
 

 

 

 

 

 

 

 

 

 

e-FINDS Training 
 

Instructor 
Slides & Script 

 

Commerce Training Institute 

Rev. June 2013 



NYS 
Evacuation of Facilities in  

Disasters Systems (e-FINDS) 
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Presenter
Presentation Notes
Say: Good {insert time of day} everyone!  Let me begin with a quick introduction of myself. My name is {Valerie Shuba and I am a Learning Management Training Specialist here at the State Health Department. I present trainings on various applications housed on the Health Commerce System, write instruction guides and quick cards. What I have found to be most helpful in identifying the stumbling blocks that arise in navigating the HCS, or sending and receiving data, has been answering help desk calls. Calls range from needing assistance finding a Dear Administrator Letter OR getting access to a particular application.}

Before we get started, let me make sure that everyone has my contact information. I will drop my contact information into chat, so if you suddenly need to leave the presentation at least you will know how to contact me or the other Commerce Trainers.  What is nice about Chat is that you can copy and paste right from the Chat feature located at the bottom right of this presentation. 

Action: Point to approximate location of chat
Type into Chat for All Participants
Valerie Shuba, Commerce Trainer
vas06@health.state.ny.us
hcsoutreach@health.state.ny.us
518-473-1809

Say: We are also joined today by {Program Area} to answer any questions about policies and or procedures that you may have about the e-FINDS application.  Thank you for being here with us today.  { }  you kindly introduce yourself to the group?

Transition: Thank you.  Next we have the ground rules for today’s class.



Ground Rules 
• Please turn off email, phones, instant messaging tools 

and clear other distractions away from your training area 
 

• Participate and prepare to be called on by name 
 

• Raise your hand, if you have a question or comment 
 

• Be patient waiting for a response to your chat messages. 
 

• If you leave the program, please use the coffee mug 
emoticon to let us know when you leave/return. 

Presenter
Presentation Notes
Say: These rules will ensure that we have a successful class today. Please read through them and give me a green check mark when you are done.  The green check is located at the base of the participant list, just above Chat.

Transition: Good. Just a couple of quick pointers about WebEx and we will get started.  First, we do not want anyone to leave today’s session with any unanswered questions about the e-FINDS application.  We will spend about _40_ minutes with the demonstration of the new tool, so please feel free to raise you hand or interrupt me if you have a question.  If you feel more comfortable, you may also type your questions/comments into Chat. If you prefer to use Chat, just be sure to send questions to All Participant or All Panelist, so that our program area experts can also read them.



e-FINDS 
• Common platform for sharing patient and 

resident location information 
 

• Secure, real time & easy to use 
 

• Promotes data accuracy 
 

• Time saving 
 

• Allows collaboration between facilities, facility 
types, and temporary shelters 
 

• Used for incidents, events or practice exercises 
 

Presenter
Presentation Notes
Say:  So what is eFINDS? It is a common platform for real time sharing of patient and resident location information, plus other important data when facilities need to relocate patients or residents. The application captures minimal amounts of data, and allows facilities to track the patient’s and resident’s movement to other facilities, facility types or temporary shelters. This information is shared in real time by Health Commerce System authorized users statewide, and was designed to document patient/resident location, as well as provide day to day or hourly updates as needed.

The application was modeled after the Department of Defense Joint Patient Tracking Application (JPTA) that was developed for successful transitioning of seriously wounded service members.

In other words, it allows for bi-directional exchange of data, and is easy to navigate.  The movement of patients and residents along with other necessary data that is vital their safety and well being.  The information captured saves time for the evacuating facilities and promotes accuracy and integrity, while managing their physical movement. 




Agenda 
• Introduction to e-FINDS 

• Actions of an evacuating facility 
– Register patient/resident 
– Update patient/resident 

• Actions of a receiving facility 
•Update patient/resident 
 

• Generate barcodes spreadsheets 

Presenter
Presentation Notes
Say: We will begin with what an evacuating facility can accomplish, and then take a look at what a receiving facility would do.  What is really nice about this system is it’s simplicity, and I think that you will find it very easy to navigate.  More importantly, the information that can be derived from it is critical, especially during a public health event or practice exercise.

Transition: Our goal is to have you leave today’s presentation feeling like a skilled operator of this new application. Let’s begin.



