
epiCentre Quick & Advanced Training Guide
(paediatric version)



Introduction
ePPOC aims to improve services and outcomes for people experiencing chronic pain, through reporting and 

benchmarking

ePPOC collects standardised information about patients seen by pain management services

Standardising information means that meaningful reports and comparisons can be made by participating services. 

ePPOC standardises:

– Patient assessment tools (e.g. the BPI, PedsQL & FDI)

– Definitions around the ‘elements’ of a patient’s care

– Protocols for collecting patient and carer information

Introduction to epiCentre
• epiCentre (short for ePPOC Patient Information Centre) is custom-built software for use by ePPOC members

• epiCentre provides a user-friendly way to collect patient information for clinical use by pain management services, 

and to report patient information and outcomes to ePPOC

• epiCentre auto scores completed assessment tools, provides patient-level tracking of outcomes, and facilitates 

patient questionnaire completion either on-site or online

This guide provides an introduction to epiCentre for paediatric services and highlights some advanced epiCentre

functions.



Key definitions
ePPOC defines three major ‘elements’ relating to a patient’s care at your service:

Episode – the total period of care at your pain service. This is defined as the time from the first clinical contact to 

when active treatment has ceased or the patient is discharged.

Pathway – the type(s) of treatment provided to the patient. For example, a group pain management program or 

a series of individual appointments with clinicians.

Service event – the actual services provided to the patient during an episode of care (e.g. multidisciplinary 

assessment, appointment with physio, pain program).

The episode
• An episode is a continuous period of treatment delivered by one pain management service 

• A patient may have multiple episodes (e.g. be re-referred to a pain service), however there can be only one 

active episode at any one time for a patient 

• An episode starts with the first clinical contact between the patient and the pain service

• The episode ends when there is no intention to continue active treatment at the pain service, that is, once 

active treatment goals have been achieved and/or discontinued. For example, this might occur when: 

– a patient completes individual or group treatments and is discharged

– a patient moves from active treatment to monitoring and review



The Pathway
The pathway describes the type of treatment delivered within the episode. An episode can consist of one or more 

consecutive pathways. 

There are 4 pathway types:

1. Group e.g. pain management program(s)

2. Individual e.g. individual appointments with clinicians (medical/nursing/allied health)

3. Concurrent - group programs and individual appointments provided concurrently

4. Other e.g. a procedural intervention with no further individual appointments or group programs in the episode

Service events
Service events are the actual services provided to the patient during an episode of care at your pain service.

Service events may include:

• Individual appointments with clinicians  

• Multidisciplinary assessments and discussions  

• Pain management programs

• Procedural interventions

• Education/Orientation programs

Collecting service event information allows assessment of patient outcomes as a function of intensity and focus of treatment.



This diagram illustrates how episodes, pathways and service events are structured in a typical patient 
encounter…..
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A patient can have 
more than one episode 
(e.g. by being re-
referred to a pain 
service

An episode can consist of 
more than one ‘treatment’ 
pathway

Service events occur 
throughout the episode

A ‘typical’ patient encounter



Here is an example showing the epiCentre episodes, pathways and service 
events for a typical patient – ‘Bronte’ 

Episode start
Service event 
(multi-disciplinary team assessment – 1hr)

Service event 
(MDT panel discussion – 30 minutes)

Pathway start
Service event (individual appointment with 
medical practitioner -30 minutes)

Service event for each (eg Individual 
appointment with nurse– 30 minutes)

Pathway end
Service event (individual appointment with 
medical practitioner - 30 minutes)

Episode end

Bronte has been referred to your service by her GP

Bronte has her first clinical contact with the service, a 
multi-disciplinary assessment

Bronte attends her last individual appointment

Bronte requires no further treatment at your service -
she is discharged and referred back to her primary care 
provider (her GP)

=

=

=

=

=

=

The team discuss Bronte’s case and determine her 
treatment triage category 

Bronte attends her first individual appointment for 
treatment

Bronte attends a series of individual appointments



Patient questionnaires are collected at four specific time points throughout an episode of care. 
The protocol for ePPOC questionnaire collection is: 
1. Referral – to record a baseline measure
2. Pathway start – if the referral questionnaire was collected more than 6 months ago
3. Pathway end – to measure the effectiveness of the treatment pathway(s) provided 
4. Post episode follow-up – 3-6 months after an episode has ended to assess outcomes related to ongoing self-

management. 
ePPOC often refer to this questionnaire collection protocol as ‘Score the four’

Protocol for collection of patient-reported outcome measures (PROMs)
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Collect this if the referral questionnaire was completed more than 6 months ago

Note: the episode 
must be ended for 

epiCentre to trigger 
a reminder to the 
user to collect the 

post episode 
follow-up

questionnaire



Getting started - epiCentre sign in

Staff must enter a username and password to access 
patient information

Most services only have one facility, however some 
may have more than one (e.g., an adult & paediatric 
facility). Select the appropriate facility from the 
drop-down menu



All epiCentre screens include:

1. A menu bar at the top

2. A workflow bar at the bottom

epiCentre screens

The top Menu bar allows easy navigation between the different screens in epiCentre

Note: All users have access to the Patients, Questionnaires, Settings, About, Extract and Logout tabs.

Staff with Administrator and Manager roles can also access the Users and Facility tabs, to add and/or delete users 

and customise epiCentre.



2. Automated Workflow Manager
The Workflow bar assists services to manage and follow-up questionnaires through customisable reminders that 

alert you to patients and/or questionnaires that may require attention. The Workflow bar flags:

• Patients who have a referral date but no episode start date

• Patients who have been sent a questionnaire and have not 

responded within a specified period

• Patients who have had their episode ended and now need to be 

sent their post-episode questionnaire.

