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About This Manual

Welcome to the webDHIS v2.38 User Manual. DHIS stands for District Health Information Software.

Objectives

We’ve written this manual to help you learn the basics of webDHIS, one of the most popular Health
Information Software packages across Africa. You may have used previous versions, such as the
DHIS1.4, which will help with your learning. However, don’t worry if this is your first time, as this manual
will cover all the basics you need. The objectives of the manual are to:

e Describe the key features of webDHIS, key terms and the information cycle.

e Explain the difference between aggregated and patient-based data.

¢ Explain how to login to webDHIS database and manage your user profile.

e Introduce the metadata and data model used in a webDHIS database.

¢ Demonstrate how to capture aggregate data using the Data Entry app.

e Explain the importance of data quality and methods to improve it.

¢ Demonstrate how to use the data quality functionality to run analyses on your data.

e Demonstrate how to use the reporting functionality to generate reports and create analytical
objects that can be added to your own dashboard.

e Explain how to manage messages in webDHIS.

Each chapter has key objectives listed at the beginning and is broken into sections and subsections.

The key objectives will help you check if you understand all the areas covered in the chapter.

Conventions

The conventions used throughout this document are explained in the table below:

Convention Explanation

For more about DHIS2, please go

to https-//dhis2.ora/in-action/ This type of box indicates a comment.

Do not use Internet Explorer as This type of box indicates caution or things to pay

Numbers on images are either:

o o o e steps that must be followed or
o labels
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Convention Explanation

Note: Lastname is your Surname. Notes give additional information.

Tips are in orange font. They are hints to help the
user.

Terms in black bold type indicate a button/option
Save that can be clicked.

Words in bold orange font indicate terminology.

Terms in “quotation marks” indicate the name of
“Measles 2" dose” something e.g. a window, a data entry field.

“This value is too low” Text in italics indicates what the user must type.
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Chapter 1. What is webDHIS?

After reading this chapter you will be able to:

e Describe the key features of webDHIS
e Explain the Information Cycle, its stages and the tools used at each stage
o Understand the difference between aggregate and patient data

1.1 Background
webDHIS is the name used in South Africa for DHIS2.

DHIS2 is an open source, web-based software platform for data collection, management, and analysis.
DHIS2 is developed and maintained by the HISP Centre at the University of Oslo (UiO), Department of
Informatics. Academic research has played a key role in the HISP movement since the original DHIS
software was created as a research project on health information system strengthening in South Africa
in the 1990s.

Today, DHIS2 is the world's largest Health Information Management System (HMIS) platform, in use
by ministries of health in 76 low and middle-income countries.
3.2 billion people (40% of the world’s population) live in | For more about DHIS2, please

) i ! ) _ go to https://dhis2.org/in-action/
countries where DHIS2 is used. With the inclusion of NGO-
based programs, DHIS2 is in use in more than 100 countries.
Countries that have adopted DHIS2 as their nation-wide HIS software include Kenya, Tanzania,
Uganda, Rwanda, Ghana, Liberia, and Bangladesh. A rapidly increasing number of countries and
organisations are starting up new deployments, not only in the field of health, but other areas as well,

like education and agriculture.

FOSS (free open-source software) makes the source code as well as the object code available. This
means that users have the freedom to run the program for any purpose, redistribute, probe, adapt, learn
from, customise the software to suit their needs, and release improvements to the public for the good
of the community. FOSS applications like DHIS2 typically are supported by a global network of
developers, and thus have access to cutting edge research and development knowledge.

1.2 Key Features

Some of the key features of webDHIS that you will cover on this course include:

e Can be easily customised and adapted to meet your needs.

e Can be used to capture both aggregate and patient data.

e Supports the idea of an integrated system, linking all levels of the health structure (facility,
districts, national).

e Can produce summary reports using the design of the data collection tools.

e Provides data entry tools which can either be in the form of standard lists or tables or can be
customised to replicate paper forms.

e Provides different kinds of tools for data validation and improvement of data quality.
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Allows flexible and dynamic (on-the-fly) data analysis in the analytics modules (i.e. Data
Visualizer, Maps etc.)

Contains a dashboard where you can set your favourite indicators, charts, tables, and maps.
Has a user management module for passwords, security, and fine-grained access control (user
roles).

Enables messages to be sent to system users for feedback and notifications. Messages can
also be delivered to email and SMS.

Allows users can share and discuss their data in charts and reports using Interpretations,

enabling an active information-driven user community.
e Provides for further modules to be developed and integrated as per user needs.

1.3 The Information Cycle

The wider context of a Health Information System (HIS) can be comprehensively described through the

Health Information Cycle (see diagram).

The cycle describes the different components, stages and processes through which data is collected,

checked for quality, processed, analysed, and used.
webDHIS supports the different facets of the information cycle including:

e Collecting data.

e Running quality checks.
e Accessing data at multiple
levels.

e Producing reports.

7N

Decisions &
Actions

e Making graphs and tables
and other forms of
analysis.

Processing

e Enabling comparison

across time (for example,
previous months).
Enabling comparison

|-1

Presentation & Analysis &

Communication Interpretation

v

across locations (for
example, across facilities

and districts).

e Seeing trends.

1.3.1 Collecting Data

webDHIS serves as a data collection, recording and compilation tool.

All types of data can be entered into it, be it in numbers or text.

Data entry can be done in lists of data elements, or in customised user-defined forms. Such forms can

be developed to mimic paper-based forms to make the process of data entry easier.
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1.3.2 Running Data Quality Checks

webDHIS can be used to increase data quality.

First, at the point of data entry, a check can be made to see if data falls within an acceptable range of
minimum and maximum values for any particular data element. Such checks can, for example, help to
identify typing errors at the time of data entry.

Further, the user can define various validation rules, and webDHIS can run the data through the
validation rules to identify violations. These types of checks help to ensure that data entered into the
system is of good quality from the start and can be improved by the people who are most familiar with
it.

1.3.3 Analysis, Reports and Presentation

When data has been entered and verified, webDHIS can help to make different kinds of reports.

Graphs, maps, reports, and health profiles are among the outputs that webDHIS can produce, and
these should routinely be created, analysed, and acted upon by health managers.

1.3.4 The Information Cycle

Tools: Tools:
Client Cards - Processing 5
. Collation tools
l Collectlon J lallviShsts ! Validation rules

Tick registers
Registers
e-Tick Registers

= Collation

= |mporting of e-Tick Registers
® |ndicator based essential dataset (NIDS, PIDS, DIDS) = Data quality checks
® Data elements - std. definitions = Data validation
® Data sources & tools defined and standardised = Sign off

® Data capture streamlined

Data flow . . |
Analysis and Interpretation
{ Decisions and Actions J N
® |ndicators
. .
. Regular review of data ® Data mining and exiraction
Regular review of NIDS Feedbac ® \aking sense of information
= Relate to operational plans » Explore
* Monitor service coverage & quality ® Triangulate with other data sources
® Evidence based decisions e
00ls:
Presentation and Communication NIDS Indicator definitions
Pivot tables
Ask questions
® Flow of information Tools: Research

® Format of tables, graphs, maps & reports E"[:L?S
® Feedback mechanisms Maps
Dashboards

Feedback

DATA COLLECTION

Data collection involves the source — where the data begins — and is the root of the whole process.
Examples of data sources include training registers, patient hospital files and registration forms filled
out by field workers:
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e Indicator-based essential data sets determine what data needs to be collected (NIDS, PIDS,
DIDS).

e Standard data element definitions ensure uniformity across the different facilities.

e Data sources and tools are defined and standardised.

e Data capture is streamlined. Electronic data capture forms should match the paper forms as
closely as possible.

DATA PROCESSING

Data processing turns large amounts of raw data into usable and understandable information. Data
processing includes:

e Collation / summarising i.e. bringing all the data together.

e Validation / data cleaning. This is the process of checking that data conforms to specifications.
It is usually the first process undertaken on raw data. In other words, data validation deals with
making sure the data is correct/ of good quality and useful for evidence-based decision making.

e Aggregation.

e Sorting and classification.

DATA ANALYSIS & INTERPRETATION

Data analysis can be defined as the process of transforming raw data into useful information. Analysed
data tells us:

e What impact our service delivery has on the health status of the community.
e Gives direction in decision making.
e Shows patterns and trends.

Interpretation is the action of explaining the meaning of something or demonstrating your own
understanding of something or simply to make sense of information. The purpose of interpretation is to
analyse performance and guide decision making and monitoring:

e Compare data - using the same data definitions and same indicators you can compare yourself
to set standards, program goals and targets or compare your health services to other health
services. How can you be more effective or efficient?

e Look for trends - Trends are a form of comparison over time.

e Use at least 6 months of data.

e Use local knowledge — Health data, service data and population data

e Ensure that data is of good quality — 3 Cs — Correct, Complete and Consistent.

PRESENTATION & COMMUNICATION

Presenting data allows for the information to be questioned and strengthened. Feedback is essential,
not only at this stage in the cycle, but at all stages. Various tools are used to present and communicate
data:

e Graphs, tables, and maps
e Dashboards:
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Everyday data visualisation
Real-time monitoring
Enables fast communication
Tailored to your audience

o O O O

DECISIONS & ACTIONS

e The information you have gathered, analysed, and reported is only useful if it is relevant and
has a purpose.

e Every decision made, every action taken, and every change made should be guided by
information.

¢ Information should be used to assess the community and facility needs and to plan, manage
and monitor health services rendered.

e Management uses information to plan and monitor performance.

1.4 Aggregated, Patient & Anonymous Data in a Health
Information System

1.4.1 Aggregated Data

Aggregated data is the consolidation of data relating to multiple patients, and therefore cannot be traced
back to a specific patient. They are merely counts, such as incidences of Malaria, TB, or other diseases.
Typically, the routine data that a health facility deals with is this kind of aggregated statistics and is used
for the generation of routine reports and indicators, and most importantly, strategic planning within the
health system. Aggregate data cannot provide the type of detailed information which patient level data
can but is crucial for planning and guidance of the performance of health systems.

Security concerns for aggregated data are not as crucial as for patient data, as it is usually impossible
to identify a particular person to an aggregate statistic. However, data can still be misused and
misinterpreted by others, and should not be distributed without adequate data dissemination policies in
place.

In webDHIS, aggregated data is collected through data sets using the “Data Entry” app. (This is covered
in detail in the chapter on Data Entry).

1.4.2 Patient Data

Patient data refers to a patient whose progress we want to track over time. Although it is the more
common usage, webDHIS can also track other things like specimens, doses, surveys, or a safety
incident.

In the case of a patient, data relates to a single patient, such as his/her diagnosis, name, age, earlier
medical history etc. This data is typically based on a single patient-health care worker interaction. For
instance, when a patient visits a health care clinic, a variety of details may be recorded, such as the
patient's temperature, their weight, and various blood tests. Should this patient be diagnosed as having
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"Vitamin B 12 deficiency anaemia, unspecified" corresponding to ICD-10 code D51.9, this particular
interaction might eventually get recorded as an instance of "Anaemia" in an aggregate based system.

Patient data is important when you want to track longitudinally the progress of a patient over time. For
example, if we want to track how a patient is adhering to and responding to the process of TB treatment
(typically taking place over 6-9 months), we will need patient-based data.

Patient data is highly confidential and therefore must be protected so that no one other than clinicians
have access to it. In paper form, patient details must be properly stored in a secure place. Electronic
patient data requires secure systems with passwords, restricted access, and audit logs.

In webDHIS, patient data is collected through programs of the type “with registration” using the “Tracker
Capture” app. This allows you to capture several different events (also known as program stages) under
one program e.g. the different visits made by a TB patient during his/her treatment.

1.4.3 Anonymous (case-based) Data

In between aggregate and patient data you have case-based data, or anonymous patient data. A lot of
details can be collected about a specific health event without necessarily having to identify the patient
it involved. Inpatient or outpatient visits, a new case of cholera, a maternal death etc. are common use-
cases where one would like to collect a lot more detail than just adding to the total count of cases, or
visits. This data is often collected in line-listing type of forms, or in more detailed audit forms.

It is different from aggregated data in the sense that it contains many details about a specific event,
whereas the aggregate data would count how many events of a certain type, e.g. how many outpatient
visits with principal diagnosis "Malaria", or how many maternal deaths where the deceased did not
attend ANC, or how many cholera outbreaks for children under 5 years.

In webDHIS this data is collected through programs of the type “without registration” using the “Capture”
app.

The following pictures may help you decide when to use Event Capture and when to use Tracker
Capture:

Event Capture Tracker Capture
Single event without Multiple event with registration
registration

This concludes Chapter 1 on the introduction. Chapter 2 covers getting started with webDHIS.
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Chapter 2. Getting Started with webDHIS

After reading this chapter you will be able to:

e Access a webDHIS database.

o Register as a user on a webDHIS database.

e Navigate in webDHIS.

e Log in, update your user details, change your password, log out.
e Clear the browser cache.

e Explain the metadata/key concepts used in webDHIS.

e List and explain the 3 main data dimensions.

2.1 Access webDHIS

webDHIS is a web-based application and is accessed through a web browser such as Google Chrome
or Mozilla Firefox when you have an Internet connection.

web browser. Download the Google Chrome installer here:

@ Do not use Internet Explorer as your We recommend Google Chrome
https:// www.google.com/chrome

2.2 Register as a webDHIS User

2.2.1 Background

The purpose of this section is to describe the user registration process to ensure that webDHIS users
are granted the correct and necessary permissions for the tasks which they are required to perform in
the webDHIS. The webDHIS as an online system is vulnerable to actions performed by users.
Therefore, until users are trained to perform certain tasks, access on production systems will be limited
to the minimum permissions required for the user to perform the tasks required in his/her regular day-
to-day job.

In webDHIS, access to functionality is controlled by creating an individual as a user in the system and
then allocating specific user roles to the individual which controls:

e Access to log into the system with a confidential Username and Password.

e Access to functionality dependent on the permissions which are allocated to the user role/s
which the user has access to.

e Access to data sets and/programs which are allocated to the user.

e Access to a certain level in the orgunit hierarchy for capturing and reporting.

(Note: Even if a user is not intended to capture data, a data entry orgunit must be allocated to
the user as other functions such as data approval are also controlled by this allocation. If the
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user is not required to capture any data, the lack of allocated data sets and capturing roles will

prohibit the user from actually capturing any data).

2.2.2 Registration of Users in webDHIS systems

A webDHIS user with permissions to add other users can manually complete the user creation form
and add a user to webDHIS. The rights of a user to certain permissions needs to be justified and
approved. Therefore a “webDHIS Access — User Registration Form” was developed to be completed

by each user to request access to each webDHIS system so that access can be approved before

creation of usernames.

The process for accessing, completing, and submitting this form is covered in the next section.

2.2.3 Registration Process

The section describes in detail the steps to follow to register as a user on a webDHIS database.

GET THE USER REGISTRATION FORM

&

S

ec.dhis.dhmis.org

& Open Google Chrome.
Google
Chrome
In your web browser, type the URL
that is specific to your province or
| other database you want to access
- — e.g.
@ NMNew Tab X +

e ec.dhis.dhmis.org

e |p.dhis.dhmis.org

e nw.dhis.dhmis.org

e ripda.dhis.dhmis.org

e warehouse.dhis.dhmis.org

8|
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dhis

Sign in

Username

Password The Login screen displays.
B |ogin using two factor authentication

m To download the required form, click
on the link using this link.
Forgot password?
To register please send a registration form {0 S S aies & i

S [ The registration form for this instance can be downloaded using this
link.

If you are unable to log in and require support, please try the password reset
function on this page and if you still unable to log in first contact s & i

WebDHIS_User Access_Registration Blank Form_20230620_Final_.pdf shared by Johan Smith

o B 1 03 — 4+ AutomaticZoom *

health

) De partme nt:

&

fm‘
? 2N

ealtl
1 REPUBLIC OF SOUTH AFRICA

webDHIS Access - User Registration Form

New users that require access to the webDHIS, OR Existing Users that want to change/edit their current
permissions, will have to complete this registration form. Kindly complete the required user information

and upload the form onto the webDHIS system to which you are requesting access. ONLY after signoff and
approval, will the user be created or edited.

webDHIS User Information

* Compulsory Information that must be completed

O New User
O Existing User

The form opens in nextCloud — a file storage location.

Click on Download. The form will start downloading.

Note: Depending on your browser settings, it may download to the “Downloads” folder, or you may be
asked to specify a location on your computer.

Name Open the form from wherever it is

~ Today saved so that it opens in Adobe

[£) WebDHIS_User Access_Registration Blank Form_20230620_Final_pdf Reader.
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FILL IN THE USER REGISTRATION FORM

The User Registration Form consist of several sections over a number of pages:

1. webDHIS User Information — This section specifies if this is a new access request or
updates/changes to existing access. Here is where you must enter your personal details and
specify the required organisation units.

2. User roles — In this section, you must mark which user roles are required.
Note: The list of user roles is dependent on the database that you are requesting access to.
3. Consent — You must read this section regarding consent.

Sign off — Both you and your supervisor/manager must digitally sign this form.

ALL sections of the “webDHIS Access — User Registration Form”
must be completed. Each form is specific to the database a user is

@ requesting access to. A different registration form must be
accessed and completed for each database to which a user
requires access.
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54 health

y Depatment:
& £l Heaalth
Wy’  REPUBLIC OF SOUTH AFRICA

webDHIS Access - User Registration Form

New users that require access to the webDHIS, OR Existing Users that want to change/edit their current
permissions, will have to complete this registration form. Kindly complete the required user information
and upload the form onto the webDHIS system to which you are requesting access. OMLY after signoff and
approval, will the user be created or edited.

webDHIS User Information
* o ¥ Information that must be completad

New User

Existing User

For existing users, only specify,/tick the
changes/additional e.g. Orgunit, user role,
data set. If Termination box is ticked, provide
the termination date.

Change Password
Change/Addition of Data Set Access

Change of Organisational Units Access

OO o O
|

Change/addition of user role

Termination Date:

First name (in full)*

Surname (in full)*

Email Address*

Position (eg. Data Capturer, Information officer etc)*

Place of employment*®

I Number*

PERSAL/Employse Mumber*

Cell phone Number (eg. 082 123 1234)*
Please specify the Orgunit Parent for

1I

Capturing

{the uzer will have aceess to this arg unit and all its children)
Please speacify the Orgunit Parent for
Reporting

{User will have sccess to repart on this org unit and all it
children)

webDHIS User Information:

1. Select either New User
or Existing User.

2. Ifyou are a new user
continue to 4. If you are
an existing user, choose
options in 2, then
continue.

3. If you are terminating
your account, give the
last date you will be
using webDHIS.

4. Complete your personal
details.

5. Specify the Orgunit
parent to which you
belong.
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User Roles (Tick your options)

Data User — Aggregated Data
{Uzers will hzve scoess to all the reporting aspes
tables, and GIS functionalivy at il levels)

Data Capturer
{Usars will have acemss to the data entry 3pp and be abie to
capture cata on applicable datasets)

l:‘ Create User

[Usars will have sccess to createledit users)

D 50L Views
[User will hawe acoess toview and run SOL views se. 4G user

management reperts, Dets slements in datasets ot

l:‘ Dataset allocation

{Wsers will have acoess to sssign datasess to argurits)

I:I Import TE data.

[Uszr will have acoess taimpart T8 quarterty dats)

l:‘ Other specify:

Comment:

***Note for Create Users Only

It is crucial that when creating users on webDHIS instances, they are ollocated to the correct user groups.
Below are the two mandatory user groups for regular users on Routine instances.

User Groups

Purpose

All Metadata

This user group should be allocated to all users. It
enables users to have view access to metadata.

Primary Healthcare

Hospitals

These two user groups are compulsery for users who
will capture data.

MNote: This form is specific to this database. A different registration form must be accessed and
completed for each database to which you require access.

User Roles:

1. Click in the checkbox
next to the user
role/roles you require.

2. The checkbox is filled
with a tick when you
click in it, indicating that
you have chosen that
option.

Note: Please make sure
your supervisor checks
to see if the user roles
you have selected are
correct.

3. If you selected “Other:
Specify”, please specify
here.

4. If you have any
additional comments,
type them here.

12 |
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Consent
By signing this form, the user agrees to the personal identifiable information provided in the form to
be stored within the user tables within the database and any actions performed on the database will
be linked to the users record ad infinitum.
Consent:
The information will be used within the parameters of the webDHIS user management SOF to
manage and review user access as described within the said policy. 1. Read the Consent
The user also consents to DHIS messaging as determined by the Department of Health to be sent to
the user to facilitate proper management of data or enhance patient care. Such messages will be section.
formally approved by the Department of Health authorised manager.
Date: User’s Signature: SIgnOff:
2. Enter the Date.
3. Attach your User’s
Manager's Name Manager's Surname Signature (dlgltal)
Manager's Position: Manager's Contact No These are described
below.
Date: Manager's Signature:
o
1. Click in the Date field.
Date 2. Click on the dropdown
4 August 2023 » arrow that appears on
Sun Mon Tue Wed Thu Fri  Sat T the side of the Date
300 31 1 2 3 4 5 field.
6 7 9 10 11 12 .
3. A calendar box will
20 21 "23 24 25 26 appear. Click on the
27 28 30 031 1 2 .
- required date.
3 4 5 6 7 8 9 q
[ Today: 29/08/2023 Note: Today’s date is
the default setting.
Itis very
— important that this
User’s Signature: @ is the last field
that you
complete.
Click in the User’s
Signature field to insert your
digital signature.
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Note: Please note that the instructions below for creating/inserting a digital signature may vary slightly
according to the version of Adobe Reader that you have installed on your computer. These

instructions are for Adobe Reader DC.

Digitally

Demo
User

Review document content that may affect signing

by Demo User
Date: 2023.08.30
03:44:55 +02'00'

Sign with a Digital ID X
Choose the Digital ID that you want to use for signing:
o I? Demo User (Digital ID file) View Details If you have a digital
o Issued by: Demo User, Expires: 2028.08.30 )
sighature:
Select your signature (if
there is only one signature, it
will be selected by default).
Click on Continue.
@ ( Configure New Digital ID ) ( Cancel )
Sign as "Demo User" X
Appearance  Standard Text v

sighed

1. Enter the password for

your digital signature.
2. Click on Sign.

View Certificate Details

((_Review
2

Digital ID Configuration Required

This signature field requires a digital signature identity.

Would you like to configure one now?

Help Configure Digital ID

If you don’t have a digital
sighature:

You will be prompted to
create one.

Click on Configure Digital
ID.

Cancel

14 |
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Configure a Digital ID for signing

A Dighal /1 required 1o Select the type of Digital ID:

create a digital
st — Use a Signature Creation Device
trusted Certificate O E‘Q Configure a smart card or token connected to your
authorities and are based computer

on secure devices like smart

card or token. Some are

based on files.
Use a Digital ID from a file
You can also create a new O |1~:"'.-, Import an existing Digital ID that you have
Digital 1D, but they provide obtained as a file
3 low level of identity
assurance.

Q Create a new Digital ID
Create your self-signed Digital ID

0

1. Click the button next to
Create a new Digital
ID.

2. Click on Continue.

Select the destination of the new Digital 1D

Digital IDs are typically issued @ Save to File
by trusted providers that

assure the validity of the Save the Digital ID to a file in your computer

identity.

Self-signed Digital ID may not

provide the same level of Save to Windows Certificate Store

SRR T (= (I o @g Save the Digital ID to Windows Certificate Store to be
accepted In some use cases.

shared with other applications

Consult with your recipients if
this is an acceptable form of
authentication.

0

1. The option Save to File
is selected by default.
2. Click on Continue.
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Create a self-signed Digital ID

Enter your details as shown
in the picture:

1. Enter your Name (first
name and surname).
Enter the identity information Name Demo User
tcl?e useifur(refl\ngihe 2 Enter the name Of the
self-signed Digital ID. Organizational Unit Crane Clinic . . .
! ¢ Organisational Unit
Digital IDs that are self-signed
by individuals do not provide Organization Name HISPland Department of Health i
the assurance that the identity & P yOU are reSpOﬂSlbIe for'
inf fon is valid. hit . q .
'r:;;romnitr:: :f]:::mt?;t © Email Address Demo.User@gmail.com 3. Enter the province you
accepted in some use cases. . .
Country/Region 7A - SOUTH AFRICA 5 are operating in.
Key Algorithm 2048 bit RSA v 4. Enter your Email
R Address.
Use Digital ID for Digital Signatures ~ ]
5. Click on the
Country/Region
® dropdown arrow and
Back i
select ZA - South Africa.

6. Click on Continue.

1. The file location for your
digital ID will be
displayed; you may
change it or use the
default location.

Save the self-signed Digital ID to a file X 2. Enter a password for
your digital ID.
Your Digital ID will be saved at the following location : 1
Add a password to protect the TIP: The colour next to
private key of the Digital ID. —
You will need this password E i :
e C:\Users\ \AppData\Roaming\Adobe\Acrob: your password Changes
SEnine: to show how strong your
Sava the Digital ID file in a Apply a password to protect the Digital ID: i
known location so that you password IS.
cancopyitorbackitup. | seeeecenseecensnes —

3. Enter the same

Confirm the password: password again_
.................. e 4. Cllck on Save.

Every time you

use your digital

ID you will be
@ required to enter

the password, so
please

remember it!
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Digitally signed
by Demo User
Date: 2023.08.30
03:44:55 +02'00'

Appearance  Standard Text v

Demo
User

Review document content that may affect signing

==
2

View Certificate Details

Sign with a Digital ID X
Choose the Digital ID that you want to use for signing:
E\ Demo User (Digital ID file) View Details
" Issued by: Demo User, Expires: 2028.08.30 1 Select your Signature (If
there is only one
signature, it will be
selected by default).
2. Click on Continue.
@ ( Configure New Digital ID ) ( Cancel )
Sign as "Demo User” X

1. Enter the password for
your digital signature.
2. Click on Sign.

webDHIS v2.38 — User Manual — 2023

|17




E Save As x

e s « Documents > webDHIS Access Requests o v @] o

Organize ~ New folder = - 0
> =] Documents Name Status Date modified Type
b ExamQuestion No items match your search.

> HISP Academii I

> Livingstone DF
» Microsoft Tear
» Pictures

> Recordings

File name: | WebDHIS_User Access_Registration Form_Demo User_pdf e v
Save as type: Adobe PDF Files (*.pdf) o ~

» Hide Folders Save Cancel

You will be prompted to save your signed form.

Choose a suitable folder on your computer.
Edit the filename to add your first name and surname (last name)

e.g. WebDHIS_User Access_Registration_Form_Demo User

3. Click on Save.

x  Signatures o )
b .&;5 Rev. 1: Signed by Demo User <DemoUser@gmail.com> o DE

w == Unsigned Signature Fields o gg
== Signaturel3l on page 3 E
4

1. Click on the Signature Panel icon.
2. Those who have signed the document are listed with a green tick to indicate the signature is valid.
3. Any unsigned fields are also shown.

The document will not be valid until all signature fields are
completed — in this case the supervisor must still sign.
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- outlook

Close the form and email it or
send it on a memory stick to your
supervisor.

Your supervisor or manager will
then check the form and approve
it by also signing it.

Date:

User’s Signature:

29-Aug-23

Digitally signed by
Demo User
Demo User 00 05 30

05:15:06 +02'00°

Manager's Name

Manager's Surname

Demo

Manager

Manager’s Position:

Manager's Contact No

Facility Manager

0845646895

Date: Manager’s Signature:
D e m O Digitally signed by Demo Manager
30-Aug-23 Date: 2023.08.30 05:16:18 +02'00'
Manager

The supervisor/manager will complete the form by entering their:

Name

Surname
Position

Contact Number
Date

2 o oA

And by signing the form using the same instructions as above.

Note: The document may only be signed after checking that all the necessary fields are completed.
The supervisor/manager will return the form to the user for uploading to the database or may upload

the form for the user.

SEND THE SIGNED REGISTRATION FORM

[i\ WebDHIS_User Access_Registration Form_Demo User_Signed_20230830.pdf

Rename the form that you

have received back from your
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supervisor to append the date
that you are sending it.

dhis

Sign in

Usemame

Password

B | ogin using two factor authentication

Forgot password?

To register please send a registration form to E"- Wesi e ® v bmsd I
#ss . The registration form for this instance can be downloaded using this
link.

If you are unable to log in and require support, please try the password reset
function on this page and if you still unable to log in first contact e« s

On the Login screen click on
the link to the person who will
process your form.

If your form is in order, you will
be created as a user on the
database.

You will be notified of your username and password. These will be sent via different medias (e.g.
username by email, and password by WhatsApp) to ensure security. You will also be advised to
change your password the first time that you log in — it is very important that you do this.

Please note that your password must meet certain requirement as shown below:

Your password must:

e be 8-40 characters in length

in addition to lowercase characters

username, email address etc.

will need to re-enter a valid password.

e contain at least 1 uppercase character, 1 digit and 1 special character (e.g. *, !)

e not use generic words like system, manager, admin, password
@ e not contain any information from your account details e.g. your name,

e not be one of the 24 passwords you have used previously
You will get an error message if any one of these password rules are violated and you

It is important each user on the system is allocated their OWN departmental email
@ account, and not an account that is shared by all users at a health facility.
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2.3 Log in to webDHIS

Once you can see the login screen of webDHIS you must enter your username and password to log in
to the application. This is sometimes also known as your profile or account.

Note: The colour and design of login screens may vary.

dhis

Signin

N )
R - )

3 = Login using two factor authentication

T

4,

Note: If the login is not successful you will
be notified that the login information is
incorrect, and you will need to re-enter
these credentials.

Enter your username.
Enter your password.

TIP: Your username and password are
CaSeSensitlVE.

You can login using two-factor
authentication (2FA) by ticking in the
checkbox. This means that you need to
provide a code sent to another device
in addition to your username and
password to be able to log into a
webDHIS database. Note: This feature
needs to be set up, but it is not used at
present.

Click on Sign in.

Users should not share their passwords with any other users, including administrators.
Users should reset their own passwords or use the “Forgot password?” feature to set

@ their own passwords with a user account. Sharing of passwords can result in other users
using your credentials to perform actions which you will be held accountable for, as all
actions in the system are recorded and auditable.

Once you have successfully logged in you will see the webDHIS Dashboard:
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€3 Routine Health: HISPiand - Dashboard

+| @ 02 Messages 03 Patient Satisfaction 04 Pop, Access & Equity 05 In-facility Deaths 06 Management Hospitals 07 Management PHC 08 Womar's Health 09 Matemal & Neonatal
10 EMTCT Cascade 11 Child & Nutrition 12EPI 13NCD 14 HIV&STI 15 90-90-90 Cascade 16 90-90-90 Facility 1778 18 EMS 19EH 20 WBPHCOT 21 Data quality 22 DDC Monitoring 23 Data quality monitoring
Vi nesuuIvES A e -
Resources
) 201702 webDHIS Forget Password FAQ_v1
£ 2017 02 webDHIS Helpdesk Support FAQ_vZ
r webDHIS Browser Cach

¥ 90-90-90 standard report webDHIS demo_29Aug2018
[ webDHIS Totals not showingin Pivols FAQ_v1

[ webDHIS FAQ APP Reports 20180516

[ 1S0PNationallevel?7.Jan2014

B Pr il 4

[ 350PDistrictlevel79.Jan2014
B 450PSubdistrict29.Jan2014
Bl 550PFacilitylevel

B DHMIS Palicy

FAQ_Managing Liser Groups

2.3.1 Login screen locked

On your 4™ unsuccessful attempt to log in to a database using a valid username but an incorrect
password, you will be locked out of the database for a period of 15 minutes. To remove the locked
message you must clear your Google Chrome browser cache and refresh (Go to Clear Browser Cache).
After 15 minutes has passed, you will be able to try to log in again.

dhis

If you enter an incorrect username

or password:
lUsername

1. Your username and password
will be removed.

Password

B [ ogin using two factor authentication

2. The message “Incorrect
username or password” is
Forgot password? dlsplayed.

Invalid login information
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. On your 4t unsuccessful attempt,
d h IS you will see the message “Your
account is locked” and you will not
be able to try to log in again.

