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Section 1: Introduction 
The electronic Persistent Pain Outcomes Collaboration (ePPOC) provides outcomes-
based benchmark reporting for pain management services throughout Australasia. 
ePPOC involves the use of a standardised dataset, a data collection protocol and 
regular data submissions to ePPOC for analysis and reporting. epiCentre is the 
software used to collect, manage and use ePPOC data. This manual provides 
instructions for using the key functions of epiCentre.  

About epiCentre 

epiCentre has been purpose-built to support ePPOC and assists you to collect and 
record data in accordance with the ePPOC protocol. ePPOC data includes patient-
reported data and clinician-calculated data.  

epiCentre is integrated with an online survey tool called ‘REDCap’ to create 
questionnaires quickly and easily, and receive electronically completed 
questionnaires. REDCap is hosted on a web server in a secure data centre at the 
University of Wollongong. epiCentre creates questionnaires on the REDCap server, 
and automatically synchronises the data between REDCap and your epiCentre 
database. The system’s design means REDCap never stores, or even sees, any 
identifiable patient data. 

epiCentre also assists participating services to follow the prescribed ePPOC 
processes and protocols. 

System requirements 

epiCentre requires a version of Windows, Windows 7 or later. If on a non-Windows 
10 version, you will need to have .Net Framework 4.6 installed. 

Feedback and assistance 

ePPOC welcomes your feedback and can provide you with epiCentre support and 
training as required. To provide feedback or request training and support, please 
contact ePPOC at eppoc@uow.edu.au 

   

  

mailto:eppoc@uow.edu.au
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Section 2: ePPOC data collection protocol 
for measuring patient outcomes 
epiCentre facilitates the collection of patient information in a manner consistent 
with ePPOC’s prescribed protocol. Automated workflow reminders and an inbuilt 
questionnaire manager assist you to collect ePPOC data at the correct time by 
prompting you to create questionnaires at specific points along a patient’s treatment 
journey.   

2.1 ePPOC protocol 

The ePPOC protocol defines the elements of a patient’s treatment at a pain 
service: 

 Referral – the date the referral is received by the pain management service. 

 Episode of care – the period of care at your pain service. This is defined as the 
time from the first clinical contact (Episode start) to when active treatment is 
completed (Episode end).  

 Treatment Pathway – the type of treatment delivered within an Episode of 
Care. An Episode can consist of one or more Treatment Pathways, delivered 
sequentially.  

There are four Treatment Pathways: 

1. Group – group pain management programs 
2. Individual – individual appointments with clinicians  
3. Concurrent – group programs and individual appointments provided at 

the same time 
4. Other – treatment types that do not fall within above Pathway types 

(e.g., procedural interventions). 

 Service events – the actual services provided to the patient within an Episode of 
care (e.g., multidisciplinary assessment, individual appointment with 
psychologist). 

2.2 Questionnaire collection  

Questionnaire collection aligns with the ePPOC protocol to ensure that data reflects 
the change in patient status from: 

1. Pathway start to Pathway end (to assess the effect of a particular treatment type) 

2. Referral to Episode end (to assess change at the end of an Episode of pain 
management) 

3. Referral to follow-up at 3-6 months after Episode end (to assess longer-term 
outcomes for those receiving treatment) 
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Accordingly, patient questionnaires should be collected at: 

1. Referral (baseline patient data) 

2. Start of a Pathway (pre-treatment data)  

3. End of a Pathway (end of treatment data/end of Episode data) 

4. 3 to 6 months after the Episode of Care has ended (to assess longer-term change 
and determine whether changes have been maintained) 

 

The figure below illustrates the ePPOC questionnaire collection points during a 
patient’s treatment journey. epiCentre will prompt you to collect a questionnaire at 
each of these four points.  

 

 

 Tips: 

 Services can collect additional patient questionnaires at any other time 
throughout or after the Episode to monitor and review patient progress. 
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Section 3: An overview of epiCentre 
epiCentre’s user interface is divided into three parts. 

1. Menu bar - allows you to navigate between the different tabs in epiCentre.  

 All users can access the tabs labelled: ‘PATIENTS’, ‘QUESTIONNAIRES’, 
‘SETTINGS’ and ‘ABOUT’.  

 Only Administrators and Managers can access the ‘USERS’ and ‘FACILITY’ 
tabs. 

2. View screen - displays the screen content. 
 

3. Workflow bar - contains information on patients who may require follow-up 
actions (for more details, see Section 9: Managing the workflow – patients and 
questionnaires). 
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3.1 ‘PATIENTS’ tab 

Clicking on the PATIENTS tab from the menu opens the PATIENTS screen.  This lists 
all active patients* at your service. From this screen you can add, search, edit and 
manage your patients. Icons on the right side of the screen allow you to edit patient 
information; access treatment details, questionnaires and reports; and archive or 
delete patients. 

*active patients are those who have not been deleted or archived 

 

 

 

 

 PATIENTS screen features: 

1. Clicking on any of the patient list headers allows you to sort the patient list by 
header. 

2. Double clicking on a patient’s row takes you to their TREATMENT DETAILS 
screen.  

3. The ‘Edit’ icon allows you to edit the patient’s details.  
4. The ‘Treatment Details’ icon takes you to the patient’s TREATMENT DETAILS 

screen.  
5. The ‘Questionnaires’ icon takes you to the patient’s ‘Questionnaires’ screen.  
6. The ‘Progress Report’ icon displays the patient’s progress report.  
7. The ‘Delete’ icon deletes the patient. 
8. The ‘Archive’ icon archives the patient. 
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3.2 ‘TREATMENT DETAILS’ screen 

The TREATMENT DETAILS screen allows you to create, edit and view a patient’s 
Episodes of Care information, Treatment Pathways, Service Events, and Patient 
Notes. 

Access the TREATMENT DETAILS screen by clicking the asterisk icon next to the 
patient’s name in the PATIENTS screen.  

 

 

 

‘Action buttons’ allow you to add/start/end components of the patient’s treatment 
journey and prompt you to create questionnaires in accordance with the ePPOC 
protocol.  

Action buttons 

Treatment details 
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Action buttons are active (blue) when their action is logical and inactive (grey) when 
it is not. For example, you cannot end a Treatment Pathway if the Treatment 
Pathway has not been started.  

 

3.3 ‘QUESTIONNAIRES’ tab 

Clicking on the QUESTIONNAIRES tab opens the QUESTIONNAIRES screen. This 
screen lists all questionnaires for all active patients at your service.  

 

 QUESTIONNAIRES screen features: 

1. Generate a printable list (.csv) of all questionnaires displayed on the view 
screen  

2. Print blank questionnaires 
3. Receive electronically completed questionnaires 
4. Search for questionnaires by patient name, status, date, etc. 
5. View all questionnaires of a particular status by clicking on the status 

buttons. This is helpful if, for example, you want to see which questionnaires 
‘require follow-up’, or which questionnaires are ‘received’ and need the 
Office Use Only section completed. The default view is ‘All’.  

6. Sort the questionnaire list by clicking on the headers to arrange in 
ascending/descending order of that category. 
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Section 6: Creating and sending questionnaires provides information about how 
patients can receive and complete the questionnaires. 

 

3.4 ‘USERS’ tab 

Clicking the USERS tab opens the USERS screen. Here you can add or remove users, 
and edit user details and user roles.  

 

 

3.5 ‘FACILITY’ tab 

Clicking on the FACILITY tab takes you to the FACILITY screen. This lists all facilities 
registered to your service (in most cases this is limited to one or two facilities). This 
screen allows you to change questionnaire reminder/expiry times, customise email 
templates, and check your facility tokens.  
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3.6 ‘SETTINGS’ tab 

Clicking on the SETTINGS tab opens the window below, where a logged-in user can 
change their password and registered email address.  

 

3.7 ‘ABOUT’ tab 

Clicking on the ABOUT tab opens a window displaying ePPOC’s contact details and 
information on the epiCentre version installed on your computer. It also provides 
access to the configuration file location and allows you to send a support email to 
ePPOC that includes your user error logs. Both features are useful if you have any 
technical difficulties with epiCentre. 
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3.8 ‘EXTRACT’ tab 

Selecting the EXTRACT tab from the menu opens the window below. This allows you 
to extract the data held in epiCentre into .CSV files. You can submit these to ePPOC 
for reporting purposes, or use them to conduct your own data analysis.  

Section 12: Extracting your data outlines the process for extracting your data.  
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Section 4: Managing your patients 
4.1 Adding patients 

 To add a patient: 

1. In the PATIENTS screen, click ‘Add patient’  
2. In the ‘Patient details’ window, enter the patient’s personal information, 

residential information and contact details  
3. Click ‘Submit’  
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💡💡 Tips: 

 Do not complete the ‘Questionnaire items’ section – this data is automatically 
populated when the patient completes the Referral Questionnaire. 

 Include the patient’s postcode if reported - this allows the calculation of 
socioeconomic data in the report.  

 If you plan to send electronic questionnaires, you must enter the patient’s email 
address.  

