOSQUE

BOWIE

BRAZORIA

4 |BRAZOS

- =
[ Applhy ] [- Close ‘

Figure 2-3: Assign Multiple Counties

Add Designated Local Area

K

Local Area Name: |Cemra\Texas

Status Released & Mot Released

State Assignment:
State(s)

Texas Texas

Remove

County Assignment: [ Open Counties Window |

State County
Texas BASTROF
Texas BELL
Texas BRAZOS

Figure 2-4: Complete Local Area Record

MedlinePius
g. Local Input System Manual

Rev. 01/17/07




Customization Module

2.2 User Accounts

Next, NLM must create user account(s) for the local administrator(s) — these accounts can only
be created by NLM staff. If the proposal did not indicate who the local administrator will be, this
information will be requested in the proposal acceptance. Local administrator(s) can then create
accounts for reviewers and selectors.

2.2.1 Types of User Accounts
There are three levels of user accounts in the Go Local system. Listed below are examples of

tasks and system privileges attributed to each type of User Account. Please note that this is not a
complete list of privileges.

Selector:
e Searches the Internet for health services information using search engines, web portals,
announcement listservs, and drilling down through organizational home pages.
e Evaluates sites using Go Local selection guidelines developed by each Go Local area.
e Enters site record form for new materials into system.
e Reviews site records semi-annually.

Reviewer:

Reviews work of selectors.

Previews pages before Go Local site is released.
Assigns sites for semi-annual review.

May also perform all or some duties of Selector, above.

Local Administrator:

e Creates user accounts for all Selectors and Reviewers.

e Promotes color schemes for Go Local web site.

Creates parameters for Go Local maps, including subdivisions of local area, links for
cities, or user-defined regions on local map.

Creates customized static pages for Go Local site.

Deletes site records, organization name records.

Promotes all customization changes for Go Local areas that are released.

May also perform all of duties of Selector and Reviewer, above.

MedlinePius
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2.2.2 Creating User Accounts

Customization Module

Once the local administrator logs in, he/she may create accounts for local area users. Here are
some important things to know about user accounts:
e You can only create accounts for people in your Go Local area.
e There is no limit on the number of accounts you can create.
e |f someone stops working on your project, you should make the account inactive by
changing the Account Status.
e Login Names have a 15-character limit and are case-sensitive.
e Login Names must be unique throughout the system; it is not possible to have people
with the same Login Name in more than one area. So you will need to use some sort of
"standard" for creating Login Names. You can:

e Always start with local area initials OR

e Always put a number after the Login Name

2.2.3 Sample suggested schemes for creating Login Names:

Table 2: Sample Login Names

Person's Name Local Area Login Name Login Name

Jane Smith Connecticut smithjct OR [smithj1

Jane Smith Minnesota smithjmn OR [smithj2 (in this case, if the
Minnesota administrator tired
to create a login for Jane Smith
called smith1, the system
would say that this Login
Name already existed.)

Bill Jones Minnesota jonesbct OR Jjoneshl

Bill Jones Connecticut jonesbmn OR [jonesb?2 (in this case, if the

Connecticut administrator tired
to create a login for Bill Jones
called jpnesl, the system
would say that this Login

Name already existed.)

Admin | Preview | TextSize | Area Switch

Add a user by choosing Admin>Accounts>Add User

from the menu.

Accounts Pk Add User
Audit 2 List Users
Map g Change Passwori

Data Export #
Data lmport »
Reports 3

Figure 2-5: Add a User Menu
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Customization Module

Complete the required information fields represented by the asterisk (*). Click Submit when
completed. Note that the Designated Local Are is automatically filled-in.

Add User
* Required field.
Last Name: *|smith First Name:* | Sarah | Middle Initial:| |
Login Name:# ssmith
Password: # == Re-enter Password: s
{Must be at least § characters)
E-mail Address: * | ssmith@yahao.com
Phone #:
Type of User:  Reviewer _ Selector
Account Status: = Active _ Inactive
Perform Maintenance Audit? =)Yes _ Mo
Designated Local
Receive Link Checker Report? Yes = Mo Area is automatically
Designated Local Area:  ztest site /ﬁ”m‘-m'
[ submit Cancel
i
Figure 2-6: New User Record
Add User

Click Submit to enter the user record.
Click Yes to confirm and continue
with the save.

Admin | Preview | TextSize | Area Switch

Accounts P Adid User
Audit b List Users
Map 4 Change Passworid

Data Export »
Data lmport »
Reports [ 2

Figure 2-8: List Users Menu

Confirmation

Save this information?

\Last Name: Srith

'First Mame: Sarah

\Middle Initial:

:Login Name: ssmith

E-mail Address: ssmithi@yahoo.com
‘Phone #:

nype of User: Reviewer

Enccount Status: Active

|Perform Maintenance Audit: Yes

Are you sure you want to continue? Yes [ Mo

Figure 2-7: Add User Confirmation

View the complete list of users for a Designated Local
Area by choosing Admin>Accounts>List Users from
the menu.

MedlinePius
g. Local Input System Manual

Rev. 01/17/07



Customization Module

2.3 Map Local Area

Once a designated local area has been created and records have been created, the local
administrator can use the GEO Text Link module to add cities and towns to the list of locations.
This is best done shortly before a site is released.

Admin | Preview | TextSize | Area Switcl

Accounts b i

Audit [
Map ] Map Organization
Data Export GEOQ Text Link

Datalmport b | ————

Reports [ 2

Figure 2-9: GEO Text Link Menu Option

The list of cities is automatically generated from the site records for the Go Local area. Local
Administrators choose which cities appear as text links on the public site. To do this, on the
GEO Text Link input screen, mark a check v' next to each city to be listed as a text link. We
recommend you select just some of the cities for display, not all of them, if there is a lengthy list.

State({s): Georgia
Text link selection: Q
Cities: ]
[state [cry [+]
v Geargia ADEL =)
| Georgia ALAMD
v Georgla ALBANY
| Georgia ALPHARETTA
v Georgia AMERICUS
| Georgia APPLING
| Georgia ARABI
| Georgia ASHBURRM
v | Georgia ATHEMS
v Georgla ATLAMTA
v | Georgia AJGUSTA
| Georgia AUSTELL | |
Select Al

Figure 2-10: GEO Text Link input screen with selected cities

Cities and Towns

Adel Athens hacon
Albany Atlanta Raome
Americus Augusta Savannah

Figure 2-11: Public site listing designated city text links
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Customization Module

3. Creating, Editing, and Managing Health
Services Records

3.1Logging In

When you log into the input system, you will see a menu with buttons. Each button has a pull-
down list of additional items. The buttons you see depend on your user privileges.
Here is the main login screen:

MedlineFius
g. Local Go Local Input System

i
i Production Yersion 4.1

MedlinePlus Go L.ocal Application Login

Please enter wour login name and passward:

Login Name:

Password:

Login

Figure 3-1: ‘Go Local Login Screen

In the next figure, user Nancy Morell has logged in and the system recognizes her as the Go
Local administrator for a fictitious site called “ztest” site.

MedlinePlus

ge Local Go Local for ztest site

Site Records | Organizations | Customize | Admin | Preview | TextSize | Lopout |

Hello nancy morell. Today is Wednesday, October 31, 2007

Please choose your action from the menu above.

Figure 3-2: Go Local Login Welcome Screen

MedlinePlus
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If you do not have ActiveX enabled, you'll see this message:

*icrosoft Intermet Exploret

[x

-'!': Your current secunby settings probibit running Sctives contrals on this page. As a result, the page may not displary

ooerecthe.

Figure 3-3: ActiveX Error Message

When you click OK, you'll see this screen:

Your browser setting prohibits running Macremedia Flash Player.

This weh site makes use of Marromedia= Flash™ softwans, The
secUrity seqting of your browser prohibits running @y Actives
combrols and plugeins, S0 you cannot login 1o the Go Local input
SSlEm

To ba bk 1o login ba the Go Lacal input systerm, you must anabls
the "Run Actived confrols and phig-ins® option on your browser

Wacromedia smd Flagh an tradermarks of Macromadia, Ind.

Figure 3-4: Macromedia Flash Error Message

Customization Module

If you don't have the latest version of Flash (version 8), you'll see this screen:

MedlinePlus

ge Local Go Local Input System

You don't have the latest version of the Adobe Flash Player.

This web site makes use of Adobe® Flash® software. You do not have the latest
version of the Adobe Flash Player, 0 you cannot login to the Go Local input
System.

Ger Adobe

Flash'Player =/ | Plaage uge this link to get the latest version.

Adobe and Flash are trademarks of Adobe Systems Incorporated.

Figure 3-5: Go Local Flash update message

System Timeout

If you have logged in but have not performed any actions in the input system for 30 minutes, the
system times you out. You'll see this message below. You may restart your session without

losing your work by entering your password, or you may log out.

Note: If you are on a long screen, you may need to scroll to see the time-out message.

Pleasae chnnee wnlir artinn fram the meanii ahaue
The Go Local Input System has logged you out.
Please enter your password to login.
User Name: Nancy Morell

Password:

| oK -| “Logout

Figure 3-6: Input System Timed Out Screen
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3.2 Menu Options

Menu options appear at the top of every screen, so they are always available.

The local administrator main menu looks like this:

Site Records | Organizations | Customize | Admin | Preview | Text Size | Logout

Figure 3-7: Main menu for local administrator

The selector and reviewer main menu looks like this:

Site Records | Customize | Admin | Preview | TextSize | Logout
Figure 3-8: Main menu for selector and reviewer

All menus can be expanded by clicking on an option to view the expanded selections.

3.2.1 Expanded menu options:

|5ite Records | Organizations | Custol
Fill out Hew Form
Pending Review
List Incomplete Records
List Approved Records
List Returned Records
List Similar Records
List Actively Shared Records
Global Update of Records

Delete Records

Search Records in My Area
Search All Other Local Records
Figure 3-9: Site Records Menu - expanded

Organizations | Custorize |

Add Organization
List Organizations

Approve Organizations

Figure 3-10: Organizations Menu - expanded

MedlinePlus
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Customize | Admin | Preview | Tex

Header
Footer
Color Schemes

Image Management

About Us
Sponsorship

Contact Us
Promote Contact Us Changes

Homepage »

Add Google Event Calendar

Add Announcement Link

Edit Category Helper Texts

Edit Featured Sites LAl

View Hi: Add Featured Site
List Featured Sites

Figure 3-11: Customize Menu - expanded

Admin | Preview | Text Size | Logout |

Accounts B Add User

Audit ] List Users

Map 4 Change Password
Language P

Data Export »

Data Import »

Reports b

Figure 3-12: Admin Account Menu - expanded

Admin | Preview | TextSize | Logout |

Accounts >| 7

Audit b Set Audit Profile

Map b Hide Audit Message
Language P» Assign Audit Records
Data Export »

Data Import »

Reports ]

Figure 3-13: Admin Audit Menu - expanded

Customization Module

MedlinePlus
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Admin | Preview | Text Size | Logout |

Accounts P

Audit b

Map ] Map Organization
Language P GEO Text Link
Data Export b

Data Import »

Reports b

Figure 3-14: Admin Map Menu - expanded

Admin | Preview |

Accounts b

Audit b

Map b

Language # Assign Top Languages

Data Export » Set Language Public Display
Data Import »

Figure 3-15: Admin Language Menu - expanded

Admin | Preview
Accounts b
Audit »
Map 4
Language » .
Data Export » Add Export Profile
Data Import » List Export Profiles

Reports ] Set XML Profile
Figure 3-16: Admin Data Export menu — expanded

Admin | Preview |
Accounts b
Audit b
Map ]
Language #
Data Export »
Data Import » Import

Reports ] Error Reports
Figure 3-17: Admin Data Import Menu - expanded

MedlinePlus
g. Lﬂcal Input System Manual 15 Rev. 01/17/07




Admin | Preview
Accounts B
Audit [
Map ]
Language P .
Data Export »
Data Import »
Reports b Link Checker Report
Weh Stat
Figure 3-18: Admin Reports Menu - expanded

Im | Text Size | Logout |
Internal  » | F
Services by Location
Services by Providers, Facilities, and Services
Services for Disease and Health Issues

All Services

Figure 3-19: Preview Menu - expanded

Text Size Logout
Smallest
Smaller

& [Medium
Larger

Largest )5

Figure 3-20: Text size menu - expanded

Customization Module
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3.3 Creating Site Records

Fill out New Form

3 3 1 G L I St R d I t This is a shared record * Required field. i)
s 0 Oca I e ecor npu Date Entered:  11/08/2007 Enteredby:  MNancy Morell
S Date Modified:  11/08/2007 Modified by:  Nancy Morell
C r ee n Date Reviewed: Reviewed hy:
H H Date Audited: Audited by:
A form for a site record has four main e
ame of Site %/
sections: URL of Site | | Enable URL? v
. . R . . Address 1 %,
o Site identifier information aasressz |
H - city *|
hd Dlsplay Status and SerVIce area State * - Please select state - | Zip Code * |
[ TOp|CS | Duplicate Check | | Similar Check ) U5 Postal Senice Zip Code Lookup
. R . E-mail | Display E-mail? _|
e Local organization site belongs to Phons # |
Description |
Languages Open Languages Window 1
Language
| DE\E_IE_ '_
Service Area - UseZip Code
Entire Area
_ List of Counties \ Open Counties indow:
State [County
Delets
Display? ='es Mo
Reasons notto display Reason Name [«
1 |orokentink
) Checkfor later display
-~ | Containg advertiging
| Duplicate
) MNeed to verify
| I Mot Authoritative z
Local Service Terms*  Open Local Service Terms Window "

Local Service Term Service Type Local Health Topics |
|
|
|

Edit ] Celete V\ewTarmsAss\gnmem'

Organizations Open Local Organizations Window
0 ization name 0 ization URL Synonyin:
i Delete
New Unapproved Organization:
Name
URL | | add
Comments
Local ID |
This record has been audited |
Submitto Pending | Saveas Incomplete | Cancel

Figure 3-21: Go Local Site Record Input Screen

MedlinePius
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3.3.2 Fields and Descriptors:

Table 3: Go Local Input Record Field Descriptions

Field Name Description Required
This is a shared Checkbox. Default is unchecked.
record
Date Entered When you begin filling out a new form, this is
automatically entered by the system.
Entered by Name of person creating the record. This is
automatically completed based on your login
information.
Date Modified Whenever a record is edited, a modified date is
automatically entered by the system.
Modified by Name of person modifying site. This is automatically
completed based on the person's login information.
Date reviewed When a reviewer approves a record, this is automatically
entered by the system.
Reviewed by Name of person reviewing site. This is automatically
completed based on the reviewer's login information.
Date Audited Whenever a record is audited, an audit date is
automatically entered by the system.
Audited by Name of person who has audited the site. This is
automatically completed based on the auditor’s login
information.
Name of Site This is the name of the service, e.g., St. Mary's Hospital, | Yes
Valley Diabetes Clinic, Columbia Cardiology Associates.
URL of Site URL: Must begin with http:// or https://
Enable URL? By default this field is automatically “checked”.
Address 1 An address is required, but it can be only one line. Note: | Yes
It is important for the local administrator to create
standards for abbreviations such as Street, Drive, etc.
because the system does not recognize these as being the
same. This can cause problems with duplicate records.
Address 2 Additional address information such as Suite, Bldg
number, etc.
City City Yes
State There is a pull-down menu for selecting a state. Typing Yes
in the first letter of the state takes you to states beginning
with the letter.
Duplicate Check Click this button to have the system check for duplicate
records. If there is a match on the Site Name, Address 1,
and URL field combination, the system reports duplicate
record(s) found.
Similar Check Click this button to have the system check for similar
records. If there is a match on the Site Name and City
fields, the system will report similar record(s) found.

MedlinePius
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Field Name

Description

Required

Zip Code

Five-digit zip code is required. A link to the USPS zip-
code lookup web site is available. Zip code must be valid
for the state.

Yes

Zip Code Extension

4-digit zip code extension. This is not a required field.

Phone #

Phone number and its extension: The phone number can
be in any format, e.g., (301)496-5000 or 301-496-5000
or 301 496 5000 ext. 23.

E-mail E-mail addresses must contain the @ sign and domain
suffix such as .com or .edu.

Display E-mail? By default, the e-mail address will not display. Check
the box to display the e-mail address

Description This is where you can add text to display about a service,

e.g., "Provides flu shots from October to December and
tetanus shots all year. Also provides periodic screenings
for cholesterol, high blood pressure, and skin cancer."
This description will display on public pages. Limited to
500 characters. To create a link within the description
code (opens a new window):

<a
href="http://www.medicare.gov/NHCompare/Include/Da
taSection/Questions/SearchCriteria.asp?"
newwin="Y">Nursing Home Compare</a>

The code to open the link in the same window is:

<a
href="http://www.medicare.gov/NHCompare/Include/Da
taSection/Questions/SearchCriteria.asp?"
newwin="N">Nursing Home Compare</a>

If no newwin value is specified the default will be 'open
in new window'.

Languages: Open
Languages Window

Feature that allows a Go Local site to display the
languages spoken by service providers. Click on “‘Open
Languages Window’ and select from the list of available
languages. Languages will not display to the public
unless or until this feature is turned on by your local
administrator.

Service Area: Open
Counties Window

The default is "Use Zip Code,"” which the system will
translate into the county by using the zip code in the
address. The other options are "Entire Area"”, which is the
entire Go Local area, or “List of Counties” which works
in combination with the ‘Open Counties Window’
button. The *“Open Counties Window’ button allows you
to select the specific counties served from a dropdown
state/county menu.

Display?

The default is set to "Yes." If you are not going to
display a site, you must chose "No" and select a reason.

MedlinePius
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Field Name Description Required
Reasons not to Required if "no" is selected.

display

Local Service Terms | At least one local service term is required. The local Yes

service terms are mapped to local health topics. Click on
the Open Local Service Terms Window to choose from
the list of available service terms.

Organizations:
Open Local
Organizations
Window

If the site is part of a larger organization, you may create
an organization name to associate with the site. For
example, if the record is for the Washington County
Mobile Health Screening Center, the organization might
be the Washington County Health Department. Click on
‘Open Local Organizations Window’ to select from a list
of organizations already listed in the system. Or, add a
new organization name and URL to the list.

Comments

This is where selectors may add information about the
record to aid reviewers (e.g., This clinic is a part of St.
Mary's Hospital. Should St. Mary's Hospital also be
listed as an organization?) Reviewers can also add
information if they return the record to the selector (e.g.,
Please add Ambulatory Care Centers to this record.)
When you add a comment, a date is entered
automatically when you submit. Place the cursor at the
top of the comments box so that the comments are
displayed with the most recent first. MedlinePlus
selectors and reviewers find it helpful to add their initials
to comments to track changes to a record.

Local ID

Local ID is a 15 character alpha-numeric internal code
that does not publicly display but can be searched from
the public site. If you share records with another agency
Local ID can be used to retrieve all records that are
currently displayed by entering the code in the Web site
search box.

This record has been
audited

The default is unchecked. The user may check the box
after a record has been audited (i.e., after all the
information in the entry has been confirmed.

Submit to Pending

To save the record to the Pending queue for review.

Save as Incomplete

To save a record that is missing one or more required
fields, or a record that the selector is still working on and
is not ready for review.

Cancel

Click the ‘Cancel’ button to clear the record and return to
the main menu screen.

MedlinePius
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3.3.3 Site Identifying Information

A site record requires a name, address, city, state, and zip code. It may also include a telephone
number, email address, or a web address. (Note: Fields with * are required)

Fill out New Form

| This is a shared record |

* Regquired field.

121erz0a7
12182007

Date Entered:
Date Modified:
Date Reviewed:
Date Audited:

Entered nx
Modified by
Reviewed n:
Audited In:

Mancy Morell
Mancy Marell

Name of Site *

URL of Site

Enable URL?

Address 1 %

Address 2

City *
State * -- Please select state --
Duplicate Check

g Zip Code * -
IJE Postal Senvice Zip Code Lookup

Similar Check

E-mail

Display E-mail? |

Phone #

Description

Figure 3-22: Fill out New Form - Site Identifying Information

3.3.4 Change Case Utilities
When filling out a new site record form, or when editing an existing site record, you can access
the following three change case utilities through a right mouse click.

e Change to all lower case

e Change to all upper case
e Capitalize the first letter (e.g. change STREET to Street) of every word highlighted

To access these utilities, highlight the text that you want to change and then use a right mouse
click:

WENEE R VERTON MEMORIAL HOSPITA

URL of Site hitphanani rivertan-hospital.comid Lower Case |
Address 1 #% 2100 West Sunset Drive Capitalize
-
Address 2 Cut
. Copy
City * | Riverton
State * Wyoming Delete
- Duplicate Check Sirnilar|  Select Al
Figure 3-23: Change Case Utility
MedlinePius
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It is important to highlight only the text for which want to change the case. When you highlight
the text and right click, you should see the three options:

e Upper Case

e Lower Case

e Capitalize
If you don’t highlight the text to be edited and right click, the three options should be in the
menu, but grayed out.

Select the option you would like and the system will execute the change you requested.

Name of Site * [SEeEIE RS diE]

URL of Site hitp:iteeeaer riverton-hospital.caoms

Address 1 #* 2100'West Sunset Drive

Address 2
Figure 3-24: Change Case Results

Note: Do not use the change case utility when making a Global Update unless the text in the
field you are changing is identical in all records. The Global Update module does not recognize
the formatting adjustment as the change. Instead the text from the field you are changing will
appear in that field for all grouped records.

3.3.5 Language Indicator

The Language Indicator is an optional feature that allows a Go Local site to display the
languages spoken by service providers.

Local Administrators may:
e Customize the default “top languages” that will appear to reviewers and selectors when
creating and editing site records.
e Turn on the public display of languages spoken. When turned on, the “languages spoken”
line will appear under the description of a site record in the public display for those
records that have languages associated with them.

Anyone can index the languages spoken in a particular site record, and this can be done even if
this feature is not turned on.

3.3.6 Assignment of Top Languages Display

Local Administrators may customize the initial list of languages that selectors and reviewers will
see when trying to index languages to a site record. This feature can prevent unnecessary
navigation by making the most frequently spoken languages for an area the first ones visible to
selectors and reviewers. Selectors and Reviewers may always navigate to the full list of
languages if they do not see a particular language on the initial “top languages” list.

e To manage the list of “Top Languages,” Local Administrators can go to Admin >
Language > Assign Top Languages.
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Admin | Preview |

Accounts b

Audit b

Map ]

Language ¢ Assign Top Languages

Data Export » Set Language Public Display
Data Import k

Figure 3-25: Assign' Top Languages Menu Item

Wiew Default Profile
= Default Profile
_Zustom Profile
Languages Top Languages

Crateh = Arahic

Efik Cantonese

English Mot Spoken Chinese nonspecific)

E=tonian Filipino see Tagalog

Farsi French

Finnish German

Flernish see Dutch [talian

Formosan korean

French Creole Mandarin

Fulani Faolish

Greel FPortuguese

Guatemalan Russian

Gujarathi Spanish

Figur'e' 3-26: Assign TopF) Laﬁguageé Window

There are two types of Language Profiles.

1. Default Top Languages Profile — This is a profile created by NLM. It includes the
languages that the Census indicates have over 500,000 people in the country who
speak this language at home.

2. Custom Profile — This is a profile that the Local Administrator may customize for
the specific Go Local area.

Your selection of the profile is indicated by the toggle buttons on the upper right of the screen.
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The “View Default Profile” link at the top of the screen provides a dynamically-generated list of
the NLM-selected top languages. This feature will be helpful if you want to see the default list of
languages without needing to select the default profile.

The three buttons at the bottom of the page do the following:
1. Submit — Saves any changes you have made to the current profile.
2. Reset — Reverts back to the last saved profile.
3. Cancel — Takes you back to the main menu without saving any changes.

To make a change to the profile:

e Select the toggle button next to “Custom Profile” at the top right of the screen. You must
select the “Custom Profile” option in order to make changes to the languages list.

e After selecting the “Custom Profile” option, you will be able to drag and drop languages
from the main language list to the Top Languages list. You can also drag languages off
the Top Languages list and back to the Languages list.

e To move a language from one column to the other, click on it, hold down the mouse, and
drag the language to where you would like it to go.

e Some languages have see references associated with them. If you move a language with a
see reference, all the associated see references will move with it.

e Once you have made your changes to the Top Languages list, click the Submit button at
the bottom of the page.