Note: Do NOT be tempted to try

and login again before the 15
Password minutes has passed. The system

B [ ogin using two factor authentication

m your last failed login attempt, so

each time you keep trying before

will lock you out for 15 minutes after

Forgot password?
the 15 minutes is up, you will add

Your account is locked another 15 minutes to your waiting

time!

2.4 Accept the webDHIS Data Protection & Privacy Statement

The POPI Act requires that you obtain consent when you collect a person’s personal information. In line
with this, webDHIS users are required to read and accept the webDHIS Data Protection and Privacy
Statement when they first access a webDHIS database. This is a once-off consent per version of the
privacy statement; thereafter, you will be able to access the database in the normal way.

webDHIS - DATA PROTECTION & PRIVACY STATEMENT

Privacy Statement

This is the Privacy statement of the webDHIS developed for the National Department of Health. In this document, "we", "our", or “us” refer to National
Department of Health (NDOH) and applies to users created in the system managed in accordance with the webDHIS User Management Policy.

Introduction

1. The National Department of Health has developed the webDHIS to support the collection of aggregated and tracker data in South Africa
2. The webDHIS databases will be used to capture routine aggregated and tracker related data digitally and provide data to NDOH data

analytics platform to monitor and report on.
3. This Privacy Policy explains the extent to which we collect information when you use the webDHIS. It also explains:

1. How your information is used.
2. Who your information is shared with.

3. How your data is kept securely.
< 4. The extent to which any personal information is transferred or stored. >

4. "Personal data” or "personal information” means all information relating to an identified or identifiable person.

5. "Processing" means any operation with personal data, irrespective of the means applied and the procedure, and in particular the collection,
storage, use, revision, disclosure, archiving, or destruction of data.

6. The processing of personal data is managed in line with the provisions and safeguards set out in the Protection of Personal Information
Act, 2013 (Act No. 4 of 2013).

1. Page 1 of the webDHIS Data Protection and Privacy Statement displays. Read the
Introduction. Then click on the right arrow to proceed to the next page.
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Responsible Party

1. The controller responsible for the data processing described herein is the:
= Dr AB Xuma Building, 1112 Voortrekker Rd, Pretoria Townlands 351-JR, PRETORIA, 0187
= Postal address: Private Bag X828, PRETORIA, 0001
2. The webDHIS is available to pre-approved system users registered on the system. The system can be accessed via web browsers or the
DHIS android app using suitable and compatible devices.
3. Where the NDOH engages third parties to assist with developing and supporting the webDHIS platform, they have signed commercial and

confidentiality agreements, undertaking contractually to comply with all requirements of the Protection of Personal Information Act, 201
< (Act No. 4 of 2013). >

2. Page 2 of the webDHIS Data Protection and Privacy Statement displays. Read about the
Responsible Party. Then click on the right arrow to proceed to the next page.

Collection and processing of personal data and special personal information

1. The webDHIS does not collect any “special personal information” about you as a user. For this purpose, "Special personal information”
relates to:
1. the data about your race or ethnicity.
2. religious or philosophical beliefs.
3. sex life.
4. political opinions or trade union membership.

5. information about your health and biometric data; and
6. information about criminal convictions and offences.

2. The following information of users will be collected and processed by the webDHIS:
1. name and surname
2. 1D number
3. persal number
4. e-mail address
5. mobile phone number
6. job function
7. place of employment

3. Page 3 of the webDHIS Data Protection and Privacy Statement displays. Read about the
Collection and processing of personal data and special personal information. Then click
on the right arrow to proceed to the next page.

Information we process with your consent

By agreeing to this agreement your user information will be stored, processed and managed with your consent in accordance with the webDHIS
User Management SOP. You also consent to receive webDHIS instant messaging or emails in the course of daily work within the system in order
to facilitate Health Information Management, Data Quality and Data Use.

What security measures are in place to protect my data?

1. The Administrators and users who have access to the webDHIS have secure user login details that have a full audit trail on all the activitie
that they perform on their accounts according to their assigned user role permissions. >

2. NDOH is the owner and Responsible Party of Information and data processed by the webDHIS and has employed stringent technical an

best practice procedures in place to ensure the integrity of Personal Information is safeguarded against the risk of loss or damage and
against unauthorised or unlawful access.

3. All systems are Protection of Personal Information (POPI) Act compliant and allow for capturing of user and client consent in the case of
capturing personal information.

4. Security is based on at least 99% Availability Service Levels and ISO 27001:2013 framework, which is the international standard that
describes best practices and controls.

5. All systems are built with open architecture for interoperability and alignment with local standards.
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4. Page 4 of the webDHIS Data Protection and Privacy Statement displays. Read about the
Information we process with your consent and What security measures are in place to
protect my data? Then click on the right arrow to proceed to the next page.

Rights of all webDHIS users

1. In the event of alleged infringements of any data protection legislation in force in the Republic at the time of the alleged infringement, you
can contact the competent data protection supervisory authority or take legal action in accordance with that data protection legislation.

2. The ability to exercise your rights requires that you provide clear evidence of your identity (e.g., a copy of your identity documents). To
assert your rights, you can contact the NDOH at the address given in clause 2.

Other documents governing privacy and data protection

This Privacy Policy is not necessarily exhaustive. Specific matters may be governed by other data protection statements, similar documents, or

€ terms and conditions of use. Where that is so, a link to any such documents will be made available to the user in the application. >

5. Page 5 of the webDHIS Data Protection and Privacy Statement displays. Read about the
Rights of all webDHIS users and Other documents governing privacy and data
protection. Then click on the right arrow to proceed to the next page.

Wt et s Wl -

e —— Ay s

Do you Agree or Disagree to this privacy statement?

Please submit your response 7

Click on Agree or Disagree.
Click on Please submit your response.

Note: If you selected Agree, you will be logged in to the database. If you selected Disagree, you
will not be given access to the database.

2.5 Log out of webDHIS

When you have finished your webDHIS session we recommend that you log out before closing the
browser.
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Online

Demo User 1. Click on your Profile button (the circle

@

demouser@hisp.org ) o
Edit profile with your initials inside).
2. Click on Logout. You will be returned
to the Login screen.
§83 Settings
Note: webDHIS will log you out
2 Account automatically if you are not active on the
system for more than 15 minutes. This is
Help to protect your user account from

unauthorised access when you may not
About DHIS?2 be at your computer.

2, Logout a

2.6 Navigating the webDHIS

© ®

The webDHIS has two menu systems; the top menu, which houses areas for apps and the user profile,
and the left side menu inside most apps to navigate between features inside each app.

The webDHIS symbol in the top left corner is a fast link to the user-defined start page, the home page.
Often this is set to the Dashboard app.

2.6.1 Top Menu

The top menu consists of 2 menu items:

4. Apps: webDHIS consists of various apps (major components), such as Data Entry, Reports,
Dashboard, which each have specific features.

5. Profile: This contains details relating to your user account, general user settings and
information about webDHIS.

2.6.2 Menu inside apps/modules

When you open most of the apps you will see the app main page which shows a separate tile for each
feature together with a short description of that feature. Simply click on the feature you would like to
open.

When inside an app you will always see the left side menu with links to its features. Use this menu to
jump between features. This is particularly useful for navigation within the app. (The screenshot below
shows the Data Quality App).
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@ Routine Health: HISPland - Data Quality

7 Validation Rule Analysis

Validation Rule Analysis W Outlier detection ~
~ Quitlier detection
Run validation rules in order to unveil anomalies and Analyze potential outlier values based on standard
) errors in the data in the database. deviations or min-max values. Outlier values can be
B Follow-Up Analysis examined and marked for follow-up.
Run Validation Analyze
Follow-Up Analysis B

View or edit data values marked for further follow-up
during data entry or analysis.

View Data Values

Apps like Data Entry, Data Visualizer and Dashboard do not have a menu system as they only contain
one feature, so there is no need for a menu.

2.7 Access Apps

1. Click on the Apps
button.

2. The “Apps” window
displays showing only

those apps that have
Search apps o PP
been allocated to you
4 as a specific user.
4 3.
ms ‘" A
—1
Data Entry Dashboard Browser Data

Cache Cleaner Visualizer _e

Menu Reports Data Quality 4. Click on an app to
Management 4 access it e.g. Data

Entry.
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Search apps

_ .- . g
; 1 | ~

&
m

You can change the order
of the apps displayed so
that the ones you use most
are at the top of the Apps
list.

Data Entry Dashboard Browser Data
Cache Cleaner Visualizer Click on the Gear icon to
the right of the “Search
@ O G apps” box OR
- Click on the Menu
Menu Reports Data Quality Management app..
(M t

anagemen J

Your apps 1. Drag and drop the

Drag and drop the menu items to re-order them.

5 9 @ B 0

Dashboard Data Data Data Reports
Entry Quality Visualizer

o
Caof
S

Browser Menu
Cache Management

Cleaner

~/ Updated order of apps. b4 2

apps where you want
them.

webDHIS detects that
you have made
changes and saves the
order for you.

2. Click on the X if you do
not want to save your
changes, otherwise this
box will disappear after
a few seconds with

your changes saved.

Search apps

- |

oY

Dashboard Data Entry Data Quality Data
Visualizer
- ‘,
( ’
= Sl
Reports Browser Menu
Cache Cleaner Management

The next time you access
the “Apps” menu, your new
order will display.
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2.8 Maintain your User Profile

2.8.1 Update your profile details

Online

Demo User
demouser@hisp.org

§o3  Settings

S Account

(?) Help

@ About DHIS2
2, Logout

1. Click on your Profile button (the circle
with your initials inside).
2. Click on Edit Profile.

Edit user profile

Demo
User

demouser@hisp.org

4 SELECT PROFILE PICTURE

@ REMOVE PROFILE PICTURE

Add or edit your details.

You can press Tab to go from one field to
the next, or you can simply click into the
desired field.

You can add a profile picture by clicking
on SELECT PROFILE PICTURE and
uploading a picture from your computer.
Your picture will replace the circle with
your initials.
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You can also add WhatsApp, Facebook
Messenger, Skype, Telegram and Twitter
identifiers to your user profile.

Note: International dial code is validated
for phone numbers. Phone numbers are
unigue per user.

Data is saved as you enter it — you will see
a message pop up from the bottom of the

screen confirming that your profile was
updated.

2.8.2 Change your user settings

You can change any of your user settings, but the two most important to note are your email and SMS
notifications, which are set to Yes by default. .

@ You can deactivate these settings, but then you will not receive any system notifications.

30| webDHIS v2.38 — User Manual — 2023



Online

Demo User
demouser@hisp.org
Edit profile

§83 Settings e

2 Account

(3 Help

@ About DHIS2

2, Logout

1. Click on your Profile
button (the circle with
your initials inside).

2. Click on Settings.

Edit user settings

Use system default (English)

System default: English

English

System default: English

Use system default (Light Blue)

System default: Light Blue

Use system default (name)

System default: Name

Yes

Yes

No

1. To disable message
email notifications or
message SMS
notifications, click on
the dropdown arrow
at the end of the
required field.

2. Click on No.

A message that your
settings have been
updated will flash briefly
at the bottom of the
screen.

webDHIS v2.38 — User Manual — 2023

| 31



2.8.3 Change your password

Online

Demo User
demouser@hisp.org
Edit profile
§03  Settings 1. Click on your Profile button (the circle

with your initials inside).

A Account e 2. Click on Account.
(3?) Help

@ About DHIS2

2, Logout

Edit account settings

1. Enter your old password.
Type your new password.
Type your new password again.

4. Click on UPDATE PASSWORD.

w N

SETUP 2-FACTOR

Password changed successfully

You need to login again to continue using the application.

%| LOGIN l

Click on LOGIN.

You will then need to login to webDHIS again, using your new password.
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2.8.4 You've forgotten your password, now what?

Don’t panic if you've forgotten your password. If you can remember your username, webDHIS can
recover your password for you.

Note: This is why it's important to specify a correct personal email address during registration.

dhis

On the webDHIS Login
screen, click on Forgot
password?

Username

Password

B Login using two factor authentication

Forgot password?

Account recovery

1. Type your username in
the Username box.

SN U |2 cickonRecover
L e (@

Account recovery

Please check the email account which you registered for this username. We have sent
you instructions on how to restore your password.

The Account recovery message displays. Check the email account that you used when you created
your profile on webDHIS.

As stated previously, it is important each user on the system is allocated their OWN
departmental email account, and not an account that is shared by all users at a health
facility.
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You will receive an email that looks like this:

Someone, probably you, has asked us to restore your Routine Health Data: HISPland user account.

Please follow the link below to restore your account.

https://training.dhis.dhmis.org/hispland/dhis-web-commons/security/restore.action?
username=5tudent Test&token=RVh9golhAGntVaSXejdFpTgT3Id753sg0wRnS20KI3ISIGBCXxZE é

You must complete the restore process within 1 hour. If you take no action, your account will not be restored. If you did not request
this restore, please disregard this message.

Click on the link.

Restore account 1. Type in your new
password.
New password o 2. Type your password in
e again to confirm it is
Confirm password
correct.
3 3. Click on Restore.

Restore account

You account was successfully restored. Use your new password to)log.in at the login page.

A message will display that you were successful. Click on the link to go to the Login page.

If your account has been disabled, you will not be successful in resetting your password.
You will need to contact the relevant data manager (link on the Login screen) to assist
you.

2.8.5 Password Expiry

webDHIS passwords are set to expire 90 days after your last password reset. webDHIS will send you
an email 14 days before your password expires, and thereafter every day until you have changed your
password, or the 14 days is up. This is an example of the email message you will receive:

Routine Health Data: Free State Message [No reply]
[Routine Health Data: Free State] Password Expiry Alert 2018,/01/26
Dear Lyn_Pennington, Please change your password. it will expire in 10 days.

You need to log in to your instance using your existing password and change your password. If you
cannot remember your password, you need to use the “Forgot password” feature.
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Once your password expires, your user account is automatically deactivated with a script. In accordance
with the User Management SOP, you will need to submit a revised user access form to be reactivated.

Note: It is important that your correct email address is specified in your user profile on the instance,
otherwise you will not receive these notifications.

2.9 Clear Browser Cache

The browser cache is a temporary storage location on your computer for files downloaded by your
browser to display websites/webpages. If, during the same browsing session, you want to go back to
those pages, the browser displays the stored pages instead of downloading them again.

This is great as it speeds up the display of webpages, and in webDHIS it also allows us to store data
that has been captured offline. However, changes may have been made to webDHIS components e.g.
data sets or orgunits, which you may not then see.

Clearing the browser cache cleans out this temporary “memory” which means that webpages that were
stored there previously must be reloaded from the source. This may take a little longer than loading
from the browser cache, but any changes that were made to the webDHIS database will now be visible.

It is advisable to clear the cache once a week, but you should also clear it when you expect
your system to perform in one way and it does not or if you encounter unexpected errors!

Ensure that offline data is uploaded BEFORE clearing your cache — clearing your cache will remove
ALL data stored offline.

To be sure that the cache is completely cleared there are two steps to follow:

1. Clear the cache from within the webDHIS database using the Browser Cache Cleaner app.
2. Clear your Google Chrome cache using the Chrome Clear Cache app.

2.9.1 Use the Browser Cache Cleaner App

F
o In the Apps menu, click
A on Browser Cache
Browser Cache Cleaner.
Cleaner
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Any number of items ma:
DHIS 2 browser cache cleaner disilay y

1 Select all Deselect all Clear all selected items 3 1. Click on Select all to
e select all the items in
Local storage

all the sections OR

o Select all local storage items Deselect all local storage items Click on the Select
) , all... button in chosen
dhis2.dashboard.current.Lyn_Pennington )
sections.
loglevel

2. Click on Deselect all
Session storage to deselect all the
items in all the

Select all session storage items Deselect all session storage items

sections OR
uiLocale e Click on the Deselect
all... button in chosen
Indexed database sections.
No indexed databases 3. Click on Clear all

selected items either

bottom of the window.

DHIS 2 browser cache cleaner

Select all Deselect all

Local storage
Local storage empty

Session storage The window shows that

) no items are cached.
Session storage empty

Indexed database

No indexed databases

2.9.2 Use the Chrome Clear Cache App

Click on the Clear Cache icon to the right of the Google Chrome address ~
O £

bar.
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If you don’t have the app installed, then follow the instructions below.

Copy this URL into your browser address bar or click on the link here:

https://chrome.google.com/webstore/detail/clear-cache/cppjkneekbjaeellbfkmgnhonkkjfpdn

This window will display:

Home > Extensions > Clear Cache

#Y Clear Cache —_—

) S
-
% % % W Y 1.077 @ | Developer Tools | 900,000+ users

Click on Add to Chrome.

N . .
t-q} Add "Clear Cache"?

It can:

Click on Add extension.

Read and change all your data on all websites

Data 0 D amove me Pe
@ App Cache Last Hour
@ Cache Last Day 1. Under Datato Remove, select
Cookies (= Last Week everything except cookies.
9 Pownloed Last Month 2. Under Time Period, select
b o= Everything.
v ita
2 Histon When you'’ve done this, you can close
@ Indexed DB the browser tab.
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https://chrome.google.com/webstore/detail/clear-cache/cppjkneekbjaeellbfkmgnhonkkjfpdn

=) O

X

Extensions ) )

To pin the extension to the browser:
No access needed ) . )
These extensions don't need to see and change 1. Click on the Extensions icon.
information on this site. 2. Click the Pin icon next to Clear
@ Cisco Webex Extension I Cache.
#x% Clear Cache @

BM Security Rapport I

You might have the app installed but need to change the settings.

Clear Cache

This can read and change site data Right-click on the Clear Cache icon and

Options % click Options.

Remove from Chrome Then select under Data to Remove and
Unpin Time Period as shown above.

) Close the browser tab.
Manage extension

nspect pop-up

2.10 Metadata / Key Concepts
Metadata is data which describes and gives information about other data.
This section describes the webDHIS metadata and other key concepts that you need to be familiar with.

Note: webDHIS now allows the tracking of metadata changes. NDOH and Provinces are now able to
track administrators’ actions in changing metadata and will be provided with an extract quarterly which
they can review. This has been an audit requirement since last year which can now be implemented.

2.10.1 Data Dimensions

A data value in webDHIS is described by at least three data dimensions:

1. Data Dimension (known as the dimension). This represents the specific data being
captured, such as the number of activities undertaken at a resource or research station.
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2. Organisation Unit Dimension (known as the \Where dimension). This represents the
organisational structure, such as resource centers, districts, or regions.

3. Period Dimension (known as the \When dimension). This represents the time frame or the
reporting period of the data, such as months or years.

These three dimensions form the core building blocks of the webDHIS data model, and no report can
be generated accurately if one of these data dimensions is missing.

WHAT

Data Element
Disaggregation

Categories

]

Organisation B4 Data Value B Vgga\l

unit

WHERE

1

CUSTOM

Attribute
Categories

As an example, if you want to know how many pregnant women in Beet Clinic were given an influenza
dose in Week 40 of 2022 as part of the Influenza Campaign, the three dimensions which describe that
value are the organisation unit "Beet Clinic", the data element "Influenza doses to pregnant women
(campaign)"”, and the period "Week 40 — 2020-09-28 — 2020-10-04".

Organisation Unit | Data Element Period Values

Influenza doses to pregnant

an_Beetle Clinic . _08.21 _ _08. 18
_ women (campaign) Week 34: 2023-08-21 — 2023-08-27

So, when you are capturing data, or you are reporting on or analysing data, you will need to specify
these three dimensions. A screenshot of data entry in webDHIS is shown below:
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Data Entry @

Organisation Unit an_Beetle Clinic o
Data Set | Influenza Campaign e v |

Period ov‘.{eek34-2023-08-2l-2023-08-2? v|| Prevyear || Nextyear |

Campaign H1IN1

Filter in section Value
Influenza doses to pregnant women (campaign) e 18
Influenza dose to all people over 65 years of age and residents of old age homes (campaign)

Influenza dose to chronic medical conditions including rehabilitation centers (campaign)

Influenza dose to HIV and AIDS patients {campaign)

1. Organisation Unit = Beetle Clinic

2. Data element = Influenza doses to pregnant women (campaign) - a data element in the
“Influenza Campaign” Data Set

3. Period = Week 34 — 2023-08-21 — 2023-08-27

Note: In addition to the organisation unit, period and data dimensions, data values may also be
associated with a custom dimension consisting of attribute categories. These are outside the scope of
this manual.

2.10.2 Data Elements — the “What” Dimension

The data element is perhaps the most important building block of a webDHIS database. It explains what
is being collected or analysed. In some contexts, this is referred to an indicator, but in webDHIS we call
this unit of collection and analysis a data element.

The data element often represents a count of something, and its name describes what is being counted,
e.g. "BCG doses" or "Malaria cases". When data is collected, validated, analysed, reported, or
presented it is the data elements or expressions built upon data elements that describes the WHAT of
the data. As such the data elements become important for all aspects of the system and they decide
not only how data is collected, but more importantly how the data values are represented in the
database, which again decides how data can be analysed and presented.

Each data element lives on its own in the database, completely detached from the collection form, and
reports and other outputs are based on data elements and expressions/formulas composed of data
elements and not the data collection forms. A simple rule of thumb is that the name of the data element
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must be able to stand on its own and describe the data value also outside the context of its collection

form. Sound naming conventions are therefore extremely important.

DOMAIN TYPE

This defines whether a data element is an aggregate or tracker type of data element.

VALUE TYPE

This defines the type of data this data element will be used to record. Some of the possible values for

this are:
Value Type Description
Coordinate A point coordinate specified as longitude/latitude in decimal degrees.
Date Dates rendered as calendar widget in data entry.
Integer Any whole number (positive and negative), including zero.
Long text Textual value. Renders as text area with no length constraint in forms.

Negative integer

Any whole number less than (but not including) zero.

Number Any real numeric value with a single decimal point. Thousands
separators and scientific notation is not supported.
Percentage Whole numbers inclusive between 0 and 100.

Positive integer

Any whole number greater than (but not including) zero.

Positive or zero integer

Any positive whole number, including zero.

Text Textual value. The maximum number of allowed characters per value is
50,000.

Yes/No Boolean values, will render as drop-down lists in data entry.

Yes only True values, will render as checkboxes in data entry.

AGGREGATION TYPE

This defines the default aggregation operation that will be used on this data element. Most data
elements should have the "SUM" option set. This includes all data elements which should be added
together. Other data elements, such as staffing levels, should be set to use the "AVERAGE" operator,
when values along the time dimension should not be added together, but rather averaged. Some of the
aggregation operators are:
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Aggregation Operator Description

Average Average the values in both the period and the organisation unit
dimensions.

Average (sumin organisation | AVERAGE of data values in the period dimension but SUM of values
unit hierarchy) in the organisation unit dimension (used for Population). Also used
for indicators you want to annualise.

Count Count of data values.

Min Minimum of data values.

Max Maximum of data values.

None No aggregation is performed in any dimension.

Sum Sum of data values in the period and organisation unit dimension

DISAGGREGATION

Itis possible to see more detail for a data element by using one of the defined disaggregation categories
or category combinations. An example of a disaggregation category is “Gender”. The category options
defined for the category “Gender” are “Male” and “Female”. So, for example, if you have added the data
element “Malaria cases” to your pivot table or graph, you can also choose “Gender” under the Additional
Dimensions to look at the breakdown of that data element into values for “Male” and “Female”.

2.10.3 Data Element Groups

A data element group is a collection of data elements with a common theme. For example, the two data
elements "Measles 15t dose under 1 year” and “OPV 1st dose under 1 year” might be grouped together
into a data element group called "EPI".

Groups are useful both for browsing and presenting related data but can also be used to aggregate
data elements together.

2.10.4 Data sets

All data entry in webDHIS is organised using data sets. A data set is a collection of data elements
grouped together for data collection.

A data set has a data collection frequency which can be set through the period type property This
frequency can be one of several period frequencies depending on the need such as daily, weekly,
monthly, quarterly, six-monthly, or yearly.

Data sets also are assigned to specific organisation units which will be allowed to enter data for all data
elements in that data set.
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Data sets are not linked directly to the data values, only through their data elements and frequencies,
and as such a dataset can be modified, deleted, or added at any point in time without affecting the raw
data already captured in the system, but such changes will of course affect how new data will be
collected.

2.10.5 Organisational Hierarchy

The organisational hierarchy defines the organisation structure of the webDHIS instance, such as how
the health facilities, administrative areas and other geographical areas are arranged with respect to
each other. The webDHIS is structured so that the organisational hierarchy is a geographical hierarchy,
and the Maps app depends on this.

The design of this hierarchy will determine the geographical units of analysis available to the users as
data is collected and aggregated in this structure. There can only be one organisational hierarchy.

Normally data is collected at the lowest level, e.g. the health facility, but can be collected at any level
within the hierarchy. The organisation unit level capturing the data always represents the lowest level
of detail that is possible to use in data analysis, and the organisational levels define the available levels
of aggregation along a geographical dimension.

=Hhi_HISPland
an_Animal Province
=o_Food Province
+-fo_Dairy District
[F-fo_Fruits District
[=Ho Vegetables District
fo_Brassicas Subdistrict
fo_Legumes Subdistrict
[=Ho_Root Crops Subdistrict
1. A country (parent) might have several provinces fo_Beet Clinic

as its children. fo_Carrm Clinic
fo_Leek Clinic
[=-a_Onion Clinic
—fo_Onion PHC Room 01
—fo_Onion PHC Room 02
—fo_Onion PHC Room 03
—fo_Onion Reception
5 Onion Clinic Outreach
fo_Parsnip CHC
fo_Radish Clinic
o Turnip Hospital

The hierarchy has one root unit (e.g. Country) and any
number of levels and nodes below. Typically, national
organisational hierarchies in public health have 4-6
levels, but any number of levels is supported.

The hierarchy is built up of parent-child relations as
shown in the diagram.

2. Each province (now the parent) might have
several districts as its children.

3. Each district (now the parent) might have
several sub-districts as its children.

4. Each sub-district (now the parent) will have
several health facilities as its children.

5. Each facility (now the parent) may have several
service points as its children.

Normally the health facilities and their service points (from
which data is typically collected) will be located at the lowest levels.

2.10.6 Organisation Units (Orgunit) — the “Where” Dimension

Each level/node in the organisational hierarchy is called an organisational unit.
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To locate an orgunitin the hierarchy you can either navigate through the tree by expanding the branches
(click on the + symbol), or search for it by typing the orgunit name in the Search field (click the green
symbol above the root of the hierarchy).

2.10.7 Organisation Unit Levels (OU Levels)

This refers to a level within an organisational hierarchy. Typically, countries are administered at different
levels. In South Africa:

1. OU1 = Country

2. OU2 = Province

3. OU3 = District

4. OU4 = Sub-district
5. OU5 = Facility

6.

OUG6 = Service point

In the context of webDHIS reporting units are typically at the lowest orgunit level. Data is aggregated
upwards from the lowest orgunit level to the highest during the analytics process, so reports are
available at all levels.

2.10.8 Organisation Unit Group Sets and Groups

Group sets are a way of adding more categorisation to orgunits. Using these group sets will simplify
how reporting is done and facilitate analysis using tools like pivot tables and charts.

Group sets and groups are best explained by way of an example. Let's say all facilities are given an
official type like “Clinic”, "Community Health Centre" or "District Hospital”. It is then possible to create
an organisation unit group set called "Type" and add groups with the names of the types mentioned
above.

For the group sets to function properly in analysis, each organisation unit must be (compulsory) a
member of a single group (exclusive) within a group set. In other words, a facility must belong to a
group, but it cannot not be both a “Clinic” and a "Community Health Centre".

2.10.9 Periods — the “When” Dimension

A period is a specific time interval which consists of a start date and end date. For instance, "August
2023" would refer to the time interval of August 1st, 2023 — August 31st, 2023.

FIXED PERIODS

In webDHIS, periods are organised according to a set of fixed period types described below.

e Dalily

e Weekly: Begins on Monday and ends on Sunday

e Weekly (Start Wednesday): Begins on Wednesday and ends on Tuesday
e Weekly (Start Thursday): Begins on Thursday and ends on Wednesday
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e Weekly (Start Saturday): Begins on Saturday and ends on Friday

e Weekly (Start Sunday): Begins on Sunday and ends on Saturday

e Monthly: Refers to standard calendar months

e Bi-monthly: Two-month periods beginning on January 1st

e Quarterly: Standard 1SO quarters, beginning on January 1st

e Six-monthly: Six-month periods beginning on January 1st

e Six-monthly April: Six-month periods beginning on April 1st

e Yearly: This refers to a calendar year

e Financial year (Start October): Financial year period beginning on October 1st and ending on
September 30th of the calendar next year

e Financial year (Start July): Financial year period beginning on July 1st and ending on June 31st
of the calendar next year

¢ Financial year (Start April): Financial year period beginning on April 1st and ending on March
30st of the calendar next year

A data entry form therefore is associated with a single period type to make sure data is always collected
according to the correct and same periodicity across the country.

RELATIVE PERIODS

In addition to the fixed period types described in the previous section, webDHIS also supports relative
periods for use in the analysis modules. (See Chapter 5: Using Reporting Functionality)

Relative periods are grouped into:

e Days e.g. Today, Last 7 days

e Weeks e.g. Last 12 weeks

e Months: e.g. Last 6 months

e Bi-months e.g. Last bi-month

e Quarters e.g. Last 4 quarters

e Six-months e.g. Last six-month

¢ Financial years e.g. This financial year
e Years e.g. Last 5 years

A simple scenario is when you want to design a monthly report that can be reused every month without
having to make changes to the report template to accommodate for the changes in period by using the
relative period called "Last month".

A slightly more advanced use case is when you want to make a monthly summary report for
immunisation and want to look at the data from the current (reporting) month together with a cumulative
value for the year so far. The relative period called "This year" provides such a cumulative value relative
to the reporting month selected when running the report. Other relative periods are the last 3-, 6-, or
12-months periods which are cumulative values calculated back from the selected reporting month. If
you want to create a report with data aggregated by quarters (the ones that have passed so far in the
year) you can select "Last four quarters".
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AGGREGATION OF PERIODS

While data needs to be collected on a given frequency to standardise data collection and management,
this does not put limitations on the period types that can be used in data analysis and reports. Just like
data gets aggregated up the organisational hierarchy, data is also aggregated according to a period
hierarchy, so you can create quarterly and annual reports based on data that is being collected monthly.
The defined period type for a data entry form (data set) defines the lowest level of period detail possible
in a report.

2.10.10 Validation rules

Validation rules are data quality checks that help to improve the quality of the data being collected.
Rules are composed of left and right-side expressions that again are composed of data elements, with
an operator between the two sides. Typical rules are comparing subtotals to totals of something. For
example, if you have two data elements "HIV tests taken" and "HIV test result positive" then you know
that in the same form (for the same period and organisational unit) the total number of tests must always
be equal or higher than the number of positive tests. These rules should be absolute rules meaning that
they are mathematically correct and not just assumptions or "most of the time correct”.

The rules can be run in data entry, after filling each form, or as a more batch like process on multiple
forms at the same time, e.g. for all facilities for the previous reporting month. The results of the tests
will list all violations and the detailed values for each side of the expression where the violation occurred
to make it easy to go back to data entry and correct the values.

In South Africa, we have created a scenario where services which are part of validation
rules are not always captured in the same organisation unit. We need to accept that
validation rules cannot cater for this scenario.

@ Validation rules are valid for the same organisation unit, for the same period, for the data
elements which are part of the validation rule. But a validation rule cannot check a data
element specified on the left side of the rule which is captured in one consulting room
against a data element specified on the right side of the rule which is captured in another
consulting room.

2.10.11 Indicators

Indicators represent perhaps the most powerful data analysis feature of webDHIS. While data elements
represent the raw data (counts) being collected, indicators represent formulas providing coverage rates,
incidence rates, ratios, and other formula-based units of analysis.