 An error message will appear if the following mandatory items have not been 
entered:  

 patient identifier 

 surname 

 given name 

 date of birth 

 gender 
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4.2 Editing patients 

 To edit a patient’s details: 

1. Click the Edit icon (pen) for the patient in the PATIENTS screen   
2. Make changes as required in the ‘Patient details’ window 
3. Scroll down and click the ‘Submit’ button at the bottom of the window to save 

changes (see ‘tips’ below).  The window will automatically close if saved 
successfully.  
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💡💡 Tips: 

 The blue ‘Submit’ hyperlink text at the top of the window is a shortcut key that 
directs you to the ‘Submit’ button at the bottom of the window.  You must click 
the ‘Submit’ button to save your changes; this will also close the window. 

 

4.3 Archiving patients 

 Background: 

Archiving patients hides their information from view, but does not delete them. 
Archiving patients can reduce the number of patients and questionnaires that you 
see in the PATIENTS and QUESTIONNAIRES screens, making it easier to navigate. 
Data from archived patients are included in the data that you extract for ePPOC and 
your own research. 

 



18 
ePPOC – epiCentre User Manual – June 2021 

💡💡 Tips: 

 Only archive patients when they have completed treatment and have completed 
all questionnaires. 

 For patients who have completed treatment and have an outstanding post-
Episode follow-up questionnaire, we recommend waiting at least three months 
after sending the questionnaire before you archive them.  

 

 To archive a patient: 

1. In the PATIENTS screen, click on the Archive icon (folder) next to the patient’s 
name  

2. Confirm the action (Click ‘Yes’)  

 

 

 

 

 To restore an archived patient: 

1. In the PATIENTS screen, click ‘Advanced Search’   
2. Enter the patient’s details and check the box for ‘Archived Patients’ 
3. Click ‘Search’ 
4. Archived patients matching the search criteria will appear in greyed-out font 
5. Click the Archive icon next to the patient you want to restore 
6. Confirm the action (Click ‘Yes’) 
7. The patient will be restored to ‘Active’ status 
8. Click ‘Clear Search’ 
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4.4 Deleting patients 

 Background: 

Deleting a patient removes them from the PATIENTS screen, and removes all 
questionnaires linked to them in the QUESTIONNAIRES screen. Unlike archived 
patients, deleted patients’ data are not included in data that you extract for ePPOC 
or your own research.   

💡💡 Tips: 

 Only delete patients who have been added in error, or if they are a test patient.  

 To remove a patient who has finished treatment from the active treatment list, 
follow the process for archiving (Section 4.3 Archiving patients). 
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 To delete a patient: 

1. Click on the Delete icon (bin) next to their name in the PATIENTS screen 
2. Confirm the action (Click ‘Yes’) 

 

 

 

 

 

 To restore a deleted patient: 

1. In the PATIENTS screen, click ‘Advanced Search’   
2. Enter the patient’s details 
3. Check the box for ‘All Patients (including deleted)’  
4. Click ‘Search’ 
5. Deleted patients matching the search criteria will appear in light pink font 
6. Click the Delete icon (bin) next to the patient you want to restore 
7. Confirm the action (Click ‘Yes’) 
8. The patient will be restored to ‘Active’ status 
9. Click ‘Clear Search’ 
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4.5 Searching for patients  

 To search by sorting the patient list: 

In the PATIENTS screen click on a bold header (e.g., Date Of Birth, Referral Date).  

 The patient list will arrange in ascending/descending order of that category 
 Clicking the same header again will reverse the order  
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 To search using the basic search function: 

1. In the PATIENTS screen, enter the patient’s name or patient ID 
2. Clicking the drop-down list to the left allows you to search by ePPOC ID  (see 

Tips) 
3. Click the Search icon (magnifying glass) 
4. Patients matching the search criteria will appear 
5. Click ‘Clear Search’ to return to the main patient list 
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 To search using the Advanced Search function: 

1. In the PATIENTS screen, click ‘Advanced Search’ 
2. Enter the relevant patient details. Advanced Search uses ‘AND’ between fields 

(e.g., if you include a first and last name it will only return patients who match 
both of these search terms) 

3. Click ‘Search’ 
4. Patients matching the search criteria will appear 
5. Click ‘Clear Search’ to return to the main patient list 
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💡💡 Tips: 

 If searching for a specific questionnaire from a patient it may be easier to use 
the search functions available in the QUESTIONNAIRES screen (Section 9.6 
Searching for Questionnaires:). 

 The ePPOC Patient ID is a unique identifier that allows ePPOC staff to 
communicate with you about your patients (ePPOC does not receive patient-
identifying information).  
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Section 5: The Episode of Care  
You can view and edit everything relating to a patient’s Episode of Care in their 
TREATMENT DETAILS screen.  

 To access the TREATMENT DETAILS screen: 

1. Locate the patient in the PATIENTS screen and either double-click on their name, 
or click on the Treatment Details icon (asterisk). 

2. Episode of Care details are displayed in the top left quadrant of the TREATMENT 
DETAILS screen  
 
Section 3.2 ‘TREATMENT DETAILS’ screen provides an overview of the contents 
and features of the TREATMENT DETAILS screen  
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5.1 Creating a new Episode of Care 

 Background: 

ePPOC defines an active Episode of Care as a continuous period of care for a patient 
in one pain management service.  You should create a new Episode of Care for every 
patient referred to your service for treatment or assessment.  Not all of these 
patients will start an active Episode of Care however (e.g., some may be assessed 
and referred on to a more suitable service).  Entering all patients into an Episode of 
Care and administering a Referral Questionnaire allows you to collect information on 
the types of people who are referred to your service.  

 

 To create a new Episode of Care:  

1. Information on a patient’s Episodes of Care is located in the top left quadrant of 
their TREATMENT DETAILS screen  

2. Click on ‘New’ in the Episode action bar  
3. Enter the referral date - this is the date your service received the referral, not the 

date the referral was made 
4. Completing the other items 
5. Click ‘Submit’ 
6. A window will open prompting you to create an Episode Referral Questionnaire. 
7. Select how you would like to send the questionnaire and choose either ‘Create 

Now’ or ‘Create Later’ (Section 6: Creating and sending questionnaires provides 
more information on how to send questionnaires) 

8. Click ‘Close’ after generating the questionnaire 
9. The TREATMENT DETAILS screen will display a new Episode of Care, the referral 

date, and the assigned Episode ID 
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30 
ePPOC – epiCentre User Manual – June 2021 

 

 

 

 

💡💡 Tips: 

 Each patient must complete a Referral Questionnaire at the beginning of an 
Episode of Care.  This forms the baseline assessment that treatment outcomes 
are compared against. 

 ePPOC recommend that you select ‘Create Now’ when prompted to create the 
Referral Questionnaire.  This avoids the additional steps required to create the 
questionnaire at a later time point. 
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5.2 Starting an Episode of Care 

 Background: 

The Episode of Care starts when the patient attends their first appointment, i.e. the 
first clinical contact they have with staff at your service. Common activities that 
signify the start of an Episode include: 

 Attending an education/orientation program 

 An initial assessment 

 First treatment session (if neither of the above occurred) 

Episode start dates contribute to wait time calculations. The time between the 
referral date and the Episode start date is the wait time for care to commence at 
your service. 

 

 To start an Episode of Care:  

1. Locate the patient’s new Episode in the TREATMENT DETAILS screen. New 
episodes will have an Episode ID and a referral date but not a start and end date 
(see 5.1 Creating a new Episode of Care for instructions) 

2. Select the new Episode and click ‘Start’  
3. Enter the start mode and start date – this is the date of the first 

appointment/clinical contact. ACC-sponsored services will need to indicate 
whether the patient’s Episode is ACC-funded (NZ only) 

4. Click ‘Submit’ 
5. The Episodes of Care section will now display a start date 
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💡💡 Tips: 

 If the date of the patient’s first appointment changes, you can change the 
Episode start date by clicking the edit pen next to the Episode details.  

 If the patient doesn’t proceed to a Treatment Pathway we recommend that you 
simply end their Episode of Care and select the end mode ‘Referral did not 
proceed to Episode Start’. Follow the instructions for how to end an Episode of 
Care in Section 5.7 Ending an Episode of Care.  
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5.3 Starting Treatment Pathways 

 Background: 

Treatment pathways are the type(s) of treatment provided to the patient, e.g., group 
pain programs, individual appointments with clinicians. For more information on 
Pathway types refer to Section 2.1 ePPOC protocol.  

 

 To start a Treatment Pathway:  

1. Treatment Pathway information is located in the bottom left quadrant of the 
TREATMENT DETAILS screen 

2. Click ‘Start’ in the Pathway action bar 
3. Enter the start date and Pathway type. Start date is the first day the patient 

receives treatment of that Pathway type (e.g., first day of a group program, first 
appointment with an individual clinician)  

4. Click ‘Submit’ 
5. ‘Add a Questionnaire’ window will appear, prompting you to create a Pathway 

Start Questionnaire. Decide whether you need to create a Pathway Start 
Questionnaire* 

6. If creating, follow the process to create now or later (Section 6: Creating and 
sending questionnaires).  If you don’t need to administer the questionnaire, and 
don’t wish to administer it as an optional additional assessment, select ‘Never 
Create’ 

7. The Treatment Pathway ‘type’, Pathway start date and Pathway ID will appear on 
the patient’s TREATMENT DETAILS screen 

 

*A Pathway Start questionnaire is required if within the last six months the patient 
has not completed: 

 a Referral Questionnaire; or 

 a Clinical Review Questionnaire that has no Pathway ID attached; or 

 a Pathway End Questionnaire for another Pathway within the same Episode 

If one of these questionnaires has been completed within six months of the 
Pathway Start Date, this may be used as a proxy for Pathway Start and you may opt 
to select ‘Never Create’ for the Pathway Start Questionnaire.  
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💡💡 Tips: 

 Patients can only be entered into one Pathway at a time. If delivering multiple 
treatment types concurrently (i.e., group and individual), ‘concurrent’ Pathway 
may be most appropriate. See Section 2.1 ePPOC protocol for more information 
on Pathway types. 