Workflow bar



The PATIENTS screen allows you to:

• Add a new patient

• Sort or search for patients

• Edit, archive and delete existing 

patients

• Access patient treatment details

• Access patient questionnaire 

information

• View and export patient progress 

reports 

• Create a list of current patients in 

Excel

PATIENTS screen



The QUESTIONNAIRES screen:

• Lists all questionnaires created for all 

patients

• Uses a colour code* to indicate the 

completion status of patient and carer 

questionnaires 

• Allows you to sort or search for 

questionnaires (using the search 

function or category buttons)

• Refreshes data to retrieve electronic 

questionnaires 

• Allows you to print blank 

questionnaires

• Allows you to generate a list of all  

questionnaires in Excel

*Colour coding alerts you to the status of each questionnaire (grey = awaiting response light green = received, yellow = requires follow-
up, red = expired, blue = ready to be sent, x = not sent/cancelled, (dark green = completed and is N/A for paediatric services).

QUESTIONNAIRES screen



All epiCentre users must have their own username and password.

The USERS screen is only visible to staff with Manager or Administrator roles.

USERS screen

• The USERS screen lists the names 

and designated roles of 

epiCentre users at your pain 

service

• When a user name is highlighted 

their role is listed in the lower 

section of this screen

• Managers and/or Administrators 

can edit user details, add new 

users and delete users



This screen allows you to:

• Customise reminder timeframe 

settings

• Customise email templates for each 

questionnaire type

• Check other details for your facility if 

requested by ePPOC

Note: The advanced section of this guide 

provides instructions on how to customise 

these settings

FACILITY screen

Users who have Manager or Administrator roles will also be able to see the FACILITY tab in the menu bar. 



When you click SETTINGS a User Details window will open. This allows you to change your own personal user 

details including:

• name

• email address

• password

SETTINGS tab



Clicking the ABOUT tab on the menu bar opens the About 

epiCentre window.  This provides you with:

• epiCentre version details (useful if you need to contact 

ePPOC for assistance)

• links to the ePPOC website for resources and information

• the generic ePPOC email eppoc@uow.edu.au

• access to the configuration file location

• The option to a send a support email to ePPOC which 

automatically includes your ‘Config’ and epiCentre log 

information

ABOUT tab

mailto:eppoc@uow.edu.au


This allows you to extract your data for submission 

to ePPOC or for your own research and reporting 

(using custom extract) .  

The Extract Data pop-up window helps by asking 

you:

• Where in your computer you want the data 

extracted to

• The date range for the data extraction

• Whether you want an extract for ePPOC 

reporting (standard) or a custom extract.

For more information on data extracts contact 

ePPOC.

LOGOUT tab

EXTRACT tab

At the end of an epiCentre session select LOGOUT to close the application and return you to the ‘sign in’ screen.



epiCentre is designed for fast and easy access to relevant patient data. 
The PATIENTS screen is where you can: 

search for patients 

add new patients

sort patients

generate a list of all 
patients in Excel

click navigation icons to:

• edit patient details

• access episode details

• access questionnaires

• access progress reports

• delete patients

• archive patients

Adding, searching for, and editing patients



To add a new patient, click on the ‘Add patient’ button on 
the top right hand corner of the PATIENTS screen. 

How to add a new patient

A Patient Details window will open. 

This has 3 sections with 3 shortcut keys:

• Personal information: includes 5 mandatory items (Patient 

identifier, Family name, Given name, Date of birth and 

Gender)

• Note: If Intellectual disability has a ‘yes’ response, only 

the carer and Parent Impact questionnaires can be 

generated in epiCentre.

• Postcode information is not mandatory but is used by ePPOC 

to report socioeconomic information so it is useful to enter 

• Carer email is required for electronic questionnaire 

communication

• Questionnaire items: are pre-filled when the initial (referral) 

questionnaire is received.

• To submit data: use either the scroll bar on the right, or click 

the blue ‘Submit’ shortcut button at the top, then click 

submit to save your data.



Error messages
If you click ‘Submit’ and have entered 

invalid or incomplete data you will see an 

error message displayed in red at the top 

of the screen.

The error message at the top will identify 

the item(s) requiring correction



Exercise – Adding a patient 
Enter these two new patients in epiCentre:

Patient 2

Miss Dorothy Dinosaur**

Date of Birth – 1 January 1900*

1 Wriggles Lane, Pottsville

Contact Numbers:

Home: 12345678

Mobile: 9101112131

Patient Number: xyz123

Patient 1

Mr Flynn Fireman**

123 Marine Drive

Harbour City, NT, 1212

Date of Birth – 1 January 1900*

Home phone: 77776666

Carer email: bmcboat@xxxxmail.com.au

Patient Number: 123456  
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*Note If entering a test patient use DOB 1/1/1900.  This flags the patient as a test patient and their data will 

not be included in ePPOC report analysis. (Only adolescent questionnaires will be generated for test patients 

with this DOB) 

**Tip Use an obviously fake name for test patients and make sure test patients have different names (to 

avoid an epiCentre error/duplication notice).



Searching for patients – using simple search

On the PATIENTS screen:

• Use the drop down arrow to select either 

Name or Patient ID details into the search text 

field – this can be either:

o First name

o Last name (surname) OR

o Patient ID number

Note these are not case sensitive

• or enter the ePPOC Patient ID (this is usually 

requested by ePPOC)

• once the search details are entered, click the 

magnifier icon to see patient list results. 

• To return to your full patient list click the clear 

search button.

Magnifier icon
To clear the search



Searching for patients – using Advanced Search

Click ‘Advanced search’ to open a new window with more 

search options:

o Given name

o Family name (surname)

o Patient identifier (MRN)

o Urgency

o Date of birth range

o Referral date range

o Active status: 

o Active patients (default)

o Archived patients (inactive) 

o All patients (incl. Deleted)

Enter details then click ‘Search’

When your search is complete, click ‘Clear search’ to return 

to your Active patient list.

*click Reset to remove previously entered search details 

and return to default values 



Searching for patients - by sorting your patient list

Patients can also be found in the patient list by sorting the records. By default the patient list is sorted 

alphabetically by family name. So, just like using an Excel spreadsheet, you can click on any of the bold field titles 

in the header to change the sorting order. Options for sorting in ascending/descending orders include:

• by priority 

• patient ID 

• family or given name 

• date of birth, referral date or carer email.



edit patient details

access treatment details about patient episodes & pathways 

access individual patient questionnaires

view individual patient progress reports 

archive patients 

delete patients  

The following pages demonstrate how to use these icons.