Note: The English Not Spoken language choice has special features associated with it. If a site is
indexed with the English Not Spoken language, a separate line that says *“Service provider does
not speak English.” will appear under the description field of the public display. Refer to the
display information below.

Dutch e Arahic

Efik Cantonese

English Mot Spaoken Chinese (nonspecific)
E=tanian Filipino see Tagalog
Farsi % French

Finnish Ferman

Flemish see Dutch [talian

Formoszan Korean

Figure 3-27: Moving a Language from the Languages List
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Dutch = Arabic

Efik Cantonese

English Mot Spoken Zhinese (nonspecific)
Farsi Estanian

Finnish Filipino see Tagal&
Flemish see Dutch French

Formosan German

French Creale Italian

Fipgljre'3—28: Moving a Language to the Top Lénguages List

Note: The order of the languages in the list of Top Languages will be the same as the order that
will appear to the selectors and reviewers. You can opt to have them in alphabetical order, the
order of popularity, or other ways that you feel helpful.

If a language you need is not on the master list of languages, or you would like to suggest a
change to the languages, please email the listserv at MPLUS-GOLOCAL@LIST.NIH.GOV.

3.3.7 Indicating the Languages Spoken on a Site Record

To indicate which language a service provider speaks, you can enter the information in the
Languages area of the site record form.

The Languages box is part of the site record form that you will see when creating new records
(Site Records > Fill Out New Forms) or when editing an existing record.

Languages Cpen Languades Windouw l\

.,

k)

Language

Delete

Figure 3-29: Open Languages Window

e Select the Open Languages Window to see a list of default list of languages you can
select from. If a custom profile has been created for the top languages, that short list will
display here. Otherwise, you will see the default top languages profile.
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Assign Languages

= | Search

Top Languages:

Language
Arabic
Cantonese

Chinese (nonspecific)
Filipino see Tagalog
French

German

Italian

Karean

Mandarin

Palish

Fortuguese

Russian

Spanish

Tagalog
Wietnamese

Apply | Close

Figure 3-30: Assign Languages

¢ If you do not see the language(s) you need on this initial list, select the ALL link at the
top of the window, or use the A-Z look up list to go to the specific language that you are
looking for. You may also search for the language using the search box.

o Select the language(s) that you want, holding down the control key to select more than
one language.

o Select Apply

o Hit Close when you are done.

The Languages that you associated with that site will appear in the Languages area of the site
record form.

Languages | Open Languages Window

Language

Spanizh

Delete

L A

Figure 3-31: Languages Associated with a Record
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To remove a language that has been associated with a record, select that language in the
language box and then hit the “Delete” button to the right of the Languages box.

3.3.8 Languages Spoken Public Display

If the Local Administrator has turned on the Languages Public Display, when a language is
associated with a site record it will display just under the description field of a site record.

Absalom Jones Senior Center
310 Kiamensi Road
Wilmington, DE 19804

(302) 995-T636

Map and directions

Description: Provides hot noon time meal for Delaware residents 60 and over; recreation and fitness programs;
health education. Some bus transportation available.

Languages Spoken: Korean, Tagalog

Figure 3-32: Site Record Public Display of Languages Spoken

If the language “English Not Spoken” has been selected, a sentence saying “Service Provider
does not speak English” will appear just under the Languages Spoken line.

La Tienda Pharmacy
1301 5 CANAL
CARLSBAD, NM 88220
575-628-0637

Map and directions

Languages Spoken: Spanish
Service provider does not speak English.

Figure 3-33: English Not Spoken Public Display

If there is no description, the language information will appear under the “Map and directions”
line.

3.3.9 Turning on the Languages Feature in the Public Display

Local Administrators may decide when and if to turn on the language feature for display in the
public view.

Some sites may want to index the languages first and then turn on the feature once the language
information has been captured. Other sites may want to turn on the public display while language
information incrementally appears as it is added in. Once it is turned on, the Local Administrator
may also decide to turn off this feature at any time.

Go to Admin > Language > Set Language Public Display

MedlinePius
g. Lﬂcal Input System Manual 27 Rev. 01/17/07



Admin | Preview | TextSize | AreaSwitch | Backto NLM Menu

Accounts b " A

Audit ]

Map 3

Language # Assign Top Languages

Drata Export b Set Language Public Display

Data Import » %

Reports

|

Customization Module

Figure 3-34: Set Language Public Display Menu

e To turn on the feature, select “Yes”. If the Language Feature was already turned on, you
may turn it off by selecting "No".

Set Language Pub.

Do you want the Languages Spoken to be displayed on
the public Go Local pages?

+ Yes ~ No

[ Subrmit | Cancel

Figure 3-35: Set Language Confirm

e Hit the “Submit” Button.

e After making a change to the Language Public Display, Local Administrators of live sites
will need to promote the change.

e Go to Admin > Languages > Promote Languages Display.

e Select Promote Language Public Display. After confirming the change, the languages
display will be visible on the public pages.
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Accoumts b
Audit 4
Map ]
Language ¢
Data Export p
Data Import p

Admin | Preview | Text Size | Area Switch | Backto NLM Menu

Assign Top Languages
Set Language Public Display
Promote Language Public Display Setting

Reports b

Figure 3-36: Promote Language Public Display Menu

3.3.10

Customization Module

Searching for Records that have Indexed Languages

In the Search area (accesses via Site Record > Search Records in My Area, or Site Records >
Search Records in All Other Local Records), there are two options associated with languages.
1. The “Languages Assigned” box lets you search for those records that do or do not have

languages associated with them.

2. The “Language” box allows you to search for records that have been indexed for a

specific language.

These options appear towards the bottom of the search page.

contains

contains

contains

Language
Languages Assigned vves Vil
Service Term
Type of Site All ¥
Local Health Topic
Search Clear

Figure 3-37: Language Search Options
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3.3.11 Service Area

The public display reflects three choices in the input system:

e Use Zip Code - For county where resource is physically located. This designation
automatically inserts the county where the service is located in the record and
corresponds to the listing of “Resources in ‘name of county’” on the public display.

e Entire Area - All of Go Local area - resource is located anywhere and serves the entire
Go Local area such as a statewide resources (e.g., State Health Department) or a
national resource such as the American Academy of Pediatrics’ Pediatrician Referral
Service located in Illinois. This designation corresponds to the listing of “Resources
serving all of ‘state name’” on the public display.

e List of Counties - Selectors choose from a list of counties available in the Open Counties
Window. This designation corresponds to the “Regional resources also serving ‘county
name’” in the public display.

Services for AIDS (Change Topic)

for Santa Fe County |Gotoanother county: ¥| (Back to map

Resources in Santa Fe County

e Clinical Social ¥YWorkers (13 ¢ |nfectious Disease Specialists (1]
e Clinics (1 e« Pediatricians (Bl

¢ Health Screening Programs (4] + Public Health Serices (21

« Home Health Care Services () s Sex Education Programs (11

s Hospitals (1 « Social Services (1)

Regional resources also serving Santa Fe County

¢ Home Health Care Services (8)

Resources serving all of New Mexico

Infectious Disease Specialists (1]

Libraries (11
Pediatricians (11

Referral Services (2]
Support Groups (1)

s Ambulatory Care Centers (1)

Clinics (13

Counselors/Therapists 1)
DietitiansMutritionists (11

Health Education Programs (11

Figure 3-38: Service Area Selection — Public Display
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3.3.12 Display Status

The default display status for a record is “Yes”. The selector must change the status to “No” for
the site not to display. If you change it to “No”, you must also choose a reason not to display the
record.

Display: = s i

Reasons not to display Reason Marme
rT Authontatve
ot Lipelatad
Broken Links

Figure 3-39: Display Status

3.3.13 Topics

Adding a topic is the most complex step in creating a record. You need to associate a record with
both local service terms and local health topics. Here are some definitions:

3.3.13.1 Local service term:

These are the terms for healthcare providers, health facilities, and health programs and services.
They are unique to the Go Local vocabulary. Once you use a local service term to index a site,
you must also associate the service term with one or more Go Local health topics where the
service will display. Local service terms may be used as a "see related" topic on the local
services topic pages (e.g., on the Acupuncturists page may be a reference "You may also be
interested in Pain Clinics.") Local service terms may be associated with local see references
(e.g., AA see Alcohol Abuse Programs.)

3.3.13.2 Local health topics:

These are a subset of MedlinePlus health topics. The Local Health Topics map Go Local service
records to corresponding MedlinePlus topic pages. They facilitate the connection from a
MedlinePlus topic page into your Go Local service listings related to that topic. In some cases,
the local health topics are identical to MedlinePlus health topics (e.g. Diabetes, Alternative
Medicine.) In other cases, MedlinePlus health topics are used as see references to a broader topic
(e.g., "AIDS and Infections™ is mapped to the broader term AIDS). A see reference maps to a
broader term.

3.3.14 Topic Mappings

3.3.141 Local service term to local health topic

Some local service terms contain automatic mappings to health topics. They are provided for
your convenience, so that you do not need to choose them each time you find a site that should
be mapped to a health topic. Example: Acupuncturists is automatically mapped to the local
health topic Alternative Medicine. You can remove the automatic mapping by deselecting the
checkbox.

e Some local service terms contain suggested mappings to health topics. They are provided
because you might want to associate sites to additional health topics. Example:
Acupuncturists has a suggested mapping to the local health topic Cancer

e You may also choose to associate any local service term to any health topic. Example:
You might choose to map Acupuncturists to the local health topic Foot Injuries and
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Disorders, if you are indexing a web site for an acupuncture practice that specifically says
it treats foot pain.

3.3.14.2 Local service term to another local service term

Some local service terms may have see references. Example: AA see Alcohol Abuse
Treatment Programs.

3.3.14.3 Local health topic to another local health topic

On some local health topic pages, other local health topics may appear on the page as
"see related" references if there are additional services on one of these related topics.
Example: On the Heart Diseases page you might see a link saying "Related Services in
[name of Go Local site] area: Heart Failure.”

Some local health topics may have see references. These are MedlinePlus health topics
that have been "mapped” to a broader local health topic. Example: Dermatitis see Skin
Diseases.

3.3.144 Mapping to MedlinePlus health topics

AA see Alcohol Abuse Programs
Acupunciure

Adult Day Care Services

Alcohol Abuse Programs
Alexander Technigue Programs
iLigt of Local Services)

When you are on a local health topic page or a local services page, you will also see links
to MedlinePlus health topic pages. Example: On the AIDS local health topic page, you
will see a list saying "Health Information from MedlinePlus: AIDS, AIDS and Infections,
AIDS and Pregnancy, AIDS-Living with AIDS," etc.

Alcohol Abuse Programs
You may also be interested in:

DWI Counseling Services

Drrug Abuse Treatment Centers/Programs
(Local Senvice Term Page)

DW Counseling Services
See reference AA see Drug Abuse Treatment Centers/Programs

Alcohol Abuse Programs (Related Local Service Terms)

Alcoholism
Alcohol Abuse Programs

-ABC Alcohol Clinie Bkl Cotsisaatians \ Alcoholism
-DEF Alcohal Clinic Alcohol Consumption see
{Local health fopic) Alcoholism

. P

Alcohol Abuse Programs
(Local Service Term)

Autamap 10 local health \ \

topic, Alcoholism Suggested map to User-entered map to
local health topic, local health fopic,
/ Family |ssuas Rural Health Concemns

Seoe references from Acupuncture
Alcahol and Youth Alcohol and Youth see

Alcoholigm
Ampuiees

Figure 3-40: Local Service Term Flowchart
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3.3.15 Selecting local service terms and local health topics

e Step 1: Click on the Open Local Service Terms Window button

Local Service Terms ch[ Open Local Service Terms Window ]

Local Service Term Service Type Local Health Topics

e, (e R

f Edit | | Delete [ View Terms Assignment |

Figure 3-42: Open Local Service Terms Window button

Search for all local service terms that contain | - Search

22 record ) found
| Term Harme | &

Advocacy Senices

Alcohol Abuse Programs

Alexander Technigue Programs

Allerdists |
Alternative Medicine Serices see Complementary and Alternative Medicine
Armbulatory Care Centers

Anesthesiologists

Animal Assisted Therapy Programs

Animal Yisitation Programs see Animal Assisted Therapy Programs
Aduatic Therapy Prograrms

Aromatherapy Programs

Art Therapy Prograrms

| o | Assisted Living Facilities

Assisted Reproduction Programs

Audiologists

Ayureda Prograrms

Scope Note for Assisted Living Facilities

o housing and health care alternative combining independence with persanal
(care, tprovides a camhbination of housing, personalized supporive services and
| health care designed to maetthe needs, hoth scheduled and unscheduled, of
(those who need help with activities of daily living. (Assisted Living Foundation of
‘America) See also Group Homes and Mursing Hames.

oK | | Close

Fiure 3-43: Assign local service terms window
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e Step 2: The Local Service Term Window opens.

o Step 3: Click on a local service term to select it, the scope note of the service term will
appear. Click OK. Note: You can only choose one local service term at a time. Clicking
on a see reference to the local service term is the same as clicking on the local service
term.

Note: When this screen opens, it shows you the first 20 local service terms. You can also
select from the alphabetical list at the top of the screen. Another option is to type words
into the search box. The options are "start with" and "contain."

e Step 4: The window shows the automatic mappings to local health topic mappings, the
suggested health topic mappings, and the "Browse Other Local Health Topics" button for
you to associate additional terms if desired.

Assign Local Serv

Local Service Term: Assisted Living Facilities
Type of Service: Facilities

Automatic maps to local health topics: (* Please check the ones you prefer *)
Topic Name
M| Assisted Living

Suggested maps to local health topics: (* Please check the ones you prefer *)
Topic Name [ 4

Alzheimer's Disease
Cementia
Cizabilities
Financial Assistance

EEEREE

Head and Brain Injuries

SelectAll |

Other maps to local health topics: Browse Other Local Health Topics

(v

Topic Name

Delete |

[ Apply & Caontinue ] 1 Apply & Close 1 fCanceISeIectiDn]

Figure 3-44: Automatic local service term mapplng window

Note: you may select as many suggested mappings as you want, or click select all to choose
all suggested mappings.
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e Step 5: Below, you have clicked on Browse Other Local Health Topics and chosen to
map Assisted Living to End of Life Issues:

Search for all local health topies that CUF‘_?_?_?T‘_L_',E _Search |

I recordE) found

Topic Name [+

E. Cali Infections see Bacterial Infections

Ear Disorders

Ear Infections see Ear Disarders

Eating Disorders

Eczemna see Skin Conditions

Edema see Heart Diseases

Ehlers-Danlos Syndrome see Connective Tissue Disorders
Elbow Injuries and Disorders

Elder Abuse

Electrormagnetic Fields see Environmental Health
Emergency Medical Services

Emphysema see Bespiratory Diseases
Encephalitis see Neurologic Diseases

4 |End of Life lssues

Endocrine Diseases

Endametriosis see ¥Women's Health Issues

Environmental Health
Epilepsy
Etectile Dysfunction [+

[- Lpply ] [ Cancel ]

Figure 3-45: Browse other local health topics screen

Note: You may select multiple topics by holding down the Control key (Ctrl) and clicking.

e Step 6: When the user clicks Apply, the Other Local Health Topics window closes, and
the user is returned to the mapping window for Assisted Living Facilities, which now
looks like this:
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Local Service Term: Assisted Living Facilities
Type of Service: Facilities

Automatic maps to local health topics: (* Please check the ones you prefer *)
Topic Name
v | Assisted Living

Suggested maps to local health topics: (* Please check the ones you prefer *)
Topic Name [+

Alzheimer's Disease
Dementia
Disahilities
Financial Assistance

RO

Head and Brain Injuries [_

SelectAl |

Other maps to local health topics: Browse Other Lacal Health Topics |

Topic Name

End of Life Issues

Delete |

[ Apply & Continue ] f Apply & Close 'Cancel Selection]

Figure 3-46: Compl mapped window for Assisted Living

At this point you may:

Customization Module

e Click Apply & Continue to select another Local Service Term to map to this record.

e Click Apply & Close to finish the topic portion of the record.

e Click Cancel Selection to remove Group Homes (and its associated local health topics)

and return to the Assign Local Service Terms window.
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3.3.16 Assign Local Organizations

The last step is to assign the local organization(s) to which the site belongs. Note: Sites do not
need to be associated with an organization name.

Organizations i Open Local Organizations Window .
Organization name Organization URL Synonyms
Dealete

New Unapproved Organization:
Organization Name

Organization URL

[ Add

Figure 3-47: Assign local organizations input fields

Click on "Open Local Organizations Window" to open the list of local organizations.

Search for all organizations that contain |~ _ Search |
(ABCDEFGHIJKLMMNOPQRSTUNWRYZAI]

First 20 racord ) * Unapproved Organization
Organization Name Organization URL Synomvins i}
AIDS Praject of Southarn Werl bittp e aidsprajectsouthe
Al-Anon hitp: iy al-anon.alateen.o
Alateen hitp: e al-anon.alateen.ol

Ametican Cancer Society - b hitpifesees volunteersolution
American Red Cross - Centr| hitpafcentralvinhvalley. redcrc
Ametican Red Cross - Greel| hitpefgmearc.org

American Red Cross - Morth| hitpafmvtredcross.org

Area Agency on Aging for Mo| httpohaeae. nevaaa.org
Brattlebaro Memorial Hospit| hitp:iaesse bt org
Brattleboro Pastoral Counse

BROC - Carmmunity Action irf hitpaihraoc. org BROC v
Cathedral Square Corporatif hitpsaesey. cathedralsguare.d
Central Varmaont Communityl hitpefasesy cvcac org CVAC v

Central Wermont Medical Ce | hitpiassy. central-vtcombne
Charmplain Senior Center | hitp:ihaeee champlainsenion

Champlain Yalley Office of E| hitp:hwssy cvoen.org CVOED v

Figure 3-48: List of local organizations

If the organization is not listed, you may enter a New unapproved organization name below the
Organizations window.
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3.3.17 Comments

Selectors may use the comments field to add information about the record to aid reviewers.
Reviewers can also add information if they return the record to the selector. When you add a
comment, a date is entered automatically when you submit. Place the cursor at the top of the
comments box so that the comments are displayed with the most recent first. Note: Selectors and
reviewers find it helpful to add their initials to comments to track changes to a record.

Comments |03/31/2006 made corrections LO -
022212006 Display record even without 2 wehsite, Correct format of "Ave " and
phone number. Also, address# s 6, not 8. (p. 9 DHSS book) There are 3 Aguila
centers. Create a record far each by copying & editing this one. Call them "Aquila of |«

Figure 3-49: Comments field with data

3.3.18 Local ID

Local ID is a 15 character alpha-numeric internal code that does not publicly display but can be
searched from the public site. Selectors or reviewers can create and add their own local id
schema. If you share records with another agency (such as 211), Local ID can be used to retrieve
all records that are currently displayed by entering the code in the Web site search box.

3.3.19 Submitting the Site Record

When you've filled out all the information on the form, you have 3 options for the completed
record:

e Submit to Pending: Saves the record to the Pending queue for review

e Save as Incomplete: Saves a record that is missing one or more required fields

e Cancel: Clears the record fields and returns to the main menu screen

This record has been audited

Submitto Pending E.ave as Inu:u:umpl.ete | C.ancél

Figure 3-50: Submit, Save or Cancel record

3.4 Shared Records

The Shared Records feature allows sites to create and share records with other sites. This feature
will allow for sharing of records serving an entire area, or records serving overlapping counties
between areas (currently, this is possible in records from Tribal Connections Four Corners, Utah,
Nevada, and New Mexico).

A shared record will be treated as one record, even though it is shared among many sites. One
site can make a record available to share, while many may opt to share this record. Any site
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sharing the record can make changes to the record. If a change is made to a shared record, the
changes will be reflected in the record within all sites sharing the record.

Only the area that originally created the record and made it shareable has the ability to delete the
record and thereby delete it from the other areas using that shared record. Other areas using the
shared record may delete the record from their individual areas, but cannot delete it from the
other sites sharing the record

At anytime, an area that opted to use a shared record may choose to “split” the record and
maintain it as an individual site record that is no longer connected to other areas. Each of these
capabilities is outlined below.

3.4.1 Creating a Shared Record

Only Local Administrators can create a new shared record or make an existing record
“shareable.”

e Choose Site Records > Fill out New Form from the menu.

e Check the box for “This is a shared record”

e Fill out the record with the remaining required field data

e Submit to Pending and approve as you would normally.

Note: There are certain restrictions on the “Service Area” for shared records.

So that a record can be shared, the Service Area must meet ONE of the following conditions:

e Be set for the “Entire Area”

e Include Counties that overlap with other areas (currently this will only happen in counties
shared by Tribal Connections Four Corners and overlapping areas in New Mexico,
Arizona, and Utah).

e Include Zip Codes that overlap with other areas (currently this will only happen in
counties shared by Tribal Connections Four Corners and overlapping areas in New
Mexico, Arizona, and Utah).

Note: Shared records containing an organization name can only be shared with a site that
maintains the same organization within their system. If you are creating a shared record that uses
an organization name, it might limit other areas’ ability to easily use the shared record.
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Edit Site Eniry
.. This is a shared record v Shared Record Details * Required field.
Date Entered: 1101372007 Enteredby:  adminnm adminnm
Date Modified: 1101372007 Maodified by:  adminnm adminnm
Date Reviewed: 111472007 Reviewed by: adminnm adminnm
Date Audited: Audited by:

Name of Site * A Sample Site For Testing Shared Records

URL of Site hittpfiwanes. sample.org Enable URL?
Address 1 /1234 Main 5t
Address 2

City * Farmington

State * Mew Mexico b Zip Code * z7401 -
Duplicate Check | Sirnilar Check L5 Postal Service Zip Code Lookup
E-mail Display E-mail? _|

Phone #  505-123-4567

Description

Languages Open Languages Window

Language

——  Delste
vice Area  Use Zip Code
« Entire Area

_ List of Counties | Open Counties Window

. |County

Figure 3-51: Creating a Record that Can Be Shared

3.4.2 Allowing an Existing Record in Your Areato be Shared

A Local Administrator can modify an existing record to make it available for sharing.
¢ Navigate to an existing record (the status of approved, pending, etc. does not matter).
e Edit the record

On the record edit screen:

e Check the “This is a Shared Record” box at the top of the screen

e You may need to change the service area to Entire Area unless you are working on a
record shareable within the Tribal Four Corners area (see Creating a Shared Record
section listed above)

e Submit to Pending

e Approve as you would normally
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MedlinePlus

ge Local Go Local for New Mexico

Site Records | Organizations | Customize | Admin | Preview | TextSize | Logout |

Edit Site Entry
This is a shared recgrd #* Required field.
| DateEntered: 031712006 Entered by Patricia Pabisch
Date Modified:  10/08/2007 Modified by:  Janice McPeak
Date Reviewed: 10/08/2007 Reviewed by: Janice McPeak
Date Audited: Audited he

Name of Site * 550 EXFRESS
URL of Site Enable URL?

Address 1 */|VILLAGE OF CLUBA
Address 2 |POBOX 426

City * cuBa
State * Naw Mexico - Zip Code % 7013 | - |
Duplicate Check 1 Similar Check US Postal Service Zip Code Lookup
E-mail Display E-mail? _|

Phohe # | 575-209-2166; BE6-449-5832

Description | Transportation sarvices. Provides on-demand, door-to-doar public
transportation serices for individuals who gualify for the Job Access Reverse
fCommute program. Serves the residents in the Highweay 550 corrdor and the
|La JaraiRegina area. Transportation available to and fram Jemez, Cuba,

Jemez Valley, Rio Rancho, and Bernalillo.

