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Direct Data Entry (DDE) for Public Health Reporting is an application that provides 
online web forms which allows participating health organizations to submit lab results 
and related case reports for communicable diseases. DDE tool can be accessed in the 
HIE portal.

DDE gives user access to two types of forms: 

•	 Lab Data Entry form 

•	 Case Report Entry form

Note: Forms are available by role type. You will only see both forms if you have access 
to see both forms. If you are an electronic lab report (eLR) user, you will only have 
access to the Lab data entry form. If you are an electronic case report (eCR) user, you 
will only have access to Case report entry form.

If a user needs access to any of the forms, please contact khiesupport@ky.gov.

mailto:khie@ky.gov
mailto:khiesupport%40ky.gov?subject=
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3 

User Preferences was created to streamline the process of entering recurring data 
for users. These settings are available for both the Lab Entry Form and Case Report 
Form. Users are encouraged to enter recurring information before beginning any form 
to enhance user workflow. The details entered here are required in the workflow when 
users begin a form, these options will be available in the field’s drop-down list. 

When users click 
on the Ordering 
Provider Details, 
the following 
screen appears; 
users should 
select Add New. 

Lab Data Entry User Preferences

mailto:khie@ky.gov
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The Add New Ordering Provider screen appears. Enter all Ordering Provider details; 
required fields are marked with asterisks (*). If applicable, select the appropriate 
Prefix and Suffix from the drop down. Provider NPI must be 10 digits; users will get 
an error message if it’s less or more than 10 digits. After providing all necessary 
information, click Create.

The details of the ordering provider will appear, and a confirmation message will 
display: “Ordering Provider created successfully”. To add another Ordering Provider 
Details, users should click on the Add New button

mailto:khie@ky.gov
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Users can edit an Ordering Provider detail, by clicking on the edit icon. 

The Update Ordering Provider Details will appear, allowing users to edit any 
necessary information. After making changes, users must click Save to apply and 
store the updated details.

mailto:khie@ky.gov
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Users can delete an ordering provider’s entry by selecting the trash bin icon.                 
A warning pop-up will appear. Click Delete to confirm the removal or click Cancel to 
keep the information. Please note that this action cannot be undone. 

mailto:khie@ky.gov
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Users can choose how many entries to display per page by selecting a value from the 
drop‑down menu. Up to 100 entries can be shown on a single page

Users can control which columns are visible in the table by opening the column menu. 
This menu allows users to select or deselect the columns they want to display. By 
default, all columns are checked, meaning all are visible. To hide a column, users can 
uncheck it, and the column will be removed from the table immediately. To close the 
menu, click the X icon. Selecting the Reset button will restore the default view with all 
columns checked.

mailto:khie@ky.gov
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By clicking the ‘Reset’ button, it will undo all action done for the columns.

Users can search for a provider by selecting the search icon and entering any 
information relevant to a provider on the list. As user types, the search functionality 
will filter the view.

mailto:khie@ky.gov
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The reset icon resets all action done in regard to column display and provider search 
to its default state.

Manage Ordering Facility Details5 

Users can add ordering facility details by selecting the “Ordering Facility Details” from 
the “User Preferences” drop down then click on “Add New” on the right.

mailto:khie@ky.gov
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Add New Ordering Facility pop-up window displays. Users must enter all required 
fields marked with asterisks (*). After filling in all mandatory fields, click Create.

After creating ordering facility details, users are returned to the worklist’s view. Users 
can edit any information by clicking on the edit icon. The Update Ordering Facility 
Details will appear, allowing users to edit any necessary information. After making 
changes, users must click Save to apply and store the updated details. 

mailto:khie@ky.gov
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Manage Ordering Facility Details5 

Users can delete an ordering provider’s entry by selecting the trash bin icon. A 
warning pop-up will appear. Click Delete to confirm the removal or click Cancel to 
keep the information. Please note that this action cannot be undone. 

Filling out Laboratory Information in the Lab Entry Form

When filling the laboratory information in the lab data entry form, and users cannot 
find a facility or provider name from the drop-down list, users can click the ‘+’ icon and 
this will display a pop-up screen.

