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Copyright by American Nurses Credentialing Center. All rights reserved. This tool is designed to
guide your navigation through the DDCT. Any form of reproduction, dissemination, copying,
disclosure, modification, distribution, or publication of this material is strictly prohibited.

1. Supported Browsers. The application implements a rich user interface, which requires one
of the following modern standards-compliant browsers:
* Google Chrome
* Firefox
*  Opera
* Microsoft Internet Explorer 9, 10, 11
2. Select the My Reports tab.
3. Select the Dashboard
4. Select Add New User

Wamng Ancther Derson irom yOour OrGanZaton may Cusrently Do woring on one of your OngamZaton’s SUDIMSSIons

ASd Mew Usot  Add Naw Repont

Report Dashboard

5. There are three types of users. The role determines what the user sees on the screen and
whether they can edit.
+ Organization Administrator — controls the system by managing accounts, entering and
naming units, and selecting professional certifications.
+ Organization Contributor — can enter and review data.
+ Organization Reviewer — can review but not edit data.
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Create New User
Crganzaton | Your Ceganization Hame j

[First Mamé:

Last Mams:

E-mail:
Ftatus | Aok

Fols: | Oeganzabon Admird sealon

= E]

6. Select Add New Report. Identify the line item with the newest Application #. Click on the
Select button.

S
5D
Logged in as: Wood:

DEMOGRAPHIC DATA CTION TOOL

Home  MyReports  MyAccount  About  Contact  Help

Dashboard Manage Users FAQs

Notice

Warning: Another person from your organization may currently be working on one of your organization's submissions.

Add New User ~ Add New Report

Report Dashboard

Organization Information

Please select the organization to which this submission belongs.

ownership [Location [Type |Application # Teaching |Subspecialty [Actions |

Scottsdale Thompson Peak Not for Profit Urban Acute Care - ... 20091103 Non-teachi...

Scottsdale Thompson Peak Medical Center Not for Profit Urban Acute Care - ... § 20140804 Non-teachi...

Note: If you are using Internet Explorer and using the 1Select button does not generate a
report, click on the compatibility button at the top of the browser screen.

7. Complete the data on the General Information Screen.
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Create New Submission

Please complete the following information regardi

General Information

Submission Year: 2013

CMS Provider Number:
AHA Number:
Reporting Peried Start:

o Januz

Reporting Period End:
Su Mo Tu \

# Beds Staffed: 1

Notes: 1. On this screen only, data must be entered in all fields which have bold labels
or the data will not save.

2. Throughout the system, numeric entries are limited to two decimal points. Data
will not be saved if more than two digits are entered to the right of a decimal
point.

3. Select the Show Audit Info checkbox to allow users to see who last edited a data
point (hover over the data point to display this information). If your organization
does not need this audit trail, do no select the checkbox.

Show Audit Info: |4

Uncheck this option if you do not wish to see audit information (last edited by
user and date) on the Demographics Matrix.

tinn

8. You will now see the Review Report screen. Scroll down to Hospital Units and select the
Edit button.

Review Report
Pl Coaminte ich fabcios it Basiow if ot 10 Cosglel pour o e subeml il Bor niview Sactaang which Furag RinkieSy Basn e on colidd bry celaull [pou rrry 1ol cwir Pacil Sl Bon for mooe optors ) Thi
saechors Thal ase copanded by delaul nequine aienton Boefoes e repaor mary e submibed

Organization Information

ar abeDa

General Information

o] IhOTTAON kol i ganizal

(> oo | |

Hospital Units
(Cauabe il Wi F0UN ONQATREARONS fod whwhy yon well raspeor inborTradion.

Ciwate Hirer Hogital st

Organization - Hospital Units

ASSociale your organzabion with ong of mone hospital units in coder 1o report demographic information for thase wits

9. Select a Unit Type

Review Report
Please complete each section listed below in order to complete your report and submit it for review. Sections which have already been visited are collapsed by default (you may roll over these sections for more options). The
sections that are expanded by default require attention before the report may be submitted.