Each row in the patient list represents a patient. The icons on the right hand side allow you to:

The patient list



Edit a patient record

Clicking on the pencil       icon will allow you to 
edit a patient’s information. 
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• The Patient Details screen will open and 

display any existing information 

• You can then edit any field

• When your edit is complete, scroll down 

to the bottom of the window or click the 

‘Submit’ hyperlink at the top - and then 

click ‘Submit’ to save your changes. 



Treatment details and Patient questionnaires 

The Treatment details icon        and the Questionnaire icon        provide quick access to the details for that patient in their 
respective screens

More details on each of these screens will be provided in later sections of the guide



Viewing patient charts

Clicking on the chart          icon will open the patient progress 

report.

• The progress report displays patient and/or carer results for 

the following completed assessment tools: 

– Quality of life (patient and carer)

– Pain severity (patient and carer)

– Functional disability (child and adolescent)

– Pain related worries (adolescent)

• Progress charts show change from the first questionnaire 

completed to the most recently completed questionnaire

• Results are displayed numerically and by severity category

• Report charts can be exported by clicking the blue export

button and can then be saved or inserted into other 

documents



Archiving  patients
• Clicking on the folder             icon will archive a patient.  

• Only archive patients that have completed all ePPOC protocol questionnaires and/or you are not expecting 

any further contact. For example:

– A patient who has completed treatment – i.e., has been discharged and completed the 3-6 month post 

episode follow- up questionnaire

– A patient referred to your service, entered into epiCentre, but has not engaged with your service and 

has had their episode ended.

• Archiving a patient will remove them from your active patient list without deleting them from epiCentre

• Archived patients are included in the data submitted to ePPOC.

CAUTION – USE THIS BUTTON WITH CARE!

Clicking on the rubbish bin           icon will delete a patient 

Only delete patients if you’ve entered them by mistake or have been practicing with a ‘dummy’ patient

Deleted patients will be removed from your active patient list 

If you delete a patient their data will not be included in the data submitted to ePPOC or available for you to 

extract for your own purposes.

Deleting patients



Entering patient information – a ‘typical’ episode

How this section works

This section demonstrates how information is entered into epiCentre by using an example of a ‘typical’ patient

Instructions are provided on how to enter both service and patient reported information into epiCentre



Abbigail – our ‘typical’ patient
• Abbigail Brown was referred by her GP to your pain service after suffering ongoing abdominal pain

• Upon receiving the referral, you entered Abbigail’s details into epiCentre and sent the referral questionnaire to 

her carer by post

• Abbigail and her parent return the questionnaires and she is booked in to a 1 hour multidisciplinary team (MDT) 

assessment

• Abbigail attends the MDT appointment

• The team discusses Abbigail’s case and recommend individual appointments

• Abbigail has a series of individual appointments and her symptoms improve 

• It is decided she doesn’t need further treatment at your pain service and is discharged back to her GP for 

ongoing care

• Abbigail is followed up 3-6 months after her episode has ended to assess whether the improvements she made 

have been maintained.

Abbigail is referred to your pain service
Actions that will be practiced in this scenario include:

1. Add a new patient into epiCentre

2. Create a new episode in epiCentre

3. Post out initial patient questionnaires



Abbigail is referred to your service
Add a new patient into epiCentre – on the PATIENTS screen click the ‘Add patient’ button on the top right hand corner
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Add the following GP referral information:

Miss Abbigail Brown 

DOB - 1 January 1900*

1 Smith St, Winston 

South Australia, 5000

Contact Numbers:

Home: 12345678

Work: 87654321

Mobile: 9101112131

Patient Identifier: 343434

Generally your patient’s 
medical record number

* Remember, for test patients, use this date of birth so we can easily identify them and remove them prior to 
reporting results back to you.

When finished, as always, click  ‘Submit’ to save!



From the PATIENTS screen, find Abbigail using your new search skills if needed and either select the patient detail       

icon or double click anywhere on her line

Create a new episode for Abbigail

This will take you to the treatment details screen… 



Treatment details screen – contains details about the patient’s episodes of care, treatment 

pathways, service events & notes



Click the New Episode button. You will be prompted to enter the following details (in red)

• Referral date 

(enter 1 September 2020)

• Whether the episode is for the treatment of 

cancer pain? Select No or Yes

• Referral source (select from drop-down menu)

o General practitioner/Nurse practitioner

o Specialist practitioner

o Other pain management service 

o Public hospital

o Private hospital

o Rehabilitation provider/private insurer

o Other 

Press the Submit button



The first window creates the questionnaire. Note: 

Patient, Carer and Carer Impact questionnaires are 

linked and all three are ticked by default at referral.

You must select a send mode from the drop-down 

menu:

o Post

o Email

o In clinic

o Telephone

For this exercise select Post

Then select Create Now

Clicking ‘Submit’ prompts you to create and send the initial (referral) questionnaires to your patient. 

This box also contains information about the last 
questionnaires completed and requested. In this 

example we are sending an initial (referral) 
questionnaire, so there is no information to display.



The second window provides options for the selected 

send mode.

You can:

o generate an email (with links to the online 

questionnaire)

o print a barcode (with QR code) to facilitate 

electronic completion of the questionnaires

o Click ‘Enter Questionnaire’ to manually enter data.

Patient questionnaire details will be displayed first (by 

default). To see details for the Carer and Carer Impact 

questionnaires, you need to click the adjacent radio 

button.

Note: To print blank questionnaires (for posting or 

hard-copy completion in clinic) navigate to the 

QUESTIONNAIRES tab and click ‘Blank Questionnaires’

Note also that each questionnaire will have a separate 
return code



To complete this step, click ‘Close’

Abbigail and her carer complete and return their questionnaires
Action: Enter the questionnaire responses



New Episode
For this exercise, these questionnaires were completed in hard copy and data will be manually entered into 

epiCentre.

To enter the questionnaire responses, find patient Abbigail Brown in the patient list and then click on the 

questionnaires icon or double click anywhere on her line.

This will take you to Abbigail’s Individual questionnaires screen

Double click anywhere on the grey band to access this referral questionnaire.  This opens the Questionnaire 

manager box.



