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•Linking Events
•Create a Linked Event for a New Person
•Create a Linked Event for an Existing Person
•Link to an Existing Event
•Link to Multiple Events
•Link to an Outbreak
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• Why do we link events?
• How to View Linked 

Events
• Searching
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• Linking creates a connection between a person’s 
disease event
and…
oAn outbreak of that disease

OR

oTo another person’s event
• Linking Events to one another or to an Outbreak
oAllows users to track related events
oHelps track and prevent disease spread
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Presenter
Presentation Notes
Animation on second set of bullets
So why do we link events?
Linking an event creates a connection between a person’s disease event AND an outbreak of that same disease or another person’s disease event
<CLICK>
Linking events allows users to track related events and helps track and prevent disease spread



• On the Event Summary dashboard under Basic Information, 
you will find the Linked Events/Contacts row
o This indicates if the event is currently linked with any other 

events and the number of linked events

• In the example above, the event is linked to 0 (zero) events
o To view currently linked events or to link an event, click the 

(View) hyperlink
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Presenter
Presentation Notes
Animation to emphasize
From the event summary under the basic information section is the Linked Events/Contacts row 
<CLICK>
This will display how many events this event is linked to, the event in the example has zero links 
<CLICK>
To view any current links or to link events click on the view hyperlink <CLICK>, this will open the Linked Events screen
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• Once you have clicked in the View hyperlink, this is the 
screen you will see. 

Presenter
Presentation Notes
Animation on bullets with emphasis on image
The linked events screen has three sections
<CLICK>
The filter linked events section allows you to filter the linked event table by disease.  This is really only useful in a few diseases
<CLICK>
The next section is the Linked Events table.  This is a list of all events that are linked to your case.  You can sort ascending or descending by the column headers
<CLICK>
The last section is the Link Events section.  This is where the linking takes place.  You can create a linked event, link to an existing event or link to multiple existing events



• Linked Events screen
o Filter Linked Events section

• Filters the linked events in the Linked Events table

o Linked Events table

• List of all events linked to the event

o Link Events section

• Where all the linking gets done

 Create Linked Event

 Link to Existing Event
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• Always search for the person you are linking to 
your case prior to doing any linking using the 
Manage People and Facilities icon
oDisplays all persons, regardless of the county/group 
the user is assigned to (all users see all persons)

• If you do not find the person
oCreate a linked event for a new person

• If you find the person but there is no existing 
event that corresponds to your case
oCreate a linked event for an existing person

• If you find the person and an existing event that 
corresponds to your case
oLink to the existing event
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Presenter
Presentation Notes
Animation for bullet sets
Before you do any linking make sure that you thoroughly search for the person and/or event that you want to link your case to.  The best way to search is using the manage people and facilities icon.  This is because there is no restrictions on this search method, which means all users can see all people
<CLICK>
If you search as many ways as you can and don’t find the person you are looking for you will create a linked event for a new person
<CLICK>
If you search and find the person you are looking for but they don’t have a corresponding disease event to link to, copy or write down their party ID to use to create a linked event for an existing person
<CLICK>
If you search and find the person you are looking for and they do have a corresponding disease event to link to, copy or write down the event number to use to link to an existing event
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• Linked Events screen
• Link Events section
oOperation – Create Linked Event
oDisease – Select appropriate disease
oLink Type – Select appropriate link type
oRelationship – Select appropriate relationship
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Presenter
Presentation Notes
Animation for bullet sets with emphasis
In the Link Events section of the linked events screen <CLICK> make sure that create linked event is selected for the operation (this is the default selection so it’s likely it will be selected but always double check). 
The next field is the disease field, this field should default to the same disease as your case, but again always double check
For the link type you want to select the appropriate link type
For the relationship field always select other unless they are married to the person you are creating the event for in which case you would select spouse
<CLICK>
Complete all fields you have information for in the Demographics and Contact information sections.  Make sure you are using our data entry standards
<CLICK>
Click the save button to create the event and link it to your case



• Demographics 
and Contact 
Information 
sections – 
Complete fields 
with available 
information

• Click the Save 
button
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Presenter
Presentation Notes
Animation for bullet sets with emphasis
In the Link Events section of the linked events screen <CLICK> make sure that create linked event is selected for the operation (this is the default selection so it’s likely it will be selected but always double check). 
The next field is the disease field, this field should default to the same disease as your case, but again always double check
For the link type you want to select the appropriate link type
For the relationship field always select other unless they are married to the person you are creating the event for in which case you would select spouse
<CLICK>
Complete all fields you have information for in the Demographics and Contact information sections.  Make sure you are using our data entry standards
<CLICK>
Click the save button to create the event and link it to your case



• The linked event is now in the Linked Events table 
above the Link Events section

