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TT Tracker Set-up
To ensure that the applica  ons is ready before any fi eld work begins, Administrators and 
Supervisors must:

 Create coverage area loca  ons 
 Create or update mobile users 
 Assign coverage area loca  ons to Mobile Workers
 Create or update surgeon list 
 Download the TT Tracker applica  on and their country project on all phones

Project Modifi ca  ons
Access Country Project
To make any modifi ca  ons to the country project, you will need to:

1. Log in to www.commcarehq.org.

2. Sign in using your e-mail and password. 

3. Once logged in you will see the Dashboard, where all modifi ca  ons to the applica  on and 
data can be completed, using the select menu op  ons.

 Reports: Used to access CommCare Report Builder and Case Lists for individual pa  ents or 
sessions.

 Data: Used to access CommCare Export Tool, manage surgeon tables, and reassign pa  ents 
to a diff erent session. 

 Users: Used to create or update Mobile Workers and Web Users and create or update 
program loca  ons.

 Web Apps: Used to access the online version of the TT Tracker phone applica  on. Can be 
used to edit exis  ng pa  ent records. 

Note that your account will be created by the TT 
Tracker Development Team during the crea  on of 
the country project; you will subsequently create 
addi  onal Web User accounts for individuals who 
need access to the applica  on.
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Create Web Users
Web Users are individuals who will need to make modifi ca  ons to the system itself, including 
adding/edi  ng loca  ons and data, or who may request addi  onal data exports and reports. The 
level of their access depends on the role they are assigned by the Administrator. 

Mobile Workers (surgeons and surgical assistants) entering informa  on on the phones will not 
require a Web User login, and Web Users cannot enter informa  on onto the TT Tracker unless a 
Mobile Worker username is used.

1. Select Web Users & Roles from the Users dropdown list at the top of the menu bar.

2. Exis  ng users will apear in a list. Select Invite Web User.
3. Enter the Web User’s email and assign the project role. 

4. Send invite to user
 The email invite will include a link 

for them to establish their account 
 The link will expire in 30 days
 All pending invita  ons will appear 

below the confi rmed Web Users.

Roles are created based on program 
needs. Each role is assigned permissions, 
allowing users an established level of 
data access. This varies from making 
changes on all aspects of the system 
(Admin) to only viewing data without 
being able to make any changes (Read 
Only). Programs will create roles and 
permissions relevant to their program 
needs.
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For individuals who must receive the surgeon performance report emails reports and/or the 
pa  ents due-for follow-up emails, this depends on the role that is assigned. If crea  ng a new role, 
the following must be included in the name of the new role in order for the email report(s) to be 
sent. 

 If user must receive the Surgeon Performance Report, include Surgeon Perf in the role 
name. 

 If the user must receive the Due for Follow-up List, include Followup in the role name. 
 If user must receive both reports, include Surgon Perf AND Followup in the role name. 

◊ Example: Program Managers: Include Followup and Surgeon Perf Reports

Need to Know: Automated Report Recipients 
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Create Program Loca  ons (Coverage Areas)
The TT Tracker supports a two-level organiza  on structure within a country program. This allows 
for two administra  ve units to be established within the larger na  onal structure and used for 
grouping and analyses. Unless otherwise specifi ed, the two organiza  onal levels will be Region and 
District; if diff ering levels are preferred, please inform the TT Tracker Development Team. 
Loca  ons and coverage areas should be added at the onset of a program’s ac  vi  es, though 
addi  onal areas can be added at a later date. At the onset of a program, the TT Tracker 
Development Team will support this, though subsequent addi  ons and changes can easily be 
completed by Administrators. See Coverage Area in Defi ni  ons

Crea  ng a New Region

The Region is the top level of organiza  on within the country project; it is considered the ‘Parent’ 
loca  on. Once a Region is created, the smaller District or ‘Child loca  on(s) can be created within 
that given Region.