Languages Open Languages Window

Language
Delets |
Service Are Use Zip G
o hties IV Open Counties Window
|state | County

Figure 3-52: Edit an Existing Record So that it Can Be Shared

3.4.3 Changing the Status of a Record from Your Area to Unshared

A Local Administrator from the area that created a shared record can modify it so it may no
longer be shared.
¢ Navigate to an existing record (the status of approved, pending, etc. does not matter).
e Edit the record

On the record edit screen:
o Deselect the “This is a Shared Record” box at the top of the screen
e Submit to Pending
e Approve as you would normally

Note: Deselecting the “This is a Shared Record” checkbox will delete the record from any areas
that are already sharing it, so be very cautious about doing this. The record will remain active in
your area.
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3.4.4 Selecting a Shared Record from Another Area

You can find records that other areas have made available for sharing. You can opt to share these
records within your system.

e From the menu choose Site Records > Search All Other Local Records

Site Records | | Organizations | Custqg

Fill oat News Form

Pending Review

List ncomplete Records

List Approved Records

List Returned Records

List Similar Recoris

List Actively Shared Records

Global Update of Records

Delete Records

Search Records in My Area

Search Al Other Local Records M
Figure 3-53: Search All Other Local Records Menu Option

e On the search screen, find the “Shared Record Created By” search criteria. It is located
towards the bottom of the search screen.

e Search for Shared Record created “By Other Area.” Deselect the “None” box and the “By
My Area” box. You can enter other search criteria as well. (For example, you can limit to
the Designated Area that created the original record, Site Record ID, Site Name, etc.)

e Click Search to run your search.

Local ID
Reason Not to Display Al v
Awvailable to Public v|Yes vito
Service Area eI et Vi List of CountiesiRegions
Shared Record Created By By by Aresa vi By OlhErAreaﬁ

} 1ty/Reqgion ains v
Organization contains v
Language containg v
Languagqes Assigned vfes vilD
Service Term cantaing v
Type of Site All =
Local Health Topic containg v

Search Clear

Figure 3-54: Searching for Shared Records
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¢ Inthe list of results, the shareable records will appear highlighted in yellow
e A record being shared by multiple areas is denoted in the results list by a downward
arrow (V)
A mouse-over on the downward arrow displays the designated areas which share this record.

Search All Other Loc
8 o s N 3
Search Criteria Results
Copy | Share | Wigw 3o to Site Export
— | ViewiPrint
26 roecord ) found [[]=shared record | = mare than one area is sharing this record List
Area Name Site Name Address URL Modified | Audited |Display? | Status
Arkansas A Shared Rec| 1 Main Street 117075200 Yes Approved
Celaware Shared Recaolf 123 Main Stre 11 40200 Yes Approved
Geargia TestAhbey Hif 215 Azalea C1 hitpoliwsaee ab | 117026200 Yes Fending
+ Maryland SCOCTER St| PO Box 31 071() hitp:fiwanaee the) 111 40200 Yes Fending
Massachusetts | BO0-AGE-IMFY| Phone Servic| hitpeitwannn. 30{ 117150200 08225200 Yes Fending
Massachusetts | northern mas| massachuse 111185200 Yes Approved
Mebraska Ehwood Famill 1503 5 60TH 111145200 es Approved
Mebraska Elwood Publi| 505 Ripley ST 1142000 101 05200 Yes Approved
Figure 3-55: Results of Search for Shared Records
ey Wlexico RMCH CROW HWY 371 BT hitpofhanaee rm| 110 3200 YRS Approved
e Mexica TestRoad R 12345 Univer 11135200 Yes Approved
4 Blew Mexicno A Bample Site) 1234 Main St http s s3] 110 3200 Yes Approved
+ Me exirn CLIRARNDG 1800 %A] TEH bt iiwssae clo) 1101 45200 Yes Fending
New Mexico
+ Me - i . 113200 Yes Approved
| = Trihal Connections Four Corners i i
4 Ohi it ki 1100252000 1001 67200 Yes Fending
Tribal Connectiorl Alamo Cormrl PO B 907 b TLmEnn Yes Pending

Figure 3-56: Mouse-Over Displaying Designated Areas That Share a Record

o Select the shareable record you are interested in (when you select a shareable record, the
highlight color changes to green and a checkmark appears next to the selected record)

e Click the “Share” button available at the top of the page.

e At the Notification prompt Click OK
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Search All Other Local Ret
- ﬁ
Search Criteria " | Results
Copy Share View Go to Site Export
=] View/Print
26 record(s) found [ | =shared record | =more than one area Is sharing this record List
Area Name Site Naime Address [um, Modified | Awdited |Display? | Status
Arkansas A Shared Rec| 1 Main Street 11/077200 Yes Approved
4 | Delawara Shared Recaol 123 Main Str 111145200 Yes Approved
Georgia Test Abbey Hi 215 Azalea Cf hitp:Mwww.ab | 11/02/200 Yes Pending
+ Maryland SCOOTER St| PO Box 31071 hitphwwai the| 1101 47200 Yes Pending
Massachusetts | B00-AGE-INFY Phone Servicy hitpolfwearww, 80| 117150200, 08F227200( Yes Pending
Massachusetts | northern mas| massachusi 11155200 Yes Approved
Mebraska Emwood Famill 1503 5 60TH 11/14/200 Yes Approved
Figure 3-57: Select a Record that is Available to be Shared
Search Criteria Results
Copy Share Wiew Go to Site Export
Area Nan Status
— This record is now shared in your area. N
Arkansas & Approved
A | Delaware Approved
Georgia ] Fending
+ Marvlan. —— [%I = Pending
Massachusetts | B00-AGE-INFY Fhone Servici hitpifwnsns 80| 11071 57200 027225200) Yes FPending
Massachusetts | northern mas| massachuse 11185200 Yes Approved
Mebraska Elwood Famil 1503 8 60TH 117145200 [Yes Approved
Hebraska Elwood Fubli 505 Ripley 87 119 42000 1001 0F200] Yes Approved

Figure 3-58: Notification that you are Sharing the Record

Note: The system will not allow you to use a shared record that is identical to a record
already in your area. It will check against the Site Name, URL, and Address. You cannot opt to
share a record that has these three fields in common with a record already in your system. First,
you must delete the existing record from your area. Then, you can opt to share the new record,
thereby adding it to your area.

If you try to use a shared record that includes an organization in the organization field, you must
also have that organization in your system. To create an organization in your system, go to
Organizations > Add Organization.
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Keep in mind the status of the record you are sharing. If you share a record that is currently in
pending, it will appear in your pending queue. If it is approved, it will appear in the approved
queue. The status of the record will be the same with all areas sharing the record.

Once you are “sharing” a record, you can make any changes to that record as you would
normally. Changes you make will be reflected in all areas sharing that record. For instance, a
record audited by one area will be shown as being audited in all areas sharing the record.

3.4.5 Identifying Shared Records in Normal Displays
When shared records appear in lists of records, they are highlighted in yellow.

Each of the different lists of records (list of incomplete records, list of approved records, etc)
contain the “Shared Record” and “Non-shared Record” filter boxes at the top of the screen.

Search for all site hames that contain - Search
v Bhared Record v Mon-shared Record
[ZABCDEFGHIJELMNORPOQRSTUYWRYZAI
226 record &) found [ = shared record

Site Name URL Updated Modified By =«
Senior Activity Center 012002006 01| B. Gold

Senior Care 110142007 02 5. Dennis
Senior Center of Jackson Hole 0142002006 01:] A Smith

Figure 3-59: Shared Record in Approved Records List

These checkboxes are available on the following lists available under the Site Records menu:
e Pending Review

Incomplete Records

Approved Records

Returned Records

Similar Records

By selecting the “Shared Record” checkbox and clicking on the search button, you can see only
those records that are shared records. Selecting both “Shared Record” and “Non-Shared Record”
means you will search both types of records. If you only select “Non-Shared Record,” your
search will exclude all shared records.

Within a site record, you can identify information about the areas that share a record.

In the Edit view, shared records will have a link called “Shared Record Details”
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Edit Site Entry

. This is a shared record /% _Shared Record Details * Required field.

I

Date Entered: 11011472007 Entered by: Stephanie Dennis
Date Modified: 111 4/2007 Modified by: Stephanie Dennis
Date Reviewedl: Reviewed by:

Date Audited: Audited by:

Name of Site * SCOOTER Store

URL of Site httpiteeeee thescooterstore comiproductss Enable URL?
Figure 3-60: Shared Record Details Link

After selecting the link, you will get a pop-up box with information about the areas sharing the
record.

This is a shared record v| PTG R S E | x field.

Date Entered: 1141 4/2007 Shared Record Created By:

Maryland
Date Modified:  11/14/2007 This record is also shared with the following area(s):
Date Revieweidl: * 1|linais
Date Audited: HUIUEL Y. %

Figure 3-61: Shared Record Details Box

When Viewing a site record, information about the areas sharing the record is available towards
the bottom of the page.

23. Shared Record Created By:MNew Mexico
This record i5 also shared with the following area(s):
« [ribal Connections Four Corners

Close |

Figure 3-62: View Site Record — Shared Record Field

3.4.6 Managing Shared Records using List Actively Shared Records

The “List Actively Shared Records” window helps you manage your shared records. Access the
window by going to Site Records > List Actively Shared Records.

The “List Actively Shared Records” window provides a list of:

e Records you are sharing that were created by other areas

e Shared records created by your area that are being used by other areas.
These lists are available through the two tabs at the top of the window.
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Site Records | Organizations | Custo
Fill out Hew Form
Pending Review
List Incomplete Records
List Approved Records
List Returned Records
List Similar Records
List Actively Shared Records
Global Update of Records

Delete Records

Search Records in My Area
Search All Other Local Records
Figure 3-63: List Actively Shared Records Menu Item

To manage shared records that you are using but that were created by other areas:
e Go to Site Records > List Actively Shared Records.
e Select the Created by My Area tab.

Site Records | Organizations | Customize | Admin | Preview | Text Size | Area Switch | Back to HLM Menu )

List of Actively S

Created by Other Area ] Created by My Area

Search for all records that startwith | = _ Search
[ZABCDEFGHIJKLMNOFPQRSTUYWRY ZAI]

First 2 recordi&) fornd:

| Site Name | Site URL Updated | Modified By | Created By
24-Hour Hatline atyour service 11092007 | Stephanie 4 Kelly Urman %
Learn ahout Sharing Local Health 1102007 | Stephanie [ Becky Tylerd,

| Eot || view || augit || Detete || spit =l

Figure 3-64: List of Actively Shared Records

On the “Created by Other Area” tab, the following buttons are available:
e Edit
o View
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e Audit
e Delete
e Split

The Edit, Views, and Audit buttons work as they do elsewhere in the system.

Delete: If you select a shared record created by another area and hit Delete, you will delete the
record from your system. It will not be deleted from the other areas sharing it. The only entity
that can delete the shared record and make it disappear from all areas sharing it is the area that
created the record.

Split: After opting to “share” a record that was made shareable by another site, you have the
option of Splitting the record. If you highlight a record and hit the “Split” button, you are
breaking your connection to that shared record. The record will disappear from this window
(since it is no longer shared). If it was approved, it will appear in the approved queue, if it is
pending, it will be in the pending queue, etc.

The record will continue to exist in your system, but it will be independent from the original
record. Changes made to a split record will not be reflected among other sites that are sharing
that record.

After you split from a record, the comments field will include text indicating that the record was
split from AREA NAME by NAME OR PERSON on DATE.

[Comments: This record was split from Vvyoming by Mancy Morell on 01-09-2008]

Figure 3-65: Split Record Comments Field

To manage shared records that your area has created and that are being used by other
areas:

e Go to Site Records > List Actively Shared Records.

e Select the Created by My Area tab.

This tab will include all the records that you have made “shareable” that are being used by other
areas.
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Site Records | Organizations | Customize | Admin | Preview | TextSize | Area Switch | Back to NLM Menu
List of Aclively Sh
Created by Other Area | Created by My Area
Search for all records that startwith | ~ | Bearch |
[ABCDEFGHIJKLMMNOPORSTUVW XY ZAI]

First T record i) found:
| Site Name | Site URL Updated Modified By | Created By
Winslow Memaorial Hospital 110582007 Stephanie Denni| Paul Bracke(Tribz

| Edit || view Audit || Delete | T

Figure 3-66: Shared Records Created by My Area

This window has the following buttons available:

e Edit

e View

e Audit

e Delete

The Edit, Views, and Audit buttons work as they do elsewhere in the system.

Delete: If you delete a record that you previously made shareable, you will be deleting that
record from all the areas. This power is only available to the area that created the shared record.
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3.5 ldentifying Similar and Duplicate Records

e Similar records have the same site name and city name.
e Duplicate records exactly match the site name, address1, and URL fields.

The List Similar Records module helps you identify, modify, or delete similar records.

3.5.1 Find Similar Records when creating a New Record

To identify similar records when creating a new record:
e Enter the site name and physical address information
e Click on the Similar Check button found below the address fields
e If there is a match on the Site Name and City fields, the system will report similar
record(s) found.

This is a shared record # Reguired field.
Date Entered:  12/1872007 Entered vz Mancy horell
Date Modified: 12182007 Modified by:  Mancy Morell
Date Reviewed: Reviewed I
Date Audited: Audited Inrc

Name of Site *!|audiology associates

URL of Site Enable URL?
Address 1 % 123 Main 5t.

Address 2

City *| Baltimore
State * Mardand v Zip Code & 31044
Duplicate Check Similar Check WS Postal Service Zip Code Lodkup
Plione A similar record with the same site name and city was found in the database.

Description

Ok

Figure 3-67: Similar Records Check Warning Message

To view the list of similar records, from the main menu choose Site Records > List Similar
Records.
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Site Records | Organizations | Custo
Fill out New Form
Pending Review
List Incomplete Records
List Approved Records
List Returned Records
List Similar Records —————
List Actively Shared Records
Global Update of Records

Delete Records

Search Records in My Area

Search All Other Local Records
Figure 3-68: Similar Records Menu Bar

e Onthe List Similar Records search screen, enter the search criteria for the site name or
leave blank to see all similar records.

e Click the Search button to retrieve all records with similar site names.

e Select a similar record to Edit, View, or Delete. Note: only site administrators or
reviewers can delete a similar record.

Search for all site names that contain + [audialogy | Search |
v Shared Record vl Mon-shared Record

Jrecord &) fouhd I:l =shtared racord
Site Name URL Address City Status  |Display?
Audinlogy Associates hitthfiveew agisudiolod) 7113 Ambassadi Baltimore Approved | Yes
Audinlogy Associates hittp-fivevew aaiaudiolog| 3455 Wilkens Ave Baltimore Approved | Ves
Audiology Associates hittp-fiveewy aaiaudiolog| Carney Yillage C Baltimore Approved | Yes

| Edit | view | Delete =

Figure 3-69: Similar Records Found
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3.5.2 Find Duplicate Records when creating a New Record

To identify duplicate records when creating a new record:
e Enter the site name, physical address information and URL (if available)
e Click on the Duplicate Check button found below the address fields
e If there is a match on the Site Name, Address 1, and URL field combination, the system
reports duplicate record(s) found.

This is a shared record * Required field.
Date Entered:  12018/2007 Entered ns Mancy Marell
Date Modified: 12182007 Modified bn: Mancy Morell
Date Reviewed: Reviewed Ins
Date Audited: Audited n:

Mame of Site * Adoption Services
URL of Site  hitpiiwawsw catholiccharities-md orgladoptionsfadoptions himl Enable URL?
Address 1 #% 1 EastMount Roval Avenue
Address 2
City * Baltimore

State * -- Please select state - v Zip Code *
Duplicate Check Sirmilar Check LIS Postal Service Zip Code Lookup
Phone # A duplicate record with the same Site name, URL, and Address 1 was

Description i found in the database.

Ok

Figure 3-70: Duplicate Record Error Message

You cannot save a duplicate record. The combination of site name, address 1, and URL must be
unique in the system. Edit the information for the record to be unique, or cancel the record that
is being created if it is a duplicate.

3.5.3 Duplicate records not identified as duplicates

True duplicate records may exist in your database due to spelling or abbreviation differences in
the name, address1 or URL field combination. The examples below would not be recognized as
duplicate records, because of the difference in the street address (W. vs. West):

The Community Clinic
123 West Main St.
Anywhere, WV 25402

The Community Clinic
123 W. Main St.
Anywhere, WV 25402
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3.6 Incomplete Records

The incomplete record option allows you to save a record that is missing one or more required
fields. This record cannot duplicate an existing record; the combination of Site Name, Address 1,
and URL fields must be unique.

To save a record as incomplete, click on the “Save as Incomplete” button at the bottom of the

Fill out New Form data entry screen.
Save as Incomplete -

To view a list of incomplete records, choose Site Records from the Main Menu, and then select
List Incomplete Records.

This record has been audited |

Suhrmit to Pending Cancel

Figure 3-71: Save as Incomplete button

Site Records | Organizations | Customize | Admin | Preview | TextSize | AreaSwitch | Backto NLMMenu %

Fill out New Form

Pending Review

List Incomplete Records e — s
List Approved Records site names that contain - Search
List Returned Records Bhared Record v| MNon-shared Record

List Similar Records [T S o EmsS = =nsot
List Actively Shared Records [] = shared recard
Global Update of Records URL | Updated | Modified By | «
T ME hittp ey scotlandeountyhospital com | 045252007 11:1 J. McPeak
hitp:fioutreach.missouri.edulgreenas 0452552007 111 J. McPeak

Delete Records hitti:fhwsrr. aplaceformarn.com 061122007 05 L. Klein
Search Records in My Area

Search All Other Local Records
TAECHEACTH CENTER

ACCESS HOME HEALTH AGEMCY 1M

Arcessible Arts, Inc. (AAD hitp it accessiblearts.omg 0452852007 11:1 J. McPeak
Accion Sacial Comunitaria hitp:ihwewie accionsocialcomunitaria.org) 050452007 08:1 J. McPeak
Active KatYoaa hitp: i activelkatyoga.com 0452552007 11:1 J. McPeak
ADAIR O HEALTH DEPT HHA e
Edit [ copy | View Gato Site Eelieii

Figure 3-72: List Incomplete Records

Note: Incomplete records will never appear in the pending queue.
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3.7 Pending Records

Local site administrators, reviewers, and selectors can all see the records in the pending queue.

From the menu choose Site Records > Pending Review.

|Site Records | Organizations | Cust
Fill out New Form

Pending Review

List Incomplete Records

List Approved Records

List Returned Records

List Similar Records

List Actively Shared Records
Global Update of Records

Delete Records

Search Records in My Area

Search All Other Local Records
Figure 3-73: Pending Review Menu Option

Only local site administrators and reviewers see the check boxes to approve or return records.

Pending Review

Search for all site names that contain = Search
| Shared Record | Non—sﬁared Recard
[L{3ABCDEFGHIJELMNOPGQESTUMWXY ZAI]

First 20 record &) founnd |:| = shared recard
Site Name URL Updated Modified By | App | Ret -
“We Can" Support Group hitp:fiaensi sehosp . 0rg 047282007 17 J. McPeak [ _
(ALEIScotland County Hospital Anl hitp e scotlandcountyhospitall 0472502007 11.J. McPeak 7] =
(ADAACCREDITED) SULLIVAN C 04/252007 11 J. McPeak | L
3 OAKS PRIVATE ELDER-CARE H httpihwew. assistedliving-threeoal) 06/ 252007 11 L. Klein [ =

4 A Sporing Chance httpitaenni asportingchance.net | 0472502007 11J. McPeak [] =]
ALIVE. hiitp: it alivestl.org 042802007 11 J. McPeak | I |
A0 Employment Services (Stodd 047262007 17 J. McPeak [ _
ART.S Anonymous hitp:fiansi. aSan oMM oUs. org 047252007 11 J. McPeak ] =]
ARRP Information Center 04/25/2007 1) MePeak | L L
Ability Metwork hittp:fiaenny abilitynetwork.org 047282007 11 J. McPeak ] =]
Ahundant Life Fellowship Church 0472512007 1 J. McPeak [ [
Acadernic Bridges to Learning Eff it e kermetro edulprograms| 05042007 0 J. McPeak | EhE

Edit Copy iew GotaSite | Delete | Comments | | Submit Checked Sites | t0l yjur

Figure 3-74: Records Pending Review
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A reviewer can add comments to the record indicating why the record is pending and the

progress of the record status.

MedlinePlus Go Local Site Record

18. Additional Comments:

Last Reviewed by:
Last Audited by:

2. Entered on: 0472472007 3:53:41 AM
Modified on: 0472572007 11:10:02 Ak
Last Reviewed on:

Last Audited on:
3. Name of Site: A Sporting Chance

04/23/2007 Initial Load. To be reviewed for accuracy. ;I
=
Submit Comments I Close |
1. Entered by: Janice McPeak
Modified by: Janice McPeak

Figure 3-75: Pending Record Comments Field

The reviewer must confirm whether the comments are correct to complete the process.
When the record comments are confirmed, the user is automatically returned to the pending

records screen.

18. Additional Comments:

Ara the comments correct?
Yes | Mo |

MedlinePlus Go Local Site Record

12/20/2007 04/23/2007 Initial Load. To be reviewed for accuracy.

Figure 3-76: Pending Record Comments Confirmation
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The reviewer has the discretion of approving records for submission into the site or returning
pending records for further review and edit. To approve or return records, mark a check in the
appropriate column for each record. Then, click the “Submit Checked Sites” button.

Pending Review

Search for all site names that contain |~ || Search
! Shared Record 8% Non-sﬁared Record
[1{3ABCDEFGHIJELMNOPQRITUYWXY ZAI]

First 20 record &) found |:| = shared record
Site Name + [URL Updated Modified By | App | Ret [«
"We Can" Support Group hitpitwwnie. sehosp.org 0452552007 1 J. McPeak (=] =
ALEYScotland County Hospital An| hitpcisaese scotlandeountyhospitall 0452502007 1 J. McPeak = =]
AOAACCREDITED) SULLMNAM C 0452552007 1 J. McPeak (B |
3 0AKS PRIVATE ELDER-CARE H hitp:ifwwew. assistedliving-threeoal 061 252007 11| L. Klein
A Sporting Chance hitpihwnsne aspodingchance.net | 0472572007 1| J. McPeak i |
ALIVE. hitp: e alivestl.org 04/25/2007 1/ McPeak |\ |
A Employment Services (Stodd 0402502007 1{J. McPeak
ARTE Anonymous hitpaitewsi atsanonymaous.org 0452552007 11 J. McPeak = =
ARRP Information Center 04/25/2007 1{J. McPeak | 1 | L
Ability Metwork hitpitwwsi abilitynetwork.org 0452552007 1 J. McPeak = =
Abundant Life Fellowship Church 0452552007 1 J. McPeak (B ]
Academic Bridges to Learning Efl hittazitwans kemetra eduprograms| 06/04/2007 04 McPeak | | i A

Edit Copy | View | Gotosite | Delete | Comments ((SubmitChecked Sites ) (= i "

Figure 3-77: Submit Checked Sites

After records are submitted, the confirmation message with options to continue will appear.
Choose “yes” to continue; choose “no” to end the process and return to the Pending Review list
of records.

Pending Review

Confirmation

Save this information?

Approve these records:
A Sporing Chance

Return these sites and notify user:
ALIVE.

Are you sure you want to continue? Yes | Mo

Figure 3-78: Confirmation for Submitted Checked Sites

When a record is returned, the person who created the record will be notified upon login.
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3.7.1 Pending Live
The pending queue is different for publicly-available Go Local sites and Go Local sites under
development. If your site is under development, when you choose Site Records > Pending
Review, you will see a list of your pending records.

Once your site is "live," when you choose Site Records > Pending Review you will see a screen
with two tabs: Pending Live and Pending.
e If you edit a publicly displayed record it goes to a "Pending Live" queue.
e If you do not approve a record in the "Pending Live" queue by 2 AM Eastern Time the
following day, the record will no longer display on your public pages.
e If there are records in the "Pending Live" queue, the Pending Live tab will display when
you click Pending Review.
e |f there are no records in "Pending Live," the Pending tab will display when you click
Pending Review.