 The ‘Start Group’ and ‘End Group’ buttons are used to signify the start and end 
of a group program within a concurrent Pathway only. Questionnaires collected 
at these points are important as they provide data for the analysis of outcomes 
by group intensity.  

 If the main focus of treatment is either individual or group appointments and a 
once-off other treatment type is provided, this can be entered as Service Event 
rather than selecting a concurrent Pathway. 

 If a concurrent Group Start Questionnaire is completed on or after the Pathway 
Start date, but before the Pathway End date, this can be used as a proxy for a 
missing Pathway Start Questionnaire. 

 

5.4 Ending Treatment Pathways 

 Background: 

A Treatment Pathway ends when the patient is no longer receiving active treatment 
of that type. For example, this could be the end of a group program, the completion 
of a procedure, or the end of regular individual appointments (for example, when a 
patient moves from appointments for treatment to appointments for monitoring 
and/or review). 

 

 To end a Treatment Pathway:  

1. Navigate to the Treatment Pathways quadrant within the TREATMENT DETAILS 
screen and click ‘End’  

2. Enter the last date of treatment 
3. If the patient will also be finishing their Episode of Care, you may opt to check 

the box indicating this.  You also have the option to end the Episode at a later 
time (See Section 5.7 Ending an Episode of Care) 

4. Click ‘Submit’ 
5. A window will open prompting you to create a Pathway End questionnaire 
6. Select how you would like to send the questionnaire and choose either ‘Create 

Now’ or ‘Create Later’ (for more information on how to send questionnaires see 
Section 6: Creating and sending questionnaires) 

7. Click ‘Close’ after generating the questionnaire 
8. Treatment Pathways will update to show a Pathway end date  
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💡💡 Tips: 

 It is essential that each patient complete a Pathway End questionnaire at the 
end of every Treatment Pathway. This provides the end of treatment data for 
the calculation of Pathway and Episode outcomes.   

 When ending a Pathway it is good practice to ensure all that all service events 
for that Pathway have been entered.  See Section 5.5 Entering Service Events for 
details on entering service events. 

 

5.5 Entering Service Events 

 Background: 

Service Events are the individual occasions of service provided to the patient during 
an Episode of Care. Recording service events facilitates the reporting of patient 
outcomes as a function of service intensity, treatment focus, and delivery mode.  

 

 To enter a Service Event:  

1. Navigate to the Service Events quadrant within the TREATMENT DETAILS screen 
2. Click ‘Add’  
3. Select the Episode and Pathway that the Service Event relates to (these will 

default to the most recent available option) 
4. Enter in the other details of the service event, including a free text description if 

‘Other’ service type is selected 
5. Click ‘Submit’  
6. You will see the Service Event listed 
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💡💡 Tips: 

 You can enter Service Events in bulk. You may choose to wait until the end of 
treatment to enter these if this is easier. For example, attendance at 10 x 2 hour 
pain group sessions can be logged as 20 hours of pain management program 
(group) – just ensure that the date of service entered falls within the start and 
end of the Treatment Pathway.  

 You can record Service Events that occur outside of a Treatment Pathway, but 
within an Episode. For example, an initial multi-disciplinary assessment before 
the patient receives treatment, or a review that occurs after a patient has 
completed a treatment course. When entering the Service Event, select ‘No 
Pathway’ as the Pathway identifier.  

 You can enter a service event outside a Pathway and/or outside of an Episode 
(for example a review appointment occurring after an Episode has ended, or a 
service event occurring before Episode Start). To avoid an error message when 
entering a Service Event with a date outside of an Episode or Pathway you will need to 
use the drop-down menu to check and select: 

 the appropriate Episode identifier; and  
 indicate ‘No pathway’ as the Pathway identifier 

See below for an example error message occurring when a multi-disciplinary 
panel discussion has occurred outside of a Treatment Pathway. Selecting ‘No 
pathway’ will allow you to record the Service Event. 
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5.6 Adding patient notes 

 Background: 

The Notes section allows you to record free text notes. You may choose to use this 
section to record details such as patient-specific requirements (e.g., “needs 
interpreter”), ePPOC-related information (e.g., “missing postcode data in Referral 
Questionnaire – ask at next appointment”), or for any other useful information. 

 

 To enter a patient note:  

1. Navigate to the ‘Notes’ quadrant within the TREATMENT DETAILS screen 
2. Click ‘Add’  
3. Enter text as required (the date of entry is recorded automatically) 
4. Click ‘Submit’ 
5. The note will appear in the patient’s TREATMENT DETAILS screen 
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💡💡 Tips: 

 You cannot edit or delete patient notes once entered (v.2.2.4 onwards). 

 

5.7 Ending an Episode of Care 

 Background: 

A patient’s Episode of Care should end once active treatment goals are achieved 
and/or treatment is discontinued. Examples of when to end an Episode include: 

 When a patient completes treatment and is referred back to their primary 
provider for review and/or monitoring  
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 When a group program ends and there is no intention to progress to a follow-on 
Treatment Pathway (e.g., individual sessions or another group) 

 When a patient transitions from active treatment to review at your service 

 When a patient chooses to discontinue their treatment 

The end of the Episode should generally coincide with the end of a Treatment 
Pathway.  When you click ‘End Pathway’ you are asked if this is also the end of the 
Episode. (Section 5.4 Ending Treatment Pathways).  There may however, be 
instances where it is not clear if a patient’s Episode of Care is concluding at the end 
of a Treatment Pathway, e.g., if team discussion or a follow up review appointment 
is required to determine the need for ongoing treatment within the current Episode 
of Care. 

You may end a patient’s Episode of Care, but still have that patient involved with 
your service – e.g., when a patient moves to a review phase (and is not receiving 
active treatment). If the patient resumes active treatment later, you can always start 
a new Episode of Care. It is important to end a patient’s Episode of Care when they 
stop receiving active treatment so that you can generate an outcome for the patient 
(see ‘Tips’ below).  

 

 To end an Episode of Care:  

1. Navigate to the ‘Episodes of Care’ quadrant within the TREATMENT DETAILS 
screen 

2. Click ‘End’  
3. Enter the end date – this is the date your service decided the patient was no 

longer for active treatment  
4. Enter the end mode 
5. Click ‘Submit’ 
6. The record will be updated to include an Episode end date 

 



46 
ePPOC – epiCentre User Manual – June 2021 
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💡💡 Tips: 

 You must end the Episode of Care to generate an Episode outcome (providing 
the other requirements for generating an outcome are met). ePPOC 
benchmarking results are based on Episode outcome data, so the Episode of 
Care must be ended for the patient’s data to be eligible for inclusion in the 
benchmarking results. 

 ePPOC does not generate an “Episode End Questionnaire” – the final Pathway 
End Questionnaire provides Episode end information. 

 If you have entered a patient into an Episode of Care, and the patient is 
discharged without attending or proceeding to treatment, you should end the 
Episode and choose the end mode ‘Referral did not proceed to Episode Start’. 
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Section 6: Creating and sending 
questionnaires 

Patients complete ‘in-protocol’ questionnaires at designated points in their 
treatment: 

1. At the start of their Episode of care (Referral Questionnaire) 
2. At the start of a treatment type (Pathway Start Questionnaire) 
3. At the end of a treatment type (Pathway End Questionnaire) 
4. 3-6 months after completing their Episode of Care (Post-episode Follow-up 

Questionnaire) 

Additionally, you may choose to collect a questionnaire at any time for clinical 
purposes by generating a Clinical Review Questionnaire (see Section 6.2 Creating a 
Clinical Review Questionnaire (outside protocol)). Clinical Review Questionnaires are 
not part of the standard collection protocol and hence this data is not typically 
included in ePPOC reports.   

There are two types of ePPOC questionnaires, an Initial questionnaire (administered 
at referral) and a Follow-up questionnaire (administered at all other time points). 
The Initial Questionnaire collects additional demographic information and omits the 
Global Rating of Change measure. The questionnaires are otherwise identical.  

6.1 Creating an ‘in-protocol’ questionnaire  

 To create an ‘in-protocol’ questionnaire:  

1. You are prompted to generate a questionnaire when creating a new Episode of 
Care (Section 5.1 Creating a new Episode of Care), and when starting or ending a 
Treatment Pathway (Section 5.3 Starting Treatment Pathways and Section 5.4 
Ending Treatment Pathways) 

2. When performing these actions the ‘Add a Questionnaire’ window appears. This 
provides information on the type of questionnaire that will be generated, lists 
details of the last questionnaire generated for the patient, and provides options 
for how and when you would like to send the questionnaire 

3. Select how you would like to send the questionnaire from the drop-down list 
(see Sections 6.3-6.7 for detailed information on available options: 6.3 Sending a 
questionnaire via email) 

4. Choose whether you would like to create the questionnaire now, or at a later 
date.  Instructions on how to send a questionnaire marked as ‘create later’ are 
included in Section 6.8 Sending a questionnaire marked as ‘Create Later’ (‘For 
Action’ status). 
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💡💡 Tips: 

 If an in-protocol questionnaire is accidentally deleted before being sent to the 
patient, follow the process for creating a Clinical Review Questionnaire (Section 
6.2 Creating a Clinical Review Questionnaire (outside protocol)) to locate this 
questionnaire and generate it. 

