
CQI

Define 
desire 

outcomes

Measure 
current 
process

Improvem
ent plan

Impleme
nt 

interventi
on

Reevalua
te

DataTrkWeb Training

Continuous  Quality  

Improvement



Why DataTrkWeb (DTW)?

• Security – all information entered (CCEs and Quality Improvement Studies) is 
highly protected.

• CCEs will generate HIPAA compliant emails for notification

• Role-based permissions – even though this is a website, each staff member 
has a unique profile that only allows you to see information from your site.

• ONLY HSA’S AND ABOVE CAN SEARCH FOR AN EVENT. All staff can 
search for previous studies.

• Convenient – you can access the website to enter data from any computer. There 
are no downloads or software needed to run the system/website.

• Easy-to-use – the system is intuitive, and very user friendly.

• Helps maintain our privilege, where applicable – because of the role-based 
permissions, we are strictly following the minimum necessary/need-to-know 
portions of peer review law (CQI privilege), and this also helps maintain our 
Attorney-Client Privilege if it has been invoked.



Training Environment

USER NAME PASSWORD

TRAIN1 ABC123

TRAIN2 ABC123

TRAIN3 ABC123

TRAIN4 ABC123

TRAIN5 ABC123

TRAIN6 ABC123

TRAIN7 ABC123

TRAIN8 ABC123

TRAIN9 ABC123

TRAIN10 ABC123

Contract Facility Med Rec 
Number

Patient Name

02 60a 12345666 Patient, Testing

B1 032 B103212345 Patient, Testing

B1 032 1234567 Patient, Testing Too

Here are the user names and passwords for the training site:

Below are a list of test patient information 
you will need to enter in training events.

https://ccs.hasweb.net/hastrain/login.aspx
https://ccs.hasweb.net/hastrain/login.aspx


Accessing the system

Click here to 

open 

DataTrkWeb 

program



Accessing the system

Enter User ID and 

Password. Use your 

Wellpath credentials 

used to access you 

Wellpath computer, 

email, etc.

If you have issues 

with log in email the 

CQI team. IT cannot 

assist with this login.



CCE Reporting

Select “Event” as 

the entry type.



CCE Reporting

Select “Patient/Site 

Event from the drop 

down menu list. Then 

click “new”. Do not 

use Employee Event. 

Refer to the CCE 

Quick Guide on the 

types of events 

required for entry. 



CCE Reporting

Your “Facility/Campus” Should 

auto populate here. If not 

choose your site from the drop 

down list and click “Next”.  If 

you have multiple sites under 

one facility you can select that 

on the next page.



CCE Reporting

Is this a Patient Event? Click 

“Yes”. It SHOULD auto populate 

to the next screen. If not, click 

“Next”. Choose NO if it is a 

facility event such as outages, 

natural disasters, riots, etc.



CCE Reporting

Always search for a patient before adding a 

patient

1. Select Field:  Patient ID or Patient 

Name (using the first few letters of 

the patients last name only)

2. Value:  Enter inmate #
3. Click “Search”

4.  If the record is not 

found, click “Add 

Patient” 



CCE Reporting

The Add Patient screen has four required 

fields:

1. First Name

2. Last Name

3. Date of birth 

4. Admit date (intake date)

5. Med Rec Number (booking # - if your 

contract does not assign a booking 

number, you can repeat the patient ID)

6. Patient ID (also inmate #)

7. Click “Save Patient” at the

bottom of page



CCE Reporting

Click on the date of 

the event. It 

SHOULD auto 

populate to the next 

screen. If not, click 

“Next”.



CCE Reporting

Click on the “Location” 

of the event from the 

drop down menu. 



CCE Reporting

Click on the  event 

“Type” from the drop 

down menu. The sub 

type is next which 

gives you more 

selections. 



CCE Reporting

Click on the event “SUB 

Type” of the event from 

the drop down menu. 



CCE Reporting

Type in a description of the 

event and medicals response 

and treatment at the time of the 

event.  (do not copy and paste 

the pt record)

Be descriptive of the facts.  It 

should be clear what occurred in 

the event.



CCE Reporting

Was treatment provided? 

Click Yes or No 

First Aid and monitoring is 

considered treatment.



CCE Reporting

Was the Practitioner 

Notified? 

Click Yes or No 



CCE Reporting

Was the patient taken 

to hospital? 

Click Yes or No 



CCE Reporting

Was the Client made 

Aware? 

Click Yes or No 



CCE Reporting

Is Media Involved? 

Click Yes or No 



CCE Reporting Equipment Involved? This 

is equipment that 

contributed to a negative 

outcome. You do not 

have to include 

equipment that was 

used. 

Click Yes or No 



CCE Reporting

Were Other Parties Directly 

Involved? These are parties 

that contributed to a negative 

outcome during the event. You 

do not have to list every 

person involved.

Click Yes or No 



CCE Reporting

Preview your 

work.  You can 

edit the 

information if 

needed. 

Click SAVE to 

save your Event 

Entry.

Once you click 

SAVE, you cannot 

edit this event.



CCE Reporting

Once you enter a review, you 

may be asked to complete a 

Root Cause Analysis, Mental 

Health Review, Improvement 

Plan or Follow-Up. This is what 

will appear in your email inbox.



CCE Reporting

“Click here” will take you to 

the event requiring a review 

in Datatrak 

The instructions to complete the 

Root Cause Analysis or Suicide 

Attempt Review. 



Follow-ups

Beginning an Root Cause 

Analysis or Mental Health Event 

Review.

