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Chapter 1. Introduction

Overall Learning Objectives

These are the overall learning objectives for this Abstract Plus training manual for
Abstractors:

e Learn how to Log in into Abstract Plus
e Learn about the Abstract Plus menu items
e Become familiar with the basic steps for abstracting using Abstract Plus

e Learn how to begin abstracting by starting a new abstract, opening an existing abstract, or
copying an existing abstract

e Become familiar with the abstracting features of Abstract Plus, including entering text
fields, coding histologic type, and coding and deriving Collaborative Staging fields

e Learn about the Abstract Plus editing features and how to correct edit errors
e Learn how to print abstracts

e Learn how to export abstracts out of Abstract Plus

e Become familiar with Abstract Plus Utilities

e View, print, and save available abstract reports, and run custom reports

Overview of the Abstract Plus Abstractor Training Manual

The Abstract Plus Abstractor Training Manual provides you with the information to
understand and use the abstracting features of Abstract Plus. This manual describes the
functions available to the Abstractor. The major sections include logging in to Abstract Plus,
abstracting information, editing abstracted information, completing abstracts, exporting
abstracts, using utilities, and viewing abstract reports. Also, each chapter contains questions
that test your knowledge of the Abstract Plus abstracting features and activities that allow
you to practice your new skills on your own.

Abstract Plus Features

Abstract Plus is a free-of-charge, cancer data collection tool developed by the Centers for
Disease Control and Prevention (CDC) that supports two main functions: abstracting and
auditing. The application can be customized by central cancer registries to be used centrally,
as well as for distribution to and use by hospitals and other reporting sources. Although the
product is not designed to include all functionality needed in an American College of
Surgeons (ACoS)-approved hospital cancer registry, it is suitable for reporting to central
registries from non-registry hospitals, clinics, laboratories, and other sources for cancer
incident reports. The program can also be used for special projects and start-up registries.

The abstracting capability of Abstract Plus is used to summarize medical records into an
electronic report of cancer diagnosis and treatment by abstractors or anyone working with
cancer data. Abstract Plus supports the abstraction of all data items in national standard data
sets, including all text fields, as well as any state-specific data items. The output of Abstract
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Plus is an electronic abstract in the format of the North American Association of Central
Cancer Registries (NAACCR) data exchange layout.

Abstracts entered into Abstract Plus are validated by customizable edits, allowing for
interactive error correction while abstracting. Abstract Plus includes Registry Plus Online
Help, a collection of standard coding manuals that are cross-referenced, indexed, and
context-linked to minimize the need for reference to printed manuals during abstracting.

The all-new auditing capability included in Abstract Plus allows central registries to use the
program to perform case completeness and data quality audits of reporting facilities, as well
as data quality audits of central registry abstractors. For assessing case completeness,
casefinding audits are available, and for assessing data quality, both reabstraction and
recoding audits are available. The application allows for either blinded or un-blinded
reabstraction audits, and for recoding audits, un-blinded submitted text can be recoded for
both reporting facilities as well as central registry abstractors.

Please note that due to development priorities, Abstract Plus is being released without
the Auditor features; description of Auditor features provided in this manual is for
informational purposes only. The Auditor features of Abstract Plus will be released in a
future version of the program.

Abstract Plus is programmed using .NET technology. The application has a user-friendly
abstracting interface, including direct grid entry of coded values for a streamlined abstracting
experience, as well as easy viewing of text fields, online help, and edit errors.

Abstract Plus also has enhanced security features. All records are saved in Microsoft Access
or SQL server databases, and all tables are password protected and encrypted using Microsoft
functions. All users must have a User ID and password to access the abstracting features of
the application, and access to administrative and auditor functions requires the entry of
special restricted passwords. A security challenge question feature is also included in case a
user forgets his or her password, which enables the user to securely reset their password
without administrator intervention.

Abstract Plus User Roles

Abstract Plus users consist of abstractors, central cancer registrars, and other individuals or
groups who work with cancer data. Abstract Plus includes 3 types of users, or roles:

User Description

Abstractor/ The Abstractor or general user manages data entry and has access to all of
General User | the abstracting features of the program.

Abstractors can add new abstracts, edit existing abstracts, copy, print, and
delete abstracts, and can import and export abstracts in NAACCR file
format. Abstractors can also view available reports and update their
password and personal security challenge questions.

All Abstractors must have a user account, and log in to the application
using a User ID and password.
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User Description

The Auditor manages audit entry and reporting and has access to all of the
abstracting features of the program described above for the general user;
however, Auditors also have access to all of the auditing features of the
program.

Auditors can open and close audits, and perform casefinding,
reabstraction, and recoding audits (including pre- and post-reconciliation
tasks), and run available audit reports. Auditors can also export newly
identified tumors in NAACCR file format from casefinding efforts, and
can export completed reabstraction and recoding audits.

All Auditors must have a general user account, and log in to the
application using a User ID and password. Auditors access auditing
functions using a special Auditor password.

Auditor

The Administrator manages the setup of the program and has access to all
of the abstracting features of the program described above for the general
user and all of the auditing features available to the Auditor; however
Administrators have access to additional administrative features of the
program. They can perform administrative functions such as managing
the Administrator password, creating and modifying general user
accounts, specifying application preferences, creating and managing
abstracting display types, and creating and managing audit display types,
discrepancy codes and databases.

All Administrators must have a general user account, and log in to the
application using a User ID and password. Administrators access
administrative functions using a special Administrator password. Entry of
the Administrator password also allows access to all auditing functions
(i.e., entry of the Auditor password is not required for Administrators).

Administrator

System Requirements

Abstract Plus is programmed for the Microsoft Windows 32-bit environment installed on an
Intel Pentium or Pentium-compatible computer. The minimum hardware requirements are the
same as those of the Microsoft Windows operating system used. Additional system
requirements include:

e Microsoft operating system from Windows XP and higher
e 128 MB RAM (512 MB minimum recommended)
e Latest version of Microsoft Internet Explorer (recommended)

e The available hard-disk space requirement for Abstract Plus depends on the
number of abstracts that will be created and maintained in the database. A
minimum of 70 MB of free hard drive space is required.
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Downloading and Installing Abstract Plus

A generic (non-customized) version of Abstract Plus is available from the CDC’s Registry
Plus Web site (http://www.cdc.gov/cancer/npcr/). This Web site provides a fully documented
generic installation and version enhancement information.

Please note, however, most users will require a customized version of the software set up to
meet requirements and procedures of a specific locale, usually a state, or for a specific study.
Potential users of Abstract Plus should contact their state central cancer registry staff
first to inquire about their customized version and for support. State registry contact
information can be found at the National Program of Cancer Registries Web site:
http://apps.nccd.cdc.gov/cancercontacts/npcr/contactlist.asp.

P You must have administrative privileges to your computer in order to
15 install Abstract Plus. Contact your system administrator to install the
Hote program if you do not have administrative privileges.

To download and install Abstract Plus, complete these steps:

1. Open your Internet browser and type in the following URL for the NPCR web site in the
address field: http://www.cdc.gov/cancer/npcr/ and press Enter.

In the NPCR section on the left, Click Software and Tools.

. In the Registry Plus™—Software Programs for Cancer Registries section, click the
Abstract Plus link.

4. Click the Technical Information and Installation link.

Read the information provided in the section Installing and Upgrading Abstract Plus.

6. To download the latest version of Abstract Plus, click the link to the latest .exe file. Click
Run on the displayed page and follow all the prompts to download and install Abstract
Plus.

If you have Abstract Plus 3.3 installed on your computer, and would like to
upgrade to Abstract Plus version 3.4, NAACCR v14.0-based software, there is no
automatic upgrade available. Do not uninstall your current version. to upgrade
to Abstract Plus version 3.4, NAACCR v14.0-based software, complete the
following steps:

1. Make a copy of your C:\RegPlus\AbstractPlus\MBDS folder, and place the copy
in a known, secure location on the computer other than in the
C:\RegPlus\AbstractPlus folder.

2. Export all abstracts out of your current Abstract Plus version 3.3, NAACCR 13.0

Important software.

3. Un-install the Abstract Plus version 3.3, NAACCR 13.0 software.

4. Delete the C:\RegPlus\AbstractPlus folder on your computer.

5. Install the Abstract Plus version 3.4, NAACCR 14.0 software.

6. Set permissions for the user on the C:\RegPlus\AbstractPlus folder and all of its
subfolders (for Windows Vista and higher users).

7. Create a user account and import the abstracts that you exported from your
Abstract Plus version 3.3, NAACCR 13.0 software (abstracts will be converted
to NAACCR version 14.0 upon import).

Version 6.0 January 2014 4



Introduction Abstract Plus Abstractor Training Manual

Launching Abstract Plus
Once installed, you can launch Abstract Plus:

1. From the Start menu, select All Programs, Registry Plus, Abstract Plus, and then
Abstract Plus.

User Support
For technical support via e-mail, contact cancerinfo@cdc.gov.

The CDC Registry Plus Development group is funded primarily to support NPCR-funded
state central cancer registries. As a result, CDC helps state central cancer registries set up the
software and perform basic customizations. CDC also provides periodic software updates and
problem-solving to the extent of available resources. CDC does not provide on-site services,
and does not support hospitals, clinics, laboratories, or other private users.

Abstract Plus is intended for redistribution to cancer reporters after customization by the
central registry. The state central registry or other institution redistributing Registry Plus
software should provide all support to end users.

State registry contact information can be found at the National Program of Cancer Registries
Web site: http://apps.nccd.cdc.gov/cancercontacts/npcr/contactlist.asp.

Other users of Abstract Plus will need to independently understand and maintain the software
application.
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Chapter 2: Abstract Plus General User Basics

Learning Objectives
In this chapter, you will learn to:
e Create your own user account upon initial access to the program

e How to address first-time log in and routine log in to Abstract Plus as an
Abstractor/general user

e Familiarize yourself with the Abstract Plus main window and identify Abstract Plus
abstracting menu options

e Change your general user password

e Reset your password if forgotten, by answering your security challenge questions
e Update your security challenge questions and answers after initial set up

e Check for software updates over the Internet and view software update history

e EXit Abstract Plus and use the Backup option

e Use the Restore option to restore your abstracts database if corrupted

Overview

This chapter covers the basics of logging in to and out of Abstract Plus. It includes a
description of the process by which a user account is generated, how to log into Abstract Plus
for the first time and how to address the security challenge questions presented upon initial
log in, how to log in to Abstract Plus routinely using a user ID and password, how to
maintain your general user password, how to check for software updates over the Internet
and view your software update history, how to exit the application and use the Backup
feature, and how to use the Restore feature to restore a corrupted abstracts database.

Logging In

After installing Abstract Plus, upon initial launch of the program, you will be prompted to
create a new user account. You will then need to log in using the new login information you
entered along with an initial password of Welcomel, change your password, and then answer
security or “challenge” questions. Your answers to these questions will be used to validate
your identity if you forget your Abstract Plus password---if you forget your password,
Abstract Plus will ask you for the answers you provided to these security questions and then
allow you to reset your password if the questions are answered correctly.

The creation of a user account is enabled for the general user only upon initial launch of the
program. If other users already exist in your Abstract Plus application (i.e. the program has
already been launched and user account(s) created), you will need to contact your
Administrator to create a user account for you.

When logged in with your own user ID and password, you are recorded as the abstractor
when conducting either general abstracting or auditing tasks (unless your Administrator has
modified this system option). This information can be used as selection criteria for reports
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and exports, and can also be used for general tracking purposes to associate abstractors with
their specific abstracts, and auditors with the audits that they have conducted.

Creating a User Account upon Initial Access and First-Time Log In

After installing Abstract Plus, if you are the first person to launch the program, you will be
prompted to create a new user account. You will then be prompted to log in to Abstract Plus
using your newly-created User ID and an initial password of Welcomel.

If other users already exist in your Abstract Plus application (i.e. the
program has already been launched and user account(s) created), you will

mpsrtant  need to contact your Administrator to create a user account for you and
obtain your User ID.

To create a new user account upon initial launch of the program, and log in to the application
for the first time complete these steps:

1. To launch the program, from the Start menu, select All Programs, Registry Plus,
Abstract Plus, and then Abstract Plus.

Result: The Create Users window opens.

|

™ Selected User F |
User Name @

(5 - 35 characters) e.g. Smith, John A

User ID Initials
[ — & Add |
(5-10 Characters) e.g. (3 Characters)
JSmith eqg. JAS

Note: First time users must enter a User Name, User ID. and Initials. Click
Add, then click Close. Imitial password will be "Welcome1™ (case sensitive).

If your Administrator has already provided you with a User 1D, go directly
impartant {0 Step 7.

2. Enter your full name in the User Name field. The format for name entry is last name, and
then first name and middle initial, e.g., Smith, John A. In the example shown, the user
name being entered has the last name USER, first name NEW, and middle initial A.
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(5 - 35 characters) e.g. Smith, John A

User ID Initials
(5-10 Characters) e.g. (3 Characters)
JEmith eqg. JAS

x
™ Selected User @
User Name
JUSER. NEW. A

MNote: First time users must enter a User Name, User ID, and Initials, Click
Add. then click Close. Initial password will be "'Welcome1” (case sensitive).

3. Enter a User ID in the User ID field. User IDs can only be characters, and are 5-10
characters in length. In the future, you will enter your User 1D when logging in to
Abstract Plus. In the example shown, the User ID being entered is NUSER.

(5 - 35 characters) e.g. Smith, John A

User ID Initials
|NUSER [
(5-10 Characters) e.g. (3 Characters)
JEmith eqg. JAS

x
™ Selected User @
User Name
JUSER. NEW. A

MNote: First time users must enter a User Name, User ID, and Initials, Click
Add. then click Close. Initial password will be "'Welcome1” (case sensitive).

4. Enter your initials in the Initials field. Your initials will be displayed on the main

Abstract Plus window to indicate when you are logged in to the application, and may be

automatically recorded in the Abstracted By field when abstracting abstracts or
conducting audits if this application preference is enabled by your Abstract Plus
Administrator. This information is recorded in order to associate abstractors with the
abstracts they have generated, and auditors with the audits that they have conducted. In

the example shown, the initials entered are NAU.
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x|

[~ Selected User

User Name

JUSER. NEW. A
(5 - 35 characters) e.g. Smith, John A

User ID Initials
|NUSER NALI
(5-10 Characters) e.g. (3 Characters)

JEmith eqg. JAS

MNote: First time users must enter a User Name, User ID, and Initials, Click
Add. then click Close. Initial password will be "'Welcome1” (case sensitive).

B Gose |

5. Click Add.

Result: The system adds the new user account to the users list.

X

 Selected User

User Name

(5 - 35 characters) e.g. Smith, John A

User ID Initials

(5 - 10 Characters) e.g. (3 Characters)
JSmith e.g. JAS

(-]

USER. NEW, A- NUSER (NALI)

Current User [D: I

™ Change
= Gurrent User

T
.| Reset Password |
=5 Delete |
B Close N |

£

6. Click Close.
Result: The Login window opens.
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X
UserlD
REGISTRY PLUS | @|
Password
| @ oK
3 Cancel |
Forgot Password ‘;I'Change Paszsword |

7. Enter your User ID in the User ID field. In the example shown, the User ID of NUSER
is being entered.

X
UserlD
REGISTRY PLUS  [NUSER @|
Password
| @ oK
3 Cancel |
Forgot Password | - -’ZhangsFasswcrdl

8. Enter the default initial password of Welcomel in the Password field.

'?.' Login ﬂ

UserlD
REGISTRY PLUS  [nuseR Q|

Password
I 11111111 oK

Forgot Password | ‘Q'Change Password |

e When entering your password, asterisks will be displayed rather than your
wote  Password for added security. Note that passwords are case sensitive.

9. Click OK.

Result: A Password Update message is issued that lets you know you need to change
your password. This occurs upon initial log in only. When changing your password, you
must change it to a password that meets the password requirements set by your Abstract
Plus Administrator.

Version 6.0 January 2014 10



Abstract Plus General User Basics Abstract Plus Abstractor Training Manual

Password Update x|

] FPlease update your password.
. Password must be between 8 to 20 characters, contain at least one digit and one alphabetic character, and must not contain any special characters.

10. Click OK.

Result: The Change User’s Password window opens, displaying your User ID and Old
Password (which is Welcomel at this point).

%G Change User's Password x|

UserlD
REGISTRY PLUS  |nusER @|

Old Password
I*t***tt* @ QK

New Password
EEEEEEEEE a Qancel |

Confirm Password

I*********l

Eorgot Password | Change Bassword |

11. Enter a new password in both the New Password and Confirm Password boxes, and
click OK. You must type the same new password in both boxes.

. If your Administrator has made no changes, by default, your new password
xj must be between 8 and 20 characters, contain at least one digit and one
Hote  alphabetical character, and must not contain any special characters.

Result: The Define User’s Security Questions window opens, with your User ID
displayed.
x|

Please answer any 3 questions from the below lists to help Abstract Plus to verify your identity. Should you forget
your password, you will be asked to answer at random any 1 of the questions you answer here in order to reset

your password.

o

Warning: Challenge questions must be setup to enter Abstract Plus.

UserlD NUSER|

— Select One — i

:l J ) Submit Questions
I—Selec‘tOne— j

I—

I—S&Iec‘tOne— j

I—

To complete your initial log in to Abstract Plus, you are required to select the specified
number of security questions and answer them. The number of questions you will need
to select and answer will depend on the number of security questions specified by your
Abstract Plus Administrator when setting up Abstract Plus. Your answers to these
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questions will be used to validate your identity if you forget your general user Abstract
Plus password. If you forget your password, Abstract Plus will ask you for the answers
you provided to your chosen security questions, and then allow you to reset your
password if the questions are answered correctly. If you forget both your password and
your answers to your selected security questions, you will need to have your Abstract
Plus Administrator reset your password.

12. Select a question from the first drop-down list and enter your answer in the box below
the question.

Bk Define User's Security Questions x|

Please answer any 3 questions from the below lists to help Abstract Plus to verify your identity. Should you forget
your password, you will be asked to answer at random any 1 of the questions you answer here in order to reset

your password.

Wamning: Challenge questions must be setup to enter Abstract Plus.

UserlD |NUSER

— Select One — j
— Select One —

How many children do vou hawve?

How many siblings do you have? R

=) Bubmit Questions

How old were you at your wedding? (Enter age as digits.)

In what city did you honeymoon? (Enter full name of city only)

In what city is your vacation home?

In what city was your father born in? (Enter full name of city anly)
In what city was your high scheol?

13. Continue selecting questions and answering them until each question is answered.

o Define User's Security Questions x|

Please answer any 3 questions from the below lists to help Abstract Plus to verify your identity. Should you forget
your password, you will be asked to answer at random any 1 of the questions you answer here in order to reset

your password.

Waming: Challenge questions must be setup to enter Abstract Plus.

UserlD INUSER

IHow many children do you have? j
l— ) Bubmit Questions
‘I I

3
IHow many =siblings do you have?
|2

IHow old were you at your wedding? (Enter age as digits.) j

e

14. Once all questions are selected and answers entered, click Submit Questions.

Result: The Abstract Plus main window opens, with you logged in as a general user.
Note that your User ID is displayed at the bottom of the window.
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EE Abstract Plus — 101 x|
File Administration Audior  Utliies  Reports  Options  Help |Edit SetiCentrali Vo 14 Staie Example SIncoming Absiracts ||
[d New #)Open | | Close |[=|Save (“)Print | |Copy | & EDITS | 5 DQS = |Import @ |Export | 7 &

Ready ... 07/05/2014  NUSER(NAU)

Routine Log In

After installation and initial log in to Abstract Plus, you will have a User ID and password for
routine log in to your Abstract Plus general user account.

For routine log in to Abstract Plus, complete these steps:

1. To launch the program, from the Start menu, select All Programs, Registry Plus,
Abstract Plus, and then Abstract Plus.

Result: The Login window opens.

%& Login x|
UserlD
REGISTRY PLUS | 0|
Password
| oK
3 Cancel
| Forgot Password Z'Change Password |

2. Enter your User ID in the User ID box. In the example shown, the User ID being entered
is NUSER.
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‘?.' Login il
UgerlD
REGISTRY PLUS  [NuseR °|
Password
| @ oK
3 Cancel
Forgot Password | ‘L'Change Password |

3. Enter your password in the Password box, and Click OK.

3

When entering your password, asterisks will be displayed rather than your
password for added security. Note that passwords are case sensitive.

Hote
%3 Login x|
UserlD
REGISTRY PLUS  [nusER °|
Password
I aaaaaaaaa @OK
3 Cancel

\) Forgot Password | f’_zr(}hange Password |

Result: The Abstract Plus main window opens, with you logged in as a general user.
Note that your User ID is displayed at the bottom of the window.

i Abstract Plus

[.d New #)Open || Close |[=|Save (=Print [ Copy

01/05/2014 NUSER(NAL)

File  Adminisvation Auciior  Utiiles  Repors Optons  Holp [EGHlSEE Canial V14 Site Example  Incaming Absies 111

“ EDTS | £ Das = |import «|Export | 2 &

=0l
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Activity 1 - Logging in to Abstract Plus
Using what you have just learned, launch Abstract Plus and log in to the application.

If you have not yet accessed the program, see page 7 of this manual or click here for
instructions for initial login to the program.

If your Administrator has already set up a user account for you and provided you with a User
ID, see page 13 of this manual or click here for instructions regarding routine login.

The Abstract Plus Main Window

The Abstract Plus main window provides access to all of the application’s features. Your
User ID is displayed at the bottom of the window, and important system messages are
displayed in the lower left-hand corner of the window. The default edit set is displayed in the
upper right-hand corner of the window. When logged in as an Abstractor, you will
automatically have access to all of the application’s abstracting features via the main menu
items. Some menu options are also available as buttons in the toolbar as shown below.
Access to Administrator and Auditor functions require entry of special passwords.

By default, Microsoft comes with sound effect features. One of those
features is a “beep” feedback sound in response to pressing the tab or
enter, etc. keys. If you do not like these sounds being issued as you use
Abstract Plus, you can turn them off by going to Start-> Control

Panel-> Sound->Sounds Tab->select Default Beep—>select None from the
Sounds pull-down menu->Click OK.

'q Sound iI
.Play‘badﬂl Recording Sounds |

A sound theme is a set of sounds applied to events in Windows
and programs. You can select an existing scheme or save one you
have modified.

w T Sound Scheme:

- Windows Default [modifizd) j Save As.. Delete

1l

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound scheme,

=
T

Program

: Close program ;I
-] Critical Battery Alarm —

i) Critical Stop

/1% Default Beep

1] Device Cannect

‘] Device Disconnect LI

¥ Play Windows Startup sound

Sounds:

b= Test | Browse... |

Cancel | Appky |
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The File Menu

The File menu is used to access the majority of features that are used to work with abstracts.
To access the File menu items, click on the File menu item, and select the desired sub-option,
or use the appropriate keystroke combination for the desired sub-option.

Fil Administration  Auditor  Utilities  Reports

[:_15 ew Abstract Ctrl+M
#| OpeniFind Abstract .. Ctri+0
Copy Abstract ... Ctrl+
Close Abstract Alt+C
Save Abstract ... Ctrl+5
#  Export Abstracts ... Ctrl+M
= | Import Abstracts in NAACCR Format ... Ctrl+L
Print Current Abstract Ctrl+P
(=l Print Range of Abstracts .. Ctrl+R
51 Backup Abstract Database... Ctrl+B
Z Restore Ctrl+Y
8] Exit Alt+F4
The following table describes the Abstract Plus File menu sub-options:
Sub-option (Keystroke) Tcl)gcljt;ar Function
New Abstract (Ctrl+N) ) New | Create a new abstract
Open/Find Abstract... — .
(Ctrl+0) th|Open | Search for and open an existing abstract
Copy Abstract... (Ctrl+1) [jCopy | Copy an open abstract
Close Abstract (Alt+C) || close | Close an open abstract
Save Abstract... (Ctrl+S) l=|save | Save entered information

Export abstracts out of the Abstract Plus
database into a NAACCR-formatted file

Import abstracts in a NAACCR-
= |Import | | formatted file into the Abstract Plus
database

Export Abstracts... (Ctrl+M) % | Export

Import Abstracts in NAACCR
Format... (Ctrl+L)

. —— Preview the displayed abstract and/or
Print Current Abstract (Ctrl+P) |d;,'] Print orint it

Print Range of Abstracts... Select and print a range of abstracts or
(CtrI+R) save in a file
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Sub-option (Keystroke) T(:I)((:)(L?]al’ Function

st st e T e
corrupted

Restore... (Cuk+) Previoualy saved backup Gaabase

D e A et e o

The Administration Menu

The Administration menu is used to access the administrative features of the program, such
as managing user accounts and setting up the application for abstraction and auditing. No
toolbar icons are available for any Administration menu options. To access the
Administration menu items, click on the Administration menu item, and select the desired
sub-option, or use the appropriate keystroke combination for the desired sub-option.

Administratiorg Luditor Litilities Beports  Optio
or Login/Modify Password  Ctrl+A
Create/Modify Users Crl+LJ

Administr

Application Preferences Ctrl+E
Manage Abstracting Display Types Ctrl+D

Y

ge Audit Databases Ctrl+H

Entry of a special Administrator password is required in order to access
the Administration menu items; the application will prompt you for the
Administrator password when you attempt to access any of the

Important Administration menu items. Please see the Abstract Plus Training
Manual for Administrators for more information regarding Abstract
Plus Administrator functions.

The following table describes the Abstract Plus Administration menu sub-options:

Sub-option (Keystroke) Function
Administrator Login/Modify Password | Log in as Administrator or change the
(Ctrl+A) Administrator password

Add, edit, or delete a user account or

Create/Modify Users (Ctrl+U) reset a password

Maintain all general, security, database
and report application settings

Application Preferences (Ctrl+E)
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Sub-option (Keystroke) Function
Manage Abstracting Display Types Create, edit, or delete display types
(CtrI+D) available for the abstracting features

Create, edit, or delete display types
Manage Audit Display Types (Ctrl+F) available for the auditing features
(currently disabled)

Maintain special audit lookup tables
(currently disabled)

Create, edit, or delete audit databases
(currently disabled)

Manage Audit Look-ups (Ctrl+G)

Manage Audit Databases (Ctrl+H)

The Auditor Menu

The Auditor menu is used to access all of the available auditing features, such as opening and
closing audits, and performing casefinding, reabstraction, and recoding audits. No toolbar
icons are available for any Auditor menu options. To access the Auditor menu items, click
on the Auditor menu item, and select the desired sub-option, or use the appropriate
keystroke combination for the desired sub-option.

Auditu% Utliies  Reports  Options  Help [Edit!

'@ Auditor Login/Modify Password  Ctrl+Shift+4

@ Perform Casefinding Ctrl+Shift+F

] ‘| Run Casefinding Reports k

2 Export Mon-match Abstracts Ctrl+Shift+E

|| Perform Reabstracting Ctri+Shift+R

] ‘' Run Reabstracting Reports k

2 Export Reabstraction Audit Ctrl+Shift+5

i2| Perform Recoding Ctrl+Shift+T

] ' Run Recoding Reports k

2 Export Recoding Audit Ctrl+3Shift+L

[ Close Audit Ctrl+Shift+C
Entry of a special Auditor password is required in order to access the Auditor
menu items; the application will prompt you for the Auditor password when you

mB57ant initially access any of the Auditor menu items. Note: If the Administrator

password has already been entered, entry of the Auditor password is not
required; Administrators automatically have access to all auditing features.

Please note that due to development priorities, Abstract Plus is being released without
the Auditor features; description of Auditor features provided in this manual is for
informational purposes only. The Auditor features of Abstract Plus will be released in a
future version of the program.
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The following table describes the Abstract Plus Auditor menu sub-options:

Sub-option (Keystroke)

Function

Auditor Login/Modify Password
(Ctrl+Shift+A)

Login as Auditor, and/or modify
Auditor password

Perform Casefinding (Ctrl+Shift+F)

Perform a casefinding audit on opened
audit

Run Casefinding Reports

Run casefinding audit pre-reconciliation
and final reports

Export Non-match Abstracts
(Ctrl+Shift+E)

Export unreported tumors found upon
casefinding audit in NAACCR file
format

Perform Reabstracting (Ctrl+Shift+R)

Perform a reabstracting audit on opened
audit

Run Reabstracting Reports

Run reabstraction audit pre-
reconciliation and final reports

Export Reabstraction Audit
(Ctrl+Shift+S)

Export text file with reabstracting audit
data for further analysis

Perform Recoding (Ctrl+Shift+T)

Perform a recoding audit on opened
audit

Run Recoding Reports

Run recoding audit pre-reconciliation
and final reports

Export Recoding Audit (Ctrl+Shift+U)

Export text file with recoding audit data
for further analysis

Close Audit (Ctrl+Shift+C)

Close the audit

The Utilities Menu

The Utilities menu is used to access a few supplementary functions included in the program,
such as re-running edits in batch mode, querying your local database of doctors, managing
facility and doctor codes, and deleting abstracts.