1. Select Organiza  on Structure from the Users dropdown list at the top of the menu bar.

2. A list of exis  ng regions will appear. 
To create a new region, select

3. Provide the name of the Region and 
select Create Loca  on.

Pay close a  en  on to the spelling; this must be recognized by all 
Mobile Workers and will be used for all reports.
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4. The loca  on will be saved and addi  onal informa  on will populate the Region profi le. 
There will be two tabs, Basic and Users.

 Basic: Includes Name, Parent, Organiza  onal level 
and Site Code. Do NOT change this informa  on; 
CommCare will automa  cally enter this informa  on.

 Users: It is possible to see and/or add Mobile 
Workers to each individual loca  on, though the 
loca  on can also be added to each Mobile Worker.

5. Select Update Loca  on every  me you make a change to the region informa  on.

Note that because Region is the highest of the two 
organiza  onal levels, it does not have a larger region 
(or 'Parent') to which it is associated in the TT Tracker. 
Parent should remain empty.

Click on the empty space next 
to Workers at Loca  on and 
the list of mobile workers will 
appear to assist with selec  on.

Adding Mobile Workers to Region
If Mobile Workers have not yet been added to a project, the below steps can be 
skipped. Loca  ons can also be added to Mobile Workers when crea  ng Mobile 
Workers. 

 → Click on the empty space next to ‘Workers at Loca  on’ and the list of 
mobile workers will appear to assist with selec  on

 → Select all Mobile Workers that work in that designated region. 

If users should not be given access to all of the districts within a Region, 
they should NOT be assigned a region but should instead be assigned the 
individual districts (See Adding Mobile Workers to District)



Page: 8Administrator Manual

Adding Districts to Regions
If you need to add Districts (Child) to a Region (Parent), follow these steps:

1. Select Organiza  on Structure from the Users dropdown list at the top of the menu bar. 
 A list of exis  ng regions will appear. 

2. Select + next to the region to see the districts already saved.

3. Select + New District in [Region]
4. Provide the name of the new District and select Create Loca  on.

5. The loca  on will be saved and addi  onal informa  on will populate the District profi le. 
There will be two tabs, Basic and Users.

 Basic: Includes Name, Parent, Organiza  onal level and Site Code. CommCare will 
automa  cally enter this informa  on.

 Users: It is possible to see and/or add Mobile Workers to each individual loca  on, 
though the loca  on can also be added to each Mobile Worker.

Pay close a  en  on to 
the spelling; this must be 
recognized by all Mobile 
Workers and will be used 
for all reports.

The Region to which you are assigning the District should automa  cally appear in Parent. 
If it does not appear, select the Region where the District should belong. 

Adding Mobile Workers to District
If Mobile Workers have not yet been added to a project, the below steps can be 
skipped. Loca  ons can also be added to Mobile Workers when crea  ng Mobile 
Workers. 

 → Click on the empty space next to ‘Workers at Loca  on’ and the list of 
mobile workers will appear to assist with selec  on

 → Select all Mobile Workers that work in that designated region. 

 → Select Update Loca  on Membership

Mobile Workers must 
already be created in the 
TT Tracker project BEFORE 
they can be added to a 
District or Region.
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Crea  ng and Edi  ng Mobile Workers
You must create new Mobile Workers at the onset of implementa  on and as needed throughout 
the use of the TT Tracker. Once Mobile Workers are created, with loca  ons assigned, and phones 
have been synced, they will have access to all pa  ent informa  on within the given coverage area.

1. Select Mobile Workers from the Users dropdown list at the top of the menu bar.

2. When the Mobile Workers page is visible, select green Create Mobile Worker bu  on.

 If there is a large number of individuals to enter, it is possible to enter users in bulk, 
though the method described here is preferred to avoid errors. See Bulk Upload 
Mobile Workers.

3. Each Mobile Worker will be provided a username (used to sign in on the phone or web 
applica  on for data entry), password, and op  onal fi rst and last name.