Pending Live Pending

e b |
T ————— GearchserattrenEnames that [cortain | = Search

v Shared Record v Mon-shared Record
[ZABCDEFGHIJKLMNOPQRSTUYVWXYZAI]

First 20 record{s) found [ = shared record
| Site Name |URL Updated | Modified By| App | Ret |~
24-Hour Hotline atyour service 11092007 01 5. Dennis
Advanced Laser and Eve Center of hitp:itwasees aleca nets 1003102007 09 J. Tinsley
AIDS Project Arizona hitp: e thinkhiv orgidpinoderd 3 1003102007 07 J. Tinsley
Alzheimer's Assaociation Support 4 httpibeasee alzdsweorg 1003102007 09 J. Tinsley

Arerican council on Alcoholism | hitpiwasee aca-usa.orgicollege bitn 1003152007 04 J. Tinsley
Arizona Acupuncture Board of Exa| hitp iwasee azacuhoard. az.gow 103102007 01 J. Tinsley

Arizona Assaciation of Chiropracti| hitp:ifazehiropractic.orgl 103102007 0y J. Tinsley

Arizona Baptist Children's Service| httpibwasee: abcs orgl 1003102007 09 J. Tinsley

Arizona Baptist Children's Service| hitpitwanen abcs.org 10312007 04 J. Tinsley

Arizona Baptist Children's Service| hitpitwanew abcs.org 1003102007 09 J. Tinsley =
| Edit || copy | view ||ocotosie | Delete || comments | | SubmitChecked Sites | Jo re

Figure 3-79: Pending Live and Pending Tabs
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3.8 Search Records: in My Area or in All Other Local
Records

The Go Local input system allows you to search for records in your local area and also search for
records in all of the other NLM-hosted Go Local sites.

From the menu choose Site Records > Search Records in My Area or Search All Other Local
Records.

Site Records | Organizations | Custol

Fill out Hew Form

Pending Review

List Incomplete Records

List Approved Records

List Returned Records

List Similar Records

List Actively Shared Records
Global Update of Records

Delete Records

Garch Records in My Area
earch All Other Local Records

ﬁgu re 3-80: Search Records Menu

Both the Search Records in My Area and Search Records in All Other Local Records screens are
divided into 2 tabs:

e Search Criteriatab - which includes the fields available for searching
e Results tab - which displays the list of results based on your search criteria

The search screens for Search Records in My Area and Search Records in All Other Local
Records are the same with the exception of an additional search field of “Designated Area” in the
Search Records in All Other Local Records and the ability to search for records with an
“incomplete” approval status in the Search Records in My Area. This “incomplete” status is not
an available search factor for All Other Local Records.
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3.8.1 Search Records in My Area

Search Records in My .

'Search Criteria“.| Results

Search ] . Clear
Entered By Al - |
Entered between 7 and (mmiddiyyy)
Last Updated By All o | =
Updated hetween | mi and | |@| (mm/ddAnyy)
Reviewed By All - b4
Reviewed between [ @ and @ [mm/dd/yyyy)
Audited By All |+
Audited hetween _ and | m imm/ddAnyyl
Site Record ID
CSite Name adoption , containg | D
URL | containg i*
Enahle URL vives VD
Approval Status Mapproved A Returned V| Pending Mincomplete
Address 1 | | containg -._'_
Address 2 | | cortains v
City | containg_
Zip Code r— = '— State Al |*
Phone # | | contains _._‘_
E-mail | cantaing |
Display E-mail MYes VMo
Description i
Comments
Local ID | |
Reason Not to Display All bt
Available to Public Vives Vi
Service Area VilUse Zip Code VI Entire Area VList of Counties
Shared Record Created By By My Area VI By Other Area viMone
Serving County | containg [
Organization | contains d
Language containg >
Languages Assigned Vves viMo o
Service Term | | contains |~
Type of Site All -
Local Health Topic | : ' containg | s
Search | ( Clear

Figure 3-81: Search Records in My Area Search Screen: Search criteria site name contains “adoption”.

e Enter your search criteria and click the Search button located at the bottom of the screen.
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From the Results screen in the Search Records in My Area, you can:
e Editarecord
Copy a record
Audit a record
View a record
Go to the site and open the Web site in a new window
Export the list of records to an Excel file. The exported file will include the local service
terms and local health topics associated with each site record, so you will be able to sort
records to get a preview of how your pages will look.
e Delete a record
e View or print the list. This is useful for long lists of results.

yr——————— ~
Search Criteria " Results
Edit . Copy | Audit Vi G0 o Site Export | | Delete
=] View/Print

4 record &) found [] = shared record E—1] List
Site Name Address URL Modified Audited Display? | Status
Adoption Home Studie| 2850 N 24th St Pl httpchwaas sawchn) 01020020086 Yes Approved
Adoption Services 3603 M 7th Awe P hitp:haene chirig) 0102002008 Tes Approved
Aid to Adoption of Spec| 2320 M 20th Stred hitp:haenee a5k 0401 7i2006 Tes Approved
LDS Family Services - | 50449 E Broadway 01M ar2006 YRS Approved

Figure 3-82: Search Results for Search Records in My Area

3.8.2 Editing arecord from the search results:
The edit screen opens in a new window. This preserves the search results list so you will not
have to reenter the search criteria and re-run the search after editing each record. The downside
to this is that the results are not refreshed. Therefore, if a record that was just edited no longer
falls within the search criteria, it will still display in the results.

3.8.3 Search All Other Local Records

From the Search All Other Local Records results screen, you can:
e Copy arecord

Share a record

View a record

Go to the Web site (opens in a new window)

Export the list of records to an Excel file.

View or print the list. This is useful for long lists of results.
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Search All Oth

~

View ' Goto Site Export

— | View/Print
76 recordg)found [ | =shared record | =more than one area is sharing this record List

Area Name Site Mame | Address URL Modified | Audited |Display? | Status -
Arizana Adoption Har| 2850 K 24th & hitpcfannee sl 015200200 Yes Appraved
Arizona Adoption Sery 3603 M Fth & httpafasaeee.chil 010200200 gk Approved
Arizona Aid to Adoptio) 2320 M 20th & hitpeitwasnee aa | 0404 7r200 Yes Approved
Arizana LOS Family 5| 5049 E Broad 0111 9r200) Yes Appraved
Central Texas Texas Adoplic) TO1 W 515t S https s d| 05056200 es Approved
Melawars Arnntinn Honl 3411 Silwersin Riteeifasse Al 040 0200 RG] Antirrvei

Figure 3-83: Search Results for Search All Other Local Records

IMPORTANT: When you're on the results tab, don't use the browser back button or your search
strategy will be lost.

You cannot search for records by county or region, because these are generated from the
mapping program in the database.

3.9 Auditing Module

The Audit Module allows Local Administrators to assign records to be audited. Specific
functions include:

o the ability to set an audit profile for each local area
e the ability to assign specific records to be audited

3.9.1 Set Audit Profile

From the menu choose Admin > Audit > Set Audit Profile

Admin | Preview | TextSize | Logout |

Accounts  » |—--——- r———

Audit » Set Audit Profile

Map ] Hide Audit Message
Language » Assign Audit Records
Data Export b

Data Import »

Reports L

Figure 3-84: Set Audit Profile Menu

All Local Administrators will have the ability to set the site record review interval. The default is
set at 6 months, to change time interval enter a numeric value in the text box (limit 2 digits).
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Note: We recommend you audit records at least every twelve months. If you would like to
increase the timeframe, we recommend you change it to 12 months.

Set Audit Profile

| would like to review records every 12 months.

Submit Cancel

Figure 3-85: Set Audit Profile Review Interval

The Local Administrators will be notified of the number of records due for review and the
number of records assigned at login if the Display Audit Message option is selected (set to
display as the default).

There are 3237 records due for audit and 3208 records
have not been assigned yet.
Figure 3-86: Audit message at login

The Local Administrators can hide this message if the Hide Audit Message option is selected.
From the menu choose Admin > Audit > Hide Audit Message.

Admin | Preview | TextSize | Logout |

Accounts  p |

Audit » Set Audit Profile

Map ] Hide Audit Message
Language # Assign Audit Records
Data Export »

Data Import »

Reports b

Figure 3-87: Hide Audit Message Menu

3.9.2 Assign Audit Records

The Assign Audit Records module allows the Local Administrator to assign audit records to
system users with audit privileges (All Local Administrators and Reviewers by default, and
Selectors with permission). From the menu, choose Admin > Audit > Assign Audit Records.

MedlinePlus
g. Lﬂcal Input System Manual 63 Rev. 01/17/07



Customization Module
Admin | Preview | TextSize | Logout |

Accounts b [

Audit L4 Set Audit Profile

Map ] Hide Audit Message
Language » Assign Audit Records
Data Export »

Data Import »

Reports L

Figure 3-88: Assign Audit Records Menu

The Assign Audit Records module is very similar to the current Search Records module. It
contains the same search criteria with the addition of the Audit Assigned criteria. The search
form is flexible enough for Local Administrators from each area to decide their own audit
criteria.

Assign Audit Records
i, = = _\
Search Criteria
Search Clear
Audit Assigned VMo vives Assigned To =
Entered By All =
| .

Entered between| = and (mm/dd/yyyy)
Last Updated By All |
Updated between! |! and {mm/ddiyyyy)
Reviewed By All -
Reviewed between and T (mm/ddiyyyy)
Audited By Al v
Audited between TH and 00172006 |7 (mmiddiyyyy)

Figure 3-89: Assign Audit Records Search Form

As the default, the Audited date will be set as the current date minus the audit interval.

Audited between T and 020152006 | Td (mm/ddiyyyy)
Figure 3-90: Assign Audit Records Search - Audited Date Fields

For example, if today's date is 6/09/06 and the audit interval is 6 months, the last Audited date
will be set at 12/09/2005. The search results will contain all records that were last audited on or
before 12/09/2005. System users will be able to change the default date.

From the search result tab Local Administrators will be able to assign record(s) to system users
that have audit privileges. To select multiple records hold the Ctrl key down; to select a range of
records hold the shift key down then select the first and last records in the range. Note: You
cannot assign more than 1000 records at once.
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Assign Audit Records

'Search Criteria | Results

= View/Print

Assign To: ---Please select a userfor an assignment - v Sign List

--- Please select a user for an assignment ---
Azpinall, Erinn (REVIEVWER)
| 1438 recordf

- - Austing Marbeth (SELECTOR) -~
Site Hame Date |Assigned To -

E - Block, Karla (LOCAL ADMIN)
/_‘ & Place for Mom
BBA Prenancy Resal Block, Karla (REVIEVWER) -

4

4 [BCA fAdult Childreny | St Joseph's Cath Saber, Annelie (RE"
4 [BCMC - Redwood Falle 1100 E. Broadwa| hitp:ihws acme.cor|

S dults With Disabilities| 1515 11th Street Soher, Annelie (REY
S dults With Disabilities| 1515 11th Street Soher, Annelie (REY
A |BEOA - Arrowhead Eco| 702 Third Avenue| wiw.aeoa.org Soher, Annelie (REY
A |filiated Counseling C| 924 12th Street E
lbany Public Library | 400 Railroad Ave | hitpifhwass griver. orgl
4 [Blhertville-St. Michael ¢ 11091 Jason Ave| hitp:ihwan asmelinic)
yaleohal and Drug Abus| MM
Alcohal Infarmation Sclf PO Box 83 Duluth Saber, Annelie (RE*
Alice's Senior Care 1600 East Count

Figure 3-91: Assign Audit Records — select and assign to auditor

| Select Al

Once the record(s) is assigned to the system user, the following message will be displayed on
his/her login screen as a reminder.

You have 12 record(s) for audit.
Figure 3-92: Records to be audited message

This message links to the List My Audit Records module.

3.9.3 List My Audit Records

The module List My Audit Records allows users to perform their audit review. Choose Site

Records>List My Audit Records from the menu.
Site Records | Organizations | Cust

Fill out Hew Form

Pending Review

List Incomplete Records
List Approved Records

List Returned Records

List Similar Records

List Actively Shared Records
Glohal Update of Records

List My Audit Records

Delete Records

Search Records in My Area
Search All Other Local Records
Figure 3-93: List My Audit Records Menu
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MedlinePlus

g. Local Go Local for Nevada

Site Records | Customize | Admin | Preview | TextSize | Logout |

List My Audit
Search for all site names that contain | - | | search |
¥l Shared Record v Mon-shared Record
[ABCDEFGHIJKLMMNOPGRSTUWVWXYZAI]
recordfs) found [ = shared record
Site Name URL Assigned Date | Assigned By
Medicare - Nursing Home Compare hitp:hararwe medicare.govNHComparelly 11/08/2007 09: a. adminny
4 | Medicare Prescription Drug Flan hittp:firarer. e dicare. oo 110842007 084 2. adminny
hedhio hitp:hanarw. medmo.net’ 11082007 084 a. adminny
=] ViewiPrint
Audit View Goto Site e

Figure 3-94: List My Audit Recods Option Screen

Select a record by single-clicking on the record. A check will appear next to the record you wish
to modify or view.

e Audit - allows the auditor to view, submit and/or edit the audit record.

o All data fields are "view only" except the Comments field.

o If the user has the need to edit this record, they can click on the "Edit Audit
Record" button. This will bring the user to the regular site record edit form. After
the record editing and submission, the user will be brought back to this audit
form.

0 When the record audit is done, the user can click on the "Submit Audit Record"
button. This action will update the audit time stamp.

e View —allows the auditor to display and print the record.
e (o to Site - opens the Web site in a new window and allows the auditor to review the
Web site and the record simultaneously.

3.9.4 Updating the Audit Date from Edit

The “This record has been audited” checkbox will be added to the bottom of the edit screen
(default=uncheck). When the box is checked and the edited record is submitted or saved as
incomplete the audit date timestamp will update.

Note: Only system users with audit privileges will see the audit checkbox in edit.

This record has been audited |

Submitto Pending | Sawve asIncomplete | Cancel

Figure 3-95: Audit Checkbox

Note: For sites that have not yet released, you can audit records as you verify and complete them
or as you approve them. You do not need to wait for the release to begin the auditing process.
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4. Customization Module

The Customization Module allows you to modify the site's header, footer links, colors, upload
images, create the "About Us" page, provide contact information, and create a featured site for
the homepage. These functions allow you to personalize your site. Any permission level may
customize (Site Administrator, Reviewer, or Selector) before a site is released. However, after
release, changes can be made at any level but can only be promoted to the public pages by the
Site Administrator. All customization modules must be completed before release.

Customize | Admin | Preview |-

Header
Footer
Color Schemes

Image Management

About Us
Sponsorship
Contact Us

Homepage
Figure 4-1: Customize Menu

4.1 Header

From the menu choose Customize > Header.

e Title - Header Title Line is a required field with a character limit of 50
e Tagline - Header Tag Line is a required field with a character limit of 70.
e Logo

o Default Logo - is an outline image of your state provided by NLM. Partial state
coverage can by modified to reflect a specific area. Please contact NLM prior to
releasing a partial coverage site.

o Customized Logo - You may upload an image to use as a logo for your site. The
maximum size is 111 pixels width by 95 pixels height. If the background of your
image is transparent the header color will display as the background.

0 Logo Alt Text - (required field) The default alt text is [area name] logo. You can
edit this.

To view changes, select the Preview button at the bottom of the page. Select the Submit button
to apply all changes.
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4.1.1 Complete Banner

The system allows you to upload a banner that will be displayed in the header of your Go Local
site. Please contact NLM prior to promoting your banner to the Web.

Header |

* Required field

Banner Type: _Default Logo _ Custom Logo » Complete Banner

Header Title Line: % |y Health Minnesota » Go Lacal

Color Scheme Name: EBLUE

Color Scheme: Header EG Page Title Section BG |Subsec‘tion EG Body BG

Maote: “Fou may go to the Color Schemes module to make nevy selection.

Banner Image File Name: hsl_banner_nlm-1.jng |=

my health minnesota »»go local

Banner Image Width: 560 Banner Image Height: 95

Banner Image Alt Text:* | Minnesota logo. |

Banner BG Color: | Search Label Color: | |

Preview Subrnit Cancel

Figure 4-2: Header Screen

Banner specifications include:
e Banner size 560 x 95 pixels, background color must match a selection from the
background color palette.
e Banner should contain logo located on left, site name, and site tagline. Alt tag should
contain site name: tagline
e Banner colors should compliment one of the 5 choices from the page color palette.

Please note that the banner will be a fixed length of 560 pixels. Depending on the size of the
monitor, it will not extend the full length of the header. Therefore, you may want to pick a
design that has a solid colored background. Avoid intricate designs with a multicolored
background. You can match the header (using the Banner BG Color Box as detailed below) to
the background color so it appears that the banner extends the full length of the header.

4.1.2 Changing the Search Label Color or Banner Background Color
There are several ways to change the search label color or banner background color.

e Select the color box next to each option then:
e Choose a color from the color palette or
e Enter in the hex code in the upper left corner of the color selection box

MedlinePlus
g. Local Input System Manual 68 Rev. 01/17/07



Customization Module

Header

* Required field

Banner Type: _ Default Lago _/Zustom Logo « Complete Elan%er

Header Title Line: *  |My Health Minnesota - Ga Local |

Color Scheme Name: ELUE

Color Scheme; Header BG Page Title Section BG

Mote: You may go to the Color Schemes module to make new selection.

[errerer

Subsection BG Body BG

Banner Image File Nan

Banner Image Width: 95

Banner Image Alt Text

Banner BG Color: Jf|<«— Search Label Color: | | +—
Presie Subimit

Cancel

Figure 4-3: Changing Search Label or Banner colors

Or,

Select the color wheel in the upper right corner of the color palette then choose a color by

clicking on the palette or enter the RGB color into appropriate box. The system will convert
the RGB code into the correct hex code.

Header

#* Required field

s

Banner Type: _ Default Logo _ Custom Logno = Complete Banner

Header Title Line: * |My Health Minnesota - Go Local |

Color Scheme Name: BLUE
Color Scheme: Subsection BG || BodyBG |

Header EG Fage Title Section BG

Mote: You may go to the Color Schemes module to make new selection.

Banner Image File Nan

r

Banner Image Width: ge Height: 95

Banner Image Alt Text:

Banner BG Color: |

 mml = e Color: ||
Ok C |
Preview ‘_lﬂl F A [2__{2_ .\ [ Cancel
Figure 4-4: Header Color options using RGB
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Note: The Search color should contrast with the background color and be clearly visible to low
vision users. The Go button for Search is yellow; therefore, the background color should not be
yellow or gold.

4.1.3 Upload a banner

e Upload a 560 x 95 image into the Image Module. Access the image module under the
main menu > Customize > Image Management

e From the main menu, select Customize > Header select Complete Banner. Then, select
the image you want from the Banner Image File Name pull-down menu

e Change background color by selecting Banner BG Color box.

4.2 Footer
From the menu choose Customize > Footer.

e The Footer links appear at the bottom of each page. The Footer module allows you to
provide links to the institutions affiliated with your Go Local site. The system will
automatically generate the appropriate NLM footers, including copyright, privacy, and
accessibility.

e Only one footer link is required. Up to four personalized footer links can be displayed.
The 'Linked Text' is the text that is displayed in the footer, such as the name of your
institution. The Linked URL is the url of your institution. The url must contain http://
and a domain extension, for example ".edu™

e To view changes, select the Preview button at the bottom of the page. Select the Submit

button to apply all changes

* Required field
Add Footer Links
Mote: You may add up to 4 links in the footer.

Linked Text 1: ¥ |University of Arizona

Linked URL 1: * | hitp:/f‘www.arizona.edu

Linked Text 2: Arizona State University

Linked URL 2: http:iwww. asu.edu

Linked Text 3: Arizona Department of Health

Linked URL 3: http:ifwww arizana.gov

Linked Text 4: Grand Canyon Health Senvices

Linked URL 4: http:/fwww.grandcanyon.com

Preview Submit Cancel

Figure 4-5: Footer screen
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4.3 Color Scheme

Choose Customize > Color Schemes from the menu.

e The 'Color Scheme' module controls the color of the header background, the page title,
the section background, and the subsection background. There are currently five color
scheme choices.

0 The default color scheme for the Go Local pages is purple. You can change color
schemes by clicking the narrow column to the left of the color scheme name. A
checkmark appears next to your selection. When you choose Select the Submit
Color Scheme Selection, you will see a confirmation screen displaying all the
colors of the selected color scheme. Click Yes to continue and apply changes or
No to revert back to the color scheme selection screen.

Color Schemes

5 record(s) found

__| scheme Name | Header BG | PageTitle | Section BG | Subsection BG | Body BG Current Pick
BLUE [
oL —
ORANGE I
PURPLE I Yes

"~ Submit Color Scheme Selection | El-l"'*‘f::”"[

Figure 4-6: Color Schemes Selection Window

Color Schemes

Confirmation

Select this color scheme for your area?

Color Scheme Name: GREEN

Color Scheme:

Header BG Page Title Section BG | Subsection BG ‘ | Body BG ‘
i i i | || |

Are you sure you want to continue? | Yes Kl Mo ] Elp.i;::u

Figure 4-7: Color Scheme Confirmation

MedlinePius
g. Local Input System Manual 71 Rev. 01/17/07
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Each of the colors listed in the five color schemes is represented by a hexadecimal code. The
hexadecimal code may be useful when creating marketing materials in support of your Go Local

site.

Table 4: Color Scheme Hexadecimal Codes

Color

Hexadecimal Color Codes

Blue

Header #355f99
Page Title #355f99
Section #7¢97bd
Subsection #d7e0eb
Body #f2f48

Green

Header #22634f
Page Title #22634f
Section #709a8d
Subsection #d4e0dc
Body #f0f5f3

Olive

Header #527233
Page Title #527233
Section #8fa47b
Subsection #dde4d7
Body #f3f6f1

Orange

Header #9b4215
Page Title #53459a
Section #8387b4
Subsection #d7d8e7
Body #f3f3f8

Purple

Header #4a3e8a
Page Title #53459a
Section #8387b4
Subsection #d7d8e7
Body #f3f3f8

4.4 Image Management

Choose Customize > Image Management from the menu.

The 'Image Management' module allows you to upload and store images for the header logo,
featured sites, and the "About Us" page. Image types are limited to .gif or .jpg

e Click the Upload New Image File to Server button and browse to where the image is
stored on your PC. Then click the Upload Image File button. A confirmation page will
display the image file name, size and the image. Select the Yes button for the image to
upload or No to cancel.

e The uploaded images appear on your list of available images on the Image Management

window.
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Note: There is no size limitation when uploading images. However, there are size limits for the
header logo and the featured site image. You can also display images on the "About Us" page;
there is no size limitation for this page.

Select your image file: |C:\Documents and SettingstmarelimDesktoply  Browse. . |
Upload Image File | Close |

Figure 4-8: Upload image file to server screen

Upload Image Fi

Confirmation

Image File Mame: ChiDocuments and SettingsimorellmDeskiopigo_local_logoZ jpe
Image Width: 196
Image Height: 66

MedlinePlus

ge Local

Are you sure you want to upload this image? _Yes | Mo |

Figure 4-9: Upload Image Confirmation

e The 'Image Management' module contains a search box to help locate images that you
have uploaded.

¢ You can limit your search alphabetically or by the pull-down menu filter choices start
with or contain.

e A selected image can be viewed (to see a larger scale picture) or deleted from the list.
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Search for all Image File names that contain =~ | - || Search |

First 20 record ) found

Upload Mew Image File to Server

Image File Name

alf.gif

eaE -

Wiewy

zgo-webl.gif

azgo-web 2 gif

AHAGoHealthwChallengePstr PG

AzhrSmallLogo.jpg

=] ViewiPrint
| Delete | =l

Figure 4-10: Image Management Window

MedlinePlus

ge Local

Go Local for Arizona

Image File Name:
Image File Height:
Image File Width:

Clase |

MedlinePlus Go Local: View Image File

azgo-web1.gif
95
111

Arizona
Go

Local

Figure 4-11: View Image
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4.5 About Us

Choose Customize > About Us from the menu.

