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INTRODUCTION

The Resident Case Log System for Urology Operative Logs is an Internet based case log system utilizing
CPT codes to track resident experiences. The Residency Review Committee (RRC) has indexed these
codes into categories for evaluation. Any valid CPT code can be entered into the application, but only
those codes the RRC has selected will be counted for experience.

While some programs prefer to have administrative personnel enter procedures, this application was
designed to allow residents to enter procedures on a regular basis at their convenience. Entry can be
done from any PC connected to the World Wide Web at any time 24 hours a day.

The site is secured by encryption certificates obtained through the Verisign Corporation and is backed up
daily.

GETTING STARTED

No specific software is required and no software will be sent or needs to be downloaded to use this
system.

The Accreditation Council for Graduate Medical Education (ACGME) has provided each program director
with a ‘User ID’ and ‘Password’ to access the case log system. It is the program director/administrator’s
responsibility to enter and maintain program specific information such as residents, attending physicians,
institutions and users. It is the program’s responsibility to assign User IDs and Passwords to each
resident in the program.

Access to the system is available through most commonly used Internet Browsers and providers including
Microsoft Internet Explorer 4.01 (or higher), Netscape 4.0 (or higher), AOL, and Prodigy. No special
download of additional software is required. You will have to enable cookies to use the application.
Cookies are being used to maintain your session information with ACGME in order to improve
performance. When running reports the system will ask you to download the Crystal smart viewer. This is
a Seagate Crystal Report application, which allows you to search and print reports. Please answer YES
to the download screen if it appears.

CONTACT US

As you use this application please do not hesitate to contact the ACGME Support Center (312) 755-7464
with any difficulties or suggestions. The Center is staffed from 8:00 am to 5:00 pm Central time Monday
through Friday. Voicemail is utilized when staff is not available to take your call. Additionally you can
correspond via E-mail at oplog@acgme.org.



LOGGING ON

ACG

P sbout the ACGME
4 bocredited Programs
P fccreditation Data

mwncwnemmmemml

Home Mission Chat Search Site Map Help

The Accreditation Council for Graduate Medical Education is responsible for the

b ;Vﬁ:t’!‘ Accreditation of postMD medical training programs within the United States.

» G':‘E L',;'eful Accreditation is accomplished through a peer review process and is based upon
Information established standards and guidelines.

P Institutional Review

P Meetings

New Documents
G118/2002

4 Competencies &
Outcomes fAzseszment

B Parker J. Palmer Sward

4 Program Directars

P Program Information b
Forms

P Program Requirements

4 Residency Review b
Committess

P Residert Case Log >
Swstem

P Resident Informati

: Eii:';“;if‘ EShrEnt P computer Assisted Accreditation Report (Caar)

# Hew Documents —

P GeneralC pet PIF Addendum

ACGME Approves Hew Common Requirements for Resident Duty Hours

I tation for Sub lalties

Outcome Project |

Common Program Requirements

P Federal Government Report, 22002
P Humber of Hew Program Directors

P Post-Graduate Training Program Closure - Records Retention

|

Using your Internet-browser, go to the ACGME homepage at www.acgme.org. Select Resident Case
Log System.
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Resident Case Log System

tanusl and List of all available CPT codes by Specialt

Click here to go to the Resident Case Log.
The new release of the Resident Case Log is compatible with most common Internet browsers.
NO additional Plug-ins are required.

The Resident Case Logwill run on Windows 95, 98, WT, 2000, ¥F, ME and Macintosh.
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You and vour residents can access the systern utilizing either the Netscape or Internet Explorer hrowsers,
butwe do recommend Internet Explarer if possible. For program directors in the specialties in Othopaedic
Surgery, Plastic Surgery, Urology and Yascular Surgery you should have already received a User D and
Password. Program Directors: ifyou have not already received a User ID and Password please contact us
atoplog@tacome.org . Ifyou are a resident in the above specialties and have not received a User 1D and
Password please contactyour program director. The General Surgery programs using ACGME's Ll

ramdAlamn wnvminn bon haae eoesnrtad fo e maline cuctoen Do thaen meaoearae med Deine LRS-

The Resident Case Log System Screen will have updated information on Enhancements, User’s
Manuals, and Listings of all available CPT codes. Select ‘Login’



LOGGING ON (cont.)

ACGNE Help

Welcome to the Resident Case Log System

User ID: |
Fassword: | " Change FPassword

Feset |

The CPT five-digit codes andfor nomenclature are copyright 1994 American Medical Association
forsuch other date of publication of the wortk as defined in the fedaral copyright laws). All Rights Resenved.

SSL Eﬂurﬂd

Enter the User ID and Password (provided by ACGME) and click on the “Login” button.

CHANGING YOUR PASSWORD

A user may change their password at any time. To change your password you must login to the system
as explained above, however, you need to click on the ‘Change Password’ check box prior to pressing
the Login button. A new window will open for you to enter and confirm your new password. The image
below shows the Change Password Screen, which allows the user to change their password. If you forget
your password you must contact the ACGME Support Center to obtain a new one. If aresident forgets
his/her password the Program Director/Administrator must assignh a new one. (See Instructions
under Resident Information).

Program 4200011111 : Urology Test Program

Update User Password for uroldir

Qld Password|
e Password|
Verify Password|

Sawe | Cancel |

Password length must be a minimurm of 5 characters and a maximum of 15.