• Username: If usernames are applied to phones rather 

than individuals, use the same format for each phone 

so each phone can be easily dis  nguished (e.g. [country 

le  ers]tracker[#]

• First & Last Name: Not required if applying username 

to phones. Should be included if assigned to an 

individual. 

• Loca  on: Can be le   blank--the loca  ons can be added 

once the Mobile Worker is created. 

• Password: Must be provided. If usernames are for 

phones, create a password that is easily recognizable 

for all Mobile Workers across phones. 

• User ID: Create a two digit alphanumeric ID for each 

Mobile Worker--all user IDs must be diff erent. 
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4. Enter the Unique User ID for the phone/user
 The unique phone ID is u  lized in the crea  on of Pa  ent IDs as well as Session IDs. 
 Each phone/user must have a unique ID. The IDs should be two le  ers and/or num-

bers in length and should be unique to each username. 

5. New Mobile Worker will appear on the Mobile Workers page. Select the Mobile Worker 
to con  nue edi  ng informa  on, par  cularly the loca  ons in which the worker will be 
ac  ve.

6. The Basic Mobile Worker summary includes the relevant informa  on recently added—
username, fi rst and last name, and unique user ID with addi  onal informa  on requested.

 Role: This can remain blank--Mobile Workers can use the Web App or the phone 
version of the TT Tracker to enter pa  ent informa  on; a role is not required to use 
either interface. 

 Email: This can remain blank; no repor  ng off ered by using the TT Tracker will be sent 
to Mobile Workers. Individuals who must receive designated reports and/or access 
the CommCare will be considered Web Users and will require an email.  

 Language: Select the desired default language.
 User ID: This is required and should be unique; no other Mobile Worker in the 

country project should have the same ID. 

Tips and Tricks: 
Use the suggested username tracking tool provided at www.  tracker.org 
to keep track of all Mobile Workers and their unique user IDs.
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7. The Loca  ons tab allows you to assign the coverage area (designated Districts or 
Regions) to the Mobile Worker.

 Click in the white box next to Loca  ons and all program loca  ons created in the 
project will appear. 

 Select all loca  ons that apply. Primary loca  on can be any of the selected loca  ons; it 
does not aff ect the func  onality of the TT Tracker. 

8. The Password tab can be used if a password needs to be changed for any reason. You 
will not see the exis  ng/old password but will just type and confi rm the new password. 

9. The Permanent Ac  ons tab should not be used, unless a username was mistakenly 
created and needs to be immediately removed.

10. Once new Mobile Workers have been added or edited, phone(s) need to be synced so 
the informa  on is updated.

Individual districts or en  re 
regions can be added to 
a Mobile Worker. It is not 
necessary to add all of the 
districts individually if Mobile 
Worker is working in the en  re 
region--just select the region. 

Tips and Tricks
Every Mobile Worker should include OTHER REGION in their loca  ons. This will 
allow the Mobile Worker to select Other and enter the name of a Region or District 
if  pa  ent's home loca  on is not found.

A Mobile Worker should NOT be 
deleted. Dele  ng the username will 
delete all records that were entered 
by that Mobile Worker. If usernames 
are no longer needed, the individual 
can be deac  vated or archived but 
should NOT be deleted. 
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Deac  vate Mobile Workers

If a Mobile Worker is no longer par  cipa  ng in the ac  vi  es of a program, you can easily deac  vate 
them. Many of the Mobile Workers will be phones rather than individuals and thus the need will 
be minimal. However, individual Mobile Workers who enter data under an individual username will 
have to be deac  vated more o  en. Deac  va  ng them will ensure they no longer appear on the 
loca  ons summary of exis  ng users.

1. Select Mobile Workers from the Users dropdown list at the top of the menu bar.
 A list of users will appear.
 If a large number of Mobile Workers are listed, you can search the Mobile Worker by 

name using the ‘Filter Workers’ search bar.
2. Find the Mobile Worker that should be deac  vated and select Deac  vate.