You have complete control of the content of this page. It can contain text, links, images (see
Image Module), and bulleted items. The requirement for this is that you enter the correct HTML
tags. For example:

Example of paragraph HTML tags:

<p>Welcome to MedlinePlus, a goldmine of good health information from the world's largest
medical library, the National Library of Medicine. Health professionals and consumers alike can
depend on it for information that is authoritative and up to date. MedlinePlus has extensive
information from the National Institutes of Health and other trusted sources on over 700 diseases
and conditions.</p>

Example for bulleted list HTML tags:

<ul>

<li>Did you find what you were looking for?</li>

<li>Do you have a suggestion for improving MedlinePlus?</li>

<li>Did MedlinePlus help you find an answer to your health question?</li>
</ul>

Example for HTML link tag:
<a href="http://www.nIlm.nih.gov/medlineplus/news/fullstory_22341.html">Full Story</a>

Example for HTML image not in the input system:
<img src="http://www.nIlm.nih.gov/medlineplus/images/news1.gif" title="Current Health News"
alt="Current Health News" border="0" width="205" height="25">

Example of HTML image tag for images uploaded into the input system:
<img src= "dablgson2.jpg" alt="Color photo of Dr. Donald A.B. Lindberg and grandson at
computer” align="left" border= "0" width= "160" height= "146">

About Us Information (HTML text)

=p=This is the about us page=/p=

=ul=This is a bullsted list
=li=Bullet 1=/i=
=li=Bullet 2=/i=
=li=Bullet 3=/i=

=lul=

Preview Page Submit Cancal

Figure 4-12: About Us Window
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4.6 Sponsorship Page

Participants can create a separate page to acknowledge sponsoring agencies. This page display
will be optional.

Manage the Sponsorship page by choosing Customize > Sponsorship from the menu.

Customize | Admin | Preview | Tex]

Header

Footer

Color Schemes

Image Management

Abowut Us

Sponsorship [%

Contact Us

Homepage 4
Figure 4-13: Sponsorship Menu Option

This page can contain text, links, and images. Refer to the Image Module section of the Go Local
manual for additional details about uploading images. You need to use correct HTML tags to
control the behavior of the page.

Sponsorship Page

Sponsorship Page Information (HTML text)

Freview Fage Submit Cancel

Figure 4-14: Sponsorship Page Information
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Enter your text, including HTML tags, in the box.
Check how it will look by selecting the “Preview Page” button.
Use the “Submit” box to save the changes.

Examples of HTML tags include:

HTML link tag:
<a href="http://www.medlineplus.gov">MedlinePlus</a>

HTML tag for images uploaded into the input system:
<img src= "meals.qgif" alt="Meals on Wheels Logo">

HTML tag for an image not in the input system:

<img src="http://www.nIlm.nih.gov/medlineplus/images/news1.gif" title="Current Health
News" alt="Current Health News">The bottom of the page will automatically include the
following text:

[Site name] may partner or receive sponsorship funding from the organizations listed on this
page. [Site name] and the National Library of Medicine do not endorse these organizations
and their products or services. Sponsors do not play a role in selecting or editing [Site name]
information.

After making and submitting the changes, Local Administrators of live sites will need to
promote the page.

Do this by going to Customize > Promote Sponsorship Changes.

Once the page has been promoted, a sponsorship link will automatically display at the
bottom of your Go Local public pages.

Customize | Admin | Preview | Tex

Header
Footer
Color Schemes

Image Management

Abourt Us

Sponsorship

Promote Sponsorship Changes R
o

Contact Us

Homepage 3

Figure 4-15: Promote Sponsorship Changes Menu Item
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in cooperstion with U.5. Mational Library of Medicine and National Institutes of Health
Copyright | Privacy | Accessibility | Sconsorship 1
Figure 4-16: Sponsorship Link

To delete a sponsorship page that you have already created, simply delete the text from the
sponsorship box. The Local Administrators of live sites will again have to promote the change.
The system will recognize that there is no information to display. The link appearing at the
bottom of the pages will disappear.

Note: Go Local’s link checker will not be checking links on this page. Sites with a sponsorship
page should periodically check the links.

4.7 Contact Us

The Contact Us page provides a mechanism for users to contact you regarding your site. The
system will generate a standard form that will e-mail messages to the email address you specify.
There are also options for displaying institutional addresses, virtual reference, and additional
comments that will be displayed on the public Contact Us page. Selectors, reviewers, and local
administrators can make changes to the Contact Us page. But, Local Administrators must
promote the changes for them to display on the public page.

Select Customize > Contact Us from the menu bar to create or edit the Contact Us page

information.
Customize | Admin | Preview | Tex

Header
Footer
Color Schemes

Image Management

Ahout Us

Sponsorship

Promote Contact Us Changes
Homepage b

Figure 4-17: Contact Us Menu Option
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The Contact Us module includes the following fields:

e Split e-mail address — “No” by default.
e E-mail address - (Required field) This is the e-mail address to which the contact us
form contents will be sent.

e Display Message - This area is for any text you want to display at the top of your form.

e Disclaimer - This area is for any text you want to display at the bottom of your form.

e Additional Contact Us Information - You can display addresses for up to three
institutions. The institutions will appear on the right side of the screen in order of the
numeric tab.

e Comments for Display - comments added into this field will be displayed on the Public
Contact Us page. This is text only, no HTML tagging is acceptable. If you want to create
a link, please use the Virtual Reference fields

e Virtual Reference Link - This field is provided for institutions that offer virtual
reference, or would like to provide access to some other link. The Linked Text field will
display under the Additional Contact Us addresses. The Virtual Reference URL url must
contain http:// and domain extension, for example .edu

Contact Us

* Required field

Split E-mail Addresses based upon geographic location? s » Mo

Mote: You may split up to 4 emails.

E-mail Address:¥

Display Message:

Disclaimer:

info@nevadahealthnet.org

Far infarmation ahout Mevada HealthMet or to update, delete or add ta your listing
orto submit a suggestion far a new listing, please contact us by email.

Mevada HealthMet provides infarmation about health services for residents of |+ [

Mevada. Mevada HealthMet is an information service only, and does not
diagnose medical conditions, offer advice, or endarse specific products ar
services. Even though the links featured here have been reviewed by

Additional Contact Us Information:
Mote: You may have up to 4 listings.

Institute 1 |

Institute 2 Institute 3 | Institute 4

~Required field

Address 1:/
Address 2:
City: »
State: ~
Phone #:
E-mail:

Comments for
Display

Institute Name:™ University of Mevada Schoal of Medicine, Savitt Medical Library

Fennington Medical Education Building! 306

.R.eno
Mevada |+ Zip : A 89557 |-|0151 |
775-784-4625

infoi@nevadahealthnet.ory

The Library will be closed on honday, Moy, 12th - Veteran's Day Holiday.

Include "Link to ¥irtual Reference"? fes = Mo

Linked Text:

¥Yirtual Reference URL:

Presiew

Submit ' Cancel

Figure 4-18: Contact Us Data Entry Screen
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Contact Nevada HealthNet, NVHN

For information about Mevada HealthMet or to update, delete or add to your listing or to submit a suggestion for a new listing, please contact us by email.

& Send us Feedhack " Suggest a Resource Contacts

University of Nevada School of
I Medicine, Savitt Medical Library
Pennington Medical Education
Ve Building/ 306
Fena, MYy 82557 - 0151
| 775-784-4625
infoiF@nevadahealthnet. arg
The Library will be closed on Maonday,
Maow. 12th - Weteran's Day Haliday.

Your Mame

Subject {Required)

Message (Required)

i
Figure 4-19: Contact Us Public Display

Split e-mail address
This feature allows you to have more than one e-mail address receive user messages via the

"Contact Us" form. The e-mail that receives the message is based on county or region chosen by
the sender. If the sender does not select a county or region, the system uses the default e-mail
address.
e You can assign e-mail address by county (or region depending how your local area is
assigned). After selecting the 'Yes' button, the system will prompt you to add up to three
e-mail addresses. Only one of the entered e-mail addresses can be the default.

* Reguired field

Split E-mail Addresses based upon geographic location? DR =L Mo

Mote: You may split up to 4 emails.

E-mail Address Assighments; * E-mail Address vl Default
| E-mail Address |Defau |-i-r-{l;|-:|@né-ﬁxé-ﬂaﬁéélfﬁnet.nrg S
contact@nvhn.org Mo ! Add [
Edit
| Remove |
E-mail Location Assighments: * Dpen Counties Window

Figure 4-20: Default Split e-mail Address

e To assign e-mail addresses by county or region, choose an e-mail address from your list.
e Then click on the Open Counties (or Regions) button. You will see your area and a list of

counties.
e Click on the county, a checkmark will appear next to the county name.
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e Click on Apply to add that county to the e-mail address you are editing. To choose more
than one area hold the control (Ctrl) key down as you make your selections.

e Select the Apply button, an * will appear next to the counties/regions that are assigned e-
mail addresses.

e Select another e-mail address from the pulldown and repeat assignment process. The
system will not allow you to proceed from this module until all of the counties/regions
are assigned.

E-mail Address Assignments: * E-mail Address | Default
| E-mail Address Default
contact@nyvhin.org Mo | Add
4 |info@nevadahealthnet.arg Yes Edit
Rermove
E-mail Location Assighments: * _ Open Counties Windmw
E-mail Address State County
contact@nyhn.org Mewada DOUGLAS
contact@nvhn.org Mevada
contact@nvhn.org Mevada 2§ - M ) ;LQL
infog@nevadahealthnet.org
Search for all counties that contain |~ | search
REmOVE SOy [ABCDEFGHIJKLMMNOPRQRETUVWXYZ Al
Display Message: Farinfarmation akbout 17 record({s) found * ndicates cournly is already assigned.
orto submita sugges State County -
4 [ Mevada CARBOMN CITY
4 [ rMevada CHURCHILL
Disclai . - Mevada CLARK
ISclaimer: Mevada Healthiet prc Mevads DOUGLAS *
Mevada, Mevada Heal .
diagnose medical cor Mevada ELKO
semices. Even though Mevada ESMERALDA ™
Mevada EUREKA
o : Mevada HUMBOLDT
Additional Contact Us Information: Newda LANDER
Mote: You may have up to 4 listings. i _ e i
Anply : Close

Figure 4-21: Assigned Counties for Contact Us Sp'Iit e-mail
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4.7.1 Feedback and Suggest a Resource public pages

There are two forms that the public can use to contact individual Go Local sites: Send us
Feedback and Suggest a Resource.

e Send us Feedback — used to receive general comments. The subject and message are

required fields.

Ze Local
Contact Nevada HealthNet, NVHN

For information about Mevada HealthMet or to update, delete or add to you

# Send us Feedback T Suggest a Resource
our Mame

Your E-mail

Subject (Required)

Message [Required)

Figure 4-22: Send us Feedback online form
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Suggest a Resource - data fields prompt users for specific contact information about

Nevada HealthNet, NVHN

Connecting Health Resources in Nevada

Contact Nevada HealthNet, NVHN

potential resources to be listed in Go Local. The Resource name is required.

For information about Nevada HealthMet or to update, delete or add to your listing or to submit a suggestion forat

 Send us Feedback ™ Suggest a Resource

Your Mame
Your E-rmail

Subject (Required)

|Suggest a Resource

Resource Mame [Required)

YWiehsite LIRL

|

Address 1
|

Address 2
|

City

|

State

|

Zip Code

Phone Murnber

E-mail Address

Brief description of resource or other comments

=l

=

Flease provide us with at least one method of contact for the resource you are suggesting so we can verify

the information.

Figure 4-23: Suggest a Resource online form
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4.8 Home Page

4.8.1 Add Announcement Link

This module allows local administrators to select the announcement links to be displayed on the
homepage. The announcement links include a link to a Google Events Calendar and a
Miscellaneous Link of each site’s choosing. The Miscellaneous announcement link will appear
below the current Featured Site section. The Google Events Calendar will appear on the left side
of the page listed below the Services and Health Information links.

Choose Customize > Homepage > Add Announcement Link from the menu.

Customize | Admin | Preview | Texl

Header
Footer
Color Schemes

Image Management

Sponsorship

Contact Us

Promote Contact Us Changes

Homepage 4 Add Google Event Calendar
Add Announcement Link
Edit Category Helper Texts
Edit Featured Sites »

View Homepage

Promote Homepage

Figure 4-24: Add Announcement Link menu

The Add Announcement Link input screen allows the local administrator to select one or both
links for submission to the homepage. By default, both items are unchecked.

Add Announcement

Google Bvent Calendar

Miscellaneous Link

Title: . |

URL: f i

Figure 4-25: Default Add Announcement Link input screen
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When the “Google Event Calendar” link is checked and submitted, the system checks the Google
API to make sure that the calendar exists. If no calendar exists, an error message will display. In
order for the Google Event Calendar to be functional, the calendar must first be created in

Google and then added to the Go Local system via the Add Google Event Calendar menu option.

4.8.2 Google Events Calendar

The Google Calendar feature can be used as an events calendar for each individual Go Local
project. The Go Local system will link to your Calendar via the Google Calendar ID. There are
three steps to creating a Calendar of Events for your Go Local Area.
1. Create a Calendar in Google
2. Link the Calendar ID number under Customize > Homepage > Add Google Event
Calendar
3. Turn on the Calendar link on your home page by going to Customize >
Homepage > Add Announcement Link

When activated, the Google Events Calendar will appear on the left side of the page listed below
the Services and Health Information links.

;\‘:\ Arizona go Local

Brought to you by Arizona's medical and public fibrarians. — [m.

<Homepage | About | Site Map | ContactUs

g*,'omlfocal

Welcome to Arizona Go Local

Services by Location
Choose your location (City or County) and find services in your area.

Featured Site
Services by Providers, Facilities. and Services
Looking for a physician or other caregiver, hospital, nursing home or pharmacy? Start here.

Services for Diseases and Health Issues

A list of specific health and disease topics from arthritis to weight loss and dieting that will guide you to senvices in
your area.

All Services

Mot sure if you need a healthcare provider, facility or service? Start here.

October is Mational Medical Librarians
Month! The Medical Library

MedlinePlus: Health and drug information for patients, family and friends. Association created the observance
to raise awareness of the importance

Calendar of Events for Arizona Go Local of health information and the
specialized services that medical
librarians offer patients and those in

the health care community. Visit the

Medical Library Association to leam
maore.

Health Information

Figure 4-26: Calendar of Events Link on Homepage

4.8.2.1 Creating the Calendar

Each Go Local area that would like to use this feature must first create a Google Calendar (at
http://www.google.com/calendar). Help on preparing a calendar is available from the Google
Web site. You can access this via the “Google Event Calendar Help” link available within the
input system at Homepage > Add Google Event Calendar.
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Customize | Admin | Preview | TextSize | AreaSwitch | BacktoNL

Header

Footer

Color Schemes

Image Management

About Us

Sponsorship

Promote Sponsorship Changes

Contact Us

Homepage » Add Google Event Calendar [}!

Add Announcement Link

Edit Category Helper Texts
Edit Featured Sites »
View Homepage

Figure 4-27: Add Google Event Calendar Menu Item

Add Google Event Calendar
X

Google Event Calendar Help

Google Calendar ID:|

Freview | Submit

Figure 4-28: Google Event Calendar Help
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‘ 0(-) [e | Search Public Calendars Search My Calendars [‘ksmw Sestch Options

Calendar 8 A Changes saved
Create Fvent R oy | November 2007 @Print Day ‘Week Month MNext4 Davs Agenda
Quick Add Sun Mon Tue Wed Thu Fri Sat

< MNovember 2007 » & o =

S M T W T F S

21 2z 23 24 25 26 Z7

28 22 30 31 1 2 3

4 5 6 7 & 910

E E 10

11 12 B 14 15 16 17 4 5 . 7
18 19 20 21 22 23 24
25 26 27 28 29 30
2 3 4 5 6 7 8

bt Add |~ 11 12 i3 14 15 15 17

My Calendars

23 24

Other Calendars
Manage calendars

25

Figure 4-29: Sample Google Event Calendar

Note: Google will automatically name your calendar using your account name. You can change
the name of your calendar or create multiple calendars with different names and events.

Within Google Calendars, you must set certain sharing options so that your event calendar can
appear on the Go Local homepage:

e Check to select your calendar

e Click “Manage Calendars” to edit the calendar settings

v Add | 7
by Calendars

Cther Calendars /

Manage calendars
Figure 4-30: Manage calendars

e Under the Calendars tab, click “Share this calendar” link to modify the share settings for
your calendar.

Calendar Settings
General Calendars Mobile Setup

My Calendars
CALENDAR SHARING
= Hancy Morell [% Share this calendar Hotifications i

T Calendar of Events for Go Local Nevada Share this calendar Notifications Hide o

Create new calendar

Figure 4-31: Calendar settings
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e Select “Share all information on this calendar with everyone”

e Save the settings

Calendar of Events for Go Local Nevada Details

Calendar Details Share this calendar HNotifications

Customization Module

Share with everyone: " Do not share with everyone Gaoogle Calendar
Lesm mafe * Share all information on this calendar with Use this button an your site to [et others subscribe
everyone ta this calendar. Getthe code

" Share only my free / busy infarmation (hide
details)

Figure 4-32: Google Event Calendar share

4.8.2.2 Google Calendar ID

In order for the Go Local system to link to your Google Event Calendar, you will need to copy

and paste the Google Calendar ID into the system.
To locate the Google Calendar ID:
e Select Manage calendars
> Add

My Calendars
il e rell

Other Calendars /

Manage calendars
Figure 4-33: Manage calendars

e Click on the title hypertext link for your calendar

Calendar Settings
General Calendars Mobile Setup
My Calendars
CALENDAR SHARING

= Mancy Morell Share this calendar

T Lalendar of Events for Go L@ Shared: Edit settings

Figure 4-34: Calendar of Events view settings

Hotifications

Hotifications Hide
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e Scroll down to the section containing Calendar Address. If you have multiple calendars,
the Calendar ID for the first calendar will likely be your email login and the Calendar ID

for additional calendars will be a longer identification code.

¢ Highlight and copy the Calendar ID. Later you will paste this into the appropriate place in

the Go Local Input system (see below).

Calendar | XML JICAL |
Address:
Learn mare
Change
shating
settings

Figure 4-35: Google Calendar ID

4.8.2.3 Adding the Calendar Link to the Input System

Choose Customize > Homepage > Add Google Events Calendar from the menu.

e Type or paste the Google Calendar ID into the field:

Google Event Calendar Help

Google Calendar ID: 45unvSla3qer8isipoog4fidi@oroup.calendargoogle.com

Preview | [ submit | ~ cancel

Figure 4-36: Google Calendar input screen

e Click Preview to preview the site on the public homepage:

Iz
AN Nevada HealthNet, NVHN Search:
Connecting Health Resources in Nevada

Mediling? < Homepage | About | Site M
go Local

Calendar of Events for Go Local Nevada

Today |[EHE3 November 2007 ~ Week Month Agenda (¥

Sun hon Tue Wedl Thu Fri Sat

Figure 4-37: Go Local Event Calendar preview

(Calendar |0 45unvSl53gcEBsfpoogdfd0@ group. calendar google cam) 4
Thiz iz the address foryvour calendar. Mo one can use this link unless you have made your calendar puhlic,
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On the homepage, the calendar will be wrapped with the local area Go Local header and footer.
Other default controls include:
0 Mode = Month
o0 Month Height =5 events per day (set per height of calendar but does not prevent
users from entering more than 5 events.)
o Title of Event Calendar Link = “Calendar of Events for <Area Name> Go
Local”
e Click Submit to submit the Calendar ID into the system
e Click OK for notification message

Notification

The Google Calendar ID has heen added.

& Tolink the calendar to your Go Local homepage,
goto Customize - Homepage - Add Announcement Link.

Google Calendar ID: 45unvala: )
| ok |

Frevigw Submit Cancel

Figure 4-38: Google Calendar naotification

4.8.2.4 Activate the Calendar Link on Your Go Local Homepage

After submitting the Calendar ID into the input system, you also need to activate the link to the
Calendar on your area’s Homepage.
Choose Customize > Homepage > Add Announcement Link from the menu.

e Check the box to add the Google
Event Calendar

e Click Submit (Note: if you choose
to submit the calendar but no Vi Google Event Calendar
calendar has been created, you will
receive an error message). =

Miscellaneous Link

Title:

URL:

Submit Cancel

Figure 4-39: Submit Google Event Calendar
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e Click Yes to continue submission
e Click OK for status confirmation

Confirmation
Save this information?

Google Event Calendar Active:

Title:
The update was successful.
uRL: AN

| OK

Miscellaneous Active: N

Are you sure you want to continue? Yes Ho
Figure 4-40: Add Calendar Status Confirmation

The Local Administrators of live sites will need to promote the Homepage in order for the
Google Event Calendar link to appear on the public page.

Note: You can update or modify your calendar in Google (add new events, etc.) and the
calendar visible from your homepage will automatically be updated.

4.8.3 Miscellaneous Announcement Link

Local Administrators may add an optional link that will appear below the current Featured Site
section.

e Choose Customize > Homepage > Add Announcement from the menu

MedlinePlus
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Customize | Admin | Preview | TextSize | Area Switch | Backto K

Header

Footer

Color Schemes

Image Management

Abowut Us

Sponsorship

Promote Sponsorship Changes

ContactUs

Homepage b Add Google Event Calendar

Add Announcement Link
Edit Category Helper Texts
Edit Featured Sites 3

View Homepage

Figure 4-41: Add Announcement Link Menu

You will see an option for:
e a Miscellaneous Link of the area’s choosing

Customization Module

e aLinktoa Google Events Calendar (see above for information on Events Calendar)

Add Announcement

Google Event Calendar

Miscellaneous Link

Title: |

URL: ! |

Figure 4-42: Default Add Announcement Link input screen

To add the additional “Miscellaneous Link™:
e Check the Miscellaneous Link box

e Enter the name of the link in the Title box. This is the text that will be visible on the

homepage.
e Enter the URL.
e Hit the Submit button.
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Site Records | Organizations | Customize | Admin | Preview | Text Size | Logout

Add Announcemen

Google Event Calendar

v\ Miscellaneous Link
Title: |2l]l]?r First Lady's Conference on Women's Health Is:!
URL: | hittp:'veww.snahec.orgfirstladyindex.php?module=: |
Submit | |  Cancel

Figure 4-43: Add Announcement Link completed input screen

¢ View confirmation page and click “Yes” to continue
e On status screen click “OK” to confirm

Confirmation
Save this information?

Google Event Calendar Active: 1
Miscellaneous Active:

Title: 2007 First Lady's Conference aon YWomen's Health |ssues

URL: hitpfiswwy. snahec.argfrstladyindex php?module=agenda _

f The update was successful.

o

Are you sure you want to continue? Yes No

Figure 4-44: Add Announcement Link Status Confirmation

The Local Administrators of live sites will need to promote the Homepage in order for the
Miscellaneous Announcement link to appear on the public page.

e Go to Customize > Homepage > Promote homepage.
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Customize | Admin | Preview | Text Size | Area Switch | BacktoN

Header

Footer

Color Schemes

Image Management

About Us
il _
| Sponsorship
Contact Us
Homepage [ 4 Adldd Google Bvent Calendar
Add Announcement Link
Edit Category Helper Texts
Edit Featured Sites 4

View Homepage
Promote Homepage

[

Figure 4-45: Promote Homepage Menu Item

e To preview before promoting, go to Customize > Homepage > View Homepage.

The new link will appear under the Featured Site on the right side of the homepage.

Nevada HealthNet, NVHN

Connecting Health Resources in Nevada

<Homepage | About | Site Map | ContactUs

Welcome to Nevada HealthNet, NVHN

Services by Location
Choose your location and find semvices in your area.

Featured Site

Services by Providers. Facilities, and Services

Looking for a physician, hospital, nursing home or pharmacy? Start here.
Nevada's immunization rate is 63%
Services for Diseases and Health Issues and rising for children by age 2
according to the Centers for Disease
Control and Prevention (CDC). Nevada
. Immunization Coalitions Our state
All services has also made great strides in

Mot sure if you need a provider, facility or service? Start here. immunizing our adolescents, and is
continuously working to improve our
adult immunization rates_

A list of specific topics from arthritis to weight loss and dieting that will guide you to senices in your area.

Health Information

MedlinePlus: Health and drug information for patients, family and friends.