Enter required data and press the Save button. If you decide you don’t want to change the password
press the Cancel button. You will remain logged on to the system. You must provide information for all of
the fields. We recommend that all passwords be at least 4 characters in length and contain at least 1
numeric. Please use only alphanumeric (A-Z, 0-9) characters for your passwords. Stay away from any
special characters including <>,../"{[}])(*&*%$#@!-_+=. The password field is NOT case sensitive.



WELCOME PAGE

The Welcome Page is the starting point after the initial login. It will confirm that you are logged on and
inform you of changes and ongoing issues. It will also provide you with the necessary tabs (or Sections)
to perform your data entry. The Welcome Page below is what an Administrator or Program Director will

see after logging in.

| v

ACG% Login Procedure Program Setup Year End Reports Help

Welcome to Resident Operative Case Log for Urology

Last Updated 0711272002

All Specialties
« Corrections/Enhancements:
o Corrected undefined variable errar when trying to change your password from the login screen.
o Changed the area and type selection on Procedure search and Report Criteria pages.
= fhen the area is selected, the types or RRC procedures drop down list will display values
associated with the selected area. 1
= The reverse does not happen when selecting a type with an area of all.

o Known lssues:
o Microsoft Internet Explorer £.5 willl display a grey screen when requesting a report in the Java
Viewsr a second time.
= Worl Around: Resize the window using the Maximize button in the upper right corner or the
resize drag in the lower right corner.
o Metscape: The printer icon does not display properly when requesting a report in the Java =

LA

The Tabs at the top of the page are the available options. Depending on the level of user access allowed,
certain tabs may not be available.

Login: Brings you back to the initial login screen. You must re-enter your ID and
password to gain access back into the system.

Procedure: This screen provides the Program Director/Administrator the ability to view
individual records entered by any resident in their program. Search criteria
include resident, date of procedure, and attending physician.

Program Setup: This screen allows the Program Director/Administrator to perform initial setup
and ongoing maintenance of the database.

Year End: Allows the program to set the correct reporting year and identify graduating
residents so annual operative log reports can be generated.

Reports: Program and resident reports are generated from this screen.



PROGRAM SETUP

Prior to residents entering data into the system, certain data elements must be entered. The Program
Setup Menu displays all the program specific data that needs to be created and maintained. The Program
Director/Administrator can Add or Update Attending Physicians, Residents, Institutions, Rotations and
Director/Administrator data through the Program Setup tab.

DIRECTOR

When you first log on the system please verify that the information we have for your program is accurate.
Click on the Update Program Information button under the Director option on the Program Setup tab.
Then click the Edit or View option to see your Program details.




Update Program Information

3124644962

4500011111
Urology Test Program

4800011111
Urology Test Program
5

Some programs desire to have an administrator enter and/or edit the procedures entered by the
residents. Create an Administrator User ID and Password. This User ID and password will allow the user
to enter and/or edit any procedure for any resident.

NOTE: The RRC highly recommends that the residents enter their own data.



MAINTAINING ATTENDING PHYSICIAN LIST

The Add/Update Attending Physician function allows you to enter attending physicians to the list as
available options for residents to select when entering procedures. Use the Add/Update link to add,
change, or remove attending physician names from the list of attending physicians shown.

ACG% Login Procedure Program Setup Year End Reports Help

Please werify that the New Attending does not exist in the list below and
Fress the Add Attending button at the end of the list.

Attending MName Status Action

Benton, Marl ACTIVE Edit / Details f Delete f
Benton, Marl E. ACTIVE Edit / Details / Delete f
Johnson | Micole ACTIVE Edit/ Details / Delete f
Martinez, Juan J. ACTIVE Edit/ Details / Delete f
iller, William INACTIVE Edit/ Details / Delete f
Paige | Neil ACTIVE Edit / Details / Delete f
Williams, John ACTIWE Edit / Details / Delete f

Add Attending | Cancell

Adding an Attending Physician

Programs accessing the system for the first time must add an attending physician. From the screen
shown above, click the ADD ATTENDING button. The Add Attending Screen appears.

After an initial attending is entered, the screen will list the attendings entered in the database.
Review the list presented and verify that an Attending does not already exist. When you are certain the

attending physician does not already exist, press the Add Attending button at the bottom of the list. A new
window will display.



Adding an Attending Physician (cont.)

Enter First Name, Middle Initial (optional) and Last Name and click the Save button. A confirmation
window will display. Click the OK button.

NOTE: A program may choose not to collect attending physician information. This is fine, as the RRC
does not use these data. The sole purpose of the attending data is to provide additional information to the
Program Director about his program. Should the program choose not to enter attending information, at
least one generic entry, such as ATTENDING PHYSICIAN, needs to be entered, as this is a required field
for residents to enter for procedure data entry.

When the OK button is pressed the Attending List will display again. Continue adding or updating
Attendings or Press the Program Setup Tab to display the menu of other choices.

10



Editing an Attending Physician

To change or correct an Attending Physician record follow the same steps as Adding until you get the List
of Attending Physicians. Then Select the Edit link under actions on the Attending record you wish to
change. A new window displaying the record you selected will appear. Make desired changes and click
the Save button. Click OK on the confirmation screen and the list will be updated.

Viewing Attending Physician Details

To View the detail for an Attending Physician follow the same steps as Adding an Attending until you get
the list of Attending Physicians. Then Select the Details link under actions on the Attending record you
wish to view. A new window displaying the record you selected will appear (information cannot be
changed from this screen). Press the Cancel button when finished.