To access the Utilities menu items, click on the Utilities menu item, and select the desired
sub-option, or use the appropriate keystroke combination for the desired sub-option.

e | Repore_ntors i | ESRECSRVATASERER
-

Doctor Cluery System ... A+
ol Manage Facility Codes ... 2
_?_ Manage Doctor Codes ... »
&) Delete Abstract(s) Alt+P
2 MNotepad Alt+M
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The following table describes the Abstract Plus Utilities menu sub-options:

Toolbar

Sub-option (Keystroke) lcon

Function

Doctor Query System
(Alt+Q)

|?Dus

Query and search the doctor database;
DQS can be accessed whether or not an
abstract is opened, or a physician field
selected

Manage Facility Codes...

Import (can use Alt+1 keystroke) or edit
(can use Alt+J keystroke) local facility
codes

Manage Doctor Codes...

Import (can use Alt+K keystroke) or edit
(can use Alt+L keystroke) local physician
codes

Delete Abstract(s) (Alt+P)

Delete selected abstracts

Notepad (Alt+N)

Launch Notepad to view created text files

The Reports Menu

The Reports menu is used to access all of the available reports regarding abstracts in the
Abstract Plus database. No toolbar icons are available for any Reports menu options.

To access the Reports menu items, click on the Reports menu item, and select the desired
report, or use the appropriate keystroke combination for the desired report.

ion Register

& Patient Index

Selected Cases ..

Status report (Count of Cases) Summary ...
Completion Status of Abstracts by Month ..

Report Wizard

7

#+ Edit Custom Report

#. Run Custom Reports
Report Generator Help

Repors | Opions _ telp |ESEECEMEIVSTA SHE BB
Alt+Shift+A
Alt+Shift+P
Alt+Shift+5
Alt+Shift+T
Alt+Shift+C

Alt+Shift+W
Alt+Shift+E
Alt+Shift+R

The following table describes the Abstract Plus Reports menu sub-options:

Sub-option (Keystroke)

Function

Accession Register (Alt+Shift+A)

Opens the Accession Register Report, which
includes a line listing of all abstracts in the
database, sorted by reporting hospital and
accession number
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Sub-option (Keystroke)

Function

Patient Index (Alt+Shift+P)

Opens the Patient Index Report, which includes a

line listing of all abstracts in the database, sorted
alphabetically by name

Selected Cases (Alt+Shift+S)

Opens a line listing report which includes
abstracts based on user-specified criteria

Status Report (Count of Cases)
Summary... (Alt+Shift+T)

Opens a report that includes the total number of
complete and incomplete abstracts by export
status within a user-specified date range

Completion Status of Abstracts by
month (Alt+Shift+C)

Opens a report that includes abstract completion
status by year and month of Date of Adm/1*%
Contact within a user-specified date range

Report Wizard (Alt+Shift+W)

Newly-added feature to enable users to generate
their own custom reports (currently disabled)

Edit Custom Reports
(Alt_Shift+E)

Edit an existing custom report (currently
disabled)

Run Custom Reports
(Alt+Shift+R)

Runs selected custom reports that have been
added to the application using the Report Wizard

Report Generator Help

Opens online help for the Report Wizard;
optional installation by Administrator required
(currently disabled)

The Options Menu

For security purposes, users may want to change their passwords and security questions on a
routine basis. The Options menu is used to update the user’s security questions or change
their password. No toolbar icons are available for any Options menu selections.

To access the Options menu items, click on the Options menu item, and select the desired
sub-option, or use the appropriate keystroke combination for the desired sub-option.

Options

@ pdate Security Questions

| Change Password

Ctrl+C
Ctrl+Shift+P
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The following table describes the Abstract Plus Options menu sub-options:

Sub-option (Keystroke) Function

Opens the Update User’s Security Questions
window with the current User ID displayed along
Update Security Questions with the current security questions and answers
(Ctr1+Q) specified by the user; new answers to existing
questions may be entered, as well as new
questions and answers

Opens Change User’s Password window, where
the user can enter their current password, and a
Change Password (Ctrl+Shift+P) | new password in both New Password and
Confirm Password in order to change their
password

For more information regarding updating personal security questions, see
r’j page 30 of this manual or click here. For more information regarding
hote  Changing your general user password, see page 25 of this manual or click
here.

The Help Menu

The Help menu is used to access the online help that is available within the program. To
access the Help menu items, click on the Help menu item, and select the desired sub-option,
or use the appropriate keystroke combination for the desired sub-option.

elp EditSet Caniral V14 Stte Example - Incoming Abst

Lﬂ%gontents Ctrl+F1
%  Search F1
Wy About.. F10
& Run SEER Hematopoistic Databasze Ctrl+F12

Check for Software Updates via Internet  Cirl+F11
Apply Software Updates Locally Ctrl+FS
View Software Update History Ctrl+F10

The following table describes the Abstract Plus Help menu sub-options:

Sub-option Toolbar Function
(Keystroke) Icon
Contents... (Ctrl+F1) View the contents of Abstract Plus online Help

Enter search terms for topics on which you need

Search for help on... (F1) more information

View Abstract Plus, Collaborative Staging, and

About (F10) Edits metafile version information
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Sub-option Toolbar

(Keystroke) Icon Function
Launch the SEER Hematopoietic Database
Run SEER @ stand-alone application to help you code
Hematopoietic Database hematopoietic and lymphoid neoplasms cases
diagnosed beginning January 1, 2010
Check for_Software Check for Software Updates via the Internet
Updates via Internet (Internet connection required)
(Ctrl+F11) g
Apply Software Updates Apply software updates that have been
Locally (Ctrl+F9) distributed (no Internet connection required)

View Software Update

View historical software updates that have been

History (Ctrl+F10)

applied via the Abstract Plus Auto-update

Feature

Abstract Plus Abstracting and Editing Features

One of the primary activities that Abstract Plus is used for is the abstraction of information
from medical records. As mentioned, Abstract Plus has been entirely reprogrammed using
.NET technology, and has a new, extremely user-friendly abstracting interface. New direct
grid entry of coded values and quick select options for pull-down menus allow for an easy,
streamlined abstracting experience, as well as easier viewing of text fields, online help, and
edit errors.

The Abstract Plus Abstracting Process
The basic process of generating and updating an abstract is as follows:

Create the abstract with the patient’s identifiers, such as name and social security
number and save. After you create an abstract, you can save it at any time and return to
your work at a later time.

Enter codes and text in the data entry fields. Save the abstract to retain the information
you have entered.

Correct errors. Each time you open or save the abstract, Abstract Plus can automatically
edit the entered information for accuracy and completeness using the edit set and
required fields chosen by your Abstract Plus Administrator.

After you have entered all your data and corrected all errors, the system saves your new
abstract as complete. You will see the edits error count and completion status
indicators at the bottom of the abstracting window turn from red to green, indicating
that the abstract is complete.

The Abstract Plus Abstracting Window

The Abstract Plus Abstracting window is divided into 2 main sections: a data entry grid for
coded values on the left, and a data entry grid for text fields on the right. When you left-click
and hold your mouse on the vertical divider bar in the center of the window, a splitter is
highlighted which you can drag to the left or right to resize the view of codes or text fields,
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and the application remembers your last placement of the divider bar. You can vertically
scroll the view of coded values and text fields independently to easily and concurrently view

codes and associated text.

LE Abstract Plus - [AbsRefID: 0] =] 53
RO File Administration  Auditor  Utilities Report= Options  Help _ - g o
New i |Open [E Close |BSEI\NE @] Print Copy | * EDITS | % DQS = Import < | Export | ? ‘ |
Unsaved Abstract " Held ¥ Show Field Messages E 'Fd Physical Examination =
Abstract Sections Display Types il
=] [aPDefautt i
< -
E Direct
Mame—Last I X-RayiScans (Includin asy' ec lion}
Access to Text &
Name—First | Fields
MName—Middle I
LI P
MName—Maiden D I —
irect : o
Name—Alias G ”d I Scopes (Endoscopic Examinations) _I
a
Social Security Number EntrV !___
Addr at DX—No Strest I - |
&~ Can Resize —_—
Addr at DX—Supplement! I —
L4 Panes  Histopatholoay)
Addr at DX—City | ;I
Addr at DX—State | j
Addr at DX—Postal Code I =l
—
oyt °| I OP/Surgical Procedures Staging Information
Race 1 | =] =
Race 2 | j
Race3 | | =
—
Race 4 I j Pathology (Cytology and Histopathology Reports)
Race 5 | =] | | By
Ready .. [EDITS (Efer Count=0)| | Completion Status: No 01/05/2014 NUSER(NAU)

The Abstract Plus user-friendly abstracting interface includes all new abstracting
features. Please see page 52 of this training manual, or click here for more information
regarding Abstract Plus abstracting features.

The abstracting interface is called a display type. A display type basically includes
information regarding the fields displayed/collected, critical (or required) fields, edit set
selections, and collaborative staging preferences, and is configured by your Abstract Plus
Administrator upon setup of the application. The data items in a display type are labeled
and ordered by your Administrator, as well as grouped into logical sections, which also

have customizable labels.

3

Hote

Regardless of the customized label a data item may have, when a data item is
selected, the associated NAACCR item name is always displayed in the lower
left-hand corner of the window. This information is helpful when looking up

information regarding a data item in the online help reference books.
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JOHN M - AbsRefID: 114] =0l
RO File Administration  Auditor  Utiliies  Heporis  Options  Help - =10l
New &) Open [ o = [ & & -~ -
e pen [ Close |[E]save EiPrint [ Copy | & EDITS | § DQS Inj i] " ;h:-.-.-.-’-.iil 1: Beﬁahl TR
Abstract No. 114 [T Held ™ Show Field Messages ) . -
@ [ — An Edit Errors — =
Abstract Sections Display Types
j |AF'DefauIt j Error messages along with a list of fields and values checked by

the edit are listed below each failed edit. Click on a field below
any error message to move to it in the data entry area and make

Name—Last [ooE corrections.
o=t |.JOHN Edit Set Name:- Central: Vs14 State Example - Incomine—
Name—Middle |M Total Edit Errors for Abstract: 13
; No Missing Critical Fields.
Name—Maiden |

Name—Alias
| Edit Name: Cause of Death (SEER COD)

Social Security Number [999-99-9999 Error:  Cause of Death not valid
Addr at DX—No Street [123 EAST MAIN ST Edit Description
Fields In Edit: Cause of Death = <BLANK=
Addr at DX—Supplement! |
Skt DA [aTLANTA Edit Name: Class of Case (COC)
Addr at DX—State |GA ~Georgia j Error: <BLANK?>= is not a valid value for Class of Case
i Edit Description
t DX—Postal Code 8 -
e 199999 Fields In Edit: Class of Case = <BLANK>
County at DX J |Dg?
Race 1 |D‘I _White j Edit Name: ICD Revision Number (NPCR)
Error: ICD Revision Number not valid
Race 2 |88 - No further race docurmj Edit Description
Edit Description
FrEew [&8 - No further race docume = Fields In Edit: ICD Revision Number = <BLANK>
Race 4 |88 - No further race docum(j
5 Edit Name: Reporting Facility (NPCR)
|88'N°f”rmer S dmum{J Error: <BLANK?> is not a valid value for Reporting Facility
Spanish/Hispanic Origin |D - Non-Spanish; non—HispEj Edit Description
DEMOGRAPHIC - Fields In Edit: Reporting Facility = <BLANK> =
Edits Check Complete .. EDITS (Error Count=18) Complstion St || | il

Each time an abstract is opened or saved Abstract Plus automatically edits the entered
information for accuracy and completeness using the edit set and required fields chosen by
your Abstract Plus Administrator.

You must resolve all edit errors and fill in all critical (required)
impartant  fields in order to complete the abstract.

Abstract Plus has edit error display features that greatly facilitate the error resolution process.
Editing features include display of the name of the edit set being run at the top of the
abstracting window and an all-new Edit Set Results window. Please see page 67 of this
training manual, or click here for more information regarding Abstract Plus editing features.

Changing Your General User Password

For security purposes, you may be prompted to change your general user password
periodically, based on the Password Policy specified by your Abstract Plus Administrator.
Your Administrator specifies your password requirements, how often you need to change
your password, as well as how many of your last passwords you cannot repeat.

To change your Abstractor/general user password, complete these steps:
1. Open the Change User’s Password window. This may be done in 2 ways:
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a. From Options Menu, select Change Password.

@ pdate Security Questions Ctrl+3
_| Change Password [z  Ctrl+Shift+P

b. When logging in to Abstract Plus, enter your User ID, tab or click into the
Password box, and then click Change Password on the Login window.

%@ Login
UserlD
REGISTRY PLUS  |nuser
Password

b

(2]

|| ) oK

| Forgot Password | Q'Change F'asswurQ

3 Cancel |

Result: The Change User’s Password window opens, with your User ID displayed.

‘§.' Change User's Password x|
_mmm————————————— —

UserlD
REGISTRY PLUS  [nuser el

0Old Password

I 3 Cancel |

Confirm Password

Forgot Password | | Change Password

2. Enter your Current Password in Old Password box.

‘§.' Change User's Password x|

UserlD
REGISTRY PLUS  [nuser Q|

0ld Password

*********
| ©oK

I 3 Cancel |

Confirm Password

Foraot Password | | Change Passwcrdl

3. Enter a New Password in New Password box that meets the password requirements
specified by your Abstract Plus Administrator.
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‘?.' Change User's Password

© |

Confirm Password

Forgot Fazsword | .| Change Fasswcrdl

UserlD
REGISTRY PLUS  |nuser
0Old Password
I ::::::::: 0K
New Password
I gggggggg | 1 e Cancel |

3

rl
Hote

[

4. Re-enter your New Password in the Confir

If your Administrator has made no changes, by default, your new password
must be between 8 and 20 characters, contain at least one digit and one
alphabetical character, and must not contain any special characters.

m Password box.

%4 Change User's Password |

UserlD

REGISTRY PLUS  [nuser @l
0Old Password
I ::::::::: 0K
New Password
I aaaaaaaa eCanDeI |
Confirm Password

Forgot Password | .| Change Password |

5. Click OK to change your password.

Result: Your password is changed, and the Abstract Plus main window is opened.

Possible Errors when Changing Your
There are three possible errors you may receive
1.

Password
when attempting to change your password:

Old password is incorrect. You must correctly enter your old password in order to

successfully change it. Click OK, and then correctly re-enter your old password.

=
Invalid Password

| | "_q Old Password is incorrect. Password is case sensitive.
.

New passwords do not match. The new password entered into the New Password and

Confirm Password boxes must match exactly. Click OK, and then correctly re-enter
your new password in the New and Confirm password boxes.
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=
Invalid Password

' E MNew Passwords do not match. Password is case sensitive,
L

3. New password does not meet specified password requirements. Your new password
must meet the password requirements specified by your Abstract Plus Administrator.
Click OK, and then re-enter a new password that meets the stated password
requirements.

=
Invalid Password

? Your new password does not meet the criteria specified. Please update your password.
*

'

Password must be between 8 to 20 characters, contain at least one digit and one alphabetic character, and must not contain any spedal characters,

Resetting a Forgotten Password

In the event that you should forget your password, Abstract Plus has a security challenge
question feature that will allow you to reset your own password without having to contact
your Administrator. The security challenge question feature enables you to securely reset
your password by answering a specified number of the security questions that you selected
and answered upon initial login to Abstract Plus.

Your answers to these questions are used to validate your identity; Abstract Plus will ask you
for the answers you provided to your chosen security questions, and then allow you to reset
your password if the questions are answered correctly. If you forget both your password and
your answers to your security questions, you will need to have your Abstract Plus
Administrator reset your password.

To reset your password if you have forgotten it, complete these steps:

1. When logging in to Abstract Plus, enter your User ID, tab or click into the Password box,
and then click Forgot Password on the Login window.

X
UserlD
REGISTRY PLUS  [nuser @|
Password
| @ oK

3 Cancel |

Forgot Password{J ,ﬂ Change Password |

Result: The Reset User’s Password window opens, with your User ID displayed, as
well as the number of security questions specified by your Administrator upon set up of
Abstract Plus.
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Bk Reset User's Password x|

Flease answer the following security questions to reset your Password. @ [

UserlD MNUSER]

How many children do you have?
l— @ Validate Guestions
Q Cancel |

2. Enter the answer to each displayed question with the same answer you provided upon
initial login to Abstract Plus.

B Reset User's Password

Flease answer the following security questions to reset your Password.

UserlD INUSER

How many children do you have?

||— @ Validate Questions

0 Cancel

0

3. Click Validate Questions once all questions are answered.
Result: The Reset User’s Password window opens, with your User ID displayed.

Password must be between 8 to 20 characters, contain at least one digit and one alphabetic character, and
must not contain any special characters.

|g|ﬁ

UserlD INUSER

Reset Password:

MNew Password
|

Confirm Password
| a

Cancel

4. Enter a New Password in both the New and Confirm password boxes, and then click
Reset Password.
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Bk Reset User's Password x|
Password must be between 8 to 20 characters, contain at least one digit and one alphabetic character, and @
must not contain any special characters. 4

MNew Password
I ********* | Reset Password

A

ICcmﬁrm Password (x] Cancel |

Result: The Forgot Password window opens, with your User ID displayed.

'§.' Forget Password x|
_

UserlD
REGISTRY PLUS  |nuseR @|

Password
I ggggggggg ©oK
& Cancel |

Forgot Password | ,ﬂ Change Password |

5. Enter your New Password in Password box, and click OK.

Result: The Abstract Plus main window opens, with you logged in as a general user.
Your password has been successfully set to the new password you have specified.

Updating Personal Security Questions

Once you are logged in to Abstract Plus, you can update your selected security questions
and/or answers at any point. For example, if you selected the security question of “How
many children do you have?” and you just had a new child enter your family, you can update
your answer to this question.

To update your security questions and/or answers, complete these steps:
1. From Options Menu, select Update Security Questions.

Ovtons | i [ESEEGEAVSEVATASHRE
({7 Update Security Questions |, Cti+Q |

3
&| Change Password Ctrl+Shift+P

Result: The Update User’s Security Questions window opens, with your User 1D
displayed, as well as the current security questions and answers which you have
specified. For added security asterisks are displayed rather than your answers to the
questions.
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% Update User's Security Questions

X
Your current security question and answer selections are listed below. Revise your selections as necessary and @
click Submit Questions.

UserlD MNUSER)|

IHow many siblings do you have?
=2) Submit Questions

i

Led

IHow old were you at your wedding? (Enter age a= digits.) @ Cancel

Ll

IHow many children do you have?

2. 'You can select new questions and answer them or supply new answers to your previously
selected questions. When you have completed your changes, click Submit Questions.

% Update User's Security Questions

Your current security question and answer selections are listed below. Revise your selections as necessary and
click Submit Questions.

@Iﬁ

UserlD INUSER

IHow many siblings do you have?
=2) Submit Questions

Ll

Led
|_]

IHow old were you at your wedding? (Enter age a= digits.) @ Cancel

Ll

IHow many children do you have?

I2—

Result: You are returned to the Abstract Plus main window with your changes saved for
future use.

Abstract Plus Auto-update Feature

Abstract Plus version 3.4 includes an “Auto-update” feature, which enables delivery of
application bug fixes, enhancements and updates associated with Abstract Plus via the
Internet after software distribution and initial installation. This new mechanism downloads
the necessary applicable files from the CDC Abstract Plus FTP site and replaces the existing
files with the updated/revised versions to apply updates/fixes. In the event that you are an
Abstract Plus user that does not have access to the Internet, software update packages can be
distributed to you and you can apply them locally from a folder on your computer or
network.

Two modules are included in the in the Auto-update feature, so that revisions, fixes, or
updates can be made from the CDC and or state levels:

1. Generic Auto-update Module: This module primarily delivers application
enhancements, updates, and resolutions to identified problems that are applicable
regardless of the state, region, or project for which Abstract Plus has been customized. It
will also be used to update the generic version of Abstract Plus available from the NPCR
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website. The generic auto-update module will deploy updates for issues identified at the
CDC-level, including, but not limited to: resolutions to identified issues, updated example
display types, edits metafiles, online help files, revisions to the Catvals tables, and
updated application files.

For example, the initial release of Abstract Plus 3.4 will include a version of RPOH that
will include the NAACCR Version 143.0 Volume Il Data Dictionary and the updated
Abstract Plus User’s Guide. As soon as additional manuals are added to RPOH, they will
be distributed via the generic auto-update module.

2. Custom Auto-update Module: This module also works in the same manner as “Generic
Auto-update”, but addresses updates to customizations made for a certain state or project.
This module identifies the Abstract Plus user’s customized version, and downloads the
update package version for their specific installation.

Benefits of the Auto-update Feature

Many states have a large number of Abstract Plus end users and even more individuals
download and use the generic version of Abstract Plus. With each new version that is
released, sometimes issues are identified that need to be corrected, or a state decides to make
a change to their customizations. As a result, if issues/revisions are identified after a state
has distributed the program, the state may have to obtain a new installation and re-distribute.
For some states this is a very onerous process, and often the end user would need to uninstall
and re-install the application which is quite inconvenient. States often have to assess the
value added of a specific correction or update, i.e., is it worth going through redistribution of
the software?

In order to alleviate states and end users from the time and resource-consuming efforts of
redistribution, the CDC has programmed a new Auto-update feature.

No Uninstall and Re-install of Abstract Plus is Necessary

After the initial installation of the application, the new Auto-update mechanism does not
require the end user to uninstall/reinstall the application to obtain software updates. It simply
replaces the associated files on the CDC FTP site with those already installed on the end
users computer.

No Loss of Data is Possible

Although it is highly recommended for the end user to back-up their data prior to launching
the Auto-update, the Auto-update mechanism does not directly interfere or touch the user or
abstract data. There is absolutely no possibility of any data loss when the user uses the Auto-
update feature.

Auto-updates can be Implemented Automatically or Manually

There are two ways initiate the Auto-update mechanism via the Internet. There is a new
Application Property that allows your Administrator to customize Abstract Plus to run the
Auto-update feature automatically. The frequency with which the application automatically
checks for updates can also be specified; there is a new option that allows the state to specify
how the number of days in-between checking for available updates. In addition, the
abstractor can check for software updates manually at any time.
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Automatic Detection of Available Updates for Customized Versions

Once the Auto-update feature is invoked, Abstract Plus looks to an XML file
(AvailableUpdatelnfo.xml) on the CDC FTP Server. This XML includes all the update
information that is systemically organized. Every time CDC releases an update (states will
communicate customization updates to the CDC and CDC will update the XML files and
post the appropriate files to the CDC FTP site), CDC updates this file with appropriate
information (See sample XML file below).

<?xml version="1.0"?>
<RegistryPlusApplications>
<Application Name = “ABSTRACTPLUS®>
<GenericPackage>
<Version>1</Version>
<DownloadPath>http://ftp.cdc.gov/pub/NPCR-AP-
UPDATES/AbstractPlus/GenericUpdate/GenericPackage_EDITS-Fix_02-25-2013.zip</DownloadPath>
<PrerequisitePackageVersion>0</PrerequisitePackageVersion>
<PackageDescription>This update package will address issue associated with EDITS
for generic Abstract Plus. This issue was reported by Kathleen Thoburn on 02-25-2013.
</PackageDescription>
<RequiredNAACCRVersion>122</RequiredNAACCRVersion>
<ReleaseMode>UAT</ReleaseMode>
</GenericPackage>

<PackageGroup Name ="GA">
<CustomPackage>
<Version>1</Version>
<DownloadPath>http://ftp.cdc.gov/pub/NPCR-AP-
UPDATES/AbstractPlus/CustomUpdate/GA/CustomPackagel.zip</DownloadPath>
<PrerequisitePackageVersion>0</PrerequisitePackageVersion>
<PackageDescription>
This Custom update package version 1 for GA, has such and such updated
files.., etc.
</PackageDescription>
<ReleaseMode>UAT</ReleaseMode>
</CustomPackage>

<CustomPackage>

<Version>2</Version>
<DownloadPath>http://ftp.cdc.gov/pub/NPCR-AP-

UPDATES/AbstractPlus/CustomUpdate/GA/CustomPackage?2 . zip</DownloadPath>
<PrerequisitePackageVersion>1</PrerequisitePackageVersion>
<PackageDescription>

This Custom update package version 2 for GA, has such and such updated

files.., etc.
</PackageDescription>
<ReleaseMode>UAT</ReleaseMode>

</CustomPackage>

<CustomPackage>
<Version>3</Version>
<DownloadPath>http://ftp.cdc.gov/pub/NPCR-AP-
UPDATES/AbstractPlus/CustomUpdate/GA/CustomPackage3.zip</DownloadPath>
<PrerequisitePackageVersion>2</PrerequisitePackageVersion>
<PackageDescription>
This Custom update package version 3 for GA, has such and such updated
files.., etc.
</PackageDescription>
<ReleaseMode>UAT</ReleaseMode>
</CustomPackage>
</PackageGroup>

Auto-updates can be Distributed and Implemented Locally (No Internet
Connection Required)
In the event that you are an Abstract Plus user that does not have access to the Internet,

software updates can be distributed to you and you can apply them locally from a folder on
your computer or network.
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Automatic Updates for Users Who Have Not Updated on a Regular Basis

If the automatic Auto-update system preference is not on, and a user does not check for
updates for quite some time, several updates may have been released since they last checked
for updates. The Auto-update mechanism keeps track of what updates were already applied
and those that have not been applied, and will upgrade all released updates sequentially since
the last update run to make the software current with all update releases.

User is Notified When the CDC FTP Site is Experiencing Issues

If the CDC FTP site is temporarily down, Abstract Plus displays a message to the user to try
updating at a later time.

User is Notified When No Updates are Available

When the application or user checks for updates and there are no updates available Abstract
Plus issues a message that states “No update is required at this time”.

Checking for Software Updates via the Internet

As mentioned earlier, Auto-updates can be implemented via the Internet automatically or
manually via the Internet. Your software will automatically check for software updates via
the Internet if your Administrator has set up Abstract Plus to do so. You can also manually
check for auto-updates. Note that if your Administrator has configured the software to
automatically check for updates, you can still manually check for updates at any time.

To check for auto-updates manually, complete these steps:
1. Open the Auto-update window. This can be done in 2 ways:
a. From Help Menu, select Check for Software Updates via Internet.

e: | EditSet Cenval Ve14 State Example - ncoming A

L] Contents Ctrl+F1
%  Search F1
Wy About.. F10
‘ Run SEER Hematopoietic Database Ctrl+F12
| Check for Software Updates vwia Internet [\Dh'|+F1 1
Apply Software Updates Locally " Ctrl+F%

View Software Update History Ctrl+F10

b. Use the keystroke Ctrl+F11.

Result: The Confirm Auto-update dialog box opens. As updating could be time-
consuming task the application asks you to confirm that you would like to proceed
with the update process.
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Confirm Auto-update ﬂ

Automatic software updates require an Internet connection, and may take a
few minutes to complete, Abstract Plus will dose and re-open in the
process, so be sure to save your work first,

Update now?

2. Click Yes.

Result: The Abstract Plus Auto-update window opens, and the Auto-update
mechanism begins. Abstract Plus will close and will then check for any available
updates. If there are any applicable updates available Abstract Plus will download the
update package(s) and begin updating Abstract Plus. Once the updates are applied,
Abstract Plus will re-open. The Abstract Plus Auto-update window provides you with
step-by-step feedback regarding the update process.

Abstract Plus Auto-update = |D|ﬂ

— Abstract Plus Auto-update

G ic Update Inf:
3/18/2013 8:54:07 AM Available Generic Update Package info: j

Package Version:1

Package Description:

This update package will address issue associated with EDITS for genieric Abstract Plus. This issue was reported by Kathleen Thoubom on 02-
25-2013.

3/18/2013 8:54:07 AM LI

Custom update info for Generic

3/18/2013 8:54:07 AM d
Current Custom Package version: 0

Auto-update Progress

[3/18/2013 8:54:07 AM Applying Generic Update Package -
3/18/2013 8:54:07 AM Generic Update Package is available j
3/18/2013 8:54:07 AM Downloading available update information

3/18/2013 8:54:07 AM Retrieving cument application's update package information

3/18/2013 8:54:07 AM Retrieving cument application info

3. To close the Auto-update, click Close.

Result: The Abstract Plus Auto-update window will close, and Abstract Plus will re-
open. You can now log back in and continue working in the application.

Applying Software Updates Locally

In the event that you are an Abstract Plus user that does not have access to the Internet,
software update packages can be distributed to you and you can apply them locally from a
folder on your computer or network. The Auto-update package comes in the form of a win-
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zipped file that just needs to be placed in a folder on your computer or network, and then you
navigate to that folder.

To apply software updates that have been distributed to you via an update package (e.g., via
mailed CD), complete these steps:

1. Open the Auto-update window. This can be done in 2 ways:
a. From Help Menu, select Apply Software Updates Locally.

el | it S Coirl V14 Sisto Example - Incoring Abs
L] Contents Ctrl+F1
%  Search F1
Wy About.. F10

& Run SEER Hematopoistic Databasze Ctrl+F12

Check for Software Updates via Internet  Cirl+F11

| Apply Software Updates Locally [~ Ctrl+FS
)

View Software Update History Ctrl+F10

b. Use the keystroke Ctrl+F9.

Result: The Abstract Plus Auto-update window for local updates opens.

Abstract Plus Auto-update =]
— Auto-update Package Souce
Browse to the folder in which you have saved the Auto-update package
Browse QJ Appy Auto-update |
— Abstract Plus Auto-update
G ic Update Inf
[~
Custom update info for Generic
Auto-update Progress
6/20/2013 12:18:58 PM Initiating Auto-update... ;I
@ Close |

2. Click Browse to navigate to the folder on your computer or network in which you have
saved the auto-update package that was distributed to you.
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Result: The Browse for Folder window opens.

