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Introduction

An influenza pandemic has the potential to cause more death and illness in the United States than any other public health threat and will likely be accompanied by a tremendous surge in demand for medical care and a shortage of available resources. Pandemic planning requires consensus on the actions and priorities required to prepare for and respond to crisis. It is anticipated that local healthcare systems and their partners will play a critical role in responding to these needs and other unique situations.
Medical offices are critical to the healthcare infrastructure, but they do not always have the time to seek out engagement in the community-wide pandemic planning efforts. The purpose of this tool is to provide communities with a step-by-step process to prepare, distribute, collect, and analyze pandemic influenza survey data from medical offices located in your community. This user guide will assist you in using the Community Snapshot: Medical Offices tool in your community. 

Survey Process Overview

The diagram below details a four-step process to prepare, distribute, collect, and analyze data from the Pandemic Influenza Survey for Medical Offices.  
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System Requirements

Before you install this software, ensure your computer is compatible with the survey tool.

The Community Snapshot: Medical Offices tool will operate on any computer that meets our Microsoft Office® requirements. This software requires that you have Microsoft Office®, version XP or later. Spreadsheet packages other than Excel® will not operate this software. This program has not been tested on versions prior to Office XP as well as it has not been tested on Office 2010. 
Installing the Software
To install this program using the installation file:

1. Locate and open the folder titled "CDC Medical Office Survey Tool.msi".
2. Double click the "CDC Medical Office Survey Tool" icon. This is the installation setup wizard.
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This installation wizard will install the following components:

· Microsoft Word® Survey Document (filename Medical Office Survey.doc)

· Microsoft Excel® Spreadsheet (filename Survey Entry Tool.xls)
· Microsoft Word® Template file (hidden file, filename Report Template.dot)

3. Click "Run".
[image: image3.png]File Download - Security Warning,

Do you want to run this file?

Name: CDC Medical Office Survey Tool msi
Publsher; Optimle Studios. LLC
Type: Windows Instalr Package

‘Whil fls fiom the Iteret can be useful this fle type can
pateniialy haim your computer. Orly run software fiom publishers
youtust What's the tisk?





4. Click "Next".
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5. Select where you would like to save the files by clicking "Browse", select a location, and then click "Next".
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6. Click "Next" to confirm installation. 
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7. Click "Close" to exit the installation wizard. Installation is now complete. 
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NOTE:  The file installed shortcuts to the tool on your desktop, for ease of use. You do not have to keep these shortcuts, as you can access the CDC Medical Office Survey Tool from your programs menu.
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Important Notes on Use 
1. The installation wizard installed three documents onto your computer: 1.) Microsoft Excel® Spreadsheet (filename Survey Entry Tool.xls); a Microsoft Word® Template file (filename Report Template.dot); and a Microsoft Word® document file (filename Medical Office Survey.doc).

The Microsoft Excel® Spreadsheet (filename Survey Entry Tool.xls) and Microsoft Word® Template file (filename Report Template.dot) must reside in the same directory, or folder, when installed on your computer. The .dot file is a hidden file to avoid accidental editing and ensure it remains in the correct directory. The Microsoft Word® document file (filename Medical Office Survey.doc) can be moved and used from any location on your computer. 
2. In order for this software to function properly, you must not change the file names of the Microsoft Excel® spreadsheet or the Microsoft Word® template files. The name of the Microsoft Word® document file (filename Medical Office Survey.doc) can be changed. 
Step 1: Survey Preparation

Survey Description:
The Pandemic Influenza Survey for Medical Offices is a two-page survey containing 15 questions. The survey has been provided to you as a Microsoft Word document® file (filename Medical Office Survey.doc) in the folder you created during installation or as a shortcut on your desktop.
The survey asks medical offices to identify their current size, capabilities, emergency preparedness plans, and projected public health emergency needs. The purpose is to gather community-specific information that will assist you in incorporating medical offices into your community-wide pandemic influenza response plan and improve how medical offices operate and communicate before, during, and after an emergency.
Example:

Below is an example page of the survey you will distribute to medical offices within your community.  
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Preparation Checklist:

As you prepare to distribute the survey, review and complete the checklist below.
· Appoint an individual to manage the survey process.  This person will also serve as a point of contact (POC) for questions from medical offices in your community. 

· Develop a contact list for each medical office.  Be sure to gather information for each office including:

· contact names
· phone/fax numbers
· addresses and locations
· email addresses
· Determine the best method of distribution for your community.  You may choose to mix several of these methods. 