Organization Information

Enter general information about your organization



Organization - Hospital Units

ASSOCIat YOUT Crgandzabon with one of moes hospital units in order i repon demogeaphic informabion i those nits

Uinit Typs: i

Hospns Uit N Wesdcal
- Sergical

a3 Sueg

£ =
Critecal Cae

Labor & Dslrvnsy

10. Name the unit as you plan to name it in Written Documents. Select the Save button.

Organization - Hospital Units

Associate your organization with one or more haspital units in order to report demaographic informatio
Unit Type: ‘ EI
Hospital Unit Narme: \ \

11. Select the continue button.

Organization - Hospital Units
AEOOINE VX SIpanEabon wils one oF moee hopelal bl i geder B3 repaort Semagrapies informmaban Lo Shoss urety

12. Repeat this for as many units as needed. Notes:
a. The Centralized Function unit type can be used to list department level and/or
organization-wide nursing roles.
b. The term Clinical Nurses (other than APN) includes Supervisors and similar roles.
c. The unit type “All Others” should be used rarely, if ever. Email the characteristics of any
units that you are considering for placement in “All Others” to cyndy.hagstrom@ana.org.

13. To remove a unit which has been created, select the Edit button then select Delete.

- - . - Create New Hospital Unit Load from a Previous Submission
Organization - Hospital Units

Assotiate your organization with one or mere hospital units in order to report demographic information for those units. Ten characters or less is recommended for your unit's name:

Unit Type Hospital Unit Name
Critical Care Icu

14. Return to the Review Report screen and select Certifications, select Edit button.

Certifications
Select the certifications for which your organization will report information
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15. Select certifications from the left and click the Add button to move them into the Selected
Certifications column.

Certification Selection

Search (Name): | | Cerifying Body: | (Al [ ’ Filters to help you find specific certifications

Available Certifications Selected Certifications
Click one or more certifications and then click the "Add" button below to select the certifications. Click one or more certifications and then click the "Remove" button below to de-select the certifications
ACE® E)

Advanced Health & Fitness Specialist
American Council on Exercise

ACE®
Group Fitness Instructor Certification
American Council on Exercise

ACE®
Lifestyle & Weight Management Consultant
American Council on Exercise

ACE®
Personal Trainer Certification
American Council on Exercise

ACHPN®

Advance Cerified Hnsnice and Palliative Nirse

» Continue

16. Return to the Review Report screen and select Demographics Entry, select Edit button.

Demographics Entry

Enter your responses to demographic-related questions about your organization.

17. Select the Unit Type(s)/Units (I only created one unit) you want to enter data for then select
the topic(s) you want to enter data for and select the Continue button.

Note: Do not select all units and/or all roles. Pick a small number of unit types and a small

number of roles, enter data, Save, then select a different subset of units/unit types and roles

and proceed with data entry. Calculations are being completed in the background as data is

being entered. Entering large volumes of data before saving can be problematic.

Show Questions Rﬂa'ir"‘? O utiization of Organization Services
" O Nurse Leaders

O Nurse Managers
(O Clinical Nurses (other than APNs)
O Licensed Practical’'Vocational Nurse
[ Unlicensed Assistive Personnel
[ Agvanced Practice

[ clinical Nurse Specialists

[ Nurse Anesthetist

[ Nurse Midwife

[ Nurse Practiioners
O Specialists.

O Case Managers

O Clinical Nurse Leaders

[ Informatics Nurses

[ Infection Control Nurses

[ Nurse Educators

[ Nurse Researchers

[ Occupational Health Murses

O Quality/Risk Managers

[ Wound Care Ostomy
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18. Be

gin data entry.

19. Add certifications to each role-based set of questions (e.g. Clinical Nurses (other than
APNS).
a. The group of certifications selected in item 15 above populates the drop down list that
appears at the bottom of the Demographic Matrix question screen for each nursing role.
On the screen shot below, you can see that | have chosen a set of certifications used in
a subset of units for a single role (in this case Clinical Nurses although you can see the
role in this shot). The area outlined in red is where you would select another certification

to add for this screen.

s Nistianal Certication
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The pick list is shown in the screen shot below (see red outline) when you select the
drop down arrow (green outline). Once you pick a certification to add, use the Add

Certification button (purple outline) to add it to the drop down list.

keys.

A
F
-
:
F
F
=
.