 

6.2 Creating a Clinical Review Questionnaire (outside protocol) 

 To create a Clinical Review Questionnaire (outside protocol):  

1. Navigate to the patient’s ‘Patient Questionnaires’ screen  
2. Click the ‘Add a Questionnaire’ button 
3. From the drop-down list choose ‘Clinical Review’.  Any in-protocol questionnaires 

that have been generated and subsequently deleted will also be available from 
this list 

4. Selecting ‘Clinical Review’ will bring up an alert to remind you that this is an 
outside protocol questionnaire and the data obtained by them is not normally 
included in ePPOC reports 

5. From the drop-down list select the appropriate Clinical Review type (see ‘tips’ 
below for more information on these types 

6. In the free text box type in the reason for administering the Clinical Review 
questionnaire (e.g., mid-treatment review) 

7. Click ‘Create’ 
8. Complete the questionnaire creation process appropriate to your send mode 

(Sections 6.3 – 6.7: 6.3 Sending a questionnaire via email) 
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💡💡 Tips: 

 ‘Other’ is most appropriate type for clinical review purposes. Note that the ‘1/3/ 
6/12 Month Episode Follow-up’ questionnaire options in this list are also outside 
protocol.  Additionally these should only be used once the Episode has ended. 
To generate the in-protocol ‘3-6 Month Post-Episode Follow-Up Questionnaire’ 
see Section 9.4 Identifying and sending Post-episode follow-up questionnaires. 

 The drop down list may include other in protocol questionnaires that you can 
send (e.g., Pathway Start Questionnaire).  If other questionnaires appear in the 
list it is because these questionnaires have been generated and subsequently 
deleted before being completed by the patient.  

 

6.3 Sending a questionnaire via email 

 Background: 

Emailing the questionnaire allows the patient to complete it online. This significantly 
reduces your data entry requirements, as the patient’s responses are automatically 
imported into epiCentre (see Section 7.2 Receiving questionnaires completed online 
for how to receive electronically completed questionnaires). 
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 To send a questionnaire via email:  

1. In the ‘Add a Questionnaire’ window, choose to send the questionnaire by email 
and click ‘Create Now’ 

2. The Questionnaire Manager window will appear - click ‘Generate email’  
3. An email will be generated using your local email software (e.g., Outlook) and 

contains a link to complete the questionnaire online. This will be addressed to 
the email listed in the patient’s details (see Section 4.1 Adding patients for 
instructions on entering and editing a patient’s email address) 

4. Send the email 
5. Click ‘Close’ to exit the Questionnaire Manager window 
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6.4 Completing questionnaires online 

 To complete a questionnaire online:  

1. Patients can complete questionnaires online by clicking on the link sent in an 
email (Section 6.3 Sending a questionnaire via email) or by using a tablet to scan 
the QR code provided to them (Section 6.6 Questionnaires completed in the clinic 
- tablet or iPad) 

2. When the patient clicks on the link or scans the code they are directed to an 
internet browser page where they will be able to enter responses to the 
questionnaire items 

3. Patients must click ‘Next Page’ to progress through the questionnaire items 



55 
ePPOC – epiCentre User Manual – June 2021 

4. Patients must click ‘Submit’ to finalise their responses and send them to the 
treating pain service (via REDCap) 

5. Pressing ‘Save & Return Later’ allows patients to save their responses and finish 
completing the questionnaire at a later time 

6. If opting to ‘Save & Return Later’ later they will be provided with a ‘return code’ 
which acts as a password and allows them to re-enter the online questionnaire 

7. Patients may also choose to have the online questionnaire link sent to their email 
address (this is identical to the link provided in the initial email/QR code) 

8. When resuming the questionnaire patients will need to enter the return code 
9. If they have forgotten the return code you can retrieve it for them by navigating 

to that patient’s ‘Questionnaires’ screen in epiCentre and double clicking on the 
questionnaire to open the Questionnaire Manager window 

10. The return code is listed in the bottom corner as (RC: XXXX) 
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💡💡 Tips: 

 Section 7.2 Receiving questionnaires completed online contains information on 
how to receive completed electronic questionnaires into epiCentre. 

 

6.5 Mailing a questionnaire 

 To mail a questionnaire:  

1. In the ‘Add a Questionnaire window’, choose to send the questionnaire by Post 
2. Click ‘Create Now’ 
3. The Questionnaire Manager window will appear - click ‘Print letter’  
4. The questionnaires will open in your default PDF viewer software  
5. A Word document will also open containing an introductory letter to the patient.  

This letter contains a QR code, enabling online questionnaire completion if the 
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patient prefers this method (see Section 6.4 Completing questionnaires online 
and Section 7.2 Receiving questionnaires completed online for more details on 
completing and receiving electronic questionnaires) 

6. Print the letter and the questionnaire pack, and post to the patient 
7. Click ‘Close’ in the Questionnaire Manager to exit 
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💡💡 Tips: 

 See Section 7.1 Entering a questionnaire completed - on paper for instructions 
for entering hard-copy questionnaires into epiCentre. 

 You can amend the letter template to suit your service – see Section 11.3 
Personalise letters to patients.  
 

6.6 Questionnaires completed in the clinic - tablet or iPad 

Patients can complete questionnaires on iPads or other tablet devices with internet 
connectivity. They will need to scan a QR code to access their electronic 
questionnaire in a web browser.    

 

 To generate a questionnaire on a tablet or iPad:  

1. In the ‘Add a Questionnaire’ window, choose to send ‘In Clinic’ and click ‘Create 
Now’ 

2. The Questionnaire Manager window will appear - click ‘Print Barcode’  
3. This generates a Word document with a printable QR code 
4. You may choose to scan the QR code and hand the device to the patient to 

complete, or you can print the page and give this to the patient for them to scan  
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💡💡 Tips: 

 The QR code is also visible in the Questionnaire Manager window, which 
appears during the questionnaire creation process, or can be brought up by 
double clicking on a questionnaire that has been created but not yet completed.  
Staff can scan the QR code with the tablet and hand to the patient for 
completion either at the time of questionnaire creation and/or at a later date. 

 If a questionnaire has been created but not yet completed, the ‘Print Barcode’ 
button can be clicked and the barcode re-printed at any time. 

 Currently ePPOC questionnaires are not formatted for completion on mobile 
phones. 

 See also: completing electronic questionnaires (Section 6.4 Completing 
questionnaires online) and receiving electronic questionnaires (Section 7.2 
Receiving questionnaires completed online).  

 

6.7 Questionnaires completed in the clinic – paper 

There are two methods for generating paper questionnaires.  Method 1 is suitable 
for printing a single copy for a selected patient. Method 2 allows you to easily print 
multiple questionnaire copies for easy distribution (e.g., for all participants at the 
end of a group program) 

 

 To generate a paper questionnaire 

6.7.1 Method 1:   

1. In the ‘Add a Questionnaire’ window, choose the send mode ‘Post’  
2. Click ‘Create Now’ 
3. In the Questionnaire Manager window, click ‘Print letter’ 
4. A copy of the appropriate questionnaire pack will open in your default PDF 

viewer software in addition to a letter in Word 
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5. Print the questionnaire (and the letter if required) 
6. Click ‘Close’ in the Questionnaire Manager to exit 

 

 

 

 



65 
ePPOC – epiCentre User Manual – June 2021 
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 To generate a paper questionnaire 

6.7.2. Method 2:  

Alternatively, you may print off multiple questionnaire copies for easy distribution 
(e.g., to all participants at the end of a group program) 

1. Click on the QUESTIONNAIRES tab and click on ‘Blank Questionnaires’  
2. Choose the appropriate questionnaire: ‘Initial’ for the Referral Questionnaire or 

‘Follow-up’ for all other time points 
3. Click ‘Print Selected Questionnaires’ to open the printable questionnaire in your 

PDF viewer 
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💡💡 Tips: 

 If using Method 2 you will still need to generate a questionnaire within 
epiCentre for the patient.  You can do this when giving the patient the 
questionnaire (generate the questionnaire and choose to send ‘In Clinic’ then 
select ‘Create Later’), or when entering the completed questionnaire (generate 
the questionnaire, choose to send ‘In Clinic’ then ‘Create Now’). 
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6.8 Sending a questionnaire marked as ‘Create Later’ (‘For Action’ status)  

 To create a questionnaire marked as ‘Create Later’:  

1. Navigate to the ‘Patient Questionnaires’ screen and locate the questionnaire in 
the list.  It will have a ‘For action’ Sent Status.  Alternatively from this same 
screen you may click on the ‘For Action’ questionnaire status button running 
across the top of the screen and locate the questionnaire 

2. Double click on the questionnaire to bring up the ‘Add a Questionnaire’ window, 
you may change the send mode at this point if required 

3. Click ‘Create Now’ and follow the remainder of the questionnaire creation 
process as appropriate to your send mode (Sections 6.3 – 6.5: 6.3 Sending a 
questionnaire via email) 
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💡💡 Tips: 

 Many services find that it is more efficient from an administrative perspective to 
click ‘Create Now’ rather than ‘Create Later’ when the questionnaire creation 
prompt first appears due to the number of additional steps required to create 
the questionnaire at a later time point. 