Browse For Folder |

| OnlineHelp -
, Prelim RPUG Release

, Reviewed documentation Lo
, test
. test2

, W121 Docs

= L vi3o

=] CffiineAuto-updateTest
| CustomUpdate
| GenericUpdate —

Make Mew Folder | OK& I Cancel |
A

3. Navigate to the folder on your computer or network in which you have saved the auto-
update package that was distributed to you and click OK.

Result: You are returned to the Abstract Plus Auto-update window for local updates,
and the selected folder is displayed.

EAbstract Plus Auto-update - 10l =l
— Auto-update Package Souce
Browse to the folder in which you have saved the Auto-update package
C:\Users'\Kathleen \Documents' Abstract Plus 3. 00w 130M0ffline Auto-update Test Browse Appy N,\.rto-i.lpdate |
by
r— Abstract Plus Auto-update
G ic Update Inf
Custom update info for Generic
-
Auto-update Progress
6/20/2013 12:18:58 PM Initiating Auto-update... ;I

@ Qose |

4. Click Apply Auto-update.
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Result: The Confirm Auto-update dialog box opens. As updating could be time-
consuming task the application asks you to confirm that you would like to proceed with
the update process.

Confirm Auto-update |

Automatic software updates may take a several minutes to complete.
Abstract Plus will dose and re-open in the process, so be sure to save your
work first.

Update now?

5. Click Yes.

Result: The Abstract Plus Auto-update window opens, and the Auto-update
mechanism begins. Abstract Plus will close and will then check the specified folder for
the available updates. The Auto-update process will begin and updates are applied. The
Abstract Plus Auto-update window provides you with step-by-step feedback regarding
the update process.

Abstract Plus Auto-update ;Iglll

— Auto-update Package Souce
Browse to the folder in which you have saved the Auto-update package

C:\Users'\Kathleen \Documents' Abstract Plus 3. 00w 130M0ffline Auto-update Test Browse | Appy Auto-update I

r— Abstract Plus Auto-update

Generic Update Inf

6/21/2013 8:48:43 AM Available Generic Update Package info: -
Package Version:1

Package Description:

Just testing generic update testing

6/21/2013 8:48:43 AM
Required NAACCR Version: 13.0 j

Custom update info for Generic
6/21/2013 8:48:43 AM d

Current Custom Package version: 0

[
Auto-update Progress
6/21/2013 8:48:44 AM Task is complete. You can close this dialog box ﬂ
6/21/2013 8:48:44 AM Custom package is upto-date. No update is required this time.
6/21/2013 8:48:44 AM Recording update information

=

@ Clos

6. To close the Auto-update, click Close.

Result: The Abstract Plus Auto-update window will close, and Abstract Plus will re-
open. You can now log back in and continue working in the application.
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Viewing Software Update History

You can view your software update history to see if you have the latest software updates.

To view your software update history, complete these steps:
1. Open the Software Auto-update History window. This can be done in 2 ways:
a. Click on the Help menu, and select View Software Update History.

elp EditSet Ceniral V14 Stte Example - Incoming Abst

L] Contents Ctrl+F1
?  Search F1
W¢ About .. F10
& Run SEER Hematopoistic Databasze Ctrl+F12
Check for Software Updates via Internet  Cirl+F11
Apply Software Updates Locally Ctrl+FS
View Software Lpdate History I;} Ctrl+F10

b. Use the keystroke Ctrl+F10.

Result: The Abstract Plus View Software Update History window opens, and provides
you with a listing of all updates you have implemented. A detailed description of each

update is located in the Package Description column.

Initial Custom Package | 122 MNSA

=10l x|
Prerequisite Required Package
Updated Package ls Custom Package RACCH
On Version Package Package Description N R Download
Version Version Path

Close[ |

2. To close the View Software Update History window, click Close.

Exiting Abstract Plus and Using the Backup Option

When logging off and exiting Abstract Plus, the application will prompt you to back up
current abstract database.

the

To log off / exit Abstract Plus and use the database backup option, complete these steps:

1. Exit Abstract Plus. This can be done in 3 ways:
a. Click on the File menu, and select Exit.
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File | Administration  Auditor  Utilities  Reports
| New Abstract Ctri+N
#| Open/Find Abstract .. Ctrl+0
L) CopyAbstract .. Ctrl+l
[l Close Abstract Alt+C
a Save Abstract ... Ctrl+3

5 ExportAbstracts .. Ctrl+M

4 |mport Abstracts in NAACCH Format ... Chrl+L
LE:] Print Current Abstract Ctrl+P
(=l Print Range of Abstracts .. Ctrl+R

2| Backup Abstract Database... Ctrl+B

% FRestore .. Ctrl+Y
#4 Exit I} Alt+F4

b. Use the keystroke Alt+F4.
c. Click the X in upper right corner of screen.

==
Close

Result: The Exit Program window opens, and asks if you are sure you want to exit the
program.

Exit Program ﬂ

\_‘{J Are you sure you want to exit Abstract Plus?

fes Mo |

2. Click Yes.

Result: The Backup Database window opens, and asks if you would like to backup your
Abstract Plus abstracts database (ABSPLUS.MDB).

5

Do you want to badkup your ABSPLUS.MDB database?

S
(/ Daily backup is STRONGLY RECOMMENDED!

Yes Mo |

Although you can choose not to backup your database, it is highly
recommended that you backup your database after finishing an
abstracting session during which changes were made (abstracts were
added, updated, or deleted). Note that the Backup and Restore Database
menu options are not available when using SQL Server database.

Imp-ortant

3. Click Yes.
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Result: The Abstract Plus Database Backup window opens with defaults set.
x|

— Selected File Path for Zip Files:

IC:‘.R&gF‘Ius‘Ab&tra ctPlus\MDEBS\Backup "

— Setthe compression level: — | [ [Optional] -To encrypt the zip file -
enter in Password below
" Normal I
" Minimum

% Maximum - slowest

Warning: Encrypted Zip File cannot be restored without
password. You must remember the password as it is not
stored anywhere. Support cannot restore your file.

= save 3 Close |

4. To change the default path, navigate to and identify the location on your computer or
network where you would like to save your backup file by clicking the Folder icon B
Result: The Browse for Folder window opens.

Select the File Directory for Select File Path for Zip Files:.

@ Desktop -
lD My Documents
= -_-J My Computer
= Local Disk {C:)
El ) RegPlus
El [ AbstractPlus
I3 Edits
1) esMx
I5) Exports
=) Help
@ Imports
= ) MDES
() Audit
| G o

OK. & I Cancel |
S

P The default location for saving backup files is
. C:\RegPlus\AbstractPlus\MDBS\Backup. You may navigate to a different
Hote  |ocation if you so choose.

5. To accept the default location for saving the backup, click OK.
6. Select the desired compression level for the zip file if other than the default.
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7.2 Abstract Plus Database Backup x|
— Selected File Path for Zip Files:
IC:\RegPlus\AbstractPlus\MDEBS\Backupi o |
— Setthe compression level: — | [ [Optional] -To encrypt the zip file - 7
enter in Password below

" Normal I
" Minimum
(T'\\SMaximum - slowest

Warning: Encrypted Zip File cannot be restored without
password. You must remember the password as it is not
stored anywhere. Support cannot restore your file.

= save @ Close |

7. Enter a password (optional) to encrypt the zip file. Click Save to create the backup and

exit or click Close to exit the application without saving the backup file.

"% Abstract Plus Database Backup x|
— Selected File Path for Zip Files:
IC:‘.F{eg Plus\AbstractPlus\MDEBS\Backup " |
— Setthe compression level: — | [ [Optional] -To encrypt the zip file -
enter in Password below
r Normal EEERRTRES
" Minimum

% Maximum - slowest

Warning: Encrypted Zip File cannot be restored without
password. You must remember the password as it is not
stored anywhere. Support cannot restore your file.

[= save |lease

If you choose to password-protect your backup file, the encrypted zip
file cannot be restored without the specified password. It is very

Imp-ortant

important that you remember this password!

Result: The backup is saved in the zip file, and a confirmation window opens. A
progress bar is also displayed at the bottom of the screen.

x

e

b Database Backup Complete, with File format
L | (Absplus_Backup _yyyyMMdd_HHmmss. zip).

2
=Lj A progress bar is also displayed at the bottom of the screen.

Hote
Click OK.
Result: The Abstract Plus application closes.
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Using the Restore Option

In the event that your Abstract Plus abstracts database (ABSPLUS.MDB) is corrupted, if you
have used the Backup option to backup your database you will be able to restore your
database using the Restore option. The Restore option allows you to go back to a file that
you saved with the same Abstract Plus version on a date when you encountered no problems.
This is why it is so strongly recommended that you back up your work when exiting the
application.

To use the Restore option to restore your Abstract Plus abstract database to an earlier saved
backup, complete these steps:

1. Open the Restore Database window. This can be done in 2 ways:
a. Click on the File menu, and select Restore.

Eile | Administration  Auditor  Utilities  Beports
| New Abstract Ctri+N
#| Open/Find Abstract .. Ctrl+0
L) CopyAbstract .. Ctrl+l
[l Close Abstract Alt+C
a Save Abstract .. Ctrl+3

5 ExportAbstracts .. Ctrl+M
4 |mport Abstracts in NAACCH Format ... Chrl+L

LE:] EBrint Current Abstract Ctrl+P
(=l Print BEange of Abstracts .. Ctrl+R

2| Backup Abstract Database... Ctrl+B
| & Restore . | Ctrl+Y

83
8] Exit Alt+F4

b. Use the keystroke Ctrl+Y.
Result: The Restore Abstract Plus Database window opens.

£ Restore Abstract Plus Database x|
[ Select the file to restore.

IC:‘.F{egF'Ius"AbstractF’I us'Backup . |

— If the zip file was encrypted - Please enter in the Password below:

Existing AbsPlus.mdb file will be renamed as AbsPlus_20130501_114112

|
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2. Navigate to and identify the zipped backup file on your computer or network by clicking
the Folder icon LJ.

Result: The Select the file you want to restore window opens with a list of backup files

displayed.
x
|(_) (_) | .+ RegPlus + AbstractPlus ~ Backup = - l‘i’] ISEE":" E]J
Crganize *  Views | New Folder @.
Faworite Links Na " " I'I e I 'I Type I'I I 'I

ackup_05-01-2013_113944.7ip
5| RecentPlaces
B Desktop
1M Computer
FE, Documents

4 Recently Changed
FE Pictures
F[_J' Music
FB Searches

, Public

Folders ~

File name: |AbsPlus_Backup_05-11-2013_113944 7ip *| |2 Fies i) =l

Open Cancel |

The default location for saving backup files is
#5 C:\RegPlus\AbstractPlus\MDBS\Backup. You may need to navigate to a

-

note  different location if you saved your backup file in a location other than the
default location.

3. Select the backup file to which you wish to restore your Abstract Plus abstract database,
and click Open.

Result: You are returned to the Restore Abstract Plus Database window, with the
selected backup file displayed.

£ Restore Abstract Plus Database x|

[ Select the file to restore.

C:\RegPlus\tbstractPlus\Backup\AbsPlus_Backup_05-01-2013_1135944 zip D

i the zip file was encrypted - Please enter in the Password below:

Existing AbsPlus_.mdb file will be renamed as AbsPlus_20130501_114112

& Restore | || Close |

4. 1f you password protected the selected backup file, enter the password in the password
box, and click Restore.
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£, Restore Abstract Plus Database x|

[~ Select the file to restore.
C:\RegPlus\AbstractPlus\Backup\AbsPlus_Backup 05-01-2013_113844 zip [ 1 |
~ If the zip file was encrypted - Please enter in the Pa: d below:

nnnnnnnnnn

Existing AbsPlus.mdb file will be renamed as AbsPlus_20130501_114112
"““’“ o |

Result: The Abstract Plus main window opens, with the selected abstracts backup
database restored. You may now resume abstracting activities.

Fle Adminiation  Aucior  Utliies  Reporis  Options  Help [ESSEHGERUSINE1d SEIE EXaMBIE Incamng ALSEeci

[.d New #|Open | | Close ||=|Save (jPrint | |Copy | © EDITS | & D@S = |Import « |Export | 7 &

Ready .. 042412013 NUSER(NAU)

Questions

Answer these questions about Abstract Plus General User Basics (the answers are in
Appendix A, on page 130):

1.

What are the first things you need to do upon initial login into Abstract Plus?

2. What is the point of the security challenge questions in Abstract Plus?
3.
4. When logging off Abstract Plus, how can you ensure that the work you did during the

Why is it important that you have your own user ID and password?

session is secure and safe?

Version 6.0 January 2014 45



Abstract Plus Abstractor Training Manual Working with Abstracts

Chapter 3: Working with Abstracts

Learning Objectives

In this chapter, you will learn to:
e Import abstracts into Abstract Plus
e ldentify the areas in the Abstract Plus abstracting screen
e Create a new abstract

e Modify an abstract, including entering text, coding histologic type, and coding and
deriving Collaborative Staging fields

e Correct errors in an abstract

e Copy an abstract

e Export abstracts

e Print a range of abstracts

e Use the Utility functions (Utilities)

e Use the Help functions to find out more information about fields

Overview

This chapter covers the basics about abstracting and working with abstracts in Abstract Plus.
It includes a description of the process by which abstracts are generated, modified, edited,
and completed, as well as how to print and copy existing abstracts and how to import and
export abstracts in NACCR file format.

You can start working with abstracts by
e Importing abstracts in NAACCR format
e Creating a new abstract
e Searching for and opening an existing abstract
e Copying an existing abstract and saving it as a new one
An existing abstract can be modified and the changes saved. Abstracts can also be exported
in NAACCR format to any other system.
Importing Abstracts

You can import abstracts in NAACCR format from any system into Abstract Plus. Both
complete and incomplete abstracts can be imported, as long as the information is in
NAACCR file format.

To import an abstracts or file of abstracts in NAACCR file format, complete these steps:
1. Open the Import Abstracts window. This can be done in 3 ways:
a. Click on the File menu, and select Import Abstracts in NAACCR Format.
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File | Administration  Auoditor  Utilites  Reports

L  New Abstract Ctrl+N
#| OpeniFind Abstract .. Ctrl+0
Copy Abstract ... Ctrl+
Close Abstract Alt+C

Save Abstract ... Ctrl+5

#  Export Abstracts ... Ctrl+M
| | Import Abstracts in NAACCR Format . Ctri+L
] Print Current Abstract Ctrl+P
(=1 Print Range of Abstracts ... Ctrl+R
5] PBackup Abstract Database... Ctrl+B
% Restore .. Ctrl+Y
8] Exit Alt+F4

b. Click the Import icon on the tool bar .

c. Use the keystroke Ctri+L.

Result: The Import Abstracts in NAACCR Format window opens.

Waming:

: Import Abstracts in NAACCR Format

Abstracts are not edited upon import. To ensure data integrity, it is highly recommended that
edits are run on the data to check for guality and completeness prior to import, or that the
Abstract Plus Batch Completion Re-check utility is used to run edits after import.

Import File: I

Total Abstracts: [
Importing Abstract No.: _
Total Abstracts Importzd: |

’:: Complete

Layout Version:

File contains CrLf:

NAACCR Abstract Type: [

v Use Incoming File's Export Status
Check Abstracts’ Completed Status for import

e Incomplete

. Select File

o lmport
|=Import Log

[ Close

1l

The Import Abstracts function in Abstract Plus 3.4, NAACCR v14.0-based software
allows you to import NAACCR-format Version 13.0 or 14.0 abstract records of
NAACCR Record Types I, C, A, or M. Any records in NAACCR version 13.0 will be
converted to NAACCR version 14.0 prior to importing, and Collaborative Staging will be
re-derived. The import function also performs a basic structural check for record size and
version number before importing the abstracts. The system will verify that the file
contains valid NAACCR records and will display a record count and other information

about the file.
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The Import Abstracts window includes these fields and options:

Field/Option

Description

Import File

The name and location of the file of abstracts in NAACCR
file format to be imported (click Select File to identify file
for import)

Total Abstracts

The total number of abstracts included in the file to be
imported

Importing Abstract No.

While importing, this field displays the sequential number of
the abstract currently being imported

Total Abstracts Imported

While importing and upon completion of import, this field
displays the total number of abstracts imported

Layout Version

The NAACCR Record Version [item #50 ]of the file to be
imported

NAACCR Abstract Type

The NAACCR Record Type [item # 10] of the abstracts in
the file to be imported

File contains CrLf

The import file may or may not contain Carriage Return,
Line Feed characters after each abstract; this field informs
you as to whether it does or not

Use Incoming File’s

Option to use the export status included in the import file;

Export Status when checked, Abstract Plus will check the field of Date
Case Report Exported [item #2110]---if the Date Case
Report Exported is filled, the incoming abstract will be
marked as exported within Abstract Plus

Check Abstracts’ Option to set the Completion Status of the imported abstracts

completed Status for
import

to Complete or Incomplete

2. Click Select File to navigate to the file to be imported on your computer or network.

Result: The Select File window opens defaulted to the
C:\RegPlus\AbstractPlus\Imports folder.
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1 select the File that you want to Import. x|
( )( ) | . * RegPlus » AbstractPlus = Imports - l‘i’ll Search Imports \!_]_GJ
Organize *  New folder = -~ [l '@'
& SkyDrive :I Mame = | Date modified | Type
. I ‘ AP_13.0_TestData. txt 1/6/2014 1:50 AM TXT File
- Libraries
3 Documents | Doctorguery, TXT 12/10/2013 10:21PM  TXT File
fJ". Music | Hospcodes. txt 12/10/2013 10:21PM  TXT File
&= Pictures
8 videos

wﬁa‘ Homegroup

1M Computer
£, T1108043W0A (C:)—
G‘j MNetwork j b | | ﬂ

File name: [AP_13.0 TestData.txt =] fanFies ¢ i

Open vI Cancel |
4

3. Select the file of abstracts in NAACCR file format that you would like to import, and
click Open. In the example shown, the file being selected and imported is named
AP_13.0_TestData.txt.

Result: You are returned to the Import Abstracts window, where preliminary
information is displayed about the file selected for import, such as the number of
abstracts in the file and the NAACCR abstract type. In the example shown, the
AP_13.0_TestData.txt file includes 12 abstracts of Record Type A in NAACCR Record
Version 13.0 (130), and contains Carriage Return and or Line Feed characters after each
abstract.

—’ Import Abstracts in NAACCR Format

Warning:

Abstracts are not edited upon import. To ensure data integrity, it is highly recommended that
edits are run on the data to check for quality and completeness prior to import, or that the
Abstract Plus Batch Completion Re-check utility is used to run edits after import.

Import File: IC:IRegPI usiAbstractPlus\imports\AP_13.0_TestData bt Select File
Total Abstracts: (200 Layout Version: [[AS01I
4 Import
Importing Abstract No.: [ NAACCR Abstract Type: [ AL
1= Import Log
Total Abstracts Imported: O] File contains CrLf. [ ¥Es :

Y

Cl
V' Use Incoming File's Export Status d as=

”Che{:k Abstracts' Completed Status for import

1o Complete o Incomplete

4. Specify the Completion Status (complete or incomplete) that you would like to assign to
all abstracts in the imported file, and specify whether you would like to use the export
status of the abstracts in the incoming file. Click Import. In the example shown, the
default option of Complete is left selected, as well as Use Incoming File’s Export
Status.
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Result: The abstracts in the import file are imported into Abstract Plus. When the
import is complete, the application lets you know by stating “Import Complete...” on the
status bar in the lower left-hand corner of the window.

Ele pdmnevston Audier Uiies Sepote Opiore  belo [EANSSNGANSVSA SO EXSMBIESIREOING Absieca

[ New &)Open [ Close |[=Save (ZPrint [[]Copy 2 DQS =import + |Export | 7 4

13 Import Abstracts in NAACCR Format

Wamning:
Absracts are not edited upon import. To ensure data integrity, it is highly recommended that

to check for quality prior to import, or that the
Abstract Plus Batch Completion Re-check utility is used to run edits after import.

ImportFile: [C:\RegFlus\AbstractPlusiimporisiAP_13.0_TestData. bt

Totsl bstcis: (2NN Layoutversion: [NSONIN
Importing Abstract No.: [N NAACCR Abstract Type: [N
Totol Abstracts Importec: NN File contains CrL [YESI

W Use Incoming File's Export Status

Check Abstracts’ Completed Status for import
’;‘ Complete 7 Incomplete

Import Complete ... 010612014  NUSER(NAU)

Notice the Import Log button on this window. Clicking Import Log opens the Import
Log window, where you can view the history of the abstracts imports.

5. Click Import Log.
Result: The Import Log window opens.

_ioix
— Date range selection is allowed: [Date Format: YYYY/IMM/DD] ——— | Q

From: EDM—J’D‘IID‘I 'I To: ED14JD‘IIDS 'I
#) Find |

#h | Find Al |E[g|ose |

[n] Abstracts

Imported

User Total ‘ Abstracts ‘

6. Enter either a desired export date range or click Find All.

Result: The system displays information about the data that has been imported: the date
the file was imported, the number of abstracts in the file, the number of abstracts
imported, the name of the abstractor that imported the abstracts, and the imported file
name.
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_[oix]
— Date range selection is allowed: [Date Format: YYYYIMM/DD] — | ia |
From: ED14JD1ID1 "I To: ED‘I-‘J-.I'D‘IIDE 'I
) Find | # | Find Al I [l Close |
|
Total Abstracts User )
Date A ‘ e o ‘ File Name

2014/01/06 2 C:\RegFPlus\AbstractPlus\imports\AP_13.0_TestData txt

7. Click Close to close the Import Log, and Close again to close the Import window.

Activity 2 - Importing Abstracts

Using what you have just learned, import a file of abstracts in NAACCR file format into
Abstract Plus. You can import a file of your own, or any of the sample data files in the
Abstract Plus Imports folder.

Please see page 46 of this training manual or click here for more information about importing
abstracts into Abstract Plus.

Creating a New Abstract

To create a new abstract, complete these steps:

1. Open the Abstract Plus Abstracting window. This can be done in 3 ways:
a. Click on the File menu, and select New Abstract.

Eile | Administration  Auditor  Utiliies  Bepors
Ld  New Abstract . CtrisN |
] OpenlFind Abstact .. Cirl+0
[ CopyAbstract ... Ctrl+l

[l Close Abstract Al+C
[=| Save Abstract.. Crl+S

4  Export Abstracts ... Ctrl+M

= | Import Abstracts in NAACCR Format ... Cirl+L
[E,}] Erint Current Abstract Ctrl+P
(= Print Bange of Abstracts ... Ctrl+R

[ Backup Abstract Database... Ctrl+B

L Restore ... Cirl+Y
8] Exit Alt+F4

b. Click the New icon on the tool bar .

c. Use the keystroke Ctri+N.
Result: The Abstract Plus Abstracting Window opens.
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The Abstract Plus Abstracting Window

As mentioned, Abstract Plus has been entirely reprogrammed using .NET technology, and
has an extremely user-friendly abstracting interface. Direct grid entry of coded values and
quick select options for pull-down menus allow for an easy, streamlined abstracting
experience, as well as easier viewing of text fields, online help, and edit errors.

The Abstract Plus Abstracting window is divided into 2 main sections: a data entry grid for
coded values on the left, and a data entry grid for text fields on the right. When you left-click
and hold your mouse on the vertical divider bar in the center of the window, a splitter is
highlighted which you can drag to the left or right to resize the view of codes or text fields,
and the application remembers your last placement of the divider bar. You can vertically
scroll the view of coded values and text fields independently to easily and concurrently view
codes and associated text.

iBix
RO File Administration  Auditor  Utilities Report= Options  Help _ - g o
K New i |Open [E Close BSEI\NE Lg]Print Copy | * EDITS | % DQS = Import Export | ? ‘ |
Section —
nsaved Abstract I™ Held ¥ Show FisfMesgages [~ ination 1=
pEStEE . . Optionally Show =
Abstract Sections Display Types Fleld Messages
=] [aPDefautt ha
| M
> - - H
| Name—Last | R_'ght'C“Ck Any X-RayiScans (Including O Easy, Direct
_ Field for Help Access to Text &
Neme=First | and Edit Errors Fields
MName—Middle I
Name—Maiden Direct l—_I
Name—Alias G r|d Scopes (Endoscopic Examinations)
. . Entry |
Social Security Number |
Addr at DX—No Street
Custom ! <« Can Resize ,—LI
Data Addr at DX—Supplementl I T_,. PaneS s
Item Addr at DX—City | |
Labels Addr at DX~State [ =l
Addr at DX—Postal Code I =l
—
oyt J I OP/Surgical Procedures Staging Information
Race 1 | =] =
Race 2 | | .
S Edit Error —— Completion =
I N Status
Count :
\ Race 4 I vl Famoogy TGyl and Histopathology Reports)
NI Races | r | Bis
Ready ... Completion Status: No  01/05/2014  NUSER(MAU}

Recall that the basic process of generating and updating an abstract is as follows:

i. Create the abstract with the patient’s identifiers, such as name and social security
number and save. After you create an abstract, you can save it at any time and return
to your work at a later time.

ii. Enter codes and text in the in the data entry fields. Save the abstract to retain the
information you have entered.
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iii. Correct errors. Each time you open or save the abstract, Abstract Plus can
automatically edit the entered information for accuracy and completeness using the
edit set and required fields chosen by your Abstract Plus Administrator.

iv. After you have entered all your data and corrected all errors, the system saves your
new abstract as complete. You will see the edits error count and completion status
indicators at the bottom of the abstracting window turn from red to green, indicating
that the abstract is complete.

The Abstractor uses the following abstracting features of the abstracting window to
enter information regarding the patient and tumor being abstracted:

a.

ik

=
T

o

Many data items offer code selection from drop-down lists. In addition, the
drop-down lists feature an auto-complete, find-as-you-type function that allows
the user to type in the first letter, or first few letters, of the desired code label, and
the application auto-selects the first item in the list beginning with that letter. In
the example shown below, an A has been typed into the Race 1 field, and the
application auto-selects the value of American Indian, Aleutian, or Eskimo:

pr—

Il
OP/Surgical Proce

Addr at D¥—Postal Code |

Race 1 IDS

Race 2

04 - Chinese
05 - Japanese J
06 - Filipino I
07 - Hawaiian ICytolog
08 - Korean

09 - Asian Indian, Pakistani

Race 3

Race 4

Race 5

. ) ) L 10 - Vietnamese -
3panish/Hispanic Origin I j |||

If you begin typing in the data item, but find you need to revise what
you have typed, press the backspace key to delete what you have
already entered and start typing again. This enables the find-as-you-
type feature to automatically find your revised entry.

For data items with extensive listing of coded values, such as primary site, there is
lookup assisted data entry with an advanced search feature. You can either
enter the code directly if known, or click on the magnifying glass icon to the left
of the data item (or press F4) to use the search feature:

T —

Age at Diagnosis

|
Primary Site _[g ||

Laterality

-

Histologic Type ICD-0-3 1l

Enter a full or partial search term or code to search for, and then double-click on
the code of your choice to transfer the value to the data item in the data entry grid.
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C.

/® Code Lookup for Primary Site x|

— Enter a value to search for Pnmary Site

\ Search | |PROS

CODE DESCRIFTION

fcoto loendomsee ______________________

Cc619 Prostate gland
CE619 Prostate, NOS
C630 Prostatic utricle

Ce20 Utricle, prostatic

Depending on the system preferences set by your Abstract Plus Administrator,
users can automatically calculate Age at Diagnosis once date of birth and
diagnosis are entered, and can calculate Collaborative Stage derived data items
by clicking on the calculator icon to the left of the data item:

Derived 5352000

Derived 332000—Flag

Or, your Administrator may choose set turn on the option to automatically
calculate Collaborative Stage derived data items upon save of the abstract
after the following CS input data items have been abstracted:

e CS Tumor Size

e CS Extension

e CS Tumor Size/Ext Eval

e CS Lymph Nodes

e CS Lymph Nodes Eval

e CS Metsat DX

e CS Mets Eval

e CS Site-Specific Factor 1-25

If your Administrator has turned this option on, CS derived data items will be
calculated upon every save after the above fields have been entered.

Depending on the system preferences set by your Abstract Plus Administrator, if
the address at diagnosis is the same as the current address for a patient, users can
automatically copy the values in all address at diagnosis data items to the
current address fields by pressing F5 when the cursor is located in the Addr
Current—No Street data item:
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Addr at D¥X—No Strest

|123 EAST MAIN STREET

Addr at DX—Supplementl IAF’T 102
Lab Tests (Mot Cytology or Histopathology)
Addr at DX—City IATLANTA
Addr at DX—State IGA - Georgia j
Addr at DX—Postal Code Iggggg
—

ErmpEi B >| IDB? OP/Surgical Procedures Staging Information
Addr Current-No Street I
Addr Current-Supplement! I
Addr Current—City I @ Addr Current—No Street

Use standardized abbreviations and punctuation
Addr Current-—-State I per USPS addressing standards.

Punctuation limited to: . / - #
Addr Current-Postal Code I Press F5 to copy all Dx address fields to Current address fields.
County—Current | I LLI

Upon pressing the F5 key the address at diagnosis values get copied over to the

current address field

S.