3. Confi rm the deac  va  on.
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Reac  vate Mobile Workers

If a Mobile Worker returns to the program and needs access to view and enter pa  ent informa  on, 
they will need to be reac  vated.

1. Select Mobile Workers from the Users dropdown list at the top of the menu bar.
 A list of ac  ve Mobile Workers will appear in a list. 
 The inac  ve Mobile Workers will not appear.

2. Select Show Deac  vated Mobile Workers to see Mobile Worker that have been 
deac  vated.

3. Select Reac  vate next to the Mobile Worker that must be reac  vated. 

4. Confi rm reac  va  on.
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Crea  ng and Edi  ng Surgeon Tables
The TT Tracker u  lizes a lookup table to document the surgeon conduc  ng surgery and follow-up 
ac  vi  es, enhancing the analysis capabili  es of surgical outcomes. The surgeon lookup table must 
be kept up-to-date; program staff  need to report changes and updates regularly. 

1. Select View All from the Data menu at the top of the screen.
2. Select Manage Tables under Lookup Tables category.

 This will reveal all related tables 
(confi gura  on and surgeons)

 You will only need to update the 
Surgeons table; the Confi gura  on 
table should be le   untouched. 

3. Tick the box for Include [Surgeons] in Download then select Download Lookup Tables.

4. Select Download File Now which will download 
Surgeon Table into Excel.

You can view the current 
surgeon table by selec  ng 
View Tables, however, to make 
modifi ca  ons to the Surgeon 
Lookup table, you must use the 
download and upload features 
under Manage Tables.
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5. Two tabs will be visible in the export: types and surgeons. User should only modify the 
surgeons tab; types should remain unchanged.
 The export will provide the forma   ng requirements for new surgeons. If you are 

uploading a surgeon list for the fi rst  me, the list will be blank, except for the 
Unknown surgeon. This will help you see the format for fi lling in the surgeon table. 

6. Variables in the export

 UID: This is the unique ID provided to each surgeon by the TT Tracker. When new 
surgeons are added, this column should remain blank.

 Delete (Y/N): This column can be used to PERMANENTLY remove surgeons from the 
lookup table. To delete surgeons from appearing in the lookup table, enter Y in. When 
adding a new surgeon (or upda  ng informa  on for a surgeon who should remain on 
the list), this should be N or blank.

 Field: surgeon_id: This is the surgeon ID provided to each of the surgeons; it will be 
automa  cally generated. When adding a new surgeon to the table this should remain 
blank. 

 Field: surgeon_name: Enter the surgeon’s name how it will appear in the lookup table.
 Field: site_code: Leave blank/untouched. 
 Field: sort_value: Leave blank.
 Field: email: If a surgeon has an email, it should be entered in this fi eld. This will allow 

the surgeons to receive a monthly automated report based on their produc  vity and 
outcome assessments. 

 Field: surgeon_inac  ve: If a surgeon is no longer ac  ve in a program, they should 
NOT be deleted. They should be assigned to INACTIVE by entering Y. Surgeons 
will be removed from the pull-up list on the phone, but reports will s  ll show their 
previous surgical ac  vi  es. 

This will prevent reports to be conducted on historical surgeries conducted by surgeon. This 
should NOT be used if surgeon was ac  ve; it should only be used if a surgeon was added in error 
and did not conduct any surgery for the program. 

Tips and Tricks
Surgeon ID will be in numerical order--if a surgeon is DELETED from the 
system, the next surgeon added will assume the surgeon ID created for the 
deleted surgeon. It is best prac  ce to always DEACTIVATE surgeons who have 
le   the program to avoid repor  ng issues for surgeons. 
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7. Once all changes have been made, save the document and prepare for upload.
8. Select View All from the Data menu at the top of the screen.
9. Select Manage Tables under Lookup Tables category.
10. Select Choose File under Upload Lookup Table.