F

Demographic Matrix

For each question listed below, you may provide an "answer" for each of your units. Some questions will auto-sum across the questions, down the unit, or both. To move between cells, hold the shift key and use the up, down, left an

(X8  Choose a certification 3

Accredited Case Manager (American Case Management Association)
Acute Care Nurse Practitioner - ANCC (American Nurses C jaling Center)

Acute/Citical Care Clinical Nurse Specialist (Adult, Neonatal, Pediatric) (American Association of Critical Care Nurses Cerification Corporation)
Adult Acute Care Nurse Practitioner (American Association of Critical Care Nurses Certification Corporation)

Adult Clinical Nurse (A Nurses C ing Center)

Adult Nurse Practitioner - AANPCP (American Academy of Nurse Practitioners Certification Program)

Adult Nurse - ANCC (; Nurses Ci Center)

Adult Psychiatric & Mental Health Clinical Nurse Specialist (American Nurses Credentialing Center)

Adult Psychiatric & Mental Health Nurse P (American Nurses Ci ing Center)

Adult-Gerontology Acute Care Nurse Practiti (v Nurses Ci ialing Center)

Adult-Gerontology Primary Care Nurse Practi (v i Nurses Ci ialing Center)

Advance Certified Hospice and Palliative Nurse (National Board for Certification of Hospice and Palliative Nurses)
Advanced Diabetes Management for Clinical Nurse ialist & Nurse Practiti ( i Nurses Ci ialing Center)

Advanced Health & Fitness Specialist (American Council on Exercise)
Advanced Holistic Nurse Board Certified (American Holistic Nurses Certification Corporation)
= ar Praciti P o 6F ) R
Advanced Oncology Certified Clinical Nurse Specialist (Oncology Nursing Certification Corporation)
Advanced Oncology Certified Nurse (Oncology Nursing Certification Corporation)
Advanced Oncoll Certified Nurse Practitioner (Oncology Nursing Certification Corporation)

= 1.00]

1.00

|Choose a certification..

I + Add Certification

o

C.

For each role, this pick list will be identical for all units.
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Note: If you enter data for a certification (e.g. CCRN) in critical care, DO NOT delete that
certification when you are working on another unit (e.g. psychiatric). Doing so will remove the
data related to CCRN will be deleted for all units for the role you were working on.

20. Notes. Click the Notes button to access the DDCT’s version of “sticky notes”.
» Private: Notes to yourself than no one else can see.
* For Organization: Notes to communicate among the members of your team.

* For Appraiser/Magnet staff: Note to add clarity for appraisal team members and/or the
Magnet staff.

Demographic Matrix

For each question listed below, you may provide an "answer" for each of your units. Some questions will auto-sum across the questions, down the unit, or both

Nurse Managers

\otes
FTEs Associate Degree 0.00
FTEs Diploma | 0.00

FTEs Bachelors in Nursing 0.00

Notes for Nurse Managers Ed

Private For Organization For Appraiser

g3

21. Return to the Review Report screen and select Attachments, select Edit button. You can
upload supporting documents/references here. This feature is entirely optional.
Note: Please do not submit your Interim Monitoring Report documents here.

Attachments

No attachments found
You may upload 5 more file(s). Only PDF or Word (.doc, .docx) files are allowed

Choose File | No file chosen

Choose File | No file chosen

Choose File | No file chosen
Choose File | No file chosen
Chaose File | No file chosen

22. Return to the Review Report screen and select Submission Summary Report, select View
button. This provides 29 summary data items for review. Nurse Leader Statistics are a
combination of the data for Nurse Leaders and Nurse Managers.
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Submission Summary Report
Click the "View" button to view the summary data for this report.

A View

23. Return to the Review Report screen and select Finalize Your Report. Only the Organization
Administrator has this button:

Finalize Your Report
Submit your report for review.
v Submit for Approval

24. If the ANCC DDCT System Administrator sees potential data issues, the report will be
opened for you to edit and you will receive an email describing the data to be reviewed.
Note: Once the report is submitted and reviewed/approved by the ANCC DDCT System
Administrator, it is not possible for you to edit the data.

25. Links to enable data Import into the DDCT can be found on the Report Dashboard (found on
your landing screen under the “My Reports” link).