Addr at DX—-No Street
Addr at DX—Supplement!
Addr at DX—City

Addr at DX—State

Addr at DX—Paostal Code
County at DX

Addr Current—No Street
Addr Current—Supplement!
Addr Current—City

Addr Current—-State

Addr Current—Postal Code

__:JIDS?

|123 EAST MAIN STREET

JAPT 102

JATLANTA

IGA—Georgia

|a0009

|123 EAST MAIN STREET

JaPT 102

JATLANTA

IGA—Georgia

-

jaoo00

If the coded values for certain Rx Summ treatment data items are determined to

be the same as the associated Rx Hosp data items, the value in a particular Rx
Hosp data item can automatically copied over to the associated Rx Summ data
item by pressing F5 while the cursor is still in the Rx Hosp Data item:

R Hosp—Surg Prim Site
RX Summ-—Surg Prim Site
Reason for No Surgery
RX Date Radiation

R Date Radiation Flag

Rad—-Regional RX Modality

Al

R T

I O RX Hosp—Surg Prim Site

I I
l—
I—

To display a searchable list of possible values,
click the magnifying glass icon next to the fiel
or press F4.

Press F5 to copy value to RX Summ-—Surg Pri

m Site

Upon pressing the F5 key the Rx Hosp value gets copied over to the Rx Summ

data item:

R¥ Hosp—-Surg Prim Site

R Summ—Surg Prim Site

|

s

Below is a list of Rx Hosp treatment data items that Abstract Plus offers the
ability to be mapped to their associated Rx Summ data item:

NAACCR Hosp Rx Data Item Name NAACCR Rx Summ Data Item Name
Item No Item No
670 RX Hosp--Surg Prim Site 1290 RX Summ--Surg Prim Site
672 RX Hosp--Scope Reg LN Sur 1292 RX Summ--Scope Reg LN Sur
674 RX Hosp--Surg Oth Reg/Dis 1294 RX Summ--Surg Oth Reg/Dis
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NAACCR Hosp Rx Data Item Name NAACCR Rx Summ Data Item Name
Item No Item No
676 RX Hosp--Reg LN Removed 1296 RX Summ--Reg LN Examined
690 RX Hosp—Radiation 1360 RX Summ--Radiation
700 RX Hosp—Chemo 1390 RX Summ--Chemo
710 RX Hosp—Hormone 1400 RX Summ--Hormone
720 RX Hosp—BRM 1410 RX Summ--BRM
730 RX Hosp—Other 1420 RX Summ--Other
740 RX Hosp--DX/Stg Proc 1350 RX Summ--DX/Stg Proc
3280 RX Hosp--Palliative Proc 3270 RX Summ--Palliative Proc
746 RX Hosp--Surg Site 98-02 1646 RX Summ--Surg Site 98-02
147 RX Hosp--Scope Reg 98-02 1647 RX Summ--Scope Reg 98-02
748 RX Hosp--Surg Oth 98-02 1648 RX Summ--Surg Oth 98-02

f.

Prompt messages may be associated with each data item, so that when the

abstractor clicks into the field, a pop-up box comes up with a message or

instructions about abstracting that field:

=473 I

]

Text—Usual Occupation

I'T

Text-Usual Industry |

.ANCER IDENTIFICATION

© Text—Usual Occupation

Record patient's usual occupation.
Enter UNKNOWN if no information available.

Frimary Site

Date of Diagnosis | i
Al

e Tit

Histalogy Title

g. For the experienced abstractor, the field messages may turned on or off depending
on the abstractor's preference and knowledge of coded values for specific fields:.

To turn off the field messages, un-check the
the top of the abstracting grid:

Show Field Messages checkbox at

R File  Administration  Auditor Utiities Reports  Options  Help -

New 8 |Open [ Close |[H|Save hPrint | |Copy | % EDITS | & Das 4

Unsaved Abstract ™ Held ¥ _Show Field Messages @
[\'3 Abstract Sections Display Types

| | |aPDefaut |

This option should be used with extreme caution. Sometimes the field
message includes essential coding instructions that can only be found by
looking up the data item in NAACCR Volume Il or some other coding
reference. For example, for the field of Cause of Death, without the display
of the field message, the inexperienced coder would not know to code 0000

for an alive patient.

Cause Of Death I
Imp-ortant
ICD Flevi{@n Number I
Place of Death—State I o
Flace of Death—Country A | I
Physician—Follow-Up A | I

MPI—-Physician—Follow-Up

—

OWVER_RBINDESICONVE RSIONISYSTEM ADMIN

Cause Of Death

Official cause of death code from death certificate, or special
code:

0000 Patient alive at last contact.

7777 Death certificate not available.

7797 Death certificate available but underlying cause of death
not coded.

-
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h. When entering text, a progress bar is displayed below each text field indicating
how much space is left so that you can properly prioritize the information you are
entering:

Primary Site Title

IF’rostate

[ ——
Histology Title(Type, Behavior, and Grade)

IAdenoca. WD

|

i. Keyboard and mouse alternatives are now available for every function in the
software. Note that Keystroke options are displayed on menus for all menu items,
and Appendix B of this training manual contains a listing of standard Abstract
Plus keyboard shortcuts to functions.

J.  All-new right-click functions for individual data items, including access to field
context help, edits error information, field messages, and a function to clear all
Collaborative Stage fields:

L}Undu Ctri+Z
Cut Chrl+X
Copy Ctri+C
Paste Ctri+V
Delete Alt+D
Select Al Alc+A
Field Context Help F1
Edits Information F2
Field Message F3
Run EDITS F&
Clear Coleborative Stage Fields F2

k. Color-coded edits error count and abstract completion status information is
clearly displayed to the user at the bottom of the abstracting window, and changes
from red to green upon completion of the abstract:

Incomplete abstract containing edit errors:

EDITS (Error Count=2) Completion Status: No  09/29/2008  NUSER{NALU)

Complete abstract containing no edit errors:

|EDITS (Eror Count=0) Completion Status: Yes  09/20/2008 NUSER(NAU)

I.  Once saved, each abstract is assigned an unique Abstract Reference ID (or
AbsRefID), displayed in the upper left-hand corner of the data entry area of
abstracting window, as well as in the title bar of the application along with the
patient name:
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£E Abstract Plus - [DOE, JOHN M - AbsRefID: 1]

B2 File Administration  Auditor / Wiilities
New G |Open |4 Close ||3 Save |_,E:] Pri
Abstract No.1 ==

Abstract Sections
I -]
m. Abstracts can be held to prevent export. The Held check box allows an
abstractor to prevent a case from being exported even if it is considered complete
by the system. This can be used if, for example, the abstractor is searching for
additional information to be included before the abstract is exported. If checked,
the abstract will not be exported, regardless of Completion Status:

I'% Held |_r

play T—FEIMark Abstract as Held

Entering Dates in Abstract Plus

As of the NAACCR version 12x record layout, all dates are in the YYYYMMDD format.
Because the NAACCR standards are so tightly integrated with the Abstract Plus program,
dates are entered in the YYYY/MM/DD format in Abstract Plus.

The Abstractor will enter dates in the new YYYYMMDD format as follows:
YYYYMMDD - when complete date is known and valid

YYYYMM - when year and month are known and valid, and day is unknown
YYYY —when year is known and valid, and month and day are unknown

Blank — when no known date applies

Abstract Plus has a date field entry mask on all date fields that
already has the slashes in it. Although the application allows you to
type the slashes and dashes when entering dates fields, you can save
keystrokes by only typing the 8 characters of the date. For

example for the date of August 1, 2012, the date can be entered as
20120801.

il

=
T

Activity 3 - Creating a New Abstract and Abstracting Patient
Information

Using what you have just learned, create a new abstract. Please see page 51 of this training
manual or click here for more information about creating a new abstract.

1. Type DOE in the Name--Last field, and press Enter. Notice that the next field is now
highlighted.
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Name—Last [DoE
Name-—First [
2. Enter the following information in the following fields:
Field Value to be Entered
Name—First JOHN
Name—Middle M
Name—Maiden Leave blank (press enter to move to next field)
Name—Alias Leave blank (press enter to move to next field)
Social Security Number 999-99-9999
Addr at DX—No Street 123 EAST MAIN ST
Addr at DX—Supplementl Leave blank (press enter to move to next field)
Addr at DX--City ATLANTA
3. Click or tab into the Addr at DX State field.
Result: A list of states appears in the Select New Value field.
4. Start typing Georgia. Notice that the system displays the full name of the state in the

even before you finish typing. Press Enter.

FOOT Ol oo Ty

Addr at DX—5tate

[

GA - Georgia P

Addr at DX—Postal Code

[GA - Georgia

County at DX J GU - Guam
HI - Hawaii
Race 1 |A - lowa
1D - Idaho
Race 2 IL - inois
IM - Indiana
Race 3 KS - Kaneas

FM - Federated States of Micronesia

If you begin typing in the data item, but find you need to revise what
press the backspace key to delete what you have
and start typing again. This enables the find-as-you-
type feature to automatically find your revised entry.

you have typed,
already entered,

-
o Mk

5. Type 999999999 in the Addr at DX—Postal Code field, and press Enter.
6. Click on the magnifying glass icon to the left of the County at DX field to open the Code

Lookup for County at DX window.

Addr at DX—City

[ATLANTA

Addr at DX—State

IGA- Georgia

Addr at DX—Postal Code

|ogaoog00g

County at DX

4!

o
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Result: The Code Lookup for County at DX window opens.
x|

Enter a value to zearch for County at DX
4 Search | IDE

CODE DESCRIPTIONM

039 Camden County
Dade County
Decatur County
DeKkalb County

Lowndes County

7. Enter DE in the search box, and double-click on the 087 value for Decatur County.

Result: The value of 087 is automatically entered into the data entry grid for the County
at DX field, and the Code Lookup for County at DX window automatically closes.

8. Enter the following information in the following fields, either typing the value, using the
drop-down list feature, or using the advanced search feature by clicking on the
magnifying glass icon where available:

Field Value to be Entered

Race 1 01 — White

Race 2 88 — No further race documented
Race 3 88 — No further race documented
Race 4 88 — No further race documented
Race 5 88 — No further race documented
Spanish/Hispanic Origin 0 — Non-Spanish; non-Hispanic
Date of Birth 1961/03/16

Date of Birth Flag Leave blank (press enter to move to next field)
Birthplace--State GA - Georgia
Birthplace--Country USA — United States

Sex 1 - Male

Text—Usual Occupation FARMER

Occupation Source 1-Reporting facility records
Text—Usual Industry FARMER/RANCHER

Industry Source 1-Reporting facility records

Questions—Creating Abstracts

Answer these questions about creating an abstract in Abstract Plus (the answers are in
Appendix A, on page 130):

1. What are the three ways that you can use to start working with abstracts?
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2. What are the two main areas of the Abstract Plus Abstracting window?

Entering Information into Text Fields

The NAACCR Volume Il Data Dictionary defines text documentation as an essential
component of a complete electronic abstract. Text information is utilized for quality control
and special studies, and is needed to justify coded values and to document supplemental
information not transmitted within coded values. High-quality text documentation facilitates
consolidation of information from multiple reporting sources at the central registry.

The text field must contain a description that has been entered by the abstractor
independently from the code(s). Information documenting the disease process and treatments
provided should be entered manually from the medical record. It is best practice to abstract
all available text information prior to entering codes for any of the coded cancer
identification of treatment data items.

In Abstract Plus, the various text fields are presented within the data entry grid on the right
side of the Abstracting Window. The order and names of the text fields that you see are
specified by your Abstract Plus Administrator upon set up of the software.

You can scroll up and down in the text entry grid separate from the data entry grid on the left,
facilitating the concurrent viewing of text and codes. Note that when entering text, a helpful
progress bar is displayed below each text field that indicates how much space is left so that
you can properly prioritize the information you are entering.

Physical Examination

-

0100312014 3: 52 yo white, non-Hispanic male presenting with enlarged ;I
prostate. Retired farmer.
[ -]
[—
X-Ray'Scans (Including Other Imaging Examination) %
None; no metastases ;I
[ -]

L]
;‘3 Line returns are not allowed in Abstract Plus text fields. Pressing Enter
;ﬁn will move the cursor to the next text field in the text entry grid.

Activity 4 - Entering Text Fields

To practice entering text into the text area entry grid, enter the following information into the
following text fields:

Text Field Value to be Entered

Physical Examination 01/03/2014: 52 yo white, non-Hispanic male
presenting with enlarged prostate. Retired farmer.
X-ray/Scans (including Other | None: no metastases

Imaging Examination)
Lab Tests 01/03/2014: PSA , elevated, 0.2 ng/ml
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Text Field Value to be Entered
OP/Surgical Procedures 01/05/2014: TURP, NOS
01/05/2014, TURP, incidental finding of

Pathology adenocarcinoma in situ, size 001 mm
Primary Site Title Prostate
Histology Title (Type, Adenocarcinoma, in situ, grade |

Behavior, and Grade)

Staging Decisions Physician states nodes are clinically negative

Activity 5 - Abstracting Cancer Information

To practice entering information regarding cancer identification information about the tumor
being reported, enter the following information into the following fields either by typing the
value, using the drop-down list feature, or using the advanced search feature by clicking on
the magnifying glass icon where available:

Field Value to be Entered

Date of Diagnosis 2014/01/05

Date of Diagnosis Flag Leave blank (press enter to move to next field)
Primary Site C619 (Prostate, NOS)

Laterality 0 — Not a paired site

Note: Upon entry of both the Date of Birth and Date of Diagnosis fields, The Age at
Diagnosis (052) is automatically calculated and entered into the Age at Diagnosis field.

Abstracting Histologic Type

Prior to cases diagnosed in 2010, coding of Histologic Type in Abstract Plus entailed using
the advanced search feature for the Histologic Type field: click the magnifying glass icon to
the left of the field, enter a search term in the search window that opens, and double-click the
histologic code that is listed for the specific term for which a search was conducted.

However, new reportability instructions and data collection rules for hematopoietic and
lymphoid neoplasms have gone into effect for cases diagnosed beginning January 1, 2010.
As a result, two tools have been developed by SEER for use beginning in 2010: The
Hematopoietic and Lymphoid Neoplasm Case Reportability and Coding Manual, and the
Hematopoietic Database (DB). The Hematopoietic and Lymphoid Neoplasm Case
Reportability and Coding Manual comes with the Hematopoietic Database; contains
reportability instructions and rules for determining the number of primaries, the primary site
and histology, and grade.
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The Hematopoietic DB is a stand-alone application developed to assist in screening for
reportable cases and determining reportability requirements, and contains abstracting and
coding information for all hematopoietic and lymphoid neoplasms (9590/3-9992/3).

The SEER Hematopoietic Database must be independently installed
and maintained by the Abstractor. It can be downloaded from the
following URL.: http://seer.cancer.gov/tools/heme/. In order to stay
abreast of revisions in the database, it is recommended that you sign up
on the website to receive e-mails when the database is updated:

Sign Up for E-mail Updates

If you would like to receive notification via e-mail when new releases of the program become available, please
Imp-crtant sign up using the form below. Your information will only be used to send you future notices about the
Hematopoietic Database.

Name: I—

Email Address (required): I

Organization: I

Submit Request |Clear|

Once installed on the same computer on which Abstract Plus is installed, the Hematopoietic

Database is minimally integrated into Abstract Plus, and can be launched in the following 3
ways:

i. From the Histology Lookup window: Click on the magnifying glass icon to the left of
the Histologic Type ICD-0O-3 data item (or press F4) to use the search feature:

Histologic Type ICD-0-3 “l | Flace of Di
Behavior Code ICD-0-3 I o

Histologic Type ICD-0-3
Grade I To display a searchable list of possible values,
SHEa SR TIEE IT Elrlcpkr;:z ;r:‘agnlf'ylng glass icon next to the field,

And then click the Hematopoietic Database blood drop icon to launch the database.
x|

To code primary site, histologic type, and grade (cell indicator) for hematopoietic and lymphoid
neoplasms (e.g.. leukemias, lymphomas, plasma cell. and myelodysplastic neoplasms; i.e. histologies
of 3590/3-9992/3) diagnosed in 2010 and later, you must use the SEER Hematopoietic Database,

Run Hematopoietic Database

For all other neoplasms, please enter a value to search on in the below box.
— Enter a value to search for Histologic Type ICD-0-3

. Search | ||

ii. Click on the Help menu, and select Run SEER Hematopoietic Database.

iii. Click the Hematopoietic Database icon on the tool bar @
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Be sure to follow the steps in the flowchart in Appendix C when
“~ " using Hematopoietic Database and Manual to code hematopoietic
Tip  and lymphoid neoplasms.

Activity 6 - Abstracting Histologic Type
To practice entering Histologic Type, complete these steps:

1. Click the magnifying glass icon to the left of the Histologic Type ICD-O-3 field, and type
Adenocarcinoma, NOS in the Search box.

Laterality f0- Not a paired site =l

Histologic Type ICD-0-3 —E,J [

Behavior Code ICD-0-3 I j

(racda || 1
Result: The Code Lookup for Histologic Type ICD-O-3 window opens.
B

To code primary site, histologic type, and grade (cell indicator) for hematopoietic and lymphoid
neoplasms (e.g.. leukemias, lymphomas, plasma cell. and myelodysplastic neoplasms: i.e. histologies
of 9590/3-3392/3) diagnosed in 2070 and later, you must use the SEER Hematopoietic Database,

d Run Hematopoistic Database

For all other neoplasms, please enter a value to search on in the below box.
— Enter a value to search for Histologic Type ICD-0-3

-, Search | I

Abdominal desmoid

8822 Abdominal fibromatosis
Abnormal marrow eosinophils, acute myeloid leukemiawith (includes all variants)
9871
(C42.1)
9371 Abnormal marrow eosinophils, acute myelomonocyticleukemia with (includes all
variants) (C42.1)
2075 Acantholytic squamous cell carcinoma
a7an Achramic noumwe (CAA

2. Type Adenocarcinoma in the search box, and double-click the 8140 code value to the
left of the Adenocarcinoma in situ, NOS description.
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x
To code primary site, histologic type, and grade (cell indicator) for hematopoietic and lymphoid
necplasms (e.0.. leukemias, lymphomas, plasma cell. and myelodysplastic neoplasms; i.e. histologies
of 9590/3-3392/3) diagnosed in 2070 and later, you must use the SEER Hematopoietic Database,

d Run Hematopoietic Database

For all other neoplasms, please enter a value to search on in the below box.
— Enter a value to search for Histologic Type ICD-0-3

4 Search | |ADENOCARCINOMA

8550 Acinar adenocarcinoma

85561 Acinar cell cystadenocarcinoma

8550 Acinic cell adenccarcinoma

8244 Adenocarcinoma and carcinoid, combined

8560 Adenocarcinoma and epidermoid carcinoma, mixed

3560 Adenocarcinoma and squamous cell carcinoma, mixed

8255 Adenocarcinoma combined with other types ofcarcinoma

2210 Adenocarcinoma in a polyp, NOS

8210 Adenocarcinoma in adenomatous polyp

8220 Adenocarcinoma in adenomatous polyposis coli (C18._)

2221 Adenocarcinoma in multiple adenomatous polyps

2210 Adenocarcinema in polypoid adenoma

8210 Adenocarcinoma in situ in a polyp, NOS

2210 Adenocarcinoma in situ in adenomatous polyp

8210 Adenocarcinoma in situ in polypoid adenoma

8210 Adenocarcinoma in situ in tubular adenoma

8263 Adenocarcinoma in situ in tubulovillous adenoma

8261 Adenocarcinoma in situ in villous adenoma

8140 Adenocarcinoma in situ, NOS

ooanbe  [aa ; e biisloe o

Result: The value of 8140 is automatically entered into the data entry grid for the
Histologic Type ICD-0-3 field, and the Code Lookup for Histologic Type ICD-O-3
window automatically closes.

In this activity, we are abstracting the histologic type for an
Adenocarcinoma of the prostate. If you are abstracting Histologic Type
imparant 107 hematﬁoietic or lymphoid neoplasm, be sure to click the blood

drop icon to run the SEER Hematopoietic Database.

3. Complete the coding for the Cancer Identification section by entering the following
information into the following fields either typing the value or using the drop-down list
feature:

Field Value to be Entered

Behavior Code ICD-0O-3 | 2 — Carcinoma in situ

Grade 1 — Grade 1; well differentiated

Grade Path Value 1 - Recorded as Grade | or 1
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Field Value to be Entered

Grade Path System 4 — Four-Grade System

Diagnostic Confirmation | 1 — Positive Histology

Saving Abstracts

Once you have entered information into an abstract, it is a good idea to save your work often.
To save your work, complete these steps:

1. Saving an abstract can be done in 3 ways:
a. Click on the File menu, and select Save Abstract.

Eile | Administration Auditor LUtlities Reports
Mew Abstract Ctrl+M
Cpen/Find Abstract ... Ctrl+0
Copy Abstract .. Ctrl+

|| Close Abstract Al+C

| =] Save Abstract Ctri+S
Export .i.I:-:-tra:L/-;F... Ctrl+M
Import Abstracts in MAACCR Format ... Cirl+L

|E',] Erint Current Abstract Ctrl+P
(=) Print Bange of Abstracts ... Ctrl+R
[ Backup Abstract Database... Ctrl+B
% Restore .. Ctrl+Y
Bl Exit Alt+F4

b. Click the Save icon on the tool bar .

c. Use the keystroke Ctrl+S.
Results:
1) The information entered thus far for the abstract is saved to the database, and

2) edits will run (depending on the way your Abstract Plus Administrator set up your
Abstract Plus application).

3) The Edit Set Results window opens and displays information about any edit errors the
abstract may contain.
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4

L% Abstract Plus - [DOE, JOHN M - AbsRefID: 114] i ; =10l =
R File Administration  Auditor Utilities Hepors Options  Help - :’ Edit Set Results ;Iglﬂ
| New {i|open [dGlose |[Esave EiPrint [icopy | & EDITS | 5 Das = |Im " S | - :
= i showal -> Beﬁahl |l Close

Abstract No.114 " Held ¥ Show Field Messages (!ﬁ n -

-—— All Edit Errors -—— i

Abstract Sections Display Types
j |AF'DefauIt j Error messages along with a list of fields and values checked by

the edit are listed below each failed edit. Click on a field below
any error message to move to it in the data entry area and make

Name—Last |DOE corrections.
NirecEie [JoHN Edit Set Name: Central: Vs14 State Example - Incominy—
Name—Middle m Total Edit Errors for Abstract: 18
) No Missing Critical Fields.
Name—Maiden |

Name—Alias
| Edit Name: Cause of Death (SEER COD)

Social Security Number [999-99-9999 Error:  Cause of Death not valid
Addr at DX—No Strest [123 EAST MAIN ST E.d|t Descng.ncm
Fields In Edit: Cause of Death = <BLANK=>
Addr at DX—Supplementl |
ek at DAt G [aTLANTA Edit Name: Class of Case (COC)
Addr at DX—State |GA ~Georgia j Error: <BLANK?> is not a valid value for Class of Case
L o Edit Description
ratDX-Fostal Code 199999 Fields In Edit: Class of Case = <BLANK>
County at DX ;I |Dg?
Race 1 |D‘I ~White j Edit Name: ICD Revision Number (NPCR)
Errar: ICD Revision Number not valid
Race 2 |88 - No further race docum(j Edit Description
Eait Description
Race 3 28 - No further race docume 7] Fields In Edit- ICD Revision Number = <BLANK>
Race 4 |88—Nuﬁ.|rther race docum(j
5 Edit Name: Reporting Facility (NPCR)
|88' No fusthet 'EOEdmumiJ Error: <BLANK?= is not a valid value for Reporting Facility
Spanish/Hispanic Origin |D - Non-Spanish; non—HispEj Edit Description
DEMOGRAPHIC - Fields In Edit: Reporting Facility = <BLANK= =
Edits Check Complete ... EDITS (Error Count=18) Completion 8t L* l | s

4) Once saved, each abstract is assigned an unique Abstract Reference ID (or
AbsRefID), displayed in the upper left-hand corner of the data entry area of abstracting
window, as well as in the title bar of the application along with the patient name:

&E Abstract Plus - [DOE, JOHN M - AbsRefID: 2]

RO Eile  Administration Auodghr  LUtilities

Mew th|Open [E Close |BSEI'UE |5]F"rin
Abstract No.2 (e ™ Held |

5) The EDITS Error Count and Abstract Completion status indicators reflect the current
edit error count and completion status of the abstract. If there are any errors within the
abstract, both of these indicators will display in red. In the example shown, the abstract
contains 18 edit errors and as a result, is deemed incomplete.

EDITS (Error Count=18)  Completion Status: No

Correcting Edit Errors

For any abstract you can run edits and view edit errors by saving the abstract, clicking the
EDITS button on the toolbar, or pressing F8.
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Each time an abstract is opened or saved Abstract Plus automatically edits the entered
information for accuracy and completeness using the edit set and required fields chosen by
your Abstract Plus Administrator.

You must resolve all edit errors and fill in all critical (required)
impartant  fields in order to complete the abstract.

Abstract Plus has edit error display features that greatly facilitate the error resolution process.
Editing features include:

a. The edit set being run on the abstract is clearly displayed at the top of the abstracting
window. In the example shown, the edit set being applied is named Central Vs 14 State
Example - Incoming Abstracts:

&£ Abstract Plus - [DOE, JOHN M - AbsRefID: 114]

RO File  Administration  Auditor Utilitiee Reporti= Options Help
New 88 |Open [ Close |BSEM3 ZiPrint [ Copy |t EDITS | 5 DAS = |Import & rt | ? ‘l

b. When edits are run, the Edit Set Results window automatically opens and displays the
full information for any edit errors that exist, or lets you know that there are no errors.
The Edit Set Results window lists the total number of edit errors for the abstract, missing
critical (required) fields, and the edit errors. For each edit error, the failed edit name,
error message, and fields involved in the edit are listed. Using the information listed in
the Edit Set Results window to help you resolve the edit errors, you can click on a link to
a field to move to it in the data entry grid and make corrections:

S
@ ] Shcw.z.ul ‘: F{eﬁeshl [l Close
-—— All Edit Errors —- —

Error messages along with a list of fields and values checked by
the edit are listed below each failed edit. Click on a field below
any error message to move to it in the data entry area and make

corrections.

Edit Set Name: Central: Vs14 State Example - Incomini
Total Edit Errors for Abstract: 18

No Missing Critical Fields.

Edit Name: Cause of Death (SEER COD)

Error: Cause not valid N
. o Links to
Edit Description Felis i ]
Fields In Edit Cause of Death = <BLANK> 4= TI€ldS IN data
entry arid

Edit Name: Class of Case (COC)
Error: <BLANK=> is not a valid value for Class of

Edit Description
Fields In Edit: Class of Case = <BLANK=

When greater detail regarding the edit is required to resolve the edit error, click on the
Edit Description link, which expands to display the edit description; once opened, you
can click anywhere to close the edit description:
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JRSTE
-
ﬂ 1] ghcw_s_ul ‘_: Eeﬁ'eshl [l Close

-— All Edit Errors —- —

Error messages along with a list of fields and values checked by

data entry area and make corrections.

description

Edit Set Name: Central: Vs14 State Example - |

below each failed edit. Click on a field below any error message Click Edit De_scn tIOI’].|Ink
to open description; click

anywhere to close

Total Edit Errors for Abstract: 18
No Missing Critical Frelds.

Y/

Y Edit Description: Cause of Death (SEER COD)

This edit checks that Cause of Death contains either a 4-digit number, an
upper case letter followed by 3 digits, or an upper case letter followed by

2 digits and a blank. Actual valid codes have varied with the edition of

ICD in use. To check that onlyvalid codes have been entered, use the edit
"ICD Rewvision Number, Cause of Death (SEER IF37)", which checks forvalid
codes based on the ICD revision number that is used.

Must be a valid Underlying Cause of Death code:

0000 Patient alive at last contact

T777 Btate death certificate not available

7797 State death certificate available but underlying cause of death is
not coded

All other cases: ICDA-8, ICD-9, or ICD-10 underlying cause of death code.
ICDA-8 ICD-9 codes consist of 4 digits while ICD-10 consists of an upper
case letter followed by 3 digits.

c. Editerrors can be viewed for the entire abstract, or just for individual fields. You can
view all edit errors for the abstract as shown above by clicking on the EDITS icon on

the toolbar ﬂ, right-clicking and selecting Run Edits

, Or by pressing F8.

Or you can choose to view edit errors by individual data field by right-clicking and
selecting Edits Information, or by pressing F2. In the example shown, the edit errors

for the individual field of Cause of Death are being viewed:

ny Edit Set Results

-
Q i §howAIII “: Befreshl [l Close |

=0

-——- Edit Errors for Cause Of Death -

Error messages along with a list of fields and values checked by the edit are listed
below each failed edit. Click on a field below any error message to move to it in the
data entry area and make corrections.

Edit Set Name: Central: Vs14 State Example - Incoming Abstracts
Total Edit Errors for Abstract: 18

Edit Name: Cause of Death (SEER COD)
Error: Cause of Death not valid

Edit Description
Fields In Edit: Cause of Death = <BLANK>
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When viewing edit errors for an individual field, you can switch from the individual data
i showal

field edit errors view to the all edit errors view by clicking on the Show All
button.