Deleting an Attending Physician

To Delete an Attending Physician record follow the same steps as Adding an Attending until you get the
list of Attending Physicians. Then Select the Delete link under actions on the Attending record you wish to
remove. A new window displaying the record you selected will appear. Press the Delete button.

Press OK on the confirmation screen and the Attending Physician will be deleted. If procedures exist that

use this Attending ID, the Attending Physician record will be marked inactive and not deleted until the
procedures are changed or removed.

11



Consolidate Attending Physician

In the course of entering Attending Physicians, there may be times when the same Attending has been
entered using similar but different names. The Consolidate function allows the Program Director/
Administrator to combine all of the procedures entered under one Physician and then delete the
duplicate. In the example below, Mark Benton has been added as an attending, as has Mark E. Benton.

ACG% Login Procedure Program Setup Year End Reports Help
Attending Consolidation

Active  Attending Mame Procedure Count

Active | Benton, Mark 13 Select To Consolidate
Active | Benton, MarkE. 2 Select To Consolidate
Active | Johnson |, Micole 0 Select To Consolidate
Active | Martinez, Juan J. 2 Select To Consolidate
InActive | Miller, William 5 Select To Consolidate
Active | Paige , Neil 0 Select To Consolidate
Active | Williams, John 1 Select To Consolidate

Cancel |

Mark E. Benton has 2 procedures identifying him as the attending. Mark Benton has 13 procedures.
Clearly there has been an error in that only one of those Attending names should be there. If you were to
delete Mark E. Benton from the system, then he would be flagged as inactive, but remain there since
there are 2 procedures referencing him. The Consolidate function allows you to do a mass change of all
records to the preferred Attending Identifier and then delete the erroneous entry. First identify the
Attending you wish to change FROM. In this example we click on the Select To Consolidate link for Mark
E. Benton.

12



Consolidate Attending Physician (cont.)

Benton, Mark Select To Consolidate
Johnson |, Nicole Select To Consolidate
Wartinez, Juan J. Select To Consolidate
Miller, William Select To Consolidate
Faige , Meil Select To Consolidate
Willlams, John Select To Consolidate

The screen then shows the remaining choices from which we select the Attending to change TO. In this
case we click on the Select To Consolidate button for Mark Benton.

In this case we are changing all the procedures with Mark E. Benton as the attending to show that Mark
Benton is the attending. Press the Consolidate button to initiate the changes as presented on the screen.
In this case the Attending Physician field will change from Mark E. Benton to Mark Benton for all
procedures already entered into the system. Once completed, Mark E. Benton will be deleted from the
system.

Utilizing this function eliminates the need to edit records individually when errors of this nature have
occurred.

13



MAINTAINING INSTITUTIONS LIST

Use the Add/Update link to Add, Change, or Remove Institution names as options for residents to select
when entering procedures.

Edit/ Details f Delete
San Juan City Hospital ACTIVE Edit/ Details / Delete f
it f

University Hospital ACTIVE  Edit/ Details / Delete /

Haly Caks Medical Center ACTIVE Ed

Adding an Institution

Programs accessing the Case Log System for the first time must click on the Add Institution button prior
to seeing any institutions in the list. Review the list and verify that an Institution does not exist before
adding. When you are certain the Institution is not already in your selection list press the Add Institution
button. A new window will display.

Uralagy
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Adding an Institution (cont.)

Enter the Institution Name (required), City, State, and Zip code (optional). The ACGME Institution ID is
for future use and should be left blank. Indicate the type of relationship this institution has with your
program. The default is Participating Institution. Specialty Name and Code are display only fields. Press
the Save button to write the record to the database. A confirmation page will display.

Bl
Information for the institution 'Insert Institution Name Here' has successfully been entered
into the database. Press OK to close.
oK |
H

Click the OK button and an update institution list will display. Click the Program Setup tab to return to the
Program Setup Screen.

Editing Institution Data

To change or correct an Institution record, follow the same steps as Adding an Institution. Select the Edit
link under Action, on the Institution record you wish to change. A new window displaying the record you
selected will appear. Make desired changes and press the Save button.

Press OK on the confirmation screen and the list will be updated.

Viewing Institution Data

To View an Institution record, follow the same steps as Adding an Institution. Select the Details link under

actions on the Institution record you wish to view. A new window displaying the record you selected will
appear. Press the Cancel button to return to the List of Institutions.

Deleting Institution Data

To delete an Institution record, follow the same steps as Adding an Institution. Select the Delete link
under Action on the Institution record you wish to change. A new window displaying the record you
selected will appear. Press the Delete button.

Press OK on the confirmation screen and the list will be updated. The Institution will be marked inactive.

The deleted institution will remain in the system as inactive until all the records of the residents, who
identified those institutions, have been removed through attrition.

15



Consolidate Institution Data

In the course of entering an Institution, there may be times when the same Institution has been entered
using similar but different names. The Consolidate function allows the Program Director/Administrator to
combine all of the procedures entered under one Institution and then delete the duplicate. In the example
below, Cook County Hospital has been added as an Institution, as well as Cook County.

