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Self Help

Contact Us

You can contact PHE by selecting “Contact Us” on the header or footer of the HCAI DCS
System. This will direct you to the “Contact Us” form where you can submit your query

e Go to https://hcaidcs.phe.org.uk
e The HCAI DCS System will display the “Homepage” screen
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e Select “Contact Us” on the HCAI DCS System header or footer
e The HCAI DCS System will display the “Contact Us” screen
e Complete the form and enter the security code at the bottom of the page
e If you are logged into the HCAI DCS System and have accessed the
“Contact Us” screen, you will not be prompted to provide your contact
information or enter the security code. Users already logged on the HCAI
DCS System also have the facility to attach documents to their query if

required
e To upload a file select the “Attach” button on the “Contact Us”
screen

e The HCAI System will display the “File Upload” screen

e Select the “Add File” button

e Select your file from the folder and select the “Open” button. Please
note that only .docx, .doc, .txt, and .xls file types can be attached to
the query


https://hcaidcs.phe.org.uk/
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e Select the “Save” button
e The HCAI DCS System will display a progress bar. When the
progress bar is complete the “File Upload” screen will close, and
the HCAI System will display the “Contact Us” screen with your
document attached. Please note that only one document can be
attached to a query
e Select the “Submit” button
e The HCAI DCS System will confirm your query has successfully been sent to
PHE
e Select the “Continue” button
e The HCAI DCS System will display the “Homepage” screen

You will need to ensure you have access to your email account, PHEs response will be
sent to the email address of the logged in user, or to the email address that was provided
on the ‘Contact Us’ form. If a response by email is not appropriate, for example, if the
query is related to an email issue, you should provide an alternative method of contact.

Search FAQs

You can access FAQs, other help documents and guides via links named “See FAQs
and Content for more info” across the HCAI DCS System
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The “See FAQs and Content for more info” link can be found in “Help & Support” panels
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To access the Search FAQs and Content screen:

¢ Navigate to a “Help & Support” panel on the HCAI DCS System

o Select the “See FAQs and Content for more info” link

e The HCAI DCS System will display the “Search FAQs and Content” screen

e You can search for FAQs, documentation or content by typing in the “Enter text
to search “text box and selecting the “Submit” button
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e The HCAI DCS System will display the “Search FAQs and Content” screen table
with items matching your search results

e You can browse all FAQs, documentation or content by leaving the “Enter text to
search “ free text box blank and selecting the “Submit” button

e The HCAI DCS System will display the “Search FAQs and Content” screen table
with all FAQs, documentation and content

You can also browse other help and support content in the “User Guides” and
“Frequently Asked Questions”
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Online Training

Online Training videos can be viewed by selecting the “Online Training” button on the
“Search FAQs and Content” screen
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Upon selecting this button the HCAI DCS System will display the “Online Training”
screen where you can view training videos

Access User Guides and Training Manuals

User Guides and Training Manuals can be accessed anytime by selecting the “Help” link
at the top to the page. You will be directed to the “Help” screen where you can view and
download User Guides or Training Manuals for the HCAI DCS System

&5 Welcome HCAl DCS SUPPORT, Heal des su A
Public Health

England HCAI DCS System Home Contact Us
Menu Toolbar Search FAQs and Content
My Dashboard Enter text to search
Search

Case Capture

Data Upload Wizard
13 Uptaaa iz System status Gontact s

Category Sub Category Topic Title tem Text
ol &I (I 2l (A

EED  Frequenty Asked Guestions A Commen The most commonly asked questions COM - FAGOOD1 5 o

[ view TS Reutine Outpuis Routine Outputs 1. Monthiy PHE tune natianal su H
This page snables searching and EEN  Froquently Asked Guestions B. User Accounts Requesting User Accounts RUA.- FAQDDD1 5
éig‘;”ﬂ%ﬁ;ig;:;‘”\’ Asked EED  Frequenty Asked Guestions B User Avemmts Requesting User Aseamte RUA - FAGODD2 5

s -
The search will be performed [ vages [ 1 |or1 | Go | page size: 10| Changs ten 110100110
against all help and support
categories
Find relevant FAC and select A QoD
"Wigw/Edit"

Detailed guides for various parts of the system A. Common B. User Accounts C. Scientific D. Data Collection E. Network

Click here to view guide The most commonty asked questions

See FAQS and Content for mors info Online Help

==Help is provided for the HCAI Data Capture System in the form of online documentation.
Key to Screen Symbols

0 Error on page

Attention

COM - FAQO0D1
==QiHow doirequestan account on the sysitem?.




HCAI Data Capture System

Screen specific User Guides and Training Manuals are also available via the “Help &
Support” panel when you visit the respective screen. Select the “Click here for online
guides” hyperlink in the “Help & Support” panel to view a help document for that specific

page

Welcome HGAI DCS SUPPORT, Heai des support Help | aAA

Public Health
England HCAIDCS System Home About Us Contact Us

Menu Toolbar Counts or Rates of Infection Episodes
My Dashboard o
o4 oft b bl @ Find INext =~ @)
Search ™ =
Pubie featn Counts or Rates of Infection Episodes
Case Capture Enl
Data Upload Wizard Regjon LONDOH Deta Collection MRSA Signed - O Al
Organisation Type HHS Trust Period From 01092013 Ertered After  -All-
User Administration Sign-Ott
Organisation CHELSEA AND WESTMINSTER Period To 15102015 Uit reportta -All-
Reports HOSPITAL NHS FOUNDATION TRUST
Denominator Hot Applicable Patiert Age From 0 Frequency Monthly
Denominator Period Hot Applicable Patiert Age To 150 Summarisation  Count
Help & Support Tpe
Sector s Output Type Table

Organisation Name  Code Sep2014 Oct2014 Nov2014 Dec2014 Jan2015 Feb2015 Mar2015 Apr2015 May2015 Jun2015 Jul2015 Aug2015 Sep2015 Oct2015 Total

This report summarises infection
cases by organisation over a CHELSEA AND RamM 1) [1} o 0 0 0 0 ] 0 ) 0 1 0 m 2
specified time period. It is WESTMINSTER

HOSPITAL NHS
avwlame as either a count ora FOUNDATION TRUST

Total 0 0 ] 0 0 0 0 1 0 ] 0 1 0 10 12

Click here to view guide HCAI DCS REPORT User: HCAI DCS SUPPORT, 10f1 1971072015 14:02:29

Heai des support

Key to Screen Symbols

0 Error on page

Attention

o Saved / completed i

o Close sceen / popout

Accessibility

Accessibility guidance and information can be found by selecting the “AAA” link at the top
of the page at any time. Selecting this link will open the “Accessibility” screen
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