 For instructions on how to enter paper questionnaires see Section 7.1 Entering a 
questionnaire completed - on paper.   



70 
ePPOC – epiCentre User Manual – June 2021 

Section 7: Entering questionnaire 
information 

7.1 Entering a questionnaire completed - on paper 

 To enter a questionnaire completed on paper:  

1. Locate the questionnaire in the QUESTIONNAIRES tab or in the patient’s ‘Patient 
Questionnaires’ screen.   

2. Double click the questionnaire to bring up the Questionnaire Manager window.  
3. Click ‘Enter Questionnaire’  
4. In the ‘Questionnaire details’ window enter the patient’s responses 
5. Ensure you complete the ‘Office Use Only’ section – see Section 7.3 Entering 

patient medication information (‘Office Use Only’ section) for more details 
6. Click ‘Submit’ to save your entries 
7. If the Office Use Only section has been completed the questionnaire status will 

update to ‘Completed’ - otherwise it will update to ‘Received’ and you will need 
to complete the Office Use Only section to finalise the questionnaire data entry 
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💡💡 Tips: 

 You can easily navigate to specific sections of the questionnaire by clicking on 
the shortcut keys (the blue underlined section headings) at the top of the 
window. 

 When entering data, the ‘Tab’ key allows you to quickly move to the next field, 
and your keyboard’s up and down arrows allow you to toggle through options in 
drop-down lists. 



73 
ePPOC – epiCentre User Manual – June 2021 

 If you cannot locate the questionnaire, it may not have been generated yet.  
Follow the steps in Sections 6.1 Creating an ‘in-protocol’ questionnaire, 6.2 
Creating a Clinical Review Questionnaire (outside protocol) or 6.8 Sending a 
questionnaire marked as ‘Create Later’ (‘For Action’ status) to generate the 
appropriate questionnaire. 

 If a patient has not reported their weight and/or height please leave these fields 
blank, do not enter a ‘0’ in these fields.  

 You can edit responses at any time by following the same process to locate and 
open the questionnaire.  Ensure you press ‘Submit’ to save any changes before 
exiting the questionnaire.  

 

7.2 Receiving questionnaires completed online 

 Background/Introduction:  

Electronically completed questionnaires are stored in a secure online system called 
REDCap. Electronic questionnaire data is imported into epiCentre by navigating to 
the QUESTIONNAIRES screen and clicking ‘Refresh Data’. This imports any electronic 
questionnaires that have been completed since the last refresh, and updates the 
lower workflow bar. 

The questionnaires will be listed as ‘Received’ and you will need to complete the 
Office Use Only section before the questionnaire is finalised and marked as 
‘Completed’. See Section 7.3 Entering patient medication information (‘Office Use 
Only’ section) for instruction on this process. 

 

 To receive questionnaires completed online:  

1. Click on the QUESTIONNAIRES tab and click ‘Refresh Data’  
2. After a few moments, the ‘Refresh Data’ window will appear listing the updates 

since the last refresh, including the number of ‘Questionnaires received’.  These 
are the online questionnaires that have been imported into epiCentre 

3. Click the ‘Select’ checkbox and ‘Close’ 
4. The individual questionnaires that have been received will be highlighted in the 

questionnaires list.  These will have a status of ‘Received’ 
5. Finalise each questionnaire by completing the ‘Office Use Only’ section (see 

Section 7.3 Entering patient medication information (‘Office Use Only’ section)) 



74 
ePPOC – epiCentre User Manual – June 2021 

 

 

 

 

💡💡 Tips: 

 If pressing ‘Refresh Data’ fails to import a questionnaire that you are expecting 
to receive, it is possible that the questionnaire has expired (by default, 
questionnaires expire after 60 days, but you can customise this, see Section 11.1 
Change how often you receive reminders to follow-up patients). To receive 
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expired questionnaires you will need to navigate to the individual patient’s 
‘Patient Questionnaires’ screen and press ‘Refresh Data’ from this screen. The 
questionnaire should then appear in the list as ‘Received’. 

 Pressing ‘Refresh data’ updates information in your lower workflow bar. 

 You can tick the ‘Select’ box adjacent to any of the items in the Refresh 
questionnaires window (Step 3) and when you close this window, the relevant 
patient line will be highlighted in your QUESTIONNAIRES screen (Step 4).   

 

7.3 Entering patient medication information (‘Office Use Only’ section) 

 Background: 

In this section, staff review patient-reported medication use and enter medication 
use data including the total oMEDD if opioid medication has been reported. Clinic 
staff need to complete the ‘Office Use Only’ section for every questionnaire with a 
‘Received’ status, including electronic questionnaires. The Medication Use data will 
pre-populate the ‘Office Use Only’ section of the questionnaire.  

 

 To complete the Office Use Only section:  

1. Questionnaires where this section is incomplete have a ‘Received’ status 
2. Locate the questionnaire by navigating to either a patient’s ‘Patient 

Questionnaires’ screen, or to the ‘Received’ tab of the QUESTIONNAIRES screen 
3. Double click on the questionnaire to open the ‘Questionnaire Manager’ 
4. Click ‘Enter Questionnaire’ 
5. Scroll to the ‘Office Use Only’ section (or click the ‘Office Use Only’ hyperlink) 
6. Indicate whether the patient has provided a list of medications taken 
7. Indicate whether there are possible inaccuracies in the medication reported (e.g., 

omissions, under/over reporting of dosages and frequencies, etc.) 
8. Use ePPOC’s Drug Group Tool to record the drug groups reported by the patient 
9. If the patient has reported opioids, calculate the oMEDD by clicking on the ‘Open 

Conversion Tool’.  Enter the strength, dosage, and frequency as reported by the 
patient.  Scroll down and click ‘Paste oMEDD value into questionnaire’ - this 
transfers the total oMEDD into the questionnaire.   

10. Indicate whether the patient is taking opioid medication more than 2 days per 
week 

11. Indicate whether the patient is on an opioid replacement/substitution program 
(e.g., methadone maintenance therapy) 

12. Select ‘Yes’ to the item “is this section complete?” 
13. Click ‘Submit’ 
14. The questionnaire status will update to “Complete” 
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💡💡 Tips: 

 Ensure you enter a value of ‘0’ in the oMEDD field if the patient has reported 
medications but they are not taking opioids.  

 If there are discrepancies between the patient’s account and your 
understanding of their medications we recommend that you first seek to clarify 
the medications with the patient. If discrepancies remain (or you are unable to 
clarify with the patient) you should retain the patient’s reported medications 
and tick the checkbox to indicate possible inaccuracies.  

 For more detailed instructions on completing the Office Use Only section refer 
to the self-guided learning package available on the ePPOC website: 
https://www.uow.edu.au/ahsri/eppoc/resources/.  The Drug Group Tool is also 
available for download from the website.  

 

 

 

https://www.uow.edu.au/ahsri/eppoc/resources/
https://www.uow.edu.au/ahsri/eppoc/resources/
https://www.uow.edu.au/ahsri/eppoc/resources/
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Section 8: Patient reports 
8.1 Viewing, exporting and printing patient reports 

 Background: 

EpiCentre generates two types of reports: 

 Assessment reports – display patient questionnaires responses for singular 
assessment time points (e.g., Pathway end) and provide time series graphs for 
the benchmarking indicators 

 Progress reports – provide time series graphs for the benchmarking indicators 
only 

Each report can be printed and/or exported in a format that can be saved onto your 
computer. Reports can be included in a patient’s file, or used as a therapeutic tool in 
discussions with the patient and the treating team.  

 

 To access assessment reports:   

1. Navigate to the patient’s ‘Patient Questionnaires’ screen 
2. Double-click on the questionnaire that you want to view the results for 
3. In the Questionnaire Manager window click ‘Report’ 
4. The report will open in a separate view window and can be printed or exported 

(.PDF or .DOCX)  
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 To access progress reports: 

1. From the PATIENTS screen, click on the ‘Progress Report’ icon 
2. A window will open displaying the patient’s progress report 
3. Individual graphs from the progress reports can be exported as images (JPEG) by 

clicking on the blue ‘Export’ button below each chart 
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💡💡 Tips: 

 Bright green markers on the time series graphs indicate that clinically significant 
change has occurred between these time points.  
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Section 9: Managing the workflow – 
patients and questionnaires 

9.1 ‘Refreshing’ your data 

 Background: 

Refreshing your data performs a number of important functions: 

 Imports completed electronic questionnaires into epiCentre 

 Updates the status of questionnaires in the list 

 Marks questionnaires as ‘expired’ if they have not been completed within four 
weeks of sending (default time frame) 

 Generates reminders for questionnaires sent more than two weeks ago and 
have not yet been returned, and marks these as “Requires follow-up”. 