~.t« You can make corrections to fields by clicking on the links to the fields
- in the Edit Set Results windows. To see your corrections reflected, click

-,
the Refresh ﬂl button.

1l

Ti

b=

Activity 7 - Correcting Edit Errors
To practice correcting edit errors, complete the following steps:

1. Either save the abstract, click the EDITS button on the toolbar, or press F8 to run the
edits.

Result: The Edit Set Results window opens and displays information regarding any edit
errors within the abstract.

JOHN M - AbsRefID: 114] ISR

RO File Ad on Auditor  Utiliies  Reporis  Options  Help - Edit Set Results =101 =]

New #]0pen [ Close |[HSave SiPrint [1Copy | & EDITS | & DGS = |Import = |Export | 2 o |

= gd i Showan | ‘_‘: Refresh | [ Close
Abstract No.114 " Held ™ Show Field Messages (E id
Abstract & Display Types -— All Edit Errors -—- =
[ =] [rroetau =1 || xRayiscans tncluding Other | Error messsges along with a list of fields and values checked by the edit are listed
Class Of Case _ = - None: no metastases below each failed edit. Click on a field below any error message to move to it in the

data entry area and make corrections.

TREATMENT - 1ST COURSE
RX Summ-Treatment Sta... - Edit Set Name: Central: Vs14 State Example - Incoming Abstracts

Date 15t Crs RX GoC T Scopes (Endoscopic Examinz | Total Edit Errors for Abstract: 18
Date 1st Crs RX CoC Flag B No Missing Critical Fields.
RX Date Surgery T
RX Date Surgery Flag lﬁ Edit Name: Cause of Death (SEER COD)
Lab Tesis (Not Gytol H Error: Cause of Death not valid
RX Summ-Surg Prim Site _4 o o O oW ™ | Edit Description

o N S 0103(2014: PSA, elevated. 0| £io14s 1n Edit Cause of Death = <BLANK>

RX Date Radiation
Edit Name: Class of Case (COC)
RX Date Radiation Flag . < -

OPISurgical Pr ures Stagi Error: BLANK> is not a valid value for Class of Case

I_1
Rad—Regional RX Modality - m Edit Description

Reason for No Radiation

Fields In Edit: Class of CEEE = <BLANK=

RX Summ-—Surg/Rad Seq Edit Name: ICD Revision Number (NPCR)

RX Date Chemo 1 Pathology (Cytology and Histo Error:  ICD Revision Number not valid
TEE o E 5 - Edit Description
EIEE0IA I | 01/05/2014. TURP. incidental | £ic 14 1n Edit ICD Revision Number = <BLANK>
RX Summ—Chemo -
RX Date Hormane I e Edit Name: Reporting Facility (NPCR)
- < > il
RX Date Hormene Flag | Primary Site Title E;’?B BtLANK is not & valid value for Reporting Facilty
I escription
RX Summ-Hormone - Prostate Fields In Edit- Reporting Facility = <BLANK>
RX Date BRM 1 Histology Title (Type, Behavior

RX Date BRM Flag l—;l |Adenocarcinoma, in situ, grad | Edit Name:  Sequence Number—Haspital (COC)
Error: <BLANK> is not a valid value for Sequence Number—-Hospital
RX Summ-ERM B Staging Decisions Edit Description
RX Date Other If—f—— Physician states nodes are cli | Fields In Edit: Sequence Number—-Hospital = <BLANK>
RX Date Other Flag =
Edit Name: Type of Reporting Source (SEER RPRTSRC)
RX Summ-—Other hd Error:  Type of Reporting Source not valid
RX Summ-Scope Reg L l—_l' Surgery (Surgical Procedures | Edit Description
Fields In Edit- Type of Reporting Source = <BLANK>
RX Summ-—Surg Oth Regl... -
= ] -
Class Of Case EDITS (Error Count=18) = Completion Status: No  01/05/2014 NUS al | . =

2. In the Edit Set Results window, click on the Class of Case = <BLANK> link.

Result: The application directs you to the Class of Case field in the data entry grid, so
that you can correct the error.

3. Enter 14 to indicate that the patient was diagnosed at and all treatment given at the
reporting facility to resolve the edit error.
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4. Either save the abstract, click the EDITS button on the toolbar, press F8, or click

Refresh to run the edits.

Result: The application re-runs the edits. The Class of Case edit error is removed from
the Edit Set Results window, and the Total Edit Errors for Abstract count goes down
by 1. In the example shown, the edit error count goes down from 18 to 17.

i

@ i §hc-.-'.—'.i.II| ‘: Beﬁ'eshl [l Close

-— All Edit Errors —-

Error messages along with a list of fields and values checked by the edit are listed
below each failled edit. Click on a field below any error message to move to it in the
data entry area and make corrections.

Edit Set Name: Central: Vs14 State Example - Incoming Abstracts
Total Edit Errors for Abstract: 17 ﬁ
No Missing Critical Frelds.

Edit Name: Cause of Death (SEER COD)
Error: Cause of Death not valid

Edit Description
Fields In Edit: Cause of Death = <BLANK>

-

The edit error resolved in this exercise was easy to figure out. If you

ik

=
T

to display the edit description information.

~ need further detail regarding the edit error to resolve the error, click
on the Edit Description link for the failed edit, which will expand

Abstracting and Deriving Collaborative Staging Fields
Abstract Plus has some special features to facilitate the abstraction of Collaborative Staging

(CS) input fields, in particular for the Site-specific Factors (SSFs).

Abstracting CS Input Fields

Once the fields of primary site and histology have been entered, each CS input data item has
a special site-specific look-up associated with it that is accessed by clicking the magnifying

glass icon to the left of the field or pressing F4.

Diagnastic Confirmation I 1 - Positive histology j
STAGE/PROGNOSTIC FACTORS
C5 Tumor Size | I
C5 Extension X I _
_ @ CS Tumor Size
E o s R >| I To display a searchable list of possible values,
| I_ click the magnifying glass icon next to the field,
€S Lymph Nodes . or press F4.gl s
C35 Mets at DX )l I I I

yeedu
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Abstracting CS SSFs

Abstract Plus allows for automatic defaulting of CS SSFs and running of edits to identify
required CS fields, automatic filling in of CS Version fields, as well as the blanking out of
CS input fields for cases diagnosed 2003 and earlier.

For the filling of the CS Version fields, once the Abstractor enters Primary Site, Histology,
DxDate and Behavior (in no particular expected order), the fields of CS Version Input
Current (item #2937) and CS Version Input Original (item #2935) are both automatically
filled when the Abstractor enters any CS input field. CS Version Derived (item #2936) is
filled when you derive the CS derived fields.

Once entered, a check on primary site and histology is run to ascertain whether or not SSF25
is required for schema identification. Upon checking the primary site and histology entered:

1. If SSF25 is required for the primary site and histology entered:

a. The SSF25 look-up window for the entered schema will open so that you can
select a value for SSF25.

b. Once you have entered SSF25, automatic defaulting and disabling of SSFs that
are undefined for the entered schema will occur. This will enable you to clearly
discern what SSFs are not required, and which SSFs are required. The automatic
defaulting will delineate what SSFs are not defined for the identified schema, and
the running of edits will delineate what SSFs are required.

If the primary site and histology initially entered are revised to result in a
’Pj different schema, you will be offered the option of clearing all CS input fields
: and re-coding CS for the abstract. Regardless of whether you clear all values
and re-code CS, or keep existing values and modify the codes, the above SSF
defaulting routine will run again for the newly entered schema.

[
-

ote

2. If SSF25 is not required for the primary site and histology entered:
a. SSF25 will be automatically defaulted and disabled.

b. Automatic defaulting and disabling of other SSFs that are undefined for the
entered schema will occur. This will enable you to clearly discern what SSFs are
not required, and which SSFs are required. The automatic defaulting will
delineate what SSFs are not defined for the identified schema, and the running of
edits will delineate what SSFs are required.

For Abstract Plus version 3.4, NAACCR v14.0-based software, the
APDefault and APDefault2 example display types have CS SSF 1-24
defaulted to the values of 988. This is to save the Abstractor the time of
entering 988 for most SSFs for the majority of schemas. The NAACCR 14.0
edits metafiles have edits that will result in an error when the defaulted value
of 988 is not valid (i.e., when the Abstractor needs to revise the value of 988
to a valid value for the entered schema). So in order to assess what SSFs are
required, all the Abstractor needs to do is run edits once they have entered CS
input fields other than the SSFs.

Imp-ortant
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Calculating Derived CS Fields

To derive the derived CS fields, after the appropriate CS input fields have been entered, place
the cursor into any of the derived fields and click the calculator icon to the left of the field, or
press F5.

CS Site-Specific Factor25 _I [ -]
Derived AJCC6 T =]
Derived AJCC-6 T Descript §|
Derived AJCC-6 N _:l |

Derived AJCC-6 N Descript _:l |

Derived AJCC-6 M _:I |

Derived AJCC-6 M Descript _:l |

Derived AJCC-6 Stage Grp :l I

Derived AJCC-7 T _:I |

Derived AJCC-7 T Deseript _:l |

Derived AJCC-7 N _:I |

Derived AJCC-7 N Descript _:l |

Derived AJCC-7 M _:l |

Derived AJCC-7 M Descript = | |

Derived AJCC-7 Stage Grp :l I

Derived 552000 Q |
Derived $52000—Flag _:l |
CS Version Input Current ICEC-HC
CS Version Input Original ICEC-HC

CS Version Derived I

Or, your Administrator may choose set turn on the option to automatically calculate
Collaborative Stage derived data items upon save of the abstract after the following CS
input data items have been abstracted:

e CS Tumor Size

e CS Extension

e CS Tumor Size/Ext Eval

e CS Lymph Nodes

e CS Lymph Nodes Eval

e CS Metsat DX

e CS Mets Eval

e CS Site-Specific Factor 1-25

If your Administrator has turned this option on, CS derived data items will be calculated
upon every save after the above fields have been entered.
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CS Fields and Tumors Diagnosed 2003 and Earlier

One further helpful feature is that upon entry of a Date of Diagnosis of 2003 and earlier, you
will be offered the option of clearing all CS fields.

Clear Collaborative Stage Values |

=% Revision of Date of Diagnosis has resulted in a diagnosis year of
| 2003 or earlier; Collaborative Stage fields are now invalid.

Do you wish to dear all Collaborative Stage values?

The Clear Collaborative Staging Values window opens
automatically upon entry of a diagnosis year of less than 2004.
However, you can clear Collaborative Staging fields at any time by
using the right-click function of Clear Collaborative Stage Fields
or pressing FO.

Undo Ctri+Z

Cut Ctrl+¥

I Copy Ctri+C
T?p Paste Cerl+w
Delete Al+D

Select All Al

Field Context Help F1

Edits Information F2

Field Message F3

Run EDITS F8

Clear Collaborative Stage Fields kF'}

Activity 8 - Abstracting and Deriving Collaborative Staging Fields

To practice abstracting and deriving CS fields and using the CS special help features
provided by Abstract Plus, complete the following steps:

1. Type 001 in the CS Tumor Size field (or click the magnifying glass icon to have the
application guide the entry of the value), representing a tumor size of 001 millimeters.
Press Enter.

Result:
a) The CS Version Input Current and Original fields are filled in and disabled.

b) Automatic defaulting of SSFs undefined for the entered schema (in this case
prostate) occurs, and these fields are disabled. In the example shown, SSF25 is
automatically defaulted and disabled.
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Imp-ortant

If a SSF is defined for the entered schema, it will not be automatically
defaulted, as valid values will exist and can be coded for the SSF.
However, there will be SSFs that are defined for schemas that are not
currently being required/collected. Depending on your reporting
requirements, these SSFs that are defined but not required may require the
entry of 988 (Not applicable; information not collected for this case).

Defined, required SSFs will not be defaulted, and they will be listed as
edit errors in the Edit Results window. You will need to enter a valid code
for these SSFs. Defined, not required SSFs will not automatically be
defaulted and will not be counted as edit errors in the Edit Results window.
Depending on your reporting requirements (enforced by the edits), these
SSFs may need to be manually filled with 988 (Not applicable; information
not collected for this case), or 999.

As stated earlier in this manual, for Abstract Plus version 3.4, NAACCR
v14.0-based software, the APDefault and APDefault2 example display
types have CS SSF 1-24 defaulted to the values of 988. This is to save the
Abstractor the time of entering 988 for most SFFs for the majority of
schemas. The NAACCR 14.0 metafiles have new edits that will result in an
error when the defaulted value of 988 is not valid (i.e., when the Abstractor
needs to revise the value of 988 to a valid value for the entered schema).
So in order to assess what SSFs are required, all the Abstractor needs to do
is run edits once they have entered CS input fields other than the SSFs.

Version 6.0 January 2014 75



Abstract Plus Abstractor Training Manual Working with Abstracts

CS Tumeor Size _},I IIJD‘I 1

C5 Extension _>| I

CS Tumor SizefExt Eval fel]| 0o i |
To dizplay a s

€S Lymph Nodes _hI I click the magr
or press F4.

CS Lymph Nodes Eval _},||

Regional Nodes Positve ||

Regional Nodes Examined ||

Lymph-ascular Invasion I j

CS Mets at DX [el]|

CS Mes Eval [e]|

CS Site-Specific Factor 1 _“I [oss

CS Site-Specific Factor 2 _>| oss -

CS Site=-Specific Factor 3 _>| oss

CS Sits-Spesific Factor 4 _>| [oss

CS Site-Specific Factor 5 _| oss

CS Site-Specific Factor 6 _I EEE

CS Site-Specific Factor 7 _>| EER]

CS Site-Specific Factor 8 _>| [oss

CS Site-Specific Factor 8 _“I [oss

CS Site-Specific Factor10 _},I oss

CS Site-Specific Factor11 _>| EER]

CS Site-Specific Factor12 _)l [oss

CS Site-Specific Factor13 _>| [ags

CS Site-Specific Factor14 _},I g5

CS Site-Specific Factor15 _>| |oss

CS Site-Specific Factor16 _| oss

CS Site-Specific Factor17 _| [oas

CS Site-Specific Factor12 | [oz2 4
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CS Site-Specific Factor19 J [ozz El
CS Site-Specific Factor2D J [osz
CS Site-Specific Factor21 _| [os8
CS Site-Specific Factor22 J [oss
CS Site-Specific Factor23 J [oss
CS Site-Specific Factor24 J [oza
CS Site-Specific Factor25 J [oss
Derived AJCC-6 T g |
Derived AJCC-6 T Descript g |
Derived AJCC-6 N _:I |
Derived AJCC-6 N Descript Q |
Derived AJCC-6 M g |
Derived AJCC-6 M Descript Q |

Derived AJCC-6 Stage Grp Q |

Derived AJCC-7 T g |

Derived AJCC-7 T Descript g |

Derived AJCC-7 N _:I |

Derived AJCC-7 N Descript :| |

Derived AJCC-7 M Q |

Derived AJCC-7 M Descript Q |

Derived AJCC-7 Stage Grp Q |

Derived §52000 g |
Derived 852000—Flag g |
C5 Version Input Current ICZCEEC
CS Version Input Original ICZCEEC

CS Version Derived |

In the above example, the prostate schema has been entered, and the automatic CS SSF
defaulting routine has run. In addition, in this example display type, the remaining SSFs
have been manually defaulted to 988, but are left open so that you may change the value
depending on your central registry’s requirements (which are enforced via the running of the
edits). You can see that all of the CS SSFs have been defaulted in this example display type.
You can easily see which of the SSFs are undefined for the entered schema as they have been
defaulted and grayed-out. In addition, you can easily see which of the SSFs that are defined
for the entered schema are required (i.e., cannot be blank or equal 988) by running the edits
and viewing the Edit Results window.

Depending on the reporting requirements of your central registry, and how your Abstract
Plus Administrator has set up your abstracting display, some SSFs may be blank after the
running of the automatic CS SSF defaulting routine. These fields may have to be manually
coded with valid values or coded to 988 (or applicable code for not required).

Enter the following information into the remaining CS fields either by just typing the value in
the field or using the advanced search feature to guide your input by clicking on the
magnifying glass icon to the left of the field:
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Field

Value to be Entered

CS Extension

000 (in situ; non-invasive; intraepithelial)

CS Tumor Size/Ext Eval

1 (No prostatectomy done. Evaluation based on
endoscopic examination, diagnostic biopsy,
including needle core biopsy or fine needle
aspiration biopsy, transurethral resection (TURP) or
other invasive techniques including surgical
observation without biopsy. No autopsy evidence
used.)

CS Lymph Nodes

000 (No regional lymph node involvement)

CS Lymph Nodes Eval

0 (Does not meet criteria for AJCC pathologic
staging:

No regional lymph nodes removed for examination.
Evidence based on physical examination, imaging
examination, or other non-invasive clinical evidence.
No autopsy evidence used.)

Regional Nodes Positive

98 (No nodes examined)

Regional Nodes Examined

00 (No nodes examined)

Lymph-Vascular Invasion

0 Lymph-vascular Invasion stated as Not Present

CS Mets at DX

00 (No distant metastasis)

CS Mets Eval

0 (Does not meet criteria for AJCC pathologic
staging of distant metastasis:

Evaluation of distant metastasis based on physical
examination, imaging examination, and/or other
non-invasive clinical evidence. No microscopic
examination of metastatic specimen performed or
microscopic examination was negative.)

Site-Specific Factor 1
(PSA lab value)

Change the defaulted value of 988 to 002 (002
ng/ml; actual value with implied decimal point)

Site-Specific Factor 2 (PSA
interpretation)

Change the defaulted value of 988 to 010 (Positive;
elevated)

Site-Specific Factor 3
(Pathologic extension)

Change the defaulted value of 988 to 970 — No
prostatectomy done within first course of treatment

Site-Specific Factor 4

Leave the defaulted value of 988 (Not applicable;
information not collected for this case)

Site-Specific Factor 7

Leave the defaulted value of 988 (Not applicable;
information not collected for this case)

Site-Specific Factor 8

Leave the defaulted value of 988 (Not applicable;
information not collected for this case)
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Field Value to be Entered

Leave the defaulted value of 988 (Not applicable;
information not collected for this case)
Leave the defaulted value of 988 (Not applicable;
information not collected for this case)
Leave the defaulted value of 988 (Not applicable;
information not collected for this case)
Leave the defaulted value of 988 (Not applicable;
information not collected for this case)
Leave the defaulted value of 988 (Not applicable;
information not collected for this case)
Leave the defaulted value of 988 (Not applicable;
information not collected for this case)
Leave the defaulted value of 988 (Not applicable;
information not collected for this case)

Site-Specific Factor 9

Site-Specific Factor 10

Site-Specific Factor 11

Site-Specific Factor 12

Site-Specific Factor 13

Site-Specific Factor 14

Site-Specific Factor 15

Once all CS input fields have been filled in, you must derive the CS derived fields as
appropriate. Place the cursor in the derived field, and either press F5 or click the calculator
icon to the left of the field. In the example shown, all CS derived fields will be calculated or
derived.

2. Click the calculator icon to the left of the Derived AJCC-6 T, or press F5.
oo :I

CS Site-Specific Factor25 _| |
Derived AJCC6 T gl
Derived AJCG6 T Descript = |

al

Derived AJCC-6 N

Derived AJCC-6 N Descript _:l |

Derived AJCC-5 M g |

Derived AJCC-6 M Descript _:l |

Derived AJCC-6 Stage Grp :l I

Derived AJCC7 T _:I |

Derived AJCC-7 T Deseript _:l |

Derived AJCC-7 N _:l |

Derived AJCC-7 N Descript _:l |

Derived AJCC7 M _:l |

Derived AJCC-7 M Descript 3| |

Derived AJCC-7 Stage Grp _:l |

Derived 552000 =l
Derived S52000—Flag J=|
CS Version Input Current |:23443
CS Version Input Original |:2:44:

CS Version Derived I

Result: The Collaborative Staging Result window open and displays the calculated
values.
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zl
Collaborative Staging Version 020550
Calculation Preference | Gompute 80¢ | Gompute SEER 1977 | Compute SEER 2000
SEER Summary Stage 1977 |

SEER Summary Stage 2000 |IS

AJCC TNM 6 th ed. IBTX{:NDBMD UNK

AJCC TNM 7 th ed. IcTXcNDcMD UNK

Message

[ [

3. Click Close.

Result: The appropriate derived CS fields are calculated and values are automatically
filled in. In the example shown, all CS derived fields are calculated and filled. In
addition the CS Version Derived field is also automatically filled upon derivation.

Derived AJCC-6 T oo
Derived AJCC-6 T Descript _.:,l fe
Derived AJCC-6 N _:Il oo
Derived AJCC-6 N Descript _':'I E
Derived AJCC-6 M _l:ll oo

Derived AICC-6M Descriot 7| [

Derived AJCC-6 Stags Grp I:,| og

Derived AJCG-7 T _.:,l ogg
Derived AJCC-7 T Descript _:,l fe
Derived AJCC-7 N _,:,l oo
Derived AJCC-7 N Descript _,:,l fe
Derived AJCC-7 M _.:,l jooo

Derived AJCC-7 M Descript _:Il E

Derived AJCC-7 Stage Grp El | EE)

Derived 552000 _Cnl lo
Derived S52000—Flag _Cnl h
CS Version Input Current ICZCEEC
CS5 Version Input Original IC2CEEC
CS Version Derived I[;2[;55[;
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Questions---Abstracting and Saving Information

Answer these questions about abstracting and saving information in Abstract Plus (the
answers are in Appendix A, on page 130):

1. How do you know how much data you can enter into any particular text field?

2. How do you open the SEER Hematopoietics Database to obtain coding help for
hematopoietic and lymphoid neoplasms diagnosed beginning January 1, 2010?

How do you save an abstract?
4. What is an Abstract Reference ID (AbsRefID), and when is it generated for an abstracts?

How do you know that an abstract contains errors, and where can you find the total
number of errors that exist in an abstract?

6. Where do you obtain the information you need about any edit errors that exist in an
abstract?

7. When coding Collaborative Staging fields, what Site-specific Factors are automatically
defaulted?

Completing Abstracts

As mentioned, you must resolve all edit errors and fill in all critical (required) fields in order
to complete an abstract. Abstract Plus displays helpful, color-coded edits error count and
abstract completion status information at the bottom of the abstracting window. Once you
have resolved all edit errors and completed all missing critical fields, upon the next save of
the abstract, the status information changes from red to green upon completion of the
abstract:

Incomplete abstract containing edit errors:

EDITS (Error Count =14} Completion Status: Mo

Complete abstract containing no edit errors:

Closing Abstracts

Once you have entered information into an abstract and saved your work, you can close the
abstract and open it in the future to complete your work. You can also search for an open
completed abstracts.

To close an abstract, complete these steps:
1. Abstracts can be closed in 3 ways:
a. Click on the File menu, and select Close Abstract.
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File | Administration Auditor Utiliies  Reports
Mew Abstract Ctrl+M
Cpen/Find Abstract ... Ctrl+0

L] CopyAbstract .. Ctrl+]
| | CloseAbstract . Alt+C
by
B Save Abstract ... Ctrl+3
Export Abstracts ... Ctrl+M
Import Abstracts in MAACCR Format ... Cirl+L
LE:] Print Current Abstract Ctrl+P
Print Range of Abstracts .. Ctrl+R
Backup Abstract Database. . Ctrl+B
Restore . Ctrl+Y
Exit Alt+F4

b. Click the Save icon on the tool bar .

c. Use the keystroke Alt+C.
Result: The abstract is closed, and you are returned to the Abstract Plus main window.

Activity 9 - Completing and Closing an Abstract
Using what you have just learned, complete and close the John Doe abstract.

1. To complete the John Doe abstract, enter the following information into the following
fields, either typing the value, using the drop-down list feature, or using the advanced
search feature by clicking on the magnifying glass icon where available:

Field

Value to be Entered

Reporting Facility

1111111111 - Test Facility 1

NPI--Reporting Facility

Leave blank (press enter to move to next field)

1 — Hosp. inpatient; Managed health plans with

Type of Reporting Source comprehensive unified records
Medical Record Number 12312312312

Primary Payer at DX 10 - Insurance, NOS
Sequence Number—Hospital 00

Date of 1% Contact 2014/01/03

Date of 1* Contact Flag

Leave blank (press enter to move to next field)

Rx Summ—Treatment Status

1 — Treatment given

Date of 1% Crs RX—COC

2014/01/05
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Field

Value to be Entered

Date of 1* Crs RX--COC Flag

Leave blank (press enter to move to next field)

RX Date--Surgery

2014/01/05

RX Date--Surgery Flag

Leave blank (press enter to move to next field)

RX Summ--Surg Prim Site

22 — TURP-cancer is incidental finding during
surgery for benign disease

Reason for No Surgery

0 — Surgery of primary site performed

RX Date--Radiation

Leave blank (press enter to move to next field)

RX Date--Radiation Flag

11 - RX modality not given; autopsy only

Rad--Regional RX Modality

00 — No radiation treatment

Reason for No Radiation

1 — Radiation therapy not administered; not
planned 1* course

RX Summ--Surg/Rad Seq

0 — No radiation and/or no cancer-directed
surgery

RX Date--Chemo

Leave blank (press enter to move to next field)

RX Date—Chemo Flag

11 - RX modality not given; autopsy only

RX Summ--Chemo

00 — None

RX Date--Hormone

Leave blank (press enter to move to next field)

RX Date--Hormone Flag

11 - RX modality not given; autopsy only

RX Summ--Hormone

00 — None

RX Date--BRM

Leave blank (press enter to move to next field)

RX Date--BRM Flag

11 - RX modality not given; autopsy only

RX Summ--BRM

00 — None

RX Date--Other

Leave blank (press enter to move to next field)

RX Date--Other Flag

11 - RX modality not given; autopsy only

RX Summ--Other

0 - None

RX Summ--Scope Reg LN Sur

0 — No regional lymph nodes removed

RX Summ--Surg Oth Reg/Dis

0 — None

RX Summ--Transpint Endocr

00 — No transplant or endocrine therapy; autopsy-

only

RX Summ--Systemic/Sur Seq

0 — No systemic therapy and/or surgical
procedures

Date of Last Contact

2014/01/05
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Field

Value to be Entered

Date of Last Contact Flag

Leave blank (press enter to move to next field)

Vital Status

1 - Alive

Follow-up Source

0 — Reported hospitalization

Cause of Death

0000 (Patient alive at last contact.)

ICD Revision Number

0 — Patient Alive

Place of Death--State

Leave blank

Place of Death--Country

Leave blank

Physician Follow-Up

99999999 (Follow-up physician unknown or 1D
number not assigned)

NPI—Physician Follow-Up

Leave blank

2. Click Save to save your work.

Result: Edits are run; the Edit Set Results window opens and displays a message
indicating that no errors remain on the abstract. In addition, the EDITS error count
and completion status bars at the bottom of the abstracting window turn from red to
green to indicate that the abstract has been deemed complete by the system.

& Abstract Plus - [DOE, JOHN M - AbsRefID: 114] &) x|
RO File Administation  Audior  Utlites  Repors  Opfions  Help =
New 4 |0pen [dl Close |[ESave S)Print [)Copy | & EDITS | § DOS < Import & |Export | 2 4| = =
— = ﬂ i showan | Refresh | [l Close
Abstract No.114 I Held ¥ Show Field Messages From Ee iz =
Abstract Sections Display Types 01/03/20143: 52 yo white non | ——— All Edit Errors —-
=] [aPDefautt =l
Error messages along with a list of fields and values checked by the edit are listed
below each failed edit. Click on a field below any error message to move to it in the
data entry area and make corrections.
Name—Last DOE X-Ray/Scans (Including Other
None: no metastases y .
Name—First [JOHN Edit Set Name: Central- V514 State Example - Incoming Abstracts
Name-Middle M Total Edit Errors for Abstract: 0
Name—Maiden No Missing Critical Frelds.
Mo — Scopes (Endoscopic Examina
Social Security Number l999-99-9000
Addr at DX-No Street 123 EAST MAIN ST
Addr at DX~Supplementl
Lab Tests (Not Cytology or Hisl
I ReEy ATLANTA 01/03/2014: PSA. elevated. 0.
Addr at DX—State GA - Georgia -
Addr at DX—Postal Code 0900
Countyat DX _>| 087 OPISurgical Procedures Stagii
Race 1 01 - White B 01/05/2014: TURP, NOS
e 88 - No further race docume =
EEed) 38 - No further race docume ™
Race 4 Pathology (Cytology and Histog
Race 5 010512014, TURP, incidental
Spanish/Hispanic Origin 0 - Non-Spanish; non-Hispz T,
DEMOGRAPHIC
Date of Birth [io610306 | Primary Ste Title
Prostate
Date of Birth Flag -
T m Histology Title (Type. Behavior
[Adenocarcinom: tu. grad
Birthplace—Country _4 USA
Staging Decisions
B 1-Male = —_—
Physician states nodes are clir
Text—Usual Occupation FARMER
Occupation Source
Text-Usual Industry FARMER/RANCHER
= Surgery (Surgical Procedures
R | ——
kil | iy
Ready .. |EDITS (Erer Count=0)] Completion Status: Yes  01/05/2014  NUSE =
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3. Close the abstract. For more information about how to close an abstract, see page 81 of
this training manual, or click here.

Searching for and Opening an Existing Abstract

We have just learned that you can begin abstracting work by creating a new abstract.
Another way that you can begin abstracting work is to search for and open an existing
abstract.