Indicators are composed of multiple data elements, and typically consist of a numerator and
denominator. Calculated totals do not have a denominator. Indicators are never entered directly in
webDHIS through data entry but are derived from combinations of data elements and factors. Indicators
are used to calculate coverage rates, incidence and other values using data element values that have
been entered into the system.
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Most report modules in webDHIS support both data elements and indicators, but the important
difference and strength of indicators versus raw data (data element's data values) is the ability to
compare data across different geographical areas (e.g. highly populated vs rural areas) as the target
population can be used in the denominator.

An indicator is made up of a factor (e.g. 1, 100, 100, 100 000), a numerator and a denominator; the two
latter are both expressions based on one or more data elements. For example, the indicator "BCG dose
coverage (annualised)" is defined a formula with a factor 100 and annualisation factor, a numerator
("BCG dose”) and a denominator ("Population under 1 year"). The indicator "DPT1 to DPT3 drop-out
rate" is a formula of 100 % x ("DPT1 doses given"- "DPT3 doses given") / ("DPT1 doses given").

“Calculated data elements” are created using indicators in webDHIS. You create an indicator type with
a factor of 1 and set the Number option to Yes, which means that the indicator will effectively not have
a denominator.

Legends can be assigned to indicators. When you then select the indicator in a Pivot Table or Map, the
system automatically selects the assigned legend. An example of a legend for vaccination coverage
could look like this:

Legend item Start value End value
Low bad 0 50
Medium 50 80

High good 80 100

Too high 100 1000

Note: In South Africa, we have used the National Average for indicators that do not have APP targets.

INDICATOR TYPE

This field will determine a factor that will automatically be applied during the calculation of the indicator.
Possible choices are determined by the Indicator Types (described below). For instance, a "Percent"
indicator will automatically be multiplied by a factor of 100 so that it will display as a percentage.

Name Factor

% 100

Days 1

No 1

Number Only 1

perimill 1 000 000
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Name Factor

perl00K 100 000
perl0K 10 000
perlK 1000

2.10.12 Indicator Groups

Indicator groups function essentially the same as data element groups. Multiple indicators can be
assigned to a group for easy filtering and analysis.

2.10.13 Users

A user in the webDHIS context is a human who is using the software. Each user in webDHIS has a user
account which is identified by a username. A user account allows the user to authenticate to system
services and be granted authorisation to access them. To log in (authenticate) the user is required to
enter a valid combination of username and password. If that combination matches a username and
password registered in the database, the user can enter.

It is important that the details entered for a user are correct, for example the email address, as certain
functions in webDHIS rely on sending emails to users. It is also useful to be able to communicate to
users directly over email and telephone to discuss data management issues or to sort out potential
problems with the system.

Users are assigned to at least one data capture and maintenance organisation unit, even if they are not
going to capture data. Users will have access to all children of the organisation units which have been
assigned to them. This controls which organisation units the user can enter data for in data entry (if they
have the authority to do so).

Users can be assigned to any number of data view organisation units. This controls which organisation
units the user can view aggregated data for in analysis modules.

2.10.14 User Roles

A user role in webDHIS is a group of authorities. An authority in this regard means the permission to
perform one or more specific tasks. These permissions can be finely tuned so that certain users can
only enter data, while others may generate reports. Multiple user roles can be created, each with their
own set of permissions, and then assigned to users which grant them certain privileges within the
system.

In addition, a user role is associated with specific data sets and programs further defining where a user
may perform their specific tasks.
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2.10.15 User Groups

A user group is a group of users. You use user groups when you set up sharing of objects or
notifications, for example sharing a form that you have uploaded as a resource or a pivot table favourite
that you have created.

Note: In addition to the organisation unit, period and data element dimensions, data values may also
be associated with a custom dimension consisting of attributes. A common use of this dimension is to
describe data values which are reported by multiple partners in the same location for the same data
element and time period. In principle, it can be used as a "freeform" dimension, to describe multiple
observations of the same phenomena at the same place and time.

This concludes Chapter 2 on getting started with webDHIS. Chapter 3 focuses on capturing data.
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Chapter 3. Capture Aggregate Data

After reading this chapter you will be able to:

e Explain how you can improve data quality when entering data.
e Use the Data Entry app to capture aggregate data.

e Describe webDHIS data entry checks (input validation).

e Explain the use of the Data Information Window.

e Understand offline data entry.

e Print or save a data entry form.

e Submit data for reporting.

3.1 Data Quality in Data Capture

You can do a lot to minimise mistakes and improve data quality when capturing data.

Here are the 10 top things we see going wrong, that could be detected and corrected by simply
eyeballing the data:

1. Calculation errors - Mistakes happen when transferring from paper forms or totaling data
before data entry.

2. Missing data (gaps) -The Data Set is missing for the period (e.g. for a month) or specific
data elements are unexpectedly missing.

3. Duplicate data - The same values have been captured for 2 months in a row.
Thumb-suck - Staff fill in a likely looking number, instead of using the paper data collection
tools.

5. Unlikely values - For a Data Element, e.g. there were 10 live births and all 10 live births
weighed less than 2500 grams.

6. Contradictions - Between data elements without explanation, e.g. if you have 10 deliveries
you expect around 10 births.

7. Abnormally high or low numbers - Data is outside the min-max range without an
explanation.

8. Typing error - The paper copy is incorrectly typed.

9. Capturein wrong field - Accidental data entry in the wrong field.

10. Preferential end digits - Look out for numbers such as 1000, 750, 100, 85, 55. If you see a
lot of these numbers, it looks a little suspicious.

3.2 About the Data Entry App

The “Data Entry” app is where you manually enter aggregated data in webDHIS. You register data for
an organisation unit, a period, and a set of data elements (contained in a data set) at a time. A data set
often corresponds with a paper-based data collection tool.

Note: When an organisation unit is closed, you cannot register or edit data for this organisation unit in
the “Data Entry” app.
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3.3 Access a Data Entry Form

3.3.1 Access the Data Entry App

Search apps

H Y @B

Dashboard Data Entry Data Quality
~——
- ‘,-
< &
e >
Reports Browser Menu
Cache Cleaner Management

1. Click on Apps in the top

menu.
2. Click on Data Entry.

/\_/-\_/

The “Apps” window
shows only those apps
that have been allocated
to you as a specific user

/\_/-\/
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3.3.2 Select an Organisation Unit (the “Where” dimension)

'
=

E-hi_HISPland

= an_Animal Province
= an_Carnivares District
an_Birds Subdistrict
an_Cats Subdistrict
an_Dogs Subdistrict
Elan_Herbivores District 2.
an_Deers Subdistrict 3.
—lan_Insects Subdistrict
+-an_Bee Clinic

e
#H-an_Dragonfly Clinic

H-an_Grasshopper CHC
H-an_Ladybird Clinic
F-an_Mantis Hospital
+H-an_Termite Clinic
H-an_Rodents Subdistrict
Flan_Omnivares District

|

Ffo_Food Province
Fpl_Plant Province

+1

Click on the + next to an organisation unit to
expand it to see it. Keep doing this until you
have found the organisation unit where you

want to capture data.

Note: You usually enter data at facility or
service point level.

Click on the organisation unit.

TIP: If you're having trouble finding the
orgunit that you want, click on the green
Search button, and start typing the name of
the orgunit. It should appear in the
dropdown box for you to select.

You will only see the orgunits
assigned to you, so you may not

see the whole organisational
hierarchy

3.3.3 Select a Data Set (the “What” dimension)

Note: During the NIDS review process, provinces customised the names of their data sets. The data
sets shown here are for the HISPland database and may differ from the ones that you see for your

province.

Data Entry @

| Influenza Campaign
NIDS 2020 Headcount register/HPRS (Daily)
NIDS 2020 PHC Other (Monthly)
NIDS 2023 Headcount register/HPRS (Daily)

Semi-permanent

Organisation Unit an_Beetle Clinic
Data Set | [ Select data set ] ~
Sl [ Select data set ]

NIDS 2023 PHC Other (Monthly) 2

1. Click on the Data Set dropdown arrow.
2. Click on the required Data Set in the dropdown list.

Note: You will only see the data sets assigned to the orgunit you are using.
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3.3.4 Select a Period (the “When” dimension)

The available periods are controlled by the period type (reporting frequency) of the data set that has
been selected which could be e.g. Daily, Weekly, Monthly, Quarterly or Yearly.

You usually choose the period in which the data was collected. This period is usually not the same as
the current period e.g. if you want to enter data for a monthly data set for July 2023, the period will only
become available in the dropdown list after the month has ended, on 1st August 2023.

Data Entry @

Organisation Unit an_Beetle Clinic
Data Set | NIDS 2023 PHC Other (Monthly) v|
Period | [ Select period ] w | Prev year MNext year |

| [ Select period ] |
August 2023 e
June 2023
May 2023
April 2023
March 2023

February 2023
January 2023

1. Click on the Period dropdown arrow.

2. Click on Prev year or Next year to see a list of periods for years other than the current year.
3. Click on the required Period in the dropdown list.
T

IP: You cannot select a period before you have selected a data set.

3.3.5 Enter Data

TB Monthly

MonthTotal

Filter in section e
Child under 5 years eligible for TB test
Client 5 years and older eligible for TB test o

DS-TB bacteriologically confirmed 5 years and older

DS-TB Bacteriologically confirmed under 5 years

The data entry form displays.

1. Click in a field to enter a value. When you have entered your value, press Enter to move to the
next field.
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2. Tofilter the list of data elements shown, click in Filter in section and type in your search
criteria e.g. “screen” or “contact”. This is useful for sections with many data elements, and
where there may not be values for every data element.

3.4 Data Entry Forms

The “Data Entry” app uses data entry forms to display the data sets. There are three types of data entry
form:

3.4.1 Default/Standard Form

C ign HIN1
ampaign o 1. A default form can

Filter in section Value be a list of data
Influenza doses to pregnant women (campaign) elements
Influenza dose to all people over 65 years of age and residents of old age homes (campaign) arranged in a
Influenza dose to chronic medical conditions including rehabilitation centers (campaign) Sing|e Co|umn_

Influenza dose o HIV and AIDS patients (campaign)

2. ltcan also be a
Under 5/5 and above o table with multiple

columns (e.g. to
Filter in section Under 5 years 5 years and above show data
disaggregation
categories so that
a value is entered

Inpatient cases

npatient deaths

Inpatient malaria cases for each), or it can
npatient mealaria deaths be a combination
of the two.

3.4.2 Section Form

A section form can be set up in the same way as the default/standard form described above.
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ART Monthly

Filter in section MonthTotal
ART adult naive start ART in month
ART adult remain on ART end of period

ART child under 15 years naive start ART in month

However, the
Section Form is

ART child under 15 years remain on ART end of period

split into multiple

HIV sections, to mirror
the paper tool more
Filter in section MonthTotal
Antenatal client started on PrEP C|Ose|y and tO
HIV positive known but NOT on ART make data

Male circumcision performed by medical professional in the traditional sector (10-14 years) . .
capturing easier

Male circumcision performed by medical professional in the traditional sector (15 years and older)
Medical male circumcision 10-14 years and more accu rate
Medical male circumeision 15 years and older

Person exposed io HIV who tested HIV negative and was issued with Post Exposure Prophylaxis

Start PrER

Total remaining on PrEP

In this case, where the sections appear on a single form, you can leave the default, which is to
Show all sections. In this case the data entry form will present the sections in the order in which
they were created OR

You can choose a specific section (which is very useful for long forms!):

Organisation Unit an_Beetle Clinic
Data Set [ NIDS 2023 PHC Otner (Monthly) v |
Period [ July 2023 v || Prevyear || Nextyear |
Filter on section | Show all sections

[ Show all sections

ART Monthly

Management PHC
Maternal and neonatal
Quality

TE Monthly

Women's Health

1. Click on the Filter on section dropdown arrow.
2. Click on the required section in the dropdown list.
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Sections can also
be displayed as
tabs where each
tab represents one
section. To move

STI syndromes - new episodes STI headcount - new episodes Referral to doctor

Filter in section Value
Male Urethritis Syndrome treated - new episodes (Sentinel)

Genital ulcer syndrome male - new episodes between sections

Genital warts male - new episodes click on the tab

Other STl male - new episodes name.

3.4.3 Custom Form

If the form you want to design is too complicated for default or section forms, you can create a custom
form. This makes data capturing easier and should reduce the number incorrectly entered data
elements.

Note: Custom forms:

e Take more time and effort to setup than default/standard or section forms.
e Should only be used if the form’s design is not likely to change soon after implementation or
frequently thereafter.

Data Entry @
Organisation Unit an_Beeile Clinic
Data Set Measles Campaign v
Period 2022-04-04 v || Prevyear || Nextyear |
Measles dose 6-11 months Measles dose 12-59 months Measles dose 5-14 years
Complete I Incomplete | 1| Runvalidation

Unlike default/standard or section forms, custom forms can also display calculated fields or indicators
where all the data elements are captured in the same form.
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This example shows a custom form for an EPI Stock data set:

Discarded (VWM

Commodity Start Balance Quantity Received Quantity Dispensed Discarded (Expired) Discarded (Damages) change)

End Balance Total Discarded

BCG Doses 120 40 50 1 1 o 108 2

OPV Doses 0 e o
Measles
Doses ° o

1. Fields “Start Balance”, “Quantity Received”, “Quantity Dispensed”, “Discarded (Expired)”,

“Discarded (Damages)” and “Discarded (VMM change) are all entered values.
2. The fields “End Balance” and “Total Discarded” are calculated from these values.

3.5 Enter Data

3.5.1 Data Entry Fields

Various types of data can be captured on webDHIS forms. The data that you enter in a field is
determined by the data type of the data element that you are capturing. Data types can be as follows:

Immunization
Immunization dose administration 1. Positive or
Filter in section Fixed Outreach Zero Integer
<1y >y <1y ad For example
BCG doses given 4 2 2 34 “OPV1 dOSGS
Fully Immunized child 23 23 23 34 . "
given”.
LLITN given at Penta3 23 32 23 23
OPV0 doses given 23 23 23 34
OPV1 doses given 12 10 34
Facility Notes e
2. Text/
Filter in section Value Characters
This facility seems 10 have a few issues here and For example,
General state of facility there. “General
P
state of
Staff seemed friendly and nice. facility”
Additional notes related to facility ty".
P
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Equipment

Filter in section Value
Date of assessment Dates, using
) =Prev Today Mext= adate
Time of assessment .
March v 2022 v picker
Appropriate hand washing facilities are available Su Mo Tu We Th F Sa E |
Elood i I i | availabl KA o
ood pressure monitor, electronic or manual available “
g 6| 7 8|9 10(11]12 Date of
Examination table with pad 13| 14 (15| 16 |17 |18 19 assessment”.
) 20021 |22| 23 24 |25| 26
Glucometer is present
2728 |29 30 |31
Facility Infrastructure o Yes Only
For example,
Filter in section Value « e
Facility has
Facility has access to running water W O access to
Facility has access to stable Inernet connectivity ¥ & running
water”.
Facility has access to stable electrical power o
Procedures e
Yes/No
Filter in section Value
For example,
Debriefing sessions are part of each resuscitation protocol Novalue ® Yesg MNo & “Foetal heart
Foetal heart recorded hourly Novalue O Yes ) No O recorded
Grounds are maintained and are safe and clean Movalue ® yes O No &2 hourly”.
Lighting and ventilation is observed 10 be adequats Mo value Yeg MNo &

webDHIS v2.38 — User Manual — 2023

| 59



Patient Details o
6. Options

Data element Value P

. g from
Gender Female X A dropdown
Pregnant Q lists

Male For example,
e (yeals
o
Height in cm 162 1 “Female” for
“Gender”.

Weight in kg 75

3.5.2 Data Entry Checks

The webDHIS is designed to help you enter data easily. The webDHIS has some data entry checks
(input validations) that help validate data as it is entered in a form.

STl syndromes - new episodes i STI headcount - new episodes

1. Saved Field - If the

Filter in section Value field is coloured
Male with STI treated 0-9 years - new episodes 0 green, it means that
Male with STI treated 10-14 years - new episodes 0 the system has saved
: : the value.
Male with STI treated 15-19 years - new episodes 1
Male vath STI treated 20-24 years - new episodes 19
Mutrition
: 2. Disabled Field —Ifa
Filter in section Fixed . . .
field is coloured it
=1y =1y . .
means that the field it
Children getting therapeurtic feeding 23 43

disabled (locked) and

Children supplied with food supplemements ,
you can’t enter a

Mebendazole/Albendazole (for children 12-59 months) 13 i
value. The cursor will
MNewborn protected at birth against tetanus (TT2+) 13 i i
automatically jump to
Q_Early breastfeeding (within 1 hr after delivery) at BCG 15 :
the next open field.
Q_Exclusive breastfeeding at time of Penta 3 9

Note: Fields are usually greyed out if the user needs to see the value but not be able to capture the
value themselves. In South Africa, this is used when data is imported from other systems, and we do
not want the user to be able to change the imported value.
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Filter in section

Value o

Male with STI treated 0-9 years - new episodes

Male with STI . o
train.dhis.hisp.org says:
L Value must be zero or a positive integer
Male with STI
. Male with STI treated 0-9 years - new episodes
Male with STI
Female with §

OK

Data Type Validation
— If you type in an
invalid value (e.g. write
a character in a field
that only accepts
numeric values), you'll
get a pop-up message
explaining the
problem. The field will
be coloured

(not saved) until you
have corrected the
value.

Filter in section

Value o

Male with STI treated 0-9 years - new episodes _

X

Male waith ST| ) o
train.dhis.hisp.org says:
Male with ST| _ ) -
The value of the following data element is greater than the specified
Male with STl maximum value.: 5
Male with ST Male with STI treated 0-9 years - new episodes
Female with

OK

4. Min/Max Validation — You can define a range for a specific orgunit and data element. The

range has a minimum and maximum limit. If you enter a value that is outside this range (either
too low or too high), you’ll get a pop-up message that says the value is out of range. The field is
saved but will be coloured orange/red until you've changed the value, or the range has been

changed and the value re-entered.

3.5.3 Using Zeros or Blanks

When entering data, a zero (0) and a blank space () have a different meaning in the webDHIS.

There is no set rule to be followed here. Different countries may have different rules regarding whether

or not to leave a field blank or capture a zero.

The thinking in South Africa with DHIS 1.4 has been that a field is left blank if the service is not offered,
and a “0” is entered if the service is offered but was not rendered for the period. To support this
approach, it was possible in DHIS 1.4 to tailor the data elements seen in a data set, so that you could
remove data elements for services that were not offered, thus avoiding a zero being entered when the

field should have been left blank.
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Currently, it is not possible to customise the data elements shown in a data set in webDHIS — all data
elements are displayed whether the service is rendered or not. The ability to customise data elements
applicable to a specific organisation unit is on the development agenda and will be available in future
versions.

3.6 Data Information Window

The Data Information window contains tools and information that can be useful in improving data quality.
To get to this window, double-click anywhere you have entered a number/text/date, or click on the View
comment callout next to “Yes Only” and “Yes/No” fields. All information displayed in this window is for
the specific organisation unit and data element.

3.6.1 Mark a Data Value for Follow Up

If you, for example, enter a suspicious value that you need to investigate further, you can keep it in the
system, but mark it for follow up. In the Data Quality app you can then run a Follow-up Analysis to view
and correct all marked values.

A suspicious/questionable value is one that is unlikely for the data element you are entering because:

e It might be lower/higher than the normal expected range for that data element.
e It might not correlate with another value as expected.
e It has violated a data validation rule.

1. Click on the Follow-up Star.

If the star becomes coloured,
then the value has been marked

! for follow up.
Comment #4 P

2. Type an appropriate comment,
giving as much information as
possible.

3. Click on Save comment. The

This value is very low compared 1o previous
months.

field is coloured green to
indicate that the comment has

been saved.
Save comment

Note: If you click the Follow-up Star

to mark a data value for follow up, it
must always be accompanied by
acomment.
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Medical male circumcision 15 years and older

Facility has access 10 stable Internet connectivity

Facility has access to stable electrical power

ART adult naive start ART in month 20
ART child under 15 years naive start ART in month 0
ART adult remain on ART end of period [ 1065 If you entered a comment for a
ART child under 15 years remain on ART end of period 18 Number”, “Text” or “Date” field, the
cell border in the Data Entry form
Male condoms distributed at facility 1000 .
will be coloured green.
Female condoms distributed at facility 2000
Sexual assault case seen - new
TB symptomatic client 5 years and older test positive 1
Facility Infrastructure
Filter in section Value If you entered a comment for a “Yes
y ) Only” or “Yes/No” field, the View
Facility has access 1o running water o

comment callout in the Data Entry
form will be coloured green.

3.6.2 Make a Comment about a Data Value

Sometimes a value looks suspicious/questionable, but it does not need investigation or follow up
because the reason is known. In this case all you need to do is add a comment, you do NOT need to

mark the value for follow up.

Comment

Value lower than normal in Jul 2023 due to

stock out o
Save comment e

1. Type an appropriate comment,
giving as much information as
possible.

2. Click on Save comment. The
field is coloured green to
indicate that the comment has
been saved.
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3.6.3 Review the Data Element History

The current value plus the last 12 values captured for the specific orgunit and data e lement are shown
in a bar chart. This visual comparison of the data enables you to easily spot values that are higher or

lower than normal.

Note: This function is only relevant for numeric data entry fields, not for any other type of data entry

field.

Comment Min-max limits

This value is very low compared to previous Min limit 1
monihs.
I Max limit | 23
Average 148
Save Remave

Stored by  Demo User
Save comment

Last updated 2023-09-03

Data element history Audit trail

225

20.0
| Y
= AN s AN

125 "-.__‘/ [N
10.0 AN
M,
7.5 N
5.0
25
0.0
0
\ﬁ;ﬂ' Fud & g & ‘q?fﬂ' ﬁgl? rﬁgl?a‘@? & &@7’ 19’9\41?@
: & & ] & )
\0?0&"&69 & & 06‘309@?398'5 S W
& o F

You can easily see from the
Data element history that the
value for March 2022 is much
lower than most of values for
previous 12 months.

Note: The green line
represents the defined
minimum value, the blue line
represents the defined
maximum value, and the red
line represents the values
entered.

If you make changes to
the data, you will only see
the new values in the data
element history graph the
next day after analytics

3.6.4 Display a Data Value’s Audit Trail

The audit trail allows you to view other data values which have been entered prior to the current value.

Modification

Data element history Audit trail
On Modified by Value
2023-09-03 11:08 Demo_User 20 Update

The audit trail also
shows when the
data value was
altered, and which
user made the

changes.
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3.6.5 View the Minimum Maximum Value Range

We saw in the section on Data Entry checks that if a value entered is lower than the minimum defined

value or higher than the maximum defined value (in other words the value is out of range), then the

value is saved, and the cell is coloured orange/red.

Note: This function is only relevant for numeric data entry fields, not for any other type of data entry

field.

Min-max limits
Min limit | 1

I Max limit | 23
Average 148

Save

Remaove

The Data Information window shows the
minimum and maximum range as well as the
average value for the specific orgunit and data

element combination.

You can also see min/max limits displayed on

the bar chart.

For most users, these fields will be greyed out
(i.e. disabled) as changing the minimum and
maximum values is a high-level function.

3.7 Run Validation

When you've filled in the data entry form, you must validate your data.

X an_Beetle Clinic - July 2023 - Antenatal start on ART MonthTotal

Run validation

Print form

Print blank form

Complete

Run validation

form.

then run against the new data.

Click on Run validation either at the top right of the data entry form or underneath the data entry

All validation rules which involve data elements in the current data entry form (data set) are
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Validation Result %

The data entry L fully | d validation

If there are no violations of the validation rules, you'll see a message saying that the data entry
screen successfully passed validation.

Validation | x|

Validation Result #A

The data entry screen has the following validation errors, please correct

Validation rule Left side Operator Right side
Antenatal client start on ART must be less than or equal to ART adult naive start ART in month 55.0 <= 40
Any tracer item drug Stock out must be less than or equal to 1 44.0 <= 10

The following values are considered as outllers (min-max or std. dev.), please correct

Data element Min Value Max

Antenatal client start on ART MonthTotal 0 55 6

If there are validation violations and/or outliers, they will be presented in a list. The validation rule
will be shown together with the value for the left side of the rule, the operator and the value for the
right side of the rule. For outliers, the actual value will be shown, together with the pre-defined
minimum and maximum values.

@ Any violations/outliers must be urgently attended to.

3.7.1 Validation Rules

See the section on Metadata definition for a fuller explanation of validation rules. Here is an example of
the definition of the validation rule that was violated in the above screenshot:
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< Validationrule @

o Antenatal client HIV 1st test VS Antenatal client HIV 1st test positive

Antenatal client HIV 1st test must be greater than or equal to antenatal client HIV 1st test positive. There cannot be more positive test results than tests done

High

Monthly

Left side Antenatal client HIV 1st test o
o Greater than or equal to

Right side Antenatal client HIV 1st test positive o

The name of the rule.

A full description of the rule.

An optional instruction as to what to do when this rule is violated.
The importance of the rule.

The data element making up the left side of the rule.

The operator.

The data element making up the right side of the rule.

N o ok wbdhE

Note: Validation rules can now be configured to not be triggered during data entry. This is
particularly useful for surveillance-based validation rules, which are often much higher than the
norm.
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3.8 Complete the Data Entry Form

Run validation

(55

Complete ncomplet

When you have finished entering, editing, and validating your data, you need to submit it so that it
becomes available for reporting. To submit your data, click the Complete button at the bottom of
the data entry screen.

If you subsequently need to correct your data, do NOT click on the Incomplete button as this will
skew the reporting rates. Simply change the affected values in the form.

It is very important for users to click on the Complete button, otherwise their data will
@ show as missing on completeness and timeliness reports.

3.9 Edit Data

You may need to edit data values sometime after the data was originally captured. You simply need to
go back to the data entry form where the data values were captured.

Click on the “Apps” button in the top menu.

Click on Data Entry.

Select the orgunit, data set and period for which you want to edit data.
Highlight the existing value, and type in the new value.

AP wndh PR

Note: If edits to the data are made following investigation, don’t forget to remove the Follow-up Star,
and change the comment accordingly.

You cannot change data if the data set has been locked, either because
there is a maximum period set for changes or because the data set has been
@ signed off and approved at a higher level.

If the fields are grey, it means they have been disabled.

3.10 Print the Data Entry Form

You can print the data entry form that is showing on your screen, or you can print a blank form.
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¥ an_Beetle Clinic - July 2023 - Antenatal start on ART MonthTotal

Click on Print form or
Run validation Print blank form.

Print form

| Print blank form |

Print

Total: 2 sheets of paper

Print Cancel

Click on Print.

Destination HP DeskJet 3830 series ...

Change...

Print

Total: 2
e apees If you want to save your
Cancel form as a pdf file:

1. Click on Change and
select Save as PDF.
2. Click on Save.

Destination Save as PDF

Change...

If you want to print a blank or completed form with the facility name on it then you
@ need to create a Data Set Report.

3.11 Capture Data Offline

It is possible to capture data offline if you have already previously connected to the Internet and
gone into Data Entry and the organisation unit you want to capture data in before you go offline.

There are several instances when you may want to capture data offline:

e When your power supply is interrupted through no fault of your own.
e When your internet connection is down or erratic.
e When you deliberately choose to go offline.
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DO NOT CLEAR THE BROWSER CACHE while you still have data stored offline that you
have not yet uploaded. If you do so, it will delete all the offline data captured from the
browser cache and you will have to re-capture all that data.

©

ﬁ

You are online I

This message displays when you are capturing data online.

You are offline, data will be stored locally I

This message displays when you go offline, either because you lose your connection or choose to
do so.

Note: Whatever data you capture is still saved, so the field will be coloured green as normal, but it is
being saved to the local browser cache and not to the online server. Because you are offline, you will
only be able to view what you have captured offline, as the data on the online server is not accessible.

There is data stored locally, please upload to server Upload

ﬁ

This message displays when you have captured data offline and are now online again, either because
your Internet connection has come back or because you have specifically chosen to do so.

Click on Upload.

ﬁ

Upload to server was successful I

This message displays when the data upload from your local browser cache to the online server has
been successful. You are now able to view all your captured data online.

It's difficult to lose data, even when you have unstable Internet, so
an online deployment strategy that uses the Internet is still viable in

areas with unstable internet connectivity.

3.12 Running Analytics

Data which is entered into webDHIS must first be processed with the "analytics". This means that data
is not immediately available in the analytics resources (such as reports, data visualizer, maps, etc.)
after it has been entered. If scheduling is active, the analytics process will run automatically at midnight
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each day. This process may take a significant amount of time depending on the amount of data in your
database, which is why it is scheduled to run at night. After that, new data which was entered since the
last time the analytics process ran, will become visible the next day.

This concludes Chapter 3 on data entry. Chapter 4 focuses on using data quality functionality in
webDHIS.
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After reading this chapter you will be able to:

e Explain the characteristics of good quality data.
e Be familiar with methods to improve data quality.
e Generate data quality analyses using the Data Quality app.

4.1 Describing Data Quality

e Poor quality data leads to poor decisions!

e The better the quality of data, the more realistic a picture you have of the health status of your
community.

e There is always the possibility of human error when recording any data, hence we implement
systems to reduce, check or rectify errors.

e Good data quality should start with reliable and appropriate collection tools and methods.

o If the data collection process is made easy, the chances of getting good quality data are
increased.

e Building quality into the process of data collection right from the source will assist data quality
control.

4.1.1 Good Quality Datais A.C.C.U.R.A.T.E

vailable - at all levels of the Organisational Hierarchy

The 4C’s
Good quality data is:
Correct
Complete
Consistent

onsistent - data is usually steady within a range unless there is a Current

omprehensive - collected from all the possible data sources

change in the situation or an explanation (see E)

sable - if you don’t use the data for action, question why it is collected

eliable and accurate - enough to support decisions

ppropriate - using the same tools (e.g. reports or registers) and the same indicator calculations

imely - old data is of historical value only and decisions must be made based on current data

xplained - Strange numbers or inconsistencies need to be explained
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4.2 Methods of Improving Data Quality

4.2.1 Eyeballing Data

Check the data yourself by visually scanning for common sources of errors is one of the easiest methods
of improving data quality. Look out for:

e Gaps Everyone can eyeball
e Typing errors Lo

e Duplicate data o
e Capture in the wrong field |

4.2.2 Establishing Systems

Set up systems to make sure that the data you collect is of good quality right from the start.
Tips for improving the system include:

e Training - Train staff in data collection, data quality checks and the use of information for action.

e Definitions - Ensure that standardised definitions of data elements and indicators are made
available and understood at data collection points - keep a list posted in your facility.

e Avoiding double counting/gaps - Look for possible weaknesses in the system which may
result in double counting or missing entries.

e Make it easy - Make data collection as easy as possible: user friendly tools, limited humbers
of data sets, limited number of forms and registers, reduce duplication of entries.

e Pre-testing - Pilot any new data collection tools before introducing them.

e Responsibilities - Have clearly defined responsibilities at every step in the information cycle.

e Procedures - Have formal data quality procedures in place.

e Feedback - Provide feedback to staff on the quality of the data they submit.

e So what? - Help staff to understand why they collect data.

e Provide feedback on how the data is used by managers and how they can use data themselves
either to take local decisions or to lobby for specific management decisions or actions.

e Find and solve - If errors are identified, look for the source of the error and correct where
possible.

e Human Resources - Identify gaps in staffing and motivate strongly for vacant posts to be filled.

e Timeliness - Have a calendar for when data is due at each level in the data management
process.

4.3 About the Data Quality App

The Data Quality app contains tools to validate the accuracy and reliability of the data in the system.
You can assess different dimensions of data quality as outlined in the table below:
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Dimension

Description

Correctness

Data should be within the normal range for data collected at that facility.
There should be no gross discrepancies when compared with data from
related data elements.