ACG% Login Procedure Program Setup Year End Reports Help

Institution Consolidation

Active Institution ID Institution Name Institution Location  Procedure Count

Active Cook County Chicago IL 60606 a Selectto Consolidate

Active Cook County Hospital | Chicago IL 60606 21 Selectto Consolidate

Active San Juan City Hospital | San Juan PR 00936 0 Selectto Consolidate

Active University Hospital SanJuan PR 00936 2 Selectto Consolidate
Ly

Cancel |

Only one of those Institution names should be entered. The Consolidate function allows you to do a
mass change of all records to the preferred Institution Identifier and then delete the erroneous entry. First
identify the Institution you wish to change FROM. In this example we click on the Select To Consolidate
link for Cook County.

ACG% Login Procedure Program Setup Year End Reports Help

Institution Consolidation

Combining pracedures from --- Cook County
Active Institution ID Institution Name Institution Location  Procedure Count
Active Cook County Hospital | Chicago IL 60606 21 Selectto Consolidate
Active San Juan City Hospital | San Juan PR 00936 0 Selectto Consolidate
Active University Hospital SanJuan PR O0936 2 Selectto Consolidate

Cancel |

The screen then shows the remaining choices from which we select the Institution to change TO. In this
case we click on the Select To Consolidate link for Cook County Hospital.

16



Consolidate Institution Data (cont.)

In this case we are changing all the procedures with Cook County as the institution to show that Cook
County Hospital is the institution. Press the Consolidate button to initiate the changes as presented on
the screen. In this case the Institution field will change from Cook County to Cook County Hospital for all
procedures already entered into the system. Once completed, Cook County will be deleted from the
system.

Utilizing this function eliminates the need to edit records individually when errors of this nature have
occurred.

17



MAINTAINING RESIDENT INFORMATION

Since residents may move from one program to another (switch programs), ACGME will keep a separate
list of the Resident’s Social Security Number and Name. When a program adds a Resident the system
will check this separate list to see if this resident has ever been entered into the system. If the resident
does not exist then he/she will be added. If the resident does exist, you will be asked to verify that the
person you are trying to add is the same one that already exists in the database. If you have a
discrepancy please e-mail ACGME at oplog@acgme.org or call the Support Center (312) 755-7464 with
the details.

The Resident Option has three menu links, Add, Update, and Consolidate.

The resident will need a User ID and Password to access the system for entering procedures and
accessing reports. Creating resident User IDs and Passwords are the responsibility of the Program
Directors/ Administrator. If the resident forgets their User ID or Password you can assign a new one
through the Resident Update function.

ACG% Login Procedure Program Setup Year End Reports Handheld Help

Program Setup Menu

« Attending

o AddUpdate
o Consolidate

« Resident
o Add

o Lpdate
o Consolidate

« Institution

o Add/Update
o Consolidate

« Director
o Update Program Information

Please repott any problems or suggestions to the OPLog@acdme. ord.

Click the Add link from the Resident option on the Program Setup Screen to add a new resident to the
system.

18



Adding Resident Information

VE g s setn : . |
ACG Login Procedure Program Setu Year End Reports Hel

Frogram 4800011111 : Urology Test Program

Add Resident Information:
(Fields marked with an asterisk * must be entered)

Resident SSM First Name Il Last Name
| > . —
User D Fassword Confirm Passwiord
| |
Active Year l_ *
v
Training Completed By IMedicaI School IDate of MD Degree

Sawve | Clear | Cancel |

|

Enter the Resident’s Social Security Number, First Name, Last Name and Year in Program (all required
fields). Assign the resident a unique User ID and Password. This will allow the resident to access the
system to view and add data on the case log system.

NOTE: Social Security Number is a required field. Entry of invalid SSNs could result in problems with
certification and verification of accredited training in future years.

As residents are added, the Active check box will automatically be checked. If the resident is not yet
active in the program you may deselect this box.

Press the Save button to add the resident to your program. Clear will remove the information entered for
the current resident. Cancel will return you to the Program Setup menu.

19



Adding Resident Information (cont.)

This screen is displayed when a duplicate Resident Social Security Number is found in the list of active
residents regardless of program. The name of the resident with the same SSN will appear. If this is the
resident you are also attempting to add to your program press Save. If some other resident from another
program has used the wrong SSN, please contact the Support Center with the information to aid in
resolution of this situation. If you press Cancel the resident is not added to your program.

This screen will appear if you enter a User ID that is the same as someone who already exists in your
program. Simply enter a new user id and press the Save button. This message will continue to display
until the ID entered is unique. If you press Cancel the resident will not be added.

20



Adding Resident Information (cont.)

This is the confirmation screen showing that the resident has been successfully added to the system.
Press the OK button to return to the Add Resident Screen to allow entry of another resident. Press the
Program Setup tab to return to the Program Setup menu.

Editing/Viewing/Deleting Residents

To change resident information click on the Update link on the Program Setup menu. The Resident
Search screen will display.

Enter search criteria (Resident SSN, First Name, Last Name, Resident Year, or any combination) and
press the Search button. If you leave all the fields blank all the residents in your program will
appear on the resulting list.

21



Editing/Viewing/Deleting Residents (cont.)

