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•How to Search for a Person/Event
•When to create a new person
•When to create a new event
•Adding a New Lab to an Existing Event
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• Users can search 2 ways to determine if a person/event 
already exists: 

• Person Search 
oDisplays all PERSONS, regardless of the county group(s) 
you see/are assigned to 

• Event Search
oOnly displays persons with disease EVENTS within the 
county group(s) the user has permission to see 
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• The “Search Persons/Facilities” is the recommended 
search for ALL users

• All users can see all persons, but not all users can see 
all events. Access to events is based on user 
permissions

• Be creative and search multiple ways to determine if 
your person exists
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Presenter
Presentation Notes
The Person Search screen is reached by clicking on the Manage People & Facilities icon (three heads), from either the main dashboard or an event dashboard.

If user does not have access to see events statewide, they must use this searching method or possibly risk creating a duplicate event

Users that have statewide access can use either the Person or Event search without concern of being able to locate records




Search Person Party 
page will appear
• Enter the information 

that you have for the 
patient

• Once you have put in 
the information you 
click Search
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Presenter
Presentation Notes
-Animation: 4 clicks (1st click birth date; 2nd click search criteria Chevron; 3rd click search option Chevron; 4th click leave window open)



• Searching Tips
oSearch using one or more fields 
and with wildcards

oBe creative! 
• Name (first and/or last combination) and 

DOB
• Name Only- using variations of names 

that have alternative spellings or first 
names with common nicknames

oDOB only 
oSSN
oPhone Number
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Smith-Jones*

Robert* Smith-Jones*

Robert* *Smith*

Bob* Smith*

Rob* Smi*

Robert* *Jones*

Rob* *Jones*

Ro* *Jon*

Bob* *Jones*

* This is not every possible combo

Use your best judgement to search

Examples of possible 
names to search
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• Do not use the Search Event icon to complete 
person searches in the system.

• Searching using the Search Event icon is restricts 
the results to the counties you have permission to 
see.

• This could result in duplicate events being 
created.

• Effective searching prevents duplicate reporting, 
duplicate events and unnecessary work for both the 
LHD and State staff 

• The Search Event icon CAN be used for outbreak 
searches as these are not person specific

Presenter
Presentation Notes
For any state users, the permissions may be statewide, depending upon role. 
This icon should only be used if you know the person has an event in the county you have access to.
You will only be able to see an event if it is assigned to the jurisdiction, you have access to. 
Mainly used by state users.

Give example of county not showing an event based on belonging to another county.  (Wake search, Durham previous record)
The Person Search will show all Persons, but only the Events in the allowed county view.



• The Search Person icon is 
NOT the same as going 
straight to the Create Event 
icon and clicking the Select 
Person button.

• When you search on a 
person from the Create 
Event Screen you are telling 
the application to create a 
new event for the person 
you select from the search. 
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Person
• A Person can be created from a positive lab, negative 

lab, or no lab (contact)

**There should be only one Person profile in the application per person
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• Search results appear to the right of the search criteria.
• To determine if the person(s) in the search results 
match the individual you are looking for, double-click 
their name to view the person summary screen.
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• You will only see 
the events for 
the county 
group(s) you 
have permission 
to see 

• If the person has 
an event in a 
county or for a 
disease you 
don’t have 
permission to 
see, you will not 
see the event
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Presenter
Presentation Notes
This is a person in Johnston county, but you have Wake County permissions. This person has an event but you can’t see it. 
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• New Person – Add a new person only after thoroughly 
searching and confirming that no individual in the 
system matches your search criteria.
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• New Event – Add a new event after confirming 
that a person matching your search criteria 
exists, and either:
• The person has a closed event, or
• They have an open event where the new date of 
diagnosis (lab or symptom onset) is outside the 
disease timeframe of the existing event.
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Presenter
Presentation Notes
If they aren’t sure of the disease timeframe, then they should reach out to their CD Nurse lead or TATP liaison



Event
• An Event defines the relationship a person has with a 
disease at a particular point in time (positive/negative 
lab or contact)

• A person can have multiple Events of the same disease 
or different diseases

• NC EDSS assigns a unique identifier for each event 
called the Event ID
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• You have searched and determined that no person 
exists, so you create a new person

oClick on Create Event icon

oSelect Disease from
  dropdown menu
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• Enter the Person 
information from 
the document
o If there is 
information 
missing on the 
lab, add a note in 
the Investigation 
Trail or 
Dashboard

oUse sentence 
case format and 
no punctuation

oDon’t guess - 
enter info exactly
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• Use USPS standards for address, Ex: St, Rd, Ave, etc
oApartment, Unit, Lot number should go in the Street 2 box
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• NOTE: If the system 
recognizes the 
address, validation will 
run, and you may have 
the option to ‘View’ or 
‘Apply”. 

• ALWAYS select ‘View’ 
as sometimes the 
system will change the 
street address. 

• If your address 
matches, click Apply. 

• If the address doesn’t 
match, click Close. 
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• Review the information you have entered to ensure it is 
accurate and complete

• Click the Save button to create your new person and new 
event

23



24



25



• You searched and found an existing person, but 
determine that you need to create a new event

• Copy the Party ID in the Demographic section of the 
Person Summary screen
oThe Party ID is the unique identifier for this person
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• Click the Create Event icon 
on the toolbar

• Select the Disease from 
the Create Event Screen

• Click the Select Person 
Button
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• Paste the 
Party (Person) 
ID that you 
copied from 
the Person 
Summary 
screen into 
the Party ID 
search field, 
then click the 
search button

• Select the 
person from 
the Search 
Results
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• The person 
information will be 
auto-populated in 
the Create Event 
Screen

• Click the Save button 
to create a new event
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• The new disease event is created, and the event is now 
ready for data entry
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• New Lab – Add a new lab to an existing event 
for an existing person when you confirm 
that:
• The person matches your search criteria, AND
• They have an open event where the new date of 
diagnosis (lab or symptom onset) is within the 
disease timeframe of the existing event.
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• Search and find the existing person and review any 
existing events to determine if they are within the 
same disease timeframe as your document

• Click the Add Lab Result button to add a new lab result 
to the existing event 
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Presenter
Presentation Notes
The example here is let’s say you have a lab report for Gonorrhea with a lab test on 10/05/2024, you review the existing event and see that the current lab is for 10/1/24, so this lab is within the disease timeframe of 30 days and should be added to the existing event. 



• Enter all lab information and click the Save button
• You will see the lab you just entered is now on the lab 
table on the Lab Results tab
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