Completeness

Data for all data elements for all reporting organisation units should have
been submitted.

Consistency

Data should be consistent with data entered during earlier months and years
while allowing for changes with reorganisation, increased workload, etc. and
consistent with other similar facilities.

Timeliness

All data from all reporting organisation units should be submitted at the
appointed time.

In webDHIS, you can verify data quality in different ways, for example:

e At point of data entry, webDHIS can check the data entered to see if it falls within the minimum

maximum value ranges of that data element (based on all previous data registered).

e By defining validation rules, which can be run once the user has finished data entry. The user

can also check the entered data for a particular period and organisation unit(s) against the

validation rules and display the violations for these validation rules.

e By analysing data sets, that is, examine gaps in the data.

e By data triangulation, that is, comparing the same data or indicator from different sources.

4.4 Access the Data Quality App

Search apps

Dashboard

&

Data Entry

) p ;’ E 2. Click on Data Quality.

Online

3 1. Click on Apps in the top
menu.

The “Apps” window
displays showing only
those apps that have
Data
Visualizer

been allocated to you as
a specific user.

Maps

Browser
Cache Cleaner

Menu
Management
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4.5 Validation Rule Analysis

A validation rule is based on an expression which defines a relationship between a number of data
elements. The expression forms a condition which should assert that certain logical criteria are met.

The expression consists of:

e aleftside
e aright side
e an operator

A validation rule could assert that the “ANC HIV re-test” is greater than or equal to “ANC HIV re-test

pos”.

The validation rule analysis function tests validation rules against the data registered in the system.
Validation violations are reported when the condition defined in the validation rule expression is not
met, i.e. when the condition is false.

A validation rule analysis can be configured to automatically send out information about validation
violations to selected user groups. These messages are called and they are
created in the “Maintenance” app (which is outside the scope of this course). Validation notifications are
sent via the internal webDHIS messaging system.

Validation rules have recently been revised so that a validation violation will not be reported if both sides
of the rule are equal to “0” or one side of the rule is blank, and that is not significant.

The system is unable to validate data captured against different orgunits / data sets e.g.
between consulting rooms and the health facility e.g. “Pneumonic new in child under 5

@ years” with “PHC headcount under 5 years”, because there is no way to define that logic
in the system. Those types of errors must be picked up in reports.

4.5.1 Generate Analysis

Click on Validation Rule Analysis
W Validation Rule Analysis either in the left menu or in the
middle of the screen. The left menu

~ e option is shown in the screenshot.

B Follow-Up Analysis The *“Validation Rule Analysis”
window will open.
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Validation Rule Analysis @

Parent organisation unit
+ hi_HISPland

+ an_Animal Province
(@ an_Carnivores District 1
» an_Herbivores District

» an_Omnivores District

2023-01-01

2023-06-30

» fo_Food Province
» pl_Plant Province

TB Monthly

!Sencl Notifications
Persist new results

1. Select the Parent organisation unit in the organisational hierarchy.
Enter a Start Date for the analysis or select a date using the calendar picker.
Enter an End Date for the analysis or select a date using the calendar picker.

TIP: It is wise to use the calendar widget as it is easy to make mistakes when manually
entering dates.

4. Choose between including all validation rules or all validation rules from a single group.
5. Click in the Send notifications checkbox to trigger validation notifications.

Note: These must have already been set up in the system.

6. Click in the Persist new results checkbox to persist any non-persisted results found during the
analysis.
7. Click on Validate.

4.5.2 Review Results

The analysis process duration depends on the amount of data that is being analysed.

If there are no violations of the

validation rules, a message saying
that validation passed successfully will

be displayed at the bottom of the
screen.

If validation violations were found, they will be presented in a list.
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< Validation Rule Analysis @
| Download as PDF  Download as XLS ~ Download as CSV |

| Organisation Unit Period Importance Validation Rule Value Operator Value | [ Details |
g'l“i;]?c"’"dh"””d ;Eg‘;ary HIGH 7.00 <= 0.00 (i ]
an_Woodpecker January HIGH 18.00 <= 15.00 (]
?Zl?iﬁiac()rder Collie ;Sgrguary HIGH 11.00 <= 8.00 o
gﬁg‘""’dp‘mk” 2‘10"’2’5" HIGH 19.00 <= 17.00 (i ]
g'l“iﬁ?c""’dho””d April 2023 MEDIUM 0.00 [CO”;')';'#]SOW 0.00 { [ ] )

1. Details are shown regarding the violation i.e. organisation unit, period, level of importance,
validation rule, value for the left and right side of the rule and the operator.

Note: The validation rule is currently not displaying in this list; however, it does display when
these results are downloaded.

Validation Details

VALIDATIONS RESULT DETAILS

VALIDATION RULE

Name TB symptomatic client 5 years and older with sputum sent VS TB symptomatic client

5 years and older

Description

LEFT SIDE

DATA ELEMENT VALUE

TB investigation done 5 years and older 18.00
RIGHT SIDE
DATA ELEMENT VALUE

TB symptomatic 5 years and older 15.00

CLOSE

2. Click on any i icon in the “Details” column to get more information about a validation violation.
This will open a popup screen that provides information about the data elements included in the
validation rules and their corresponding data values. This information can be used to assist in
amending incorrect data.

Note: Values are currently not displaying in this window. This will be fixed in a future upgrade.
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Download as P[JF] [[Jownload as XLS ] [Dov.fnloacl as CSV

3. The validation violations can be exported to a PDF document by clicking on the Download as
PDF button, to a Microsoft Excel workbook by clicking on the Download as XLS button and to
a CSV file by clicking on the Download as CSV button.

Click on the left arrow to return to the
window where you entered the

[?]Validation Rule Analysis (2] parameters for the analysis. You can
make changes as required without

having to start from scratch each time.

4.6 Follow-Up Analysis

The Follow-Up Analysis function creates a list of all data values which are marked for follow-up. You
can mark a data value for follow-up in the “Data Entry” app.

Click on Follow-Up Analysis either in

" Validation Rule Analysis the left menu or in the middle of the
screen. The left menu option is shown
~ Qutlier detection in the screenshot.

[ B FollowUp Anlys e The “Follow-Up Analysis” window will

\

o —

open.

Follow-Up Analysis @

Data Set Parent organisation unit

NIDS 2023 PHC Other (.. X T RIHISPiand 2023-05-01 o
v an_Animal Province el
1 an_Carnivores District
(4]
» an_Cats Subdistrict 2023-06-01

» an_Dogs Subdistrict
» an_Herbivores District
» an_Omnivores District
» fo_Food Province
» pl_Plant Province

-

1. Click on the Data Set dropdown arrow and select the required data set.

2. Click on the Parent Organisation unit in the organisational hierarchy.

webDHIS v2.38 — User Manual — 2023 | 79



3. Enter a Start Date for the analysis or select a date using the calendar picker.
4. Enter an End Date for the analysis or select a date using the calendar picker.

TIP: It is wise to use the calendar widget as it is easy to make mistakes when manually

entering dates.

5. Click on Follow up.

A message displays at the bottom of
@ No values found X the screen if no values marked for
follow-up were found.

If follow-ups were found, they will be presented in a list.

< Follow-Up Analysis @ e
o ! Download as PDF  Download as XLS ~ Download as CS‘JI
"Data Element Organisation Unit  Period Min Value Max ' Unfollow Comment
ART adultre... an_Crane Clin... May 2023 0.00 188.00 221.00 E

Download as PDF ~ Download as XLS ~ Download as CSV

1. For each value marked for follow-up you can see the data element, organisation unit, period,
and value. If minimum and maximum values have been defined in the system, then they are
also displayed.

2. Click on the Comment callout to
view the comment added in Data
Entry. This will open a popup
screen that shows the comment

This value is very high and needs investigation. that was entered in Data Entry.

Comment

CLOSE Remember it is good

practice to ALWAY'S write
@ a comment if you click the

Follow-up Star.

Download as PDF] [Download as XLS ] [D{J'w.fnl-:nacl as CSV]

3. The results can be exported to a PDF document by clicking on the Download as PDF button,
to a Microsoft Excel workbook by clicking on the Download as XLS button and to a CSV file by
clicking on the Download as CSV button.
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< Follow-Up Analysis @

Download as PDF Download as XLS ~ Download as CSV

Data Element Organisation Unit ~ Period Min Value Max Unfollow Comment

ART adult re... an_Crane Clin... May 2023 0.00 188.00 221.00 E

m Download as PDF Download as XLS ~ Download as CSV

You an unfollow an entry in the report:

1. Click in the checkbox in the Unfollow column against the item you want to unfollow.
2. Click on UNFOLLOW.

The items marked will no longer appear in the analysis report.

As this report is populated by values
_ that have been marked for follow-up in
Comment = Data Entry, unfollwing an item has the

effect of unchecking the Follow-up

[This value is very high and nesds
investigation. Star in Data Entry.

If you are going to remove
the Follow-up Star, you

will most likely also need
& to update your comment,
| Savecomment | which you will need to do

in Data Entry.

Click on the left arrow to return to the

window where you entered the

[?]Follow-Up Analysis © parameters for the analysis. You can
make changes as required without

having to start from scratch each time.

This concludes Chapter 4 on data quality functionality. Chapter 5 introduces reporting functionality in
webDHIS and focuses on the Data Set Report.
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After reading this chapter you will be able to:

o Explain the different reporting tools in webDHIS.
e Produce a Data Set Report.

webDHIS provides a range of reporting tools to view and analyse data.
From the “Reports” app, you can create and access the following reports:

e Standard report: Standard reports are built on pivot tables but are more advanced in its design
allowing for more cosmetics and styles. These reports can also combine multiple tables and
charts in the same report and be made available as one-click reports that are very easy to use.
These reports can be downloaded as PDF files which makes them ideal for printing as well as
sharing offline.

e Data set report: Data set reports are simply a printer friendly way to look at the data entry
forms with either raw or aggregated data (over time or place). For data sets with custom data
entry forms, the design used in data entry is also used in the data set reports.

e Reporting rate summary: These reports provide a nice overview of how many facilities have
submitted their data for a given dataset and period. Here you can get both the counts and the
percentages showing the reporting rate for all or single data sets.

e Resource: The resource tool allows you to upload both files from your local computer to the
webDHIS server and to add links to other resources on the Internet through URLSs.

e Org unit distribution report: These reports are generated from the orgunit group set
information and can show what types (and how many of each type) of health facilities are
located in a given area (any level in the hierarchy). These reports are automatically generated
and display the information in both tables and charts, and downloads in PDF, Excel, and CSV
are available.

There are other reporting tools in webDHIS:

e Data Visualizer: You can do flexible visualisations of your data as charts and data tables. Any
number of indicators and data elements can be included. Several chart types are available,
such as column, stacked column, line, area and pie charts. Charts can be downloaded as image
and PDF files to your local computer.

Pivot tables are a visualisation type within the Data Visualizer. You can display data element
and indicator data by orgunit and period in a typical pivot table view. Large amounts of data can
be downloaded offline for analysis as well. Pivot tables can be downloaded as Excel, CSV and
HTML files to your local computer.

Charts and pivot tables can be saved so that they can be easily retrieved later and can also be
displayed on your personal dashboard.

e Maps: You can present and analyse your data using thematic maps. You can view both data
elements and indicators and given that you have coordinates for all your orgunits you can drill
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down the hierarchy and view maps for all levels from country polygons to facility points. All the
map information is built into webDHIS and all you need to do is to register coordinates for your
organisation units and the maps will be available.

e Dashboard: This is the fastest way to view your data. The dashboard can display charts and
pivot tables as well as shortcuts to your favourite reports, report tables, and map views. Each

user can configure a personal dashboard.

We will look at Data Set Report in this chapter. The Pivot Tables, Data Visualizer and the Dashboard,
will be covered in separate chapters.

5.1 Data Set Report

If you want to produce a report for a health facility, municipality or province to show the data that has
been captured for a period e.g. a month, you can generate a Data Set Report. A separate report is

required for each data set.

Facilities produce Data Set Reports as a means of verifying the captured data.

Search apps

5 9

Dashboard Data Entry
vs
Maps Reports

Online

et

Data Quality

o
£ -
3™

Browser
Cache Cleaner

Data
Visualizer

Menu
Management

1. Click on Apps in the top
menu.

The “Apps” window displays
showing only those apps that
have been allocated to you as
a specific user.

2. Click on Reports.

Data Set Report

Get Report

View data set reports. These reports are based on data entry
screens and will produce a report with aggregated data.

Click on Data Set Report either in
the left menu or in the middle of
the screen. The left menu option is
shown in the screenshot.

The Data Set Report window will
open.
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Data Set Report @

Report organisation unit

v hi_HISPland
v an_Animal Province
» an_Carnivores District
* an_Birds Subdistrict
an_Birds Local Municipality - LG EHS

o an_Birds Local Municipality - Prov EHS
-
an_Heron EMS Station
an_Hornbill Hospital
an_0ld World Sparrow EMS Station
> an_0Owl Clinic
» an_Parrot Clinic
an_Penguin EMS Station
an_Potoo EMS Station
> an_Sparrow Clinic
= an_Spoonbill Clinic

an_Swallow EMS Station

an_Tit EMS Station
| Show more options o e

GET REPORT

Data set

NIDS 2020 PHC Other (Monthly)

Report period

Monthly

2023 June
S—

| S—

D] Use data for selected unit only
Number of signatures

2

ge

(®

on the report when it is printed as a PDF.

capturer and the facility manager.

4. Click on the year dropdown arrow and select the year.

5. Click on the month dropdown arrow and select the month.

6. Tick this option if you want a report for an orgunit that has children, but only want the data
collected directly for this orgunit and not the data collected by its children.

1. Select the Report organisation unit in the hierarchy that you want the report for.
this level automatically (if you haven'’t ticked the option in 6).

2. Click on the Data set dropdown arrow and select a data set.
3. Click on the Report Period dropdown arrow and select a period type.

TIP: If you want a typical aggregated report for an orgunit, do not tick this option.

TIP: You can select an Orgunit at any level in the hierarchy, as the data will be aggregated up to

TIP: You can aggregate data on the period dimension by the period type you choose here e.g.
you may like to see the monthly data for the quarter.

7. Click on the Number of signatures dropdown arrow to specify the number of signatures required

Note: There should be 3 signatures for daily data sets, which are assigned to orgunit level 6.
These are for the clinician, the data capturer, and the facility manager. Only 2 signatures are
required for monthly data sets, which are assigned at orgunit level 5, which are usually the data
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Show fewer options
ART high volume facility

Facility Priority

HospitalGazette

OrgUnitOwnership

OrgUnitRuralUrban

OrgUnitType

PEFFAR supported

Projects

PSA facility

ServicePointType

STl Sentinel

9

GET REPORT

8. Additionally, you can specify
filters for your report e.g. you
may only want data for clinics,
so you would select
OrgUnitType = “Clinic”.

9. Click on Get report.

Successfully loaded the table

A message displays that the table
has been successfully loaded.

Scroll down to view your report:
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®

lDOWNLOAD AS XLS DOWNLOAD AS PDF

ART Monthly MonthTotal

Data element MonthTotal
ART adult naive start ART in month 1
ART adult remain on ART end of period 190

ART child under 15 years naive start ART in month

ART child under 15 years remain on ART end of period

HIV MonthTotal

Data element MonthTotal

1. Click here to type a comment, question or interpretation of your report, then click on SHARE to
share your interpretation with other users (providing you have the allocated authorities to do so).

2. The results can be exported to a Microsoft Excel workbook by clicking on DOWNLOAD AS XLS
or to a PDF document by clicking on DOWNLOAD AS PDF.

To specify different criteria for the report, simply scroll back up and enter the new criteria.

This concludes Chapter 5 on the data set report. Chapter 6 focuses on pivot tables.
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Chapter 6. Data Visualizer — Pivot Tables

6.1 About the Data Visualizer App

Pivot tables are created in the Data Visualizer app, which is designed firstly to be easy to use. Secondly
it is designed to be fast and work well over poor Internet connections — pivot tables are generated in
the web browser and very little data is transferred over the Internet.

With the Data Visualizer app, you can create pivot tables based on all available data dimensions in
webDHIS. A pivot table is a dynamic tool for data analysis which lets you quickly summarise and arrange
data according to its dimensions.

Compulsory Dimensions:
The following 3 data elements are compulsory:

1. Data: Represents the phenomenon for which data has been captured/imported. This includes
data elements, indicators, data sets (reporting rates), event data items and program
indicators. This is also known as the \What dimension.

2. Periods: Representing the time period for the data. This is also known as the When
dimension.

3. Organisation units: Represents the geographical location of the data. This is also known as
the Where dimension.

Additional Data Dimensions:

webDHIS also contains other optional dimensions which you can use to slice your data further. These
are listed under YOUR DIMENSIONS in the selection window. An example is orgunit groups e.g. facility
types like District Hospital, Community Health Centre etc.

From these compulsory dimensions, you can freely select dimension items to include in the pivot table.
None or any one or combination of the additional data dimensions can be selected when creating a
pivot table.
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6.2 Access the Data Visualizer App

8

Dashboard Pivot Table Data Maps
Visualizer
g it

Data Entry Data Quality Reports

Search apps ‘ *

Interpretations

1. Click on Apps in the top
menu.
2. Click on Data Visualizer.

If you can’t find it, you can
type Data in the “Search
apps” box.

6.3 The Data Visualizer Interface

File

E= Pivottable Options  Download

B Data: 2 selected ---

=7 columns
Filter dimensions ‘

Rows o .
MAIN DIMENSIONS . Es Organisation Unit: 2 selected ---

< Interpretations

(O Period: 3 selected ---

@ Period
Eg Organisation Unit

Immunisation for HISPland Subdistricts for Apr-Jun 2023
April 2023, May 2023, June 2023

ServicePointType

Immunised
OTHER DIMENSIONS o= ?‘;%i'ii .
fl Assigned Categories SESLET
an_Bears Subdistrict 236 274
YOUR DIMENSIONS
an_Birds Subdistrict 191 247
]
o hlgh plline facmly - &n_Cats Subdistrict 250 339
® DaysinMonth » an_Chickens Subdistrict 285 300
@ default® an_Deers Subdistrict 207 218
@ Duration an_Dogs Subdistrict 168 231
@ Facility Priority ® an_Insects Subdistrict 202 241
an_Pigs Subdistrict 410 528
@ Gender
&n_Rodents Subdistrict 175 215
@ HospitalGazette
@ OrgUnitOwnership ®
@ OrgUnitRuralUrban e
@ OrgUnitType &
@ Patient Type
® PEPFAR supported @
@ Projects ®
@ PSA facility @
]
]

STl Sentinel »

B Data DU_Immunisation_HISPland Subdistricts_Apr-June 2023 - Edited

1. Shows that you have chosen the pivot table visualisation type.
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2. Update button — the button you need to click when you have made any changes to your pivot

table

o 0 M~ w

This button is greyed out until a pivot table is saved.

Interpretations allows you to view, add, edit, and share interpretations about the current pivot
table. Interpretations are covered in detail in Chapter 8.

7. The Dimensions Area — where you select dimensions.
The Layout Area — where you set up the layout of your pivot table.
9. Display Area — where your pivot table displays.

File menu — allows you to save, open and manage pivot tables.

Options menu — allows you to fine-tune your pivot table.

Download button — allows you to download your pivot table.

< Interpretations button — opens the “Interpretations” panel on the right side of the pivot table.

6.4 Select Visualisation Type

The Data Visualizer app has 15 different visualisation types, each with different characteristics — 14 of

them are chart visualisations and one is for pivot tables.

[l Column

@ Routine Health: HISPland - Data Visualizer

Update File Options

E=

Pivot table

View data and indicators in a

manipulatable table.

\
- Bar — Stacked bar Line
—_— - \/v
™ Compare sizes of related elements - Compare parts of a whole against Track or compare changes over time.
horizontally. Recommend period as related elements harizontally. Recommend period as category.
filter. Recommend data or org. unit as

I Column Stacked column
I I Compare sizes of related elements Bul Compare parts of a whole against
vertically. Recommend period as filter. related elements vertically.

Recommend data or org. unit as
series.

series

1. Click on the Visualization Type dropdown arrow.
Click on Pivot table in the top left corner of the list.

Note: “Column” is selected by default.

The table below gives some information on the pivot table visualisation type:

No | Visualization | Description
type
1 Pivot table Summarises the data of a more extensive table and might include sums,

averages, or other statistics, which the pivot table groups together in a
meaningful way. The performance of pivot tables is also dramatically
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No | Visualization | Description
type

improved, allowing for very large pivot tables with at least three times
more data than the classic pivot table app.
Layout restrictions: None.

6.5 Select Dimensions

6.5.1 Select Compulsory Dimensions

g2 Pivot table v Update File Options

Filter dimensions Columns 5 patg - Filter s Organisation Unit: 1 selected ---
Rows Iy
TG s \ (© Period: 1 selected
B Data
© Period
£ Organisation Unit
& J
OTHER DIMENSIONS
B Assigned Categories Getting started
YOUR DIMENSIONS = All dimensions that you can use to build visualizations are shown in the left
® ART high volume facility & sidebar
@ DaysInMonth e « Add dimensions to the layout above
@ default ® + Click a dimension to add or remove items

You can select the three compulsory dimensions from 2 areas:

1. Under “MAIN DIMENSIONS’ in the Dimensions Menu or
2. The Layout Area.

Note:
e You select a main dimension by clicking on the text and not the context menu (3 dots) next
to the text. The context menu (3 dots) will appear next to the text when you hover over it in

the Dimension Menu — they are already visible in the Layout Area.
e The use of the context menu is covered later in the section on layout.

92 | webDHIS v2.38 — User Manual — 2023



6.5.2 Select Additional Dimensions

Filter dimensions

£2 Organisation Unit

OTHER DIMENSION
 Assigned ies

| YOUR DIMENSIONS |

® ART high volume facility ®
DaysInMonth e

default ®

Duration

Facility Priority ®

Gender
HospitalGazette ®

OrgUnitOwnership e

a 8 8 8 & &8 &8 @&

OrgUnitRuralUrban

Additional dimensions that can be selected
are listed under YOUR DIMENSIONS after
the four occupational groups.

To select an additional dimension, click on
the dimension name in the list.

Note: The context menu (3 dots) will appear
next to the dimension name when you point
to it. The use of the context menu is
covered later in the section on layout.

Dimensions which are relevant to the
selected data elements and organisation
units are indicated with a green dot.

6.6 Select Compulsory Dimension Items

When you create a new visualisation, certain defaults apply:

Columns

B Data -

Rows

(© Period: 1 selected ---

Filter

%s Organisation Unit: 1 selected -

1. No “Data” dimension items are selected.
2. The Period selected is Last 12 months.

3. The Organisation Unit selected is the country level i.e. South Africa (National Government).

To select items for a dimension, open the dimension modal window by clicking on a dimension.

6.6.1 Select “Data” Dimension Iltems (the “What”)

The Data Visualizer app can display any number of data items in a visualisation. Data includes
indicators, data elements, data sets, event data items and program indicators. You can combine these

data types e.g. you can show data elements and indicators.
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The example below shows the selection of data elements from the “EPI” data element group. Note:
Indicators and Data Sets are selected in the same way.

Note: If you can already see the data element you want in the list on the left, you can select it
straight away without filtering or searching.

Data
Search by data item name Selected Items e
Data Type I o Immunised fully under 1 year new '
Measles 1st dose
Data elements c °
Data element group Disaggregation

EPI ~ Totals only ~
>

o BCG dose {
o DTaP-IPV-Hib-HBV (Hexavalent) 1st dose

o DTaP-IPV-Hib-HBV (Hexavalent) 2nd dose m
o DTaP-IPV-Hib-HBV (Hexavalent) 3rd dose Y
o DTaP-IPV-Hib-HBV (Hexavalent) 4th dose E

o Measles 2nd dose

o 0PV 0 dose under 1 year
o 0PV 1st dose under 1 year
o PCV 1st dose under 1 year
o PCV 2nd dose under 1 year
| © PCV 3rd dose under 1 year I

o

Click on the Data Type dropdown arrow and click on Data elements.

Click on the Data element group dropdown arrow and click on a data element group.

The list of data elements belonging to the selected group displays.

Click on the double right arrow to move all the data elements to the “Selected Items” box.
Double-click on a data element to move it to the “Selected Items” box or click on a data
element to select it and then click on the right arrow.

o~ wnNh e

Note: You can use the “Shift” and “Ctrl” keys to select multiple data elements at one time.

6. The “Selected Items” box shows all the data elements that have been selected. The order of
appearance will be the same as the order in which they are selected.

7. If multiple items are selected, click on an item in the “Selected Items” box and use the up and
down arrows to change its place in the list.

8. Click on the double left arrow to remove all the data elements from the “Selected Items” box.
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9. Double-click on a data element to remove it from the “Selected Items” box or click on a data
element to select it and then click on the left arrow.

10. Click on Hide to close the window. This allows you to save processing time and update your
pivot table later once you have made all your selections. OR

11. Click on Update to apply your choices to your pivot table now.

You can also search for data items across all types, making it much easier to find the data items
you want across indicators, data elements, data sets, program data elements and program

]

aldl

o

alg|

[£]

oo
Bo

[=]=]
Bo

3

Delivery by caesarean section

Delivery by Caesarean Section coverage

Delivery by caesarean section rate

Delivery in 10-19 years in facility rate

Delivery in facility 35 years and older

Delivery in facility rate

Delivery in facility - sum

Delivery in facility - total

Delivery in facility under 18 years

Delivery in facility under 18 years rate

Mother postnatal visit within 6 days after delivery
NIDS 2017 PHC Delivery DDC (Daily) - Reporting rate

NIDS 2017 PHC Delivery DDC (Daily) - Reporting rate on
ime

indicators.
Data
delivery o Selected Items
Data Type
Mo items selected
All types -

T

Hide Update

1. Type your search criteria in the “Search by data item name” box.
All data items meeting your search criteria will be displayed irrespective of data item type. You
can then scroll through the data items to find the one(s) you require.

Note: Each data item type has a different icon, e.g. is for an indicator, El is for a data
element.

3. As in the previous example, you can use the arrows to move the required items to the
“Selected ltems” box.
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6.6.2 Select “Period” Dimension Items (the “Where”)

When selecting a period, you have the option to choose between fixed periods and relative periods.
These can also be combined. Overlapping periods are filtered so that they only appear once. For
relative periods, the names are relative to the current date, e.g. if the current month is February and
“Last month” is selected, the month of January is shown in the pivot table.

Period n
Relative periods  Fixed periods Selected Periods Q
Period type I @ Last 12 months I

Months

@ This month

@ Last month
@ Last 3 months -o
@ Last 6 months

@ Months this year

s B
Q.

Hide Update

o<
1. Click on Relative periods.

Click on the Period type dropdown arrow and select the period type (period frequency).

Note: “Months” is selected by default.

3. The list of periods belonging to the selected period type displays.

4. Click on the double right arrow to move all the periods to the “Selected Periods” box.

5. Double-click on a period to move it to the “Selected Periods” box or click on the period to select
it and then click on the right arrow.

Note: You can use the “Shift” and “Ctrl” keys to select multiple periods at one time.

6. The “Selected Periods” box shows all the periods that have been selected. The order of
appearance will be the same as the order in which they are selected.
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Note: “Last 12 months” is selected by default.

7. If multiple periods are selected, click on an item in the “Selected Periods” box and use the up
and down arrows to change its place in the list.

8. Click on the double left arrow to remove all the periods from the “Selected Periods” box.

9. Double-click on a period to remove it from the “Selected Periods” box or click on the period to
select it and then click on the left arrow.

10. Click on Hide to close the window. This allows you to save processing time and update your
pivot table later once you have made all your selections. OR

11. Click on Update to apply your choices to your pivot table now.

Period o
Relative periods  Fixed periods Selected Periods a

Period type Year I o April 2023 |

Monthly m 2023 © May 2023

@

@ June 2023
» January 2023

@

» February 2023

@

» March 2023

» July 2023

» August 2023

» September 2023

@

@

@

@

» October 2023

@

» NMovember 2023

@

» December 2023

Hide Update

12

1. Click on Fixed periods.
Click on the Period type dropdown arrow and select the period type.

Note: “Monthly” is selected by default.
3. Click on the Year up or down arrow to select the year.
Note: The current year is selected by default.

4. The list of periods belonging to the selected period type displays.
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10.

11.

12.

Click on the double right arrow to move all the periods to the “Selected Periods” box.
Double-click on a period to move it to the “Selected Periods” box or click on the period to select
it and then click on the right arrow.

Note: You can use the “Shift” and “Ctrl” keys to select multiple periods at one time.

The “Selected Periods” box shows all the periods that have been selected. The order of
appearance will be the same as the order in which they are selected.

Note: “Last 12 months” will still appear here. If you only want the fixed periods you have
selected, you need to remember to remove it.

If multiple periods are selected, click on an item in the “Selected Periods” box and use the up
and down arrows to change its place in the list.

Click on the double left arrow to remove all the periods from the “Selected Periods” box.
Double-click on a period to remove it from the “Selected Periods” box or click on the period to
select it and then click on the left arrow.

Click on Hide to close the window. This allows you to save processing time and update your
pivot table later once you have made all your selections. OR

Click on Update to apply your choices to your pivot table now.

6.6.3 Select “Organisation Unit” Dimension Items (the “Where”)

The Organisation Unit dialog is flexible, offering three ways of selecting organisation units:

1.

Explicit selection — Use the tree to explicitly select the organisation units you want to appear
in your pivot table.

Using orgunit levels and groups — The “Level” and “Group” dropdowns are a convenient
way to select all orgunits at specific levels and/or in one or more orgunit groups. For example,
select “Sub-district” to show all orgunits at Sub-district level; select “Clinic” to show only those
orgunits that belong to the “Clinic” orgunit group.

Using the user’s organisation units

e User organisation unit — This is a way to dynamically select the orgunits that the logged
in user is associated to.

e User sub-units — Selects the sub-units of the user organisation unit.

e User sub-x2-units — Selects the units two levels below the user organisation unit.
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EXPLICIT SELECTION

Organisation Unit

m]User organisation unit [] User sub-units [] User sub-x2-units

~ [ = hi_HISPland =]
« [ = an_Animal Province
» B[ an_Carnivores District
» B an_Herbivores District -e
» [ an_Omnivores District

» [ 3 fo_Food Province
» [ 3 pl_Plant Province

Select a level ~ Select a group ~

Selected: 2 org units l Deselect all a o 5

Hide Update

If this is a new pivot table, remove the tick from the User organisation unit checkbox, which is
ticked by default.

Click on each organisation unit that you want to select. A tick displays in the checkbox next to
the organisation unit. Notice that the parent levels above the selected item are also highlighted,
but you need to also click on the parent if you want to select it.

Note: You may need to click on the right arrow next to an organisation unit to expand a level.

Click on Deselect all to remove all your selections.

Click on Hide to close the window. This allows you to save processing time and update your
pivot table later once you have made all your selections. OR

Click on Update to apply your selections to your pivot table now.
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USING ORGUNIT LEVELS AND GROUPS

Organisation Unit

m,lser organisation unit (7] User sub-units [] User sub-x2-units

~ B = hi_HISPland

» [ an_Animal Province
l » [ 0 fo_Food Province o
» [ pl_Plant Province

5

Sub-district X m Cll'nic Community Health Centre X m

Selected: 1 org unit, 1 level, and 2 groups | Deselect all 6 o

Hide Update

1. If this is a new pivot table, remove the tick from the User organisation unit checkbox, which is
ticked by default.

2. Click on the Select a level dropdown arrow to select one or more levels.

3. Click on the Select a group dropdown arrow to select one or more orgunit groups.

4. Note: As soon as at least one level or group has been selected, the orgunit tree now acts as
the boundary for the levels/groups. In the screenshot, we would see all clinics and community
health centres for all sub-districts in Food Province.

