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1. Introduction

Cancer Care Ontario (CCO) has developed a web application for the submission of Data Book
ALR/OCR data files. The format and layout of these data files is defined in the most recent CCO Data
Book document which can be accessed via the following web link:
http://www.cancercare.on.ca/toolbox/systeminfo/inforeptools/

This manual describes the steps to follow when submitting the Data Book ALR/OCR files to CCO
once they have been created.

If you have any questions about any of the steps in this process, contact Data Book support staff at
Dbk.Submission@cancercare.on.ca

If you have technical problems while logging into the Web portal or application, or while uploading
your data package, contact the CCO Service Desk at 1.866.729.9787 or helpdesk@cancercare.on.ca

2. Summary of Steps
e Step 1- Logonto CCO Web Portal
e Step 2 - Logon to CCO Data Book web application
e Step 3 — Submit the Data Book file package
o Step 4 - Access QA reports
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3. Detailed Instructions

3.1. Step1-Logonto CCO Web Portal

When using Internet Explorer, on first access of https://qateway.cancercare.on.ca

For Internet Explorer:

User must click “Yes” button on the following dialog box.

i -

Forefront UAG client components 2

®# . For full site functionality, the site must be added to the allowed list of
l sites in the pop-up blodker of the browser. Do you want to add the
site?

[ Do not show this message again

Yes Mo |

")

L™
L'J_ser must choose to Trust the site (preferably Always), and click the Trust button.
Security Alert

i This site is attempting to start an application or retrieve security
information from your device:

https:/ /gateway.cancercare.on.ca

[ Trust this site:

% Temporatily, until I disconnect From this site

" For alimited period of 1 j days
T always
Trusk Do not trust

User is then presented with the expected login page.
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Cancer Care Ontario

‘Action Cancar Omfatlo Cancer Care Ontario Application Portal

Log On

User name || |

Password | |

Language English (en-US) -

This site is intended for authorized users only.
If you experience access problems contact the CCO Service Desk.

To log in, enter your CCO login username and password that was provided to you by CCO Data Book
staff.

Any Other Browser
When using any other browser, on first access of https://gateway.cancercare.on.ca, ONLY IF Java is not

installed OR Java is not enabled:

Cancer Care Ontario

‘Action Cancer Omfaric Cancer Care Ontario Application Portal

Site functionality may be limited because of the following:

* Your browser does not allow Java applets to run.

#® The Java Runtime Environment (JRE} is not installed on this device, or the installed JRE
version is older than version 1.5.

To resolve these issues:

#* (Configure the browser settings to allow Java applets to run, and then access this site
again.

* Download and install JRE 1.5 (or higher).

Alternatively, continue to the logon page with limited site functionality.

1. Users will need to download and install the JRE by following instructions.
2. Enabling Java is browser and operating system dependent. Included below in red are the
instructions from http://java.com/en/download/help/enable browser.xml
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Browsers for Windows

Internet Explorer

1. Click Tools and then Internet Options

2. Select the Security tab, and select the Custom Level button

3. Scroll down to Scripting of Java applets

4. Make sure the Enable radio button is checked

5. Click OK to save your preference

Chrome

1. Click on the wrench icon, then select Options.

2. Select Under the Hood and then Privacy Content Settings.
The Content Settings panel will appear.

3. Inthe Plug-ins section, select the Disable individual plug-ins link to check whether Java is
enabled

4. Click on the Enable link (if the Disable link appears, Java is already enabled)

Note: Alternatively, you can access the Plug-ins settings by typing about:plugins in the browser address.

Browsers for Windows and Mac OS X

Firefox
1. Start Mozilla Firefox browser or restart it if it is already running
2. At the top of the browser, select the Firefox button (or Tools menu in Windows XP), then Add-
ons
The Add-ons Manager tab will open.
3. Inthe Add-ons Manager tab, select Plugins
4. Click Java (TM) Platform plugin to select it
5. Click on the Enable button (if the button says Disable, Java is already enabled)
Safari
1. Launch Safari browser
2. Click on Safari and select Preferences
3. Click on the Security tab
4. Check (select) Enable Java check box
5. Close Safari Preferences window

Opera 4.x and Up

Opera for Windows does not use Java, but an embedded version already inside the Opera Web
browser.