PatientPatient

Click ‘Enter questionnaire’.

Hint: Any errors you make in entering data will be 
highlighted in red when you click submit. Use the 
blue shortcut keys at the top to go directly to the 
relevant section to correct data entered. Then click 
Submit to save data. 

Enter responses for Abbigail under each of the 8 tabs.  

1. General information
2. All pain sites
3. Main pain site
4. Pain severity
5. BAPQ
6. FDI
7. Employment
8. PedsQL

Scroll through to view all questionnaire response fields then click Submit to save your data. 



Once questionnaire information has been entered and saved, epiCentre will automatically update the 

questionnaire’s completion status from ‘Awaiting response’ (grey) to ‘Received’ (light green). 

In this example only the patient questionnaire has a ‘received’ status, the Carer and Carer Impact questionnaires 

are still ‘awaiting response’ (grey) as data has not been entered for these.

To view the scored questionnaire results (report), double click anywhere in the line corresponding to the relevant 

questionnaire….. 



The Questionnaire manager window will open. 

As data has now been received, the patient 

questionnaire status will be ‘Answer received’, 

the QR code and blue return code are no longer 

available.

Note: this is for the Patient questionnaire, to see 

details for the Carer or Care impact 

questionnaires, you must click the relevant radio 

button.

As data has been received, the Report button will 

now be blue (active). To view the patient report 

for this questionnaire click Report.



Note: This report is several pages long.

• The first page is a one-page summary showing the 

assessment tool scores and other relevant 

information

• The remaining pages include further details, graphs 

and information from the questionnaire.

• Move through the pages using the top left tools or 

by the scroll bar on the right. You can print, save 

and export the report as a PDF or Word doc or 

attach it directly to an email

• When done close this page to return to epiCentre.

Abbigail attends a multi-
disciplinary team assessment
Actions

1. Start a new episode

2. Enter a service event



Start Episode 
ePPOC defines the start of an episode as the first clinical contact with the patient. 

In this example the MDT assessment falls into this category and is therefore the start of Abbigail’s episode. To enter 

this in epiCentre:

• Find Abbigail Brown in your patient list

• Go to her Treatment details screen, you can 

also use this icon

• On the Episodes of care section of this screen 

click Start.  

• You’ll be prompted to enter the date the 

episode started and how it started*

• Click Submit to save.

*In this example, see above, the episode start date is the 
date of the MDT assessment (enter 12/10/2020), and the 
start mode is Multi-disciplinary assessment or treatment

*There are 3 options for Episode start mode –

1. Multidisciplinary assessment and/or 

treatment 

2. Single clinician assessment and/or 

treatment 

3. Education/orientation program



• Service event information is recorded in 

the Treatment details screen by clicking 

the blue ‘Add’ button. 

• Enter service event data into the service 

event window including date, type and 

duration of the service event, and 

whether or not it was delivered via 

telehealth. 

The start of an episode is also the first service event delivered to a patient. Service events (i.e. occasions of service) 

are collected in ePPOC so that the intensity and type of treatment can be taken into account when measuring 

patient outcomes.

Service event data entry is streamlined for you through 

the use of drop-down screens and date-pickers.

Note: Telehealth is defined as the ‘use of telecommunication 
techniques for the purpose of providing telemedicine, medical 
education, and health education over a distance’. One-on-one phone 
consultations with a patient/carer are *generally not considered to be 
telehealth as there is a separate service event item for this, however 
ePPOC now allows services to select telehealth mode for telephone 
patient/carer consultations. [*Please check your own area for 
specifics on how you will be reporting these].



For our example using Abbigail Brown:

• Click the ‘Add’ button, then in the service event 

details window: 

– Leave the Telehealth box unchecked (i.e. not 

delivered via telehealth)

• Select the ‘Service event type’ – Multidisciplinary 

team assessment from the drop down menu

• Enter the service event date – 12/10/2020

• Enter the event duration in hours and/or minutes –

1 hour and 30 minutes

• Click ‘Submit’ to save Abbigail’s first Service Event

This is followed by a team discussion of Abbigail’s case
Action

1. Enter a service event



Service Events – AssessmentsEnter these service events for Abbigail:

o a 1 hour appointment with the pain specialist on 

20/10/20.

o a 30 minute appointment with the physiotherapist 

on the same day.

Once these service events are entered the service event 

section will look like this:

As Abbigail is now having treatment, so it’s time to start her treatment pathway, but before you do, first check what 
questionnaires have been completed for this patient. 



• Go to the PATIENT screen, find your patient and select the Questionnaires icon

This will take you to the individual patient’s Questionnaire screen where you can quickly check the questionnaire 

category, completion date and status.

Note: colour coding indicates the questionnaire completion status for the Patient, Carer and Carer Impact 

questionnaires linked to this patient.

In the example above the green colour coding confirms that the Patient, Carer and Carer Impact questionnaires have 

all been completed at referral for this patient.

This information equips you to make a decision regarding questionnaire creation when you click ‘pathway start’.



Start Pathway - Process

• Go to the PATIENT screen, find Abbigail and select the Treatment details icon

• In the ‘Treatment pathways’ section click the Start button. You will be asked for the pathway start date, the 

pathway type and the treatment delivery mode (use the date picker and make your selections from the drop 

down menu).

For this exercise enter: 

• 20 October 2020 as the first day of treatment (pathway start date)

• Select Individual appointment(s) as the pathway type

• Select In clinic care as the pathway mode

• Click Submit

Pathways describe the ‘type’ of treatment provided to a patient. 

Pathway information is located on the TREATMENT DETAILS screen, in the lower left quadrant. To enter details for 

Abbigail:



Pressing Start activates the Add a Questionnaire window. We saw 

these earlier when we created the referral questionnaire.

You are prompted to create and send a questionnaire whenever you: 

• start a new episode 

(referral/initial questionnaire) 

• start a pathway* 

(pathway start questionnaire) 

or 

• end a pathway 

(pathway end questionnaire) 

*If the referral (or previous pathway end) questionnaire was 
completed <6 months from the pathway start date, you can select 
‘Never create’ for this questionnaire as the previous questionnaire 
data can be used as a proxy.  