To find and open an existing abstract, complete these steps:
1. Existing abstracts can be searched for and opened in 3 ways:
a. Click on the File menu, and select Open/Find Abstract.

Ei|e| Administration  Auditor  LUtilites  Bepors

|- Mew Abstract Ctrl+N
8| OpenlFind Abstract ..., Cul+0 |
Copy Abstract ... “ Ctrl+l
Close Abstract Alt+C
Save Abstract . Ctrl+5
4 Export Abstracts .. Ctrl+M
= | Import Abstracts in NAACCR Format ... Cirl+L
L,E_'J Print Current Abstract Ctrl+P
(=l Print Bange of Abstracts .. Ctrl+R
51 Backup Abstract Database... Ctrl+B
% FRestore .. Ctrl+Y
8] Exit Alt+F4

b. Click the Open icon on the tool bar .

c. Use the keystroke Ctrl+0O.
Result: The Open/Find Abstract window opens.
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Query
Criteria

<

/® Open | Find Abstract

— Query ltems [Multiple itemn selection allowed]

List of Abstracts
to be Opened
(Resulting from
Search)

o =]
-
(T« mi " Complete Abstracts Only " Incomplete Abstracts Only ﬂ
~ ltem Value
Last Name First Name Medical Record # Social Security &
|| | — 0w |
Note: Partial name search aliowed Ecample: 12345678907 Example: 127121234
Abstract ID Reporting Hospital Date of Birth [ Glose |
To: i
I I I I — Query Results:
\. Ecample: 1234567890 Example: 12345678907 Example: 2008-712/15
— (YYYYMMDD)
Abstract Social Acc Mum Seq Num

‘ Sex

Name D ‘ Date of Birth

Security #

4

The Open/Find Abstract window has two main sections. The patient query area is
located in the upper portion of window, and the lower portion of the window displays the
query results as a list of abstracts from which the abstract of interest can be opened.
Abstracts listed can be queried by any combination of patient first and last names,
medical record number, social security number, date of birth, reporting hospital, or
Abstract Reference ID. In addition, abstracts can be queried for by abstract completion
status by clicking on the appropriate search option at the top of the window.

N ‘. Ifyou click the Incomplete Abstracts Only search criteria option, only abstracts for
“~ " which abstraction has not yet been completed will be displayed; this is very helpful

Tip  for identifying abstracts yet to be completed.

The abstract list window includes these fields and column headings:

Columns Description

Name Name of Patient (Last, First)

Abstract ID A system-generated number identifying the abstract
Date of Birth Patient’s date of birth

Social Security # Patient’s social security number

Sex Patient’s sex

Acc Num Hosp Hospital accession number reported by the audited facility for
the reported tumor

Seq Num Hosp Sequence number hospital reported by the audited facility for the
reported tumor
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Columns Description

Date 1% Contact Date of 1* contact reported by the audited facility for the
reported tumor

Diagnosis Date Diagnosis date of the reported tumor

Primary Site ICD-0-3 topography code describing the location of the reported
tumor

Reporting Hospital | COC code for the reporting facility that reported the tumor

Laterality Code for the side of a paired organ, or the side of the body on
which the reported tumor originated

Hist/Beh ICDO3 ICD-0-3 histology and behavior codes for the reported tumor

Medical Record # Patient’s medical record number

Date Last Contact | Date last contact reported by the audited facility for the reported

tumor
Vital Status Patient’s vital status
Abstract Status The status of the reabstract---incomplete, complete, or held

The order of the columns on the abstract list window may be modified.
- Simply left-click and hold on the column header, and slide the column to the
Tip  desired position in the column viewing order.

2. Query for a patient on the list of tumors to be opened. Enter the first letter of the
patient’s last name in the Last Name search criteria box on the Open/Find Abstract
window, and click Query. You can also use any of the other available search criteria to
search upon. In the example shown, the abstract being searched for is for a patient named
John Doe, so a D is entered in the Last Name search criteria box.

/® open [ Find Abstract o =]

 Query ltems [Multiple item selection allowed] ,.a |

= Al " Complete Abstracts Only " Incomplete Abstracts Only
[~ Item Value
Last Name First Name Medical Record # Social Security #
D -_- p

| | | - © solect |
Note: Partial name search alowed Example: 12345678507 Bample: 1237121234

Abstract ID Reparting Hospital Date of Birth [ Glose |

To: I I I L
Qluery Results:

Example: 1234567890 Example: 12345678507 Example: 200812715

N Z

Abstract . Social Acc Mum Seq Num
Name D Date of Birth Security # ‘ Sex Hosp Fiosn

Result: The Open/Find Abstract window presents the results of the query, and displays
any potential matches in the tumor list window.
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/® Open | Find Abstract

— Query ltems [Multiple itemn selection allowed]

= Al " Complete Abstracts Only " Incomplete Abstracts Only
[~ Item Value
Last Name First Name Medical Record # Social Security &

#] Query

o

Abstract ID

Note: Partial name search alowed

Example: 12345678507

Reporting Hospital

Example: 123121234

Date of Birth

© Select

Ll Close

flif] o |

!

4

- Query Results:
Bxample: 1234567890 Bxample: 12345678507 Example: 2008/12/15
iz
e = == = 1= [/ =

DANCER, CANDY 4 19200419 111-11-5015 | Female 200100506 01
DAYS, HAPPY 12 19351022 111-11-5016 | Female 200101067 02
DAYS, HAPPY 1 19351022 Female 200101067 01
DOE. JOHN 8 19610316 Male

DRIVER, CABBY k‘ 14 19330318 111-11-1078 | Male 200101078 04
DRIVER, CABBY 13 19330318 111-11-1078 | Male 200101078 03

»

3. From the abstracts listed, locate the abstract of interest and open it, either by double-
clicking the row for the abstract or select the row for the abstract and click Select.

Result: The Abstract Plus Abstracting window opens so that you can modify the
abstract that has just been opened.

Copying an Abstract
Thus far we have learned that you can begin abstracting work by creating a new abstract, or

searching for and opening an existing abstract. The third way to begin abstracting is to copy

an existing abstract and modify the information it contains. The copy feature is especially

helpful for the reporting of patients with multiple primaries. Simply open the abstract for the

first primary for the patient, copy the abstract, and then enter the tumor and treatment
information for the subsequent primary tumor.

To copy an abstract, complete these steps:

1. Make sure that you have the abstract to be copied open in the abstracting window.

2. Abstracts can be copied in 3 ways:

a. Click on the File menu, and select Copy Abstract.
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File | Administration Auditor Utiliies  Reports
Mew Abstract Ctrl+M
Cpen/Find Abstract ... Ctrl+0

|| CopyAbstract... Ctrl+|

B CloseAbstract “® Alt+C

a Save Abstract ... Ctrl+3
Export Abstracts ... Ctrl+M
Import Abstracts in MAACCR Format ... Cirl+L

@ Print Current Abstract Ctrl+P

4| Print Range of Abstracts .. Ctrl+R
Backup Abstract Database. . Ctrl+B
Restore . Ctrl+Y
Exit Alt+F4

b. Click the Copy icon on the tool bar m
c. Use the keystroke Ctri+l.

Result: The Copy Abstract dialog window opens and asks you to confirm that you
would like to copy the abstract.

Copy Abstract |

=

[ \'-I Current Abstract will be copied to the next AbsRefID available.
& Doyou wish to continue?

3. Click Yes.

Result: The abstract is copied to a new Abstract Reference ID. Note that the patient
demographics from the original abstract are copied into the new abstract, so that you need
only enter information regarding the tumor being abstracted. Edits are run, and the Edits
Error Count and Completion Status indicators will indicate that there are errors (missing
fields) for the abstract and that the abstract is incomplete.
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& Abstract Plus - [DOE, JOHN M - AbsRefID: 115]

Name—Maiden

Name-Alias —
Social Security Number Joos-o0-9889
Addr at DX-No Strest [fz3easTmanst
Addr at DX—Supplementl

Addr at DX—City Jaranta
Addr at DX-—State [ca-Geoga |
Addr at DX~Postal Code fosses

County at DX _>| ooz
Race R —
Race 3
Race 4
Race 5

SpanishHispanic Origin

0 - Non-Spanish; non-Hispz ¥
1961/03/16

DEMOGRAPHIC

Date of Birth

Date of Birth Flag

Birthplace—State l—L[
Bt oo Coulry _)I [
= [lovae
[Fammer

Text-Usual Occupation

Occupation Source

1 - Reporting facility records T
Text—Usual Industry

4

FARMER/RANCHER

[TFRNY SR,

Abstract Copied ...

RO File Administration  Auditor  Utilites  Reporis  Options
New #]0pen [ Close |[HSave SiPrint [1Copy | & EDITS | & DGS = |Import = |Export | 2 o |
Abstract No.115 " Held ¥ ShowField Messages (7, Physical Examination
PR :tr=ct Sctions Display Types
=] [APDefautt =l
PATIENT ID
Name-Last DoE X-RayiScans (Including Other
Narme—First forn
Name-Middle M

Scopes (Endoscopic Examina

Lab Tests (Not Cytology or Hist

OP/Surgical Procedures Stagil

Pathology (Cytology and Histor

Primary Site Title

Histology Title (Type. Bshavior

Surgery (Surgical Procedures

EDITS (Error Count =24) = Completion Status: No  01/05/2014 NUS

Help
gd ] sm.-:.:ul ‘: F{eﬁeshl [ Close

=1
=10l x|

-—- All Edit Errors -—

Error messages along with a list of fields and values checked by the edit are listed
below each failed edit. Click on a field below any error message to move to it in the

data entry area and make corrections.

Edit Set Name:
Total Edit Errors for Abstract:
Missing Critical Field:
Missing Critical Field:
Missing Critical Field:
Missing Critical Field:

24
Text—DX Proc—PE

Text—DX Proc—Op
Texi—DX Proc—Path

Texi—Staging

Edit Name:
Error:

Age at Diagnosis (SEER AGEDX)
Age at Diagnosis not valid

Edit Description
Fields In Edit: Age at Diagnosis = <BLANK=>

Edit Name: Behavior ICDO3 Conversion {NAACCRY)

Error:  <BLANK> is not a valid value for Behavior Code ICD-0-3
Edit Description

Fields In Edit: Behavior Code ICD-0-3 = <BLANK>
Edit Name: Cause of Death (SEER COD)

Error:  Cause of Death not valid

Edit Description

Fields In Edit: Cause of Death = <BLANK>

Edit Name: Class of Case (COC)
Error:  <BLANK> is not a valid value for Class of Case
Edit Description

Fields In Edit: Class of Case = <BLANK=

Edit Name: Diagnostic Confirmation (SEER DXCONF)
Error: Diagnostic Confirmation not valid

Edit Description

Fields In Edit- Diagnastic Confirmation = <BLANK>

Edit Name: Grade
<BLANK> is not a valid value for Grade
Fdit Dascrintinn

Error:

4]

Central: Vs14 State Example - Incoming Abstracts

| _’lJ”;

Once you have finished work on the newly copied abstract, save your work, and close the

abstract.

If you find an abstract that looks very much like an abstract you want to create for the
same patient but with a different primary site, you can simply save the abstract as a new
one and then modify the necessary fields in the new abstract.

Activity 10 - Finding, Opening, and Copying an Abstract

Use what you have just learned to practice searching for, opening and copying abstracts,
complete these steps:

1. Search for and open the John Doe abstract. For more information on finding an
opening existing abstracts, see page 85 of this training manual, or click here.

2. Now copy the John Doe abstract. For more information on copying abstracts, see page
88 of this training manual, or click here.

An Aside on Abstract Plus “Projects”

A Project is an avenue for labeling an abstract and grouping abstracts together. With Abstract
Plus version 2, all abstracts had to be assigned to a “Project”. In Abstract Plus version 2 at
least one project had to exist in the system, and by default, version 2 of Abstract Plus came
with a Project called STATE to which each new abstract needed to be physically assigned.
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As the overwhelming majority of Abstract Plus users did not utilize the Projects feature of
Abstract Plus version 2.0, although the use of Projects is still available, it is no longer
required. In Abstract Plus version 3.x, Projects are optional True/False application-specific
fields that can be added to any display type (in the same manner as any standard NAACCR
data item). As a result, unless the central registry intentionally requires a Project field,
abstracts are no longer required to be assigned to a project.

P Please note that the Projects feature of the program is not functioning
3 correctly at this time. This issue will be corrected in a future version of
the program.

o
-

Hote

Questions---Completing, Finding, and Copying Abstracts:

Answer these questions about completing, finding, and copying abstracts in Abstract Plus
(the answers are in Appendix A, on page 131):

1. How do you know when an abstract is complete?
2. How can you locate and open a specific saved abstract?
3. Can you change the information contained in an existing abstract?

4. How can you create a second abstract for a patient using the demographic information
from an already existing abstract for the patient?

5. Can an abstract exist without being attached to a project?

Exporting Abstracts

When exporting abstracts, you can choose to export all abstracts in the abstracts database,
including complete and incomplete abstracts, or enter criteria for selecting completed
abstracts for export. Depending on how your Abstract Plus Administrator set up your
application, the feature for including complete or incomplete abstracts during export may or
may not be available to you.

You can export abstracts in NAACCR Layout or Delimited format, depending on options
selected by your Abstract Plus Administrator upon setup of the program. The default is to
export abstracts in the NAACCR file format. However, when enabled, the delimited format
allows you to select which fields and in what order you would like exported in a comma-
delimited text file.

To export abstracts, complete these steps:
1. Abstracts can be exported in 3 ways:
a. Click on the File menu, and select Export Abstracts.
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Fi|e| Administration  Auditor  Utilities  Reports

|- New Abstract Ctrl+N
8] Open/Find Abstract ... Ctrl+0
[ CopyAbstract ... Crl+l
[l Close Abstract Al+C
|=] saveAbstract . Ctrl+S
|+ ExportAbstracts . |\, Cirl+M
a5
# | Import Abstracts in NAACCR Format ... Ctrl+L
@] Print Current Abstract Ctrl+P
[= Print Range of Abstracts ... Ctrl+R
[ Backup Abstract Database... Ctrl+B
L Restore .. Cirl+Y
8] Exit Alt+F4

b. Click the Export icon on the tool bar .

c. Use the keystroke Ctrl+M.

Result: The Export Abstracts window opens, and presents you with different options for
exporting abstracts.

x

r Export All Abstracts in Database ¥ Mark Exported Abstracts As Exported

 Export Options [Multiple options may be selected] Format
¥ Export Only Un-Exported Abstracts To Date ' NAACCR Layout
I” Exported by Date Created [Entered] ¢ Delimited
— Date Created Range: [Date Format: YYYY/MM/DD]

From: ED‘I 40101 x I To: EITI 40106 | * l

&) Select
™ Export by Date Previously Exported

— Date Previously Exported Range: [Date Format: YYYY/MM/DD]

Ereview
From: ED‘I 4i071/01 hd I To: ED‘I 40006 T I

™ Export by Dx Date |l Export
— Dx Date Range: [Date Format: YYYY/MM/DD]

From: EDM—J’D‘IJ’D‘I 'I To: ED‘M—J’D‘IIDE "l ;E Expott g |

™ Export by Date Completed

 Date Completed Range: [Date Format: YYYY/MM/DD] —— ] [l Close |
From: ED‘I 410101 hd I To: ED‘I 4/0106 T I

~Hospital D~ [ Project|D [Select Only One] — |

I I—Nom,L j

— Abstractor 1D — A ID [Range]
— Record Type [Select Only One] — Range example:
135812 to 20
g -l =
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You can modify the default options selected on the export window to export only the
particular abstracts that you would like to export.

The Mark Exported Abstracts as Exported and Export Only Un-
’Pj Exported Abstracts To Date options are selected by default and
o generally should not be changed as these options will prevent re-export of
Hote  previously exported abstracts, thus preventing reporting of duplicate
abstracts to your central registry.

The Export Abstracts window includes the following options for exporting abstracts:

Export Option Description

Export All Abstracts in Database | When checked, this option will over-ride any
other export option, and all abstracts in the
database will be exported regardless of
completion status

Mark Exported Abstracts as When this option is checked, all exported
Exported abstracts will be marked as exported; when used
in combination with the Export Only Un-
Exported Abstracts To Date export option, this
prevents duplicate export of abstracts

Export Only Un-Exported When this option is checked, only those
Abstracts To Date completed abstracts that have not yet been
exported will be exported; when used in
combination with Mark Exported Abstracts as
Exported export option, this prevents duplicate
export of abstracts

Export by Date Created This option allows the user to enter a date range
to export completed abstracts by the date they
were created

Export by Date Previously This option allows the user to enter a date range

Exported to export previously exported, completed
abstracts by the date they were previously
exported

Export by Dx Date This option allows the user to enter a date range

to export completed abstracts by the diagnosis
date of the tumors reported in the abstracts

Export by Date Completed This option allows the user to enter a date range
to export completed abstracts by the date they
were completed

Hospital 1D This option allows the user to enter a facility 1D
number to export completed abstracts for a
particular facility
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Export Option Description

Project ID For those users with applications set up to collect
information on Projects, this option allows the
user to enter a Project ID to export completed
abstracts for a particular Project

Abstractor ID This option allows the user to enter an Abstractor
ID to export completed abstracts for a particular
Abstractor

Abstract ID This option allows the user to enter an Abstract

Reference ID number (or range of AbsRefIDs) to
export specific completed abstracts

Record Type This option allows the user to enter the Record
Type of A or M to export completed abstracts of
either of those Record Types

The Export All Abstracts in Database function may only be
impartant  available to administrators.

2. Select the export options you require, and Click Select.

Result: The system displays the number of abstracts that meet the export criteria and are
to be exported in the lower left-hand corner of the main window.

LE Abstract Plus -0 x|

E—— |

[l New #]0pen || Close |[Flese Chona [ornan. | & crire i o Canrset | D | )
B export Abstracts x|

WAC . v Lt

™ ExportAll in D ™ Mark Exported As Exported

[~ Export Options [Multiple options may be sele

IV Export Only Un-Exported Abstracts To Date * NAACCR Layout
I” Exported by Date Created [Entered] e

i~ Date Created Range: [Date Format YYYY/MM/DD] ——— |

From: 014/01/01 i To: 014/01/06 | T
oo 2 e e d ] e ]

™ Export by Date Previously Exported
I~ Date Previously Exported Range: [Diate Format YYYY/MM/DD] P
From: Euwmrm | K Euwmma -

Preview
I™ Export by Dx Date Export
- Dx Date Range: [Dats Format YYYY/MM/DD]

From: |5EIT4.I'D1ID‘I b To: |ED14.1IJ‘IJDS b EI 5 oo

™ Export by Date Completed
[~ Date Completed Range: [Date Format YYYY/MM/IDD] [l Close
From: 14/01/01 = To: ED‘I 4i0106 =

HospitallD | [ ProjectID [Select Only One] — |

| Fone- =

( 2 ‘ ~ Abstract 1D [Range]

| . Export All Abstracts
i~ Record Type [Select Only One] —| Range example: |=iExport To Excel

Iﬁ 1.358.12 (up to 20

(7,

1 Abstract selected. 01/05/2014 NUSER(NALY
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The system also issues a message:

Exporting Abstracts 5'

1 Abstract(s) selected to export
Flease dick on Export button

3. Click OK.
4. Now click Preview.

Result: The Export Selection Preview window opens.

E Export Selection Preview

114 NAL 1111111111 00 | DOE, JOHN

ﬂ = Print |E=mrt € Cancel

5. Click Export.
Result: The Save As window opens.
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(Msaveas =]
Sa\rein:l . BExports j @ _? — '

MName = |v| Date modified |v| Type |v|
Mo items match your search,

4

il

File name: ITest Export txt j Save

Save as type: ITe:d Files (*td) j GrE
g

6. Enter a file name for the export file in the File name box and click Save. In the example
shown, the export file is being saved as TestExport.txt.

Result: The system saves the abstracts into a text file and lets you preview a report that
you can print. By Default, Abstract Plus saves your export files to
C:\RegPlus\AbstractPlus\Exports.

Report of Export File for Transmit

Monday, January 06, 2014
File Name: C/\RegPlus\AbstractPlus\Exports\TestExport tet
Date Export file created: 01/06/2014

Abstractor creating file: MAU

Count of records in file: 1

Selection used to create SELECT RepHosp, AccMumHosp, SeqMumHosp, MameX, PSite,
report: MedRecMum, DateOffLoaded, (Mid({DxDate, 1,4} + Mid(CxDate, 5,2) +

Mid(CrDate,7,2)) as CxDete, (Mid(Date1stCont, 1,4) + Mid
[Date1stCont,5,2) + Mid(Date1stCont, 7,2)) as Date 1stCont, (Mid
[CtCaseComp,1.4) + Mid(DtCeseComp,5,2) + Mid(CtCaseComp.7.2))
a5 DMCaseComp FROM Abstracts, Abstracts_2 WHERE 1IF[NOT
ISMULL[DATEOFFLOADED), COATE(DATECQFFLOADED), CDATE
("01/01/1900") =#1/6/2014 12:42:26 AN AND (RecType ="A" AND
Abstracts. AbsReflD = Abstracts_2 AbsReflD) AND COMPLETED ="
ORDER BY RepHosp, AccMumHosp, SeqMumHosp

Acc Num

Rep Hosp Honn Seq Mame Medical Primary Diagnosis Date 1st Case Date Off

Rec Num Site Date Contact Complete Loaded
RRERRRRRRNI 01 DOE, JOHN 1232322 cAl3 20141105 20140103 1502012
124225 AM

7. Close the report preview and return to the Export Abstracts window.
8. Click Export Log to view the log of exported abstracts.

Result: The Export Log window opens. Notice that you can enter a date range or enter
Select Case ID, and click Select to view exports that contain the specified values.
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i
— Select Export Date Range: [Date Format: YYYY/MM/DD]  Export Type Description: — |
" Selectusing DateRange  From: [2014/0101 x| To: [0o14i0106 | Selected | e
Selected AbsReflD: I
2 - Date Exported
User Export Export Abstracts r Rai
Date f nge
D Type Count Marked
3 - Date Created
r
Range
[ |4-Hospital ID
" |5-Abstractor ID
[T |6-CaselD
[T |7-Project ~|
4 » I I
Exported Case |Ds For: Q Find | E]FindAII Exports | [a] Print | |l Close | @
1
AbsReflD Abstractor MName Rep Hosp ‘on E=aliee Primary Sit
Num MNum

9. Enter an export date range or specific AbsRefID, and click Find, or click Find All

Exports to view all exports in the log.

Result: Specific fields for exported cases meeting the criteria entered are displayed in the

lower window.

[ ] Export Log

=10l x|

— Select Export Date Range: [Date Format: YYYY/MM/DD]

 Export Type Description: — |

I" Selectusing Date Range  From: [2014/01/01 | To: [2014i0106 ~|
Selected AbsReflD: I
Date User Abstracts Export Export r
D Marked T Count
= £ “ - 3 - Date Created
Range
" |4-Hospital ID
[T |5- Abstractor ID
[ |6-CaselD
[T |7-Project ~|
4 > 4 | _’I
I
Exported Case IDs For: 2014/01/06 8| Find | # |Find All Exports | (=i Print | [l Close |Q
114 A
AbsReflDr Abstractor MName Rep Hosp N ‘on F=rliEEy Primary Sit
um MNum

1111111111,7’7“:

I

10. Click Close to return to the Export Abstracts window and Close to return to the main

menu.
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Printing Abstracts
You can print any individual abstract that is open, or you can select one or more abstracts
from your local database and print them. You can also choose to print the abstracts to a text
file instead of sending them directly to a printer.
Printing an Open Abstract
To print an individual abstract that is open, complete these steps:
1. An opened abstract can be printed in 3 ways:
a. Click on the File menu, and select Print Current Abstract.

Eile | Administration  Auditor  Ltilities  Beports
L. New Abstract Ctrl+N
#| Open/Find Abstract ... Ctrl+0
Copy Abstract .. Ctrl+
Clozse Abstrac Alt+C
Save Abstract . Ctrl+3
4  Export Abstracts ... Ctrl+M
= | Import Abstracts in NAACCR Format ...  Ctrl+L
||_§,_]‘| Erint Current Abstract . Ctrl+P

Ly

(=) Print Bange of Abstracts ... Ctrl+R
[ Backup Abstract Database... Ctrl+B
% Restore .. Ctrl+Y
B Exit Alt+F4

b. Click the Print icon on the tool bar .

c. Use the keystroke Ctrl+P.

Result: The Abstract Plus Report Viewer window opens with a print preview of the
abstract to be printed. Note that for the majority of fields, the coded value and the label
are printed. Please see page 116 of this manual or click here to learn more about using the
Report Viewer window to view, save and print reports.
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[B print Preview

Close Preview and return to
editing the report.

Abstract Report
Monday, January 06, 2014
Abstract Reference ID: 114
Name:  DOE, JOHN
Reporting Hospital Number: 1111111111
Display Name:  APDefault

Label Value

PATIENT ID
Neme-Last

DOE
JOHN
M

'993-99-8933
Addr st DX-No & Street 123 EAST MAIN ST
Addr st DX-Supplament]
Addr st DX~City ATLANTA
Addr st DX~State GA- (Georgis)
Addr st DX-Postsl Code 99359
County st DX 087
Race 1 01- (White)
Race 2 28 - {Na further race dacumented)
Rsce 3 88 - [No further rsce documented)
Race 4 88 - No further race documented)
Rsce § 23 -
SpenishiHispanic Origin 0 - (Non-Spanish; non-Hispanic)
DEMOGRAFPHIC
Dste of Birth 18510316
Dste of Birth Flag =
BirthplaceState GA - (Gaorgis)
Birthpls: iy Usa

2. Click Print or Save to print or save the abstract in the format of your choice.

3. When you are done viewing/printing the abstract, click Close.

Printing a Range of Abstracts
To print a range of abstracts, complete these steps:
1. Printing a range of abstracts can be done in 2 ways:
a. Click on the File menu, and select Print Range of Abstracts.

File | Administration  Auditor  Utilities  Reports
New Abstract Ctrl+N
Open/Find Abstract ... Ctrl+0
0 CopyAbstract ... Ctrl+]
[l | Close Abstract Alt+C
= Save Abstract ... Ctrl+5
%  ExportAbstracts ... Ctrl+M
= | Import Abstracts in NAACCR Format ... Crl+L
(= Print Current Abstract Ctrl+P
| LAy

[ Backup Abstract Database... Ctrl+B
% Restore... Ctrl+Y
8| Exit Alt+F4

b. Use the keystroke Ctrl+R.
Result: The Print Abstracts window opens.
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2 Print Abstracts x|

— Abstract Selection [ Multiple options may be selected | Q
¥ Only Un-Exported Abstracts To Date

™ By Date Previously Exported

— Date Exported Range: [Date Format: YYYY/MM/DD]

From: Poi4miiol x| Te [pot4miios 7]

I™ By Date Created [ Entered] ‘@ Select I
~ Date Created Range: [Date Format: YYYY/MM/DD]
From: [2014i0i01 x| Ter [pot4miios 7]

(=5 Print Preview |

& Close |
~Hospital I~ [ Project[Select Only One] —
I I—Nom..h j
Abstractor ID —— | [ Abstract ID [Range]
) Range example: 1,3.5-8,12 (up
" All Abstracts in Database to 20 Characters)

2. Enter the abstract selection criteria for the range of abstracts that you would like to print.
You can select the only un-exported Abstracts To Date or All Abstracts in Database
options, or you can select abstracts by date previously exported, date created, Facility or
Project ID, Abstractor ID or AbsRefID. In the example shown the Select the All
Abstracts in Database printing option is checked.

3. Click Select.

Result: The system displays the number of abstracts that meet the selected criteria at the

bottom of the window.

JRT=TET
T ——

[ New #]0pen | Close |[=]Save [iPrnt | [ Copy | ® EDITS | § DGS +# |import ¢ |Expot | 2 &

é, Print Abstracts
 Abstract Selection [ Multiple options may be selected |
¥ Only Un-Exported Abstracts To Date
" By Date Previously Exported
~ Date Exported Range: [Date Format YYYY/MM/DD]
From: 0140101 =] Too Potamuos x|

™ By Date Created [ Entered |
|~ Date Created Range: [Date Format: YYYY/MM/DD]

From: po14o10n x| To fotaonos 7]

Hospital ID Project [Select Only One]
e — —

 — | | —

oA - Rang_es?omle-tl&?u(\.m

1 Abstract selected. 01/05/2014 NUSER(NAU)

4. Click Print Preview.
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Result: The Report Viewer window opens with the selected abstracts formatted for
printing.