5. Click on the X next to an item to remove it from the selection.

6. Click on Deselect all to remove all your selections.

Click on Hide to close the window. This allows you to save processing time and update your
pivot table later once you have made all your selections. OR

8. Click on Update to apply your selections to your pivot table now.
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USING THE USER’S ORGANISATION UNITS

Organisation Unit

l User organisation unit User sub-units [[] User sub-x2-units o

w

Selected: User organisation unit and User sub-units I Deselect all a o

Hide Update

1. Click the checkbox next to an option to select it.

Note: You can select more than one option. All other selection methods are then greyed out.

2. Click on Deselect all to remove all your selections.

3. Click on Hide to close the window. This allows you to save processing time and update your
pivot table later once you have made all your selections. OR

4. Click on Update to apply your selections to your pivot table now.

6.7 Select Additional Dimension Items

After you've clicked on the additional dimension you want under YOUR DIMENSIONS, the dimension

modal window opens.
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When selecting an additional dimension item, either individual items or all items can be selected.

1.

Gender
(O Automatically include all items
Select all Gender items. With this option, new items added in the future will be automatically included.

® Manually select items...

~ Selected Items
Search

o Female
o Male

&«

Hide Add to Columns

To automatically select all items, click on Automatically include all items i.e. you will not need
to select them manually, they will all be moved to the “Selected Items” window.

Note: This will also include any additional items that are added in the future if the available
dimension items are updated.

By default, Manually select items... is selected, which allows for individual items to be picked
out of a list, in the same way as described in the Data and Period dimensions sections above.
Click on Hide to close the window. This allows you to save processing time and update your
pivot table later once you have made all your selections. OR

If you want to update your pivot table now, click on Add to Column, or click on the dropdown
arrow and select Add to Rows or Add to Filter depending on where you want the dimension to
appear in the layout.

(Note: Layout is covered in the next section).
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6.8 Select Layout

File Options  Download

col Filter o .
elamns B Data: 1 selected --- o e £z Organisation Unit: 1 selected - o
Rows (© Period: 1 selected --- e

The Layout Area is divided into 3 sections:

1. Columns: When you place a data dimension on columns, the pivot table will display one
column per dimension item. If you place multiple dimension items on columns, the pivot table
will display one column for all combinations of the items in the selected dimensions.

2. Rows: When you place a data dimension on rows, the pivot table will display one row per
dimension item in a similar fashion.

3. Filter: The dimensions you select as filters will not be included in the pivot table but will
aggregate and filter the table data based on the selected filter items.

When selecting and arranging dimensions, there are a few constraints that apply. All these
constraints are validated, and feedback will be provided if any constraint is violated:

e At least one dimension must be selected on columns or rows.

e At least one period must be selected.

o Data element group sets and reporting rates can’t appear in the same pivot table.

e A pivot table can't contain more than the maximum number of analytic records

@ which have been specified in the system settings. The maximum number of

records could also be constrained by the maximum RAM which is available to
your browser. Consider making smaller tables instead of one table which displays
all your data elements and indicators together.

You can move the dimensions that are already in the Layout Area by clicking and dragging them to
another section. Or you can use the context menu (3 dots) in either the Layout Area or the
Dimensions Area to move dimensions around.

Note: The options on the context menu will depend on where the dimension you are moving is
currently located.

Col MAIN DIMENSIONS
elmns B Data: 1 selected ---
B Data
Rows (@® Period: 1 selected 1 ® Period l"
Move to Columns B3 Organis{ Move to Columns
°_ Move to Filter o_ Move to Filter
Remove Remove
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Click on the context menu of the dimension you want to move.
As the dimension is in Rows, the options are Move to Columns and Move to Filter.

Note: You can also choose to delete a dimension from your pivot table by clicking on Remove.

Main dimensions are already added to the Layout Area.

There are 2 ways to add additional dimensions.

8 @ & 8 8 8 8

YOUR DIMENSIONS
® ART high volume facility ®

DaysInMonth @
default ®
Duration

Facility Priority @
Gender

HospitalGazette ®

OrgUnitOwnership @ | ---

Add to Columns

3

Add to Rows
Hide Update

Add to Filter

OrgUnitRuralUrban e

Click on the context menu of the dimension you want to add.

Select Add to Columns, Add to Rows or Add to Filter.

If you have not yet selected any dimension items, the modal window will open so that you can
do so. Click on Update to add the dimension to the Layout Area.

OR

L)

YOUR DIMENSIONS
ART high volume facility ®

DaysIinMonth @
default ®
Duration

Facility Priority ®
Gender

HospitalGazette ®

OrgUnitOwnership ®

al|la|lae & & 8 & &

OrgUnitRuralUrban e

Add to Rows

Add to Filter

oo |

Click on the dimension you want to add.

The modal window will open whether or not you have selected dimension items previously, or
still need to do so. Then click on Add to Columns (the default), Add to Rows or Add to Filter
to add the dimension to the Layout Area.
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Columns

Rows

Options Download

B Data: 1 selected ---

£z Organisation Unit: 2 selected ---

If you have made changes to the
layout in the Layout Area, you
must click on Update to apply
them to your pivot table.

6.9 Change the Display of your Pivot Table

The display of a pivot table can be changed by enabling/disabling and configuring several options. The

options are organised in tabs in the “Options” dialog and in sections within each tab.

|

Options | Download

Click on Options in the top
menu.

Options

l Data Legend

Series

Style

Limit values Parameters

Display

[] Dimension labels

[ Skip rounding

Totals

[] Columns totals
[] Column sub-totals
(] Row totals

(] Row sub-totals

9

° 4

Hide

Update

1. Click on the required
tab.

2. Configure the desired
options on the tab
displayed.

3. Click on Hide to close
the window and update
later.

4. Click on Update to
apply the changes to
your visualisation
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6.9.1 Data Tab

Options

Data Legend

Display
) Dimension labels

(] skip reunding

Totals

[] columns totals
[ column sub-totals
) Row totals

] Row sub-totals

Empty data

[ Hide empty rows

[] Hide empty columns

Option

Description

Display

Dimension labels

Shows the dimension names as part of a pivot table.

Skip rounding

Skips the rounding of data values, offering the full precision of data
values.

Totals

Column totals

Displays total values for each column in a pivot table, as well as a total
for all values in the table.

Column sub-totals

Displays sub-totals for each dimension in a pivot table.
If you only select one dimension, sub-totals will be hidden for those
columns. This is because the values will be equal to the sub-totals.

Row totals

Displays total values in a pivot table for each row, as well as a total for
all values in the table.

Row sub-totals

Displays sub-totals in a pivot table for each dimension.
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Option

Description

If you only select one dimension, sub-totals will be hidden for those
rows. This is because the values will be equal to the sub-totals.

Empty data

Hide empty columns

Hides empty columns from a pivot table. This is useful when you look
at large tables where a large portion of the dimension items don’t have
data in order to keep the table more readable.

Hide empty rows

Hides empty columns from a pivot table. This is useful when you look
at large tables where a large portion of the dimension items don’t have
data to keep the table more readable.

6.9.2 Legend Tab

Options

Data Legend Series

I
Use legend for chart colors

Legend style

Legend type

[] show legend key

® Legend changes background color
(O Legend changes text color

@) Use pre-defined legend per data item
(O Select a single legend for the entire visualization

Option

Description

Use legend for chart colors

Applies a legend to the pivot table, which is a value-based colour for
each item. The legends themselves are configured elsewhere is HRIS.

Legend style

Controls where the colour is applied. Options are:

e Legend changes background color

e Legend changes text color
You can use this option for scorecards to identify high and low values
at a glance.

Legend type

Controls which legend is applied. Options are:
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Option Description

e Use pre-defined legend per data item — applies a legend to
each data element individually, based on the legend assigned
to each one in the system.

e Select a single legend for entire visualisation — applies a
single legend to all data items, chosen from a dropdown list of
available legends.

Show legend key Displays a key for the legend on the right side of the pivot table, to
indicate the value ranges and their respective colour. If the pivot table
is added to a dashboard, this option can also be toggled from the top
right corner of the dashboard item.

6.9.3 Style Tab

Options

Data Legend Series Style Limit values Parameters

Table title

Display density

Normal ~
Font size
Normal v

Digit group separator
Space v
[] Fix column headers to top of table

[ Fix row headers to left of table

Labels

(] Display organisation unit hierarchy

Option Description

Table title Controls the title that appears above the pivot table.
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Option

Description

Display density Controls the size of the cells in a pivot table. You can set it to
Comfortable, Normal or Compact. Compact is useful when you want
to fit large tables into the browser screen.

Font size Controls the size of a pivot table text font. You can set it to Large,

Normal or Small.

Digit group separator

Controls which character to use to separate groups of digits or
“thousands”. You can set it to Comma, Space or None.

Fix column headers to top
of table

Freezes column headers in pivot tables so they are always visible
when scrolling the table content.

Fix row headers to left of
table

Freezes row headers in pivot tables so they are always visible when
scrolling the table content.

Display organisation unit
hierarchy

Shows the name of all ancestors for organisation units, for example
“za South Africa (National Government) / fs Free State Province / fs
Xhariep District Municipality / fs Kopanong Local Municipality / fs Flora
Clinic” for “fs Flora Clinic’. The organisation units are then sorted
alphabetically which will order the organisation units according to the
hierarchy. When you download a pivot table with organisation units as
rows and you’ve selected “Display organisation unit hierarchy”, each
organisation unit level is rendered as a separate column. This is useful
for example when you create Excel pivot tables on a local computer.

6.9.4 Limit Values Tab

Options

Data Axes Series

Minimum data value

\.f

Clear min/max limits

Style Limit values

Limit minimum/maximum values

You can set a minimum or maximum value. This will apply to the entire visualization, all values outside of the
minimum/maximum range will not be displayed

Maximum data value

e

Limit values Tab
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Limit minimum/ maximum
values

Allows for the data to be filtered on the server side. You can instruct
the system to return only records where the aggregated data value is
equal, greater than, greater or equal, less than or less or equal to
certain values. If both parts of the filter are used, it's possible to filter
out a range of data records.

6.10 Save a Pivot Table

You need to save your pivot tables so that you can easily find them later. You can also choose to share

them with other users or display them on a dashboard.

A pivot table also needs to be saved before interpretations can be added.

Click on File in the menu above the

File Options Download

chart.

E Open...

@ Save. |<—

Click on Save to:

e save your pivot table for the
first time.

e save changes to an existing
pivot table.

Save visualization as

Name *

Description

Cancel

1. Type the Name of your pivot table.
Note: Make sure the name reflects the dimension items you have selected.

2. Type an optional Description. The creator of the pivot table should type a description if it needs
some explanation, but a description can be added or edited at any time.

3. Click on Cancel to exit without saving.

4. Click on Save to save your pivot table.
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columns B Data: 3 selected --- Filter (© Period: 1 selected ---
Rows 5 7 -
£e Organisation Unit: 2 selected ---
ANC Visits_HISPland Subdistricts_Last year |<——
2022
Antenatal Antenatal
1st visit Istvisit . | Atenatal
before 20 20 weeks ;
weeks or later (EREERE
an_Bears Subdistrict 844 385 87.7
an_Birds Subdistrict 528 341 86.6
an_Cats Subdistrict 915 457 67.8
an_Chickens Subdistrict 825 313 839
an_Deers Subdistrict 533 21 165.8
an_Dogs Subdistrict 564 274 90.3
an_Insects Subdistrict 669 nz 99.8
an_Pigs Subdistrict 1043 820 794
an_Rodents Subdistrict 751 932 167.4

The name given to the pivot table is shown above the pivot table.

6.11 Create a New Pivot Table

When you select the “Data Visualizer” app from the “Apps” menu, you can start creating your chart from
scratch.

4+  New <

7 If you’ve been working in the app and would now like to create
[4 Open.. a new pivot table from scratch, click on File > New.

Save

6.12 Manage Saved Pivot Tables
All the options for managing pivot tables are on the “File” menu.

Note: Options will be greyed out if you do not have a pivot table open or if you do not have permission
to execute them e.g. if Share is greyed out, it means that you do not have permission to share the
displayed pivot map.
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6.12.1 Open an Existing Pivot Table

+  New
r_'?l Open.. < Click on File > Open.
Save

Open a visualization o

| epi o‘ Type B2 Pivottable | ~ Created by Anyone ﬂ Clear filters
Mame ¥ Type 5 Created 3 Last updated
DBO6_L2&L3_EPI DE_Last 12 months = 12/04/2017 05/22/2019
DBO6_L2&L3_EPI Ind_Last 12 months S| 09/10/2018 09/30/2020
DBO6_L2&L3_EPI comparison Ind_Last 12 months G 09/10/2018 09/30/2020
DBO06_L3_EPI programme reporting rate_Last month o B 01/21/2020 09/30/2020
DB18_L283&4_EPI campaign_Ind_2016 S| 11/07/2016 09/30/2020
DB18_L2&L3_EPI campaign_DE_Daily == 11/07/2016 05/22/2019
DB18_L4_EPI campaign_DE_Daily S| 11/07/2016 05/22/2019
EPI & STI B 07/21/2016 07/21/2016

a 1-8 of 38 | Page1 ~ | ¢ Previous | Next >

1. To search for the pivot table that you want to open, type part of its name in the Filter by name
box.

2. Tofilter your search, click on the Type dropdown arrow and select Pivot Table.

3. You can also filter the list displayed by choosing the owner of the pivot table. Click on the Created
by dropdown arrow and select one of the following from the list:

e Anyone (the default)
e Onlyyou
e Others

4. Click on Clear filters to display the full list of visualisations.
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dropdown arrow and select a specific page.

open it.

5. For each pivot table in the list, the name, the type, the date it was created and the date it was last
updated are shown. You can click on any of the column headings to sort the list by that column in
either ascending or descending order. A blue arrow indicates the order selected.

6. Note that the icon under Type indicates that you have selected pivot tables.

The buttons at the bottom right of the window allow you to move from page to page to see more
pivot tables. You can either click on the Previous and Next buttons, or you can click on the Page

8. When you have located the pivot table that you want to open, simply click on its name in the list to

Note: If you don’t want to select an item, just click anywhere outside the window to remove it.

Getting started

+ All dimensions that you can use to build visualizations are shown in the left
sidebar

+ Add dimensions to the layout above

+ Click a dimension to add or remove items

Your most viewed charts and tables

B DU_Immunisation_HISPland Subdistricts_Apr-June 2023
B Immunisation_Clinics & CHCs_HISPland Subdistricts_Apr-June 2023

B Deliveries_Plant Province by District_Last 12 months I%

B ANC Visits_HISPland Subdistricts_Last year

B ANC Visits_Animal Province by Sub-district_Last year
B Immunisation_HISPland Subdistricts_Apr-June 2023

The most viewed
charts and tables are
shown in the main
window when you
access the “Data
Visualizer” app.

You can also get
there by clicking on
File > New.

Click on a file in the
list to open it.

6.12.2 Save Changes to an Existing Pivot Table to create a New Pivot

Table

Save

Save as.. | <——

¢ Rename..

You can use an existing
pivot table as the basis for
creating a new pivot table.
After you have made your
changes:

Click on File > Save as.
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1. The name of the original
pivot table displays.
Type the name of the

Save visualization as

Name * new pivot table.

ANC Visits_HISPland Subdistricts_Last six months 2. Youcanadda

Description o description or edit the
existing description if
o necessary.
o 3. Click on Cancel to exit
without saving.

Cancel

4, Click on Save to save
the new pivot table.

6.12.3 Rename a Pivot Table

This assumes that you have a pivot table open that you

Save as wish to rename.

Click on File > Rename.

Q2 Rename.. |[<——

Note: You can only changes the names of pivot tables that
you've created or that have been shared with you with edit
rights — you will notice that the rename option is greyed out
for pivot tables that you did not create.

?A Translate...

Rename visualization

Name *

ANC 1st Visits & Coverage_HISPland Subdistricts_Last year o
Description

4 ‘

Cancel Rename

1. Type the new Name of your pivot table.
Note: Make sure the name reflects the dimension items you have selected.

2. Type an optional Description or amend the current description.
3. Click on Cancel to exit without saving the new name. OR
4. Click on Save to save your pivot table with its new name.
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A message will display very briefly
at the bottom of the screen.

+” Rename successful

6.12.4 Share a Pivot Table

You can share a pivot table with other users, user groups and user roles. Note: You need to share a
pivot table before you can share an interpretation of that pivot table.

YA Translate...

This assumes that you have a pivot table open that you wish

to share.

o Share.. |[<—+

@ Getlink...

Click on File > Share.

Sharing and access: ANC 1st Visits & Coverage_HISPland Subdistricts_Last year

Give access to a user, group or role

o_ User, group or role Access level e
Search o Select a level Give access

Users, groups and roles that currently have access

User / Group / Role Access level

2% All users

£03

e. = N Metadata Mo access
0 access 6

52 Provincial Information Officers i )

= ) ) Metadata View and edit v

Can view and edit

o Close

The window is divided into 2 areas:

1. The area where you give access to a user, user group or user role.
2. The area that lists those users, user groups and user roles who have been given access, and
where you can edit the level of access given.

To give access:

3. Click in the Search box and start typing the name of the user, user group or user role you want
to share your chart with. Users, user groups and user roles that match your criteria will be listed
below the “Search” box. Click on the one you want to select it.

4. Click on the Access level dropdown arrow and select a level. Options are:
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e View only
e View and edit

5. Click on Give access.
To edit access:

6. The selected user, user group or user role will now show in the list of those who have been
given access. To edit the access given, click on the Access level dropdown arrow next to the
user, user group or user role and select a level. Options are:

o View only
e View and edit
¢ Remove access

7. Click on Close to exit.

6.12.5 Get Link for a Pivot table

otg Share...

@ Getlink.. |&<—— Click on File > Get link.

T[] Delete

Open in this app

https://training.dhis.dhmis.org/hispland/dhis-web-data-
visualizer/#/WCINVWsfEFi

Open link in new tab

o i Close
Open link in new window

Cpen link in incognito window

Save link as...

| Copy link address I ‘e—

Right-click on the link and click on Copy link address. You can then send this link to others.
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6.12.6 Delete a Pivot Table

This assumes that you have

ctg Share... a pivot table open that you
wish to delete. You can also
@ Getlink.. only delete a pivot table that
you created or that has
been shared with you with

T[] Delete |<=— edit rights.

Click on File > Delete.

Delete visualization
1. Click on Cancel to exit
This visualization and related interpretations will be deleted. Continue? . .
without deleting.
2. Click on Delete to

delete the chart.

Cancel Delete

L’

6.13 Download a Pivot Table

Pivot tables can be downloaded so that they can be included in reports and presentations or sent to
others.

\l/ Click on Download in the menu

] ] above the pivot table.
File Options | Download
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Table layout

Excel (.xls)
_o 1. Table Layout options are for users.
CSV (.csv)
Click on one of the following formats:
HTML (.html)

e Excel (.xIs)

Plain data source e CSV (.csv)

. e HTML (html)
JSON >

2. Plain data source options are really for developers.

XML >
Depending on your settings, your pivot table will

Excel > -° automatically download to your “Downloads” folder, or

you can choose a filename and location.
csv y

Advanced »

6.14 See your Pivot Table as a Map

To see how your pivot table would look on map, select the Open as Map visualisation type after you're
finished building your pivot table.

@ Routine Health: HISPland - Data Visualizer

B Pivottable 1 v Update File Options Download
Year over year (column) Single value .+ Scatter
I | I Compare changes over tfime between Display a single value. Recommend - View the relationship between two
multiple time periods. relative period to show latest data. data items at a place or time.

Recommended for finding outliers.

Open as Map
Visually plot data on a world map.

Data elements use separate map
layers.

1. Click on the Visualisation Type dropdown arrow.
2. Click on Open as Map.

This concludes Chapter 6 on creating and managing pivot tables in the “Data Visualizer” app. Chapter
7 focuses on creating and managing charts.
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Chapter 7. Data Visualizer - Charts

7.1 About the Data Visualizer App

Charts are created in the Data Visualizer app, which is designed firstly to be easy to use. Secondly it is
designed to be fast and work well over poor Internet connections.

With the Data Visualizer app, you can create charts based on all available data dimensions in
webDHIS. A chart is a dynamic tool for data analysis which lets you quickly summarise and arrange
data according to its dimensions.

Compulsory Dimensions:
The following 3 data elements are compulsory:

1. Data: Represents the phenomenon for which data has been captured/imported. This includes
data elements, indicators, data sets (reporting rates), event data items and program
indicators. This is also known as the \What dimension.

2. Periods: Representing the time period for the data. This is also known as the When
dimension.

3. Organisation units: Represents the geographical location of the data. This is also known as
the Where dimension.

Additional Data Dimensions:

webDHIS also contains other optional dimensions which you can use to slice your data further. These
are listed under YOUR DIMENSIONS in the selection window. An example is orgunit groups e.g. facility
types like District Hospital, Community Health Centre etc.

From these compulsory dimensions, you can freely select dimension items to include in the chart.
None or any one or combination of the additional data dimensions can be selected when creating a
chart.
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7.2 Access the Data Visualizer App

Online

Search apps a

Dashboard Data Entry Data Quality Data
Visualizer
8 o A
v - = v
Maps Interpretations Reports Browser

Cache Cleaner

1. Click on Apps in the top
menu.

2. Click on Data
Visualizer.

3. Ifyou can’t find it, you

can type Data in the
“Search apps” box.

7.3 The Data Visualiser Interface

Il Column File Options  Download

Filter

H Data: 1 selected ---

T series
Filter dimensions |

Category

MAIN DIMENSIONS | Q@ Period: 12 selected ---

¢ Interpretations

%s Organisation Unit: 1 selected ---

E Data
@© Period
ta Organisation Unit

OTHER DIMENSIONS 100

B Assigned Categories

87.4

YOUR DIMENSIONS 83.2

77

723
Pig

® ART high volume facility 80

esﬂ

7

DaysinMonth
default

Duration

Facility Priority ®
Gender
HospitalGazette ®
OrgUnitOwnership @
OrgUnitRuralUrban &

&

OrgUnitType ®
Patient Type
PEPFAR supported »
Projects ®

PSA facility @

ServicePointType ® o

v

@
®
@
@
-
@
@
®
@
@
@
@
@
@
@

STI Sentinel ® o

“,

HISPland_Imm under 1yr coverage_Last 12 mths

HISPland Immunisation Under 1 Year Coverage for Last 12 Months

791
o
q’Q’L
&

60.6

i
+

42.5

816
58.7 |
& o o &
r&'\' f\,@' f‘?"\» r‘?"\,
F S
& e S }Qd‘

1. Shows the chart type.

2. Update button — the button you need to click when you have made any changes to your chart.
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S

File menu — allows you to save, open and manage charts.
Options menu — allows you to fine-tune your chart.
Download button — allows you to download your chart.

button is greyed out until a chart is saved.

Interpretations allows you to view, add, edit, and share interpretations about the current chart.

Interpretations are covered in detail in Chapter 8.

7. The Dimensions Area — where you select dimensions.
8. The Layout Area — where you set up the layout of your chart.
9. Display Area — where your chart displays.

< Interpretations button — opens the “Interpretations” panel on the right side of the chart. This

7.4 Select Visualisation Type

The Data Visualizer app has 15 different visualisation types, each with different characteristics — 14 of
them are for charts.

=

2

[
@

lkil

View data and indicators in a
manipulatable table

Bar

Compare sizes of related elements
horizontally. Recommend period as
filter.

Area

Track or compare changes over time
Recommend period as category.

Radar

Compare several items against
multiple variables.

Year over year (column)
Compare changes over time between
multiple time periods

Il

Compare sizes of related elements
vertically. Recommend period as filter.

|

)

123

Stacked bar

Compare parts of a whole against
related elements horizontally.
Recommend data or org. unit as
series

Stacked area

Track or compare parts of a whole
over time. Recommend data as series
and period as category.

Gauge

Compare a percentage indicator
against a 100% scale. Recommend
period as filter.

Single value
Display a single value. Recommend
relative period to show latest data

=

(&

& @

@ Routine Health Data: HISPland - Data Visualizer
il Column 1 - File Options
Pivot table Column Stacked column

Compare parts of a whole against
related elements vertically
Recommend data or org. unit as
series.

Line
Track or compare changes over time
Recommend period as category.

Pie
Compare parts of a whole at a single
point in time. Recommend period as
filter.

Year over year (line)

Compare changes over time between
multiple time periods

Scatter

View the relationship between two
data items at a place or time
Recommended for finding outliers.

main dimensions in the layout.

1. Click on the Visualization Type dropdown arrow.

Note: “Column” is selected by default.

Select the type of chart visualisation you want by clicking on one of the icons in the window.
For each visualisation type, there is a brief description with suggestions about where to use the
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The table below gives some information on the different chart visualisation types:

No Visualization | Description
Type

1 Column Displays information as vertical rectangular columns with lengths
proportional to the values they represent.
Example: Comparing performance of different districts.
Layoutrestrictions: Exactly 1 dimension as series, exactly 1 dimension
as category.

2 Stacked column | Displays information as vertical rectangular columns, where bars
representing multiple categories are stacked on top of each other.
Example: Displaying trends or sums of related data elements.
Layout restrictions: Same as for Column.

3 Bar Same as Column only with horizontal bars.

4 Stacked bar Same as Stacked column only with horizontal bars.

5 Line Displays information as a series of points connected by straight lines.
Also referred to as time series.
Example: Visualising trends in indicator data over intervals of time.
Layout restrictions: Same as for Column.

6 Area Is based on a line, with the space between the axis and the line filled
with colours and the lines stacked on top of each other.
Example: Comparing the trends of related indicators.
Layout restrictions: Same as for Column.

7 Stacked Area Same as “Area’, but the areas of the various dimension items are
stacked on top of each other.
Example: Comparing the trends of related indicators.
Layout restrictions: Same as for Area.

8 Pie Circle divided into sectors (or slices).
Example: Visualising the proportion of data for individual data elements
compared to the total sum of all data elements.
Layout restrictions: Exactly 1 dimension as series, has no category.

9 Radar Displays data on axes starting from the same point. Also known as
spider chart.
Layout restrictions: Same as for Column.

10 Gauge Semi-circle which displays a single value, typically out of 100% (start
and end values are configurable).
Layout restrictions: Exactly 1 dimension with exactly 1 item
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No Visualization | Description
Type
as series, data dimension is locked to series.
11 Year over year Useful when you want to compare one year of data to other years of
(line) data. Based on calendar years.
Layout restrictions: Period dimension is disabled.
12 Year over year Same as Year over year (line), only with columns.
(column)
13 Single value Displays a single value in a dashboard friendly way.
Layout restrictions: Same as for Gauge.
14 Scatter Scatter plots enable users to chart organisational units as points against
two variables for a single fixed or relative period.
Layout restrictions: Exactly 1 item each as vertical and horizontal, data
dimension is locked to vertical and horizontal, organisation unit is locked
to points.

7.5 Select Dimensions

7.5.1 Select Main Dimensions

4] Column - File Options

/: X : \ Series © Data eee Filter E2 Organisation Unit: 1 selected ses

MAIN DIMENSIONS CE00 oy Perind: 1 selected s
B Data
@ Period

LS Organisation Unit

OTHER DIMENSIONS .
Getting started

E Assigned Categories
s All dimensions that you can use to build visualizations are shown in the left

YOUR DIMENSIONS sidebar
@ Age PSA « Add dimensions to the layout above
@ ART high volume facility ® « Click a dimension to add or remove items

Q DaysInMonth

You can select the three compulsory dimensions from 2 areas:

1. Under “MAIN DIMENSIONS” in the Dimensions Menu OR
2. The Layout Area.

Note:
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e You select a main dimension by clicking on the text and not the context menu (3 dots) next
to the text. The context menu (3 dots) will appear next to the text when you hover over it in
the Dimension Menu — they are already visible in the Layout Area.

e The use of the context menu is covered later in the section on layout.

7.5.2 Select Additional Dimensions

1. Additional dimensions that can be

Filter dimensions selected are listed under YOUR
DIMENSIONS after the four
occupational groups.

OTHER DIMENSION, . . . .
°ies To select an additional dimension, click

£g Organisation Unit

B Assigned
on the dimension name in the list.

| YOUR DIMENSIONS |

® ART high volume facility ® Note: The context menu (3 dots) will

@ DaysinMonth & appear next to the dimension name

@ default o when you point to it. The use of the

@ Duration context menu is covered later in the

@ Facility Priority ® section on layout.

@ Gender ) ) )

© HospitalGazette o 2. Dimensions which are relevant to the

® OrgUnitownership e selected data elements and

® OrgUnitRuralUrban e organisations are indicated with a
green dot.

7.6 Select Compulsory Dimension Items

When you create a new chart, certain defaults apply:

Series Filter

B Data - % Organisation Unit: 1 selected -

Category

(© Period: 1 selected ---

1. No “Data” dimension items are selected.

2. The Period selected is Last 12 months.
3. The Organisation Unit selected is the country level i.e. South Africa (National Government).

To select items for a dimension, open the dimension modal window by clicking on a dimension.
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7.6.1 Select “Data” Dimension Items (the “What”)

The Data Visualizer app can display any number of data items in a visualisation. Data includes
indicators, data elements, data sets, event data items and program indicators. You can combine these
data types e.g. you can show data elements and indicators.

The example below shows the selection of data elements from the “EPI1” data element group. Note:
Indicators and Data Sets are selected in the same way.

Note: If you can already see the data element you want in the list on the left, you can select it
straight away without filtering or searching.

Data
Search by data item name Selected ltems e
Data Type I o Immunised fully under 1 year new |
Measles 1st dose
Data elements c °
Data element group Disaggregation

EPI w Totals only w
>

o BCG dose E
o DTaP-IPV-Hib-HBV (Hexavalent) 1st dose

o DTaP-IPV-Hib-HBV (Hexavalent) 2nd dose m
o DTaP-IPV-Hib-HBV (Hexavalent) 3rd dose Y
o DTaP-IPV-Hib-HBV (Hexavalent) 4th dose E

o Measles 2nd dose

o 0PV 0 dose under 1 year

o 0PV 1st dose under 1 year

o PCV 1st dose under 1 year

e PCV 2nd dose under 1 year
j © PCV3rd dose under 1 year

o

Click on the Data Type dropdown arrow and click on Data elements.

Click on the Data element group dropdown arrow and click on a data element group.

The list of data elements belonging to the selected group displays.

Click on the double right arrow to move all the data elements to the “Selected Items” box.
Double-click on a data element to move it to the “Selected Items” box or click on a data
element to select it and then click on the right arrow.

Update

o~ w N e

Note: You can use the “Shift” and “Ctrl” keys to select multiple data elements at one time.
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6. The “Selected Items” box shows all the data elements that have been selected. The order of
appearance will be the same as the order in which they are selected.

7. If multiple items are selected, click on an item in the “Selected Items” box and use the up and
down arrows to change its place in the list.

8. Click on the double left arrow to remove all the data elements from the “Selected Items” box.

9. Double-click on a data element to remove it from the “Selected Items” box or click on a data
element to select it and then click on the left arrow.

10. Click on Hide to close the window. This allows you to save processing time and update your
chart later once you have made all your selections. OR

11. Click on Update to apply your choices to your chart now.

You can also search for data items across all types, making it much easier to find the data items
you want across indicators, data elements, data sets, program data elements and program
indicators.

Data
delivery o Selected ltems
Data Type
yP No items selected
All types w

o [Delivery by caesarean section

E Delivery by Caesarean Section coverage
\E [Delivery by caesarean section rate i
JE [Delivery in 10-19 years in facility rate >
o [Delivery in facility 35 years and older
JE [Delivery in facility rate «
& [Delivery in facility - sum

o [Delivery in facility - total N

o Delivery in facility under 18 years
E [Delivery in facility under 18 years rate
o Mother postnatal visit within & days after delivery

22 [NIDS 2017 PHC Delivery DDC (Daily) - Reporting rate

22INIDS 2017 PHC Delivery DDC (Daily) - Reporting rate on
ime TN

1. Type your search criteria in the “Search by data item name” box.
2. All data items meeting your search criteria will be displayed irrespective of data item type. You
can then scroll through the data items to find the one(s) you require.
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Note: Each data item type has a different icon e.g. is for an indicator, El is for a data

element.