 Generates Pathway review and Post-episode follow-up questionnaires for 
sending, and labels these as ‘for action’ 

 Updates the Post-episode follow-up list in the lower workflow menu bar  

 Issues an alert for any questionnaires that have errors (see 13.15 I’ve received a 
message saying ‘Issues with questionnaires found’). 

 

 To refresh your data:  

1. Navigate to the QUESTIONNAIRES screen 
2. Click ‘Refresh data’ 
3. A window appears listing questionnaire updates occurring since the last data 

refresh 
4. Marking the checkbox will identify the updated questionnaires after you click 

‘Close’  
5. Click ‘Close’ 
6. Updated questionnaires will be highlighted in the list and identified by a ticked 

checkbox in the left hand column 
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87 
ePPOC – epiCentre User Manual – June 2021 

💡💡 Tips: 

 You can customise the time frames for questionnaire expiry, generating 
reminders, and generating Post-episode follow-up questionnaires (see Section 
11.1 Change how often you receive reminders to follow-up patients) 

 

9.2 Identifying patients who are waiting to start an Episode of Care  

 To identify patients who are waiting to start an Episode of Care:  

1. Patients who have completed a Referral Questionnaire but have not yet started 
an Episode of Care are listed in the workflow bar as ‘Awaiting Episode Start’ 

2. Click on the upward arrows to expand the list 
3. Double click on a name to go to that patient’s ‘Treatment Details’ screen and 

start their Episode of Care if appropriate 
4. Click on the downward arrows to minimise the list 
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9.3 Following up outstanding questionnaires 

 Background: 

Outstanding questionnaires are those sent over two weeks ago and not returned.  
These have the status ‘Requires Follow-up’. You can remind patients to return their 
questionnaires by re-sending the email containing the questionnaire link or by other 
means (e.g., phone call). You can manage outstanding questionnaires using the 
workflow bar or the menu bar. 

 

9.3.1 Using the workflow bar 

 To follow up outstanding questionnaires using the workflow bar:  

1. Outstanding questionnaires are listed in the workflow bar 
2. Click the upward arrows to expand the list 
3. To re-send the original email select the patient and click ‘Notify patient’ 
4. Indicate that you have reminded them by clicking ‘Mark as followed up’ 
5. You can dismiss the reminder by clicking the ‘X’ symbol for a patient 
6. You can action multiple patients at a time by first selecting the checkbox next to 

their name 
7. Click on the downward arrows to minimise the list 
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9.3.2 Using the menu bar 

 To follow up outstanding questionnaires using the menu bar:  

1. Navigate to the QUESTIONNAIRES screen and click the ‘Requires follow-up’ tab 
to display all outstanding questionnaires 

2. To re-send an electronic questionnaire, double click anywhere to the right of the 
patient’s name to bring up the questionnaire and follow the process for sending 
a questionnaire as per Section 6.3 Sending a questionnaire via email 

3. Clicking on the arrow icon in the Questionnaire manager or QUESTIONNAIRES 
screen marks this patient as followed-up and moves the questionnaire to the 
‘Awaiting Response’ category 
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💡💡 Tips: 

 You may customise the length of time between when a questionnaire is sent 
and when it is marked as ‘outstanding’ (see Section 11.1 Change how often you 
receive reminders to follow-up patients). 

 Questionnaires will be automatically move out of this category when they: 

a) Expire  

b) Are marked as followed up (move to ‘awaiting response’ category) 

c) Are marked as ‘Received’ (i.e., when electronic questionnaires are imported 
after clicking ‘refresh data’, or once a paper questionnaire is entered into 
epiCentre) 
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9.4 Identifying and sending Post-episode follow-up questionnaires 

 To identify and send Post-episode follow-up questionnaires:   

1. Post-episode follow-up questionnaires that are ready to send are listed in the 
lower workflow menu bar 

2. Click the upward arrows to expand the list 
3. Check the box next to the patient and click ‘Take action’  
4. The ‘Add a Questionnaire’ window will appear.  Follow the steps for sending a 

questionnaire as per Section 6: Creating and sending questionnaires. 
5. After sending the questionnaire, click the ‘X’ next to the patient name to dismiss 

the reminder 
6. You can action multiple patients at a time by first selecting the checkbox next to 

their name 
7. Click the downward arrows to minimise the list 
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💡💡 Tips: 

 If you choose to dismiss the reminder (without sending the questionnaire) the 
questionnaire will be marked as ‘not sent’.  

 To send this questionnaire at a later date you will need to search for this patient 
within ‘All’ questionnaires, or navigate to the individual patient’s 
‘Questionnaires’ screen. 

 

9.5 Managing expired questionnaires 

 Background: 

Expired questionnaires are those that were sent over 60 days ago (default setting – 
this can be customised, see Section 11.1 Change how often you receive reminders to 
follow-up patients) Expired electronic questionnaires cannot be received in the same 
manner as active questionnaires. 

 

 To receive an expired electronic questionnaire  

1. Navigate to the QUESTIONNAIRES screen  
2. Click on the ‘Expired’ tab to see a list of all questionnaires with ‘Expired’ status 
3. Double click on the patient’s name to access their ‘Patient Questionnaires’ 

screen 
4. Click ‘Refresh Data’ from this screen 
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5. The electronic questionnaire data will be imported and the questionnaire status 
updated to ‘Received’ 

6. You will then need to complete the ‘Office Only Section’ (Section 7.3 Entering 
patient medication information (‘Office Use Only’ section)) 
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9.6 Searching for Questionnaires: 

 To search using the Advanced Search function: 

1. In the QUESTIONNAIRES screen, click ‘Advanced Search’ 
2. Enter the relevant questionnaire details. Advanced Search uses ‘AND’ between 

fields (e.g., if you include a date range and a questionnaire category it will only 
return questionnaires that match both of these search terms) 

3. Click ‘Search’ 
4. Questionnaires matching the search criteria will appear 
5. Click ‘Clear Search’ to return to the main questionnaire list 
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💡💡 Tips: 

 The Advanced Questionnaire Search function has many useful applications, 
including finding questionnaires sent to a specific patient, or keeping track of 
questionnaires sent within a specific date range that may need following up 
according to your local business rules.  

 

9.7 Questionnaire status colour code  

The QUESTIONNAIRES screen displays a colour code along the right hand side of the 
screen.  This enables easy identification of each questionnaire’s status and is a useful 
tool in managing the workflow.  You may also identify questionnaires of a particular 
status (e.g., ‘awaiting response’) by clicking on the questionnaire status buttons 
along the top of the QUESTIONNAIRES screen.  
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   Questionnaire status colours 
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Section 10: Managing users  
10.1 Overview of roles 

Every user who accesses epiCentre must have a username and password. They must 
also be assigned to one of four user roles (detailed below).  

 

Administrator (‘All Facilities’): 

 Can Create and Delete ‘Facilities’ in the system 

 Can modify tokens  

 Can Create and Delete Users and User Roles at all levels 

 Can assign Administrator rights to other users 

 ‘Administrator’ level access applies to ‘All Facilities’ in the epiCentre installation 

 Assign with caution 

 

Manager (Facility-specific): 

 Can modify the REDCap tokens  

 Can edit all other facility settings 

 Can Create and Delete Users and User Roles (except ‘Administrator’) 

 ‘Manager’ level access only applies to the Facility of which they are a ‘Manager’ 

 Assign with caution 

 

User (Facility-specific): 

 Most common role  

 Can add, edit and delete Patients, Episodes, Pathways, Service Events and 
Questionnaires for a Facility in which they have the role ‘User’ 

 Can run reports 

 

Reader (Facility-specific): 

 Can read but NOT create, edit or delete Patient, Episode, Pathway, Service 
Events and Questionnaires for a Facility in which they have the role ‘Reader’ 
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10.2 Creating users and assigning roles 

 To create a user:  

1. Click on the USERS tab 
2. Click ‘Add a new user’ 
3. Enter the new user details 
4. Click ‘Submit’  
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 To assign a role:  

1. Select the user by clicking once on their name 
2. Click ‘Add a new role’ 
3. In the ‘Role Details’ window select the appropriate role and facility 
4. Click ‘Submit’  
5. Click on the user’s name in the list to view their role details in the bottom section 

of the view screen 
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💡💡 Tips: 

 Only users with an ‘Administrator’ or ‘Manager’ role can create users and assign 
roles. 

 Users cannot log in to epiCentre until they are assigned a role. 

 You can assign the new user a temporary password, and they can then change 
this password after logging in for the first time (see Section 10.3 Editing a user 
and changing a user password). 

 

10.3 Editing a user and changing a user password 

 To edit a user and/or change a user password: 

1. Click on the USERS tab 
2. Click on the ‘edit’ icon (pencil) next to the user’s name 
3. Make the required changes and/or change user password 
4. Click ‘Submit’ 
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10.4 Deleting a user 

 To delete a user:  

1. Click on the USERS tab 
2. If a user has a role assigned to them, you must first remove their role.  Click on 

the user’s name once.   
3. Their details will appear at the bottom of the screen and any roles assigned to 

them will be listed under the ‘Role’ column 
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4. Delete the role by clicking on the ‘delete’ icon next to the role 
5. Confirm the action (Click ‘Yes’)  
6. Then delete the user by clicking on the ‘delete’ icon next to their name in the top 

part of the screen 
7. Confirm the action (Click ‘Yes’)  
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💡💡 Tips: 

 To delete users who do not have an assigned role, follow from step 6 onwards.  
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Section 11: Customise your facility 
settings 

11.1 Change how often you receive reminders to follow-up patients 

 To change how often you receive reminders to follow-up patients:  

1. Click on the FACILITY tab in the menu bar 
2. Click the ‘edit’ icon (pen) next to your facility’s name 
3. The ‘Facility Details’ window will appear 
4. The reminder time limits are listed under ‘Settings’ section - these will be set to 

the default setting (recommended ePPOC time frames) 
5. Click each field to edit as required (see tips below for permissible time frames) 
6. Click ‘Submit’ 
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💡💡 Tips: 

The permissible reminder parameters are listed below. 