Note: The Last questionnaire info displayed here is for the Patient questionnaire, this is why we reviewed what 

questionnaires had been completed for the other questionnaire types before clicking pathway start. 



For the first pathway start the ‘Last questionnaire info’ 

would likely be for the referral questionnaire (if completed).

For follow-on pathways, ‘Last questionnaire info’ could be 

for a previous pathway end, previous pathway start, or even 

referral questionnaire.  The completion date provides a clue 

as to which questionnaire was last completed. This is why 

quickly reviewing your patient’s individual ‘Questionnaires’ 

screen is important, as this information will help you decide 

whether you should create a questionnaire at this point. 

Once you know what has (or has not) been previously 

collected, you can make a decision on questionnaire 

creation for each questionnaire type. 

Note: If the Carer Impact questionnaire was collected at referral you can de-select this questionnaire type at 
pathway start. If it was not completed at referral, be sure to collect this now as it can be used as a proxy for the 
missing referral one.



In this example Abbigail completed her referral 

questionnaire on 12th September 2020. 

Her individual pathway started on 20 October 2020. 

As there is a short time between the two, the Pathway Start 

questionnaire will not be collected.

Select the ‘Never create’ button This will cancel the 

questionnaire for the ‘questionnaire types’ selected. The 

questionnaire status will display X indicating this action.

Continue to enter service events for all services provided.



Assessment Recommendation

Your Treatment pathway and Service 

event sections should look like this.

Note: services events are attached to the 
relevant  episode and/or  pathway).

ABBIGAIL completes her individual treatment appointments
Actions

1. End the pathway

2. Collect an end of pathway questionnaire and enter the responses



• On the Treatment details screen, in the Treatment pathways section click End. Enter the pathway end date 

• Only check the box if it is also the end of the episode 

– (for this example do not check this box as it is not the Episode End)

• Click the Submit button

• This will again prompt you to collect/enter a patient questionnaire. 

Note: This is an important outcome point so always select Create now for pathway end questionnaires.

Abbigail’s last individual treatment appointment was on 5/11/2020. At this time she completed a follow-up hard 
copy questionnaire 



1. Select all three questionnaire types (Patient, 

Carer and Carer Impact).

2. Select ‘In clinic', then click Create now

To create /enter Abbigail's pathway end questionnaire data:

3. On the Questionnaire Manager window select 

‘Enter questionnaire’.



PatientPatient

Enter Abbigail’s responses manually under each of the tabs as you did previously.  



PatientPatient

Now you will have some outcome data for Abbigail, so the reports become more interesting …….  

Find Abbigail in your patient list and go to her questionnaire screen 

Double click on the line for the 

pathway end questionnaire

Then click REPORT



The first page shows a summary of Abbigail’s responses to the latest questionnaire.



Looking through the pages you will now see the 

change from referral to pathway end

This report can be an excellent tool for clinical 

conversations with the patient and the team

Abbigail requires no further 
treatment at a specialist pain 
service. She is discharged back 
to her GP for ongoing 
management.

Actions:

1. End the episode

2. Send a post-episode follow-up 

questionnaire 3-6 months after the 

episode ends



End Episode 
This is the end of her episode.
To enter this information:

• From the Patients screen click on the Treatment details 

icon

• Go to the Episodes of Care section on the Treatment 

details screen

• Click End

• Enter the Episode End date. In this example it is her last 

individual appointment – 5th November, 2020 

• Select how the episode ended (the correct selection for this example is in red): 

– Treatment complete – self management/referral to primary care

– Referral to another pain service

– Patient discontinued by choice

– Died

– Active treatment complete – ongoing review Did not complete treatment

– Referral did not proceed to episode start

– Lost to contact – not to follow up

• Click Submit.



Important notes about when to end an episode:

The patient’s episode should be ended once treatment goals have been achieved and/or treatment is 

discontinued. For example, this could be when the patient moves from active treatment to review and/or 

monitoring, or when there is no intention to continue active treatment at the pain service. 

The end of the episode should coincide with the end of a pathway. Then, the pathway end questionnaire 

becomes the ‘episode end’ questionnaire – importantly this also sets up a reminder in epiCentre to 

generate the post-episode follow-up questionnaire in 3-6 months’ time allowing for another important 

outcome from care.

It is important that your team discuss and decide upon a consistent practice for when to end an episode in 

epiCentre.



Abbigails’s Treatment details screen should now look like this



3 to 6 month follow up questionnaire
• The ePPOC protocol is to collect an additional questionnaire from patients 3-6 months after they have been 

discharged from your service (after the episode is ended in epiCentre). This allows assessment of whether 

changes made as a result of treatment have been maintained.

• 3-6 months (customisable) after you’ve entered an episode end date for a patient, epiCentre will 

automatically prompt you to create and send a post-episode follow-up questionnaire.

• This is demonstrated in the ‘Advanced section’.

Sending and receiving online questionnaires
• The previous section demonstrated how to enter patient questionnaire information that has been completed 

on paper forms

• epiCentre also allows for patients to complete their questionnaires online

• Benefits of online questionnaires:

– for many patients this is easier than receiving and returning a questionnaire by post

– responses are imported into epiCentre, so staff do not need to manually enter questionnaire data

• This following section demonstrates how to send and receive online questionnaires using another patient 

example.



Owen Anderson – Patient details

• Owen Anderson was referred by his GP to your pain service for treatment – he has indicated a preference to 

complete his questionnaires online and provides you with his email address

• On receiving his referral, you will to email Owen his questionnaire

Add Owen as a new patient into epiCentre by clicking the ‘Add patient’ button on the top right hand corner of the 
PATIENTS screen. 

Enter the following details:

Patient Number: 56128943  

Mr Owen Anderson
2 Paddock Lane
Shepparton, VIC, 3870

Date of Birth – 1 January 1900

Mobile: 0417890112

Email: (Note: for this exercise please enter your email address)



From the PATIENTS screen, find Owen and select the Treatment detail icon

This will take you to the Treatment details screen ….. 

• In the Episodes of Care section click New
• In the ‘New referral’ window (below) enter a date and referral source, leave the cancer pain box unchecked
• Click Submit.