3. As in the previous example, you can use the arrows to move the required items to the
“Selected ltems” box.

7.6.2 Select “Period” Dimension Items (the “Where”)

When selecting a period, you have the option to choose between fixed periods and relative periods.
These can also be combined. Overlapping periods are filtered so that they only appear once. For
relative periods, the names are relative to the current date, e.g. if the current month is February and
“Last month” is selected, the month of January is shown in the chart.

Period

Relative periods  Fixed periods Selected Periods Q
Period type I @ Last 12 months I

Months 2

@ This month

@ Last month
© Last 3 months -o =
@ Last 6 months

5 B
@ Months this year
-0

Hide Update

o4
1. Click on Relative periods.

Click on the Period type dropdown arrow and select the period type (period frequency).

Note: “Months” is selected by default.

3. The list of periods belonging to the selected period type displays.
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4. Click on the double right arrow to move all the periods to the “Selected Periods” box.
5. Double-click on a period to move it to the “Selected Periods” box or click on the period to select
it and then click on the right arrow.

Note: You can use the “Shift” and “Ctrl” keys to select multiple periods at one time.

6. The “Selected Periods” box shows all the periods that have been selected. The order of
appearance will be the same as the order in which they are selected.

Note: “This year” is selected by default.

7. If multiple periods are selected, click on an item in the “Selected Periods” box and use the up
and down arrows to change its place in the list.

8. Click on the double left arrow to remove all the periods from the “Selected Periods” box.

9. Double-click on a period to remove it from the “Selected Periods” box or click on the period to
select it and then click on the left arrow.

10. Click on Hide to close the window. This allows you to save processing time and update your
chart later once you have made all your selections. OR

11. Click on Update to apply your choices to your chart now.

Period o
Relative periods Fixed periods Selected Periods 0

Period type Year I o April 2023 |

| o May 2023
Monthly 2023 . y
- © June 2023

@ January 2023
@ February 2023

@ March 2023

@ July 2023 i

@ August 2023

@ September 2023 m
o October 2023 @

@ MNovember 2023 ’

@ December 2023

Hide Update

¢

1. Click on Fixed periods.
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10.

11.

12.

Click on the Period type dropdown arrow and select the period type.
Note: “Months” are selected by default.

Click on the Year up or down arrow to select the year.

Note: The current year is selected by default.

The list of periods belonging to the selected period type displays.

Click on the double right arrow to move all the periods to the “Selected Periods” box.
Double-click on a period to move it to the “Selected Periods” box or click on the period to select
it and then click on the right arrow.

Note: You can use the “Shift” and “Ctrl” keys to select multiple periods at one time.

The “Selected Periods” box shows all the periods that have been selected. The order of
appearance will be the same as the order in which they are selected.

Note: “This year” will still appear here. If you only want the fixed periods you have selected,
you need to remember to remove it.

If multiple periods are selected, click on an item in the “Selected Periods” box and use the up
and down arrows to change its place in the list.

Click on the double left arrow to remove all the periods from the “Selected Periods” box.
Double-click on a period to remove it from the “Selected Periods” box or click on the period to
select it and then click on the left arrow.

Click on Hide to close the window. This allows you to save processing time and update your
chart later once you have made all your selections. OR

Click on Update to apply your choices to your chart now.

7.6.3 Select “Organisation Unit” Dimension Items (the “Where”)

The Organisation Unit dialog is flexible, offering three ways of selecting organisation units:

1.

Explicit selection — Use the tree to explicitly select the organisation units you want to appear
in your pivot table.

Using orgunit levels and groups — The “Level” and “Group” dropdowns are a convenient
way to select all orgunits at specific levels and/or in one or more orgunit groups. For example,
select “Sub-district” to show all orgunits at Sub-district level; select “Clinic” to show only those
orgunits that belong to the “Clinic” orgunit group.

Using the user’s organisation units

e User organisation unit — This is a way to dynamically select the orgunits that the logged
in user is associated to.

e User sub-units — Selects the sub-units of the user organisation unit.

e User sub-x2-units — Selects the units two levels below the user organisation unit.
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EXPLICIT SELECTION

Organisation Unit

m]User organisation unit

[] User sub-units

[] User sub-x2-units

~ B 2= hi_HISPland
~ @ = an_Animal Province

» [ 0 an_Carnivores District
» [ an_Herbivores District -e
» [ 3 an_Omnivores District

» [ 3 fo_Food Province
» [ 3 pl_Plant Province

Select a group ~

@ ¢

Hide Update

Select a level ~

Selected: 2 org units l Deselect all a

If this is a new chart, remove the tick from the User organisation unit checkbox, which is
ticked by default.

Click on each organisation unit that you want to select. A tick displays in the checkbox next to
the organisation unit. Notice that the parent levels above the selected item are also highlighted,
but you need to also click on the parent if you want to select it.

Note: You may need to click on the right arrow next to an organisation unit to expand a level.

Click on Deselect all to remove all your selections.

Click on Hide to close the window. This allows you to save processing time and update your
chart later once you have made all your selections. OR

Click on Update to apply your selections to your chart now.
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USING ORGUNIT LEVELS AND GROUPS

Organisation Unit

m,lser organisation unit (7] User sub-units [] User sub-x2-units

~ B = hi_HISPland

» [ an_Animal Province
l » [ 0 fo_Food Province o
» [ pl_Plant Province

5

Sub-district X m Cll'nic Community Health Centre X m

Selected: 1 org unit, 1 level, and 2 groups | Deselect all 6 o

Hide Update

1. If this is a new chart, remove the tick from the User organisation unit checkbox, which is
ticked by default.

2. Click on the Select a level dropdown arrow to select one or more levels.

3. Click on the Select a group dropdown arrow to select one or more orgunit groups.

4. Note: As soon as at least one level or group has been selected, the orgunit tree now acts as
the boundary for the levels/groups. In the screenshot, we would see all clinics and community
health centres for all sub-districts in Limpopo Province.

5. Click on the X next to an item to remove it from the selection.

6. Click on Deselect all to remove all your selections.

Click on Hide to close the window. This allows you to save processing time and update your
chart later once you have made all your selections. OR

8. Click on Update to apply your selections to your chart now.
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USING THE USER’S ORGANISATION UNITS

Organisation Unit

l User organisation unit User sub-units [[] User sub-x2-units o

w

Selected: User organisation unit and User sub-units I Deselect all e e

Hide Update

1. Click the checkbox next to an option to select it.

Note: You can select more than one option. All other selection methods are then greyed out.

2. Click on Deselect all to remove all your selections.

3. Click on Hide to close the window. This allows you to save processing time and update your
chart later once you have made all your selections. OR

4. Click on Update to apply your selections to your chart now.

7.7 Select Additional Dimension Items

After you've clicked on the occupational group you want under YOUR DIMENSIONS, the dimension

modal window opens.
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Gender
(O Automatically include all items
Select all Gender items. With this option, new items added in the future will be automatically included.

® Manually select items...

~ Selected Items
Search

o Female
o Male

&«

Hide Add to Columns

When selecting an additional dimension item, either individual items or all items can be selected.

1. To automatically select all items, click on Automatically include all items i.e. you will not
need to select them manually, they will all be moved to the “Selected Items” window.

Note: This will also include any additional items that are added in the future if the available
dimension items are updated.

2. By default, Manually select items... is selected, which allows for individual items to be picked
out of a list, in the same way as described in the Data and Period dimensions sections above.

3. Click on Hide to close the window. This allows you to save processing time and update your
chart later once you have made all your selections. OR

4. If you want to update your chart now, click on Add to Series, or click on the dropdown arrow
and select Add to Category or Add to Filter depending on where you want the dimension to
appear in the layout.

(Note: Layout is covered in the next section).
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7.8 Select Layout

File Options  Download

Series Filter o ;
ere B Data: 1 selected --- o e £z Organisation Unit: 1 selected - o
Category (© Period: 1 selected --- e

The Layout Area is divided into 3 sections:

1. Series: A set of continuous, related elements (e.g. periods or data elements) that you want to
visualise to emphasise trends or relations in its data.

2. Categories: A set of elements (e.g. indicators or organisation units) for which you want to
compare its data.

3. Filter: The filter selection will filter the data displayed in the visualisation.

You can move the dimensions that are already in the Layout Area by clicking and dragging them to
another section. Or you can use the context menu (3 dots) in either the Layout Area or the
Dimensions Area to move dimensions around.

Note: The options on the context menu will depend on where the dimension you are moving is
currently located.

ies MAIN DIMENSIONS
Sene B Data: 1 selected ---
B Data
Category @© Period: 1 selectedm ® Period |"
Move to Series B Organis Move to Series
o_ Move to Filter e_ Move to Filter
Remove Remove

1. Click on the context menu of the dimension you want to move.
As the dimension is in Category, the options are Move to Series and Move to Filter.

Note: You can also choose to delete a dimension from your pivot table by clicking on Remove.

Main dimensions are already added to the Layout Area.

There are 2 ways to add additional dimensions.
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e 8 &8 8 8 8 &

YOUR DIMENSIONS
@ ART high volume facility ®
@ DaysinMonth @

default ®

Duration

Facility Priority ®
Gender
HospitalGazetie @
OrgUnitOwnership
OrgUnitRuralUrban e

Add 1o Series
Add to Category 3
Add 1o Filter Hide U

Click on the context menu of the dimension you want to add.

Select Add to Columns, Add to Rows or Add to Filter.

If you have not yet selected any dimension items, the modal window will open so that you can
do so. Click on Update to add the dimension to the Layout Area.

OR

®

YOUR DIMENSIONS
ART high volume facility »

DaysinMonth @
default ®
Duration

Facility Priority ®
Gender

HospitalGazette ®

OrgUnitOwnership @

a|la & & 8 8 8 &

OrgUnitRuralUrban »

N > B

Add to Category

Add to Filter

Add to Series ~

Click on the dimension you want to add.

The modal window will open whether or not you have selected dimension items previously, or
still need to do so. Then click on Add to Series (the default), Add to Category or Add to
Filter to add the dimension to the Layout Area.

—>

Series

Category

I] File Options Download

B Data: 1 selected ---

£z Organisation Unit: 2 selected --- them to your chart.

If you have made changes to the
layout in the Layout Area, you
must click on Update to apply

Note: The Layout Area changes according to the chart type you have selected e.g. if you select a
Gauge, Pie or Single Value visualisation, there is no Category in the Layout Area:
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& Data: 1 selected @

Filter E2 Organisation Unit: 1 selected «=« @ Period: 12 selected e

7.9 Change the Display of your Chart

The display of a chart can be changed by enabling/disabling and configuring several options. The
options are organised in tabs in the “Options” dialog and in sections within each tab. Tabs and options
will vary according to the selected chart type.

Note: The “Series” tab is an advanced feature and is not covered in this document. Advanced options
are also outside the scope of this document.

\l/ Click on Options in the

menu above the chart.

Options | Download

Options

1. Click on the required

l Data Legend Axes Series Style Limit values 0 tab. This screenshot

Display

[] Cumulative values

[[] Hide empty categories
[7] Custom sort order

[ skip rounding

shows the tabs that are

= available for a column
chart.

2. Configure the desired
options on the tab

displayed.
3. Click on Hide to close

the window and update

Lines
(7] Trend line later.
[ Target line 4. Click on Update to
- apply the changes to
0 4 your chart.
Hide Update
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7.9.1 Data Tab

Options

Data Axes Series

Display

] cumulative values
[] Hide empty categories
(] Custom sort order

] skip rounding

Lines

] Trend line
[] Target line

[JBaseline

Style Limit value

[] stacked values add up to 100%

W

Option

Description

Display

Stacked values add up to
100%

Displays 100% stacked values in Stacked Column and Stacked Bar
charts.

Cumulative values

Displays cumulative values in Column, Stacked column, Bar, Stacked
bar, Line and Area charts.

Hide empty categories

Hides category items with no data from the chart. This is useful e.qg.
when you create Column and Bar charts. Options are:
o Before first — hides missing values only before the first value.
e After last — hides missing values only after the last value.
e Before first and after last - hides missing values only before
the first value and after the last value.
e All — hides all missing values.

Custom sort order

Controls the sort order of the values. The sort order can be:
e Low to High
e High to Low

Skip rounding

Skips the rounding of data values, offering the full precision of data
values.
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Option Description

Lines

Trend line Displays the trend line that visualises how your data evolves over time
- e.g. if performance improving or deteriorating. Useful when periods
are selected as category.
You can create Linear, Polynomial or Loess trend lines.

Target line Displays a horizontal line at the given domain value. Useful e.g. when
you want to compare your performance to the current target.

Base line Displays a horizontal line at the given domain value. Useful e.g. when
you want to visualise how your performance has evolved since the
beginning of a process.

7.9.2 Legend Tab

Options

]
7]
c
T
w

Data Legend Axes Series

Use legend for chart colors
Legend type

® Use pre-defined legend per data item
(O select a single legend for the entire visualization

[[] show legend key

Option Description

Use legend for chart colors | Applies a legend to your chart, which is a value-based colour for each
item. The legends themselves are configured elsewhere is HRIS.

Legend type Controls which legend is applied.

e Use pre-defined legend per data item — applies a legend to
each data element individually, based on the legend assigned
to each one in the system.

e Select a single legend for entire visualisation — applies a
single legend to all data items, chosen from a dropdown list of
available legends.

Show legend key Displays a key for the legend on the right side of your chart, to indicate
the value ranges and their respective colour. If the chart is added to a
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Option

Description

the dashboard item.

dashboard, this option can also be toggled from the top right corner of

7.9.3 Axes Tab

Options

Vertical {y) axis

Style Limit values

Vertical (y) axis

Axis title
Horizontal (x) axis () Auto generated from axis items
CeT e (® None
() Custom
Axis range
Min —| Max
Values outside of the range will not be displayed
Steps
Auto
Wumber of axis tick steps, including the min and max. A value of 2 or lower will be ignored.
Decimals
0
Labels
Size Smal A ® B 7
Option Description
Axis title Type a title here to display a label next to the x or y axis. Useful when
you want to give context information to your chart, for example about
the unit of measure.
e Auto generated from axis item — provided a title based on
the content of the axis (y axis only).
¢ None —removes the title
e Custom — allows you to type a custom title
AXis range Defines the maximum and minimum value which will be visible on the
y axis.
Steps Defines the number of ticks which will be visible on the y axis.
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Option Description

Decimals Defines the number of decimals that will be used for y axis values.

Axis labels Defines the format of the x and/or y axis labels. There are options for
size, colour, bold and italics.

7.9.4 Style Tab

Options

Chart style
Value labels

[ Mo space between bars/columns

Show series key

Size Regular v Position Center

Titles

Chart title

® Auto generated
() None
() Custom

Size Regular v Position Center

Chart subtitle

@ Auto generated
() None
() Custom

Size Small v Position Center

Color set

O pefault HINNEN DN B BB
) Basic R
O Extended IV IEN TN

® Bright ]
@DhELY
O Gray [ HENE

(O color blind A . N
(O Patterns S3221| =M 0 QO

Data Axes Series Style Limit values

140 |
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Option Description
Chart Style
Value labels Shows the values above the series in the chart.

No space between bars/
columns

Removes the space between the columns or bars in the chart.

Show series key

Toggles the legend on and off leaving more room for the chart itself.

Titles
Chart title Controls the title that appears above the chart.
e Auto generated - uses the default title generated from the
visualisation’s dimensionsf/filters.
e None - removes the title.
e Custom - allows you to type a custom title.
You can also format the chart title. There are options for size, position,
colour, bold and italics.
Chart subtitle Controls the subtitle that appears above the chart.
e Auto generated - uses the default subtitle generated from the
visualisation’s dimensions/filters.
e None - removes the subtitle.
e Custom - allows you to type a custom subtitle.
You can also format the chart subtitle. There are options for size,
position, colour, bold and italics.
Color set Controls the colours used in the chart. A list of available colour sets is

shown with a preview of the colours. There is also a “Mono patterns”
option which uses coloured patterns instead of solid colours.
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7.9.5 Limit Values Tab

Options

Data Axes Series Style

Limit minimum/maximum values

Minimum data value

e

Clear min/max limits

Limit values

You can set a minimum or maximum value. This will apply to the entire visualization, all values outside of the
minimum/maximum range will not be displayed

Maximum data value

i

Option

Description

Limit minimum/ maximum

Allows for the data to be filtered on the server side. You can instruct
values the system to return only records where the aggregated data value is
equal, greater than, greater or equal, less than or less or equal to
certain values. If both parts of the filter are used, it's possible to filter
out a range of data records.

7.10 Adding More Axes

When combining data with different measurement scales you will get a more meaningful visualisation
by having more than a single axis e.g. you want view coverage percentages together with the raw data.

This chart shows Immunisation under 1 year coverage for HISPland for the last 12 months:
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3

=]

E3

g

]

8

5]

El

July 2022

HISPland Immunisation Under 1 Year Coverage for Last 12 Months

947
87.4
85.1
83.2
7 791
74
723
60.6
58.7

| I I

0 I

August 2022  September 2022 October 2022  November 2022 December 2022 January 2023

@ Immunisation under 1 year coverage

February 2023 March 2023 April 2023 May 2023 June 2023

Selected ltems

B Immunisation under 1 year coverage

o Immunised fully under 1 year new

To also show the
raw data, select the
data element
“Immunised fully
under 1 year new”.

1

File Download

Options

Data Legend Axes Series Style Limit values

2

Data item

Visualization type

Immunisation under 1 year coverage @i O ® O O O
Immunised fully under 1 year new @i O~ @] ® O O
o)

Hide Update

I;ﬂ'o(is1 Axis2 Axis3 Axis4|

| T 1| Ry |

separate axis for the raw data:

Immunisation under 1 year coverage is already set up as a column chart using Axis 1. To create a
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o > N

Click on Options.

Click on Series.

You can stick with the default column chart, or you can choose a line chart.
Click in the button under Axis 2.

Click on Update.

To set up the axis labels:

V

V

H

Options

Data Legend

Axes ] Series Style Limit values

Ly

Vertical (y) axis 1

ertical (y) axis 1 ol
Axis title

ertical (y) axis 2 O Auto generated from axis items
(O None

(® Custom

orizontal (x) axis
% Coverage

Size Regular ~ Position Middle v O E

Reset style to default

Click on Options > Axes.

Click on Vertical (y) axis 1.

Click on Custom and type an axis title. You can also select the formatting you would like to use
i.e. font size, alignment, font colour and font style.

Click on Vertical (y) axis 2 and repeat Step 3.

Note: You can also define a title for the horizontal (x) axis.

Click on Update at the bottom of the window (not shown in screenshot).

This chart now shows both “Immunisation under 1 year coverage” and “Immunisation under 1 year
new” for HISPland for the last 12 months, each with its own axis:
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HISPland_lmm under 1yr coverage_lL ast 12 mths
HISPland Immunisation Under 1 Year Coverage for Last 12 Months
120 3000
2509
100 2500
2316 947
87.4) 2182 2204
83.2 2095 2100
1992 79.1

80 “‘ 560 1917 2000
=
@ g
g 1561 1562 3
2 60 1500 §
3 3
a 5
125 &
Qo

40 1000

20 I 500

0 0
0 S o o o o
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0 S NG > 7 ¥ Ui W » o5 Ui i
& N & & & & & & & &+ & *
R A A A s
o & o« 3 «
@ Immunisation under 1 year coverage @ Immunised fully under 1 year new

7.11 Orgunit Drill-down in Bar and Column Charts

A new feature of bar and column charts allows you to left click on a bar or column and drill down or
move up one level in the organisational hierarchy.

Note: This is only possible if the organisation unit dimension is not specified as a filter.
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120 4000
3 688
105 1043 3500
Change org unit 4 an_Animal Province
90 3000
J Sub-district level in an_Herbivores District
2543
75 2 480 7 709 607 2500 o
2958 . . 69.4 2
g &
o
g 59.7 S
= 60 1890 2000 3
8 1758 E
w 5
3
45 1500 =
30 1000
15 300
o o
an_Camivores an_Herbivores  an_Omnivores  fo_Dairy District fo_Fruits fo_Vegetables pl_Flowering pl_Non- pl_Spore-
District District District District District District flowering producing
District District
@ immunisation under 1 year coverage @ Immunised fully under 1 year new
1. Left-click on the required column or bar.
2. Click on the Change org unit arrow.
3. Click to drill down one level in the organisational hierarchy.
4. Click to move up one level in the organisational hierarchy.
200 ga0
839
175 840
161.8
719
150 700 720
125 600
2
) g
& E]
£ 100 %8.3 480 F
o
S H
L3 =]
80.8 &
Q.
75 360
50 240
25 120
0 0
an_Deers Subdistrict an_Insects Subdistrict an_Rodents Subdistrict
@ immunisation under 1 year coverage @ Immunised fully under 1 year new
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7.12 Save a Chart

You need to save your charts so that you can easily find them later. You can also choose to share them

with other users or display them on a dashboard.

A chart also needs to be saved before interpretations can be added.

|

File Options Download

Click on File in the menu
above the chart.

|__,/-ll Open...

Save.. |€<—

Click on Save to:

e save your chart for
the first time.

e save changesto an
existing chart.

Save visualization as

— o

Description

Cancel

1. Type the Name of your chart.

3. Click on Cancel to exit without saving.
4. Click on Save to save your chart.

Note: Make sure the name reflects the dimension items you have selected.

2. Type an optional Description. The creator of the chart should type a description if it needs
some explanation, but a description can be added or edited at any time.

webDHIS v2.38 — User Manual — 2023

| 147



[ Animal Province_lmm under 1yr coverage_Last 6 mths ] e

Animal Province Immunisation Under 1 Year Coverage for Last 6 Months

120

106.9

100

352 86.9
80
40
31.9

0

% Coverage
B

[
=]

January 2023 February 2023 March 2023 April 2023 May 2023 June 2023

@ Immunisation under 1 year coverage

The name given to the chart is shown above the chart.

7.13 Create a New Chart

When you select the “Data Visualizer” app from the “Apps” menu, you can start creating your chart from

scratch.

4+ New e-

. If you’'ve been working in the app and would now like to create
(5 Open.. a new chart from scratch, click on File > New.

Save

7.14 Manage Saved Charts
All the options for managing charts are on the “File” menu.

Note: Options will be greyed out if you do not have a chart open or if you do not have permission to
execute them e.qg. if Share is greyed out, it means that you do not have permission to share the

displayed chart.
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7.14.1 Open an Existing Chart

+  New

Click on File >

[7 open. |[<— Open.

Save

Open a visualization

‘ immunisation o‘ Type All charts v ‘ Created by Anyone | ~ Clear filters

Name = Type 4 Created & Last &
updated

09/12/2023 09/15/2023

HISPland Districts_Immunisation under 1yr_Last 12 mths

Sandy_lmmunisation by district for Animal Prov for last year 08/07/2023 08/07/2023
P12 BCG VS immunisation under 1 year last quarter 03/02/2021 03/02/2021
P12 Immunisation under 1 year coverage trend last 10 FY 10/14/2020 10/14/2020
ZZ_L 2_Immunisation coverage under 1 year trend_Last 10 years 06/20/2018 05/22/2019
Immunisation coverage under 1 2018_2019

Immunisation coverage under 1 year Qtr4 Per District o

Immunisation coverage under 1 year Qtr4 Per District

06/19/2018 10/19/2018

05/29/2018 09/11/2018

@@?ITITEEG

05/29/2018 05/29/2018

0 1-80f 15 ‘Page‘l R ‘ < Previous | Next »

1. To search for the file that you want to open, type part of its name in the Filter by name box.
To filter your search (e.g. you may only want to see pie charts), click on the Type dropdown
arrow and select one of the following from the list:

e All types (the default)
e All charts
e Any of the 15 visualisation types

3. You can also filter the list displayed by choosing the owner of the chart. Click on the Created
by dropdown arrow and select one of the following from the list:

e Anyone (the default)
e Onlyyou
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e Others

4. Click on Clear filters to display the full list of visualisations.

5. For each chart in the list, the name, the type, the date it was created and the date it was last
updated are shown. You can click on any of the column headings to sort the list by that column
in either ascending or descending order. A blue arrow indicates the order selected.

6. Note that the icon under Type indicates the type of chart. You can click on the Type dropdown
arrow to see which icon is allocated to which type.

7. The buttons at the bottom right of the window allow you to move from page to page to see
more charts. You can either click on the Previous and Next buttons, or you can click on the
Page dropdown arrow and select a specific page.

8. When you have located the chart that you want to open, simply click on its name in the list to
open it.

Note: If you don’t want to select an item, just click anywhere outside the window to remove it.

Getting started

« All dimensions that you can use to build visualizations are shown in the left

sidebar The most viewed

. . charts and tables
» Add dimensions to the layout above ]
are shown in the
= Click a dimension to add or remove items . .
main window when

you access the
“Data Visualizer”

Your most viewed charts and tables app.

lil: HISPland_Imm under Tyr coverage_Last 12 mths You can also get

B ANC 1st Visits & Coverage_HISPland Subdistricts_Last year there by clicking on

File > New.
lil: HISPland Districts_Immunisation under 1yr_Last 12 mths I %
B DU_Immunisation_HISPland Subdistricts_Apr-June 2023 Click on afile in the
B Immunisation_Clinics & CHCs_HISPland Subdistricts_Apr-June 2023 list to open it.

E Deliveries_Plant Province by District_Last 12 months

7.14.2 Save Changes to an Existing Chart to Create a New Chart

Save You can use an existing
chart as the basis for
Save as... | <—— creating a new chart. After
you have made your
& Rename.. changes:
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Click on File > Save as.

1. The name of the original
Save visualization as chart displays. Type the
name of the new chart.

Name *
2. Youcan add a

Animal Province_lmm under 1yr coverage_Last 6 mths L. .
y ° description or edit the

existing description if

Description H

necessary.
3. Click on Cancel to exit
o without saving.
Cancel 4. Click on Save to save

the new chart.

7.14.3 Rename a Chart

This assumes that you have a chart open that you wish to

- rename.
Save as...

Click on File > Rename.

Q2 Rename.. |[<——

Note: You can only changes the names of charts that

¥ Translate you’ve created or that have been shared with you with edit
A rights — you will notice that the rename option is greyed out

for charts that you did not create.

Rename visualization

Name *

Animal Province_lmmunisation under 1yr coverage_Apr-Jun 2023 o
Description
o 4 (

Cancel Rename

1. Type the new Name of your visualisation.
Note: Make sure the name reflects the dimension items you have selected.

2. Type an optional Description or amend the current description.
3. Click on Cancel to exit without saving the new name.
4. Click on Save to save your visualisation with its new name.
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A message will display very briefly
at the bottom of the screen.

+” Rename successful

7.14.4 Share a Chart

You can share a chart with other users and/or user groups. Note: You need to share a chart before you
can share an interpretation of that chart.

;’A Translate...

This assumes that you have a chart open that you wish to

share.

o Share.. |[<—+

@ Getlink...

Click on File > Share.

Sharing and access: HISPland Districts_Immunisation under 1yr_Last 12 mths

Give access to a user, group or role

o_ User, group or role Access level °
Search o Select a leve Give access

Users, groups and roles that currently have access

User / Group / Role Access level

2% All users
[4-F1 A
=] Metadata No access
No access 6

oo . .
&5 Prowl.'mlal Informatlcn Officers Metadata View and edit
Can view and edit

o Close

The window is divided into 2 areas:

1. The area where you give access to a user, user group or user role.
2. The area that lists those users, user groups and user roles who have been given access, and
where you can edit the level of access given.

To give access:

3. Click in the Search box and start typing the name of the user, user group or user role you want
to share your chart with. Users, user groups and user roles that match your criteria will be listed
below the “Search” box. Click on the one you want to select it.

4. Click on the Access level dropdown arrow and select a level. Options are:
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e View only
e View and edit

5. Click on Give access.
To edit access:

6. The selected user, user group or user role will now show in the list of those who have been
given access. To edit the access given, click on the Access level dropdown arrow next to the
user, user group or user role and select a level. Options are:

o View only
e View and edit
¢ Remove access

7. Click on Close to exit.

7.14.5 Get Link for a Chart

otg Share...

@ Getlink.. |[&<——

Click on File > Get link.

T[] Delete

Open in this app

https://training.dhis.dhmis.org/hispland/dhis-web-data-
visualizer/#/wAj9VcErp63

Open link in new tab

o ; Close
Open link in new window

Open link in incognito window

Save link as...

Copy link address I 6—

Right-click on the link and click on Copy link address. You can then send this link to others.
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7.14.6 Delete a Chart

This assumes that you have

ctg Share... a chart open that you wish
to delete. You can also only
@ Getlink. delete a chart which you
created or that has been
shared with you with edit

T[] Delete |<=— rights.

Click on File > Delete.

Delete visualization
1. Click on Cancel to exit

without deleting.
2. Click on Delete to
delete the chart.

This visualization and related interpretations will be deleted. Continue?

Cancel Delete

L’

7.15 Download a Chart

Charts can be downloaded so that they can be included in reports and presentations or sent to others.

\l/ Click on Download in the top

. . menu.
File Options | Download
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Graphics

B4  Image (.png)
@ POF (pdf _o 1. Graphics options are for users.

You can select either of the following formats:

Plain data source

e Image (.png)

JSON s o PDF (.pdf).
2. Plain data source options are really for developers.
XML ?
Depending on your settings, your chart will
Excel > -e automatically download to your “Downloads” folder, or
you can choose a filename and location.
Csv ¥
Advanced ?

7.16 See your Chart as a Map

To see how your chart would look on map, select the Open as Map visualisation type after you're
finished building your chart.

@ Routine Health: HISPland - Data Visualizer

[l Column 1 v Update File Options  Download
Year over year (column) Single value o Scatter
I | I Compare changes over time between Display a single value. Recommend .2 View the relationship between two
multiple time periods. relative period to show latest data. data items at a place or time.

Recommended for finding outliers.

Open as Map
Visually plot data on a world map.

Data elements use separate map
layers.

1. Click on the Visualisation Type dropdown arrow.
2. Click on Open as Map.

This concludes Chapter 7 on creating and managing charts in the “Data Visualizer” app. Chapter 8
focuses on data interpretations in webDHIS.
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Chapter 8. Interpretations

An interpretation is simply a link to an analytical object with a description of the data at a given period,
together with text expressing some insight about the data. To create an interpretation, you first need to
create a visualisation (chart or pivot table) or map, save it and share it. Then you need to add the
interpretation and share that as well.

@ Data insights and actions should live next to the data - not in people’s heads,
meeting notes or emails!

You can view, write, share, reply to/comment on, like and subscribe to an interpretation for a
visualisation or map in several places:

Action
Location View | Write | Share | Reply/ Like | Subscribe
New Comment
In the right-side window when the
saved visualisation or map is opened in v v v v v v
its app
From the pivot table, chart or map
displayed on the dashboard v v v v v v
From the Interpretations app v v v v

8.1 View an Interpretation

The window that opens when you access an interpretation in the right-side window of the “Data
Visualizer” or “Maps” app, or when you access it from a dashboard item are the same and will be
explained first. Opening an interpretation from the “Interpretations” app is a little different and will be
covered after that.
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Note: The screenshots below are for a chart, but the steps are the same for pivot tables and maps.

8.1.1 View in the Data Visualizer/Maps App or in a Dashboard Item

B8 View as Table

€ View as Map

[7 Open in Data Visualizer app

T Show details and interpretations I

7 View fullscreen

To view an interpretation from a
dashboard item:

1. Click on the Item menu (3 dots)
of the required item.

2. Click on Show details and
interpretations.

The “Interpretations” window will
open underneath the dashboard
item.

————| ¢ Interpretations

To view an interpretation from a
saved chart or pivot table in the
Data Visualizer app or a saved map
in the Maps app:

Click on < Interpretations.