Bl
Following item(s) were found for your search criteria.
Resident Mame Status Action
Eenitez, Karim ACTIWE Edit/ Details / Delete /
Hauser, Douglas R. ACTIVE Edit f Details f Delete /
Maldonado, Alberto ACTIWE Edit/ Details / Delete /
Resident, Mumber1 ACTIVE Edit f Details f Delete /
Cancell
Iy
E

Editing Resident Information
To change the resident information, press the Edit link next to the resident name. The Update Resident

Information page displays. Make changes and press Save. Once the confirmation page displays, press
OK and you will be returned to the Search Result screen. Press Cancel to return to the Search screen

Viewing Resident Detail
To view the resident information press the Details link next to the resident name. The Update Resident

Information page displays. Press the Cancel button and you will be returned to the Search Result screen.
Press the Program Setup tab to display the Program Setup Menu.

Deleting Resident
To remove a resident from your program, press the Delete link next to the resident name. The Delete

Resident Information page displays. Press the Delete button. The confirmation page displays, press OK
and you will be returned to the Search Result screen.

22



Resident User Update

The Resident User Update section is used to easily assign each resident a User ID and password. The
residents are added to the Case Log System from WebADS each night.

A list will display with the resident name, User ID, and action.

ACG% Login Procedure Program Setup Year End Reports Help

Frogram 0401 234567: Anesthesia Test program

Resident Name UserlD Action
Benton [ Mark Q. res040 Change
latthews Robert rmatthews Change
Resident Anes T.

Smith Susan L. res04001 Ci{}_r%ge
Tester Lisa ltester Change

Close |

Add Resident User ID and Password

If you have recently added residents to the WebADS system, the information will be copied to the
Resident Case Log System. The list will display: the resident’s name; the User ID will be blank; and the
Action will say Add.

Click on the Add link and follow the instructions starting on page 10. Continue adding User ID’s and
Passwords as necessary.

If the resident is not listed on this screen you can click on the Resident Add link from the Program Setup
tab.

Change Resident User ID and Password

To change the residents’ User ID and password, click on the Change link. Highlight and delete the User
ID, password, and confirm password fields. Replace them with a new User ID and password.
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PROCEDURE MENU (PROGRAM DIRECTOR)

Program Directors are not given the capability to change or enter a resident’s procedures, only view
capabilities. Click on the Search link to find procedures to review. A new window will open which allows
you to specify search criteria.

S P

Enter Search Criteria

Enter your search criteria. A list of procedures matching the specified criteria will be displayed. You can
adjust the number of procedures displayed per page by typing in the number (enter 9999 to view all the
procedures within one page). Press the OK button.
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Search Result Information

The results are sorted by Resident Name, Year, Procedure Date (chronological) and Resident Role.

Procedure descriptions are sorted alphabetically.

The Case ID field is included to allow for easier searching of procedures.

-
[Mext Page] Jump fa pagel GO | search again | page 1 of

Resident Procedure - y
Resident Mame fear Date Role Casa D Fatient Type
04-04- A
1996  (Assistant)

Resident, Jahn A. 1 Adult

Attending: Wilson, Peter. Institute: Loyola
{b& 51820 Cystourethroplasty with unilateral or bilateral ureteroneocystostormy
03-09-
1999
viewy Attending: Wilson, Peter'W. Institute: Loyola
» 50225 Mephrectomy, including parial ureterectormy, any approach including rib resection;
complicated because of previous surgery on same kidnay
04-08-
1899
viewe Aftending: Larson, Ken P. Institute: Childrens Memorial
» 55720 Prostatotormy, external drainage of prostatic abscess, any approach; simple
02-14-
2000
viewe Aftending: Wilson, PeterWy. Institute: Loyala
» 82007 Cystourethroscopy, with ureteral catheterization, with or without irrigation,
instillation, or ureteropyelography, exclusive of radiologic service; with brush hiopsy of ureter
and/or renal pelvis
» 51715 Endoscopic injection of implant raterial into the subrmucosal tissues ofthe urethra
andiar bladder neck

Resident, Jahn A. 1 S{Burgean) Adult

Resident, John A S(5urgeon) Adult

Resident, Jahn A. 1 S{Surgean) Adult

03-02-

annn

Resident, John A, 1

5(Surgeon) Adult hd
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Search Result Actions

Next Page: Moves you through the list, page by page.

Search Again button: Return to the Search Criteria screen.
View: To view a procedure in the entry form, press the View link.

PO PR

Jump to page : Enter the Page you want to jump to and press the Go button.

Tip: To have the computer search for an occurrence of a word or Case ID number press the ‘Ctrl F* keys
and the Find function will display. Below we are looking for the Case ID ‘123456’ in the result list. Press

the Find Next button to highlight the word as you move through the page.

Arind 2l x|

Find what: |1 23454 Eind Mext
[ Match whale word anly I Cancel
= Up % Down

™ Match case

Frocedure View

Help | Cancel |

Resident: Fiesident, John A [ Resident Year ,1_

Attending: Wilson. Peter . = Residents Role Assistant |
Institution: Lovala 4 Patient Type adult B
Proc Date: [04-04-1236 Case D

CPT Codel Select | Search |

Comments -

Selected Procedures 1

urethroplasty with unilateral or bilateral urete

Femowe CPT |

Technique |
Cystourethroplasty with unilateral or bilateral ;I
Full CPT Desc Ureteroneocystostomy LI
Area [misc. =1 Type [misc. 1=l

=

No changes can be saved on this form. This screen is only for reviewing resident’s data. Press the

Cancel button to return to the Search Results screen.
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DOWNLOADING PROCEDURES

The Download Procedure section is used to generate a text file of procedures entered for your program.
This is a 2-step process; first the file needs to be selected for exporting and then the file will need to be
downloaded.

