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Welcome to the NC Lifestyle Change Data Management Website

The NC Lifestyle Change Data Management Website can be accessed from any
computer with an internet connection. To access the website, type this address in your
web browser:

www.nclifestylechange.org
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Access to the NC Lifestyle Change Data Management Website is available to any group
conducting a diabetes prevention program in the state of North Carolina that has
purchased a subscription. If you have purchased a subscription and requested an
account, you will receive a username and temporary password via email. Your username
will be your email address. The email will also contain instructions and a link that will
allow you to set a new password that you can easily remember.

After you have set a new password, you can click on the Login button in the upper right
corner of the page. Enter your user name and password in the fields that appear.

The NC Lifestyle Change Data Management website has been designed so that your
access to different parts of the site will vary depending on the role that you play in your
diabetes prevention program. If you are serving as the diabetes prevention coordinator
overseeing multiple groups being run by different lifestyle coaches in your area, your
website access will allow you to do things like see all of the groups at your location and
place participants in groups. If you are a lifestyle coach, you will only have access to the
data for your group(s).



Once you have successfully logged in to the website, you will see this homepage:
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Basic Features of the NC Lifestyle Change Data Management Website _/

On the homepage, you will notice several different drop-down menus. Each of these
menus will allow you to access different areas of the website. To access each menu, just

move your mouse over the name.

The Dashboard menu is the information hub for the website. From here, you can return
to the homepage, access a directory for all users, download documents, and view a
calendar of upcoming trainings and other events.

The Data Entry menu allows you to enroll new participants in your program and verify
their eligibility to participate based on the criteria established by the CDC for
recognition as part of the National Diabetes Prevention Program.

The Lifestyle Change Programs menu will take you to your group data. Depending on
your role, you may be able to see all the lifestyle groups associated with your clinic/site,
county, or region. From this menu, you will be able to manage the attendance, weight,
and physical activity data for each group.

The Admin menu (short for Administration) allows you to create new groups, set the
dates for group sessions, and place participants into your groups.

Each of the functions described above will be described in detail later in this manual.



How Do | Enter My Group Data?

There are three key steps that you must complete in order to be able to enter the data
from your group meetings. First, you need to set-up your group. Then you will need to
enroll your group members by providing some basic information to determine their
eligibility for participation. Finally, you will need to place these participants in the
correct groups.

Setting up a Group

1. Go to the Admin menu.

2. Under the heading Lifestyle Change Program Admin, select Lifestyle Change
Program Setup.

3. Click on the green box labeled ‘Add New Program’.
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4. You will then be asked to enter some identifying information for your group (a
screen shot of this screen is located on the next page).

a. Provide a name for your group.

b. Provide a descrijption for you group. This can include the location, week
night, time, etc.

c. Select a program clinic location. This drop-down menu will display all
clinics to which you have access.

d. Select a program coach. This is the person who will be leading the group.
In this field, you should be able to select from all the personnel who have
accounts from your clinic.

e. Select a program curriculum. You will choose between HELP PD and the
CDC-DPP curriculum. This will enable the website to choose the right
schedule of group meetings for you.

f. Select a program maintenance length. According to the CDC, all diabetes
prevention programs are required to do at least 6 months of post-core
meetings, but you can also select 12 or 18 months depending on the
needs of your program.

g. Enter a start date for your group. This is the date of the first group
meeting. By entering the date of the first meeting, the website will
automatically generate a schedule of all the group meetings moving




forward from that date. There is a function, which will be discussed later in
this guide, which allows you to manually edit the dates for each group
session if you need to skip a week or reschedule a group meeting.

h. Click Save.

i.  You will be returned to the same page, but you will notice that there is
now a blue box at the top that lists the program name and a numeric ID.
This means that the group has been set-up. This new group should also
appear when you select the Lifestyle Change Programs menu.

