
H2N Database Guide 
1. Slides 2 -8: recruitment & enrollment section of the database (db)

A. Once logged into the db, you will land in the “Recruitment Area” (there is also a link in 
the banner to navigate to this view from other parts of the db.)

B. You will see a Snapshot of Activities and one for Practices with you as the primary 
recruiter (slide 5 describes how this is assigned).

C. You can see what other recruiters are doing by changing your view (see slide 2). 
D. The recruiter/coach needs to ask questions about Interest, Eligibility, Practice 

Characteristics and EHR Assessment as written. 
***Please do not answer based on your own knowledge – we want Practice perceptions***

2. Slides 9 -19: coach section of the db
A. Sometimes referred to as the intervention tracker.
B. Once logged into the db, select “Coach Area” in the banner at the top of every page.
C. You will see the Practices that are assigned to you. 
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H2N Recruitment homepage by Primary Recruiter,
in this case, Caitlin DickinsonClicking  

anywhere on the 
banner on any 
page will take 

you to your own 
home page in 

the recruitment 
section.

Click the 
recruiter  name 
to reveal a drop 
down. Choose a 

different 
recruiter or view 

All to see a 
snapshot of all 

practices.

Use the activity 
+ button to add a

New Activity.
See Slide 4.

The recruitment 
thermometer 
indicates the 

number of 
Practices by 
state whom 

have 
“Enrolled/PAL 
returned” . See 

slide 4.

Each column is 
sortable 

alphabetically.

Click View 
Activities  to 

view all 
Activities for 
this Practice.

See slide 3 for 
how PA L is 
populated.

See slide 5  to 
find out how 

Status 
automatically 

updates.

Use the Practice Snapshot + 
button to be taken to the Practice 

page to add a new practice.

The Primary Contact column is 
populated when the Primary 
Contact box is checked on the 

Practice Page under Staff-see slide 5.

Last Activity shows the date of last 
Activity entered.

Each Practice is a hotlink to the 
Practice page to enter data for this 

practice.
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Click “View Activities” from the Practice Snapshot to see all activities that are 
associated with a Practice.

An Activity is any contact that you have with a Practice.

Test Practice is
a Hot link to 
the Practice 
page to see 

Interest, 
Eligibility, 
Practice 

Characteristics 
and EHR  

questions.

Click the date  
link to edit this 
Activity, add an 

Outcome or a Key 
Action (e.g., PAL 

sent, EHR 
assessment 

complete), or 
change the 
scheduled 

date/time of the 
Activity or the 

recruiter who will 
do this work.

Key Actions column 
is populated when 

one of the Key Action 
boxes is checked in  
the corresponding 

Activity.

Follow up on email 
blast is a free text 

field for any 
remaining thoughts, 
ideas and/or follow 
up by the recruiter; 

all of your notes 
listed under and 

Activity will show up 
in this field.
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The Outcome 
field lets you 
know what 

happened with 
the  Activity 
(click Date to 

enter an 
Outcome).



Adding a new Activity

To add a new Practice, select the Practice 
Snapshot + button here.

If you change the Assigned Recruiter, this 
Activity will show up in the Activity 
Snapshot of that recruiter.

How did/will the Assigned Recruiter 
contact this person/Practice?

Check all Key Actions that apply as they are 
completed. Information about the PAL will 
populate the PAL column on the Practice 
Snapshot NOTE: checking the “Enrolled/PAL 
returned” box adds a number to the 
recruitment thermometer for that state. 

Any notes added in New Activity Notes will be 
displayed in the Activity Log when you click 
“View Activities” from the Practice Snapshot.

4Click Add Activity button to add the Activity to the 
Activity Snapshot on the Homepage for the Assigned 
Recruiter.



Recruitment section Practice page-next 4 slides

General, Staff, 
Interest, 

Eligibility, 
Characteristics 

and EHR  
Assessment 
buttons help 
you navigate 
to the section 
you would like 

to view.

Save anything 
added or it will 
be lost forever!!

If Primary Site Contact is 
checked, this person will 
show up in the Primary 
Contact column on the 

Practice Snapshot page. 
Keep updated:  All 

surveys and 
communications are 
sent to this person!!