Opera for other platforms may supports Java . Please consult your Opera platform
documentation.

For further information, please review the following Opera Support article:

Support for Java software in Opera
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Once you have logged in, you will see the CCO Web Portal main menu screen:

{@ Cancer Care Ontario Application Portal £ v B v 0 @ - Pagev Safety~ Tools~ @~
Cancer Care Ontario Application Portal
P =
ilﬁ ‘@.“‘ Run Application b (&) @ =2 Advity = 00:53:07 H Log OFF
& || Home P Search applicatio Sort by Name ~
— Data Book Submission - Producti = Data Book Submission - Test
. ) )
File Access

q Explare Your Files

NOTE: Your menu should contain the three Data Book related icons (ie. Data Book Submission
- PRODUCTION, Data Book Submission - TEST and File Access). The File Access folder
contains the QA reports generated according to the CCO load ID assigned to each successful
data submission (as stated in the data book submission confirmation email).

Note: You will still have access to your Data Book QA reports on the SSL portal.

There are additional buttons on the top left corner of the CCO Web Portal main menu screen that
provide the user to:

1. Navigate back to the ‘Home’ page.

2. “Change Password” (ie. when user is notified of passwords about to expire). The “Add
Credentials” feature is currently not being used (ie. not applicable).

“Run Application” provides a drop down list to the application icons.
“System Information” displays Forefront UAG client components.
“Help” provides some information about the CCO Application Portal.

Portal “Activity” to view activity of legacy applications.

N o o ke

“Email System Administrator” to email CCO’s helpdesk.

Cancer Care Ontario Application Porta
o S "
f:ti L@ . Run Application b e/ @ E" Activity =
’ C
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3.2. Step 2-Logon to CCO Data Book web application

Click the Data Book Submission — TEST icon (for Test submissions) or Data Book Submission
— PRODUCTION icon (for Production submissions).

| @ Cancer Care Ontario Application Portal | | T - [ dh v Page-

Cancer Care Ontario Application Portal

ﬁ ‘@:)j Run Application b {99 @ = Actvity E

Sl o0oo000000000, ®00000000000, R search pplicaton
L 4 L 4

3 Home [ ) [ ]

o o — Data Book ission - Production [ ] = Data Book Submission - Test

& Data Book Submissi ° Y

£ Dota Book Submissif| @ LB ° [ ] i) °

File Access
= o000 00000000 900000000000
File Access
E Explare Your Files

3.3. Step 3 -Submit the Data Book file package

After selecting the PROD or TEST submission icons, you will see the following screens NOTE:
There is no additional sign on required to the Production versus Test version. The version
will be indicated on the top left corner of the upload application (as highlighted). Please
ensure you are using the correct version for your submission:

‘ @ Cancer Care Ontario Application Portal ‘ ‘

Cancer Care Ontario Application Portal

ﬁ p:l Run Application W @9 @ ::=:,; Activity IE'

& <7

» cancer care ﬂ(tiOl’] cancer

ontario antario
Y@ Home

£ Data Book Submissi
£ Data Book Submissi

[ File Access | T w

PRODUCTION VERSION Dhta Book Reporting - Upload Package 3 pRINT ) TECHMICAL SUPPORT 221 conTacT Us S0 LoG oFF

User
Submitting Hospital

Start Visit Date: 01/01/2013 Immiddlyyyy]

End Visit Date: 01/31/2013 [mmiddiyyyy]

["] submission contains exclusively Surgery Only data (i.e. no visitactivity data)