 Locate the edited Excel document.
11. Tick Replace Exis  ng Data Tables which will replace the exis  ng data table with the new 

edited version with addi  ons and updates.

12. Select 
13. Once the system has confi rmed that the table was uploaded, select Return to Manage 

Tables to confi rm the upload has been completed correctly. 
 Op  on 1: Select View Table to confi rm that the informa  on has been saved correctly
 Op  on 2: Download the surgeon table to review in Excel. 
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Accessing Informa  on
There are various ways to access program informa  on in the TT Tracker. Note that iden  fi able 
informa  on of both pa  ents and surgeons can only be accessed using the CommCare portal. This 
is an eff ort to decrease the risk of unauthorized access. De-iden  fi ed summary informa  on can be 
accessed through Metabase, a data visualiza  on tool. This sec  on reviews the ways in which you 
can access pa  ent data, access reports, and modify data.

CommCare
All idenfi able pa  ent informa  on can be found in CommCare. It is possible to review a single 
pa  ent record or export an en  re list of pa  ents, depending on the program's needs. 

Viewing Single Pa  ent Records
To view a single record with all related forms and changes completed for the given record, use the 
Case List feature.

1. Select View All from the Reports menu at the top of the screen.
2. Select Case List under Inspect Data.

 Report fi lters will be made available, with default search se   ngs.

3. A  er searching for the pa  ent, select the fi le to be reviewed.
4. The summary of the case will appear with up to three tabs: Case Proper  es, Case 

History, and Related Cases. If there are no related cases, Related Cases will not appear 
as one of the tabs.

Groups or Users: Defaults to all data collected within 
the TT Tracker (Project Data). Can be modifi ed to include 
specifi c loca  ons or Mobile Workers. 
Case Type: Select to review case lists for Pa  ents. If no 
specifi c type is selected, all case types (both Sessions and 
Pa  ents) will be searched.
Opened/Closed: To view only Pa  ent cases that are open 
or closed, use the drop-down menu to select “Only Open” 
or “Only Closed”. If no selec  on is made, all cases will 
appear.
Search: Use the search to locate the name of the pa  ent 

to review. 
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 Case Proper  es: Informa  on that has been added to that given case will be included 
in the case proper  es summary.

 Case History: All forms completed/edited for the case will 
appear in Case History. Forms will appear in the order they 
were submi  ed in the TT Tracker. This keeps track of changes 
that are made to a case and allows you to delete (archive) a 
form that has been incorrectly submi  ed.

 Related Cases: All cases (Pa  ents or Sessions) that are related to the selected case 
under review will appear in Related Cases. 

 → If you're reviewing a pa  ent record, the Session under which the pa  ent was 
registered and the other 
pa  ents that were registered 
under the same Session will 
appear in Related Cases.

Provides a snapshot of the informa  on collected for the case. Some of the key 
informa  on (i.e. Pa  ent ID, District, Age, etc.) are included to confi rm pa  ent iden  ty. 

Through Case History, 
you can archive forms 
that were in error so 
they will not appear in 
reports. 
See Archive Records
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CommCare Line List Exports

Data collected via the TT Tracker can be exported into Excel for further analysis; the Exports 
feature in CommCare allows you to download all or a selected subset of variables. Exports let you 
view a line list of pa  ents with the relevant indicators related to TT interven  ons and follow-ups. 
You can limit the export to select loca  on(s) and/or  me period. 

A select number of export templates will be created and forma  ed for each program in order to 
simplify the steps required to download data: Pa  ent Registra  on, Evalua  on, Surgical, and Follow-
up informa  on. This will allow you to access any pa  ent’s full record if needed. These templates can 
be modifi ed as needed, and addi  onal automated exports can be created and saved.