NYS Administrator 

• Distributes preprinted barcoded wristbands  
used for patient and resident evacuations  
– Wristbands are smudge-proof and comfortable to 

wear 

• Distributes hand-held scanners 
• Inputs an operation 

– Event or incident 
– Drill and practice exercises 

Presenter
Presentation Notes
Say:  State health developed this e-FINDS application to use during an event, incident or practice exercise. To facilitate the use of this critical application, we will print bar-coded wristbands and distribute to all facilities with a corresponding paper log. Along with the wristbands, facilities will also receive a hand-held scanner to read the barcodes. The barcodes provided will have a special sequence number used solely for your facility to allow for better patient and resident relocation management. The paper log contain your facility name in the header row. Below the header will be rows that contain the corresponding barcodes, a space for a patient/resident’s first name, last name, date of birth and gender.  

Although this application is being rolled out quickly, consideration was given to the durability and comfort of the wristband. 

The term operation refers to an event, incident or drill. Please keep in mind that multiple operations can happen concurrently or simultaneously.  The determined e-FINDS operation will be added to the application by the state. 



Facility User Role 
• Register patient/resident 

– with or without a scanner 
– one patient/resident at a time, or multiples 

• Update patient/resident Information 
– with or without a scanner 
– one patient/resident at a time, or multiples 

• Upload patient/resident file 

Presenter
Presentation Notes
Say: There are two facility levels:  The User and Administrator role. e-FINDS is a role based application. Access and permissions are assigned by the facility’s HCS Coordinator.

Depending on the operation, that is an event or drill, a facility may act as either an evacuating or receiving facility. Of course, we need to keep in mind, that situations change with the wind (so to speak), and therefore knowing your current role is critical, but can change in an instant. For example, an evacuating facility may decide to shelter-in-place.

If an evacuating facility has time, they will place the wristbands on the patients or residents being evacuated and register them. To complete the registration, the patient or resident’s wristband is scanned by the hand-held scanner, or the barcode can be manually entered, and then the data is inputted. The patient or residents information can be edited as many times as needed. Each edit or update is date and time stamped, and HCS user responsible for update is maintained in the patient/resident history.  Basically, the amount of time an evacuating facility has, could determine the amount of information captured in e-FINDS. We will take a closer look at the registration process when I demonstrate in the application itself.  

Just a note about the paper log that is received with the wristbands.  It was provided for situations such as no power or no internet.  Under these circumstances, the evacuating facility will simply send the blank or hand written log to the receiving facility. Remember, safety always comes first.





Facility Administration Role 

• Same as facility user 
 

• Generate patient/resident barcodes 
spreadsheet 
 

• Register multiple patients/residents without 
pre-printed  barcode wristbands 

Presenter
Presentation Notes
Say:  The only function that the facility administrator role can accomplish, that the user role cannot, is to generate bulk barcodes in a PDF or spreadsheet, and register multiple records at a time without barcodes.

Let’s go out to the Health Commerce System, and walk through some practice scenarios.  For demonstration purposes, we will act as both an evacuating and receiving facility during concurrent events.  The training scenarios are outlined in the participant guide, so please follow along.

Transition:  Demonstration Begins : Please refer to the Leader Guide “Register with wristbands”



Evacuating Facility  
Registers Patient/Resident with 

Barcoded Wristbands 
• Hurricane predicted to strike 3 NYS counties, 

and your facility resides in one of the 
identified counties 

• Hurricane expected in 3 days 
• Your facility plans to evacuate 

• Wristbands have been received from NYS 
 

Presenter
Presentation Notes
Demonstrate in application

Go to: HCS for demonstration
Read scenario.

Say:  This is our first training scenario. A Hurricane predicted to strike 3 NYS counties, and your facility resides in one of the identified counties. The Hurricane expected in 3 days, and your facility plans to evacuate. Wristbands and log sheets have been received from NYS.

In this case, the evacuating facility has the wristbands for the residents; either the facility’s administrator or user can scan the wristbands and register the patients or residents. To register the patients/residents:

Open the HCS and log in with your user id and password.
Click e-FINDS from My Applications
Select your current location form the dropdown list
Click Submit
You could click Register Patient/Resident from menu bar, but to save a step, just scan your first barcode with the handheld scanner
Confirm message:  Barcode is located. You can register a new Patient/Resident with it.
Enter First Name, Last Name, DOB ((mm/dd/yyyy)
Select the Gender
Verify Evacuation Operation is correct or select other operation from dropdown list
Verify Patient/Resident current location is correct
Select the Intended Destination from the dropdown list
Enter Bulk Group; this could be bus # or another means of transportation
Click the Register button
Confirm message: Patient/Resident info is updated
Repeat Steps 5-14 for each person being evacuated.

It is as simple as that.