Lifestyle Change Program Administration / Program List / Program Detail

ADD NEW LIFESTYLE CHANGE PROGRAM

Lifestyle Change Program Name:

Description:

Program Clinic Location:

Program Coach:

Bridgette, Blackwell (bblackwe)

Caroline, Blackwell (cblackwe)

Julia, Robertson (jurobert)

Mara, Vitolins {mvitolin)

Jane, Smith (sweetCarolinewf@gmail.com)
Wesley, Roberson (wroberso)

Program Curriculum:
Program Maintenance Length:

Start Date:
MM/DD/YYYY




Enrolling Group Members

The CDC requires that you get some basic demographic information from participants
and that anyone whose data is reported meets basic criteria for participating in a
diabetes prevention program. We have designed the website to collect and verify that
information for you. Every time that you want to determine if someone is eligible for
the program and enroll them, you will need to enter this information. We do have
paper versions of this form available and we recommend that for recording keeping
purposes, you keep a paper copy and also enter the info into the database. The CDC
may request verification of some data.

1. Go to the Data Entry menu and select Data Entry. You will see the Participant
Registry Page.

Data Entry Menu Participant Registry

Tha naxt avalabis participant |0 is autcmatically genaralad below. You must sntar the panticipants acrostic

0211031258 Acroatic 1equired Fegister New Participant
Salect an axisting panticipant 1o entar foem data
PIO required Acrostic requirad S Extsting Parkip
search: [
0211031235 HUNNI A
0211031235 HARCE
0211031237 ARNJO
21z MANMA

0211031239 EDWLI
0211031249 DuBPA
e BLATE

0211031242 CRULA

N3130%1 948 ME sl

2. In green, you will see the option to Register a New Participant. The participant
identification number will already be generated for you based on your clinic
affiliation. The participant identification number (PID) is unique to each
participant. It is made up of 10 digits- two digits for the region, two digits for the
county, two digits for the clinic, and four digits for the participant. You will need
to enter an acrostic, the second artificial identifier that we use for security
purposes. The acrostic is a combination of letters from the participant’s name.
To enter the Participant Acrostic, type the first three letters of the participant’s
last name and the first two letters of the first name. Then click the Register New
Participant button.

3. The participant has now been created in the database system. In blue, you will
see an option to Select an Existing Participant. Enter the PID and acrostic for the
participant you just created and click Select Existing Participant. This will take
you to the data entry homepage for this participant.
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4. On the left side of the page, click on the link for Enrollment Form.

/

5. Enter all of the information on the form and click Submit. If any required
information is missing, you may receive an error message that will prevent you
from saving the data. If you have entered information that will make the
participant ineligible based on the CDC standards, you will receive a warning
message after the form has been saved. Only those participants who meet the
criteria established by the CDC will be displayed in the list of participants that
can be placed in groups.

6. Once all required data has been entered, the home page for eligible participants
will now display in green.

North Carolina REPORT A PROBLEM PROFILE MANAGER: JANE SMITH LOGOUT
Prevention
PROGRAM DASHBOARD ~  DATAENTRY -~  LIFESTYLE CHANGE PROGRAMS ~  ADMIN ~

Home / Data Entry / Data Entry - Participant Hub

Data Entry Menu Participant Program Eligibility

Participant Eligible for Program!

Data Entry: 0211031235 (HUNNI)

- £1 Data Entry: 0211031235 (hunni)
+ EIPEV
» ) Enroliment Form V1(D1/26/2016)

11/23/2015 03:53:35 PM Male

e ——




Placing Participants in a Group

We have designed this website so that more than one lifestyle group can be conducted
at each site. It is also likely that you will have the occasional participant who begins in
one group, but needs to switch to another. The NC Lifestyle Change Data Management
website will allow you to move participants in and out of groups as needed. Please
remember that these functions will only be available to diabetes prevention
coordinators, not all users on the website.

