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• Categories

• Report Naming Conventions

• Running Reports



• The Reports icon is located on the toolbar on the homepage

• The Reports icon takes you to the Maven Reporting screen which  

allows you to select the ‘Category’ and ‘Report’
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• Select the Category of the report from the dropdown menu

• Categories for this review:

o Active Surveillance

• Reports focusing on disease events

o Outbreak Reports

• Reports focusing on disease events linked to outbreaks

o Data Cleaning and QA

• Reports focusing on specific data used in quality control

o Reported to CDC

• Reports focused on events reported to CDC

Note: For COVID - events are not reported to CDC in the standard timeframe; therefore, reports based  

on 'Report to CDC criteria' may not produce results
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• After selecting the Category of report, select the Report from the  
dropdown menu

6



7

• The “by” in the report name indicates the criteria by which the 
report is pulled. Example below is “by Date for Reporting”.

• Some Reports contain ‘Identified’ or ‘Deidentified’ in the name. 
Identified denotes that the output DOES contain PII/PHI and 
Deidentified denotes the output DOES NOT contain PII/PHI



• Choosing a report brings you to 
the selection criteria for running 
the report

• Selection criteria will change based 
on the report selected

• Required selection criteria fields 
are marked with an asterisk

• An error message will result if 
required criteria are missing

• A yellow label will appear if the 
report runs on the reporting 
database (vs operational)
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• The Description gives information  

on the report selected*.

• Once all criteria are selected, click  
the Run Report button or the  
Export Results button (depending  
on how you prefer your results to  
output)
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• Some reports will have an ‘Output Type’ selection, which will  
determine the format of the report output based on selection
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• Choose ‘Output Type’ based on report needs

• “HTML” – opens in browser tab

• “CSV” – raw data, no size limit

• “Excel” – preserves formatting

• “Excel w/ Parameters” - most commonly selected

▪ Includes helpful information in a header and footer above and below 

▪ Name of the report

▪ Date and time the report was run

▪ Selection criteria used to run the repot – example: time period, disease(s), status

▪ Count (if applicable) – the number of rows returned

▪ User that ran the report and their system permissions

▪ Best Practice: create a new tab and move the header and footer information there
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• Reports that use a lot of system resources may be queued while they 
run, and the report queue will appear below the reporting window
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Note: Multiple 
reports can be 
queued for 
downloading 
later 



• Click the Refresh hyperlink to update the status of report while 
running

• When the report is finished loading, the report will be ready for 
download or can be deleted
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• Best practices

• Helpful Tips 

• “Date Batching”

• Avoid Common Errors
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• Reports will take longer to run during peak hours, including early 
morning hours when ELR results are being fed into the system

• Consider running reports outside business hours

• The more case volume for a disease, the shorter the report interval. 
Reports should not be run in intervals longer than six months. If 
there is an especially large amount of data during the time period, 
please consider shorter increments of time.

o Note: If running a report within NC COVID, due to the volume of COVID cases, 
intervals should not be run in intervals longer than 3 months.

• Reports run by local health departments will only return data 
specific to their county/jurisdiction, even if other counties are 
selected

15



16

• Pressing and holding Shift allows all the criteria to be selected from 
one click selection to the other

• Pressing and holding Ctrl allows the individual selection of multiple 
criteria 

• Holding the mouse button as you click will allow you drag and select 
all the criteria your cursor touches

• Selecting the “Blank” selection in a non-required criteria field is the 
same as selecting all the criteria in the field. 

• Some reports require a different start date and end date. If you get no 
information in the output, try changing the end date to the following 
day (even if it’s a future date)



• What is “date-batching”?

• Selecting short increments of time 

• Why “date-batch” reporting? 

• Running reports for large increments of time can crash the server for 
all users. 

• How to “date-batch” reports?  

• Run reports for smaller increments of time and then merge the 
spreadsheets together outside of NC EDSS:
o For counties with very high case volume, especially during surge or 

periods, run reports for smaller timeframes, such as 6 months or 
less. 

o Counties with low case volume may be fine to run the report for a 
6-month period during any timeframe. 

o If you are not sure whether your report will return a large volume 
of results, run a test report spanning a few days or weeks.
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• Yesterday but not Today - Some reports pull real-time data and 

others pull data that is delayed by one day (reporting database). If 

the report runs on the reporting database and the desired time 

period includes today’s date, wait until the next day to run the 

report. Otherwise, the output will be missing today’s data.

• Read the FULL description- report descriptions often note 

exceptions or quirks to a report. Always read before running a 

report and make sure the window is expanded if the description is 

cut off (click and drag bottom right corner). 
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• The One Resource to Remember

• NCCOVID

• NCEDSS
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• The NC COVID Reports User Guide provides documentation on available 
reports: general instructions, suggested uses, and specific reports details 
including variables and output labels for each report. A version for NC 
EDSS reports will be released soon.
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• Outbreak Line List - by Event Create Date – LHD

o Updates include the name, description, relabeling column output variables. Added new variables: address, city, 
state. Removed some variables not relevant to COVID. 

• Cases and Contacts Line List – Deidentified by Diagnosis Date

o Updates include report name, report description, standardization of variables including hospitalized, and the 
addition of manual and import vaccine fields. Some variables in the output were relabeled to be clearer. 

• Reporting Source Line List Identified by Reporting Date

o Added some variables including Classification and Census Tract 

• Case by Specimen Collection Number 

o Case by Specimen Collection Number – Updated output labels for columns for clarity

• Mapping Report by Diagnosis Date – Identified For Local Users

o ZIP Code and census block output variables added to mapping repots
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Commonly Run Reports in NC EDSS

• All Models Identified Cases and Contacts Line List by Event Create Date

o Some uses include looking at total case numbers, viewing demographics and general data quality.

• All Models Deidentified Cases and Contacts Line List by Event Create Date

o With no identifying information, uses include looking at total case numbers, viewing demographics 
and general data quality.

• All Models Mapping Report by Event Create Date - For Local Users

o Allows for location review and mapping/charting

• All Models Demographic and Risk Factor Statistics by Event Create Date

o Allows for review of basic demographics along with risk and interview fields

• LHD Investigation Time Report for County Users

o Provides investigation timeline statistics and line list of cases that match the selected model or 
diseases for the specified counties, has been used to conduct audits for grant reporting 
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• All Models Deidentified Cases and Contacts Line List 
by Event Create Date

• All Models Mapping Report by Event Create Date - 
For Local Users

• All Models Demographic and Risk Factor Statistics by 
Event Create Date

• LHD Investigation Time Report for County Users

• COVID-19 Risk History Line List - Identified by 
Diagnosis Date
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• Use the reports icon on the main dashboard

• Reports will take longer during peak hours

• Reports should not be run in intervals longer than six months

• Users will only be able to see data based on their set permissions 
and jurisdiction

• Some reports are delayed (reporting) while others are real time
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• Help Desk, Trainers and Training Materials are always available for you. 

•  The NC COVID Reports User Guide is available at the link below, and a NC 
EDSS Reports User Guide is coming soon. These are brand new helpful 
resources that we are excited to share with you.

• Help Desk: (919) 715-5548 or (877) 625-9259    

• NCEDSSHelpDesk@dhhs.nc.gov

• Training Materials

• NC EDSS: https://epi-
test.dph.ncdhhs.gov/cd/lhds/manuals/cd/ncedss.html

• NC COVID 
https://epi.ncpublichealth.info/cd/lhds/manuals/cd/nccovid.html

• Trainers

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

Trainings: ncedsstrainings@dhhs.nc.gov 

Helpdesk: NCEDSSHelpDesk@dhhs.nc.gov
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