TAZ002 1:25:02 P 1001172002 All Procedures 3601111111955822830.exe

To generate the file for exporting, click on the “Request new export file” button. You can export the data
for an individual resident, as well as a particular date range. If you leave the fields blank, a listing of all
procedures will be generated. If logged in as a resident, only procedures for that resident can be
exported.

<Al Residents > v

[ 4 el 4 1
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DOWNLOADING PROCEDURES (CONT.)

ACG% Login Procedure Program Setup Year End

Procedure Export List

Reports Handheld Help

Files ready for download  Click on the filename to start the download
Build Date Expires Selection Criteria Size  Filename
THAZ002 1:25:02 P 1001172002 All Procedures G5 K 2601111111 9556822830 axe

Files waiting for processing

Reguest Date Selection Criteria Status
TATIZ002 9:16:24 A All Procedures {b
Reguest new export file Cancel

In the example above, a file for all residents’ procedures performed will be generated. To cancel a
request, click on “Cancel Request” before the file is generated. The export requests are processed four
times daily at 2:00 a.m., 8:00 a.m., 12:30 p.m., and 5:00 p.m. Central time. Once the file has been
generated you will need to download it to your computer.

To download the file to your computer, click on the file name link. A message box will open allowing you
to select “open this file under current location” or “save this file to disk”. Select “Save this File to disk,”
and specify where you want to save the file on your computer.

The downloaded file is a self-extracting zip file named ‘procedures’. Simply double-click on it and a
window will pop up. Specify in which directory you want to put the data, and click finish. This will extract
the file (the first ten characters of the name will be the program id). The resulting text file is tab-delimited
with field names on the first row. It can be imported into Excel, Access, FoxPro, etc.

Destination:
IEI: procedures Refresh |
E---;Jg Computer 2l | available: 2,095,832K
3 Floppy [4:] _| _
=T Stored: 12K
=3 Removable Digk [D: Erfracted: i
JJ..;) "?Udlo ED ] e AT S i)
4 | | »
™ Display messages I™ EmorLog [~ Overwite ————————————
™| Fecreate sutditectores IPTUth 'l
™| Create pramranaroup(s):
I FEnisten exterminmsl: %

I | B after extractin:

Thiz program was created uzing PESFA® for Windows

Cancel | About... | < Back | Test | FEinish I
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PROCEDURE MENU (PROGRAM ADMINISTRATOR)
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ADDING PROCEDURES

After you click on the Add link, the Procedure Entry page will display:

Required Fields

Resident:
Attending:
Institution:
Resident Year:

Resident Role:

Procedure Date:
CPT Code:

ME L s Setn : .
ACG Login Procedure Program Setu Year End Reports Hel
Procedure Entry
Resident: <Please selectavalue > x| Resident Year 0
Aftending: < Please selectavalue > | Residents Role <Please select avalue > x|
Institution: < Please selectavalue > | Patient Type < Please select avalue > 7|
Proc Date: | Case IO
CPT Codel Select | Search |
Comments =]
[
Save Help Clear Cancel |
Selected Procedures
Mo CFT Descriptions hawve been currently selected for dis
Remove CFT |
Technique |
Full CPT Desc ﬂ
Area =] Type | =]

Resident name is automatically entered based on your login.

Select the Attending Physician using the down arrow.

Select the Institution where the procedure was performed using the down arrow.
Enter your year of residency at the time of the procedure. The year will default to
the year entered on the resident setup screen by your local system administrator.
Select Role using the down arrow. “Surgeon” should be selected when you had
the substantial responsibility during the procedure; “Assistant” should be selected
if you had a primarily assisting role with the attending as the surgeon.

Enter Date including / or — to separate month/day/year. Format mm/dd/ccyy.

If you know the CP T code: Enter the CPT code and click on the “Select” button.
If you don't know the CPT code: Click on the “Search” button.

Case ID is a 20-character field that is optional. It can be used to search for specific procedures or
tracking patients. It is also used to avoid making duplicate entries or credit.

Comments is an optional field added to list the outcome of the procedure, which will display in the
Resident Full Detail Report and the Critical Care Index Report.
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Select a CPT code

If you know the appropriate CPT code(s), type the value, and click on the “Select” button. In the pictured
example, CPT code 51800 was entered. If the CPT code is valid it will automatically be placed in the
“Selected Procedures” list.

M o p .
ACG Login Procedure Program Setu Year End Reports Hel
Procedure Entry
Resident: Resident, John A. hd Resident Year 1
Attending: Cooms, Sarah L. hd Residents Role Surgeon 4
Institution: Cook County = Patient Type Adult 4
Prac Date: [17-23-2002 Case ID1z34s
CPT Codel Selectl Search |
Comments =]
Save Help Clear Cancel |
Selected Procedures 1
wstourethroplasty, plastic operation
Remove CFT |
Technique |
Cystoplasty or cystourethroplasty, plastic operation ;I
Full CPT Desc on bladder and/or vesical neck [(anterior ¥-plasty, ;I 1
Area |ndult ;I Type Female Incontinence, ALL ;I
LI Categories LI _I

Selected Procedures Field

The “Selected Procedures” field allows you to browse CPTs added to this entry. Use the mouse to point
and click on a CPT code, and the selection is highlighted and expanded in the text fields below. To

remove the highlighted procedure, click on the “Remove CPT” button. To remove all of them click on the
“Clear” button.
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Searching for a CPT Code

To search for a CPT, click on the “Search” button next to the CPT code field. The “CPT Selection” window
will display.