Abstract Report
Monday, January 06, 2014
Abstract Reference ID:
Name:
Reporting Hospital Number: 1141411411
Display Name:  APDefault

Label Value

PATIENT ID
Name-Last DOE
Mame—First JOHN
Name-Middle W

993-93-9338
Addr at DX-No & Street 123 EAST MAIN 5T
Addr at DX~Supplement!
‘Addr at DX~City ATLANTA
Addr at DX~State. GA - (Georgia)
Addr at DX~Postsl Code 33359
County st DX 087
Race 1 01- (White)
Race 2 88 - (Mo further race documented)
Race 3 88 - (Mo further race documented)
Race 4 88 - (Mo further race documented)
Race 5 88 - (Mo further race documented)
SpenishiHispanic Origin 0 - (Non-Spanish; non-Hispanic)

DEMOGRAPHIC

Dste of Bith 19610316
Date of Bitth Flag -
Birthplace—State
Birthplace—Country
Sex 1- (Msie)
Text~Ususl Cccupstion FARMER
Cccupation Source 1 - (Reporting faciity records)
Text-Usus! Industry FARMER/RANCHER
Industry Source 1- (Reporting faciity records)

CANCER IDENTIFICATION
Date of Disgnosis
Dste of Disgnosis Flsg
Age st Diagnosis
Primary Stte -0
Letersity -
Hstologic Type ICD-0-3 - (ICD-0-2 Matrix Tem-no exact lsbel svailable)
Behavior Code ICD-03 -
Grade
Grade Psth Value
Grade Psth System

VBI2014 12:55:23 AM

4 4 Pagetofs b M

5. When you are done viewing the report, click Print to print the report, Save to save the
report.

Click Close to close the report.
Close the Print Abstracts window.

Questions---Exporting and Printing Abstracts:

Answer these questions about exporting and printing abstracts in Abstract Plus (the answers
are in Appendix A, on page 131):

1. How can you avoid exporting duplicate abstracts?
2. How can you see all the abstracts you exported?
3. How can you print multiple abstracts at the same time?
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Chapter 4: Using Abstract Plus Utilities

The Utilities menu is used to access a few supplementary functions included in the program,
such as querying your local database of doctors, managing facility and doctor codes, and
deleting abstracts.

To access the Utilities menu items, click on the Utilities menu item and select the desired
sub-option, or use the appropriate keystroke combination for the desired sub-option.

Sub-option (Keystroke) T?&Ifr’lar Function
Query and search the doctor database;
Doctor Query System Ii_,. DQS can be accessed whether or not an
(Alt+Q) W DQs abstract is opened, or a physician field
selected
Import (can use Alt+1 keystroke) or edit
Manage Facility Codes... (can use Alt+J keystroke) local facility
codes
Import (can use Alt+K keystroke) or edit
Manage Doctor Codes... (can use Alt+L keystroke) local physician
codes
Delete Abstract(s) (Alt+P) Delete selected abstracts
Notepad (Alt+N) Launch Notepad to view created text files

The Doctor Query System

The Abstract Plus Doctor Query System (DQS) allows you to search your local doctor
database. The DQS can be accessed whether or not an abstract is opened, or whether or not
you have a physician field selected in the data entry grid.

To open the DQS and search for a doctor, complete these steps:
1. The DQS can be accessed in 2 ways:
a. Click on the Utilities menu, and select Doctor Query System.

Usies | Repors _Optons _Help |ESEHCEMEAVETASEEER
| i hDuc’tnrDuerySastem Alt+C
: a3
o, Manage Facility Codes ... »
i Manage Doctor Codes . »
& Delete Abstract(s) Alt+P
g Motepad Alt+N

a. Use the keystroke Alt+Q.
Result: The Doctor Query System window opens.
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=10l x|
~
v Doctor Query System =
— Search Value(s) -M
Last Name I First Name I Doctor 1D I : k
) Select |
Note: Partizl name search sllowsd Example: 12345678 -
[l Close
oot BN N
Doctor ID N":}E;’:““r ‘ Name Address Specially

2. Enter the search criteria of your choice and click Query. The DQS can be searched by
doctor name or ID.

Result: Doctors meeting the search criteria entered are listed in the lower portion of the
window.

=10l

T Doctor Query System 7]

Em————
Last Mame First Name Doctor ID
) Select |

Note: Partial name search allowed Example: 12345678
Il Close
vyt | BB =
NIP Doctor . =
Doctor 1D Cod MName Address Specialty
Bedoya, Alfonso 330 Kildare Pl, Glen Burnie, MD 96340 SURGERY
967 Bobula, Anne Box 18 County Road, Baltimore, MD 93933 | SLIRGERY
125 Main St, PO Box 222 Nerthside, GA Internal
10000001 Fawn, Terry 33345 Medicine
g22 Jones, James 222 Hospital Drive, Washington, DC 97300 ALY
HEALTH
20000002 Jones, James 456 Ancther Strest, Atlanta, GA 30301 Pediatrics
945 Kim. Sun 18 Embolizm Terrace, Ashtabula, OH GYNECOLOGY
G4444
99993959 NO CODE, - —
GENERAL
999 Nartheutt, Marshall PO Box 777, Fulton, NY 90001 SURGERY
966 Redfern, Belinda 1 Welby Center, El Paso, TX 90020 GYNECOLOGY
| 980 Regaldo. Francesca One Profit Center, Atlanta, GA 93399 (EEEEE'&‘I‘_I _ILI
4 »

3. When you have finished look-up doctor codes, click Close to close the DQS window.

Managing Facility Codes

Abstract Plus allows you to manage codes for facilities. The initial list of facility codes is
added to the application by your Abstract Plus Administrator, however, you can add or delete
individual facilities to or from the list.

Version 6.0 January 2014 103



Abstract Plus Abstractor Training Manual Using Abstract Plus Utilities

To manage facility codes, complete these steps:
1. You can manage facility codes in 2 ways:
a. Click on the Utilities menu, and select Manage Facility Codes.

Utes | Repors_Options el |EdSEECENAVSTASHEIER
i Dioctor Cluery System .. Alt+C
|_nl Manage Facility Codes ... 3 | "'_J Import  Alt+]
% Manage Doctor Codes ... 7h b |7 Edit Alt+J
& Delete Abstract(s) Alt+P

& MNotepad Alt+N

b. Use the keystroke Alt+J.
Result: The Edit Facility Codes window opens.

_laix]
F?:}?:j Facility MNumber MPI Facility Code Facility Name Contact Mame j
0000000000 Not Referred
r 0000000800 New Jersey Cancer Registry
- oooooo1100 Mew York Cancer Registry
r 0000001700 Delaware Cancer Registry
r 0oooo02100 Maryland Cancer Registry
I~ 0000002400 West Virginia Cancer Registry
r 0000003500 Flerida cancer Registry
r 0000004100 Michigan Cancer Registry
- 0000004300 Ohio Cancer Reqgistry
I 0006210010 NY Albany Albany Med Cent
r 0006210040 NY Albany Child's Hosp
r 0006210050 NY Albany Mem Hosp
r 0006210070 NY Albany St Peter's Hosp j
1| | o
@ =} Delete | it Add I B Save | || Close |

2. To delete a facility or facilities from the list, check the Delete Record check box for the
row of the facility or facilities that you would like to delete.
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_loix
EEE Facility MNumber MPI Facility Code Facility Name Contact Name j
Record

r 00ooooo0o00 Mot Referred

v 0000000800 Mew Jersey Cancer Registry
0000001100 Mew York Cancer Registry

- 0000001700 Delaware Cancer Registry

- 0oooo02100 Maryland Cancer Registry

I 0000002400 West Virginia Cancer Registry

- 0000003500 Florida cancer Reagistry

I~ 0000004100 Michigan Cancer Registry

r 0000004300 Chio Cancer Registry

I 0006210010 NY Albany Albany Med Cent

r 0006210040 MY Albany Child's Hosp

I 0006210050 NY Albany Mem Hosp

- 0006210070 MY Albany St Peter's Hosp LI
1] | |
(7 elDeletebJém [ sse | 10 cose |

3. Click Delete.
Result: The facility or facilities selected for deletion are deleted from the list.
4. To add a facility or facilities to the list, click Add.

_lo/x]
Bz Facility Mumber MPI Facility Code Facility Name Contact Name j
Record

r 0000000000 Mot Referred

0000001100 Mew York Cancer Registry

- 0000001700 Delaware Cancer Registry

r 0000002100 Maryland Cancer Registry

- oooooo2400 West Virginia Cancer Reagistry

r 0000003500 Flerida cancer Registry

r 0ooooo4100 Michigan Cancer Registry

I~ 0000004300 Ohio Cancer Registry

r 0006210070 MY Albany Albany Med Cent

I 0006210040 NY Albany Child's Hosp

I 0006210050 NY Albany Mem Hosp

I 0006210070 NY Albany St Peter's Hosp

r 0006210075 NY Albany Stratton VA Med Cent ~|
| | |
@ =} Delete Iéquégam ||1glme |

=

Result: The application directs you to a new row into which you can enter information
for the facility such as the facility name and number and add the facility to the list.
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=F Edit Fadility Codes _ o] =]
Record Facility MNumber MPI Facility Code Facility Name Contact Name
PA Pittsburgh Jefferson Rad Onc
I 0010000005 o
PA Erie The Regional Cancer
I 0010000063 Center
PA Harrisburg Greater Hbg Cancer
r 0010000140 o
PA Lebanon Lebanon Valley
r 00710000141 Coneer Conter
r 0099999999 Unknown
r 1111111111 Test Hospital
I~ 2345673901 Second Hospital Jean Harris
r 28858538989 Third Hospital Tom Jones
4 3
@ =} Delete |.§Md |._|§|Save Iucme

5. Ata minimum, enter the facility name and number, and then click Save.

=E Edit Fadility Codes B =]
Record Facility Mumber MPI Facility Code Facility Name Contact Name
PA Pittsburgh Jefferson Rad Onc
r 0010000005 o
PA Erie The Regional Cancer
I 0010000063 Conter
PA Harrisburg Greater Hbg Cancer
I 0010000140 .
PA Lebanon Lebanon Valley
r 00100007141 Cancer Center
r 0099993999 Unknown
r 1111111111 Test Hospital
2345678901 Second Hospital Jean Harriz
r
8989898989 Third Hoepital Tom Jones
r
est Facility
I 2222222222 Test Facility 2
r
4 »
@ =} Delete |.§Md |Lés,=<ue I|;[c|me |
Ls

Result: The facility is added to the list.

6. When you are one editing facility codes, click Close.

Managing Doctor Codes
Abstract Plus also allows you to manage codes for doctors. The initial list of doctor codes is

added to the application by your Abstract Plus Administrator, however, you can add or delete

individual doctors to or from the list.

To manage doctor codes, complete these steps:

1. You can manage doctor codes in 2 ways:
a. Click on the Utilities menu, and select Manage Doctor Codes.
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Utites | Repors Options _Help [EASEECEMBIVETASHEER

@ Doctor Query System ... Alt+0
ml Manage Facility Codes .. k
| 7 Manage Doctor Codes ... . » | = | Import Al+K
& Delete Abstraci(s) o Alt+P o Edit Alt+L
= Notepad Alt+N
b. Use the keystroke Alt+L.
Result: The Edit Doctor Codes window opens.
—loixi
Ft{):;?:j DoclD NP(':EE;*“' Last Name First Name Address 1 Address2 |
933 Bedoya Alfonso 330 Kildare PI
I~ 967 Bobula Anne Box 18 County Road
- 10000001 Fawn Terry 125 Main St PO Box 222
I~ g22 Jones James 222 Hospital Drive
r 20000002 Jones James 456 Another Street
I 945 Kim Sun 18 Embolism Terrace
r 99999999 NO CODE
I 999 Northeutt Marshall PO Box 777
- 966 Redfern Belinda 1 Welby Center

-

©

=} Delete | it Add I H Save

r

|G ome |

2. To delete a doctor or doctors from the list, check the Delete Record check box for the
row of the doctor or doctors that you would like to delete, and click Delete.

~loixi
EEEE || g MIFBEEST || v First Name Address 1 Address2 |
Record Code
933 Bedoya Alfonso 330 Kildare PI
I~ 967 Bobula Anne Box 18 County Road
- 10000001 Fawn Terry 125 Main St PO Box 222
I~ 922 Jones James 222 Haospital Drive
r 20000002 Jones James 456 Another Street
I 945 Kim Sun 18 Embolism Terrace
r 99999999 NO CODE
I 999 Northeutt Marshall PO Box 777
- 966 Redfern Belinda 1 Welby Center

-

©

E:]»Delete{Q ik Add
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Result: The doctor or doctors selected for deletion are deleted from the list.

3. To add a doctor to the list, click Add.

RI=TE
Delete | poap NP Doctor | -t Name First Name Address 1 Address2 |
Record Code

967 Bobula Anne Box 18 County Road
I 10000001 Fawn Terry 125 Main St PO Box 222
r g22 Jones James 222 Hospital Drive
I 20000002 Jones James 456 Another Street
r 945 Kim Sun 18 Embolism Terrace
I 99999999 NO CODE
r 9495 Morthcutt Marshall PO Box 777 |
I 966 Redfern Belinda 1 Welby Center
r 930 Regaldo Francezca One Profit Center
= - p—— _'IJ
@ =} Delete i< Add |\_|éSa\ﬁa ||_1C|use |
by

Result: The application directs you to a new row into which you can enter information
for the doctor such as the doctor name and number and add the doctor to the list.

4, Ata minimum, enter the doctor name and number, and then click Save.
Result: The doctor is added to the list.

_ioixi
Delete | b NP1 Doctor | |+ Name First Name Address 1 Address 2
Record Code

I 20000002 Jones James 456 Another Street

r 945 Kim Sun 18 Embolism Terrace

I 99999999 NO CODE

- jeisi] Morthcutt Marshall PO Box 777

r 966 Redfern Belinda 1 Welby Center

I 980 Regaldo Francesca One Profit Center

I 900 Smith John 3 Elm Street

r 30000003 Test Castle 2227 Broad Ave

I 990 Yuengling Victor 1088 Altruist Highway —

r 9997 Test Doctor 123 East Main Streef |
.| | 3|
@ =} Delete |E].Aud |L|§|Sav,33 ||_1C|use |

L

5. When you are done editing doctor codes, click Close.
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IOl
Delete | b NPl Doctor | | _t Name First Name Address 1 Address 2
Record Code

r 945 Kim Sun 18 Embolism Terrace

I 900909909 NO CODE

- 999 Mortheutt Marzhall PO Box 777

I 966 Redfern Belinda 1 Welby Center

- 980 Regaldo Francesca One Profit Center

I 900 Smith John 3 Elm Street

r 30000003 Test Castle 2227 Broad Ave

I 9997 Test Doctor 123 East Main Strest

- 990 Yuengling Victor 1088 Altruist Highway

I =
4] | |
@ =} Delete ik Add | B Save | [ Close |

Deleting Abstracts

Abstract Plus allows you to delete abstracts from the abstract database. This feature should
be used with caution, as abstracts are permanently deleted from the database.

To delete an abstract, complete these steps:
1. Abstracts can be deleted in 2 ways:
a. Click on the Utilities menu, and select Delete Abstract(s).

Utlites | Repots Options _Help |EASSECERFAINGTASHIEESR
i Doctor Cluery System ... A+
_nl Manage Facility Codes . 2
.;: Manage Doctor Codes ... »
=) Delete Abstract(s) M, Alt+P
0
2 MNotepad Alt+M

b. Use the keystroke Alt+P.
Result: The Delete Abstracts window opens.
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% Delete Abstracts

— Query ltems [Multiple item selection allowed]

_ (o] %I
= Al " Complete Abstracts Only " Incomplete Abstracts Only @
[ Item Value
Last Name First Name Abstracted By | Query N |
[ol I I [ Delete |
Note: Parfial name search allowed Eample: DOE
J Cl
Abstract ID Date Exported Reporting Hospital ﬂil
I To: I I 1 I
Example: 1224567850 Example: 2008/ 12715 Example: 12245678501
(YYYYMMD0) Query Results:
" SelectDeselect All _
Delete Abstract . Social Acc Num Seq Num
Case ate |n] EEEEEL Security # ‘ B Hosp Hosp

2. Abstracts to be deleted can be searched for via various search criteria: patient name,
Abstractor’s initials, Abstract Reference 1D, Reporting Facility, and export date.

3. Enter your search criteria, and click Query. In the example shown, the abstract for the

patient named John Doe is being searched for and deleted, so a D is entered in the patient

Last Name box.

Result: Abstracts that match the specified search criteria are displayed in the lower
portion of the window. Note that all abstracts listed are selected for deletion. In the

example shown, all patient abstracts with the last name beginning with D are displayed

and selected for deletion.

% Delete Abstracts

— Cluery ltems [Multiple item selection allowed]

_ ol %l
Al " Complete Abstracts Only " Incomplete Abstracts Only @
 ltem Value
Last Name First Name Abstracted By ] Query |
D | [ Delete |
MNore: Parial name search alowed Example: DOE
Abatract ID Date Exported Reperting Hozpital
| To | | |
Example: 1234567850 Example: 20081215 Example: 12345678307
(YYYYMMDD) Cluery Results:
I¥_SelectiDeselect All _
Delete Abatract . Social Acc Mum Seq Num O
Case e D EEEeEmL Security # e Hosp Hosp
DANCER, CANDY 4 19200418 111-11-5015 | Female 200100506 01
v DAYS, HAPPY 12 19351022 111-11-5016 | Female 200101067 02
v DAYS, HAPPY 11 19351022 111-11-5016 | Female 200101067 01
v DOE., JOHN 19 19610316 999-99-9993 | Male
Il DOE. JOHN 18 18610316 995-99-959% | Male oo
v DRIVER, CAEBBY 14 19330318 111-11-1078 | Male 200101078 04
v DRIVER, CAEBY 13 18330318 111-11-1078 | Male 200101078 03

4. To select an individual abstract for deletion from the displayed list, click Select/Deselect

All.
Result: All abstracts in the window are deselected.
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5. Select individual abstracts for deletion by checking the Delete Case check box for the
abstract(s), and clicking Delete.

_imix]
— Query ltermns [Multiple item =election allowed]
Lo " Complete Abstracts Only " Incomplete Abstracts Only @
~tem Value
Last Name First Name Abstracted By | Query |
D | | [-J Del
Note: Parfial name search allowed Eample: DOE
4 Cl
Abstract D Date Exporied Reporting Hospital ﬂLl
| To | | |
Example: 1234567850 Bxample: 200812715 Example: 12345678501
(YYYYMMDD) Cluery Results:
" SelectiDeselect All _
Delete Absatract . Social Acc Mum Seq Num O
Case iz 1D LEzarm Security # = Hosp Hosp
r DAMNCER, CANDY 4 19200419 111-11-5015 | Female 200100506 0
I DAYS, HAPPY 12 19351022 111-11-5016 | Female 200101067 02
- DAYS, HAPPY 1 19351022 111-11-5016 | Female 200101067 01
DOE. JOHN 19 19610316 999-09-3999 | Male
r DOE. JOHN 18 19610316 999-99-999% | Male 00
r DRIVER, CAEBY 14 19330318 111-11-1078 | Male 200101078 04
- DRIVER, CABBY 13 19330318 111-11-1078 | Male 200101078 03

Result: The system verifies that you would like to delete the selected abstract(s), and
creates a backup database.

Delete Abstract(s) il

5 ] Are you sure you want to delete the selected Abstracts?

i A copy of your Database will be created with file format
{Absplus_Deletion_yyyyMMdd_HHmmss. zip).

Yes Mo

6. Click Yes.
Result: The system lets you know that the abstract has been deleted.

Delete Abstract(s) x|

:l Selected Abstracts have been deleted.

7. Click OK.

Result: You are returned to the Delete Abstracts window, where the abstract(s) has been
deleted from the list.
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X Delete Abstracts

— CQuery ltems [Multiple item selection allowed]

_ o] =]
-
= Al " Complete Abstracts Only " Incomplete Abstracts Only ﬂ
 Item Value
Last Name First Name Abstracted By ] Query |
D I | Delete |
Note: Parfial name search alowed Eeample: DOE
cl
Abstract 1D Date Exported Reporting Hospital E{}J
| To: | | |
Example: 1234567850 Example: 2008/12/15 Example: 12345678507
(YYYYMMDD) Cluery Results:
¥ SelectiDeselect All _
Delete Abatract . Social Acc Mum Seq Num O
Case MName D Date of Birth Security # Sex Hosp o

DANCER. CANDY 4| 19200412 111-11-5015 | Female 200100506 o1

v DAYS, HAPPY 12| 19351022 111-11-6016 | Female 200101067 02

v DAYS, HAPPY 11 19351022 111-11-5016 | Female 200101067 01

v DOE, JOHN 12| 19610316 000-99-9993 | Male 00

v DRIVER, CABBY 14| 19330318 111-11-1078 | Male 200101078 04

U NRIVER rARDY 12 102207219 111111079 M=zla WMN1N1N79 n2

8. When you have finished deleting abstracts click Close to close the Delete Abstracts

window.

Using the Notepad Function

The Notepad program is integrated into Abstract Plus under the Utilities menu. Notepad
allows you to view the contents of a file using the Notepad program without having to

navigate away from Abstract Plus.

To use the Notepad feature, complete these steps:

1. The Notepad feature can be opened in 2 ways:
a. Click on the Utilities menu, and select Notepad.

Uilies | Repots Options _Help |EASSECERFBINETASHIEER
i Doctor Cluery System ... A+
_,;L Manage Facility Codes .. »

. Manage Doctor Codes . »
&) Delete Abstract(s) Alt+P

= Notepad [ Alt+N

b. Use the keystroke Alt+N.
Result: Notepad opens.
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I untitled - Notepad

o =[5
File Edit Format View Help
New Ctrl+N =]
Save Cirl+5
Save As...
Page Setup...
Print... Cirl+P
Exit
-
4] 4

2. Click File on the Notepad menu and select Open.
Result: An Open file windows dialog box opens.

3. Navigate to the folder and text file that you would like to open, and click Open.

x|
T, -
‘@(_)v | .~ Imports ~ Example Audit Cases - m ISear-:h l“_‘J
Organize v 3 Views - . New Folder @
Fawvorite Links iz ool b= |¢l| TFies I'I 25 I'I
[V (TN SRR Rl | | Reabstraction Audit Import Dat...
il RecentPlaces |_ | Recoding Audit Import Data Fil...
B Desktop
18 Computer
E, Documents
E Pictures
R} Music
|4 Recently Changed
E’ Searches
, Public
Folders A
File name: |CF Audit Import Data File V3.t j ITaxt Documents (" bd) j
Encoding: [ANSI =] |

Cpen [9 Cancel |
4

Result: The selected file opens in Notepad.
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,'.CF Audit Import Data File V3.bct - Notepad - |EI| X

File Edit Format View Help I

1400000000 B ATLANTA GA30301 949 01B8EBEBEB660 4
00000000001 123123001789 MIRROR LANE

ate

400000000 B ATLANTA GA30301 999 0188EEBEBEEG60
00000000002 123123002123 NORTH 5T

Breast

AQ0000000 B ATLANTA GA30301 9499 0288888888660
00000000003 123123003456 WEST 5T

Breast

A00000000 B ATLANTA GA30301 999 0O1E88EBE8E8EB600
00000000004 123123004567 EAST 5T

id colon

AQ0000000 B ATLANTA GA30301 9499 0188888888660
00000000005 123123005456 SOUTH 5T

T

A00000000 B ATLANTA GA30301 999 0288888888660

<| | vz

4. When you are done viewing the contents of the file, close Notepad.

Questions---Using Abstract Plus Utilities

Answer these questions about exporting and printing abstracts in Abstract Plus (the answers
are in Appendix A, on page 132):

1. How can you query and search the doctor database in your Abstract Plus application?

2. How can you delete abstracts?

3. What is the main benefit of the Notepad integration feature?
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Chapter 5: Running Reports

Learning Objectives
In this chapter, you will learn to:
e ldentify the different reports you can run using Abstract Plus

e Open an Abstract Plus report, and use the various Report Viewer window options to
maximize your report viewing experience

e Become familiar with the all of the different file formats in which reports can be
saved

Overview

This chapter covers general information about Abstract Plus reports. It includes a description
of all abstract reports offered by the application, how to open the reports, how to use the
Report Viewer window, and how to print and save reports.

Available Reports

The abstracting features of Abstract Plus are supported by a few standard, easy-to-understand
reports that can help facilitate and track abstracting activities. The reports included can be
upon request using the Reports menu item. The available abstract reports are described in the
table below.

Report Description

Includes a line listing of all abstracts in the database, sorted

Accession Register by reporting hospital and accession number

Includes a line listing of all abstracts in the database, sorted

Patient Index alphabetically by name

Line listing report which includes abstracts based on user-

Selected Cases ien o
specified criteria

Status Report (Count of | Includes the total number of complete and incomplete

Cases) Summary... abstracts by export status within a user-specified date range
Completion Status of Includes abstract completion status by year and month of
Abstracts by month Date of Adm/1% Contact within a user-specified date range

Opening Reports
To open any of the various abstract reports, complete these steps:
1. All abstract reports can be opened in 2 ways:
a. Click on the Reports menu, and select the report of interest.

b. Use the appropriate keystroke designated on the Reports menu to open the report
of interest. For example, to open the Accession Register Report, use the
keystroke Alt+Shift+A.
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Result: The report of interest opens in the Abstract Plus Report Viewer window.

Viewing Reports — The Report Viewer Window

Report
Being
Run

LI
Eiprint [Jsave - O [ ENER=] Close (7]
T f A ‘
i p
_II\_/IaIITJ SO en h Accession Register
oolbar T?)?)rc i Monday, January 06, 2014 Report
Ib
Thumbnails
X X Medical Abs
o RN caq ame Brnvae SoC e ORnae P g Mmoo g
1
. 0000000001 200101005 01 FLAG, ROYAL 19050302 111-11-5018 Msie 20010610 C446 1 9700/ 3 9999939 20020131 1 Alve
0000000001 200101005 02 FLAG, ROYAL 18050302 111-11-8018 Msie 20010823 C440 1 8709/ 3 9999999 20020403 2 Alive:
0000000001 200101006 02 BRIDE, PRINCESS 19300223 111-11-5009 Msie 20010610 c421 o 9760/ 3 9999939 20020131 3 Alve Can
0000000001 200101006 03 BRIDE, PRINCESS 13300223 111-11-5009 Msie 20010823 o] o 9680/ 3 9593339 20020605 4 Alive Resi Ze
0000000001 200101062 00 EDISON THOMAS 19190205 111-11-1028 Msie 20020921 =211 1 8140/ 3 99999399399 20020921 5 Dead V Panes
0000000001 200101067 01 DAYS, HAPPY 18351022 111-11-6016 Female 20010522 C504 1 8500/ 3 5583958585833 20021117 6 Alive = =
0000000001 200101067 02 DAYS, HAPPY 18351022 111-11-5016 Femsle 20010522 C504 1 821143 EEEEEEEERRE] 20021117 7 Alive ‘
0000000001 200101078 03 DRIVER, CABBY 18330318  111-11-1078 Male 20020401 c182 a 8481/3 889939595539 20031212 8 Dead
0000000001 200101078 04 DRIVER, CABBY 18330318 111-11-1078 Msle 20020401 C184 a 8481/3 EEEEEEEERRE] 20031212 8 Dead
0000000001 200102023 02 QUIGG. GEORGE 19470314  111-11-2010 Msie 20010520 c421 o 9863/ 3 99999999999 10 Alve
0000000001 200102030 00 TYSON JOHN 19310416 111-11-2013 Msie 20010115 Co43 2 8312/3 999999998939 1" Aliv
0000000001 200102033 01 m;gggﬂ 19431103 111-11-2014 Msie 20010527 c421 o 9861/3 99999999999 12 Alve
1111111111
1111111111 DOE, JOHN 18610316 589-85-8953 Msle 12312312312 14
1111111111 00 DOE. JOHN 19610316 999-99-9999 Msle 20140105 €619 o 8140/ 2 12312312312 20140105 13 Alve
Page
Navigation -
Controls Page View
Controls
\ E K
Page 1of 1 ‘ [ = HH [gasobu(=) i) (+)

The Abstract Plus Report Viewer window is divided into 2 main sections: a window in which
to view reports on the left, and a pane for viewing report thumbnails on the right. When you

left-click and hold your mouse on the vertical divider bar in the center of the window, a
splitter appears which you can drag to the left or right to resize the view report and
thumbnails views.

The Main Toolbar

"gHF'rint |}_~‘ Save -~ [} |3 j Ep glel'JJLﬂ vﬁi

Close

The Report Viewer Main Toolbar includes icons to print and save the report being viewed, as

well as modify the current view of the report. The following table describes the function of
each of the icons on the Main Toolbar, as well as listing keystroke equivalents where
available for each function.

Icon

Keystroke

Function

Ctrl+P

Print the report being viewed; opens the print dialog
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Icon Keystroke [Function
window
Il save - Ctrl+O Save the report being viewed to various file formats

Ctrl+Shift+S

Change report page setup: size, orientation and margins

Showr/hide the tree of bookmarks of the report being
viewed; bookmarks are displayed by default---if there are

Cul+B no bookmarks in the report the Report Viewer will
automatically hide the tree of bookmarks
Crl+T Showr/hide the thumbnail view of reports in the pane on the
right
Ctrl+F Search; Open the Search Toolbar
F2 View the report in full screen mode
F3 View the report one page at-a-time
F4 View the report 2 pages at-a-time
3 - No kevstroke View multiple pages of the report at-a-time; specify 1x2,
y 2x3, etc.
F5 Control page width; when clicked report will enlarge to the

page width of Report Viewer window

E I@_I
m

No keystroke

Close a report

Page Navigation Controls

‘ Page 1of2 [ IH]‘

Report page navigation controls are located in the lower left-hand corner of the Report

Viewer window and help you navigate through the various pages of the report being viewed.

The following table describes the function of each of the page navigation controls.