Receiving Facility Updates 
Patient/Resident Who Have 

Wristbands 
• A bus has just arrived from an evacuating  

facility  
• All patients/residents have barcoded 

wristbands, and need to be checked in 

Presenter
Presentation Notes
Demonstrate in application

Say: Now we are the receiving facility. A bus has just arrived from an evacuating facility. All patients/residents have barcoded wristbands, and need to be checked in.


Click Admin from the menu bar
Select your location
Click the Submit button
Click Update Patient/Resident from menu bar
Select Multi Patient/Resident Update
Verify your location
Select Checking in Patients/Residents into this location
Verify the patients/resident are correct
Click the Select All box or the Update box for the patient/residents being received.
Click Check in Selected Patient/Resident button
Confirm Message:  Successfully updated {correct #} of Patient/Resident



Quick Search for  
Patient or Resident 

• Patient/Resident record needs to be updated, 
but user does not have a wristband 

Presenter
Presentation Notes
Demonstrate in application

Say:  Now we can be either a receiving or evacuating facility.
A Patient/Resident record needs to be updated, but user does not have a wristband.

You can use the Quick Search find and Update information.  In this scenario we don’t have a barcode to scan, but if we did, we would just scan it and record would display.
Updating a record would be to add more information or change info. such as correct spelling, DOB, location, notes, etc. Let find the person who needs to be updated.

Click Home from the menu bar
Enter name in Quick Search (located to right of screen)
Click Quick Search button
Locate the correct record that needs updating
Click on the Barcode (Serial ID) link
Verify:  Patient/Resident is found. You can update the information.
Add  or change the necessary information
Click Update Patient/Resident button

Note: the Patient/Resident Tracking History has been updated
Also: If a person has never been to your facility, you will not be able to search for them.





Evacuating Facility Administrator 
Registers Multiple 
Patients/Residents 

• Another operation has started, and your 
facility plans to evacuate all patients/residents 
 

• Facility has time to update information  

Presenter
Presentation Notes
Demonstrate in application

Say: We are now the evacuating facility administrator role, and we currently have no more wristbands.
Another operation has started, and your facility plans to evacuate all patients/residents.

If you have administrator permission, then:
Click on Register Patient/Resident from menu bar
Click Multi Patient/Resident Input
Verify Evacuation Operation
Select Intended Destination
Enter number of Barcodes needed
Click Generate Fillable Spreadsheet
Enter known information, such as name, DOB and gender
Click Save all Patient/Resident button
Verify message: Successfully saved {correct # being evacuated} Patient/Resident and note barcode was assigned to each person


Click Update Patient/Resident from the menu bar
Select Multi Patient/Resident Update
Verify location
Select Action Type:  Releasing Patients/Residents from this Location
Select Intended Destination
Complete Bulk Group field, for example transport via bus
Click Load All Patient/Resident
Select All check box or select Update box corresponding to the patients/resident
Click Release Selected Patient/Residents
Verify Successfully updated {#} Patient/Resident.



Receiving Facility Updates 
Patients/Residents Without 
Wristbands or Barcode Log 

• Another bus has just arrived from an 
evacuating  facility  

• There are no wristbands or any indication of a 
barcoded sheet 

Presenter
Presentation Notes
Demonstrate in application

Say:  We are now the receiving facility again. Another bus has just arrived from an evacuating facility. There are no wristbands or any indication of a barcoded sheet.
As a receiving facility, you can update the barcoded spreadsheet by gathering the patient/resident info. as evacuees come off the bus, then you can enter the information collected and update the location information at the same time.

Click Admin from the menu bar
Click My location
Select location
Click Submit
Click on Update Patient/Resident from the menu bar
Verify location
Select Checking in Patients/Residents into this location
Click Load All Patients/Residents button
Select the Update box corresponding to the patient/resident who have arrived from the evacuating facility (uncheck select all)
Click Check in Selected Patient/Resident button
Verify:  Successfully updated {#} Patient/Resident.