Parent Organization field appears as a 
sortable column on the Practice 

Snapshot page.

Primary Recruiter efers to the person the 
Practice is assigned to. The Practice then 

appears on their homepage.

Recruitment Source refers to how they 
heard about H2N.

State is how the database knows where 
to count the Practice in the recruitment 
thermometer located in the banner at 

the top of the page.

Check Consider and write EHR Reports and Help with EHR 
Problem  boxes during the EHR assessment once 

ascertained. See Q3 and Q5 in EHR assessment section 
(slide 8).
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Click Add Staff 

Member to add Staff



Interest and Eligibility questions 
in the recruitment section.

If no questions have been 
asked, the Status field on the 

Practice Snapshot is 
“Interest/Eligibility TBD”. If yes 

to Are you interested in 
participating in this study?, the  
Status updates to “Interested, 
eligibility TBD”. If no, Status 

updates to “Refused”.

If no questions have been 
answered, Status (on Practice 

Snapshot) updates to “Eligibility 
TDB”. If yes, proceed. If no, Status 

updates to “Ineligible”. 

Save anything 
added or these 
changes will be 
lost forever!!! If answered no to i s you r current system Certified to meet 

Meaningful Use as defin ed by Healt h and Human Services, 
Status on Practice Snapshot updates to “Ineligible”.

If over 10 full time 
clinicians, Status on 
Practice Snapshot 

updates to ineligible.

If anything but “yes all 
electronic” to question dows 
you practice use an electronic 
health record (EHR) system, 
Status on Practice Sn6apshot 

updates to “ineligible”



Practice Characteristics in the recruitment section
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Questions (1-9) of 
Practice 

Characteristics are 
required by the 

National Evaluators 
and should be asked 

directly to the 
Practices to get 

Practice self-report



EHR Assessment Questions in the recruitment section of the database
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Staff List hotlinks take you to the Staff section for ease of 
entering this Staff person.   

Check the appropriate box in the Staff section for “Configure 
and write EHR reports” or “Helps with EHR problems”.



The last required contact date 
turns red if 45 days have passed 

since the last entry.

Last GYR Rating is the 
rating from the most 

recent monthly visit to a 
Practice. 9

To add a contact from this 
page, click the + sign for New 

Contact for that Practice.

Coach area landing page
Accessed by clicking “Coach Area” in the banner - all of 

the Practices assigned to you will appear in this list.



All sections in the 
database

Required, quarterly 
in-person visits

Required, other 
monthly visits

Ad-hoc visits HIT-only visits
(ORPRN only)

Contact information: 
type, date, duration

X X X X

Observations of 
environment and 
team dynamics

X

Attending staff X X X X

Topics discussed 
checklist

X X X X
(HIT topics only)

Contact for staff 
member survey

X
(Welcome visit only)

High Leverage 
Changes

X X

PDSA Cycles X X

HIT Tiering X X

Green Yellow Red X X

Tiering tool X

QICA X
(Welcome and 4th

quarter only)

Disruptions X

Comments and Field 
Notes

X X X X
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All sections  in 
the database; 

Required, 
quarterly in-
person visits; 

Required , 
other monthly 
visits; Ad-hoc 

visits  and HIT-
only visits 

(ORPRN only)  
are all the 
different 

sections in the 
intervention 

tracker. 

ONLY the 
required 

sections for 
each type of 

visit will show 
up for you to 
complete for 

each visit.

‘X’ indicates 
which 

sections are 
required for 

each visit 
type. ONLY 

these 
sections will 
show up for 
each type of 

visit.

Database sections required by contact type
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Depending on the type of 
visit chosen, different 

sections of the database 
will show up. Use the table 
on the previous slide as a 

guide.

Use Observations of Environment and Team 
Dynamics box to note observations about how 

the team functions, comments about aesthetics 
of the Practice, feel of the space, etc…

You can add a staff member at + Add Staff Member, as well as in 
the staff section of the recruitment section. Here it will allow you 
to enter the name, email address and the role the person has in 

the Practice but will NOT allow you to designate the person as the
Primary Contact for the Practice. You must go to the recruitment 

section to update Primary Contact information. See slide 5.

