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•Searching Errors
•Address Errors
•Date Errors
•Lab Errors
•Disease Report Information Errors
•Investigation Trail Errors
o Classification Status Errors
o LHD to LHD Transfer

•Incomplete data
•Submission Errors
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• Avoiding Duplicate Persons:
• Be creative when searching for individuals to prevent creating duplicates.
• Always utilize the Manage People and Facilities icon, also known as the Party/Person Search.
• Search using 3-4 different methods before concluding that a person is not in the system. Like use 

partial names and wildcards (*) to broaden your search and to account for potential spelling 
variations in the system.

• Consider searching with the person’s phone number, email address, home address, or social 
security 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
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• Abbreviate address extensions according to USPS standards: St, Rd, Blvd
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• Address Validation Results
o If the system 

matches/validated the 
address to match the 
address entered, select 
apply. 

o If it does not, select close.



• Address Type:
• Home: The primary 

residence where the 
person lives most of the 
time; this determines the 
reporting jurisdiction.

• Home (Secondary): Use 
only if the person resides 
and pays taxes in two 
locations.

• Work: A work address 
may be entered using this 
designation.
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Please confirm and 
add the county in 
which the person 

resides



• Special Circumstances:
• If the person is incarcerated, the home address should reflect the address they 
had prior to incarceration.

• If the person resides in prison, the home address is the prison itself.
• If the person is a student, the home address is either the dormitory or their local 
address.
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• Entering the person’s date of birth (DOB) as the symptom onset date or the lab specimen 
collection date

• Ensure that you select the correct month and year when using the calendar feature
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• Missing Diagnosis Date: Leaving the symptom onset 
date blank in the Clinical Package.
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• Incorrect Symptom Onset Date: Failing to enter the correct diagnosis date.

In the Clinical package, the earliest testing date is being  after the specimen date. 
This date should be the same as or before the specimen date, except in the case of 
the flu, which only reports deaths, so the date type field reflects the date of death. 
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• Creating an event without a lab. Always check to make sure you clicked 
‘Save’ when you entered the lab
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• When entering a lab be sure to enter the collection date, test type, and the 
result. These are considered required information sections.

• Some diseases may require additional information for the lab. Check with 
your CD nurse lead/manage or TATP liaison for disease specific 
guidelines
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• The Disease Report Information section in the Administrative Package must be 
completed before assigning the event to the State or CDC. 
• If the event was created through ELR, this section will be auto completed. 
• If you manually create an event, remember to complete this section. 

DO NOT select ‘Electronic lab report (ELR)’ or ‘Electronic Case Report (eCR)’ as these are 
for documents that are electronically reported into the database
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• When the event is not created by a State user, the first block in the 
Investigation Trail should include: 
• The LHD Group : County of assignment
• The Reason for assignment as "Original/Initial assignment."
• The Authorized Reporter (your name and phone number)

It is extremely important for 
follow up that a direct phone 
number including the 
extension is provided 
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• The Classification status that aligns with the lab results.
• The Notes section to provide any comments/information you would like 
to share with the state. The State SMEs do read these boxes 



• Avoid submitting the classification status as “Unspecified” or selecting the wrong 
classification based on positive lab results. 

• If the classification is submitted as “Unspecified,” provide an explanation in the 
Notes section to clarify the reason. 
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• When selecting the classification status, remember that lab tests are 
hierarchical: 
• Positive tests override negative tests.
• Confirmed tests (e.g., Positive PCR/RNA/NAA) take precedence over Probable 
tests (e.g., Positive Antigen).

• Probable tests (e.g., Positive Antigen) override Suspect tests.
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• Some Classifications are based not only on lab result but also clinical 
symptoms and epi linkages to other cases and disease settings. 



• Classification Guidelines Continued:
• Negative results should never be entered unless a positive result has been 
previously documented, and only for specific diseases (e.g., some vector-borne 
diseases and tuberculosis).

• A negative culture does not override a positive PCR result; the event is still 
reportable for surveillance.

• An event should not be created with only a negative lab result.
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• For Does Not Meet Criteria, please refer to the case definition for the 
appropriate labs for each disease.

• Negative, inconclusive, undetermined lab result(s) 
• Positive IgG or AB lab result(s)
• Out of state resident
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• An LHD-to-LHD transfer occurs when it is determined that a person 
diagnosed with a disease resides in another county. 

• Events may be assigned incorrectly if the patient’s address is not included 
with the initial lab result, or if the individual is identified as a student or 
incarcerated. 

• Action Steps: 
oUpdate the County of Residence to the correct county. 
oAdd a new block and assign it to the appropriate county LHD. 
oEnsure the patient’s address is updated.
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• For the new LHD to access the event, the transferring LHD must complete 
the following two steps:
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1. Change the NC County of Residence to the county where the 
event is being transferred. 

2. Click Add New to get a new box in the Investigation trail. 

1

2



• Enter the date and press Tab; all 
relevant fields will populate to be 
completed. 

• In the Reason box, select LHD to 
LHD Reassign; keep the 
Classification Status as it was in 
the previous box, then save. 

• After the event is assigned to the 
new LHD, the old LHD will no 
longer have access to view it 
unless it is reshared with them. 
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• Some questions trigger follow-up (child) questions that won't appear 
unless the initial question is answered. 
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The additional child questions 
(in the orange square) did not 
appear until the 'Formula 
Type/Manufacturer' field was 
completed.
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•Click on the Persons Tab on the Event Summary Dashboard
•Click the Edit Person button
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oEdit Person
• In the Death Date field, enter the date of death
• In the Living Status field, select Dead
• Click the Save button
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• Avoid submitting events to the state with missing required fields. 
o Simply adding notes in the Dashboard is insufficient; make sure all necessary fields are 

completed. 

35



36



• Pay attention to the Red Concerns on the Dashboard before submitting an event. 
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• The Disease Report Information section is a required section. Information in the section 
should always be completed before submitting the event to the State.
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