Evacuating Facility User  
Registers Multiple 

Patients/Residents via File Upload 

• An evacuation is needed and your facility 
plans to evacuate all patients or residents, and 
has a little time to register the patients or 
residents via an Excel spreadsheet 
 

Presenter
Presentation Notes
Demonstrate in application

Say:  Another evacuation is needed and your facility plans to evacuate all patients or residents, and has a little time to register the patients or residents via an Excel spreadsheet.
This scenario will demonstrate the permission differences of a user and the facility’s administrator roles.
First, the admin will need to provide the user role with a spreadsheet of barcodes

I am now in the admin. role:

Click on Manage Barcodes from menu bar
Select Generate Barcodes Spreadsheet
Enter the Number of Barcodes that you will need
Select the Excel format option button Note:  PDF is also an option for time saving.  You could simply print the PDF, hand write the info that you have time for and sent to the receiving facility with the patient/residents.
Click Generate button
Save the file and email to the user role

OK.  Now I am the user who received the Excel file

Demonstrate: 
Open the spreadsheet from your desktop
Enable editing
Enter the name, DOB and gender of person {** BUT do not fill in all fields. This will allow you to demonstrate the override feature in the next scenario}
Click Save.
Return to eFinds
Select or verify location
Click Register Patient/Resident from the main menu bar
Select Patient/Resident File upload
Verify Evacuation Operation and current location
Click Browse button
Locate Excel file with saved patient/resident information (nys_e-FINDS file name with facility id, date and time) Note:  PDF files cannot be upload but could be faxed in.
Click Open to add file
Click Upload button
Verify Patient/Resident Info is updated below
Edit information if needed
Click Save All Patients/Residents

Note:  If the excel file has no patient/resident information, then the file cannot be uploaded.



Evacuating Facility Updates 
Patient/Resident 

• Patient/Resident is being sent to another 
intended destination and record needs to be 
updated 
 

• Barcode is known, but there is no wristband 

Presenter
Presentation Notes
Demonstrate in application

Say: Patient/Resident is being sent to another intended destination and record needs to be updated.

Patient records may be updated as many times as needed.  So image you were told that all were going to one intended destination, but now one of the people you just registered is being sent to another place.  We are going to update record by continuing from the previous scenario.

Simply click on the barcode from the uploaded data display
Update the necessary fields, such as another intended destination
Click the Update Patient/Resident button

Note:  From my file upload, not all fields were completed for this person, so when click the update button an error message displays in red
Last Name is Required. Enter required data or click on the Override button.

4. Click the Override button
5. Verify Patient/Resident info is updated.







Recap 
As an Evacuating Facility: 
• Registered patients/residents with barcoded 

wristbands 

• Registered multiple patients/residents without  
barcodes 

• Updated patient/resident information 

• Searched for a patient/resident 
  

As a Receiving Facility: 
• Updated patients/residents who have wristbands 

• Updated patients/residents without barcodes 
 

Presenter
Presentation Notes
Say: OK. To re-cap what we just accomplished: 

In the User Role at an evacuating facility,  we registered Patient/Residents with a scanner, then we used a spreadsheet provided by the facility admin. role to register multiple Patient/Residents. 

As the facility admin., at the evacuating facility,  we registered multiple Patient/Residents without having wristbands, and then we generated a barcode spreadsheet for the user role to register a group being evacuated.

We used the Quick Search to find and update a record by scanning a barcode and by entering a name.

As a receiving facility, we updated location information for multiple records by scanning the wristbands, and then we updated location information without having wristbands or barcodes to scan.

Now it is your turn to use the application and get some hands on experience.
Go to page __ of your participant guide and complete the exercises.
I will be here if you need assistance or have questions.



Exercises 
1. Scan barcode:  What is patient/resident’s 

name? 
2. Enter barcode: What was patient/resident’s 

intended location? 

3. Register a patient/resident to be relocated 
4. Register multiple patient/residents from 

spreadsheet provided 

5. Update patient/residents to shelter-in-place 

Presenter
Presentation Notes
Now it is your turn to use the application and get some hands on experience.
Go to page __ of your participant guide and complete the exercises.
I will be here if you need assistance or have questions.



Exercises 
6. Change intended destination for two 

patient/residents 
7. Determine number of available bar codes for 

your facility 

8. Receive patient/resident with barcode 
9. Update a patient/resident’s DOB 

10. Return patient/resident (barcode) to original 
facility 

 



Contact Information 

Commerce Trainers 
518-473-1809 

hcsoutreach@health.state.ny.us 
 

Office Health Emergency Preparedness 
518-408-5163 

hseppny@health.state.ny.us 
 

Presenter
Presentation Notes
Thank you for participating in this training.  Feel free to contact the Commerce Trainers with your technical questions.  I always find it easier to just pick up the phone if you have questions, so I advise you to contact us anytime.  If we cannot answer your questions, then we are most likely able to direct you to the program area that can.

{OHEP closing statement…}

Again we would like to thank your for your time.  Have a good day.

hseppny@health.state.ny.us   ◄Health Systems Emergency Preparedness Program BML/BML/DOH
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