Add a new episode for Owen



Select Email from the “How do you want to send the 

questionnaire” drop down menu, then click Create Now

The ‘Add a questionnaire’ window will appear, as in the previous module. As we are emailing the questionnaire this 

time:

Then, in the Questionnaire manager 

window select Generate email



The Generate email button opens up a template email to Owen in Microsoft Outlook. This email contains a 

unique hyperlink that will take the patient to the online version of the questionnaire.

Click the Send button to send the email….

Note: for this example, 
your email will show in 

the ‘To’ field

Note: email template 
text was written with 
input from consumers.
This text can be 
modified by pain 
services. 
See the Customising 
epiCentre section for 
instructions.

Note:

1. The email address used will be that of the carer.

2. The email will contain links to all 3 questionnaire types (Patient, Carer and Carer Impact) if the patient is 8yrs or older. If 

the patient is aged 5-7 yrs there will be no patient questionnaire link in the email as these patients are assessed with 

clinician assistance.

3. Links for all three questionnaires will appear each time you generate a questionnaire to be sent by email.  You can delete 

the links of any questionnaires you don’t want to send (e.g. Carer Impact at pathway start).  You can also edit the text in 

the email body (but not the links) and attach additional documents to the email before you send.



To continue in epiCentre, close this window.

Now check your email inbox to see the email that 
would be received by your patient

To gain an understanding of the online 

process and the patient experience, click 

on the hyperlink in the email and complete 

the questionnaire yourself.



Enter the information for each section of the questionnaire. 

Note: If the online questionnaire cannot be completed in one 
sitting, patients are able to  ‘Save & Return Later’

For online questionnaires you must click Next Page after each section to move through the questionnaire

Note the reset text adjacent to each item will clear the field for you to input the correct response. 



If you hit save and return later a Return code text box will appear – make a note of the return code as it is 

required to access and complete the questionnaire

When you close this window a new message will appear with instructions on how to return to the survey (see 

next page to view this message)



For this exercise, click ‘Continue Survey now’ and complete the survey. Click the Submit button on the final 

page to save and send the responses.

Note: Carers or patients may ask you for their questionnaire return code. The advanced section of this 

document contains instructions for how to find the return code and send this to the patient/carer.



To import online-completed questionnaires into epiCentre, go to the QUESTIONNAIRES screen and click Refresh data.

A window appears displaying the results of this refresh and shows 

the number of questionnaires that have been received.*

TIP: it’s a good idea to click ‘Refresh data’ 
regularly (e.g. once a day) as this not only 
imports online questionnaires but also generates 
reminders for questionnaire completion, follow-
up, etc.

*Other actions resulting from clicking Data refresh are described in the Advanced training section of this guide



To identify and view the questionnaires that have been 

completed online

1. Select the item by checking the box, then click ‘Close’

2. Click  ‘Advanced search’

3. Check ‘View selected only’

4. Click ‘Search’ to view a list of all questionnaires 

received during the most recent refresh

5. Click ‘Clear Search’ to return to the complete 

list of questionnaires



All patients who have completed online questionnaires will appear:

Double click anywhere on the line to view the completed questionnaire and report for Owen.



1. Open the questionnaire manager by clicking anywhere along the questionnaire line.  Select the questionnaire 

type (Patient, Carer, and Carer Impact) required and click the Print barcode button. Repeat for the remaining 

questionnaire types required. A printable barcode will generate in a word document for each. 

Questionnaires can also be completed online using the QR code (barcode). 

This is useful if you have a postal address but no email.

Note: Although completing 
the questionnaires on a 

smart phone is possible, it is 
not recommended due to 
the size of the text.  iPads 
and other tablet devices 

work well. Barcodes cannot 
be reused – like the 

hyperlinks in the emails, 
barcodes are unique for each 

questionnaire.

2. Post the questionnaire and accompanying barcode to the 

carer. The patient and/or carer can then scan their unique 

barcode on their iPad or other tablet device. 

3. Scanning the barcode opens up the online questionnaire.



Patients and carers can complete online questionnaires in your clinic if your service has an iPad or tablet 

device available…

• Double click on the line associated with the questionnaire from the patient’s Questionnaires screen

• In the Add a questionnaire window,  under “how you want to send the questionnaire”, select In Clinic

• In the Questionnaire manager window select Print Barcode

• This generates a Word document with the patient’s details and a unique barcode for each questionnaire 

type you have selected.

• Print the document and give this and the tablet device to the patient/carer

• Patients and carers then scan the barcode with the tablet device to bring up the online questionnaire and 

can complete the online questionnaire whilst in the clinic.

• Alternatively use your clinic’s iPad or tablet device to scan the QR code directly from your computer 

screen and then hand the device to the patient/carer for completion.



Managing incomplete online questionnaires…

If your patient /carer contacts reports they 

have: 

1) lost the survey return code

2) only partially completed the survey online

3) have submitted the survey (but you have 

not yet received it) - you can easily locate the 

Return code (RC: XXX) for that questionnaire 

and provide it to the patient/carer so they can     

re-enter and complete the online 

questionnaire

Clicking on the link opens the online 

questionnaire so you can:

1) check survey content, and/or

2) Complete the remainder of the 

questionnaire in clinic with the patient/carer



Advanced training: managing and monitoring Patient Questionnaires



ePPOC Questionnaire Protocol recap
ePPOC protocol dictates that specific questionnaires are completed by patients at identified time points during 
their episode of care:

1. Referral questionnaire – at referral/entry to the service 
2. Pathway Start questionnaire – at the start of the treatment pathway 

(if the referral questionnaire was completed over 6 months ago) 
3. Pathway End questionnaire – at the end of the treatment pathway 

• This may also represent the end of an episode (if no further treatment is planned)
• Note: an episode must be ended before a Post Episode questionnaire can be scheduled

4. Post Episode Follow-up questionnaire – at 3-6 months after the patient’s episode has been ended.

Completing all 4 questionnaires for each episode of care maximises the number of patient outcomes obtained
We call this four questionnaire collection protocol ‘Score the four’!

epiCentre Features
epiCentre helps you to keep track of when questionnaires should be completed, and prompts you to follow up 
on questionnaires that have been sent to patients but not yet returned. 