2007 First Lady's Conference on
Women's Health Issues

Figure 4-46: Public Display Homepage with Miscellaneous Announcement Link
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4.8.4 Edit Category Helper Text
The Category Helper Text is the text below each of the four choices on the left side of the Go
Local home page. To edit this text choose Customize > Homepage > Edit Category Helper Texts

from the menu.
Customize | Admin | Preview | Text

Header

Footer

Color Schemes

Image Management

Abhout Us

Sponsorship

Contact Us

Promote Contact Us Changes

Homepage b Add Google Event Calendar
Add Announcement Link
Edit Category Helper Texts
Edit Featured Sites 4

View Homepage

Promote Homepage

Figure 4-47: Edit Category Helper Texts Menu

You can edit the text by selecting one of the Categories: All Services; Services by Location;
Services by Providers, Facilities, and Services; Services for Diseases and Health Issues. Click in
the narrow column to the left of category name and then select the 'Edit’ button.

Edit Category Helper

4 record(s) found

Category Name

All Services

Services by Location
Services by Providers, Facilities, and Services
V| Senices for Diseases and Health Issues

[ i | =] ViewiPrint
View Sl

Figure 4-48: Edit Category Helper Texts Selection Screen
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Delete the default text and type in your own text to be displayed on the homepage. Select the
‘Submit' button to save your changes.

Edit Category Helpe

* Required field.

Category Name: Services for Diseases and Health Issues

Helper Text: % |Alistof specifictopics from arthritis to weight loss and dieting that will guide you to
senices in your area.

Submit Cancel

Figure 4-49: Ed.it Category Helper Text Input Screen

4.8.5 Featured Site - (Required)

The featured site will appear on the right side of the homepage. You can change the featured site
as often as you like. Display options include text only, text and image, and image only. Images
must first be uploaded via the Image Module. From the menu choose Customize > Homepage >
Edit Featured Sites.

Customize | Admin | Preview | Texl

Header

Footer

Color Schemes

Image Management

About Us

Sponsorship

Contact Us

Promote Contact Us Changes

Homepage » Add Google Event Calendar
Add Announcement Link
Edit Category Helper Texts
Edit Featured Sites LAl
View He Add Featured Site

List Featured Sites

Figure 4-50: Edit Featured Sites Menu
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4.8.5.1 Add Feature Site

From

the menu choose Customize > Homepage > Edit Featured Sites > Add Featured Site. To

add a featured site, first choose format. Select 'Same Window' if you want the featured site to

open

in the same window, or select 'New Window' if you want the feature site to open in a new

window (recommended).

4.85.1.1.1 Text Only

1.

Add text in the appropriate boxes depending on where you want it to display (before,
after, or both). The Text to be Linked and Title and Featured Site URL are required
fields. The URL most include http:// and .domain.

Click the 'Preview' button to view how the featured site will display on the home page.
Select submit, then 'Save' to add to the Featured Site List. You must submit for featured
site from list for it to appear on the homepage.

#* Required field.

Format of the Featured Site: « Text Only _ Textand Image _Image Only

Open Featured Site in: « Same Window Iewy indow

HTML Text Before the Title:

Text to be Linked as Title: %

Featured Site URL: %

HTML Text After the Title:

Preview Submit [ Cancel )

Figure 4-51: Default Add Featured Site Screen

4.85.1.1.2 Textand Image

1.

2.
3.
4

5.
6.

Repeat step 1 for the Text Only option.

Choose to display graphic (image) either above or below the text.

If you would like the image to link to the featured site select the 'Yes' button.

Select image to display from the Image File Name pulldown menu. Maximum image size
for featured site display is 150 pixels x 150 pixels. Note: Images must be uploaded to
system via the Image Management module.

Add descriptive text for image alt tag (required).

Click the 'Preview' button to view how the featured site will display on the home page.
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7. Select Submit, then 'Save' to add to the Featured Site List. You must submit for featured
site from list for it to appear on the homepage.

4.8.5.1.1.3 Image Only

The image is a hyperlink to the featured site. Repeat steps 4-7 for the Text and Image option to
create an Image Only featured site display on the homepage.

4.8.6 List Featured Sites

From the menu choose Customize > Homepage > Edit Featured Sites > List Featured Sites.
List Featured Site displays the features that you have created. You can retain featured sites for
future use. For example: you may want to spotlight a flu shot clinic that is run annually, or
awareness week for a specific disease or condition.
You can edit, view, and delete feature sites by selecting the site from the list then
selecting the appropriate button below the list.
In the Current Pick column a 'Yes' is displayed next to the featured site that is currently on
the homepage.
To change the homepage display:

0 Click in the narrow column to the left of the feature site name. The column
displays a check mark.
Select the 'Submit for Featured Site' button
Click 'Yes' after reviewing the confirmation screen
The system will take you back to the List Featured Site screen with your new
selection listed as the current pick.

(0]

o

Search for all feature site titles that contain v | search
[ABCDEFGHIJKLMMOPOQRESTU YW XY ZAI]
¥1 racord @) found
| Title Featured Site URL Appearance Date Current Pick
BEST Coalition for a Safe and Drug- hitp: S ivbest org! 05/01/2007 03:44:48

Figure 4-52: List Featured Sites
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Community Programs

DISASTER SERWICES

HIGH SIERRA AHEC

Mewada Immunization Coalitions
FProblem Gambling.

Saint Mary's Center for Health & Fitn
The Mevada Diabetes Association.
There are WIC clinics located inma
United Way of Morthern Mevada.
WORLD AIDS DAY - DECEMBER 1,

Edit Wiew

hitp:itwanere strosehospitals. orgistell
http:fhaseeie redcrosslasvegas. orgl vz
hitp:fhnaieee highsierraahec. argl
hitp:twaies immunizenevada.com/
hitp:fgaming. nv.goviproblem_gamk
http:ifsaintmarysrena fithessinsite.c
hittp:ihasenee diab ete s orgl

hitp i wrashoecounty. usthealthy
hitp e Uvwayreno.argl
hitp:inares.comyf

Delete

09/07720068 05:01:49
OB/052007 12:19:23
01/05/2007 04:50:04
111372007 02:21:42
071272007 05:13:08
087152008 09:46:37
10/26/2006 01:26:22
08/0872007 05:30:36
030572007 05:24:14
1143072008 05:14:50

Submit for Featured Site

Yes

P rint
List

=|Vie
Bil

98



Customization Module

4.8.7 Promoting changes

Customization changes can be made at any account level (selector, reviewer, site administrator);
however, once a site has been released by NLM all changes must be promoted by the site
administrator. Prior to release all changes made by any account level will take effect
immediately. From the menu choose Customize > Homepage > Promote Homepage.

Customize | Admin | Preview | Tex

Header
Footer
Color Schemes

Image Management

About Us
Sponsorship

Contact Us

Promote Contact Us Changes

Homepage 14 Add Google Event Calendar
Add Announcement Link
Edit Category Helper Texts
Edit Featured Sites »

View Homepage

Promote Homepage

Figure 4-53: Promote Homepage Menu

Note: There is no 'View' function from the promotion screen. Therefore, you will first need to
view changes in the Preview module or through the menu by choosing Customize > Homepage >
View Homepage.

Homepage k Add Google Event Calendar
Add Announcement Link
Edit Category Helper Texts
Edit Featured Sites g
Yiew Homepage

Promote Homepage
Figure 4-54: View Homepage Menu
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4.8.8 Promotion Notification

4.8.8.1 Changes made by selectors and reviewers
The system notifies site administrators of submitted changes via a homepage message after
logging into the input system.

e Message reads: The following changes have not been promoted

e The customization module that was changed will be displayed as a red hyperlink.

e Click on the red link to promote changes to production.

The following changes have not been promoted.
« ContactUs
« Homepage

Figure 4-55: Sample Promote Message

4.8.8.2 Changes made by the site administrator

Site administrators may promote changes immediately after submitting to production.
e After you submit changes in the customization module, the '‘Promote’ link becomes live in
the customization module pull-down menu.
e Click the promote link from the customization module to promote changes.
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5. Reports
5.1Link Checker Report

The broken link report is accessible from the main menu Admin > Reports > Link Checker. The
report is run weekly on Sunday and is available to all account privilege levels.

Admin | Preview

Accounts b

Audit b
Map ]
| Language b
Data Export »
Data Import »
_Hﬂpprts 4 Link Checker Report

Weh Stat
Figure 5-1: Link Checker Report Menu

The report consists of the site name, URL, and server error code of the reported broken link. The
URL is ‘clickable’ so you can verify that the link is actually broken. (Sometimes errors are
reported in functioning links.)

XL ink Checker R

Broken Links \ Problem Links Link Returned Message

Search for all site names that conan |~ | | Search |
[ABCDEFEGHIJKLMNOPQRSTUYWRYZAI]

6 record &) found

B Site Hame URL ' Error Code Verify URL
Athal Memarial Haspital - Physician| hitpShwwane atholhospital org/ohysi| 404 Mot Found |
Berkshire Health Systerms - Physicl httphweeeee berkshirehealthsystem| 404: Mot Found |

Berkshire Medical Center hittpitoennse bierkshirehealthsystern| 404: Mot Found |
Compassionate Friends - Yermont | hito s stc ompas sionatefriend| 9202: Host Does Mot E |
Find & Counselor hitpitoennee find-a-counselor netrtr| 404: Mot Found |

South Londonderry Free Library hittpfhaeeene londonderret.orgllibrar] 9202 Host Does Mot E |

List

Turn Off LIRL |De|eteURL| EditURL | | EditRecord | | Wiew | | SubmitVerified URL | [P

Figure 5-2: Link Checker Report Screen

The Link Checker Report is divided into three categories; these categories are based on the error
code returned by the Link Checker:
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Broken Links: URLs listed under this tab are most likely broken and need immediate
attention.

Problem Links: URLSs listed under this tab could be broken or the session timed out due
to slow page loading or other reasons. This queue should be monitored periodically.

Link Returned Message: The Link Checker is reporting an abnormality with the URL,
most likely not broken. This queue should be checked occasionally.

5.1.1 Corrective Actions

There are many corrective actions that can be taken to resolve a link problem. First select the
link by clicking to the left the site name. A checkmark should appear in the left column.

Turn Off URL.: This will remove the URL from the public display, though it still
remains in the database record. This is useful when it may be a temporary problem or a
Web site is reorganizing.

Delete URL.: This will delete the URL from the record and public site.

Edit URL: Type the correct URL into the New URL text box. You can verify the URL
by selecting the Verify New URL link. Click the Submit button to update the record and
public site.

Edit Record: This links to the edit screen, allowing you to edit any data pertaining to that
record

View: View all data in the record

Submit Verified URL: You can remove functioning links that are reported as broken.
Select the checkbox in the Verified URL column. Click on the Submit Verified URL
button to remove the entry from the report display.

Broken Links

6 record ) found
Site Mame

Problem Links Link Returned Message

Search for all site names that contain -vj [ Search
[ABCDEFGHIJEKELMNOFPQRISTUYWRY AL

URL Error Code

Athol Memarial Hospital - Physician
Berkshire Health Systerns - FPhysici
Berkshire Medical Center
Compassionate Friends - Yermont
Find a Counselor

South Londanderry Free Library

hitp fivevewy atholhospital.org/physi

httpiivenei betkshirehealth systern

hitpihnanen bierkshirehealthsystem
hittpitwarene wtcompassionateftiend
ittt find- a-coun gelar. netivr
hittp-tiveweir londondernyt aroilibrar

404; Mot Found
404: Mot Found
404: Mat Faund
9202: Host Does Mot E
404: Mot Found
Y202 Host Does Mot E

Verify URL

-

Turn Off URL
s,

| Delets URL

Edit URL

Edit Record Wiew

Submitterified URL

1Y} = Ve
==

wiPring

List

=

Figure 5-3: Link Checker Report Corrective Action Options
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5.1.1.1.1.1 E-mail notification

Automatic e-mail notification is available when a new Broken Link report is generated weekly.
Select Yes for Link Checker Report? in the individual user account profile accessed from the
main menu Admin > Accounts > List Users or Add User

* Required field.

Last Name: * sdrmirut First Name:* =it Middle Initial:| |

Login Name:* zdminv

Password: & Re-enter Password: & -«
{Must be at least b characters)

E-I'I'IailAddrESSi*idenniss@mail.nlm.nih.guv I

Phone #:

Type of User: o Local Administrator

Account Status: = Active _Inactive
Perform Maintenance Audit? + Yes Mo

2

Receive Link Checker Report? = Ves ND

Desighated Local Area:  Vermont

Subrmit i Cancel

Figure 5-4: Link Checker Report E-mail Notification Set-up

5.2 Web Stat Report

Monthly web stats are available from the main menu: Admin > Report > Web Stat. All
permission levels can access this report. Web stats are run at the end of each month and are
available in the input system at the start of the following month, usually after three working days.
Reports are available for one year. Report formats include PDF (Adobe Portable Document
Format) and CSV (Comma Separated Values) both types can be downloaded to a local personal
compulter.

Go Local statistics include: unique visitors, average visits per day, page views, average page
views per day, referring sites, tops pages, and more.
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[Admin | Preview
Accounts b
Audit 3
Map ]

i Language P

| Data Export »
Data Import »

f Reports L4 Link Checker Report

i Weh Stat
Figure 5-5: Web Stat Menu
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The Report Viewer opens in a new window.

MedlinePlus

ge Local

Select File Filtar:
ALLF v

2007-11-A13 pef [+
2007-11-A13.cav

2007-10-A13 pef
2007-10-A13.cav

2007-10-A1 3-rev.pdf
2007-10-A13-rev.esy
2007-08-A13 pef
2007-08-A13.cav E

| Get Report | |F'rintRepDrt.|

Figure 5-6: Web Stat Report Viewer

Report Viewer

|»

Use the Select File Filter to narrow your selection by file format (PDF or CSV). The *ALL
display will show both the PDF and CSV files.

Select File Filter:

alLe i
ALL*

FOF

ZEY

Figure 5-7: Select File Filter

Display a PDF or CSV report by clicking on a report in the list. The report you selected will be
highlighted in green. Click the Get Report button to load and display the report:
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MedlinePlus

ge Local Report Viewer

SelectFile Filter: E? m =1 | @- i g @ Il— [ 683
ALLT -

E— ﬁ M & | &® [s - f&gn- E (] [rn .
2007-11-A13.pdf [ -

2007-11-A13.cev 2
2007-10-A13 pdf
2007-10-A13.csv
2007-10-A13-rev.pdf

S [ e
2007-09-A13.pdf

2007-08-A13.c5v = INHealthConnect

GetRepart | | PrintReport|

Figure 5-8: Get Report View
Note: You must click Get Report before selecting Print Report.

To download a CSV file click the Save button when the File Download prompt box appears,
otherwise select the Open button to view the report:

MedlinePlus

ge Local Report Viewer
Select File Filter: =
ALL* | [%E

2007-11-A13 pdf [.‘

| File Download i x|

2007-11-A13.c5v

2007-10-A13 pdf Do you want to open or save this file?
SO (R = j Name: 2007-11-413 osv
2007-10-A13-rev.pdf [ Type: Microsoft Excel Workzhest

2007-10-A1 3-rev.csv From:  wasmch nlm.nib.gos

2007-09-413.pdf
2007-09-A13.cov [+ Open | Save Cancel

¥ &lways azk before opening this tpe of file

et Report | I_F'rintRepmt]

harm your computer. IF you do nat trust the source. do not open or

@ wihile filez from the Intermet can be useful, some filez can potentially
zave thiz file. What's the rizk?

Figure 5-9: Web Stat Report in CSV Selection

The CSV file format opens inside of the Go Local viewing window and displays as a
spreadsheet.

MedlinePius
g. Local Input System Manual 105

Rev. 01/17/07



Data Import/Batch Update/Export Profile

Medlin:Plus
ge Local Report Viewer
celoct File Filtar Al vA F INHTaIthonnect . | . | —
AL = 1 i\NHeaIthConnect 1 | | :ll
T 2
11- |~ i
alUZ UL B 0l 3 |Monthly View: Movernber 2007
2007-11-A13.c8v i 4 114172007 0:00 1143042007 23:59
2007-10-A13.pdf 5
B
2007-10-A13 = 5
e 7 |Wisitor Summary
2007-10-A13-rey. pdf a
2007-10-A13-rev.csy 9 |Visitars | 2027
3007-08-413 pdf 10 \a’?s?mrs Wiho \f’?a?ted Once | 1846
11 [Visitors Who Visited More Th 181
2007-08-A13.c5v & 12 |Average Visits per Visitor 125
13
GetReport | | Print Report| |14
: 15 |Wisit Summary
116 |
| 17 |Visits | 2530
| 18 |Average per Day | g4
19 |Average Yisit Duration 0:03:15
20 |Median Visit Duration 0:00:32
21 |International Visits | 0.1458
22 |Visits of Unknown Origin ) 0
23 |Visits from Your Country: Uni 0.8542
4
2R |Hit Syrmmare M
4 4 » M|\displayFile 14l | >|JJ
|&] Done l_l_’_,_’_ & Internet 7

Figure 5-10: Web Stat Report in CSV File Format
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6. Data Import/Batch Update/Export Profile
6.1 Data Import

The site administrator for each Go Local area can upload local records to the Go Local Input
system. The records will be imported with the "Incomplete Record" status. Once the records are
in the Go Local input system, selectors and reviewers can complete the records.

6.1.1 Technical:

You must have Macromedia Flash 8 for the data import module. You can download Flash 8

from:
http://www.macromedia.com/shockwave/download/download.cgi?P1 Prod Version=ShockwaveFlash

6.1.2 Format:
Use CSV (Comma Separated Value) format to import your data.

The CSV file does not require that all 14 data fields be present or that they be listed in a specific
order for data upload. The file can contain any number of standard fields in any order:

Table 5: Site Record Data Fields

Field Name|Field |Description Data
Size required in
field?
Site Name 255 The name of the resource, e.g., Maryland Y
Department of Health, Shriner's Hospital of Boston
Site URL 1100 |The web address of the resource, if one is N
available.

Address 1 200 First line of street address. Elements might include |N
number and street, building, box number, suite, etc.

Address 2 200 Second line of street address, if required. N
City 100 |[cCity N
State 2 State. Must be the two letters state abbreviation N
code (e.g. MD).
Zip Code 5 Zip code. Must be a five digits code. N
Zip Code 4 Must be a four digits code, if extension exists. N
Extension
Phone 200 Telephone number(s) of resource. This is a free N
Numbers format field. Multiple phone numbers are
acceptable (e.g. (703) 222-2222 (301) 456-7893 ext
1234).
E-mall 50 E-mail address N
Site 500 Description of site. May include lists of services, N
Description special features, etc.

MedlinePius
g. Lﬂcal Input System Manual 107 Rev. 01/17/07



Data Import/Batch Update/Export Profile

Field Name|Field |Description Data
Size required in
field?
Organization 2000 [The delimiter "|" ("pipe" symbol) is no longer used |N
Names to separate the multiple organization names. Now

each organization name will be separated by a
"forced line feed" ( [alt]-[Enter] ).

Comments 4000 |Any comments about this record. N
Local ID 15 Free text field for internal use N
] A [ B S ] o -l ] o i [ el [ e oo ey o Tl K ==
Sile Hama Sne URL Address 1 | Address 2 City State Iip Code  Dip Code  Phone E-mail  Organizalion Comments
1 Entersion Numbers Mames
| 'Lfgr'_lsl Wynming 1831 East Casper WY Bza01 (AT G5-46TE Ceniral Wynmng
Sermad Semces, Inc Ath Senil Samces,
Ine
2
Dreigion of Ml thadbi slate. wy.u 6101 Cheyenng WY ERO02 37y Fir- Wiy arming 12132005
Develagemangal sfdddindex asp Yilowilcn F=29 Drpartmant of Connact
Disabilitins o Rd, Sute Health Wyfiyaming
Southcaniral Wyoming 1BEE record
updated
[
Sersces f (he Flpe v kU2 wy i Caibon ET Bz 207 3- Dhepartiient of 1A T05
Wisually mpained - SE e wsp Bidg, 5333 Edut sl Coonnact
Southcentral Yyoming Room 325 Wifiyaming
record
4
| 'I'fer‘.lil Wiynming 1631 East Caspar WY EXE01 {307 265 1 212005
Ratead and Sanior dth AETA Ceonnact
wolundear I"r.;u]:am Wipnming
récond
|5
Parent Education PHp eww wpen.nel 500 Casper WY B2R01 (HE5G) 265 OO 22005
Muatwork « Caniral Wamer EE24 toll fraw, Connact
W'y oming Court, or (307) 265 Wioming
Suite 256 B recond
| B
[ Wioming Stale Health  Mipcfeww wyoming 951 Casper WY Ex Eoll free [B00) Caonnect
Ingurance Infermalion | Seniors comiwshisp h Wemaer ES5-4350 o Wiyaming
Program » Cerral tm Court, (307) 235 récord,
Wyoming Suflg 295 e updalad
7
=7l Lono-Tarm Care Fitlect e wvoming 951 Casoar WY B0 307 13- Wioming Senior 1171572008

Figure 6-1: Sample CSV data displayed in spreadsheet

Note: The minimum required field is site name; however, there must be data in each record that
makes it unique.

6.1.3 System Provided Data:

In addition to the data you provide, the system will automatically provide:
e area_id: Your area_id will be assigned automatically.
e created_date : The current system date will be used as the created_date.
e created_by : The Login Name of the person performing the data import will be used.
e record_status : Records will be assigned "Incomplete™ status.
e audit_date : An audit date reflecting the date of import will be assigned when you select
import type "Upload existing records with Audit Timestamp™ on the data import page.
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6.1.4 Accessing the Data Import Feature

You can access the data import module by choosing Admin > Data Import from the menu. Only
the local administrators have access to this module.

Admin | Preview |

Accounts b
Audit 4
Map ]
Language #
Data Export »
Data Import » Import

Reports ] Error Reports
Figure 6-2: Data Import Menu

The Data Import menu feature is divided into two additional features:
e Import: This will bring up the data import module.
e Error Reports: This will bring up the error reports.

6.1.5 Data Import Module:

From the menu choose Admin > Data Import > Import. Use this form to browse to and upload
your CSV file.

Data Import
CSY Format Help
Select Import Type: —- Please select type — =
Select File to Import: Browse | Clear
Submit W Cancel

Figure 6-3: Data Import Screen

1) Click on Format Help to get assistance on the CSV file format.
2) To select a data file to upload, click on the "Browse™ button
3) Select a file from the browse window.
a) Note: if the browse window doesn't open, please refer to the Troubleshooting section in
this manual.
4) Click on the file name to enter it in the "Select File to Import™ box .

MedlinePlus
g. Lﬂcal Input System Manual 109 Rev. 01/17/07



Data Import/Batch Update/Export Profile

a) The system will only accept .csv files.
b) If you need to deselect the file name, click on the "Clear" button.
5) Select Import Type from the pulldown menu

a) New Records: These records will be assigned a Site Record ID

b) Update Existing Records with Audit Timestamp: A modification to existing records will
also get an Audit Date Timestamp (reflecting the date of import)

c) Update Existing Records without Audit Timestamp: A modification to existing records
will not get an Audit Date Timestamp

Data Import

CSY Format Help/
Select Import Type: --- Please selecttype --- v

-- Please selecttype -—-
Select File to Import: Mew Records
- Update Existing Records with Audit Tirmestamp
Update Existing Records without Audit Timestamp
Submit | Cancel

Figure 6-4: Data Import Select Import Type

For more information on updating records, see the Batch Update of Modified Data section at
the end of this document.

6) When you click "Submit" the selected file will start to upload. The status of the upload
displays on the bottom of this page.
a) The following are the possible messages you may see during uploading:
i) Uploading data file to server
i) Validating data file format
iii) Loading records

Site Records | Organizations | Customize | Admin | Preview | Text Size | Area Switch | Back to NLM Menu ’_’
CSV Format Help
Select Import Type: Mew Records
Select File to Import: -

alabamadata.csy

Cancel

Uploading data file ..