1. Go to the Admin menu.

2. Under the heading Lifestyle Change Program Admin on the right, select Lifestyle
Change Program Participant Selection.

3. The next screen will show you all of the groups at your clinic. Select the group to
which you would like to add members by clicking on the group name.
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{1} Farsyth County
{1} Forgyth County Jana Smith's Pretand Group
{1} Farsyth County

—

4. The next screen lists all the participants that have been enrolled at your site. If
you entered data on someone that did not meet the CDC Standards, they will
not show up on this list.
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5. To move participants into the group, highlight the PID in the left column and
click the right arrow button.

6. If you need to remove participants from the group, highlight the PID in the right
column and click the left arrow button.

7. When you are done making changes, click Save. The participants that you
moved into the group should display on the right and eligible participants not
currently assigned to a group should display on the left.

REPOAT A PROBLEM PROFILE MANAGER CAROLINE BLACKWFLL LOGOUT,
o North CnmiiEa
Prevention
PROGRAM DASHBOARD ~  DATAENTRY -  LIFESTYLE CHANGE PROGRAMS ~  ADMIN -

| Hestyle Change Program Administration / Program Paricipant Selection | Program Participants

[RESEU L Jane Smih's Pretend Group

Program I0): 4DB4CE5B-CES0-44DB-B268-FIS0TT 26444

Eligible Participants

0211031235
021103
0z

Program Group Members
0211031236

0

0211031253




Entering Your Group Meeting Data

You are finally ready to enter the data you have collected at your group meetings!

1. Go to the Lifestyle Change Programs menu and select Lifestyle Change Programs.
If you are a Lifestyle Coach, this is the only portion of the site you will be able to

access.
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If you have any questions about the study or the website please direct those to Caroline Blackwell.

Announcements:

My Groups

NAME/DESCRIPTION:

Caroline’s Second Imaginary Group

Neets Tuesdays at 6 PM at the Community Center
Jane Smith's Pretend Group

Wednesday Night at 6 PM, Church of Christ
Bridgette's Imaginary Group

Planet Klingon, Wednesdays, 2 PM

Congratulations, Caroline Blackwell, you have logged in to the NC Lifestyle Change websitelll This is the Lifestyle Change Program site.

Under My Groups, you will see each of the groups to which you have access.

Select the group for which you want to enter data by clicking on the group name.

group.

This takes you to a group homepage. Here you will see a list of participants in this
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Visit Schedule  Group Anits Gontact Info

Geoup Riports

Giroup Links.

Wekght Weight Waeight Wight Weight Weight Wight Weight Weight
|
Yet Yet : Yet Yet et Yet Not Entened Yet Not Entered Yet Not Enlered Yet
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Yot Ya : Yo Y Yu Yo ! Hot Entered Yol Nat Entered Yeat Not Entared Yeat
Neot Entered Yot Mot Entered Yet : Kot Entered Yot Het Entered Yet Not Entered Yet Mot Enterod Yot Hot Entered Yet Mot Entered Yat Mot Entared Yat
Mot Entered Yat Pt Enbered Yot I Kot Entered Yot Kot Entered Yot Mot Enterod Yet Mot Entered Yot Mot Entored Yot Not Entered Yat Hot Entered Yot
et Entared Yol Fist Entared Vel | Mt Endred Yol Mt Entared Vol Mt Enbared Vel N Enbaend Vol | Mol Entinsd Yl Mol Entared Yal Mol Enlired Yal
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4. You will then click on the group meeting that you want to enter. They are coded as
IPO1, IPO2, etc. in blue at the top of the row. This means intensive phase 1, 2, etc.
This will bring up the form to enter your data.

5. For each participant, you will enter a Yes or No for attendance. Do not leave this
blank. If No, you will also be able to select a reason that the session was missed. If
you select other, fill in the Other text box. You will also enter weight, weekly
physical activity minutes, and any notes you would like to keep from the meeting.