Control

Function

View the first page of the report being viewed

View the previous page of the report being viewed
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Control Function

Lists the page number of the current page of the report being viewed

View the next page of the report being viewed

View the last page of the report being viewed

The Search Toolbar
The search panel is used to search for specific text within the report. To access feature, click

the binocular icon on the main toolbar.

X Find What # Find Mext Match Caze Match Whale Word

When opened, the Search Toolbar is located in the lower left-hand corner of the Report
Viewer window directly over the Page Navigation controls. The following table describes the
function of each of the Search toolbar icons.

Icon Function
Closes the Search Toolbar
Find What Enter the term being searched for in the Find What box

When clicked, searches the report and finds the next
# Find Next occurrence of the search term entered in the Find What
box

When checked, the search is repeated with case of the
+ | Match Case

search term considered

When checked, the search is repeated with only whole

v Match Whole Word .
2 e e words of the search term considered

Page View Controls

L E et e )

Report page view controls are located in the lower right-hand corner of the Report Viewer
window, and include icons to help you control how many pages of the report to view, as well
as to zoom in or out on the current report being viewed. The following table describes the
function of each of the page view controls.
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Control Keystroke [Function
g Shift+F2 ‘tsixgle Page: View the report one page at-a-

Continuous: View the report with all pages

Shift+F3 1 displayed continuously

Multiple Pages: based on the selected
E Shift+F4 zoom, all possible pages are displayed to
fill the viewer window

Selected Zoom: View the report at the

‘ 99% (=) 0 (+) || No keystroke : .
percent size specified

Saving Reports

In order to facilitate the utilization of the information included in the Abstract Plus reports,
Abstract Plus offers an extensive number of file formats in which the reports can be saved.
You can save the reports in different file formats in order to further analyze or format the
data included differently or you can save the report as an image file to be placed in
documents and presentations.

You can save your audit report in any of the file formats listed under the Save As icon on the
Main Toolbar of the Report Viewer:
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| Not Reported - Viewer

dssesli- 3 0 40 3

[G) DocumentFile... Ctrl+s
i4] Adobe PDF File... %
[=) Microsoft 3PS File. ..
(@ Microsoft PowerPaint 2007 File...
HTML File...
MHT Web Archive...
Text File...
Rich Text File. ..

Microsoft Ward 2007 File...
OpenDocument Writer File, ..
Microsoft Excel File...
Microsoft Excel Xml File. ..
Microsoft Excel 2007 File...

OpenDocument Calc File. ..

Ol [ (el 20 (e (2D 30 20 o)) oD 6D B

CSV File...
dBase DEF File...

[l

XML File. ..

Data Interchange Format (DIF) File...
Symbaolic Link (SYLK) File...

BMP Image...

GIF Image...

JPEG Image...

PCX Image...

PMG Image...

TIFF Image...

1 & & &) EE & E

in
a3

Windows Metafile. ..
Scalable Vector Graphics (SVG) file...
Compressed SVG (SVGZ) file. ..

=

Accession Register Report

To run the Accession Register report, complete these steps:

1. The Accession Register report can be opened in 2 ways:

a. Click on the Reports menu, and select Accession Register.

Reports | Options Help

|! Accession Register h Alt+Shift+A

5 Patient Index
Selected Cases ..

My gy gy
1] 1] 11

L]

Report Wizard
Edit Custom Report
Run Custom Reports

0 N N

Report Generator Help

Status report (Count of Cases) Summary ...
Completion Status of Abstracts by Month ..

Alt+Shift+P
Alt+Shift+5
Alt+Shift+T
Alt+Shift+C

Alt+Shift+W

Alt+Shift+E
Alt+Shift+R
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b. Use the keystroke Alt+Shift+A.

Result: The Accession Register report opens in the Report Viewer window. Notice that
the accession numbers are displayed in ascending order and grouped by the reporting
hospital.

Accession Register
Monday, January 06, 2014

Medical

Rep AcoMum seq Name Binate SO o Dimnosis Piman yeq MR Tgeo  Lest gl v
0000000001
0000000001 200101005 01 FLAG, ROYAL 13050302 111-11-5018 Male 20010610 445 1 8700/ 3 9333333 20020131 1 Alive
0000000001 200101005 02 FLAG. ROYAL 13050302 111-11-5018 Male 20010823 445 1 8708 /3 EEEEEEE] 20020403 2 Alive
0000000001 200101006 02 BRIDE, PRINCESS 19300222 111-11-5009 Male 20010610 c421 0 876073 9999999 20020131 3 Alive
0000000001 2001010086 03 BRIDE, PRINCESS 19300223 111-11-5009 Male 20010823 C779 o 968073 993939333 20020505 4 Alve
0000000001 200101062 oo EDISON, THOMAS 19130205 111-11-1028 Male 20020321 C341 1 814073 95553933333 20020921 5 Daad
0000000001 200101067 01 DAYS, HAPPY 19351022 111-11-5016 Female 20010522 C504 1 8500/3 99999999933 20021117 I Alve
0000000001 200101067 02 DAYS, HAPPY 19351022 111-11-5016 Famale 20010522 C504 1 821173 99999999999 20021117 7 Alive
0000000001 200101078 03 DRIVER, CABBY 19330318 111-11-1078 Male 20020401 c182 o 848173 93999993999 20031212 8 Daad
0000000001 200101078 04 DRIVER, CABBY 19330318 111-11-1078 Male 20020401 C184 0 848173 839359933335 20031212 3 Dead
0000000001 200102022 02 QUIGG, GEORGE 19470314 111-11-2010 Male 20010520 C421 o 89863/3 99999999939 10 Alive
0000000001 200102030 o0 TYSON, JOHN 19310415 111-11-2013 Male 20010115 C649 2 831273 999999999933 1 Alve
0000000001 200102033 01 TMI-?EFggC,;lR 19431103 111-11-2014 Male 20010827 c421 o 8861/3 995999993333 12 Alive
1111111111
1111111111 DOE, JOHN 19610316 999999999 Male 12312312312 14
1111111111 00 DOE, JOHN 19610315 993-33-99393 Male 20140105 619 o 8140172 12312312312 20140105 13 Alve
1/8/2014 2:13:15 AM Page 1 of 1

The Accession Register report includes these fields:

Columns Description

Rep Hosp COC code for the reporting facility of the abstract

Acc Num Hosp Hospital Accession Number for the tumor

Seq Hospital Sequence Number for the tumor

Name Name of Patient (Last, First)
Birth Date Patient’s date of birth

Social Security Patient’s social security number

Sex Patient’s sex

Diagnosis Date Diagnosis date of the tumor

Primary Site ICD-0O-3 topography code describing the location of the tumor

Lateral Laterality code for the laterality of the tumor
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Columns Description
Hist/Beh ICDO3 ICD-0-3 histology and behavior codes for the tumor

Medical Rec Num Patient’s medical record number

Last Contact Date of Last Contact with the patient
Abs Ref ID A unique, system-generated number identifying the abstract
Vital Status Patient’s vital status

2. When you are done viewing the report, click Print to print the report, Save to save the
report, or Close to close the report.

Patient Index Report
To run the Patient Index report, complete these steps:

1. The Patient Index report can be opened in 2 ways:
a. Click on the Reports menu, and select Patient Index.

Reports | Options _Help | EdSSECantal VeTA e Exaiah

= Accession Register Alt+Shift+A

|| Patientindex |, Alt+ShiftP |
. g

=] selected Cases .. Alt+Shift+S

] - Status report (Count of Cases) Summary ... Alt+3hift+T
] | Completion Status of Abstracts by Month ... Alt+Shift+C

ii.  Report Wizard Alt+Shift+W
A+ Edit Custom Report Alt+Shift+E
#. Run Custom Reports Alt+Shift+R

Report Generator Help

b. Use the keystroke Alt+Shift+P.

Result: The Patient Index report opens in the Report Viewer window. Notice that the
abstracts are displayed in alphabetic order by the name.

Patient Index
Monday, January 08, 2014

Rep Acc Num Seq Name Birth Social Diagnosis Primary | ..., HistBeh Medical Last Abs  Vital

Sex

Hosp Hosp Date Security Date Site ICDO3  Rec Num Contact Ref|D Status
0000000001 200101006 02 SRIDE, PRINCESS 13300223 111-11-5008  Mslke 20010610 c421 0 5750/3 3599999 20020131 3 Alive
0000000001 200101006 03 SRIDE, PRINCESS 19300223  111-11-5009  Mske 20010823 €779 0 9680/3 9999999 20020605 4 Alive
0000000001 200101057 01 DAYS, HAPPY 19351022 111-11-5016 Female 20010522 C504 1 8500/3 999999999998 20021117 L] Alive
0000000001 200101057 02 DAYS, HAPPY 19351022 111-11-5016 Female 20010522 C504 1 821173 99999999999 20021117 T Alive
1111111111 00 DOE, JOHN 19610316 999-99-9999 Male 20140105 Cc619 0 8140/2 12312312312 20140105 13 Alive
1111111111 DOE, JOHN 19610316 999-99-9999 Male 12312312312 14
0000000001 200101072 03 DRIVER, CABEY 19330318 111-11-1078 Male 20020401 c182 ] 8481/3 99999999993 20031212 g Dead

The Patient Index report includes these fields:
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Columns

Description

Rep Hosp

COC code for the reporting facility of the abstract

Acc Num Hosp

Hospital Accession Number for the tumor

Seq Hospital Sequence Number for the tumor
Name Name of Patient (Last, First)
Birth Date Patient’s date of birth

Social Security

Patient’s social security number

Sex

Patient’s sex

Diagnosis Date

Diagnosis date of the tumor

Primary Site

ICD-0-3 topography code describing the location of the tumor

Lateral

Laterality code for the laterality of the tumor

Hist/Beh ICDO3

ICD-0-3 histology and behavior codes for the tumor

Medical Rec Num

Patient’s medical record number

Last Contact

Date of Last Contact with the patient

Abs Ref ID

A unique, system-generated number identifying the abstract

Vital Status

Patient’s vital status

2. When you are done viewing the report, click Print to print the report, Save to save the
report, or Close to close the report.

Selected Cases Report
To run the Selected Cases report, complete these steps:

1. The Selected Cases report can be opened in 2 ways:

a. Click on the Reports menu, and select Selected Cases.

eport | Optons _Help. |EdiSek Cenal: Ve14 Siae Exampl

= Accession Register Alt+Shift+A
|8 Patient Index Alt+Shift+P
||-| Selected Cases .|\ Alt+Shift+S |

] ‘| Status report [Cou;?of Cases) Summary ... At+Shift+T
] ‘| Completion Status of Abstracts by Month ... Alt+Shift+C

Report Wizard Alt+Shift+W

]

#+ Edit Custom Report Alt+Shift+E

#. Run Custom Reports Alt+Shift+R
Report Generator Help

b. Use the keystroke Alt+Shift+S.
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Result: The system displays a window to enter report criteria.

_loix]
— Query ltems [Multiple item selection allowed] =
& Al " Complete Abstracts Only " Incomplete Abstracts Only
[ Item Value
Last Name First Name Medical Record # Social Security # k
DOE | |- 1= Report
Note: Farfial name search afowed Example: 12345678907 Ecample: 123456789
|| Close
Abstract ID Reporting Hospital Date of Birth
| To: | [ [
Example: 1234567830 Example: 12345678907 Example: 20081215
(YYYYMiDD) Query Results:
I SelectiDeselect All _
Report Abstract . Social Acc Num Seq Num
Case iz D EEzEly Security # = Hosp Hosp
v DOE, JOHN 14| 1961/0316 999-99-9999 | Male
v DOE. JOHN 13 1961/03116 999-99-9399 | Male oo

2. Enter report selection criteria, and click Query. Available report selection criteria
include patient last name, first name, medical record number, social security number, date
of birth, Abstract Reference ID, reporting hospital, and abstract completion status. In the
example shown, the report criterion of Last Name of DOE is being specified.

Result: The system displays the cases that meet the entered criteria in the query result
window.

~““_ You can further restrict the cases included in the report by un-checking the
- " Report Case checkbox in the left-most column of the query window for
Tip  those cases you would like to exclude from the report.

e

3. Click Report.

Result: The Selected Cases report opens in the Report Viewer window. Notice that it
displays only the cases that fall within the specified range. The system also records and
displays the SQL statement used to create the report at the top of the report.

Selected Cases
Monday, January 06, 2014

Selection used to SELECT NameX, ABSTRACTS AbsReflD, (Mid(SocSec,1.3) + "' + Mid(SocSec.4 2) +"- + Mid{SocSec.6.4)) as SocSec, Switch{Sex =

create report: 1"'Male’, Sex="2"'Female’.Sex="3""Other (hermaphrodite)’, Sex="4" "Transsexual’ Sex="9""Mot Stated/Unknown’) AS Sex, AcchlumHosp.
SegMumHosp, PSite, RepHosp, Lateral, (HistTypelCDO3 + ' /" + BehaviorlCDO3) AS HistTypelCDO3, MedRecNum, Switch(VitalStatus =
1", "Alive’ VitalStatus ="0"'Dead’ VitalStatus = ",") AS VitalStatus, (Mid(BirthDate. 1.4) + Mid(BirthDate.5,2) + Mid(BirthDate 7,2)) as BithDate
(Mid(DxDate.1,4) + Mid(DxDate,5,2) + Mid{DxDate,7,2)) as DxDate, (Mid(Date1stCont,1,4) + Mid(Date1stCont,5,2) + Mid(Date1stCont,7,2))
as Date1stCont, (Mid(DateLastContact 1,4) + Mid(DateLastContact 5,2) + Mid{DateLastCantact, 7,2)) as DatelastContact FROM
ABSTRACTS WHERE LastName LIKE "DOE%" ORDER BY NAMEX

Rep Acc Num Seq Name Birth Social gex Diagnosis Date 1st Primary | ., Hist/Beh Medical Last Abs  Vital

Hosp Hosp Date Security Date Contact Site ICDO3  Rec Num __ Contact ReflD Status
1111111111 DOE, JOHN 19510316 999999999 Make 12312312312 14
1111111111 00 DOE. JOHN 19610316 999-99-9333  Male 20140105 20140103 C519 0 8140/2 12312312312 20140105 13 Alive

The Selected Cases report includes these fields:
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Columns

Description

Rep Hosp

COC code for the reporting facility of the abstract

Acc Num Hosp

Hospital Accession Number for the tumor

Seq Hospital Sequence Number for the tumor
Name Name of Patient (Last, First)
Birth Date Patient’s date of birth

Social Security

Patient’s social security number

Sex

Patient’s sex

Diagnosis Date

Diagnosis date of the tumor

Date 1% Contact

Date of first contact with the patient

Primary Site

ICD-0O-3 topography code describing the location of the tumor

Lateral

Laterality code for the laterality of the tumor

Hist/Beh ICDO3

ICD-0O-3 histology and behavior codes for the tumor

Medical Rec Num

Patient’s medical record number

Last Contact

Date of Last Contact with the patient

AbsRefID

A unique, system-generated number identifying the abstract

Vital Status

Patient’s vital status

4. When you are done viewing the report, click Print to print the report, Save to save the
report, or Close to close the report.

Status Report (Count of Cases) Summary

To run the Status Report (Count of Cases) Summary report, complete these steps:

1. Status Report (Count of Cases) Summary report can be opened in 2 ways:

a. Click on the Reports menu, and select Status report (Count of Cases)

Summary.

Repors | Optons _elp |EASEECEMAEVETA SEEEREB!

= Accession Register Alt+Shift+A
|8 Patient Index Alt+Shift+P
=] Selected Cases . Alt+Shift+5
| ] ‘| Status report (Count of Cases) Summary i, Alt+Shift+T
] ' Completion Status of Abstracts by Manth ...HEAIt+Shiﬂ+C
.| Report Wizard Alt+Shift+W

#> Edit Custom Report Alt+Shift+E
#. Run Custom Reports Alt+Shift+R

Report Generator Help
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b. Use the keystroke Alt+Shift+T.

Result: The system displays a window where you enter a date range, or select all cases in
the database for the report.

&_,_ Status Report (Count of Cases) Summary ﬂ

|’Se|e[:t a Date Range for Date of Adm/1st Contact: [Date Format: YYYYIMM/DD]

Start Date: IEDMID'IID'I End Date: I2EI'I4ID'IIDS

¥ Select All Cases in Database

L&F‘reﬁ%\s |.J_Close | @

2. Enter the desired date range, or check the Select All Cases in Database check box to
include all abstracts in the database, and click Preview. In the example shown all
abstracts in the database are being included in the report.

Result: The Status Report (Count of Cases) Summary report opens in the Report
Viewer window displays the summary information for the abstracts.

Status Report (Count of Cases) Summary
(All Cases in Database)

Exported Unexported Total
MNumber Complete 13 0 13
Number Incomplete 0 1 1
Grand Total 13 1 14

The Status Report (Count of Cases) Summary report includes the number of incomplete
and complete abstracts, stratified by abstract export status.

3. When you are done viewing the report, click Print to print the report, Save to save the
report, or Close to close the report.
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Completion Status of Abstracts by Month
To run the Completion Status of Abstracts by Month report, complete these steps:
1. The Completion Status of Abstracts by Month report can be opened in 2 ways:
a. Click on the Reports menu, and select Completion Status of Abstracts by

Month.

Repors | Optons _ Help [EdSERCAMBEVATASEEEIEMBI

= Accession Register Alt+Shift+4

& Patient Index Alt+Shift+P
Selected Cazes ... Alt+Shift+3

= Status report (Count of Cases) Summary ... Alt+3hift+T
= Completion Status of Abstracts by Month o, Alt+Shift+C

|
:
]
|
i

& ReportWizard *Salts Shift+W
A+ Edit Custom Report Alt+Shift+E
#. Run Custom Reports Alt+Shift+R

Report Generator Help

b. Use the keystroke Alt+Shift+C.

Result: The system displays a window where you enter a date range, or select all cases in
the database for the report.

&_, Completion Status of Abstracts by Month x|

Select a Date Range for Date of Adm/1st Contact [Date Format: YYYY/MM/DD]
’7 Start Date: |2 014/01/01 End Date: |2|}'I 4/01/06

¥ Select All Cases in Database

Croe ] o | 2|

2. Enter the desired date range, or check the Select All Cases in Database check box to
include all abstracts in the database, and click Preview. In the example shown all
abstracts in the database are being included in the report.

Result: The Completion Status of Abstracts by Month report opens in the Report
Viewer window displays the summary information for the abstracts.
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Completion Status of Abstracts by Month
(All Cases in Database)
Monday, January 06, 2014
Year Month Completed Incomplete Total
2001
May 4 0 4
June 2 0 2
July 1 0 1
August 2 o 2
Total 9 o 9
2002
April 2 0 2
September 1 ] 1
Total 3 o 3
2014
January 1 0 1
Total 1 ] 1
Grand Total 13 o 13

The Completion Status of Abstracts by Month report includes the number of incomplete
and complete abstracts, stratified by diagnosis month and or year.

3. When you are done viewing the report, click Print to print the report, Save to save the
report, or Close to close the report.

Running Custom Reports

Abstract Plus offers a custom reports feature. This feature is being implemented in phases.
In the first release, custom reports that have been generated by the Abstract Plus
Development team at CDC can be opened by Abstract Plus users. The various other custom
report features, such as being able to generate your own report or modify an existing one,
will be implemented in future versions of Abstract Plus.

To open and view a custom report, complete these steps:
1. The custom report can be opened in 2 ways:
a. Click on the Reports menu, and select Run Custom Reports.
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Reports | Options _Help | EdSSE Cantal VeTA e Exaiah

=] Accession Register Alt+Shift+A
|& Patient Index Alt+Shift+P
12| Selected Cases . Alt+Shift+S
35 Status report (Count of Cases) Summary ...  Al+Shift+T
55 Completion Status of Abstracts by Month ... Alt+Shift+C
i Report Wizard Alt+Shift+W
# Edit Custom Report Alt+Shift+E

|/, RunCustomReports |\, Alt+Shift+R
?  Report Generator Help

b. Use the keystroke Alt+Shift+R.

Result: The Select the Report you would like to Run window opens.

L select the Report you would like to Run. x|
Loak in: I ., Custom j @ _? 3 '
Mame Alvl Date ... |v| Type i
g || Abstracts_By_AbstractorID.mrt Sex_By_Dx_Year.mrt
Recent Places || Site_By_All_Dx_Year.mrt || Site_By_Cause_Dth.mrt
|| Site_By_Dx_Year.mrt || Site_By_Sex_By_Age.mrt
D || Site_By_Sex_by_FEthnidty.mrt
Desktop
Kathleen
q '-r
Computer
L.
Netw:-:rk
File name: ISex_By_Dx_Year.mrt j Open
Files of type: IReportfiIes *mit) j Can |
Help

A

2. Select the custom report you would like to open and click Open.

Result: The selected report opens in the Abstract Plus Report viewer window.
3. When you are done viewing the report, click Print to print the report, Save to save the

report, or Close to close the report.

Questions

Answer these questions about Abstract Plus reports (the answers are in Appendix A, on page

132):

1. What is the name of the window where you view Abstract Plus abstract reports?

2. How do you print an abstract report?
3. How do you save a report?

Version 6.0 January 2014




Abstract Plus Abstractor Training Manual ~ Appendix A: Answers to Chapter Questions

Chapter 6: Appendix A: Answers to Chapter Questions

Chapter 2: Abstract Plus General User Basics

These are the answers to the questions (page 45) about the basics for Abstract Plus general
USers:

1. The first things you need to do upon initial login into Abstract Plus are: 1) create a user
account, 2) log in, 3) change your password, and then 4) select and answer security
challenge questions.

2. Your answers to the security challenge questions that you select will be used to validate
your identity if you forget your Abstract Plus password---if you forget your password,
Abstract Plus will ask you for the answers you provided to these security questions, and
then allow you to reset your password if the questions are answered correctly.

3. Itis important to have your own user ID and password for Abstract Plus for security
purposes; never share your account information with others. In addition, when logged in
using your own user ID and password, your initials will be displayed on the main
Abstract Plus window to indicate when you are logged in to the application and will be
automatically recorded in the Abstracted By field when abstracting abstracts or
conducting audits. This information is recorded in order to associate abstractors with the
abstracts they have generated, and auditors with the audits that they have conducted.

4. When logging off Abstract Plus, you can use the Backup option to save your work to a
secure location.

Chapter 3: Working With Abstracts

Creating Abstracts:
Here are the answers to the questions on page 60 about creating an abstract.

1. You can start working with abstracts by importing, creating, or copying abstracts.

2. The Abstract Plus Abstracting window is divided into 2 main sections: a data entry grid
for coded values on the left, and a data entry grid for text fields on the right.

Abstracting and Saving Information:
Here are the answers to the questions on page 81 about abstracting and saving information.

1. Each text field has a progress bar beneath it that indicates what percentage of the text
field has already been filled so that you can properly prioritize entered information.

2. The SEER Hematopoietics Database can be opened from the Histology Lookup window
(Click on the magnifying glass icon to the left of the Histologic Type ICD-0O-3 data item
or press F4); from the Help menu, or by clicking the Hematopoietic Database icon on the
tool bar.

3. You can save an abstract in 3 ways: 1) Click on the File menu, and select Save Abstract;
2) Click the Save icon on the tool bar; 3) Use the keystroke Ctrl+S.

4. Each abstract is assigned an Abstract Reference ID (or AbsRefID), which is a unique,
system-generated number identifying the abstract. The AbsRefID is generated upon first
save of the abstract, and displayed in the upper left-hand corner of the data entry area of
abstracting window, as well as in the title bar of the application along with the patient
name.
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5. Color-coded edits error count and abstract completion status information is clearly
displayed to the user at the bottom of the abstracting window, and edits error count is
displayed in red if any errors exist (changes from red to green upon completion of the
abstract).

6. When edits are run, the Edit Set Results window automatically opens and displays the
full information for any edit errors that exist, or lets you know that there are no errors.
The Edit Set Results window lists the total number of edit errors for the abstract, missing
critical (required) fields, and the edit errors. For each edit error, the failed edit name,
error message, and fields involved in the edit are listed. When greater detail regarding
the edit is required to resolve the edit error, you can click on the Edit Description link in
the Edit Set Results window, which expands to display the edit description.

7. If SSF25 is required for the primary site and histology entered, you will first be directed
to enter SSF25. Once you have entered SSF25, automatic defaulting and disabling of
SSFs that are not defined for the entered schema will occur. The automatic defaulting
will delineate what SSFs are not defined for the identified schema, and the running of
edits will delineate what defined SSFs are required.

Completing, Finding, and Copying Abstracts:
Here are the answers to the questions on page 91 about completing, finding, and copying
abstracts:

1. You must resolve all edit errors and fill in all critical (required) fields in order to
complete an abstract. Abstract Plus displays helpful, color-coded edits error count and
abstract completion status information at the bottom of the abstracting window. Once
you have resolved all edit errors and completed all missing critical fields, upon the next
save of the abstract, the status information changes from red to green upon completion of
the abstract.

2. You can locate a saved abstract by selecting the Open/Find Abstract option under the File
menu or clicking the Open/Find Abstract icon on the tool bar.

3. Yes, you can change the information contained in an existing abstract. Access the
abstract, update the information, and click the Save button on the tool bar.

4. Open the existing abstract for the patient and use the Copy Abstract option under the File
menu to copy the demographic information in the abstract to a new abstract. Abstract
information on the new tumor as needed.

5. Yes. Since the overwhelming majority of Abstract Plus users did not utilize the Projects
feature of Abstract Plus version 2.0, although the use of Projects is still available, it is no
longer required. In Abstract Plus version 3.X, Projects are optional True/False
application-specific fields that can be added to any display type (in the same manner as
any standard NAACCR data item). As a result, unless your central registry intentionally
requires a Project field, abstracts are no longer required to be assigned to a project.

Exporting and Printing Abstracts:
Here are the answers to the questions on page 101 about exporting and printing abstracts.

1. You can avoid exporting duplicate abstracts by selecting the following check boxes on
the Export Abstracts window: Mark abstracts as exported and Export only un-exported
Abstracts to date.
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You can see all the abstracts you have exported by clicking the Export Log button on the
Export Abstracts window for a detailed export history.

You can print multiple abstracts at the same time by selecting Print Range of Abstracts
from the File menu.

Chapter 4: Using Abstract Plus Utilities
Here are the answers to the questions on page 114 about Abstract Plus utilities.

1.

The Abstract Plus Doctor Query System (DQS) allows you to search your local doctor
database. The DQS can be accessed whether or not an abstract is opened, or whether or
not you have a physician field selected in the data entry grid. To open the DQS and
search for a doctor, click on the Utilities menu, and select Doctor Query System, or use
the keystroke Alt+Q.

Abstract Plus allows you to delete abstracts from the abstract database. This feature
should be used with caution, as abstracts are permanently deleted from the database. To
delete an abstract, click on the Utilities menu, and select Delete Abstract(s), or use the
keystroke Alt+P.

The integrated Notepad feature gives you the ability to view the contents of a file without
leaving Abstract Plus.

Chapter 5: Reports
These are the answers to the questions (page 129) about reports:

1.

The name of the window where you view Abstract Plus reports is called the Abstract Plus
Report Viewer window.

To print a report, you must first open the report in the Report Viewer window. Click on
the Reports menu item, and select the sub-option for the report of choice or use the
appropriate keystroke designated on the Reports menu to open the report in the Report
Viewer window. To print the report, click the Print icon on the Main Toolbar.

To save a report, click on the Save icon on the Report Viewer Main Toolbar, and select
the desired file format in which you would like to save the report information.
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Chapter 7: Appendix B: Standard Keyboard Shortcuts

Function Keyboard Combination
Menus

File Menu Alt+ F
Administration Menu Alt+ M
Utilities Menu Alt+ U
Reports Menu Alt+ R
Options Menu Alt+ O

Help Menu Alt+ H
Right-Click Menu:

Search Help / Field Context F1

Edits Information for current field F2

Field Message F3

Special Field Lookup F4

CS or Age calculations F5

Run EDITS on current Abstract F8

Undo text change Ctrl+ Z

Cut selected text Ctrl+ X
Copy selected text Ctrl+ C
Paste text from clipboard Ctrl+ V
Delete selected text Alt+ D
Select All text in entry field Alt+ A
Move to first Text Field Ctrl+ T
Section Headings Alt+ S
Display Types Alt+ T
General

Open a pull-down data item listing Alt+ Down Arrow
Move to next field Enter or Tab
Move to previous field Shift+Enter or Shift+Tab
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Chapter 8: Appendix C: Flowchart for Hematopoietics

/ Search DB for Go to
histology Reportability
code(s) Instructions
/77 No
( Do not
| abstract '4— Reportable
Rule M11 Use
Heme DB
Multiple Primary
Calculator

Go to MP Rules

Do Rules
M1-M11

apply?

Multiple
Primary?

Prepare multiple
abstracts. For
each abstract

Go to PH Rules

View Module 1
PH1-3 for General
Instructions

v

Select Module
2-6 using
histology code
and name

)

Need help
choosing primary
site code for

lymphoma?

Yes

histology and
primary site
codes?

Go to Module 9 |

Multiple Use Module 8
histology ———%= PH38 and 39
codes?
Yes
— 5 GotoGrade
Do you have Raies

Go to Module 7

Version 6.0 January 2014

134