 

How to enter your data into the Practice contacts data 
entry form - Next 8 slides



For all visits, 
please  indicate 

the topic(s) 
discussed. You 

can click all that 
apply, and/or 

fill in an 
additional topic 

as ‘other’. 

Please fill out Contact for 
Staff Member Survey  

after the Welcome visit 
even if you think we have 
the information already.
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Topics Discussed



‘Did not discuss’ 
should only apply 
to the Welcome 
visit . If you feel 

you need to use it 
for other visits, 
please  clearly 

explain why in the 
comments/field 
notes box at the 

end.
You will need to 

indicate progress –
based on your 
observations, 

conversations, and 
any data – on the 7 

High Leverage 
Changes (HLC). 
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High Leverage Changes



You will need to 
indicate the tests of 

change the Practice is 
working on, what HLC 
the test corresponds 
to, and the current 
status of the test. 

Comments are helpful 
in highlighting details 

or concerns. NOTE: 
You will not put in 

any tests of change 
for the Welcome visit.

HIT tier status will be 
entered for the 

Welcome visit and can 
be changed and 

updated during any of 
the additional 

quarterly visits. You 
will also indicate your 
confidence level in the 

quality of their EHR 
data.

Assessment is a point-in-time 
assessment of a Practice’s ability to 

progress in this work. It is likely 
Practices will move back and forth 

between the categories over the 15 
months as conditions/ situations in 

their Practice change. It is very 
important to indicate why you chose 
the category (G, Y or R) each month. 

Describe specific details. 14

Tests of Change, HIT, Green-Yellow-Red Assessment



You can click on 
the title of each 

column to review 
the descriptions.

You will need to indicate your sense of the Practice’s capacity for 
change (and the work of making improvements). Please keep in 
mind the following:
 You will only be able to fill in the current quarter.
 Practices will only move up the scale, if they move at all, 

unless there is some very compelling change in 
circumstances. If this happens, please make sure to clearly 
describe in the comments/field notes box.

 Practices may not increase capacity during this initiative, so 
will stay in one category the entire time.
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Tiering Tool for Capacity



The QICA will be filled out with the team at the 
Welcome visit and during the 4th quarterly required 
in-person visit. There are 7 sections that align with 
the 7 HLCs. Each question is scored from a 1 – 12. As 

the scores increase, it indicates a greater level of 
implementation of the listed item. After saving  this 
data entry form, you will see the percentage score 

for each of the 7 sections. See slide 19.
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Quality Improvement Change Assessment (QICA)
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QICA (continued)



You will indicate if there 
have been any disruptions 

to the Practice. They 
could be one of the items 
listed or you can identify 
an ‘other’. NOTE: For the 
Welcome visit, you are 

looking back 12 months. 
For the following 4 

quarterly visits, you will 
be looking back at the 

previous 3 months.

At the end of all visit types, there is 
a box for comments and field notes. 

This is the place to share any 
additional information or 

explanations about the data you’ve 
put in to any of the previous fields 
for this visit.  You can also drop in 

any field notes you’ve typed up 
about the visit. Information from 

this box will show up on the landing 
page as a continuous list with the 

most recent visit at the top.

Do not forget to 
SAVE your entry! You 

can make changes 
later to any visit if 

you need to.
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Disruptions to Practice & Comments and Field Notes



Use the Site Contacts + sign to enter data 
from all Practice contacts.

This table autofills date of 5 required in-person 
contacts. Visits must be entered in chronological order 

for this to autofill correctly.

Click the date to edit an entry.

Click View Contact Comments to see a display 
of all of the field notes entered for all contacts.

Not Complete  error message lets you know 
that there are questions in the QICA that 

have not been answered or were accidentally 
left blank for this visit date. If you need to, 
you can go back and correct the QICA and 

press save.

Coach Notes + area will 
not be used in 

evaluation. It is solely for 
coach use. Use the + sign 
to enter a note for either 
a follow up item for the 
Practice or a follow up 

item for the Coach.

PDSAs for this Practice is a 
summary of any PDSA’s 

entered for a visit and will 
be displayed here.
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Coach area Practice display page
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