Select entity to delete any existing data for the current visit date range. Only use this if you are re-submitting data for
specifictime. When in doubt, please send an email to Dbk Submission@cancercare on.ca for clarification

D clinic visit
[T radiation
[ systemic
[CIProcedures
* Select File

[" submission for this date range is completed. Please generate my QA reports

helpdesk@cancercare.on.ca | © Cancer Care Ontario. All rights reserved. Terms and Conditions.
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(& Cancer Care Ontario Application Portal

Cancer Care Ontario Application Portal

fﬁ _@; Run Application P g_bﬁ;) @ '=_‘:,'; Activity =

& A=l )
‘ cancer care actlor_\ cancer
A ontario entaric
Y3 Home
& Data Book Submissi :
= TEST VERSION Data Book Reporting - Upload Package 23 PRt ) TECHMCAL sUPPoRT [ conmact us “MPLos oFF
% Data Book Submissi —
3y File Access ‘ W W
User:
Submitting Hospital-
Start Visit Date: 01/01/2013 [mmiddiyy]
End Visit Date: 01/31/2013 [mmiddryyyy
[T]submission contains exclusively Surgery Only data (i.e. no visitiactivity data)
Select entity to delete any existing data for the current visit date range. Only use this if you are re-submitting data for
specific ime. When in doubi, please send an email to Dbk.Submission(@cancercare.on.ca for clarification
[Tl clinic visit
[T Radiation
[ systemic
[C]Procedures
* Select File :
[”] submission for this date range is completed. Please generate my QA reports
Upload
4 3

helpdesk@cancercare on.ca | € Cancer Care Ontario. All rights reserved, Terms and Conditions.

User and Submitting Hospital should display your name and hospital. This information confirms
you are successfully logged onto the system as the proper user. If the correct name and hospital
is not displayed, contact the CCO Service Desk at 1.866.729.9787 or
helpdesk@cancercare.on.ca

Start Visit Date and End Visit Date indicate the visit date range for your Radiation, Systemic,
Clinic Visit and/or Procedure files. These fields can be changed in the TEST version of the
application in order to allow more flexible testing. In the PRODUCTION version, they are display
only (except in quarterly resubmission months, or if you have requested & received approval for a
special resubmission).

The Submission contains exclusively Surgery Only data check box should be clicked if you
are making a submission which only includes Patient and Disease data files. This will cause the
Visit Date fields to become display only even in TEST, since Visit Date criteria only applies to
submissions that include visit/activity data.

The Clinic Visit, Radiation, Systemic & Procedures check boxes should be clicked when you
are resubmitting data for the Visit Date range indicated above on the screen. This will ensure that
the previously submitted data is removed before the new file(s) are loaded. This is especially
useful in the TEST version of the application, where you may be resubmitting the same date
range of data several times in a row for QA/data cleaning purposes. USE WITH CAUTION,
especially when you are logged into the PRODUCTION environment, as deleted data CANNOT
be recovered.
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Ensure these steps are followed when resubmitting data:

submitted for all activity files.

Ensure that the ‘Start Visit Date’ and ‘End Visit Date’ range reflects the period of data being

Select the ‘Surgery Only’ box (below the visit date range) if applicable.
If the submission for the visit date range indicated is a resubmission meant to ‘replace’ existing

data already submitted (for that visit date range), select the activity files that are to be ‘replaced’.
a. Failure to select the appropriate boxes will result in DUPLICATE data for the visit date

range resubmitted.

If the submission for the visit date range indicated is a resubmission meant to ‘append’ to existing

data already submitted (for that visit date range), DO NOT select the boxes.
a. Selecting any of the activity file boxes, will result in REPLACING, existing data.

ALR Resubmission Process

\/ Start Special Request?

No
(Note: Only on optional resubmission months)

Submit Data Submission-
Special Request form for
approval.

Receive approval notification.