Figure 6-5: Data Import CSV Load Message

MedlinePlus
g. Lﬂcal Input System Manual 110 Rev. 01/17/07



Data Import/Batch Update/Export Profile

6.1.5.1.1.1 Error Handling

Before your file can be loaded into the Go Local database, the system will validate its entire file
format. If there is a problem with the file format, the entire file will be rejected. The possible
error statuses are:
e |f the system cannot upload the selected file due to a server problem you will see an error
status message.

Data Import

Error Status

Unable to upload the selected data file - We are experiencing some
server problems at this time. If problems persist, please inform
your system administrator.

Ok

Figure 6-6: Error Status Message

e Click on the "OK" button to return to the Data Import module. Please contact NLM to
report this problem.

e Once the selected file is uploaded, the data import process will validate the format of the
selected file. If the format is invalid, you will see a status report message.

e Click on the "OK" button to return to the Data Import module.
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6.1.5.1.1.2 Completion of the Data Import process
There are two possible outcomes when the data import process is complete:
e Successful import of complete data - the Status Report indicates successful importation

of records. Select "Yes" to return to the select file to import screen or "No™" to return to
the homepage.

Data Import

Status Report

Import process summary:

= 9 Record(s)imported successfully.

Return to select file to import screen? | ves || Ma

Figure 6-7: Successful Import of Complete Data

e Partial import of data - types of data errors include: missing required field (Site Name),
duplicate records, and exceed size limit.

Data Import

Status Report

Import process summary:

«= 1459 Record(s) imported successfully.
= 64 Record(s) were unable to load due to data error.

All rejected records are saved under the following file:
2008 01 _06 125829 error_maryland_go.csv

You can click the download button to obtain this file or visit the
Admin-=Data Import->Error Reports option for downloading later.

Download

Return to select file to Import screen? | Yes : Mo

Figure 6-8: Status Report for Partial Import of Data
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The system automatically creates an error file containing rejected records. The format for this
error file is almost identical to the original imported data file, except that it contains an extra
field called "error status.” The file name for an error file is
"yyyymmddhhmm_error_filename.csv"

The file name derives from:

yyyy is the year,

mm is the month,

dd is the day,

hhmm is hour and minute in 24-hour time, and
filename.csv is the original imported file name.

Download the error file from this page, or from the input system using Admin > Data Import >
Error Reports.

e Click on the "Download" button to save the file.

Site Records | Organizations | Customize | Admin | Preview | TextSize | AreaSwitch | Backto NLM Menu

Y Select location for download by wwwefga. nim. nih.gov E]EJ

Data Import

Save in: |'C_J test_impart LJ 4 £f E-
El_a]ZDUG_D1_05_14331?_err0r_g|_testMD.csv @__a]maryland_go.csv

Status Report EL) gl _template, csv ELIMD_impart_Tul0s], csv
E._.]gl_template.xls @MD_import_JulDSl.xls
@gl_testMD.csv @_e]Membership.ﬂ.gencies_Edited.cs‘

Import process suf =gl _testMD.ds
Eimport_issues. doc

* 1459 Record|
« B84 Record(s)| £ ' »

All rejected record
2006 01 06 12582 Save as type: I,-’.\II Files [%.%] ﬂ Cancel

You can click the download button to obtain this file or visit the
Admin-=Data Import-=Error Reports option for downloading later.

Download

Return to select file to import screen? Yes | Ma

Figure 6-9: Download Error Report

The report will be saved in Error Reports. You can access the report directly from the link
displayed on this screen or via the input system menu Admin > Data Import > Error Reports.
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6.2 Error Reports Module

This module provides access to data rejected in the import process. The error reports are in CSV
format and can be downloaded directly from the error report list and resubmitted after the data
has been corrected. From the menu choose Admin > Data Import > Error Reports

Admin | Preview |

Accounts b
Audit b
Map [ 2
Language b
Data Export »

Data Import » Import

i u _Fu;p_urts o P Error Reports
Figure 6-10: Error Reports Menu

Data Import Error Reports are automatically created by the system when an error occurs during
data import. In this example, there are 3 reports listed. Each report includes an Import
Timestamp, a File Name, and the name of the user who imported the data when the report was
created. From the list of available Data Import Error Reports, click on a report to select it. Then
choose to View, Delete or Download the file.

Data Import Error R
3 record &) found
import Timestamp File Name Imported By
01/06/2006 12:56:42 PM 2006_01_06_125829_error_maryland | J. McPeak
01062006 10:44:04 A 2006_01_06_104404_error_BookZ.csy| D. Sun
01/05/2006 02:37:06 P 2006_01_05_143706_errar_gl_testMD|J. McPeak
| View | Delete Download Al

Figure 6-11: List of Data Import Error Reports
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6.3 Batch Update of Modified Data

Local administrators will be able to update their existing records with or without the audit
timestamp through the data import module. To do this, you must prepare a CSV file for
importing. We recommend this be done in Excel. For details on using other editors such as
WordPad or Notepad, see below.

6.3.1 Creating the CSV File

The CSV file for data import must include the Site ID as well as the field(s) containing data that
you want to modify.

In addition to the 14 standard data fields (as stated on the first page of this document), the CSV
file for the update data import may also include the following 3 data fields (with Site ID being
required):

Table 6: Update Data Import Site Record Fields

Field Name |Field [Description Data required
Size in field?
Site ID 38 The record ID generated by the go local Y
system.
Display 1 The display status. The values willbe Y or N. N
Reasons Not 2000 |One or more reasons not to display. These N
To Display reasons have to come from the go local
system.

To tell the system to make a change, the CSV file must contain the Site ID field plus any one of
these 16 data fields that have a change to the data. For example:

Table 7: Update Action Site Record Fields

Update Action Entry on CSV|Note
File
Modify a site name Site ID, Site Name The site name will be updated to
000001, National "National Library of Medicine".
Library of Medicine
To remove an e-mail address Site ID, E-mall By using a blank space in the
000001, field, the e-mail address will be
removed.
To add the organization name Site ID, Organization [[The complete list of organization
FDA to a current list of Names, names need to be provided.
organizations 000001, "NLM
NIH
FDA"
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'E3 Microsoft Excel - Bookl

@_1 File Edit Wew Insert Format Tools Data  Window Help  Adobe PDF

DEHRS SIB /LR 9 -8=-4B@ #imv gl e
mxlial
ES - &

A | B | c I D | E | F | &6 |
1 |Site D Address 1 City E-mail
L2 37495 303 Test AVE TEST test@test. com
LagEd] 46622 408 Test DR SW TEST
4 |
i

Figure 6-12: Sample CSV File Created in EXCEL

In this example, the record with Site ID 37496 will have its Address 1 changed to "303 Test
AVE," the city changed to "TEST" and the email address changed to "test@test.com™. The
record with Site ID 46622 is having its Address 1 changed to "408 Test DR SW," the city
changed to TEST and the email address is going to be changed to an empty field.

Whatever is on the spreadsheet will overwrite the corresponding fields in the database. If you
prefer to use a CSV file that contains all of the fields for a record, but only reflects changes in a
select number of fields, it will still work to run the update.

Note: If you create your CSV file from a file that you exported out of Go Local, you will need to
delete the search strategy criteria information provided at the top of the file.

A B ] (| o e [ & | & [ ® ] [ 1= I (s il | ] (o]

1
"2 |Search Criteria
3

4 _|Designatec Alabama
5 |Entered B:All

| & |Entered: " between and
| 7 |Updated B Al
| & |Updated: between and
9 |Reviewsd EAIl

10 |Reviewsd: between and
11 | Audited By All

12 |Audited:  between and
13 |Site ID:

| 14 |Site Name hospice
|15 |URL contains:

16 |Enable UR Both

17 |Approval SApproved, Pending, Returned, Incomplete
18 |Address 1 contains:

19 |Address 2 contains:

20 |City comtai Huntsville

21 |Zip Code: -

22 |State: Al

23 |Phane Mumber contains

24 |E-mail contains

25 |Display E- Both

26 |Description”

27 |Comments:

| 28 |Reason: Al

| 29 |Available 1 Both

|36 |Senice An Use Zip Code, Entire Area, List of Counties or Regions
| 31 |County contains:

32 |Organization contains.

33 |Senice term contains:

34 |Type of Sitall

35 |Topic mame contains:

Gl

E":'ﬁ"_Seamh Re 2 site record(s) found
35

?39 | 2 records are derived 1o match with the selecied export profile setting. |
40

|41 |Site ID  Site Mame Site URL  Address 1 Address 2 City State Zip Code  Zip Code EPhone Mus E-mail Site Descr Organizatin Comments

| 42| 37456 ALACARE hittp:ffswenw 408 GOWVE HUNTSWIL AL 35801 (256) 5391 Provides p 02/07/2006 02/06/2001

; 43 46622 WIREGRA http-/feasewr 303 WILLL STE 116 HUNTSWIL AL 35801 [256) 519-¢ Comprehe WIREGRA 11/10/2005 maodified b

Figure 6-13: CSV File Exported from Go Local

The above example shows the data that was exported from Go Local. The search criteria
information is included at the top of the file. If you are using this type of file, you need to delete
the rows containing the search criteria before making your modifications and before importing
the modified data back into Go Local. In this example, you would want to delete rows 2 through
40 before making changes to the data.
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After you delete the rows, the spreadsheet will look like this:

| A | B [ ¢ | D [ E | F el H ] I | 4 | K | L | M N
1 |Site ID Site Name Site URL  Address 1 Address 2 City State Zip Code  Zip Code EPhone Mur E-mail  Site Descr OrganizatiComments
2 | 37495 ALACARE HOME Fhitp:fwerer 408 GOVERNORETEST HUNTSWILLE AL 3560 (256) 5392 Provides p TEST 02107 2006
3 | 4B5Z2 WIREGRASS HOSIhttp: e 203 WILLIAMSE AW TEST HUNTSWILLE AL 35801 (256) 519-€ Comprehei TEST 1141042002

LLE]]
Figure 6-14: Modified Spreadsheet Data

You can change those fields that need to be modified and import it back into the system.

6.3.2 Importing Modified Data
To import the modified data, choose Admin > Data Import > Import from the menu.

You will be asked to select if you want to update the audit timestamp for the records being
modified.

Data import

CSV Format Help/
Select Import Type: --- Please selectiype - v

- Pleaze select type -
Select File to Import: Mew Records
- Update Existing Records with Audit Timestamp
LIpdate Existing Recards without Audit Timestamp
Suhrnit [ Cancel |

Figure 6-15: Data Import Select Import Type

By selecting "Update Existing Records with Audit Timestamp,” you are telling the system to
make the modifications you specify and to also change the audit timestamp for those records to
reflect the date of the update.

By selecting "Update Existing Records without Audit Timestamp," the system will not alter the
existing audit timestamp for the batch of records that are updated. The only changes made will
be the ones that you specify.
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not prompted to open or save a document, and

instead you remain at the data import screen, try the following: from the menu at the top of your
browser window select Tools > Internet Options.

File Edit View Favorites Help
Mail and Mews
@ Back - J \ﬂ

Address gj http: ffwacfga.nim

Pop-up Elocker
Manage Add-ons. ..
Synchronize. ..
Windows Update

Windows Messenger
Sun Java Console

Intern

S
Figure 6-16: Browser Menu for Internet Options

button

General Securnty | F'rivac_l,ll Eontentl Connectionsl F'logramsl Advancedl
Select a'web content zone to specify its security zettings.
Q¢ 0O @
Localintranet  Trusted sites Restricted
zites

Internet

V)

r— Securty level for thiz zone

Trusted sites

Thig zone containz ‘w'eb sites that you
trust mot to damage your computer or
data.

Custom
Custom settings.
- Ta chahge the settings, click Custom Lewel.
- To uze the recommended settings, click Default Lewvel.

Custarn Level... | Diefault Level |

0K Anply

Cancel |

Trusted sites

@R\

Select the Security Tab. Click on the Trusted Sites icon and then click on the "Sites"

2

2=

‘You can add and remove Web sites Fram this zane, All Web sikes

in this zone will use the zone's security settings.

j Rermayve |

=

™ Require server verification (https:) For all sites in this zone

O

Add this Web site to the zone:
I hittp: fivawncE . nlm. ik gone

Weh sites:

hittps ffdesy sharepoint. nlm.nib, oy
hittps ffnimsbprodl . nlm, nib,goy
https: finlmsbprod1 . nlm. nib. gow
http:finlimsbaa0l. nlm. nib.gow
https: finimsbqa0 1 . lrm.nik, gow
httos: finimsbsal.nim.nib, ooy

oK Cancel

Figure 6-17: Resetting Internet Options

e A new window titled "Trusted sites" will open.

e Deselect the check box near the bottom of the window that states "Require server
verification (https:) for all sites in this zone."

e Copy and paste the input system URL http://wwwcf.nIm.nih.gov into the 'Add this Web
site to the zone' text box. Click the "Add" button.

[ ]

Click "OK" Rerun the search and attempt to import the files again.

MedlinePlus
g. I-ocal Input System Manual

118 Rev. 01/17/07



Data Import/Batch Update/Export Profile

6.5 Loading Data created with an editor

If you created the data with an editor (WordPad, Notepad) the following rules apply. If you
generated the CSV file with Excel or Access, the software will automatically convert the data
appropriately.

1) Fields must be separated with commas.

2) The program ignores leading and trailing space-characters adjacent to comma field
separators.

Table 8: Sample CSV data with single comma delimeters

Original data Data entered in the CSV Data display
National Library of , National Library of National Library of
Medicine Medicine Medicine

3) Fields with embedded commas must be delimited with double-quote characters.

Table 9: Sample CSV data with embedded commas and double quotation marks

Original data Data entered in the CSV Data display
12 Rockville Pike, , "12 Rockville Pike, Rockville (12 Rockville Pike, Rockville
Rockville Maryland Maryland", Maryland

4) Fields that contain double quote characters must be surrounded by double-quotes, and the
embedded double quotes must each be represented by a pair of consecutive double quotes.

Table 10: Sample CSV data with embedded double quotation marks

Original data Data entered in the CSV Data display
Services "free" to ,"Services 'free' to residents”, Services "free" to
residents residents

5) Site Description(s), Comments and Organization Name(s) fields that contain embedded line-
breaks must be surrounded by double-quotes. All other embedded line-breaks will be
automatically replaced by the input system.

Table 11: Sample CSV data with embedded line breaks

Original data Data entered in the CSV Data display
Services include: ,"Services include: Services include:
Testing Testing Testing
Counseling Counseling", Counseling
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6.6 Export Profile

The Export Profile allows you to choose data fields that you want to export and save as a profile.
You can create several profiles using different data fields depending on the needs of your export.

Note: All profiles are user account specific.

Admin | Preview

Accounts b

Audit 4
Map b
Language #

Data Export P Add Export Profile
Data Import » List Export Profiles
| Reports k Set XML Profile

Figure 6-18: Data Export Menu

6.6.1 Add Export File
Add Export Profile is accessible from the main menu Admin> Data Export > Add Export Profile

Choose from Data Field Selection column by dragging and dropping into Data Fields Shown on
Spreadsheet column. The drag and drop will only work when dragging an item to the top of the
list in the Data Fields Shown on the Spreadsheet column. You can also drag a field off the Data
Fields Shown on the Spreadsheet column and back to the Data Field Selection list.

Add Export Profile

* Required field.

Name of Profile * |

: " Data Fields Shown on
Data Field Selecti
spmadShaat Dlsplay Fﬂrmal:

Area ID = | siteld Local Service Term | Local
Areg Mame Site Mame Health Topic Pairs
Site URL = Single Cell _Multiple Cells

Enahle LIRL Yir
Record Status
Address 1
Address 2

Figure 6-19: Add Export Profile - Data Field Selections

Local Service Terms

= Single Cell U Multiple Cells

I aral Health Tanics
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If a data field that contains multiple entries such as Local Service Term/Local Health Topic
Pairs, Local Service Terms, Local Health Topics, Service Areas, Organization Names and
Reason Not to Display are selected, the option of Single Cell (default) or Multiple Cells will be
clickable.

Add Export Profile

* Required field.

Name of Profile % |

Data Field Selection Data Fields Shown on

Spreadsheet Spreadsheet Display Format:
Address Lahel Site 1D Local Service Term | Local
Site Description Site Marme Health Topic Pairs

Display ¥
Reasons Mot To Display

Local Service Term | Local Health Ti = Single Cell

COrganization Mames
Service Area Type + Single Cell

Service Areas

_Multiple Cells

Local Service Terms

_Multiple Cealls

Local Health Tonies

Figure 6-20: Spreadsheet Display Format — Single or Multiple Cell Selection

Single Cell will display all of the data in one cell.

Prescription Programs | Financial Assistance
Prescription Programs | Health Insurance
Prescription Programs | Medicaid
Prescription Programs | Medicare
Prescription Programs | Medicines

A | E ! c [ D E
| 1 |Site D Site Name Local Service Term | Local Health Topic Pairs  Local Service Terms Local Health Topics

5247 Morthern Arizona VA Health Care System Ambulatory Care Centers | Health Facilities Ambulatory Care  Alcoholism
Ambulatory Care Centers | Rehabilitation Centers Cancer
Ambulatory Care Centers | Veterans and Military Health Insurance  Dental Health
Health Pragrams Diabetes
Health Insurance Programs | Financial Prescription Diagnostic Imaging
Assistance Pragrams Dialysis
Health Insurance Programs | Health Insurance  Primary Care Disabilities
Health Insurance Programs | Managed Care Serices Drug Abuse
Health Insurance Programs | Medicaid Social Sewvices Environmental Health
Health Insurance Programs | Medicare Eye Wear

Financial Assistance
Health Facilities
Health Insurance
Hean Diseases
Homeless Health

Primary Care Services | Cancer Concermns
=] Primary Care Services | Dental Health Hosnice Care
13| 5524 Asizona Poison and Drug Information CentePoison Control Centers | Child Safety Poison Control Child Safety

2
5
Figure 6-21: Exported Data Single Cell Display

Multiple Cells will display the data in multiple cells, repeating the associated data.

Figure 6-22: Exported Data Multiple Cell Display

A B c D E
I_‘Site I Site Mame Local Semvice Term | Local Health Topic Pairs ™ O Local Senace Terms ™ DisgLocal Health Topics ™ Display |
2 5247 Norhern Arizona VA Health Care Systern Ambulatory Care Centers/Rehabilitation Ambulatory Care Centers  Rehabilitation
< 5247 MNorthem Anzona %4 Health Care System Ambulatory Care Centers/Rehabilitation Ambulatory Care Centers  Rehabilitation
4 | 5247 Northern Arizona A Health Care Systern Ambulatory Care Centers/Rehabilitation Ambulatory Care Centers  Rehabilitation
15 | 5247 Morthern Arizona A Health Cane Systermn Ambulatory Care Centers/Health Facilities Ambulatory Care Centers  Health Facilities
| E 1) 5247 Norhern Anzona VA Health Care Systern Ambulatory Care Centers/Veterans and Military Hea Ambulatory Care Centers “Veterans and Military Health
| 5247 Morthem Arizona %4 Health Care System Health Insurance ProgramsiFinancial Assistance  Health Insurance Programs  Financial Assistance
B 5247 Morthern Anzona V4 Health Care System Health Insurance Programs/Financial Assistance  Health Insurance Programs  Financial Assistance
S 5247 MNorthemn Arizona 4 Health Care Systern Health Insurance ProgramsfMedicaid Health Insurance Programs  Medicaid
RLN 5247 Northern Arizona VA Health Care Systern Health Insurance Programs/edicare Health Insurance Programs | Medicare
|11 5247 MNorthemn Arizana 4 Health Care Systemn |Presciiption Programs/Financial Assistance Prascrigtion Programs Financial Assistance
|12 ] £247 Morthem Arizona VA Health Care System |Health Insurance Programsiealth Insurance Health Insurance Programs  Health Insurance
[dah| 5247 MNorthemn Arizona V4 Health Care System Health Insurance ProgrameiHealth Insurance Health Insurance Programs  Health Insurance
14 5247 Morthem Anzona V& Health Care System Health Insurance ProgramsMeslth Insurance Health Insurance Programs  Health Insurance
151 5247 Monthemn Arizona A Health Care Systern Health Insurance ProgramafManaged Care Health Insurance Pragrams  Managad Care
16| 5247 Northern Anzona WA Health Care System Health Ingurance Programs/anaged Care Health Insurance Programs  Managed Care
Lokl | 5247 Morthern Arizona V4 Health Care Systern Health Insurance Programeifanaged Care Health Insurance Programs  Managed Care
18 5247 MNorthern Anzona VA Health Care System Health Insurance Programs/fedicare Health Insurance Programs | Medicare
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ort Profile [

* Required field.

Data Import/Batch Update/Export Profile

The Export Profile must be named before it can be submitted.

Name of Profile # | Mapping

Data Field Selection

Figure 6-23: Export Profile Naming

Data Fields Shown on
Spreadsheet Spreadsheet Display Format:

An optional description can also be added to each Export Profile.

Description

Submit

Serice term and health topic mapping|

Reset

Figure 6-24: Export Profile Description

6.6.2 Lis

t Export Profiles

Cancel

Once a profile is submitted and confirmed it will be available in the List Export Profile queue for
the user's account.

List Export Profiles is accessible from the main menu by choosing Admin> Data Export > List

Export Profil

in the

\| Search Cri

Edit

€s.

profile.

Select the export profile for your export results = ViewPric

To run the export profile, you first need to run a search.

Once a search criteria is entered and the search is done, select the Export button.

You will be prompted to choose a profile from the List Profile queue.

Select a Profile and click 'OK" and confirm the system will pull the data fields specified

= l Select Export Profile for Export ﬂ
i

Profile Name

2 record)
| Site N2

amend | ¥
Grand

Basic profile

label2

Mapping

multiple cells

single cell

Standard Export Profile
test ofthe export profile
Test_standard_\With_SitelD

0K |

Figure 6-25: Select Export Profile for Export

atus

snding
inding

Cancel
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Note: If after selecting an export profile you are not prompted to open or save a document, and
instead you are returned to the search results page, try the following:

From the menu at the top of your browser window select Tools > Internet Options.

Fle Edit View Favorites Help

' Mail and Mews 3
@ Back - [ \ﬂ Pop-up Blocker >
= —{  Manage Add-ons...
Address @j http:f fewnacFga.nim Synchronize. ..

Windows Update

Windows Messenger
Sun Java Console

Inkern

%
Figure 6-26: Browser Menu for Internet Options

e Select the Security Tab. Click on the Trusted Sites icon and then click on the "Sites"
button

21
General Security | Privac_l,ll Eontentl Connectionsl ngramsl .&dvancedl

Select a'weh content zone to specify itz security zettings.

¢ 0 @

Internet Local intranet  Trusted sites Restricted Trusted sites ﬂ 5[
sites
Trusted sites o ‘¥ou can add and remove Web sites From this zone. All Web sites
This zone contains Web sites that you in this zone will use the zone's security settings.
trust mot bo damage your computer or \
data.
: . Add this YWeb site to the zone:
r— Securty level for thiz zone
I hEkp: ffwvacE  nim. ik gos
Cuszstom ’
: Weh sites!
Custom settings. _ -
- T change the settings, click Custam Lewvel. hittp: /dev.sharepoint.nim.nif.gov - REMmOYE |
- T uge the recommended settings, click Default Level. httpeffrimsbprodl.nim. nib. goy
https: finimsbpradl  nlm, nik, gov
hittps ffnimsbogatd . nlm. nib.goy
https; finlmsbgadl .nlm.nib, gov
httos: ffnimsbsal . nlm.nib, ooy LI
Eustom Level... | Default Level | [ Require server verification (https:) For all sites in this zone
Ok I Cancel | Spply oK | Cancel

Figure 6-27: Resetting Internet Options
e A new window titled "Trusted sites" will open.

e Deselect the check box near the bottom of the window that states "Require server
verification (https:) for all sites in this zone."

e Copy and paste the input system URL http://wwwcf.nlm.nih.gov into the 'Add this Web
site to the zone' text box. Click the "Add" button.

e Click "OK" Rerun the search and attempt to import the files again.
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6.6.3 Deleting an Export Profile

From the main menu Admin > Data Export > List Export Profile select a profile and click the
"Delete" button and confirm.