Two features assist in monitoring patients and their questionnaires.  
1. Questionnaire status tabs 
2. Workflow Manager



Menu Bar

Workflow Manager



These are located along the top of the QUESTIONNAIRES screen. Clicking each tab displays all questionnaires with that 
particular status. For each patient, questionnaire status is displayed left to right in order of Patient, Carer and Carer
Impact. Each questionnaire will be colour coded according to that questionnaire status (see next page). If you click a 
questionnaire status tab the questionnaires will be listed as per the questionnaire status of the patient.

Questionnaire Status Tabs

Status Tab Description
All All questionnaires for all patients – this is the default display for the QUESTIONNAIRES 

screen

For action Questionnaires not yet created or sent – e.g. when a questionnaire has been marked as 
‘create later’ or when scheduled questionnaires are due to be created (pathway reviews 
and post-episode follow-ups)

Awaiting response Questionnaires that have been sent but not yet returned

Requires follow-up Questionnaires sent over 2 weeks ago but not yet returned

Received Questionnaires that have been electronically returned or manually entered into epiCentre

(Completed) This tab does not apply in the paediatric version of epiCentre

Expired Questionnaires sent over 4 weeks ago but not yet returned



Questionnaire status colour codes

The patient questionnaire has been ‘received’ but the Carer and 
Carer Impact questionnaires are ‘awaiting response’. Double click 
along the questionnaire line to open the questionnaire manager 
window, then select the questionnaire to enter questionnaire 
responses or view the completed questionnaire and report 

These questionnaires are ‘For action’.
Double click to create and send these

Colour codes allow you to quickly determine a questionnaire’s status.  Hover your mouse over each colour for more 
information about the questionnaire.

These questionnaires have ‘expired’. Double click to open the 
questionnaire manager window and re-send them (select each 
questionnaire type separately then click generate email and 
send) or navigate to the individual patient’s Questionnaire screen 
and click ‘Refresh Data’ to import any electronic questionnaires 
completed whilst having ‘expired’ status

Blue For action

Grey Awaiting response

Mustard Requires follow up

Red Expired

Light green Completed

X Red cross The questionnaire was not sent



Using the questionnaire status tabs
To follow up patients who have overdue questionnaires. 

1. Click on the Requires Follow-up tab – this displays all patient questionnaires that were sent more than 2 weeks ago (but 
less than 4 weeks ago) and haven’t been returned. Click on a questionnaire line to open the Questionnaire manager, 
select the questionnaire you want to follow up, then click ‘generate email’ to re-send the electronic questionnaire.  
Alternatively, phone the patient and ask them to complete and return the hard-copy questionnaire. Remember all 
electronic questionnaires will be sent to the carer’s email address – if you have a mix of complete and incomplete 
questionnaires for a time point, when sending the email delete the links for any questionnaires that you have already 
received.

2. Click on the Expired tab – this displays questionnaires sent over 4 weeks ago and not returned. You can use the process 
described above to re-send an expired questionnaire.

Note: You can also use the ‘Advanced Search’ function from the QUESTIONNAIRES screen to search for 
questionnaires of a specific status/category. This functions allows you to further narrow your search results 
according to questionnaire sent/received date, questionnaire completion status, and patient name and ID.



Using the questionnaire status tabs

epiCentre has default settings for questionnaire time limits and reminders but these can be customised.
To modify these settings see the ‘Customising epiCentre’ section of this training guide.

To create a scheduled questionnaire (post-episode follow-ups and pathway reviews)

Example scenario: A patient completed their episode of care and then returned for a 3-month review appointment. She 
completed a paper version of the post-episode follow up questionnaire but I don’t know where to enter it.

To create scheduled questionnaires:
1. Click the ‘For action’ tab – epiCentre automatically generates a Post-episode Follow-up questionnaire 3 months after the 

episode end date, and creates a Pathway Review questionnaire every 3 months during an open pathway.   These are stored 
in the ‘For action’ list, along with any questionnaires that have been marked as ‘Create later’.

2. The questionnaire will be labelled with the patient’s name and the Category will be ‘Follow-up’. Double click on the 
relevant row to open the ‘Add a questionnaire’ window and follow the usual process for questionnaire creation. If entering 
in a hard-copy questionnaire select ‘In Clinic’ for the send mode, and then ‘Create now’.  Once the questionnaire has been 
created click Enter Questionnaire and to enter the questionnaire data.

Note: You can also use the workflow manager to create post-episode questionnaires (see ‘Workflow Manager’ section)



IMPORTANT!

Questionnaire status only updates when you refresh your data so we recommend clicking the Refresh data button daily
to ensure the information listed under each questionnaire status tab is accurate.

Whenever you click Refresh data a pop-up 
window displays what has occurred as a 
result of the refresh



Workflow Manager
The Workflow Manager is located at the bottom of every epiCentre screen and complements the questionnaire status 
tabs.  It provides automated reminders alerting you to patients who may require attention for one of three reasons.

To open any list click on the upward arrows. Close the list by clicking on the downward arrows.

‘Awaiting episode start’:
Select your patient and double click – this will take you to their treatment 
details screen. From here you can start their episode of care, or end the 
episode if the patient does not wish to engage with your service.

Note: For patients who have had their episode ended without starting an 
episode or receiving treatment, and for whom a post-episode follow-up 
questionnaire is not required, you could go to the PATIENTS screen, find the 
patient and archive them.  This will remove them from your active patient list.

Awaiting episode start Patients who have a referral date and have not started an episode of care

Outstanding questionnaires Questionnaires that have been sent but not returned within 2 weeks

Send Post-Episode Follow-up Patients who need their Post-episode Follow-up questionnaire sent to them



‘Outstanding questionnaires’ 

• Select your patient by checking the adjacent box, this activates the Notify patient and Mark as followed up
buttons. 

• Clicking Notify patient opens the Questionnaire Manager window, from here you can re-send the questionnaire.

• Clicking Mark as followed up will remove the patient from the reminder list. This can be used if you phone a 
patient to remind them about a questionnaire sent by post.