L7

Login to Data Book submission

application-
https://gateway.cancercare.on.ca

A4

Form: http://www.cancercare.on.ca/cms/One.aspx?portalld=1377&pageld=11899

Ensure that the ‘Start Visit Date’ and ‘End Visit

Date’ range reflects the period of data being
submitted for all activity files.

v

Select the ‘Surgery Only’ box (below the visit date

range) if applicable

DO NOT select entity flag. The submission for the visit date
range indicated is a resubmission meant to ‘APPEND’ to
existing data already submitted (for that visit date range).
Note: Selecting any of the activity file boxes, will result in
REPLACING, existing data.

!

v

Delete and
replace current
data?

Start VisitDate: 10012012 (menissyyl <
End Visit Date: 101312012 meisaiyr)
Sub ustvely Surgery Only data (Le. no visilfactivity data)

‘specific ime. When in doubt, please send an email to Dbk Submissionficancercare on ca for clarification

Clinicvisit
Radiation
Systemic

Praceoures

‘Seluct ety 1o Gelels any @aisting dala for e current visit date (ange. Only s e Ihis If you are re-SuBMting data for

* Select File. Browse...
Submission for this date range is completed. Pleazs generate my Q4 raports.

Upload

— Data Book Submission - Production — Data Book Submission - Test
5 5
Select the appropriate flags for ALL the entities that
are to be resubmitted.
Yes——— Note: Failure to select the appropriate boxes will result

in DUPLICATE data for the visit date range resubmitted.

Start Visit Date: 1010112012 mmadiyyyy
End Visit Date: 10/31/2012 mmdiy

«—

[T submission contains exclusively Surgery Only data (i.e. no visit/activity data)

Select enity to delete any existing data for the current visit date range. Only use this ifyou are re-submitling data for
specifictime. When in doust, please send an emailto Dok Submission@cancarcare.on.ca for dlarification

[ clinic Visit

[ Radiation
Systemic <«
[ Procedures
* Select File [ Browse.. |
[ submission for this date range is completed. Please generate my QA reports.

Ignore the last check box below the ‘select file’ field, as every
>

submission will generate QA reports.

A

I 2

End.
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Kingston/Quinte submission process:

Due to Kingston and Quinte using the same submitting hospital number to report data, there are strict
submission guidelines that need to be followed to ensure data from both sites are received correctly.

SCENARIOS SITE SUBMITS | DATA FLAGS
1. Regular monthly | Kingston | 1% All data No flags selected
Submissions
Quinte 2nd Systemic No flags selected
data
2. Kingston needs Kingston | 1% Systemic Systemic flag selected (and other
resubmission data (or activity if also resubmitting)
(issue with more)
Systemic data)
Quinte 2" Systemic No flags selected
data
3. Quinte needs Kingston | 1% Systemic Systemic flag selected (and other
resubmission data (or activity if also resubmitting)
(issue with more)
Systemic data)
Quinte 2nd Systemic No flags selected
data

It is important that Quinte NEVER selects the resubmission flags for regular or resubmissions, and that
Kingston always submits first for regular and resubmissions. When resubmitting (Kingston or Quinte),
Kingston MUST select the appropriate resubmission activity file flags.

* Select File : Browse...

Submission for this date range is completed. Please generate my QA reports.
Upload

The Select File section allows you to search your computer for the data file to be uploaded. Click
the ‘Browse’ button, and locate the correct file from your computer. Please note that this should
be a ZIP file containing only valid Data Book ALR/OCR format files, and named using the naming
convention defined in the most recent CCO Data Book document.

The Submission for this date range is completed is no longer applicable, QA checks will be
generated for each data submission regardless if the check box is selected.

Once you have completed entry of the applicable criteria, click the Upload button. You will receive
a message on the screen and via an email indicating if the submission was successful. If it was
successful, your data will be loaded and QA reports generated, usually within 1 hour. If it was
NOT successful, correct the problem as indicated by the message and resubmit.
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3.4 Access to QA reports
Once the QA reports have been generated, an email notification is sent to inform the user of the

availability of the reports that can be accessed in the ‘file access’ directory (or the existing SSL
site).