The Add New 
screen will 
appear. Users 
should enter 
all required 
information and 
click create.

A confirmation message will display 
confirming entry success. Users can 
then click the drop-down arrow to 
see added information.

mailto:khie@ky.gov
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The case report entry form can be found on the side panel by clicking on the third icon 
(this form is available by role type). Users should begin by filling in user preference 
details which contain the Attending physician/Clinician, Person Completing Form 
and Ordering Provider/Clinician details.

When users select any of the options, the Add New button appears to the right and 
should be clicked.

mailto:khie@ky.gov
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The form to add the new details appears. Users should enter all details in the required 
field and click Create.

mailto:khie@ky.gov
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The lab data entry form is designed for users to enter a single result or multiple lab 
test results at the same time for the same patient. (This form will only be accessible 
to users who have access to the Lab Entry Form.)

Within the lab data entry form drop down, you can manage user preferences (see 
Tips and Tricks section on how to do this) and access the communicable disease lab 
entry form.

mailto:khie@ky.gov
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To enter lab entry details, users should select the Communicable Disease Lab Entry 
in the left panel and select New Form.

The lab entry form is a four-step process where users enter the (1) Patient 
Information, (2) Laboratory Information, (3) Ask on Order Entry, (4) Lab Data Review. 
In each step, there are required fields marked with red asterisks (*). These fields 
must be completed in order to proceed. Users are encouraged to enter as much 
information as possible.

mailto:khie@ky.gov
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The Save button allows users to save their progress at any time. If a user needs to 
leave the form before completing it, they can save their work and return to resume 
from the last saved point. For all fields with a drop-down, users can search within 
the list to find relevant information within the field. In the State field, the form 
defaults to KY, users can change this if need be. This changes the county drop-down 
to display “Out of System State”. When users have completed all required fields, 
users should click Next to proceed to the following step. ￼                                                

mailto:khie@ky.gov
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The next step is to enter details about laboratory information. This section is 
divided into three parts: Ordering Facility Information, Specimen Information, 
and Test Results.

Ordering Facility Information

Users must select an ordering facility or ordering provider from the drop-down 
list. There will only be a list of Ordering Facility and Provider name if the user 
entered this information in User Preference section before beginning a form (see 
User preference set up above for this).

If ordering facility or provider details were not entered initially, users can create 
new facility/provider information by clicking on the ‘+’ icon.

mailto:khie@ky.gov
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When users select a provider name from the drop-down list, this auto populates the 
provider NPI linked to the provider selected.

Specimen Information

Test Results

When entering specimen information, users should click on the drop down for a 
list of options and search for information. The specimen collection date/time can 
be typed in or be selected from the date picker by clicking on the date icon. All 
required fields with an asterisk (*) must be completed.

The test results section requires more entries. Users should select either Condition 
Group or Condition. Note that if you select Condition first, the Condition Group 
will auto-populate. If you select a Condition Group first, the Condition field will 
display a drop-down list of associated conditions for you to choose from.

The instruction at the bottom of the form instructs users on how to include 
additional lab results.

mailto:khie@ky.gov
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Laboratory Information10

When selecting any Resulted Test from the drop down, this auto populates the 
Resulted Test LOINC associated with the test so users do not have to enter that.

Alternatively, in situations where the resulted test LOINC code is known but the 
resulted test name is not, users can use search/select from the list of LOINC codes 
and this auto populates the resulted test name.

mailto:khie@ky.gov
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The result type field has four options, and depending on the result type selected, the 
entry differs.

If a user selects Coded Result, a drop-down list of options appears in the Result field. 

mailto:khie@ky.gov
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If Numeric Result is selected, enter the value and choose a unit from the Units 
drop‑down (required). If the value has no unit, select “Number”.

If Text Results is selected, enter text in the result field which is typeable.