• Click the Dashboard button at the bottom left of the 
Linked Events screen to return to the event summary
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Presenter
Presentation Notes
Animation for emphasis 
The event you just created will now be in the Linked events table above the link events section 
<CLICK>
Don’t forget to update the admin package and anything else you can in the event you created
Click the dashboard button at the bottom left of the linked events screen <CLICK> or the house icon at the top of the screen in order to return to the event summary dashboard



• The number of linked events is now updated in the 
Linked Events/Contacts row
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Presenter
Presentation Notes
Animation for emphasis
Back on the event summary dashboard you now can see the number of linked events <CLICK> has been updated to one in the linked events/contacts row
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Presenter
Presentation Notes
From an existing event create a linked event for a new person
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• Linked Events screen
• Link Events section
oOperation – Create Linked Event
oDisease – Select appropriate disease
oLink Type – Select appropriate link type
oRelationship – Select appropriate relationship

• Click the Select Person… button
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Presenter
Presentation Notes
Animation for emphasis
In the Link Events section of the linked events screen make sure that create linked event is selected for the operation (this is the default selection so it’s likely it will be selected but always double check). 
The next field is the disease field, this field should default to the same disease as your case, but again always double check
For the link type you want to select the appropriate link type
For the relationship field always select other unless they are married to the person you are creating the event for in which case you would select spouse
Click the select person button <CLICK> to open the search party window 



• The Search Party window will open
• Search Criteria
oParty ID - Enter the Party ID of the person you wish to link 
to your case

oHit the enter key or click the Search button
oSelect the person from the Search Results
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Presenter
Presentation Notes
Animation for emphasis
Once the search party window opens enter or paste the party id of the person you are creating an event for I the Party ID field under search criteria <CLICK> and then tap the enter key on your keyboard or click the search button
The person you are creating the event for should now be visible in the search results section to the right of the search criteria
Select the person by double clicking on their name in the search results or by clicking on them once to highlight and then clicking on the Select button <CLICK> 



• The Demographics and 
Contact Information 
sections are completed
oYou cannot edit this 
information at this time

• Click the Save button

18

Presenter
Presentation Notes
Animation for emphasis
This brings you back to the Linked Events screen
The demographics and contact information sections are completed with all available information <CLICK>
This information is grayed out and cannot be edited from this screen, if you need to make any updates you can do that from the event once it has been created
Click the save button <CLICK> to create and link the event



• The linked event is now in the Linked Events table 
above the Link Event section

• Click the Dashboard button at the bottom left of the 
Linked Events screen to return to the event summary
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Presenter
Presentation Notes
Animation for emphasis
The linked event will now be visible in the linked events table <CLICK>
Click the dashboard button <CLICK> or the house icon to be returned to the event summary dashboard



• The number of linked events is now updated in the 
Linked Events/Contacts row
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Presenter
Presentation Notes
Animation for emphasis
You can now see the number of linked events is now updated <CLICK> in the linked events/contacts row
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Presenter
Presentation Notes
From an existing event create a linked event for an existing person
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• Linked Events screen
• Link Events section
oOperation – Link to Existing Event
oLink Type – Select appropriate link type
oRelationship – Select appropriate relationship

• Click the Select Events button
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Presenter
Presentation Notes
Animation for emphasis
In the Link Events section of the linked events screen select Link to existing event in the operation field
For the link type you want to select the appropriate link type
For the relationship field always select other unless they are married to the person you are creating the event for in which case you would select spouse
Click the select event button <CLICK> to open the search case window 



• The Search Case window will open
• Search Criteria
oType - Ensure Normal is selected
oEvent ID - Enter the Event ID of the person’s event you 
wish to link to your case

oHit the enter key or click the Search button
oSelect the event from the Search Results
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Presenter
Presentation Notes
Animation for emphasis
Once the search case window opens ensure that normal is selected for the search criteria type then enter or paste the event id of the of the existing event you are linking to your case in the event id field <CLICK> and then tap the enter key on your keyboard or click the search button
The event you are linking should now be visible in the search results section to the right of the search criteria
Select the event by double clicking on it in the search results or by clicking on it once to highlight and then clicking on the Select button <CLICK> 




• The Disease, 
Demographics section 
and Contact Information 
sections are completed
oYou cannot edit this 
information at this time

• Click the Save button
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Presenter
Presentation Notes
Animation for emphasis
This brings you back to the Linked Events screen
The disease field and the demographics and contact information sections are completed with all available information <CLICK>
This information is grayed out and cannot be edited from this screen, if you need to make any updates you can do that from the event once it has been created
Click the save button <CLICK> to link the event




• The linked event is now in the Linked Events table 
above the Link Event section

• Click the Dashboard button at the bottom left of the 
Linked Events screen to return to the event summary
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Presenter
Presentation Notes
Animation for emphasis
The linked event will now be visible in the linked events table <CLICK>
Click the dashboard button <CLICK> or the house icon to be returned to the event summary dashboard