The “Interpretations” window will
open to the right of the chart, pivot
table or map.

Visualization details‘e

" This chart shows ANC visits before 20 weeks
and 20 weeks or later in the districts of Animal
and Plant provinces for the last 12 months

Owner: WebDHIS User

Created: Sep 27, 2022

Last updated: Mar 13, 2023

Views: 23

Sharing: Public: None + Demo User

Interpretations

@

The “Interpretations” window is
divided into 2 sections:

e Visualization details
e Interpretations

1. You can click on the up arrow
in either section to collapse it.
This is particularly useful for the
“Visualization details” section as
it allows you more space to view
the interpretations.

2. This shows the description (if
one was given) of the chart,
pivot table or map, and other
details about the item - who
created it and when, when it
was last updated, how often it
has been viewed, and who it
has been shared with.
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Interpretations

1. Interpretations are listed in the
Demo User T “Interpretations” section in
DU . . .
Why are the districts for Food Province excluded? descending date order i.e. with
Mar 13,2023 the latest shown first.
e & ©® < 7 B 2. To view the visualisation or map
according to the date of a
WU WebDHIS User particular interpretation, click on
It may be useful to include Antenatal 1st visit the interpretation or its View
coverage. icon.
Sep 27,2022 - 2 replies
& « |@ TIP: Don’t click on the author’s
= name unless you want to view
DU | Write aninte n their profile.
Interpretations A
£ Back to all interpretations
WU WebDHIS User
It may be useful to include Antenatal 1st visit
coverage.
Sep 27,2022 - 2 replies &‘;'Egmgeaser 2 1. The interpretation, and all the
i « © replies to it, display.
oU Demo User Note: Replies are shown in
| agree, I've added Antenatal 1st visit coverage to chronological order and are
the chart & indented.
Mar 13,2023
/ « B 2. You can hover over the replies
counter in the interpretation to
) VebDHIS User see who has replied.
E
Mar 13,2023
-
DU | Write a reply
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ANC 1st Visits_Animal & Plant Districts_Last 12 months [ <Y Viewing interpretation from Sep 27, 2022
Antenatal 1st Visits in Animal & Plant Districts
Last 12 months
3000 2842
2623
2500 2346
2004
2000
1847 1788 1837
1500 1372 1449
1195
1094
1000
767
500
0
an_Carnivores District an_Herbivores District an_omnivores District pl_Flowering District pl_Non-flowering District  pl_Spore-producing District
@ Antenatal 1st visit before 20 weeks Antenatal 1st visit 20 weeks or later

3. When you click on the interpretation to view it, the visualisation or map will regenerate with the
relevant date, which is indicated next to the visualisation or map title, in effect “rewinding” the
time in your visualisation or map.

Interpretations A

€ Back to all interpretations

WebDHIS User

WU 4. Click on the Exit view icon or

It may be useful to include Antenatal 1st visit
on < Back to all

coverage.

Sep 27,2022 - 2 replies interpretations to close the

- 4 interpretation and regenerate
the visualisation or map with the

Demo User
DU current date.

| agree, I've added Antenatal 1st visit coverage to
the chart &

Mar 13, 2023

VAR N |
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Last 12 months

3000

139.2

2400
2013

1800

1200

600

an_Carnivores District an_Herbivores District an_Omnivores District pl_Flowering District

@ Antenatal 1st visit before 20 weeks

Antenatal 1st visit 20 weeks or later

ANC 1st Visits_Animal & Plant Districts_Last 12 months

Antenatal 1st Visits in Animal & Plant Districts

150

120

pl_Mon-flowering District pl_Spore-producing District

— Antenatal 1st visit coverage

WebDHIS User
Wu

It may be useful to include Antenatal 1st visit coverage.
Sep 27,2022 - 2replies

il Ny

- e

<

Note: If you're viewing an
interpretation underneath a
dashboard item, there is an
additional icon to allow you to view
the interpretation in the app in which
it was created. Clicking on this icon
will open the visualisation or map
and open the interpretation in the
right-side window.

B8 View as Table

€5 View as Map

[£ Open in Data Visualizer app

T) Hide details and interpretations I

I3 View fullscreen

%I > Interpretations I

To hide an interpretation from a
dashboard item:

5. Click on the Item menu (3
dots).
6. Click on Hide details and

interpretations.

To hide an interpretation from the
right-side window of a visualisation
or map:

Click on > Interpretations.
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8.1.2 View in the Interpretations App

The “Interpretations” app shows each interpretation that has been made, together with its replies, and
the chart/pivot table/map at the time of the interpretation.

To access the “Interpretations” app click on the Interpretations icon in the top menu.
Note: The number on the icon indicators the number of unviewed interpretations.

OR

Search apps a b 1. Click on Apps in the

top menu.
- 2. Click on

- . S .
—1 | A Interpretations.

3. Ifyoucantfind it,

Dashboard Data Entry Data Quality Vis?.litl?zer you can type Interp in
the “Search apps”
o box.
8 o >
<z — e
Maps Interpretations Reports Browser

Cache Cleaner

Because there can be many interpretations, it is usually quicker to search for the interpretation you
want to view.
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Type No Selection

Date created
Date modified
Follow-ups [ Mention

Author (user) -e
Commentator (user)

Interpretation Text

Comment Text

SEARCH RESET

Click on the Search interpretation dropdown arrow.

Specify your search criteria.

Click on SEARCH to start your search.

If you are not successful, you can click on RESET and select different criteria.

P w DN

Interpretations matching your search criteria display. You can then select view the one that you'’re
looking for.
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ANC 1st Visits_Animal & Plant Districts_Last 12 months 5

Antenatal 1st Visits in Animal & Plant Districts
Last 12 months

3k

2623
2346
2004
2 1847 1788 1837
1372 1449
1094 1138
1k
I .

0 l

an_Carnivores District an_Herbivores District an_Omnivores District pl_Flowering District pl_Mon-flowering District pl_Spore-preducing District

@ Antenatal 1st visit before 20 weeks @ Antenatal 1st visit 20 weeks or later

WebDHIS User Sep 27, 2022

It may be useful te include Antenatal 1st visit coverage. e
Like

DU Demo User

| agree, I've added Antenatal 1st visit coverage to the chart =

Edit - Delete
WU  WebDHIS User

E

[n]] Add a comment... o

Share your comment

1. The chart/pivot table/map displays at the top.
The interpretation is displayed underneath the chart.

3. Allthe replies to the interpretation are displayed in chronological order underneath the
interpretation.

4. The Add a comment (same as Reply) box shows at the bottom.

5. You can click on Explore next to the flename above the chart/pivot table/map to view the item
in the app it was created.
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Top 5 interpretations (last 30 days)

#1 How do these figures comp ...

#2 It maybe useful to includ ...
#3 Can we add another group ...
#4 Why does Dawid Kruiper LM ...

#5 Here is my opinion.

Top 5 authors (last 30 days)
#1 Demo User
#2 WebDHIS User

Top 5§ Commentator (last 30 days)

#1 Demo User
#2 WebDHIS User e

You can also search
using the Top 5 statistics
that are collected by
HRIS for the past 30
days, and which are
displayed on the right-
hand side of the
“Interpretations” app.

Note: These are pinned
so do not disappear
when you scroll down
through the
interpretations.

The Top 5 statistics are:

1. Thetop5
interpretations i.e.
the most viewed.

2. The top 5 authors
i.e. writers of new
interpretations.

3. Thetop5
commentators i.e.
those who have
replied
to/commented on
interpretations.

8.2 Write an Interpretation

This section assumes that you have already opened the “Interpretation” window as explained in the

previous section.

Note: New interpretations cannot be written from the “Interpretations” app.
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Interpretations

Demo User
DU

Why are the districts for Food Province excluded?
Mar 13,2023
e « © < / 01

WebDHIS User
Wu

It may be useful to include Antenatal 1st visit
coverage.
Sep 27,2022 - 2replies

1) - ®©

DU Write an interpretation o

DU = B I ®

|Write an interpretation a

DU IC—:) B T ©°

Type your new interpretation here.

As you type more rows, you will see the scroll bar
appear on the right.

< Shared with: Demo User Manage sharing

Save interpretation Cancel

Click in the Write an interpretation box.

The box expands to show the text area as well as some icons above it. The cursor is placed in

the text area, ready for you to type.

3. As you start typing, the sharing settings, and the “Save interpretation” and “Cancel” buttons
display. A vertical scroll bar displays in the text box if your typing exceeds the window size.

@ B I @

4. Icons display above the text area to assist you with your content. From left to right:

¢ Click on the link icon to insert the text http://<link-url>. You can then edit the link

accordingly.

e Select the required text and click on B to make text bold. In the edit window, it looks like

this - *this text is bold*.

e Select the required text and click on | to italicise text. In the edit window, it looks like this -

_this text is in italics_.

Note: You can make text bold and italics by clicking on B and then | when text is selected.
In the edit window it looks like this - *_this text is bold and italics_*.

e Click on the emoji icon open the emoji menu — there is a smiley face, a sad face, a thumbs

up and a thumbs down.

Note: You can mention other users with @username. Start by typing @ plus the first letters of
the username or real name and a mentioning bar will display the available users. Mentioned
users will receive a message in HRIS with the interpretation.

5. If you are the author of the interpretation, or if an interpretation has been shared with you with
edit rights, you can share the interpretation. You can either do this now before you save the
interpretation by clicking on Manage sharing and chosing with whom and with what rights you
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want to share, or you can apply sharing settings after the interpretation is saved (see point 3
below).

Note: You can only share interpretations with users or user groups with whom the item is
shared.

6. Click on Save interpretation to save and display your interpretation. OR
7. Click on Cancel to exit without saving.

As the author of the interpretation,

or if you have edit rights, you can

Demo User
DU now:
Why are the districts for Food Province excluded?

Mar 13, 2023 1. Click on the Edit icon to edit it.
e « o [<]|[/] [s] Click on the Delete icon to

delete it.

3. Click on the Share icon to
share it.

Sharing settings
1. Click on the pen icon if you

sXZBUSHfIy2 want to change the
Created by: Demo User permissions from Can edit
and view (which is the default)
Who has access to Can view only.
By Public access Q 2. Click in the Enter names box,
No access start typing the name of user
© External access or user group and select the
No access _o required one from the
. displayed list.
o WebDHISUser 4 X play _
3. The user or user group will
o Demo User /S X then be added to the “Who has
i access” section above.
4. Click on Close to exit.
Add users and user group METADATA

Note: If the interpretation is not
* v Cc dit and vi . .
4 an editand view shared, the user will not see it,

Can view only even if the the visualisation or map

GE] is shared with them.

8.3 Responding to an Interpretation

This section assumes that you have either:
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opened the “Interpretation” window to the right of a saved visualisation/map in the “Data
Visualizer’/“Maps” app or shown interpretations for a dashboard item and opened the

interpretation that you want to respond to.

OR

opened the “Interpretations” app and found the interpretation that you want to respond to.

8.3.1 Reply in the Data Visualizer/Maps App or in a Dashboard Item

Wu

Interpretations ~

£ Back to all interpretations

WebDHIS User

It may be useful to include Antenatal 1st visit
coverage.

Sep 27,2022 - 2replies

| agree, I've added Antenatal 1st visit coverage to
the chart &
Mar 13, 2023

rd - [ ]

WebDHIS User

Wu

E
Mar 13,2023

-

DU | Write areply o

DU | & B I @®
\Write a reply e
pu | B I ® o

Type your reply here.

As you type more rows, you will see a scroll bar
appear on the right.

Save reply Cancel

1. Click on the Reply icon or click in the Write a reply box underneath the interpretation and any
existing replies.
2. The box expands to show the text area as well as some icons above it. The cursor is placed in

the text area, ready for you to type.
3. As you start typing, the “Save reply” and “Cancel” buttons display. A vertical scroll bar displays
in the text box if your typing exceeds the window size.

(D)

B I © |

4. Icons display above the text area to assist you with your content. From left to right:

Click on the link icon to insert the text http://<link-url>. You can then edit the link

accordingly.
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e Select the required text and click on B to make text bold. In the edit window, it looks like
this - *this text is bold*.

e Select the required text and click on | to italicise text. In the edit window, it looks like this -
_this text is in italics_.

Note: You can make text bold and italics by clicking on B and then | when text is selected.
In the edit window it looks like this - *_this text is bold and italics_*.

e Click on the emoji icon open the emoji menu — there is a smiley face, a sad face, a thumbs
up and a thumbs down.

Note: You can mention other users with @username. Start by typing @ plus the first letters of the
username or real name and a mentioning bar will display the available users. Mentioned users will
receive a message in HRIS with the comment.

5. Click on Save reply to save and display your reply. OR
6. Click on Cancel to exit without saving.

Note: Replies are shown in chronological order, so the latest reply will be shown last.

DU Demo User
| agree, I've added Antenatal 1st visit coverage to As the a_utr_10r of the reply, or if you
the chart @ have edit rights, you can now:
Mar 13, 2023 1. Click on the Edit icon to edit it.
- 2. Click on the Delete icon to
delete it.
1
WU WebDHIS User The number of replies to an
It may be useful to include Antenatal 1st visit interpretation is shown next to the
coverage. 5 U date of the interpretation. Hover
- emo User
Sep 27, 2022[2 replies | - e over the number to see the users
i & © who have replied.
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8.3.2 Comment in the Interpretations App

WebDHIS User

It may be useful to include Antenatal 1st visit coverage.
Like

DU Demo User

Edit - Delete

wu WebDHIS User

IShare your comment e

| agree, I've added Antenatal 1st visit coverage to the chart =

DU Add a comment... o

type your comment (same as a reply).

1. Click in the Add a comment box underneath the interpretation and any existing replies and

2. Click on Share your comment to display it at the bottom of the list of comments/replies.
Note: There are no additional options available in the text box. However, you can still:

e Bold your text by typing an * on either side of it e.g. *this text will display as bold*.
e ltalicise your text by typing an _ on either side of it e.g. _this text is in italics_.

8.3.3 Like an Interpretation

In addition to replying/commenting on an interpretation, you can also like/unlike an interpretation.

WebDHIS User

It may be useful to include Antenatal 1st visit
coverage.

WU

Sep 27,2022 2 replies
- O

WebDHIS User

It may be useful to include Antepatal 1st visit
coverage.
Sep 27,2022

Wu

1 like | Zrep

| « ©

In the Data Visualizer/Maps app or
in a dashboard item:

1. Click on the Like icon in the
interpretation.

2. The number of likes displays,
and if you point to the like
link, you can see who those
people are, including
yourself.

3. The Unlike icon now
displays, indicating that you
have previously clicked on
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Like. Click on it to remove
your like.

WebDHIS User
It may be useful to include Antenatal 1st visit coverage.
pU DemoUser

| agree, I've added Antenatal 1st visit coverage fo the chart =

Edit - Delete

WebDHIS User

In the “Interpretations” app:

1. Click on Like underneath the
interpretation.
2. Athumbs up displays

showing how many people
have liked the interpretation,
and if you point to the people
link, you can see who those

It may be useful to include Antenatal 1st visit coverage.

K uniic|

Demo User
[_’}1 people liked this - 2 people commented °

DU Demo User

Edit - Delete

| agree, I've added Antenatal 1st visit coverage to the chart =

people are, including
yourself. There is also an
indication of how many
people have commented.

3. Click on Unlike to remove
your like.

8.4 Subscribe to an Interpretation

If you subscribe to an interpretation, this means that you will receive messages from HRIS whenever

another user like/creates/updates an interpretation or creates/updates a reply.

Visualization details

This chart shows ANC visits before 20 weeks
and 20 weeks or later in the districts of Animal

L

and Plant provinces for the last 12 months

Owner: WebDHIS User

Created: Sep 27, 2022

Last updated: Mar 13, 2023

Views: 23

Sharing: Public: None + Demao User

Click on the Bell icon to subscribe

This appears wherever you can

view an interpretation.
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ANC 1st Visits_Animal & Plant Districts_Last 12 months | Explore
Antenatal 1st Visits in Animal & Plant Districts
Last 12 months
3000 2842
2623
2500 2346
2000 2004
1847 1788 1837
1449
1500 1372
1195
1094
1000
767
. I
o
an_Carnivores District an_Herbivores District an_Omnivores District pl_Flowering District pl_Mon-flowering District pl_Spore-producing District
@ Antenatal 1st visit before 20 weeks @ Antenatal 1st visit 20 weeks or later

This concludes Chapter 8 on data interpretations in webDHIS. Chapter 9 focuses on creating, managing
and using dashboards.
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Chapter 9. Dashboards

Dashboards make it possible to present a high-level overview of your data, including displaying
analytical objects such as maps, charts, reports, and tables, as well as displaying text-based information

and resource links.

Dashboards can also be shared with users and user groups. For instance, a user or administrator could
create a dashboard called "Dairy District" which might contain all relevant information for Dairy district.
This dashboard could then be shared with a user group called "Dairy Data Capturers". All users within
this group would then be able to view the same dashboard.

Dashboards are accessible via the “Dashboards” app.

9.1 Access the Dashboard App

‘ Search apps e

Dashboard Data Entry Data Quality
@Q :
= v
Reports Browser Menu
Cache Cleaner Management

Data
Visualizer

Click on Apps in the
top menu.

Click on Dashboard.
If you can't find it, you
can type Dash in the
“Search apps” box.
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01 Resources

= Add filter « =+ More w

12 EPI ¥

12.4 P12 PCV 3rd dose coverage VS RV 2nd dose
coverage last 5 FY

hi_HISPland

02 Messages

Online

03 Patient Satisfaction 04 Pop, Access & Equity

P12 EPI programme reporting rate last 12 reporting months

Data EPI programme reporting rate

ctober Janua

" [o]
Organisation unit / Period 2022

November
2022

December
202:

(!

05 In-facility Deaths

Favourites on this dashboard serve as templates for users. Periods and organisational units can be changed as needed and the edited
favourite can be saved to a personal dashboard. Please note that when favourites from public dashboards are edited and saved the name
must be changed and must not contain the "P" prefix as this indicates that it is a public favourite.. The favourites have been arranged to

hi_HISPland
an_Animal Province
fo_Food Province

0 pl_Plant Province

5

Percentage
o o ~
o &
o
g
| °
3
el
—— =
I
P
®
8
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& & S oV &
< < £ g <7
& 3 & & &
= - & - N
© 0 =0 © £
-2 2 ) o v
§ & ey & &
& N 3 N &
S b S = S

The last dashboard that you opened displays.

9.2 The Dashboards Bar

Dashboards have a title, description, and any number of dashboard items. The dashboard items can
be of many different types, including charts, maps, reports, tables, resources, messages, and text items.

The dashboard has two modes: view and create/edit. When you log into webDHIS, your most recently
used dashboard will be displayed in view mode, if you are on the same computer as you were
previously. If you are using a different computer, then the first starred dashboard will be displayed. A
starred dashboard is one that you have marked as a favourite. Starred dashboards always show first in
the dashboard list; if there are no starred dashboards, then the first dashboard will be displayed.
Dashboards are displayed in alphabetical order, both in the starred and the not-starred sections.

The dashboards that display when you log into webDHIS are called public dashboards. Public
dashboards can be viewed, but not edited, by everyone.

You will also be able to look at your own dashboards that are called private dashboards. Private
dashboards are those that you create and/or edit and share if you have permission to do so.

The Dashboards Bar sits at the top of the dashboard.
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[2,  Search for a dashboard 01 Resources 02 Messages 03 Patient Satisfaction 04 Pop, Access & Equity

o o

1. A dashboard search box.
2. Alist of all your available dashboards.
3. A button to create a new dashboard.

It contains:

9.2.1 Search for a Dashboard

@ Routine Health: HISPland - Dashboard

+ Q_ Search for a dashboard 01 Resources 02 Messages 03 Patient

Click on Search for a dashboard and start typing the name of the dashboard you are looking for.

@ Routine Health: HISPland - Dashboard

<+ & monitor x | 22 DDC Monitoring 23 Data quality monitoring

The search is case insensitive, and as you type, the list of dashboards on the right of the
Dashboards Bar will filter down to those that match your search text. You can then click on the
dashboard that you want so it displays.

9.2.2 Customise the Height of the Dashboards Bar

@ Routine Health: HISPland - Dashboard

| @ Search for a dashboard 01 Resources 02 Messages 03 Patient Satisfaction
09 Maternal & Neonatal 10 EMTCT Cascade 11 Child & Nutrition @ 13NCD

You can set a specific height for the Dashboards Bar by clicking and dragging the bottom edge of
the Dashboards Bar. When you finish dragging, the new height will be set.
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+| a

01 Resources

WANISEET oo more dashboards ESUEl

By default, only 1 “row” of dashboard names display. Click on the down arrow (Show more

dashboards) to see the rest of the list.

4+ Q

06 Management Hospitals

@ -

21 Data quality

14 HIV & STI

22 DDC Monitoring

01 Resources

07 Management PHC

02 Messages 03 Patient Satisfaction

08 Woman's Health 09 Maternal & Neol

15 90-90-90 Cascade 16 90-90-90 Facility 17TB

23 Data quality monitoring Demo User Dashboard

Show fewer dashboards

The Dashboards Bar expands to its maximum height of 10 “rows”. Click on the up arrow (Show less
dashboards) to reset the height to your customised height or back to the default if you did not specify
a customised height.

9.3 Create your Own Dashboard

You may want to create your own private dashboard, so that you can add your own items (charts, pivot
tables, maps etc.) to it. So, the first step is to create the dashboard, and the second step is to add items

to it.

9.3.1 Create a Dashboard

@ Routine Health: HISPland - Dashboard
r—
+ & 01 Resources

On the Dashboards Bar, click
on the + to enter create/edit

03 Patient

02 Messages
¢ mode.
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6

I
CEVERGENGEEE | Print preview | | Filter settings Exit without saving

Dashboard title Dashboard description

Untitled dashboard o
Dashboard code e

Layout Add new items to Search for items to add to this dashboard

21 Freeflow | Change layout ® End of dashboard (O Start of dashboard Search for visualizations, reports and more

There are no items on this dashboard

1. Type in a meaningful Dashboard title, particularly if you are going to share it with others.
Type in a Dashboard code if required.

3. Typein a Dashboard description for your dashboard. This is useful to remind you, and to
inform others with whom you may share your dashboard, of the purpose of your dashboard.

4. You can add items to your dashboard at this point, or you can save your dashboard and come
back and add items later. Adding dashboard items, choosing the layout of your dashboard, and
where new items are added are covered in the next section.

5. “Print preview” and “Filter settings” are also covered in the next section when the dashboard
has some content added.

6. Click on Save changes to save your dashboard.

7. If you don't want to save your changes, click on Exit without saving. You will then be returned
in “View” mode to the dashboard you were previously viewing.

Routine Health: HISPland - Dashboard Online

4| @ Search for a dashboarc 01 Resources 02 Messages 03 Patient Satisfaction 04 Pop, Access & Equity

Demo User Dashboard 9 Edit Share = Addfilter ~ *+s More v

There are no items on this dashboard

Once your dashboard is saved, it displays, but of course it doesn’t have any items added to it yet!
You are now automatically back in “View” mode.

webDHIS v2.38 — User Manual — 2023 | 177



9.3.2 Add Items to your Dashboard

-|— Q 01 Resources 02 Messages 03 Patient Satisfaction 04 Pop, Access & Equity
Demo User Dashboard 17 Edit Share = Add filter ~ ees More
/P There are no items on this dashboard

If you did not add any items to your dashboard when you first created it, you will have to get back
into “Edit” mode first. Click on Edit.

4

CEVENGELU LR | Print preview | | Filter settings | | Translate | | Delete Exit without saving
Dashboard title Dashboard description
Demo User Dashboard This dashboard contains items that | monitor regularly

Dashboard code

'd f
Add new items to

21 Freeflow = Change layout ® End of dashboard O Start of dashboard

Search for items to add to this dashboard
Search for visualizations, reports and more
\ 0 l ‘ e l

There are no items on this dashboard

Layout

1. Change the layout if desired (described below).
Choose how you want to add new items to the dashboard by clicking on

e End of dashboard — new items are added after other items. OR
e Start of dashboard — new items are added before other items.

3. Add items to the dashboard (described below).

4. Click on Save changes to save your dashboard changes.

5. If you don't want to save your changes, click on Exit without saving. You will then be returned
to your dashboard in “View” mode.

CHANGE DASHBOARD LAYOUT

Before you add items to your dashboard, you can determine the layout of the dashboard. There are 2
layout options:

1. Freeflow — the added items can be moved using the mouse by clicking and dragging them to
the desired position. Items can also be resized with the mouse by clicking on the drag handle
in the lower right corner of the item and dragging to the desired size.

2. Fixed columns — you can choose the number of columns to have on the dashboard. This
layout will auto-configure the size and shape of all dashboard items according to the number
of specified columns; items cannot be moved or resized.
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Layout
z! Freeflow| Change layout

“Freeflow” is the default layout.

To change to fixed columns, click on Change
layout.

@)

Dashboard layout

_- I Freeflow

Dashboard items can be placed anywhere, at any size

III

Fixed columns

celumns can be adjusted.

Number of columns

E

Dashboard items are automatically placed within fixed, horizontal columns. The number of

Cancel

Save layout

1. Select Fixed columns.
2. Click in the Number of columns box and type the number of columns you want.

3. Click on Save layout.

@ End of dashboard () Start of dashboard

Layout Add new items to
Ill 3 columns ‘ Change layout |
ANC 1st Visits_Animal & Plant Districts_Last 12 ]i[
months
Antenatal 1st Visits in Animal & Plant Districts
Last 12 months
3000
2842 2623
2500 2346
2004
2000
1847 178s 1837
1500 8 2 1449
1195
1094
1000
767
500 I
0
. ' 5 s
@"0\- Q&\.\\f} Q\E'\‘\L <)\§L <>\‘§é d“?&
o & & <& & &
& & & & & R
¢F o & & &
" o aF S
& <€ o N & &
A G
< N~
q

Search for items to add to this dashboard

Search for visualizations, reports and more

ANC 1st Visits & Coverage_HISPland
Districts_Last year

2022

Antenatal Antenatal
Istvisit «  Istvisit «
before 20 * | 20 weeks ©

weeks or later
an_Carnivores District 2007 1072
an_Herbivores District 1953 1565
an_Omnivores District 2712 1718
fo_Dairy District 1558 978
fo_Fruits District 2235 1552
fo_Vegetables District 2046 1286
pl_Flowering District 2657 1756
pl_Non-flowering District 2326 1161
pl_Spore-producing District 1482 738

w

Antenatal
1st visit
coverage

HISPland Districts_Immunisation under
1yr_Last 12 mths

Immunisation Under 1 Year Coverage
for HISPland Districts for Last 12 Months

125
3688

104.3

100 2978 3086

8d 2737
2543

2430] 807
75 21258] 705 fso.4
59.7 1 890
50
25
0
> & &

o
&

% Coverage

K s
&
S o &

4000

3200

2400

1600

@
=]
5]

0

w

pasjunuILLy U3IpjYT

ADD ITEMS TO DASHBOARD

Search for items to add to this dashboard

V4

Search for visualizations, reports and more

To add items to your
dashboard, click in the

this dashboard box.

Search for items to add to
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Search for items to add to this dashboard

| ANC plan o

Visualizations

|m ANC 1st Visits_Animal & Plant Districts_Jul2022 - Jun2023 [

M ANC 1st Visits_Animal & Plant Districts_Last 12 months [

Maps

Event reports
Event charts 'o
Reports

Resources

-

1. Type in your search text. If you don’t type in any text, the items that are displayed under each
category will be in alphabetical order. If you type in search text, the items that match your
search criteria will display, also in alphabetical order (numbers before letters).

2. Available items are categorised and are shown in the order below:

e Visualisations

e Maps

e Event reports

e Eventcharts

e Reports

e Resources

e Apps

e Additional Items

o Text box
o Messages
o Spacer

3. You will need to scroll down to see all further categories and items.

4. The list of items in the dropdown initially displays 10 visualisations (charts and tables), and 5
from each of the other categories, based on the search text you enter. If there are more items
in a category, a “Show more” button will display. When you click on it, the list for the category
you selected will be extended to 25 items. A “Show fewer” button will then display to allow you
to reduce the list to 10 items.
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Visualizations

Il  ANC 1st Visits_Animal & Plant Districts_Jul2022 - Jun2023 [

Il ANC 1st Visits_Animal & Plant Districts_Last 12 months m Insert

Once you have located the item:

1. Click on Insert to add the item to your dashboard.

2. If you want to open the item in the app that it was created, so that you can change it, click on
the Edit icon.

Save changes 3 iew | | Filter settings | | Translate | | Delete
Dashboard title

Demo User Dashboard

Dashboard description
This dashboard contains items that | monitor regularly.

Dashboard code

Layout Add new items to Search for items to add to this dashboard

=1 Freeflow | Change layout ® End of dashboard (O Start of dashboard ANG plant

Visualizations

ANC 1st Visits_Animal & Plant Districts_Last 12 months m ) B .
M ANC 1st Visits_Animal & Plant Districts_Jul2022 - Jun2023 7
Antenatal 1st Visits in Animal & Plant Districts

Last 12 months

3000 lils  ANC 1st Visits_Animal & Plant Districts_Last 12 months [2
2842

2623

2500 Maps
2346

2004 Event reports
2000 .
. 782 1837
Event charts

1500 372 1449
1195 Reports
1094
1000
767 Resources
500 I I Apps -
o

an_Camiveres an_Herbivores an_Omnivares pl_Flowering  pl_Mon- plSpare-
District District District District flowering producing
District District

1. If your layout uses fixed columns, dashboard items will be automatically placed and resized. If
your layout If your layout is freeform, your item will be added before or after existing items
depending on the setting you chose for adding new items.

e End of dashboard — An item that cannot fit to the right of the last item will be pushed
downwards.

e Start of dashboard - An item will be added to the top left position on the dashboard. Any
other items will be pushed to the right or downwards if they don’t fit in to the right.

2. The list of dashboard items remains open so that you can select more than one item to add to
your dashboard.

When you are finished adding items, click anywhere outside the list to close the list.

3. Click on Save changes.
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&3 Routine Health: HISPland - Dashboard

‘-H Q, Search for a dashboard 01 Resources 02 Messages 03 Patient Satisfaction 04 Pop, Access & Equity 05 In-facility Deaths 06 Management Hospitals 07 Management PHC
v
Demo User Dashboard ¥7 ‘ Edit ‘ ‘ Share ‘ ‘ = Addfilter v ‘ ‘ vee More v ‘
ANC 1st Visits_Animal & Plant Districts_Last 12 months
Antenatal 1st Visits in Animal & Plant Districts
Last 12 months.
3000
2842
2623
2500
2346
2004
2000
1847 708 1837
1449
1500 77
1195
1094
1000
767
500 I
0
an_Camivores an_Herbivores an_Omnivores  pl_Flowering pl_Non- pl_Spore-
District District District District flowering producing
District District
® Antenatal Tst visit before 20 weeks @ Antenatal 15t visit 20 weeks or later

Your dashboard displays in “View” mode, with the items that you added to it.

Note: At this point, you are the only person who can see your dashboard.

@ Unless your use role has permissions to share dashboards, you will be the only one
to see the dashboards that you create.