If Structured Numeric is selected, users should enter all required fields.

mailto:khie@ky.gov
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Ask on Order Entry

The next step is the Ask on Order Entry section. If the user selected Female in the 
Patient Information step, the “Is the patient pregnant?” field will appear and must be 
completed to move forward. If Male was selected, this field will not display. All other 
fields in this section are optional, but users may enter information if it is available.

mailto:khie@ky.gov
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Laboratory Information10

Lab Data Review

This screen displays a summary of the information entered by the users. Users 
should review data entered in this page before clicking on the submit button 
below. Users can print/download the lab report entry before submitting by 
clicking the Print button.

After verifying the information is accurate, users should click on the submit button 
below. the Lab Data Entry form.

mailto:khie@ky.gov
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A confirmation modal pop-up appears. Once submitted, users cannot make any 
changes after submission.

When users click submit, a Lab Entry ID is created which users can save for 
reference purposes. 

mailto:khie@ky.gov
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To access Case report forms, users should select the drop down beside the Case 
Report Entry in the panel and click on Case Report Entry Summary. (This form will 
only be accessible to users who have access to Case Report Forms.)

When users click the Case Report Entry Summary, the New Form button will 
appear on the right.

mailto:khie@ky.gov
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When users click the New Form drop-down, it will 
reveal the available reportable condition groups.

Note: For user that have been provisioned both 
the eLR and eCR roles, the system will present 
the user a pop up upon lab submission if the 
condition(s) for which they submitted a result for 
has a case report form.  

mailto:khie@ky.gov
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Depending on the condition group selected when users click on New Form, the 
number of steps required for completion varies. Each step includes required fields that 
must be completed before users can proceed to the next step. 

Each condition group has its own conditions. You can only pick one condition at a 
time. See the HIV Condition Group for example;

Required fields vary across condition‑specific forms, so users should ensure they 
are completing the correct form. For example, if the Adult HIV form is selected, the 
entered date of birth must indicate that the patient is 13 years of age or older.

mailto:khie@ky.gov
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Filling A Case Report Form13

The questions assigned to the Adult HIV form differs from that in the Pediatric Form.

All case report forms include Yes/No/Unknown questions. In some cases, selecting 
Yes will display additional questions, while selecting No will not, and vice versa.

This is an example of what appears when the user selects Yes.

This is an example of what appears when the user selects No. More fields appear 
because the patient’s organization differs from that of the person completing the 
form and the attending physician.

mailto:khie@ky.gov
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When all required fields in a step are completed, users should click Next to proceed; 
this action automatically saves the information entered. If the form is incomplete and a 
user wants to return later, they must click the Save button to preserve their progress.

As mentioned above, once a user selects a condition within the condition group, it 
must be the correct form. After completing the Patient Information step and clicking 
Next, the user cannot go back to change the condition. A confirmation modal appears 
to inform the user of this. Click Continue to proceed.

When users select Continue, the form proceeds to the next step, Laboratory 
Information. As noted earlier, additional fields will appear depending on how Yes/No/
Unknown questions are answered.

Filling A Case Report Form13

mailto:khie@ky.gov
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If the patient has had a previous HIV test result and the person completing the 
form selects Yes, additional information about that result must be entered. This 
field is required.

If the previous result was negative and the user selects Yes, additional information 
about the negative result must be entered. This field is required.

The final question in this step inquires about the patient’s lab test. When Yes is 
selected, the user is required to provide details about the resulted test.

Filling A Case Report Form13

mailto:khie@ky.gov
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The fields in the test result section depend on the option selected in the preceding field.

Users should begin by selecting the HIV Test Type, which includes two options. If the 
user selects Rapid Test, the HIV Test Brand field will appear. Users must select the 
test brand from the drop‑down menu to reveal the list of available options

If users do not select a HIV Test Brand, the options in the Resulted Test field and 
Resulted Test LOINC field will not appear.

Filling A Case Report Form13

mailto:khie@ky.gov
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After the Test Brand has been selected, the options for the Resulted Test field appears.

The Resulted Test LOINC field auto‑populates when the user selects the first option 
(as it is the only option available). The user must then select the Result from the 
options below.

If the user selects Other, both the Test LOINC and Result fields will auto‑populate with 
‘Other.’ The user must then provide the specific result in the text box.