· email 
· fax

· mail

· in-person drop-off

· If you are using printed surveys, determine the following:

· number of copies needed
· outsource printing:  cost and vendor for printing

· in house printing:  supplies and staff
· mailing or delivery supplies

· Complete the information on the first page of each survey prior to printing and delivery to each medical office.    
· Create a written or electronic log to record the survey status for each medical office surveyed in your community. Record information such as delivery date, contact for pick up, return date, deadline for completion, etc.  

Notes:
	

	

	

	

	


Step 2: Survey Distribution 

Once you have completed Step 1, it’s time to deliver the survey.  Depending on your method of distribution, the process for delivery will vary.
Email, Fax, or Mail:

· Send the survey to the POC for each medical office.
· Utilize tools like “read receipt” for email messages and fax confirmations to ensure the recipient received the survey.

· Keep your survey status log up to date.

Drop off:

· Call the POC for each medical office to introduce yourself and schedule a delivery time.

· Deliver a printed survey to the POC for each medical office.

· Thank the individual for their time and schedule a pick up date/time before you leave each office.

Step 3: Survey Collection

Below are some helpful tips to ensure you receive the most number of completed surveys from your community.

· Follow-up with a phone call or email to each medical office POC a few days before the response date as a reminder.

· Return calls or emails quickly as you receive questions during the survey period.

· Thank each office for their time and participation.

Step 4: Post-Survey Analysis

This is the last step of the survey process.  All survey data should be entered using the Microsoft Excel® survey tool. 
Instructions for using the Survey Tool:


1. Open the survey entry tool using Microsoft Excel®.   

Depending on your computer settings, you may see a security warning regarding Macros.  Macros must be enabled in order to use this tool correctly.  
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If you see the security warning message:

· Click the “Options” button.  A pop-up window will appear.
· Select “Enable this content”
· Click “OK”
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2. Once macros are enabled, the tool will automatically open the Survey Tool Control Center menu.  Each menu option is explained below.

[image: image12.png]Survey Tool Control Center

Choose from the follwing options to get
started with the survey report tool

Enter New Survey |

Edit Existing Survey

Generate Report

View Contact List

Exit Survey Application







ENTER NEW SURVEY
Select this button to enter survey data for each medical office.  A survey form will appear on the screen like the example below.  
To complete the form, enter data directly from the survey into the corresponding field (fields are highlighted in blue). Use a new form for each medical office survey. 
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When you are finished entering data, click on the “Save Survey” button located at the end of the form.  
[image: image14.png]=
155 2. What information o training do you need from your local health
156 deparment?

157

158 3. Whatis your preferred method of communication?

155

150
ncel survey.
o0, __ Cancelsu

Save survey





Note:  Selecting the “Cancel Survey” button will clear all data entered- use cautiously.


EDIT EXISTING SURVEY
Select this button to make changes to or edit an existing survey.  Choose the name of the medical provider from the dropdown list and click “OK”. Edit the survey and click "Save Survey" if you wish to save your changes, or "Cancel Survey" if you wish to discard your changes. 
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GENERATE REPORT
The button generates a summary report specific to your community. Enter your community name and click “OK”. 
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Select the location where you would like to save your report, edit the filename if you would like, and click "Save". The date the report is generated is automatically included in the filename. 
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To view the Community Snapshot report you generated, locate where you saved the file and double click the filename. In this report you will find compiled and analyzed information about the medical offices in your community, including the survey results and action steps to further your planning efforts.
VIEW CONTACT LIST
This button allows you to access a complete list of contact information for each survey entered.  

Note:  Keep in mind that the information in this list will be as current as the last survey entered.  Click this button each time you wish to view the most current version.
· Notice the “Show Main Menu” button located in the top left corner of the form. Clicking this button will open up the main menu.
· Each column can be sorted/filtered by clicking on the drop down arrow.
· Information is this view cannot be edited.  To edit information, return to the main menu and click the “Edit Existing Survey” button.

· This information can be saved/printed as a Microsoft Excel® document.
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EXIT SURVEY APPLICATION
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Click this button to exit the survey application.  



The Oak Ridge Institute for Science and Education (ORISE) is a U.S. Department of Energy (DOE) institute focusing on scientific initiatives to research health risks from occupational hazards, assess environmental cleanup, respond to radiation medical emergencies, support national security and emergency preparedness, and educate the next generation of scientists.


This document was prepared for the Centers for Disease Control and Prevention (CDC) by ORISE through an interagency agreement with DOE. ORISE is managed by Oak Ridge Associated Universities (ORAU) under DOE contract number DE-AC05-06OR23100.