CPT Selection allows the user to look for CPTs in multiple ways. A user can search for a specific phrase
or word in the description, or select an area or type to view all CPT descriptions available. Below is an
example of entering a word or phrase that exists in the description.

When “urethroplasty” is entered and the “Search” button is clicked, the results are displayed for all of the
CPT descriptions containing the word “urethroplasty”:

urethroplasty
All =

All
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Searching for a CPT Code (cont.)

CPT Selection

Search Again | Cancel

*-indicates CPT is found in multiple arealtypes

CFT

51800 Cystoplasty or cystourethroplasty, plastic operation on bladder andiar vesical neck {anteriar -

plasty, vesical fundus resection), any procedure, with or without wedge resection of posterior vesical {b
neck

51820 Cystourethroplasty with unilateral or bilateral ureteroneacystostomy select
54328 One stage distal hypospadias repair fwith ar without chardee ar circumcision); with extensive select

dissection to correct chordee and urethroplasty with local skin flaps, skin graft patch, andforisland flap

54324 One stage distal hypospadias repair fwith ar without chordee ar circumcision); with urethroplasty  select”

by lacal skin flaps (eq, flip-flap, prepucial lap)

54326 One stage distal hypospadias repair fwith ar without chordee ar circumcision); with urethroplasty  select”

by local skin flaps and mohilization of urethra

54336 One stage perineal hypospadias repair requiring extensive dissection to carrect chardee and select
urethroplasty by use of skin graft tube andior island flap

54332 One stage proximal penile or penoscrotal hypospadias repair requiring extensive dissection to select
correct chordee and urethroplasty by use of skin araft tube andfor island flap hd

Click on the “select” link and the CPT code is returned to the procedure entry screen and entered in the
“Selected Procedures” box.

M L s sen p .
ACG Login Procedure Program Setu Year End Reports Hel
Procedure Entry
Resident: Resident, John A. hd Resident Year 1
Attending: Cooms. Sarah L. hd Residents Role Surgeon hd
Institution: Cook County = Patient Type Adult 4
Prac Date: IU?-23-2E|02 Case |C12345
CPT Codel Select | Search |
Comments =]
=
Save Help Clear Cancel |
Selected Procedures 1
operation
Remove CFT |
Technique |
Cystoplasty or cystourethroplasty, plastic operation ;I
Full CPT Desc on bladder and/or vesical neck [(anterior ¥-plasty, ;I 1
Area |ndult ;I Type Female Incontinence, ALL ;I
LI Categories LI _I

Once all the CPT codes have been selected for a procedure, click on the Save button.

To assist with the entry the attending, institution, resident year, resident role, and procedure date have
remained pre-filled from the previous entry. Change these fields as needed. When finished entering all
of your procedure data, to exit to the Procedure menu, click on the Cancel button.
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UPDATE PROCEDURE YEAR

The update procedure year enables a program to quickly change the resident year in program for a large
number of procedures. The resident year may be incorrect from converting the data from the old system
or if the data originated in another system and was uploaded into the Internet system. This feature also
allows you to change a resident’s year in program for past entries if the resident year was not updated in
the program setup section.

ACG% Login Procedure Program Setup Year End Reports Handheld Help

Update Resident Year on Procedures

Please specify procedure data for changing the Resident year

Resident |Smith.JohnW. v[
Date Range IDB ;130 ;12001 to |D? dm ;12002
Frocedure Resident Year |A|| vl

Procedures matching the criteria specified above will have the resident year update to
MNews Procedure Resident Year |3 v[

(0]4 [ ! Cancel |

To update the resident year, first select the resident whose data needs to be updated. Then, specify the
appropriate date range. In this example, the entire academic year (06/30/2001 through 07/01/2002) was
selected. Next, choose which year is currently entered for the incorrect procedures and needs to be
changed (selecting all will cause every procedure for that resident to be updated to the new value).
Finally, choose the correct year to update the procedures with. After you click “OK,” you will receive a
message indicating how many procedures were updated.

Microsoft Internek E |

& 3 Procedure rows updated
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YEAR END

The “Year End” tab is used to identify the residents completing their training during a specific academic
year and generate the reports submitted annually to the RRC. On this tab, you can set the current
reporting year, select the completing residents, generate the completing resident’s reports and in the
future, set resident program years.

SET CURRENT REPORTING YEAR

The current reporting year enables the program to set the appropriate academic year. For the 2001-2002
academic year, the current reporting year should be set to 2002. The current academic year determines
which residents’ data are printed when choosing the “Completing Residents Report.”
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YEAR END (cont.)

SET COMPLETING RESIDENTS

To identify which residents are completing the program within the current academic year (by August 31),
click on “Set Completing Residents.” This will display the list of resident that the program has indicated
are completing their training during the academic year specified by the program. If any residents have
been incorrectly identified, click on “Remove” to delete them from the list of residents completing during
this academic year. Similarly, all the other residents in your program are listed below. If they have been
marked as completing during a particular academic year, that year will be listed. Click on “add” to add
them to the current academic year.