“Click Here to add Follow up 

Details”



Root Cause Analysis (RCA)

Choose “Type of Follow U

Choose type of “Follow Up” being Performed”

RCA

MHR

Improvement Plan

Initial User Follow-Up (used to add additional or 

follow up information)



Root Cause Analysis (RCA)

Enter findings of the 

event after reviewing 

charts, response, etc.



Root Cause Analysis (RCA)

Choose “Type of Follow U

Choose type of “Follow Up” 

being Performed”

RCA

MHR

Improvement Plan



Root Cause Analysis (RCA)

Enter

“What Happened?” Do not 

repeat the original event 

description. Enter findings. 



Root Cause Analysis (RCA)

Enter

“What Usually Happens?”

What is usual and customary for your 

site in these events. 



Root Cause Analysis (RCA)

Enter

“What SHOULD HAVE happened?” 

What does the policy say?



Root Cause Analysis (RCA)

Continue through the 

questions answering 

Yes or No or entering the 

data.



Root Cause Analysis (RCA)

Enter a thorough description 

of the event.



Root Cause Analysis (RCA)

Click “SAVE” when you are 

ready to SAVE your entry.

To preview your work 

before saving, click 

“Previous Page”



Improvement Planning (IP)

“Click here” will take 

you to the event 

requiring a review in 

Datatrak 

Email request to enter an 

IMPROVEMENT PLAN from 

an event you reviewed



Improvement Planning (IP)

C

“Type of Follow Up being 

Performed”

Choose IMPROVEMENT 

PLAN



Improvement Planning (IP)

Enter “Follow up” details 

of the event 



Improvement Planning (IP)

Step 1 

Enter a “Description of the Issue or 

Deficiency” found during the event 

review (RCA or MHR). DO NOT 

include staff names. Keep it short.

Ex. Narcan was not administered, 

Medication administered 

incorrectly



Improvement Planning (IP)

Step 2 

Enter the “Goal or Targeted Change” to 

fix or change the deficiency. Ex. Narcan

to be given on all unresponsive pts, 

medications to be administered 

correctly in accordance with the 10 

rights 



Improvement Planning (IP)

Step 3 

Enter a “Description of the Actions 

Steps” that will be taken to reach the 

Goal or Targeted Change



Improvement Planning (IP)

Step 4 

Enter the “Person Responsible” for 

completing the action steps.



Improvement Planning (IP)

Step 5

Enter the “Target Date” for the 

completion of the action steps. 



Improvement Planning (IP)

Step 6

Enter the “Re-Evaluation Date” for 

re-evaluating the actions steps 

implemented. 



Improvement Planning (IP)

Click “SAVE” when you are 

ready to SAVE your entry.

To preview your work 

before saving, click 

“Previous Page”



CQI Studies

Select “Quality 

Study” as the entry 

type.



CQI Studies

Select “Controlled 

Substance”* from the 

drop down list.  Then 

click “New.”
*substitute the name of the study you are 

completing



CQI Studies

Your “Facility/Campus” (your unit 

name) SHOULD auto populate here.  

If not, choose your site from the drop 

down list.  Click Next.



CQI Studies

This page gives instructions for 

completing the study.  The blank 

field is optional.  It might be used 

to make notes about a special 

study or a note about an event.  

It can be left blank if no special 

circumstances need to be noted.



CQI Studies

Always search for a patient 

before adding a patient

1. Select Field:  Patient ID

2. Value:  Enter inmate #

3. Click “Search”

4. If the patient is not found, try 

searching by last name (only 

enter the last name)

5. If the record is not found, 

click “Add Patient” 

Even if this study is NOT patient 

specific, the system forces you to 

select a patient. 

Note:  Once a patient is entered into 

this system, they will always be 

available through the “Search” function 

for future studies at any facility in your 

contract.



CQI Studies

The Add Patient screen has 

four required fields:

1. First Name

2. Last Name

3. Med Rec Number (booking # -

if your contract does not assign a 

booking number, you can repeat the 

patient ID)

4. Patient ID (also inmate #)

5. Click “Save Patient” at 

bottom of page



CQI Studies

Enter the date range of the study.  

This is the starting date and 

ending date of applicable patients 

on the list you created, and should 

match the instructions. Click Next.



CQI Studies

Use the calendar to select 

the date you are entering the 

study into the program.



CQI Studies

Questions will begin 

to appear.  Answer 

each one with either 

Yes, No, or NA.  

Screen will auto 

advance to the next 

question.



CQI Studies

If you answer “No” to 

any question, you will 

be required to explain 

before going to the 

next question.



CQI Studies

If you come across 

questions in DataTrkWeb 

that are not on the Excel 

spreadsheet, Answer NA 

to that question. 



CQI Studies

OPTIONAL:  After you answer the 

last question, you are given an 

opportunity to make any needed 

comments or provide details, if 

needed.  Type those in or leave it 

blank.  Click Next.



CQI Studies

If you want to review your 

answers prior to saving the 

entries, click “Prev Page.”

If you do not need to 

review, click “Save” at the 

top left.



CQI Studies

Click “Review Next 

Chart” to enter answers 

for the next chart you 

audited. Then enter all 

questions exactly like 

you did for the first chart.



CQI Studies

After entering answers for all 

charts/patients, click 

“Complete Study.”



CQI Studies

Click “Print Summary” for 

the chart and scores on 

each question. PRINT 

THIS out and retain for 

any future audits.



CQI Studies

Print this page.  Discuss at your next CQI 

meeting.  Place in CQI binder. Include in 

minutes a discussion of Improvement 

Plans for all questions that scored below 

threshold.  



CQI Studies

If you score below 

threshold on any 

questions, you MUST 

complete an 

Improvement Plan 

here. Place hard copy 

in CQI binder.