Table 1.  Reminder parameters 

Reminder type Reminder time frames (days) 

Questionnaire follow-up 1-60 (but must be less than expiry value) 

Questionnaire expiry 1-90 

Post-episode questionnaire generation 1-180 

Pathway review 1-180 
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11.2 Personalise emails to patients 

 Background: 

There are four email templates: 

 ‘Initial email’ - generated when sending a referral questionnaire  

 ‘Pathway start/end/review or clinical review email’ – generated when starting 
a Pathway, ending a Pathway (with the intention to start another Pathway 
within the same Episode), conducting a Pathway review, or conducting a clinical 
review 

 ‘Episode end email’ - generated when sending the final Pathway end 
questionnaire for an Episode of Care.   

‘3-6 month Post-episode email’   - generated at follow-up (3-6 months Post-episode 
depending upon your service’s settings).  Includes the ePPOC follow-up 
questionnaire link and information about the questionnaire. 

 

 To personalise email content:  

1. Click on the FACILITY tab in the menu bar 
2. Click on the ‘Email templates’ icon (envelope) 
3. The ‘Facility email templates’ window will appear 
4. Scroll down or click on the hyperlinks to choose the email you wish to alter  
5. Make the required edits the subject and/or body of the email.   
6. To insert one of the five pre-populated fields, click where you would like the field 

inserted into the text body, and then click the desired button to insert the field 
(see tips below) 

7. Click the ‘Add attachment’ button to add a PDF/Word document (e.g., an 
additional introduction letter to your service) 

8. Scroll to the bottom of the window and click ‘Submit’ 
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💡💡 Tips: 

 When inserting the pre-populated fields, do not edit the contents inside the { } 
parentheses, e.g., {PatientLastName}. 

 

11.3 Personalise letters to patients 

 Background: 

By default, epiCentre stores four letter templates (.doc) in a defined shared folder 
stored on the user’s computer, not within epiCentre. If the shared folder available to 
epiCentre is S:/epiCentre, then the templates will be in the folder: 
S:/epiCentre/templates/ 

There are four letter templates: 

 adult_ePPOC_initial_letter  -  generated when sending a referral questionnaire 

 adult_ePPOC_follow-up_letter - generated when starting a Pathway, ending a 
Pathway (with the intention to start another Pathway within the same Episode), 
conducting a Pathway review, or conducting a clinical review 
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 adult_ePPOC_episodeend_letter - generated when sending the final Pathway 
end questionnaire for an Episode of care 

 adult_ePPOC_final_letter - sent to the patient at the 3-6 month follow-up point.  

 

The letter templates contain customisable text, pictures and ‘Merge Fields’. ‘Merge 
Fields’ are items that can be automatically updated by epiCentre (see Table 2 below).  

 

 To personalise letters to patients:  

1. Locate the letter templates stored on your computer’s shared drive (see ‘Tips’ for 
where to find these) 

2. Choose the template you wish to edit and double click it to open the Word 
document (see Background for information on the template types) 

3. Make changes to the template as required – add/remove text, add pictures, etc. 
4. If moving the merge fields, the easiest option is to copy and paste them 

elsewhere in the document as required.  An alternative option is detailed below 
(“To create merge fields”) 

5. Click ‘Save’ and close the document 
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  To create merge fields:  

1. In the letter, click where you want to insert the merge field 
2. Click on the ‘Insert’ tab, then ‘Quick Parts’, then ‘Field’ 
3. In the ‘Field names’ list, select ‘MergeField’ as a field name 
4. Enter one of the field names listed in the table below as a field name 
5. Click ‘OK’ 
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Table 2. Merge Field names and values 

Merge Field Value 

«PatientFirstName» First name of the patient 

«PatientLastName» Last name of the patient 

«PatientStreet» Street part of the address of the patient 

«PatientSuburb» Suburb part of the address of the patient 

«PatientStateOrProvince» State or Province part of the address of the patient 

«PatientPostcode» Postcode part of the address of the patient 

«ExpirationDate» The expiration date of the questionnaire as defined by your 
service 

«PatientQRCode» The scannable QR Code for your patient to open the 
questionnaire on a tablet 

 

 

💡💡 Tips: 

 When inserting the Merge Fields, do not edit the contents inside the { } 
parentheses, e.g., «PatientFirstName». 

 The default location for the letter templates is C:/epicentre/templates although 
your IT department may have selected a different location   



115 
ePPOC – epiCentre User Manual – June 2021 

Section 12: Extracting your data 
12.1 Extracting and submitting data to ePPOC 

 Background:  

Twice a year ePPOC will contact your service and ask you to extract and submit your 
data for reporting purposes. You must first extract the data from epiCentre as six 
Comma-Separated Values (.csv) files, which are like an Excel spreadsheet. Then 
upload and submit them to ePPOC using a web-based platform: Secured Online 
Submission (SOS). 

 

 To extract and submit your data for reporting purposes:  

1. Click the EXTRACT tab on the menu bar 
2. The ‘Extract data’ window will appear 
3. The ‘File name’, ‘Version’, and ‘Date range’ fields will be pre-filled 
4. Click ‘Browse’ and select the location on your computer where you would like to 

save the file (see Tips) 
5. Adjust the date range as required - ePPOC will advise of the required date range 

when requesting your data submission 
6. Ensure ‘Standard extract’ is checked 
7. Click ‘Extract’ 
8. The ‘Extract Complete’ window will appear 
9. Click ‘Open Submission Platform’ to open SOS in your internet browser 
10. At the log-in screen, enter your email address (don’t check the ‘I am an admin’ 

box) 
11. Click ‘Sign-in’ 
12. Select your facility 
13. You will now need to upload the extracted files. Under ‘Patient’, click ‘Browse’ to 

search for the folder containing your extracted your data (in Step 3).   
14. Select the appropriate file (i.e., the file ending in “_patient”). Make sure the 

name of each file is fully visible so that you can select the correct file 
15. Repeat this process for the remaining five fields 
16. If you are unable to locate your extracted files, return to epiCentre and click on 

‘Open Extract Folder’ in the ‘Extract Complete’ window.  A window will open in 
the location where you choose to save the files. 

17. Once you have added all the files, click ‘Submit’.  
18. The file submission window will close and you will see a message confirming that 

you have successfully submitted your data. Remember, if at any time an error 
message appears, you will be able to follow the instructions in the error message 
or you can contact eppoc@uow.edu.au 

 

mailto:eppoc@uow.edu.au
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121 
ePPOC – epiCentre User Manual – June 2021 

 

💡💡 Tips: 

 It is best to save the extract files in a location that is easy to find (e.g., desktop) 
for the submission process. 

 You may delete the extract files after submitting to ePPOC.  If you choose to 
keep them we recommend that you move them to a different location to avoid 
accidentally submitted old extractions during the next reporting period.  

 Don’t change the name of the extract files prior to submitting them to ePPOC. 

 You must have SOS access to submit data. Contact ePPOC to arrange this. 

 You can access SOS directly by navigating to https://apps.ahsri.uow.edu.au/SOS/ 
in your browser or from the ‘Member Services’ section of the ePPOC website 
(see below) https://www.uow.edu.au/ahsri/eppoc/  

 

 

 

https://apps.ahsri.uow.edu.au/SOS/
https://www.uow.edu.au/ahsri/eppoc/
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12.2 Extracting data for your own purposes 

 Background:  

At any time, you may extract your service’s data for your own records and/or 
analyses. As this is not for standardized reporting processes, you may choose what 
data items you extract - this process is called a ‘custom extract’.  

  

 To extract data for your own purposes (custom extract):  

1. Click the EXTRACT tab – this opens the ‘Extract data’ window 
2. The ‘File name’ and ‘Version’ fields will be pre-filled – leave these unchanged 
3. Click ‘Browse’ and select the location on your computer where you would like to 

save the file.   
4. Adjust the date range as required 
5. Check ‘Custom Extract’ 
6. Click ‘Patient items’ and select all of the patient items that you would like 

included in your extract 
7. Repeat this process for ‘Questionnaire items’ ‘Notes’ and ‘Medications’ 
8. Click ‘Extract’ 
9. The ‘Extract Complete’ window will appear 
10. Click ‘Open extract folder’ – this will take you to the location on your computer 

where you have nominated to save the files 
11. The folder will contain .csv files containing your data, which you can then analyse 

according to your needs 
12. A description of each file’s contents is displayed in Table 3 
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Table 3. Custom extract file contents 

File label (.csv) Contents 

Episode file Lists episode-specific data, e.g., dates of 
referral/start/finish;   

Pathway file Lists all pathways and which patient they belong to that 
have not been deleted and are in scope. 