D.é{apbetes
P&e;%ntlon

Group Attendance Form - Jang Smaks Pretend Group

FiD

0211031236
oM
0F11031239
U104
1211031244
0211031246
0211031249
0211031250
0211031253

Vigt Code Vigt Date Antendance

12 1-Yes v

- Yes v
102015 [1-Yas v
12022015 [1-Yes ~|
202015 [1-Yes ™|
12022015 (1. Yes ]
12002015 [2-He |
12022015 [1-Yes v
1202015 [1- Yes |

Reason Session Missed

2 - Transpontation dificulties

(€l L €€« g

Ot (Specify)

Weight

01
198

224
165
251
(130

182
204

Aetivity Mins
a5 ]
10

15

1m0

60

10

50

Motes

6. Click Save.

7. You will get a message that says you are attempting to save data. Click OK.

-

Message from webpage

=X=)

'@ You are attempting to save data.

If you want to continue saving the data click the OK button, if
you want to return to the page without saving the data click the

Cancel button.

OK ] l Cancel

8. You will be returned to the group homepage where your data for that session is

now displayed.
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Changing the Meeting Dates for Your Group

As mentioned previously, the website will automatically generate the group meeting
dates for you when you select the curriculum and start date (part of Lifestyle Change
Program Set-Up). Since some programs do not require meetings on a weekly basis,
you may need to go in and edit the automatically generated dates. Please note that
this function is only available to diabetes prevention coordinators, not lifestyle
coaches.

1. Go to the Admin menu.

2. Under the heading Lifestyle Change Program Admin on the right, select Lifestyle
Change Program Dates.

3. The next screen will show you all of the groups at your clinic. Select the group for
which you would like to change the dates by clicking on the group name.
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CLINIC LOCATION # | LIFESTYLE CHANGE PROGRAM GROUP NAME

{1} Farsyth County
{1} Forgyth County
{1} Farsyth County

—

4. The next screen lists all the scheduled meeting dates. The visit code (session
number) is listed to the left of the currently scheduled date. Please note that there

is a tab for each year in which there should be meetings for this group. This is
based on the start date and the length of the post-core or maintenance phase that
you selected during Lifestyle Change Program Set-Up.

Program Name:
1Paa: W Clinic Closed [
IPOT: W Clinic Closed  []
IFOS: W Clinic Closed [
1POa: W Clinic Closed  []
IF10: W Glinic Closed [
1P11: W Clinic Closed [
IP12: W Clinic Closed [
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Edit the date for the session(s) as needed. Please note that changing the date for

one session will not affect sessions scheduled to occur after that. In other words,

you will need to edit all the dates after a week where a session was skipped to
reflect a shift in the timeline for the group.

Click Save Year 2016.

We recommend that you verify that the group meeting schedule is correct before

you begin entering your data, although changes in the group schedule often occur
with little warning and can be corrected while the group is ongoing.
The corrected visit dates should be reflected when you access your group data via
the Lifestyle Change Programs menu.

Lifestyle Change Programs / Lifestyle Change Program List { Group Program Visit Schedule
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Visit Schedule  Group Alerts  Group Reporis

Contact Info

Group Links

Weight Weight Weight Weight
Yes 1242 Yes 182.0 e 170.4 Yes 177 Ve
Yes 2331 Yes 2338 Yes 2322 | NotAnswered Yes
Mot Answered Yes 2002 e 1083 Not Answered Ve
Yes 1905 Yes 1883 Yes 1388 Yes 187.3 Yes
Yes 1882 | Not Answered Yes 188.0 Yes 185.2 Yes
Yes 1514 Yes 150.7 Yes 1423 | Not Answered Yes
Yes 1627 Yes 1811 e 160.0 Yes 1618 Mot Answered

Weight

Weight Weight Weight
Yes 1725 Yer 1706 Not Entered Yet Mot Entered Yet
Yes 2301 Yes 2272 | Not Entered Yet Not Entered Vet
Not Answered Yer 1940 Not Entered Yet Mot Entered Yet
Yes 1848 Yes 1817 | Not Entered Vet Not Entered Vet
Yes 180.3 Yes 1785 | Not Entered Vet Not Entered Vet
Yes 1421 | Not Answered Not Entered Vet Not Entered Vet
Yes 1582 Yes 157.0 Not Entered Yet Mot Entered Yet

wel
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