Access via ‘File Access’ directory on CCO gateway:

| e Cancer Care Ontaric Application Portal | |

Cancer Care Ontario Application Portal

ﬁ @9, Run Application b (59 @ == acivity | [=]

& || Home

i Home
& Data Book Submissi

& Data Book Submissi
[ File Access

Data Book Submission - Production @I Data Book Submission - Test

File Access
@ Explore Your Files

/& Cancer Care Ontario Application Portal | |

Cancer Care Ontario Application Portal
ﬁ | ﬁ@«r | Run Apglication P g@@ | @ | = actvity | | —"
@ 4= Back ‘ = | | @ Search | [ Folders i Upload ‘ (3 MNew Folder

Refresh |

Address I

T4 Home Metwork
& Data Book Submissi{ | E-{88 CCO

'.:. Data Book Submissi ? @ filerc_cancercare_ on.ca
B File Access

Click on [+] for the drop
down folder.

| e Cancer Care Ontario Application Portal | |

Cancer Care Ontario Application Portal
| ‘@Q | Run Appication » @5 | | =2 actvity | ="
_ = € “—
@ 4= Back | = | | @ Search | % Folders 4 Upload | [ New Folder ‘ Refresh |

Address |CCOIﬁIerc.ancermre.on.m__e—IM_$

VI3 Home Network P e IJ | Mame ¢
v-':- Data Book Submissi E‘" Cco Lm 1 Data Book QA Reporting - Production
v-';- Data Book Submissi E"@ filerc.cancercare.on.ca B Data Book QA Reporting - Test

7y File Access i | e-IV1-

Select an item to view its properties,

Click on ‘e-IM<facility name>’ folder
to display the Data Book QA
Reporting Production and Test
folders. Then click on QA folder to
access the CCO load ID folder

submitted to either the Production or
Test version. T
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Cancer Care Ontario Application Portal
ﬁ &q Run Application W @9 @ g Activity Igl
& Back | = | | @ search | (% Folders i Upload ‘ 3 New Folder | Refresh |

| & Cancer Care Ontaric Application Portal

Address ICCDIﬁ\erc‘mncermre.on‘mfﬁ_e—IM-ﬂ]am Book QA Reporting - Test
@ Home Network = [ |J | Name sze | Type
‘0';-\ Data Book Submissi 5§ CCO LD 1 ases File Folder
£ Data Book Submissi E--@ filerc.cancercare.on.ca ~
B2 File Access ) e I .
Data Book QA Reporting - Test
‘ g
lectn fem toviw s proper s, Example of ‘Data Book QA Reporting
— Test folder.
1
{@ Cancer Care Ontario Application Portal - ~ ] dm v Pagev Sa
Cancer Care Ontario Application Portal
00;

ﬁ O | runsoicaton > @9 @ == actvity | [—"
| T
@ <= Back ‘ - ‘ ‘ @ search | 4 Folders L Upload ‘ 03 New Folder Refresh ‘
address  [CCO/flerc. cancercare. on.ca/@s_e-1M-@#S/Data Book QA Reporting - Test/8668
| Name # Size | Type [ Modified
1/25/2013 11:09:35 AM

LA Home Network = el J

% Data Book submissi | 38 CCO fles_submitted-0632-l02d_8868.c5v 271 CSVFle

£ Dote Book submissi| = flerc.cancercare.on ca Ga_counts 0532 foad _8668.csv 1336 CSVFie 1/25[2013 11:09:35 A4
a_report-0632-load_8668.c5v 1214181 CsVFile 1/29/2013 11:09:35 AM

3 Fie Access (] OAT_e-IV- NG

8668

Three QA reports are available for
each CCO load ID. 1. Files
submitted 2. QA counts (summary)
3. QA reports (record detail)

Select an item to view its properties.
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