• Click on X  to dismiss a reminder - this will remove the patient from the list

Note: once you re-send a questionnaire, the questionnaire status will return to ‘Awaiting response’.

‘Send Post-Episode Follow-up’

• Before performing the above action you may choose to click the patient name to open their Treatment Details 
screen.  Review the information on this screen to determine if it is appropriate to create the post-episode follow-
up questionnaire. For example, if a patient has started an episode, but never progressed to treatment and hence 
their episode has been ended, they may not require a post-episode follow-up. In this case you may choose to 
dismiss the reminder by clicking the red cross beside the patient name. This will remove the patient from the 
reminder list and the questionnaire status will be ‘Not sent’.

• Alternatively, if you are confident that the patient should receive a post-episode follow-up questionnaire then 
select the patient from the slide-up window by checking box adjacent to their name.  Click Take action to open 
the Add a questionnaire window to create and send the post-episode follow-up questionnaire. 



Customising epiCentre



Some epiCentre features can be customised to meet the needs of individual pain management services

The Facility screen allows you to customise:

• email templates (to accompany patient questionnaires sent electronically)

• reminder time frames

Note: You must have either Manager or Administrator status to access the FACILITY screen. 

Customising epiCentre



You can customise templates for:

• Initial email

• Pathway start/end/review or Clinical review email

• Episode End email

• 3-6 month post-episode email.

The templates appear in the window in the order 

above.  You may scroll down the window to view each 

one, or navigate directly to a specific email template 

by clicking the blue shortcut key at the top.

The template text is different for each email type, so you will need to review and edit each type if you wish to 

customise all emails sent from epiCentre.

Every email is addressed to the parent/carer because all emails are sent to the parent/carer email address

Customising emails
To customise emails, navigate to the FACILITY screen, and click on the email icon                  to open the 

‘facility email templates’ window.



For each email ‘type’ you can edit the:
• subject heading
• body of text

The following details are automatically populated by 
epiCentre:

{PatientQuestionnaireLink}
{CarerQuestionnaireLink}
{CarerImpactQuestionnaireLink}

*Note: Do not edit anything inside of these parentheses 
{ }

How can I use the customising features?

• Change the email subject 

• Include your service’s name

• Change text that is NOT within the parentheses {}

• Insert auto-populate fields, e.g., patient first name, 

patient last name and/or questionnaire expiry date 

(see next page)

• Add your service’s email signature at the bottom

Don’t forget to click ‘Submit’ at the bottom of the screen 
to save your changes.



Automatically inserting patient first and last names
Emails are addressed as ‘Dear Parent’ and the body of the message references ‘Your child’. 

You can customise the message to have the first and/or last name of the child auto-populated by epiCentre.

1. Navigate to the desired email ‘type’ and click where you would like the name inserted

2. Then click on the ‘First name’ and/or last name button to insert the fields {PatientFirstName} 

{PatientLastName}

3. Delete any unwanted text outside of the parentheses (e.g., ‘Your child’)

4. Click ‘Submit’ at the bottom of the window to save changes



Automatically inserting the questionnaire completion due date
To specify the due date for questionnaire completion, use the Expiration date field. This calculates the date four 

weeks* from when the questionnaire was created  (*customisable)

You may want to first add any accompanying text e.g.,  ‘Please complete your questionnaire by’ add a space, leave 

the cursor there and click on the Expiration date box to insert {ExpirationDate}. The date the questionnaire is 

required back to the service will now appear in emails. 

For each questionnaire type, there is a black 

Questionnaire link button located below the 

email text. 

It is not necessary for you to click this button as 

the questionnaire link is already included in the 

body of the email text. 

You can use this button to add an additional questionnaire link into the email. To do so, place your cursor where 

you want the additional questionnaire link inserted then click the Questionnaire link button.



DO NOT change the text or format of the automated fields or links - otherwise they won’t populate correctly. 

For example, DO NOT:

• remove the brackets around the links {PatientQuestionnaireLink}

• change text inside the brackets {PatientQuestionnaireLink}

Important reminder when customising email templates

DO NOT delete the Questionnaire link from the 

template – if you do so your patient will not be 

able to access the online questionnaire



How do I customise questionnaire settings?

epiCentre has automatic reminders to help monitor patients and their questionnaires. 

You can customise the reminder and expiry dates for your service within the allowable parameters

From the FACILITIES screen, click on the Edit (pen) icon               to bring up the ‘Facility details’ window



In ‘Settings’ you can modify the following:

• Shared folder path - the address to your shared folder on your computer 

• Show ‘other’ features - enabling ‘Other’ features provides additional options in the drop down lists for 

‘episode start mode’ and ‘episode end mode’. You would only enable this feature if the existing available 

options are not sufficient. If you enable ‘other’ options you can select start/end mode ‘other’ and then 

type a free text response.

• Questionnaire settings – see next page

S:\CHSD Shared\AHSRI programs\ePPOC\epiCentre\SharedPath



In the facility details window you can also change how often 
you receive reminders and how quickly questionnaires 
expire. 

The table below provides a description of the settings and 
the permissible parameters.

Remember to click ‘Submit’ to save any changes.

Customising Questionnaire settings

Reminder type Default setting
(days)

Reminder time frames 
(days)

Description

Questionnaire follow-up 14 (recommended) 1-60 (but must be less than 
expiry value)

Time between sending a questionnaire and it 
transitioning to ‘requires follow-up’ status

Questionnaire expiry 28 (recommended) 1-90 Time between sending a questionnaire and it 
transitioning to ‘expired’ status

Post-episode questionnaire 
generation

90 1-180 Time between an episode ending and a reminder 
being generated to send the post-episode 
questionnaire

Pathway review 90 1-180 Time between a pathway starting and a reminder 
being generated* to send a review questionnaire 
(Review questionnaire listed in the ‘For Action’ tab)

*providing the pathway has remained open



Helpful links & contact details

ePPOC website
https://www.uow.edu.au/ahsri/eppoc/

epiCentre User Manual
https://www.uow.edu.au/ahsri/eppoc/epicentre/

Contact us
eppoc@uow.edu.au

(02) 4221 5058 (within Australia)
+61 4221 5058 (outside Australia)

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