Filling A Case Report Form13

mailto:khie@ky.gov
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If a user selects Non‑Rapid Tests in the HIV Test Type field, the same process applies. 
The HIV Test Category field will appear and must be selected before the user can 
choose a Resulted Test and a Resulted Test LOINC option

If there are additional resulted tests, users may add them. Additional test results 
can only be entered if the patient has a lab result; this option will not appear if the 
user selected “No” for the lab result question. Users must first complete the required 
preceding information before entering any additional test results.

What users will see before completing the preceding sections. Users cannot select 
these options, and an on‑screen instruction will appear to notify them.

After completing the required preceding sections, the Add button becomes clickable.

Filling A Case Report Form13

mailto:khie@ky.gov
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When a user clicks no or unknown in the Laboratory Information step, no further 
question is asked.

In the Applicable Symptoms step, the HIV form requires symptom documentation. If 
the patient had no symptoms, select No and move to the next step.

Filling A Case Report Form13

mailto:khie@ky.gov
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If the patient had symptoms, the person completing form should select yes and a list of 
symptoms will be revealed along with additional required questions if Yes was selected 
for these symptoms. 

If the patient had symptoms that are not listed, users should enter them in the ‘Please 
Specify’ field at the bottom and proceed to the next step once finished.

Filling A Case Report Form13

mailto:khie@ky.gov
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The next step captures Hospitalization, ICU, and Death information, which the person 
completing the form must enter if available. As with previous steps, if Yes is selected for 
any initial question, additional required questions will appear.

The Service Referral step is required to capture further information regarding the 
patient’s HIV status if available

Filling A Case Report Form13

mailto:khie@ky.gov
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The treatment information step requires information regarding treatment history of the 
patient if available.

If there is more than one treatment option, the user can enter additional treatment 
below by selecting the Add Treatment button.

Once all steps have been completed, users can review all the information in the Review 
& Submit step. Before submitting, users may also print or download the case form.

Filling A Case Report Form13

mailto:khie@ky.gov
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Filling A Case Report Form13

Submitting a Form:

To submit a completed form, click Submit at the bottom of the page. A 
confirmation pop‑up will appear. Once submitted, users cannot make any changes 
after submission.  

After submission, a document ID is generated confirming the success of the user’s 
submission.

mailto:khie@ky.gov
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14

This section outlines tips and tricks a user can utilize during their workflow.

Help Icons

Collapsing Panel

Help icons provide descriptions or instructions for what users should enter in a 
field. They are available in the lab entry form and all case report forms. Hovering 
your cursor over the “?” help icon displays the relevant guidance.

When accessing any form or the user preferences, be sure to collapse the panel on 
the left side to view the full screen and improve user experience.

Before Collapsing

mailto:khie@ky.gov
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Tips and Tricks14

After Collapsing

Small Screen Size

Large Screen Size

Screen Size View

The case report form menu adjusts based on screen size. On smaller screens, 
such as laptops, the steps appear in a vertical list view. On larger screens, such as 
desktop monitors, the steps display horizontally.

mailto:khie@ky.gov
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Saved Work Item

When users are entering details in a form, users are encouraged to click Save 
before progressing to the next step. This saves the current work in progress in 
case a user is unable to complete a form; they can return back to their saved work. 
Users can go back to saved work items anywhere in the process if the user saves 
their work. 

In the worklist, the ‘Status’ shows ‘In-Progress’ with no date submitted as the 
process is incomplete. To complete the form, users must click on the edit button 
and enter all necessary details. 

The default time selection range is one week, and the end date will always be the 
current date. If a lab entry report has been saved for more than one week, users 
should utilize the data range to retrieve the data.
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These are key terms, acronyms, and concepts referenced throughout the user guide.

•	 DDE: Direct Data Entry.

•	 User Preferences: Specific content details or information that are recurring in a user 
workflow, e.g. Performing Facility, Person Filling the Form.

•	 LOINC: Logical Observation Identifiers Names and Codes, universal standard for 
identifying medical laboratory observations.
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