• The number of linked events is now updated in the 
Linked Events/Contacts row
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Presenter
Presentation Notes
Animation for emphasis
You can now see the number of linked events is now updated <CLICK> in the linked events/contacts row
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Presenter
Presentation Notes
From an existing event link to an existing event
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• Linked Events screen
• Link Events section
oOperation – Link to Multiple Events
oLink Type – Select appropriate link type

• Click the Select Events button
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Presenter
Presentation Notes
Animation for emphasis
In the Link Events section of the linked events screen select Link to multiple events in the operation field
For the link type you want to select the appropriate link type
Click the select events button <CLICK> to open the search case window 




• The Search Case window will open
• Search Criteria
oType - Ensure Normal is selected
oEvent ID - Enter the Event ID of the person’s event you 
wish to link to your case

oHit the enter key or click the Search button
oSelect the event from the Search Results

• Repeat this for each event you are linking to your case
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Presenter
Presentation Notes
Animation for emphasis
Once the search case window opens ensure that normal is selected for the search criteria type then enter or paste the event id of the of the existing event you are linking to your case in the event id field <CLICK> and then tap the enter key on your keyboard or click the search button
The event you are linking should now be visible in the search results section to the right of the search criteria
Select the event by double clicking on it in the search results or by clicking on it once to highlight and then clicking on the Select button <CLICK> 
Repeat this for each event that you are linking



• The Events will be listed in the Link To Following 
Events section

• Once you have selected all the events to link to your 
case, click the Save button
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Presenter
Presentation Notes
Animation for emphasis
The events will be listed on the link to following events table <CLICK> ensure that you have selected all the events that you wish to link and
Click the save button <CLICK> to link the events




• The linked events are now in the Linked Events table 
above the Link Event section

• Click the Dashboard button at the bottom left of the 
Linked Events screen to return to the event summary
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Presenter
Presentation Notes
Animation for emphasis
The linked events will now be visible in the linked events table <CLICK>
Click the dashboard button <CLICK> or the house icon to be returned to the event summary dashboard




• The number of linked events is now updated in the 
Linked Events/Contacts row
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Presenter
Presentation Notes
Animation for emphasis
You can now see the number of linked events is now updated <CLICK> in the linked events/contacts row
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Presenter
Presentation Notes
From an existing event link to multiple existing events
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• Linked Events screen
• Link Events section
oOperation – Link to Existing Event
oLink Type – Select appropriate link type
oRelationship – Select appropriate relationship

• Click the Select Event… button
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Presenter
Presentation Notes
Animation for emphasis
In the Link Events section of the linked events screen select Link to existing event in the operation field
For the link type you want to select the appropriate link type
For the relationship field always select other unless they are married to the person you are creating the event for in which case you would select spouse
Click the select event button <CLICK> to open the search case window 



• The Search Case window will open
• Search Criteria
oType - Ensure Outbreak is selected
oEvent ID - Enter the Event ID of the Outbreak event you 
wish to link to your case

oHit the enter key or click the Search button
oSelect the event from the Search Results
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Presenter
Presentation Notes
Animation for emphasis
Once the search case window opens ensure that normal is selected for the search criteria type then enter or paste the event id of the of the existing event you are linking to your case in the event id field <CLICK> and then tap the enter key on your keyboard or click the search button
The event you are linking should now be visible in the search results section to the right of the search criteria
Select the event by double clicking on it in the search results or by clicking on it once to highlight and then clicking on the Select button <CLICK> 




• The Demographics 
section and Contact 
Information sections are 
completed
oYou cannot edit this 
information at this time

• Click the Save button
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Presenter
Presentation Notes
Animation for emphasis
This brings you back to the Linked Events screen
The disease field and the demographics and contact information sections are completed with all available information <CLICK>
This information is grayed out and cannot be edited from this screen, if you need to make any updates you can do that from the event once it has been created
Click the save button <CLICK> to link the event




• The linked Outbreak is now in the Linked Events table 
above the Link Event section

• Click the Dashboard button at the bottom left of the 
Linked Events screen to return to the event summary
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Presenter
Presentation Notes
Animation for emphasis
The linked events will now be visible in the linked events table <CLICK>
Click the dashboard button <CLICK> or the house icon to be returned to the event summary dashboard




• The number of linked events is now updated in the 
Linked Events/Contacts row
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Presenter
Presentation Notes
Animation for emphasis
You can now see the number of linked events is now updated <CLICK> in the linked events/contacts row
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Presenter
Presentation Notes
From an existing event link to multiple existing events




Thank you for joining today!
Trainings: ncedsstrainings@dhhs.nc.gov 

Helpdesk: NCEDSSHelpDesk@dhhs.nc.gov
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