Patient file Lists all patients that have not been deleted and are in 
scope. 

Service file Lists all service events and which patient they belong to 
that have not been deleted and are in scope. 

Survey file Lists all questionnaires that belong to a patient and have 
not been deleted and are in scope. 

Medication file Lists all the medication attached to the questionnaires 
extracted. 

Patient note file Lists all the notes written by clinicians and attached to the 
extracted patients.   
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Figure 1. Example custom extract file 

  

💡💡 Tips: 

 At Step 10 do not click ‘open submission platform’ and submit this data to 
ePPOC as it may contain patient identifiers. 

 The ePPOC team can provide guidance on how you can work with custom 
extract data. The data dictionary is available on the ePPOC website 
(https://www.uow.edu.au/ahsri/eppoc/resources/) and is very useful when 
working with the raw data extracts.  

  

https://www.uow.edu.au/ahsri/eppoc/resources/
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Section 13: Trouble-shooting 
13.1 How do I search for a patient using their ePPOC ID? 

See Section 4.5 Searching for patients for instructions. 

 

13.2 How do I create ‘dummy patients’ for practice? 

We encourage you to create ‘dummy patients’ when learning how to use epiCentre 
or teaching others. Dummy patients are created through the usual process (see 
Section 4.1 Adding patients) but must be assigned a date of birth of 01/01/1900. 
Patients with this date of birth are automatically excluded from any ePPOC report 
analyses.  

 

13.3 Help! I can’t find my patient! 

1. Search for the patient following the processes outlined in Section 4.5 Searching 
for patients. 

2. If the patient does not appear in the search results, they may have been 
archived or deleted.  Follow the instructions in Sections 4.3 Archiving patients or 
4.4 Deleting patients to re-activate the patient. 
 

13.4 What do I do if a patient doesn’t attend or discontinues before starting 
treatment? 

We recommend that you end their Episode of Care and select the end mode 
‘Referral did not proceed to Episode Start’. Follow the instructions for how to end an 
Episode of Care in Section 5.7 Ending an Episode of Care.  

 

13.5 How do I add/change ACC funding status? (NZ services only) 

ACC-sponsored New Zealand services are required to indicate whether a patient’s 
Episode is funded by ACC.  This information is recorded when starting an Episode of 
Care (see Section 5.2 Starting an Episode of Care for instructions on starting an 
Episode of Care).   

 

 To add ACC funding status:  

1. Next to the item labelled ‘ACC funded’ select ‘Yes’ or ‘No’ from the drop down 
list. 

2. Complete all other items as required 
3. Click ‘Submit’ 
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 To change ACC funding status:  

1. Navigate to the patient’s Episodes of Care quadrant within their TREATMENT 
DETAILS screen  

2. Click the edit icon (pen) next to the patient’s name 
3. Click on the drop down list in Section 4: Managing your patients ‘Compensation 

Information’ to change the response.   
4. Click ‘Submit’ to save the changes.  
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13.6 What do I do with patients who have completed treatment? 

You can archive patients who have completed treatment and have completed all 
questionnaires that you expect them to complete (including the Post-episode follow-
up questionnaire).  See Section 4.3 Archiving patients for instructions on how to 
archive patients.  

 

13.7 How do I edit questionnaire data? 

You can edit responses at any time by following the standard process for locating 
and entering a questionnaire.  Ensure you press ‘Submit’ to save any changes. See 
Section 7.1 Entering a questionnaire completed - on paper for guidance. 

 

13.8 Can I re-send an expired questionnaire  

Yes you can.  Locate the expired questionnaire in the QUESTIONNAIRES screen or in 
the individual patient’s ‘Questionnaires’ screen.  Double click the questionnaire to 
open up the Questionnaire manager.  Follow the process for sending the 
questionnaire as outlined in Section 6.3 Sending a questionnaire via email (Step 2 
onwards). 

 

13.9 How do I receive an expired questionnaire? 

Refer to Section 9.5 Managing expired questionnaires for instructions. 
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13.10 A patient has partially completed an online questionnaire and can’t 
find their ‘Return Code’ to re-enter and complete the questionnaire 

Follow the instructions in Section 6.4 Completing questionnaires online to locate the 
return code. 

 

13.11 A patient says they have completed an online questionnaire but I’ve 
not been able to receive it.  

 It is likely that the questionnaire has expired.  To receive an expired questionnaire 
you will need to follow the steps in Section 9.5 Managing expired questionnaires 
to retrieve it.   
 

 Alternatively, the patient may not have clicked ‘Submit’ at the final stage of online 
questionnaire completion.  They will need to re-enter the questionnaire using the 
return code (Section 6.4 Completing questionnaires online) and press Submit for 
you to receive it (Section 6.4 Completing questionnaires online).  Alternatively, 
you can do this for them by double clicking the questionnaire to open the 
‘Questionnaire Manager’, clicking ‘View Online’, entering the Return Code, and 
pressing ‘Submit’. 

 

13.12 I accidentally deleted a questionnaire instead of sending it 

Follow the process outlined in Section 6.2 Creating a Clinical Review Questionnaire 
(outside protocol) for creating a questionnaire via the ‘Add a Questionnaire’ button. 
Ensure that you select the correct ‘in-protocol’ questionnaire (e.g., Pathway End 
Questionnaire’) from the drop-down list.  

 

13.13 I accidentally deleted a completed questionnaire 

Follow the process outlined in Section 9.6 Searching for Questionnaires: to search for 
the questionnaire.  Ensure that you check the ‘Included deleted’ box before clicking 
‘Search’. The deleted questionnaire will appear in pink font.  Click the trashcan icon 
in the same row to reactivate the questionnaire (the font will change to black).  

 

13.14 The epiCentre generated email is missing a questionnaire link 

If the questionnaire link is missing in the auto-generated email, or appearing as 
{Questionnaire Link} follow these steps: 

1. Click on the FACILITY tab on the menu bar 
2. Click on the email templates icon (envelope) and check each template 
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3. Add a missing questionnaire link by clicking where you want to add the link and 
then clicking the ‘Questionnaire Link’ button. 

4. Questionnaire links that appear as {Questionnaire Link} or similar in the email 
usually occur when a space or additional text has been added in between the 
parentheses.  Check to make sure a space or additional text hasn’t been added, 
and if in doubt, delete the {QuestionnaireLink} from the template and add it in 
again using the instructions above. 

See Section 6.3 Sending a questionnaire via email for more information on 
performing the processes described above. 

  

13.15 I’ve received a message saying ‘Issues with questionnaires found’ 

This message appears when refreshing your data and indicates that epiCentre has 
detected an issue with a questionnaire.  The most common cause is that a 
questionnaire has been generated on an outdated version of epiCentre (versions 2.0 
and 2.1) and received by a computer operating on a current version of epiCentre 
(version 2.2).  

Repairing the questionnaire will clear the errors from the affected questionnaire.  In 
the case of electronic questionnaires, you must then press ‘refresh data’ to import 
the repaired questionnaire. In the case of manually entered questionnaires, you will 
need to re-enter the questionnaire data. 

 

 To repair the affected questionnaire(s): 

1. After receiving the error message click ‘OK’  
2. Complete the current refresh process then press ‘Alt+R’  
3. Choose which questionnaires you would like to repair (according to ‘send mode’) 

and take note of the patient and questionnaire type in case you need to 
manually re-enter the date (see * below) 

4. Click ‘repair selected questionnaires’ 
5. The window will close 
6. Click ‘Refresh Data’ 
7. The ‘Refresh Questionnaires’ window will appear and will indicate that an 

additional questionnaire has been received* 
8. Close the window to view the recently repaired and received questionnaire 

* Note: if the questionnaire was manually entered ‘Refresh Data’ will indicate that 
no additional questionnaires have been received.  In this case you will need to locate 
the affected questionnaire and manually re-enter the data. 
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13.16 How do I send a support email? 

 To send a support email: 

9. Click the ABOUT tab on the Menu bar 
10. Click ‘Send Support Email’ 
11. An email will generate in your default email program, addressed to 

eppoc@uow.edu.au.  
12. Two files will be automatically attached to this email, these provide ePPOC’s 

technical support staff with details specific to your epiCentre installation.  

 

mailto:eppoc@uow.edu.au
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13.17 How do I find my tokens?   

 To find your tokens: 

1. Click the FACILITY tab on the Menu Bar 
2. Click the ‘Settings’ (cog) icon for your service 
3. The ‘Facility Tokens’ window will appear listing your tokens 
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13.18 How do I update epiCentre? 

 To update epiCentre: 

1. Go to the epiCentre download page 
(https://apps.ahsri.uow.edu.au/epicentre/eppoc.html)  

2. Click on the ‘Download’ button 
3. This will start the download of the latest version of epiCentre 
4. After the download is completed, unzip the file 
5. Run the setup.exe file and follow the instructions 
6. Please ensure that you set the configuration file location to be the same as the 

current location for the configuration file, or 
7. If you are changing the configuration file location, please ensure that you move 

the configuration file to that location before running epiCentre after the update 
8. If you encounter any difficulties please contact us at eppoc@uow.edu.au 

https://apps.ahsri.uow.edu.au/epicentre/eppoc.html
mailto:eppoc@uow.edu.au
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