ACG% Login Procedure Program Setup Year End Reports Handheld Help

Residents Completing in Current Reporting Year
2002

Residents completing Program this reporting year
Resident Name Year
Jones, Susan 0. 2002 Eemoe

Residents not completing Program this reporting year

Resident Mame Year

Sith, John 2001 Add
Smith, Johin W, 2001 Add
Welby, Marcus 2001 Add

ﬁ%
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YEAR END (cont.)

COMPLETING RESIDENTS REPORT

To generate the appropriate report that must be signed for the RRC click on, “Completing Residents
Report.” This will print the report for all residents marked as completing the program during the current
academic year.

To generate these reports individually click on the Reports tab and print out the “Resident Operative”
report.

Close |

IR DI = —
Preview |
Resident Operative Experience Report ’J
Program ID: 4800011111 Program Name: Urology Test Program
For All Attendings at All Instituies
All Residents
For All Resident Years For All Roles For All Patients -
For All CPTs in All Aveas and All Types including All Technigues
As Of7/23/2002
Yearl  Year2  Year3 Year 4 Year 5 Year & Total
Aduli
Cystoscopy T 0 0 0 0 0 T
ESWL 1 0 0 0 0 0 1
Female Incontinence, All Categories 1 0 1 0 0 0 2
Lymphadenectomy, Pelvic 0 0 1 0 0 0 1
Lymphadenectomy, Retroperitoneal 0 0 0 0 0 0 0
Penile Surgery (excluding circumcision) 0 0 0 0 0 0 0 1=
4 I [ »

SET RESIDENT PROGRAM YEARS

In the future, a way to quickly advance each resident into the next year in the program will be provided by
clicking on, “Set Resident Program Years.”
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REPORTS

The Resident Operative report is submitted to the Residency Review Committee. The Resident Full
Detail report is a detail listing of procedures entered which is similar to the Procedure Search Results list.
The Resident Activity report lists the last procedure date a resident has entered. The Resident Index
Category report lists residents’ minimum procedures by category.

| »

AOGNé Login Procedure Program Setup Year End Reports Help
Report Menu

« Resident Operative
« Resident Full Detail

o Resident Activity
« Resident Brief Detail

« Available CPT Codes by CPT

« Available CPT Codes by Area and Type

e List Residents

« Resident Operative - Archived Data

& View with Javaviewer © View with HTMLYiewer

Flease report any problems or sugoestions to the OFLoo@acame.ord. LI

The Resident Operative, Resident Full Detail, and Resident Index Category Reports will allow you to
select search criteria for filtering the data presented on the reports.

There are two view options available when viewing reports, ‘View with Java Viewer’ or ‘View with

HTML Viewer'. The difference is the Java Viewer allows for indexing and searching capabilities
within a report, whereas the HTML Viewer allows for only sequential viewing of the report.
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REPORTS (cont.)

=l
Frogram Id 4300011111
Institution All -
Attending All -
Resident All -
Date Range I_d_d— to |_11_11—
Residents Role IAll_;l
Patient Type All -
Resident Year [al +|
Technique All -
CPT Code [
Area Description[al <]
Type Description | Al =
OKCQ CANCEL
K

Use the selection box to filter data presented on reports and click the OK button to generate the report.

A new window will open displaying the report. The first time you run a report, the ACGME sends a Java
applet called Crystal Report Viewer for Java. You will see a security warning asking if you want to install
and run the viewer. Click the Yes button see the report (if you press the No button you will see the report
but will not be able to print it in its proper format).

Security Warning |

Do you want ko install and run "Crystal Beport Yiewer for
Java'" signed on 3/13/2003 342 AM and distributed by:

Crystal Decisions, [hi:

Publizher authenticity verified by WeriSign Clazs 3 Code
Signing 2001-4 CA

Caution: Crystal Decisions, Inc asserts that this content is
zafe. You should only installview this content if you trust
Crystal Decisions, Inc to make that assertion.

SIGMED WITH PERMISSIONS
Security Permission

System Property Permizsion
Thread Permizsion

User Imterface Pemmizsion
Metwark /0 Permizzion
Print Petrnisziot

System Streams Permission
Filz 140 Permizsion

Uszer File 1/0 Permizsion
Reflection Permission

q

[T Always trust content from Crystal Decisions, Inc

Yes | Mo I Moare Info |

The report will display in a new window that will provide you with special functions described below.
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REPORTS (cont.)

Close |m|

Adul W] 1ef1+ ¥ [l [ L] 2 |

Pediatric
Miscellaneous

Technigues Resident Operative Experience Report

| »

Program ID: 4800011111 Program Name: Urology Test Program
For All Attendings at All Instituies
All Residents
For All Resident Years For All Roles For All Patients
For All CPTs in All Aveas and All Types including All Technigues
As Of7i2312002

Year 1 Yearl Year 3 Year 4 Year & Year o Total

Aduli
Cystoscopy T
ESWL 1
Female Incontinence, A1l Categories
Lymphadenectomy, Pehric
Lymphadenectomy, Reiroperitoneal
Penile Surgery (excluding circumcision)
Percutaneous Renal Surgery
Prostatectomy, Radical, All Categories
Radical Cystectomy
Renal Surgery, Partial or Total
—INephrermomy(aduly
4 " |

= =
-

=l = o|le| o o= -
R T Y 0 R N
=l = w|le| @ @ - -

R T Y 0 R N
R T Y 0 R N
R T Y 0 R N
=l = w| e @ @ -

-

The HTML Viewer allows you to print one page at a time. Advance to the next page by clicking on the
right-arrow button.
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