6.7 Data in XML Format

XML data is generated for all the records in a local area once a week on Saturday morning. The
previous week's XML is overwritten with new data.

To generate weekly XML from the main menu select Admin > Data Export > Set XML Profile
select radio button "Yes" and click the Submit button. The XML will be generated on Saturday
morning.

Note: Depending on the number of records that you have the XML could potential be very large.
It is recommended that you save the file then open it rather than opening it in your browser.
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7. Other System Functions

7.1 Global Update of Records

The purpose of global update is to allow local administrators to make data changes
simultaneously to up to 2500 records at a time. Global Update is only available at the Local
Administrator permission level. When records are updated via Global Update, the system will
generate an email confirmation and a Global ID number. The Global ID number is associated
with the records that were updated and is referred to by NLM if the data needs to be reverted
back to its original form. Local Administrators have 14 days to notify NLM that the data needs

to be reverted.

Global Update can be accessed from the main menu by choosing Site Records > Global Update

of Records.

|S'rte Records | Organizations | Custol
Fill out New Form
Pending Review
List Incomplete Records
List Approved Records
List Returned Records
List Similar Records
List Actively Shared Records
Global Update of Records

Delete Records

Search Records in My Area
Search All Other Local Records

'Figure 7-1: Global Update of Records Menu

The Global Update form has three tabs: Search Criteria, Results, and Current Group Selection.

Search

Clear

-

[E (mmddiyyyy)

-

Entered By All
Entered between 7H and
Last Updated By All
and i b I |

Figure 7-2: Global Update ofhligé"o"r“ds Screen

T
R e e T e A

MedlinePlus
g. Lﬂcal Input System Manual 125

Rev. 01/17/07



Other System Functions

7.1.1 Search

1) Enter your search strategy into the Global Update search form
2) Select the Search button

7.1.2 Results

1) From the Results screen, select the records that you would like to update as a group by
checking the checkboxes in the Group Selection column
2) Select the Confirm Group Selection button at the top of the results list

Global Update of Recol

 Search Criteria " Criteria " Results

( Corfirm Group Selectmn) =] U'ie-f::rlnt
7 recordss) found Yiew Record ] Select All .' . Clear All |
- : : Group
Site Name Address URL Modified Display? |Status
Arnerican Red Cross - Cet| Hugh Weedan Bl hitpefcentralvinl) 0270452006 | Yes Approved
American Red Cross - Cerf John & Mary Rus:| hitpcfcentralvtnt) 11525802005 | ves Approved
Armerican Red Cross - Cet| P.O. Box 514 Stre| hitpeicentralint) 0210452008 | Yes Anproved
Armerican Red Cross - Gre| 215 Pleasant Stry hitpfwewewegrmc | 1172202005 | Yes Approved —1
American Red Cross - Gre| 81 High Street Br| hitpcfanaene grmc | 1152582005 | Yes Approved _
Armerican Red Cross - Gre| 1989 Union Street| hitpcfwawewe g | 02/04/2006 | Yes Approved 1]
American Red Cross - Mor 29 Mansfield Avel| hitpcfanaeen mvtre| 1152582005 | Yes Approved Ll

Figure 7-3: Global Update of Records - Confirm Group Selection of Results

7.1.3 Current Group Selection

1) The Current Group Selection tab displays the records that have been selected for a global
update.

2) Select one baseline record by clicking on the left column (checkmark will appear).

3) Select the Global Edit button

4) Any field can be edited. All edits made to the baseline record will be applied to each

records in the

Results

'Search Criteria |

A\ Current Group Selection
7 =| View/Print
C Global Edit ) ok

Display?

3 recordE) in tis group

Site Name Address URL Modified Status

Figure 7-4: Global Update of Records - Current Group Selection Screen

| 4 | Akierican Red Cross - Central Hugh ¥Weedon Buil| hitpfcentralvinhval | 02/04/2006 | Yes Approved
erican Red Cross - Centrall John & Mary Russe| hitpiicentralbtnhyal [ 1172502005 | Yes Approved
American Red Cross - Central) P.O. Box 514 Streel| hitp:#centrabinhval | 027042006 | Yes Approved
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K

Search Criteria Resulis Current Group Selection

Global Edit

Confirmation
arecoraey v

The changes you make to this one record will he saved

: 1
Site Nam i'_\ to all recards in this group. Continue? |
4 | Americar
Armericar |
Arericar by Sl |

Figure 7-5: Global Update Current Group Selection Confirmation

7.1.4 Editing:

The baseline record will open in an Edit Site Entry for Group form. All changes made to this
baseline record will be applied to each of the records in the group. Since there are a variety of

data fields in the Go Local records, there is some variation to how the data is updated depending
on the field type.

7.1.4.1 Different behavior for changes to different field types:

e Multiple selections: Changes to selections in multiple data fields will be
added/subtracted to the existing data. They will not overwrite all of the data appearing in
the data fields. They will only overwrite in those instances of a 1-to-1 match. For
example, if you add a local service term to a baseline record, that service term will appear
in addition to already existing local service terms appearing within the group. If you
remove a local service term from the baseline record, it will be removed as a service term
from the records within that group that already contained that service term; but, the
remaining service terms will not be changed.

Display? es = Mo
Reasons not to display | Reason Name B
Broken link

|
vl | Checkfor later display
| Containg advertising
| Duplicate
v | Need to verify

| | Mot Authoritative | i

Local Service Terms * Open Local Service Terms Window

Local Service Term Service Type Local Health Topics

Health Education Program| ProgramsiServicesiE||Disaster Preparation and Recovery{"Other”
First &id Instruction Progra| ProgramsrServicesig||First Aid("Auto™) v
Blood Banks Facilities Blood Transfusion and Donation"Auto")

Edit Delete WView Terms Assignment

Figure 7-6: Edit Site Entry for Group Form
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e Text Fields: If you make a change in a text field, such as the description or comments
field, the text in the baseline record will overwrite the text for all the records in the group.

E-mail Display E-mail? _|

Description |The Amertican Red Cross provides reliefto victims of disasters and will help people
prevent, prepare for, and respond to emergenciea.|

Figure 7-7: Description Field Changes in Edit Site Entry for Group Form

7.1.5 Confirmation:

Once the global update is submitted, the system will display a confirmation screen listing the
data and fields that were updated. At the bottom of the screen, you will see the message, “The
changes you made will be saved to all records in this group.” Select either “Yes” or “No” for “Is
this information correct?”. A “Yes” selection will complete the update and a “No” selection will
take you back to the “Edit site Entry for Group” screen.

Edit Site Entry for Group

Confirmation (group)

Save this modified infermation?

Description: The American Fed Cross provides relief to victims of disasters and will help people prevent,
prepare for, and respond to emergencies.

The following reasons not to display have been added:
Check for [ater display

MHeed to verify

Display to Public: M

Figure 7-8: Edit Site Entry Group Confirmation

e The system will generate an e-mail after each Global Update to the person who
performed the update.
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E MedlinePlus Golocal - Global Update ID #1087-1 - Message (Plain Text)

! File Edit Wiew Insert Format Tools  Actions Help  Adobe POF
i CaRenly | EEReply to All | 3 Forward | S 2o [ LA [ ¢ (S 3 X |« - o - A @ !

From: LM Medpladm Sent:  Fri 6/8/2007 2:52 A

To: Dennis, Stephanie (MIHMLM [E]
Co
Subject:  MedlinePlus Golocal - Global Update ID #1087-1

Group editing of the selected records haz been completed.

If this change was made in error, please contact the NLM Go Local Tesmn as soon as possible. They can
recover the original records within 14 days.

Plegase keep the group ID listed kbelow for future reference:
ID: 1087-1

Figure 7-9: Global Update E-mail Confirmation Message

7.1.6 Data Revert:
If you want to undo the Global Update and revert back to the original data please notify the Go
Local Team at NLM (GOLOCAL-ADMIN@LIST.NIH.GOV) within 14 days. Please provide
the group ID listed in the e-mail as a reference.

e Note: If you request that the data be reverted, changes made to any of the records in the
group after the global update will be lost.

7.1.7 System Generated Messages:

The system will validate and generate error messages for:

e Incomplete records sent to the pending queue

e Duplicate records

e Attempting to update more than 2500 records at once

e If you try to add another record after initiating the editing of the group records
The system will generate an alert messages for:

e Service area mapping that does not include were the resource is physically located
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7.2 Organization Name Module

The organization module allows you to create names of organizations to associate with your site
record listings. Organizations are not mandatory on your listings but can provide clarification for
units with ambiguous names. Using an organization name helps users place a link in context
without having to read the information in the site description.

INHealthConnect

Connecting to Indiana Health Services

< Homepage
=H=1E

Family Planning Services (Change Topic)
for Bloomington (Change Location)
MNearby Resources also serving Bloomington

For Bloomington

Family Planning Clinic (Bloomington Hospital)
333 E. Miller Drive

Bloomington, IN 47401
314 353-3252

Description: Provides STD and HIY testing services for both men and wormen. The clinic offers the additional services for
warnen including pregnancy testing and counseling, annual gynecological exams, and contraceptive counseling and
supplies.

Planned Parenthood of Indiana - Bloamingtan (Flanned Parenthood of Indiana)
421 5. College Avenue

Bloomington, IN 47403

(812) 336-0219

Figure 7-10: Public Display Showing Organization Name

For example, Bloomington Hospital has a family planning clinic. The name of the site record and
the link on the page will be Family Planning Clinic. Without the associated organization, the
viewer might not know if this is a free-standing clinic or if it is a part of a larger organization.
With the associated organization, the site record will say Family Planning Clinic (Bloomington
Hospital)

Options available for Organizations can be selected from the Organizations menu. The options
include: Add Organization, List Organizations, and Approve Organizations.

Organizations | Customize |

Add Organization
List Organizations

Approve Organizations
Figure 7-11: Organizations Menu
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7.2.1 Add Organization

When selectors create site records, they assign the organization or organizations responsible for
the site from a pick list. If they don't find the organization listed, they may create a new,
unapproved organization name. You can also Add an Organization to the list by choosing
Organizations > Add Organization from the menu.

Standardization of abbreviations, such as “Dept.” for Department or two-letter abbreviation for
state name, is strongly encouraged. When adding an organization name, you may associate it
with a URL. The URL is an active link; clicking on it will open a new browser window.

New Unapproved Organization:
Name

URL i A

Figuré- 7-12: Add Organization Option in Fill Out New Form

Organization Name: | National Library of Medicine

Organization URL: hittp i nilin. nibL o

Organization Synonyms:
New Synonym R | 4dd Synonym | | Remove Synonym || Edit Synonym |

Approval Status: fes = Mo

Submit Cancel

Figure 7-13: Add Org tion Screen Available from Menu Option

7.2.2 List Organizations

Choose Organizations > List Organizations from the menu.

A listing of all organizations, URL, approved status and synonyms is provided in List
Organization selection. The local administrator approves or edits the name, URL or synonym
from this module, or the organization can be deleted. The local administrator may also add
synonyms as see references to organization names to assist selectors and reviewers.

MedlinePlus
g. Lﬂcal Input System Manual 131 Rev. 01/17/07



Other System Functions

Click on an individual organization to select it then choose Edit, View or Delete the organization
record.

List O.Kganizatiens;'

. . . f
Search for all organization names that contain Ad| ||_ Search |

First 20 recordis) found
Qrganization Hame 0rganiza_t_i|_1_|i"URL Approved | Synomans -
1212 Corparation Mo
Active Services Carporatic Mo
AID in Dover, Inc. (il]

4 | Alcoholics Anonymous | hitpdiww alcoholics-ano| No
Alfred |. duFont Hospital fif tttpitwesew nermours.org | Mo
American Academy of De| Mo
American Dental Associa Mo

American Lung Associati] hitpiweese alade orgimair) Mo

AMKH, int Mo

Arc ofthe United States Mo

ARG of United States Mo

Autisr Society of Americs Mo [=
| Edit | Vigw ' Deleta e b

Figure 7-14: List Organizations Screen

7.2.3 Approve Organizations
Choose Organizations > Approve Organizations from the menu.

All organizations that have not been approved will remain in the Approve Organization queue.
To approve select individual checkbox in the Approved column and select the Approve Checked
Organizations button.

. . R f
Search for all organization hames that contain i) ||. Search |

First 20 record &) found

Organization Name Organization URL Approve | Synomins -

1212 Corporation v

Active Services Corporatic |

AlD in Dover, Inc. v

Aleoholics Anonymous | bt e alcoholics-ang |

Alfred | duFont Hospital fi| hito s nemours org v

American Academy of De v

American Dental Associa) v

American Lung Associatil hitp thwee alade orgimair |

ANKH, inc J

Arc ofthe United States J

ARC of United States |

Autism Society of Americs J B
: Approve Checked Organizations E'—,‘"efl';""“

Figure 7-15: Approve Organizations
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7.3 Preview Module

The preview module allows Go Local input system users to preview their pages before the area is
available to the public. Once your Go Local site is released, you may also preview changes you
are making using the Preview module.

Preview | Text Size | AreaSwitch | Back to NLM Menu

Internal  »
Public ]
Figure 7-16: Preview Menu

7.3.1 Internal Preview

The Internal Preview is always available and allows you to view all records that are:
e Approved
e Pending records that are indexed to a health topic or service (these are labeled as pending
in the preview display)

Preview | TextSize | AreaSwitch | Back to NLM Menu
Iwternal  » |
seraces by Location
Services by Prowider s, Facilities, and Services
Semvices for Nsease and Health Issues

All Services
Figure 7-17: Internal Preview Menu

7.3.2 Public Preview

The Public Preview is only available until a site is released. This preview shows you what the
site would look like to the public if it were live. This function is useful to review the depth and
breadth of coverage prior to release, as well as for demonstrations. Unlike the Internal Preview,
only approved records are displayed and if no records are approved for a particular service there
will be no link from the term or topic. The number of service records available for display
appears in parentheses. A link to MedlinePlus health topics enables you to choose your site via
the Go Local pull down menu and go directly to services linked from a particular health topic.
[Preview | Text Size | AreaSwitch | Backto NLM Men
Imternal  F
Public ]
MedlinePlus Heahlh Topics
Senices by Locatlion
Senvices hy Provdaders, Facilfies, andd Services
Services for Disease and Health Issues
Al Services

Figure 7-18: Public Preview Menu
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Here is a list of services by providers, facilities, and services:

< Homepage | About | Site Map | ContactUs

Health Care Providers, Facilities, and Services

Browse topics by first letter to locate a facility, health care provider, or programs and services relating to a specific disease
or health issue.

12ABCDEEGHIJKLMNIGEGERESTITU ¥ W X

n Back to Top &

12 Step Programs see Support Groups

ﬂ Back to Top

2-1-1 Information and Referral see Referral Senices

Af see Alcohol Abuse Programs
Acupuncturists

Adolescent Health Specialists see Pediatricians

Adult Congregate Facilities see Assisted Living Facilities

Adult Day Care Semvices

Adult Group Homes see Group Hormes

Advocacy Services

Alcohol Abuse Programs

Alexander Technigue Programs

Allergists

Alternative Medicine Services see Complementary and Alternative Medicine Serices
Ambulatory Care Centers

Anesthesiolagists

Anirmal Assisted Therapy Programs

Anirnal Yisitation Programs see Animal Assisted Therapy Programs
Anquatic Therapy Programs

Aromatherapy Programs

Art Therapy Programs

Assisted Living Facilities
Agsisted Reproduction Programs

Audiologists
Ayurveda Programs

Baby Doctors see Pediatricians

Behavioral Care Services see Mental Health Clinics/Programs
Bilingual Senices

Biofeedback Programs

Birth Centers

Blood Banks
Bodywork Therapists see Massage/Bodywark Therapists
Bone Specialists see Orthopedists

Breastfeeding Consultants

Figure 7-19: Sample Public Preview of List of Services

7.4 Changing Text Size

Because the Go Local input system is written using Flash, you cannot change the display of the
size of the text you see on the screen using the "View, Text Size" feature of your browser. To
change the size of the text you see, you will need to use the Text Size button. From the menu
choose Text Size then select the size.
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TEHSE%: | Area

Snrallest

Smaller
& Medium

Larger

i Largest
Figure 7-20: Text Size Menu

There are five sizes:

e Largest

e Larger

e Medium
e Smaller

e Smallest
The default is Medium.

A few things to remember:

e |IMPORTANT: changing text size in the middle of a task such as editing or filling out a
new form may result in the loss of your data! Save your work before changing text size.

e The current selected text size will be stored, so the system will remember the next time
you log in.

e If you change the text size in the middle of a process (for example, if you are in the
middle of filling out a new form) the text size will not change until you complete the
process. Whenever you change the text size, you will see an alert box.

This is a shared record * Required field.
Date Entered:  12/28/2007 Entered n: Mancy Marell
Date Modified:  12/28/2007 Modified by Mancy horell
Date Reviewed: Reviewed
Date Audited: Audited by

Mame of Sitgey
Change Text Size Notification
URL of Sit URL?

Nddrase b & This text size will be reflected in the next page reload.
Address | :
cify [ ok
State * -- Please select state -- v Zip Code %
Duplicate Chack Similar Check LIS Postal Bervice Zip Code Lookup
E-mail Display E-mail?

Figure 7-21: Change Text Size Notification Message
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7.5 Deleting Records

Other System Functions

Local Administrators and Reviewers may delete records from their area's database.

One method is to choose Site Records > Delete Records from the menu and navigate to the

record you want to delete.

Site Records | Organizations | Custo

Fill out Hew Form

Pending Review

List Incomplete Records

List Approved Records

List Returned Records

List Similar Records

List Actively Shared Records
Global Update of Records

Delete Records #+—————

Search Records in My Area
Search All Other Local Records

Figure 7-22: Delete Records Menu

I3
Search for all site names that  contain v Search
vl Shared Record vl Mon-shared Record
[ABCDEFGHIJELMNOPQRSTUVWRY ZAI]
First 20 record ) found I:l =shared record
SHe Naime pppmm——— i
_ALMitcheI IApproved
| fasen Dru Are you sure you want to delete this recaord? Approved
4 | ADVANCEL & Fending
| 4GI0 MED] | Pending
| Altru Clinic | ves || No | Approved
EAHI’U Clinic = ey [ THLRE A LU LT UYL T UL T A [LAT T :Approved
| Altru Clinic - Lake Region | hitpofhesees altru.orgfbody.cf 1001 7TH ST NE DEVILE LAKE Approved
EAItru Health System hitpcitnnenag altr. argl 1200 South Columbif Grand Forks :Approved
| ALTRU HOME SERVICES | hitpifwes altru.orgibody.of 1380 5 COLUMBIA R| GRAMD FORKS Fending
| ALTRU REHABILITATION { 1300 5 COLUMBIA R GRAND FORKS | Pending
| ARTHUR DRUG 340 MAIN 5T ARTHUR Fending
EASHLEY MEDICAL CENTE] hrm:n\mww.amctodav.orurirg 612 CENTER AVE M jASHLE‘r’

Delete Wiew Goto Site

Figure 7-23: Delete Record Confirmation

| Pending

Records can also be deleted from the Similar Records display and the Pending Records queue.
You can also delete records from the Search Results page (for example you can search for
records with Available to Public as No and Reason Not to Display is Duplicate, then delete these

records).
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8. Appendix 1

8.1 Selection Guidelines

Go Local sites link MedlinePlus users to health services in their local community and direct
users of the Go Local site to MedlinePlus health topics. For example, users get medical
information on diabetes from MedlinePlus and then link to a Go Local site for nearby health
programs, services and providers. Go Local sites should collect services including: state and
local health departments, medical centers and clinics, practitioners, libraries, local voluntary
health agency chapters, and support groups. Go Local sites should not collect and index locally-
created health information.

These guidelines can serve as a starting point for Go Local sites to develop their own guidelines.
You may find that you need to adapt these guidelines based on your area's needs. Policy decisions
such as whether or not to include services without Web sites should be made by the project team or their
advisory board. Each area’s guidelines may also address creating records for individual services,
programs, or practitioners, using local licensure/accreditation standards.

8.1.1 Authority of source

*

The sponsorship of the site is clear.

The credentials or qualifications of the sponsors are provided. {but-Nerth-Carolinafound
hat thi : bl ith-their local sites).

There is a way to contact the site.
Sites for an individual health care provider must include credential information.

If the site is commercial, it acknowledges any commercial interest or personal point of
view.

8.1.2 Content

*

Pages contain a created, revised, or update date {but-Nerth-Carelina-found-that this-was
: bl ith-their local sites).

Links on the site are reliable and relevant.

Information on the site is unique and not readily available elsewhere. The information is

not redundant with information available from other sources already in the database.

The site does not contain inaccurate, erroneous, misleading or dangerous medical

information, claims, or allegations.

Most information on the site is available at no charge.

Registration, an account, or password is not required to access site information.

8.1.3 Audience

Consumers or the general public is the intended audience of the site.

8.1.4 Local Relevance

The site provides information about a local or regional organization, service or activity.
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8.1.5 Other issues
(Thanks to the University of North Carolina for these suggestions.)

How many records to create for a web site?

Consider:

e Ease of navigation, e.g., number of clicks necessary to move to the content on related
pages; descriptiveness of links to related pages

e Distinctiveness of the related pages: is an additional local term or health topic necessary
to describe the content?

e Quantity of information on the related pages

e Uniqueness of the information on the related pages: is this the only site of its type, or the
only type in the region?

How many topics to assign to a web site?

Index to the most specific term available.
e |f the web site is primarily concerned with breast cancer, the health topic chosen should
be breast cancer.
e |f the web site is for a cancer clinic which provides treatment for breast, ovarian, lung and
prostate cancers, use the health topics: breast, ovarian, lung and prostate cancers as well
as the general topic cancer.

8.1.6 Requesting Changes to Vocabulary
As you use the system, you may find that there are things you'd like NLM to change. We will try
to accommodate local requests if possible, but changes impact all Go Local areas using the

NLM-supported system. The best way to discuss possible vocabulary changes is through the Go
Local listserv.

8.1.6.1 Kinds of things we can change:

Add a new see reference to a local service term

Add a new suggested mapping from a local service term to a local health topic
Change a mapping from suggested to automatic or vice versa

Create a new health topic on MedlinePlus if there is a need for health information on a
subject

e Add anew local service term, for example Complementary and Alternative Medicine
Services was recently added in addition to existing specific services already in the vocabulary
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9. Appendix 2

9.1 Style Guide

Each Go Local site should create its own style guide for site records.

Having a set of style rules not only makes your data visually consistent, but can also protect
against duplicate records. Elements to consider in your style guide include punctuation and
capitalization standards. Also, consider abbreviation standards for address elements, such as St.
for Street, etc.

Creating standards for address fields is especially important to avoid record duplication. For
example, if a selector enters a resource using St. in the address and another selector enters the
same resource but uses Street, the system will treat these two records as unique and not as
duplicate records.

Below are some examples of standards that MedlinePlus uses for establishing the names of
organizations. These are provided for guidance in developing a style guide; you may choose to
use other standards.

e Be sure you are using the name of the organization, not the same of the Web site
(although in some instances they may be the same).

e Select the name as it appears on the site. In addition to the banner at the top of the page
you should check the copyright statement at the bottom of the page and/or organization's
homepage if a link is provided, for guidance on what the name "officially" is.

e When looking for the organization responsible for a web site, do not create organization
names if the sponsorship is financial only. In cases of doubt, create a record using the
name of the sponsoring organization.

o Example: The home page of PsoriasisNet says that it is "an online patient
education service of the American Academy of Dermatology, supported by an
unrestricted grant from Fujisawa Healthcare, Inc.” Fujisawa does not have any
responsibility for content. Do not create an organization name for Fujisawa to
associate with the record for PsoriasisNet.

e If there is both a spelled out form of a name and an acronym, use the spelled out form of
the name as the standard form.

Always abbreviate the word Department to Dept., no matter how it appears on the page.
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10. Appendix 3

10.1Future Enhancements to the Manual

This manual is designed to help people understand and use the Go Local input system. If there is
something you can’t find or do not understand, please let NLM staff know.

10.1.1 Planned addtions for the future
e Table showing system privileges for each of the user account types.

e Trouble shooting section
e Helpful tips
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