Add New User  Add New Report | Download XML Schema

Ilmporl New Report From XML l

Report Dashboard

Information pertaining to your organizations, reports and users is shown below.

The “Downlad XML Schema” button will provide a format to enable your data support
staff to create a file containing your data in a predefined format that is compatible with
the DDCT so that you do not need to manually enter the data.

Note: Use of the XML Schema requires an Information Technology professional with a deep
working knowledge of Extensible Markup Language (XML) and a thorough understanding of
the organization’s source data systems.

The “Import New Report From XML” will cause that file to be imported. After the data is
loaded into the DDCT you will be brought to a screen to a review screen to ensure that all
fields line up properly before being able to submit the data.

26. To create subsequent reports, select “Add New Report” on your Report Dashboard.

ODCT

Home Admanistration Manage Reports My Account About Contact Help

Report Dashboard _
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27. Choose the “Select” button for the report with the most recent Application #.

Organization Information

Plaase sslsct the organization to which this submission belongs.

= ..'Y.n

DOCT Test Not for Proft Urban Acute Care - 201307 Hon-teach

28. Select the “Load from a Previous Submission” button.

Create New Report

Please complete the following information regarding your submission. Al fields, fine items, and unit types that pertain to your organization must be completed. Numeric entries are fimited fo two decimal piaces. Data wil not be saved if more than two digits
the right of the decimal point. Required fields (labels are in bok) must all be entered prior o saving.

General Information

29. Select the “Yes” button.

Load Report from Another Source =

Loading a report from ancther source will overwrite
all data you have entered for this report.

Would you like to continue?

30. Choose the “Select” button for the report you want to work on.

Submission List

Please salact the subeission froem which you would Bk 10 import data

|Organization and system Reporting Period |CHO Hame |
DDCT Test 112014 - TR2014 Putar Storms John Q. Publc

31. You may edit the data copied to this screen now or you may return at a later time to edit this
data. Select “Save”. Be sure to update the “Year” field to the current submission year.

A, Length of Stay (Case
Wb Al

| ==

32. Select the Edit button for Hospital Units, then repeat the copy process. Do the same for
certifications. You have the ability to copy all Demographic Matrix data as well. This can
become an editing challenge.

Hospital Units

Crente unibs within your crganications for which you wil report information

’.m

Certifications

Select the certifications for which your organation will report information
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33. Frequent issues causing return of reports for correction:

a.

Submission Details screen, General Information section —the Submission Year has not
been changed to the current year.

Submission Details screen, General Information section — the CMS and/or AHA
(American Hospital Association) numbers have been omitted (international organizations
are exempt).

Units not placed in correct categories.

Demographic Matrix screen, Utilization of Organization Services section, Number of
Staffed Beds—data has not been entered for the inpatient units.

Demographic Matrix screen, Licensed Practical/Vocational Nurse and Unlicensed
Assistive Personnel — data has not been entered.

Demographic Matrix screen, Nurse Manager and/or Nurse Leader section(s), FTEs in
Associate Degree Nursing and/or FTEs in Diploma Nursing have been entered. All
individuals placed in this role must meet the Magnet definition for Nurse Manager and
comply with the education eligibility requirement for Nurse Managers. At time of
application 100% of nurse managers and nurse leaders must have a degree in nursing
(baccalaureate or graduate degree). The requirement must be maintained throughout
the application phase, the review phase, and designation as a Magnet organization.
Demographic Matrix screen, Any RN section — for all units total, the FTEs National
Certification exceeds The FTEs Total. This results in a certification rate in excess of
100%. Only one certification (the one most pertinent to the current role) can be included
per nurse.

Demographic Matrix screen, Clinical Nurses (other than APNs) section — for all units
total, the FTEs National Certification exceeds the FTEs Greater Than 2 Years
Experience in Current Specialty. This results in a certification rate in excess of 100%.
Only one certification (the one most pertinent to the current role) can be included per
nurse, this needs to be corrected.

Change list:

09/21/2015: Page 2, step 6 updated.

10/03/2015: Page 8, added directions for reports after the first year.
6/4/2016: Page 1, updated compatible browser list. Page 9, added.
12/1/2016: Page 7, added note regarding deleting certifications.
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