9.3.3 Preview a Dashboard

You can preview what your dashboard will look like when being printed with the Dashboard layout
option.

| Print preview | | Filter settings | ‘ Translate | | Delete | Click on Print preview to
A view what the dashboard will
Dashboard title

‘ Demo User Dashboard

look like when printed with
‘ the dashboard layout option.
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Exit print preview 2
ANC 1st Visits_Animal & Plant Districts_Last 12 months HISPland Districts_Immunisation under 1yr_Last 12 mths
Antenatal 1st Visits in Animal & Plant Districts Immunisation Under 1 Year Coverage
Last 12 months for HISPland Districts for Last 12 Months
3 120 ak
2623
o 1043 R
2346 3086
. 2978 "
2004 ¢ 2737 ]
2% 1847 1837 807 2543 =
1788 o 2480 70.9 s
s 2 258 69.7) 69.4 g
1372 1439 g 59.7 290 =
1195 5 o % 3
1094 8 3
T 767 = 2
&
H
I 30 *® &
0
. & & & & & o 0
S g¢ 6 6 S
& & 5 Sl o o A S
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¢ K o < R & & 5+ & o <« & & ¢ S
& & Q l © EaE * R R & <
Q’ G & o & @ I & &
@ » o
o
Q
Antenatal 1st visit before 20 weeks
@ Antenatal 1st visit 20 weeks or later @ Immunisation under 1 year coverage @ Immunised fully under 1 year new

1. The pages are displayed.
2. Click on Exit print preview to return to editing the dashboard.

Note: Some items may be moved to the next page to avoid being split between two pages. Iltems
may also be shortened to fit on one page. Iltems that are shortened show an info icon in the upper
right corner of the item in preview. The info icon is not visible in the actual print.

9.4 Edit / Customise a Dashboard

Note: The features described below are only useful with a Freeform dashboard layout.

Demo User Dashboard 7.7 Edit Share = Add filter see More

If you have permission to edit a dashboard, you will see the “Edit” button next to the dashboard name.
Click on Edit.

Note: You will always be able to edit the dashboards that you create i.e. your private dashboards.
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Layout Add new items to

=1 Freeflow | Change layout

ANC 1st Visits_Animal & Plant Districts_Last 12 months
Antenatal 1st Visits in Animal & Plant Districts
Last 12 months

3000
2842 2623

2500 2346

o

2004

2000
1847 1788 1837

1449
1195
767

1500 1372

1094
1000
500

0

an_Carnivares an_Herbivores an_Omnivores pl_Flowering  pl_Nen- pl_Spore-
District District District District flowering producing
District District

Antenatal 1st visit before 20 weeks

® Antenatal 1stvisit 20 weeks orlater By
L

@® End of dashboard (O Start of dashboard

% Coverage

0

0

0

Search for items to add to this dashboard

Search for visualizations, reports and more

HISPland Districts_Immunisation under 1yr_Last 12 mths

Immunisation Under 1 Year Coverage
for HISPland Districts for Last 12 Months

3688
104.3

2978

a1

3086
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o

807, 2737 Q
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@ Immunisation under 1 year coverage @ Immunised fully under 1 year new

1. Click anywhere on an item and drag it to the desired position on the dashboard.
You can resize an item by clicking and dragging the drag handle in the bottom right corner of

an item until it’s the size you want.

3. You can remove an item by clicking on the red trash can.

If you are using the Freeform layout, the dashboard is configured with an "anti-gravity" setting
for positioning items. This means that items will "rise" upwards until they run into another item.
So be aware that when you remove an item, the items that are positioned below the removed

item may "rise" upwards.

Note: Clicking on the trash can only removes the item from the dashboard, it does not delete

the item.

“Additional items” is the last category of

Additional items

r ™
Text box
[ Messages
"1 Spacer

" J

items listed that can be added to a
dashboard. Under “Additional items” you
can add text boxes, messages and spacers
to your dashboard.

You can either scroll down to the end of the
list to find them or you can search for them
just as you would for any other item. They
are also added to the dashboard by clicking

on Insert.
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Layout Add new items to Search for items to add to this dashboard

21 Freeflow | Change layout @® End of dashboard () Start of dashboard Search for visualizations, reports and more
Text item 'E[
Add text boxes to give *more information* about your dashboards or about _particular items_ on your dashboard o =
a
ANC 1st Visits_Animal & Plant Districts_Last 12 months 'E[ Spacer 'E[ HISPland Districts_Immunisation under 1yr_Last 12 mths E’
Antenatal 1st Visits in Animal & Plant Districts Immunisation Under 1 Year Coverage
Last 12 months Usea for HISPland Districts for Last 12 Months
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an_Camnivores an_Herbivores an_Omnivores  pl_Flowering pl_Non- pl_Spore-
District District District District flowering producing
District District
Amenatal 1st visit before 20 weeks @ Antenatal 1st visit 20 weeks or later @ Immunisation under 1 year coverage @ Immunised fully under 1 year new

1. You can add text boxes to your design. These allow you to add extra text anywhere on your
dashboard. For example, you may wish to add information about your dashboard in general, or
a particular chart, pivot tap or map on your dashboard.

2. Spacer items can be added.

The "anti-gravity" setting for positioning items in a dashboard means that items will "rise"
upwards until they run into another item, but you can force empty vertical space between items
(like an empty row) by adding spacer items to the dashboard. You can also add spacers
between items creating horizontal space (like an empty column).

Note: Spacers are only visible in edit/create mode.

You can format the text in a text box when
you are in “Edit” mode to be either bold or

\ italics when you view the dashboard.
N

This is how you make text{*bold* l For bold, type an * on either side of the text
you want to bold.

This is how you make text bold

For italics, type an _ on either side of the
This is how you italicise text text you want to italicise.

\ Note: There must be no spaces between

the format character and the text.
This is how youexT
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Demo User Dashboard ¥  Edit || Share

= Add fiter «

=« More w

l Add text boxes to give more information about your dashboards or about particular items on your dashboard I

ANC 1st Visits_Animal & Plant Districts_Last 12 months

Antenatal 1st Visits in Animal & Plant Districts
Last 12 months

3k
21842 2623
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2004
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1k I I
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@ Immunisation under 1 year coverage @ Immunised fully under 1year new

Spacers are not displayed in view mode, but they do take up the defined space.

9.5 Delete a Dashboard

Demo User Dashboard 1

Edit

Share

Add filter « sss More w

Click on Edit to get into “Edit” mode.

Delete dashboard

Cancel

Click on Delete.
Print preview Filter settings Translate Delete
Note: You will only see
Dashboard title Delete if you have
Demo User Dashboard permission to delete the
dashboard.
X

Deleting dashboard "Demo User Dashboard” will remove
it for all users. This action cannot be undone. Are you
sure you want to permanently delete this dashboard?

Delete

1. Click on Delete to
delete the
dashboard.

2. If you change your
mind, you can click
on Cancel. This will
keep you in “Edit”

mode.
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9.

6 View a Dashboard

v H =+s More v‘

1
Demo User Dashboardﬂ ‘ Share H = A&m

ANC 1st Visits_Animal & Plant Districts_Last 12 months

Antenatal 1st Visits in Animal & Plant Districis
Last 12 months

3k

2/842 2623

5

2346
2004
2k 1847 1788 1837
1372 1449
1094 1195
1k I I ?67
0 I

an_Camnivores  an_Herbivores  an_Omnivores pl_Flowering pl_Nan-
District District District District flowering
District

@ Antenatal 1st visit before 20 weeks @ Antenatal 1st visit 20 weeks or later

pl_Spore-
praducing
District

A

In “View” mode, you can:

Star a dashboard.

Share a dashboard with other users and user groups.
Apply a dashboard filter.

Use the ... More menu to:

¢ Make a dashboard available offline.
e Show a dashboard description.

e Print a dashboard.

e Close a dashboard.

For charts, pivot tables and maps, access the item menu (3 dots) to:

e Switch between these visualisation types.

e Open the item in its original app. Note: Pivot Tables will be opened in the “Data Visualizer”

app.

e Show item details and manage interpretations for the item (this is covered in the chapter on

Interpretations).
e View an item fullscreen.
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9.6.1 Star a Dashboard

Starred dashboards are listed first in the list of dashboards.

Demo User Dashboard! 57 Edit Share = Add filter ~ ses More

o __

[
+| W 12erl § AVUINIELERNENEY 01 Resources 02 Message

Demo User Dashboard! ¥ @ Edit Share = Add filter ~ =es More w

Click on the Star icon.

1. The staris now “filled”.
2. The dashboard is listed at the beginning of the list. If there are other starred dashboards, they
will be shown alphabetically.

You could also have used the option on the ... More menu to “star” the dashboard.
Click on the filled Star icon or click on ...More > Unstar dashboard to “unstar” the dashboard.

Note: Starring a dashboard only applies to you, not other users.

9.6.2 Share a Dashboard

Demo User Dashboard 7 @ Edit Share = Add filter ses More w

Click on Share.

Note: You will only see Share if you have permission to share the dashboard.
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Sharing and access: Demo User Dashboard

o Dashboard sharing] Apply sharing to dashboard visualizations

Give access to a user or group

e. User or group Access level

Search Select a leve

Give access

Users and groups that currently have access

User / Group Access level

2% All users
&t ) Metadata View only
Can view

23:’, Admin
Can view and edit

De.

Metadata View and edit

° Close

1. The “Dashboard sharing” tab shows by default.
This tab is divided into 2 areas:

2. The area where you give access to a user or user group.
3. The area that lists those users and user groups who have been given access, and where you
can edit the level of access given.

To give access:

4. Click in the Search box and start typing the name of the user or user group you want to share
your dashboard with. Users and user groups that match your criteria will be listed below the
“Search” box. Click on the one you want to select it.

5. Click on the Access level dropdown arrow and select a level. Options are:

e View only — Provides the user or user group with view only rights to the dashboard.

e View and edit - Allows the user or user group to edit the dashboard in addition to viewing it.
Editing allows for altering the layout, resizing, and removing items, renaming, and deleting
the dashboard.

6. Click on Give access.
To edit access:

7. The selected user, user group or user role will now show in the list of those who have been
given access. To edit the access given, click on the Access level dropdown arrow next to the
user, user group or user role and select a level. Options are:

e View only
e View and edit
¢ Remove access
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8. Click on Close to exit.

We recommend that you only give other users “view-only” rights, to
restrict editing permission to you as the owner. This way, you can retain
control of what information you want in the dashboard.

Dashboard | DHIS2 x +

c @& training.dhis.dhmis.org/hispland/dhis-web-dashboard/index.html#/MuZWdZ5UWY3

<
.
@ Routine Health: HISPland - Dashboard
+

Q. Search for a dashboarc * 12 EPI * Demo User Dashboard 01 Resources 02 Messages 03 Patid

Demo User Dashboard * Edit Share = Add filter ~ see More w

You can provide users with the URL of the dashboard, allowing them to navigate directly to the
dashboard. To get the dashboard URL, just access the dashboard in “View” mode, and copy the
browser URL.

Sharing and access: Demo User Dashboard

Dashboard sharing lAppIy sharing to dashboard visualizations o

Apply dashboard sharing settings to visualizations

Applying the same sharing settings makes sure that users, groups and roles that have access to the dashboard also have
at least "View only” access to its visualizations (charts, tables, maps, event charts, event reports)

If a user, group, or role already has "View and edit” access to a visualization, this won't be reduced to "View only". "All
users” access level won't be updated or changed.

Applying sharing can't be undone, and needs to done again if new visualizations are added to the dashboard or its sharing
settings are changed

@ All18 visualizations on this dashboard will potentially get updated sharing settings. These updated sharing settings
will apply to 1 user or group.

Apply sharing to dashboard visualizations a

Close

To ensure that all charts, maps, and tables on the dashboard are shared with the chosen users and
user groups, you can cascade sharing to all items on the dashboard:

1. Click on the Apply sharing to dashboard visualizations tab.
2. Click on Apply sharing to dashboard visualizations.
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9.6.3 Filter a Dashboard

Multiple filters can be applied to a dashboard for changing the data displayed in the various dashboard
items.

The filters are applied to each dashboard item in the same way: each added filter overrides the original
value for that dimension in the original chart, table, or map.

It is possible to filter on Organisation Units, Periods and other dynamic dimensions depending.

Note: Only your dashboard is affected by a filter; other users will not see your filtered dashboard.

Demo User Dashboard 77 ‘ Edit ‘ ‘ Share ‘ ‘ = Add filter ~ ‘ ees More ~
To filter the dashboard, click on Add filter.
Filter dimensions e
TR -1 1. Click on a dimension in the
& Period list. OR
Bz Organisation Unit 2. Click in the Filter dimensions
box and search for a
YOUR DIMENSIONS i i
@ ART high volume facility _o dimension.
@ Facility Priority Note: You can select multiple filters,
L LI S but you have to select them one at
@ OrgUnitOwnership atime.
@ OrgUnitRuralUrban
@ OrgUnitType -
Demo User Dashboard W | Edit H Share H = Add filter « ‘ o

Period: Last 6 months ~ Remove Organisation Unit: an_Animal Province ~ Remove

ANC 1st Visits & Coverage_HISPland Districts_Last
year

aee wes

ANC 1st Visits_Animal & Plant Districts_Last 12 months

Antenatal 1st Visits in Animal & Plant Districts
Last 12 months

April 2023, May 2023, June 2023, July 2023, August 2023, September 2023

1500 1392 Antenatal 1st | Antenatal 1st
it

visit before wisit 20
s | weeks or later

Antenatal 1st
visit coverage

imal Provi 1392 885 389
1000 aas an_Animal Province

an_Animal Province

@ Antenatal 1st visit before 20 weeks @ Antenatal 1st visit 20 weeks or later
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1. appear above the dashboard items to indicate that what is shown in the
dashboard items is not the original visualisation, but a manipulated one where the filters
override the stored dimensions’ values.

Note: Filter badges are always visible at the top of the page when scrolling the dashboard
content.

2. You can see that both the column chart and the pivot table now reflect data for the selected
organisation unit and period.
3. Note that titles and filenames are obviously not changed.

@ Note that filters are not stored so will be lost when you switch
to a different dashboard or log out.

On the filter badge:

1. Click on the current filter to open
the filter selection dialog box to

Organisation Unit: an_Animal Province Remove edit it.

2. Click on Remove to remove the
filter.

9.6.4 Make a Dashboard Available Offline

The Dashboard app now allows you to mark a dashboard to be available offline. This stores the
dashboard visualisations and data locally in the web browser on laptops, desktops, and mobile devices.
When selected, the dashboard will be cached on the device, and the user can view that dashboard
offline. This allows you to access and view your dashboards while not being connected to the Internet,
e.g., while staying or travelling in rural areas.

Note: There are a few things to remember about working offline;

e Filters and interpretations are not supported offline.

e Offline dashboards are only available on the computer and browser where you set them to
offline.

e If you manually log out of webDHIS, all cached dashboards will be cleared, and they will no
longer be available offline.

If you are offline, any buttons or actions that require a connection to complete successfully are disabled.
They will be re-enabled once connectivity is restored.
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Edit Share = Add filter «

Demo User Dashboard #

ANC 1st Visits_Animal & Plant Districts_Last 12 months

Antenatal 1st Visits in Animal & Plant Districts
Last 12 months

2623
2842
2346

2004

sss More &

Make available offline
Unstar dashboard
Show description
Print >

Close dashboard

1. Click on the
...More menu.

2. Click on Make
available offline.

+ Q Search for a dashboarc

* 12 EPI I * Demo User Dashboard 5 ] 01

Demo User Dashboard W | Edit | share

l Offline data last updated a few seconds ago Ie

= | Add filter

Dashboards that
have been saved
offline have an
indicator on the
dashboard chip in the
dashboard bar, as
well as a tag showing
the time it was saved.

Demo User Dashboard # | Edit | Share

Offline data last updated a few seconds ago

ANC 1st Visits_Animal & Plant Districts_Last 12 months

Antenatal 1st Visits in Animal & Plant Districts
Last 12 months
3k
2623

2842
2346

2004

= Addfilter

I Remove from offline storage
e Sync offline data now I
Unstar dashboard

ees More a

Show description
Print >

Close dashboard

1. Click on the ...More menu.

If the dashboard has been changed since you made it available offline, either by you or
someone else, click on Sync offline data now to save the latest version of the dashboard.

3. Click on Remove from offline storage.

9.6.5 Show a Dashboard Description

Edit Share = Add filter ~

Demo User Dashboard #

ANC 1st Visits_Animal & Plant Districts_Last 12 months

Antenatal 1st Visits in Animal & Plant Districts
Last 12 months

2623
21842
2346

2004

wee More a

Make available offline

Unstar dashboard
Show description
Print

Close dashboard

1. Click on the
...More menu.

2. Click on Show
description.
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Click on Show dashboard on the “... More” menu.

Demo User Dashboard * Edit Share = Add filter ses More w
IT'wis dashboard contains items that | monitor regularly I e

The dashboard description shows beneath the dashboard name.

Click on Hide description on the “...More” menu to hide the description.

9.6.6 Print a Dashboard

There are two styles of dashboard print:

e Dashboard layout — This approximates the dashboard layout as it is shown in the browser.
Note that some adjustments may need to be made to the layout to prevent items being split
onto multiple pages: items that would be cut off by a page break are moved to the next page,
and items that are taller than one page are shortened to fit on one page.

e Oneitem per page - Each dashboard item is printed on a separate page, maximising the use

of the paper size.

For both styles, a title page is added that shows the dashboard title, description (if the “Show
description” setting is enabled), and any applied dashboard filters.

For best print results:

e Use Chrome or Edge.
e Wait until all dashboard items have loaded before printing.
e Use A4 landscape setting with default margins set and background graphics turned on.

sss More »

Make available offline

Unstar dashboard 1. Click on Print on the “... More” menu.

2. Click on Dashboard layout or One item
Hide description per page
Print > | Dashboard layout
Close dashboard One item per page

Dashboard layout:
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ANC 1st Visits_Animal & Plant Districts_Last 12 months HISPland Districts_Immunisation under 1yr_Last 12 mths
Antenatal 1st Visits in Animal & Plant Districts Immunisation Under 1 Year Coverage
Last 12 months for HISPland Districts for Last 12 Months
3k 120 4.5k
104.3
2842 2623 3688
2346 3086 2
2004 o 80 724 2737 7090 97 694 3k g
2% 1847 1788 1837 g 2 258 59.7 S
.-§ 890 g
=
1372 1449 * a0 180 2
1094 1195 &
Tk
767
0 0
\,;& \r;"K \'K\ \‘}K\ \r}\ \r}\\ \r}\\ \,;.\ \r$\
o o 99 & 9 e() Q_.Q qQ QQ
& & & S S R -
0 & 5 ST & ¢ & &
. . ) o Qgéo 06‘\ b & &f &8 B
an_Camivores an_Herbivores an_Omnivores pl_Flowering pl_Non- pl_Spore- o o o o L &
District District District District flowering producing K k4 * A & r,QO
District District 7
@ Antenatal 1st visit before 20 weeks @ Antenatal 1st visit 20 weeks or later @ Immunisation under 1 year coverage @ Immunised fully under 1 year new

One item per page:

ANC 1st Visits_Animal & Plant Districts_Last 12 months
Antenatal 1st Visits in Animal & Plant Districts
Last 12 months
3000
2842
2623
2500
2346
2004
2000
1847 1837
1788
1500 1449
1372
1195
1094
1000
767
500 I
o
an_Carnivores District an_Herbivores District an_Omnivores District pl_Flowering District pl_Non-flowering District pl_Spore-producing District
@ Antenatal 1st visit before 20 weeks @ Antenatal 1st visit 20 weeks or later
1. Click on Print to trigger the browser print
functionality. OR
< Exit print preview Print 2. Click on Exit print preview to exit without
printing.
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9.6.7 Close a Dashboard

Demo User Dashboard #r Edit Share = Add filter ~ «++ More a 1. Click on the

...More menu.
2. Click on Close
dashboard.

Make available offline
ANC 1st Visits_Animal & Plant Districts_Last 12 months
Unstar dashboard
Antenatal 1st Visits in Animal & Plant Districts
Last 12 months Show description

2623 Print

e 2346
Close dashboard

2004

Online '_I:] (=)

* 12EPI * Demo User Dashboard 01 Resources 02 Messages 03 Patient Satisfaction 04 Pop, Access & Equity

Getting started

= Search for and open saved dashboards from the top bar.

= Click a dashboard chip to open it. Get back to this screen from the "More”
menu.

+ Create a new dashboard with the + button

Your most viewed dashboards
12EPI

Demo User Dashboard

08 Woman's Health

03 Patient Satisfaction

09 Maternal & Neonatal

18 EMS

To open a dashboard from here:

1. You can follow the instructions under “Getting started”. OR
2. You can click on one of the most viewed dashboards.
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9.6.8 Dashboard Item Menu (3 dots)

ANC 1st Visits_Animal & Plant Districts_Last 12 months

Antenatal 1st Visits in Animal & Plant Districts
Last 12 months
3k

zﬁz 2623

@ Antenatal 1st visit before 20 weeks @ Antenatal 1st visit 20 weeks or later

B3 View as Table

&% View as Map

l [4 Open in Data Visualizer app

©) Show details and interpretations

2346
2004
2k 1847 1788 1837
r7 View fullscreen
v
1372 1449 l
1195
1094
T I 767
0 I

an_Carnivores an_Herbivores an_Omnivores pl_Flowering pl_Nen- pl_Spare-
District District District District flowering producing
District District

1. Click on the Item menu (3 dots).

2. Switch between visualisations

Table in the “Item” menu.

Dashboard items showing charts, pivot tables and maps can be toggled between these
visualisations. We are going to toggle the above chart to a pivot table by clicking on View as

ANC 1st Visits_Animal & Plant Districts_Last 12 months

Antenatal 1st Visits in Animal & Plant Districts

Last 12 months

September 2021, October 2021, November 2021, December 2021, January 2022, February 2022, March 2022, April 2022, May 2022, June 2022, July 2022, August 2022

Antenatal 1st visit before 20 weeks ©

Antenatal 1st visit 20 weeks or later ©

an_Camivores District 2004 1094
an_Herbivores District 1847 1372
an_Omnivores District 2842 1788
pl_Flowering District 2623 1837
pl_Non-flowering District 2346 1195
pl_Spore-producing District 1449 767

chart will always show a bar chart by default.

e The pivot table/map will always revert to the original chart type that was used.
o If the original item is saved as a map or pivot table, then switching visualisations to a
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e ltis not realistic to change the visualisation of more complex pivot tables, charts, or
maps as webDHIS may not be able to process this.

3. Edit adashboard item

Click on Open in [app name] app (In our example: Open in Data Visualizer app) in the “ltem”
menu to open the dashboard item in the app in which it was created.

[l Column v File Options  Download < Interpretations
Filter dimensions ‘ e B Data:Z selected - Fier (® Period: 12 selected -+

T AT S Category ge Organisation Unit: 3 selected -

B Data ANC 1st Visits_Animal & Plant Districts_Last 12 months

Period

ExROrGanizstion U Antenatal 1st Visits in Animal & Plant Districts
OTHER DIMENSIONS Last 12 months

E Assigned Categories 2000

2842

YOUR DIMENSIONS

2623

@ ART high volume facility ®
2500
DaysIinMonth e

default ®

2004

Duration 2000

1847

1788

Facility Priority @

Gender
1500

1372

2346
HospitalGazette o
1094

1837
1449
1195
I I 767

ServicePointType @ an_Carnivores District an_Herbivores District an_omnivores District pl_Flowering District pl_Non-flowering District pl_Spore-producing District
STl Sentinel ®

OrgUnitOwnership &
OrgUnitRuralUrban & 1000
OrgUnitType ®

Patient Type

PEPFAR supported & 500
Projects ®

PSA facility

e @ 8 @8 @ @ @ @ @ 8 @ @ @ @ ©

@ Antenatal 1st visit before 20 weeks @ Antenatal 1st visit 20 weeks or later

You can now make the changes you require e.g. select districts in one province, and then save this
as your own chart. This way you don’t have to create the chart from scratch, which can save a lot of
time.

4. Full screen dashboard item presentation mode

You can expand any dashboard item (chart, map, or pivot table) to the size of the entire screen.
This is great for presenting data directly from the dashboard in virtual or in-person meetings.

Click on View fullscreen in the “ltem” menu.
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ANC 1t Visits_Animal & Plant Districts_Last 12 months _)

3000

2250
2000

1750

g

1250

‘an_Camivores Distrct an_Hermiveres Datrct ‘an_omnivores Distrct BLFiowering District BlLNoa-Rowafing District BLSpore-0raducing District

@ Antenstal 16t vieit before 20 weeks @ Antenatal 151 visit 20 weeks of later

Press Esc or click on the Minimise button in the top right corner to return to the Dashboard.

This concludes Chapter 9 on creating and managing dashboards. Chapter 10 focuses on messaging in
webDHIS.
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Chapter 10. Messaging

After reading this chapter you will be able to:

Send a message

Reply to a message

Add participants to a conversation

Search for messages containing certain keywords
Manage your messages

webDHIS users can send messages to other users, user groups and organisation units within the
webDHIS database to which they have access. There are 2 types of message you can send from the
Messaging app in webDHIS:

e Private messages — messages sent from a user to any other selected user, user group or

orgunit.

e Feedback messages — messages sent from a user to a particular user group called the
feedback recipient group, which is pre-defined.

In addition to private and feedback messages, the webDHIS can also send you validation notifications

and system-generated messages.

There are 4 folders in the Messaging App to cater for the different types of messages:

Folder Message Type

Inbox Private messages

Validation Validation notifications. You will only receive these and have access to
the message handling tools if you belong to a user group that has been
set up to receive notifications when there are validation rule violations.

Ticket Feedback messages. You'll only see feedback messages and have
access to the message handling tools if you are a member of the user
group that is set up to handle feedback messages.

System System-generated messages
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10.1 Send a private message

The process is the same, whether you send a message to a user, user group or organisation unit.

= ﬁa Q, Search apps

Click the Message icon in the
top menu.

+ COMPOSE
Inbox
Validation Click on Compose.
Ticket
System
Create
Private message is selected by
default.
@ Private message o Feedback message
Create 1. Start typing the name of
the recipient of your
To message.
officerg 2. webDHIS will find all the
users, user groups or
District Information Officers organisation units that
O  Feedback message match your search.
Provincial Information Officers . -
Click on the recipient you
__ . ) want from the list.
Sub-district Information Officers
Note: The screenshot shows
several user groups.
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Create

Once you have clicked on the
recipient you want, it will be
Provincial Information Officers added to the “To” box.

Note: You can select multiple
(® Private message (O Feedback message recipients by repeating the
steps above.

If you send a message to a user, only that user will receive it.

If you send a message to a user group, only those users who belong to that group will receive it.

If you send a message to an organisation unit, ALL users who are assigned to that
organisation unit will receive it. Please don’t select an organisation unit as your
recipient unless it is absolutely necessary.

Create

To

cre

An organisation unit is anything

Create users . .
QO Feedback message that starts with the provincial

foJFull-cream Yogurt Clinic prefix.
pliCreepers Subdistrict

pl_Creeping Fig Clinic

webDHIS v2.38 — User Manual — 2023 | 203



Once you have selected your
recipients you can complete your

Create message.

1. Subject: Type your subject.
2. Message: Type your

Provincial Information Officers £

message.
3. Click on Send.
(® Private message () Feedback message 4. Click on UPLOAD

ATTACHMENT if you want
to attach a file.

e There is no Outbox or
Sent folder in

webDHIS; all

messages, both

@ incoming and
outgoing, are stored in

SEND DISCARD @J UPLOAD ATTACHMENT the Inbox. More than

Subject

one message is known
as aconversation.

10.2 Read and reply to a private message

Simply click on a message to open it so that you can read it and reply to it if required.

7

HISPland down for maintenance o

Participants

Sandy Dove  LynPennington me  Sponky Noge e

Add participants to conversation
webDHIS o + aDD

WebDHIS User ° 6
e Oct 12, 15:43

Please note that HISPland will be down for routine maintenance this afternoon from 15:00.

1. The Subject is displayed at the top of the message.
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2. The list of recipients comes next.
3. That s followed by the message.
4. For every message conversation, you can add participants to the conversation. This is very

in the list, click on it to select it.
6. Click on + ADD.
7. Click on the left arrow to return to the message list.

useful if you want input on that particular conversation or if someone should also see the
information. Note: It is not possible to delete participants from a conversation.

Start typing the name of the participant you want to add.

5. The participant must be a user in the database you're working in. When their name comes up

Message

2
REPLY

Type your reply here o

DISCARD

@ UPLOAD ATTACHMENT

Scroll down to the bottom of the
message until you come to the blank
Message block. Type your message.
Click on REPLY to send your reply.

If you change your mind and you don’t
want to send your reply, click on
DISCARD.

Click on UPLOAD ATTACHMENT to
attach a file to your reply.

10.3 Manage Messages

=] &' Q, searchapps

+ comP

Inbox

Validation

Ticket

System

[] sender

WebDHIS User
[J |LynPennington
[0 wnPennington

[J  nPennington

Subject

Meeting next week

webDHIS Upgrade to v2.38

HISPland down for maintenance

Testing

The number attached to the Message icon in the top menu indicates the number of unread
messages. In the screenshot above, we can see that there are 4 unread messages — 2 in the Inbox
and 2 in the Validation folder. Unread messages are shown in bold in the message list.
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Mark for followup

Clear followup

9990459

€ DESELECTALL 2 selected
Inbox o (O sender Subject
Validation o WebDHIS User Meeting next week
Ticket Lyn Pennington webDHIS Upgrade to
System Lyn Pennington HISPland down for m
O Lyn Pennington Testing

1. Click on a checkbox to select a message. If you want to select all the messages, click in the
checkbox next to the column heading Sender.

The bar at the top shows how many messages are selected.

You can click on DESELECT ALL to deselect all the messages.

Click on the trash can icon to delete the selected messages.

Click on the envelope icon to mark the selected messages as unread.

Click on the tick icon to mark the selected messages as read.

Click on the three dots to show more options. Here you can choose to Mark for followup or to
Clear followup from the selected messages.

N o ok wDd

[J sender

WebDHIS User

Messages that are marked for followup have a
flag icon next to the Sender name.

]
[] LynPennington
[

Lyn Pennington
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Set filter
[0 sender Subject Marked for
followup
WebDHIS User Meeting next week 0 Unread messages
Lyn Pennington HISPland down for maintenance 15 hours ago
L S

To see only those messages that have been marked for followup:

1. Click on the 3 dots to the right of the Search bar.
2. Click in the Marked for followup checkbox.
3. Only messages marked for follow-up will be displayed in the list.

Set filter
[0 sender Subject [0 wMarked for
followup
O WebDHIS User Meeting next week o Unread
messages
O Lyn Pennington webDHIS Upgrade to v2.38 an hour ago

Similarly, you can filter the list for unread messages only:

1. Click on the 3 dots to the right of the Search field.
2. Click in the Unread messages checkbox.
3. Only unread messages will display in the list.

0- -

[J sender Subject
J WebDHIS User Meeting next week
O Lyn Pennington webDHIS Upgrade to v2.38

The Search field enables you to search for messages. The search filters messages on different
message attributes — subject, text and senders. This implies that you are able to narrow down the
message conversation list by entering search criteria.
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1. Click into the Search field and start typing what you are looking for.
2. In the example above, “upg” was sufficient to find “upgrade” in both the subject of one message
and the body of another message.

You can view messages in 2 different views:

The List view is simplistic and gives a good overview of all messages. It is the default view.

Sender

WebDHIS User
Lyn Pennington

Lyn Pennington

[0 wnPennington

Subject Date
Meeting next week 2 hours ago
webDHIS Upgrade to v2.38 2 hours ago
HISPland down for maintenance 15 hours ago
Testing Oct 12

The Compact view is a modern way of viewing messages where you have more information in one
view, so viewing and replying to several messages is easier.

v
O WebDHIS User2 hours a...

Meeting next week

[0 wnPennington 2 hoursa..

webDHIS Upgrade to v2.38

[J - Lyn Pennington15 hours ...

HISPland down for maintenance

[0 wnPennington Oct 12

Testing

¢  webDHIS Upgrade to v2.38

Participants

me Lyn Pennington

+ ADD

Message from Lyn Pennington
2 hours ago, 11:15

Please be aware that this upgrade has been carried out on HISPland

Auto refresh (05:00)

If the Auto refresh is enabled, it fetches new
messages every 5 minutes. It is disabled by

default.

This concludes webDHIS v2.38 User Manual. We hope you have found it useful.
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