Download Exis  ng Report
1. Select Export Case Data from the Data menu at the top of the screen.
2. Select Export for the saved export that you want to download. The following templates 

will be saved for program use. 
 Template 1: Pa  ent Line List: This template contains all indicators related to surgical 

outreach: pa  ent demographic and contact informa  on; screening, diagnosis and 
treatment recommenda  ons; surgery record; and outcome assessments for 24-hour, 
7-14 day, and 3-6 month follow-ups. This template should remain unchanged but can 
be copied and used as the basis to create addi  onal exports as desired by programs. 
It is a very robust set of indicators that can easily be limited (on a Copy) for program 
needs.

• Template 2: Pa  ent Visit Dates with Notes: This template contains the diagnosis, 
treatment, follow-up dates and notes for pa  ents. It does not include specifi c 
complica  ons that may have been observed during outcome assessments. Users can 
download this template to see all dates of visits with pa  ent and any relevant notes 
that were entered by the surgeon or assistant.

• Template 3: Pa  ent Referrals: Contains indicators to track referral pa  ents. Contains 
referral reason, where pa  ent was referred and the pa  ent closeout informa  on to 
confi rm if referral ac  on was completed. Export will include all pa  ents and User will 
then fi lter Excel form by pa  ents with referral informa  on.

 Templates A, B, and C: Used by data managers for data cleaning.
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3. Defi ne the Export
 Groups or Users: It is possible to limit the data export to include only a designated 

program area (Region or District).
 Date Range: The export will automa  cally export informa  on from the fi rst day of 

data collec  on through present day, but you can select a limited  meframe if needed.

4. Once the criteria have been set, select Prepare Export.

5.   Select Download
 The fi le will be downloaded in the format that was established during export crea  on 

(o  en is Excel, though CSV is op  onal).

The date used for 
Date Range will be 
the date the record 
was created, which 
will likely be the 
date the pa  ent 
was evaluated (and 
possibly operated). 

Tips and Tricks
If the fi le prepara  on is delayed 
due to the size of the fi le and/or a 
slow connec  on, you can request 
an email no  fi ca  on when the 
export has been prepared and is 
ready for download.

Variable names have been edited from their original names so reports 
are easier to read and interpret. Remember to look to the Indicator 
Defi ni  ons list to see both the origInal and edited names. 
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Crea  ng Export from Exis  ng Template

If you want to use a template as the basis for a new export, you will need to make a copy of the 
exis  ng template. 

1. Select Export Case Data from the Data menu at the top of the screen.
2. Select Copy for the saved export that you want to modify. 

 The copy will appear below the original version, renamed as [Original File Name] - 
Copy. 

3. To modify the copy, select Edit.
4. Modify the Export Se   ngs.

 Case Type: Within the TT Tracker system there are two case types: Session and 
Pa  ent.

 Session Cases: All sessions created within a coverage area.
 Pa  ent Cases: All pa  ents within the TT Tracker.
 Export Name: You can modify the name of the export. Make sure to change the name 

of the new fi le so that it will not be confused with the template copied.
 Default fi le type: Files can be exported in CSV, Excel (older versions), or Excel (2007). 

All pre-exis  ng templates have been established with Excel 2007 as default fi le type.
 Automa  cally convert dates and links for Excel: This box is  cked so that all 

informa  on collected through the TT Tracker will be converted into a usable format 
for Excel.

 Create a Daily Saved Export: If a created report must be accessed daily and thus 
informa  on should be updated every 24 hours, you can choose to Create a Daily 
Saved Export.

Do not make 
changes to the 
Template; there 
are users who may 
need the original 
Template. 
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5. Modify Case Informa  on
 Export Variables

 → Variables will appear in the order 
that they appear in the export with a 
 cked box to the le   of each.

 → Variables not included in the export 
are located at the bo  om of the list 
with an unchecked box.

 Adding/removing Variables
 → To add a variable to the export,  ck the box. Once saved the selec  on will be 

added to the bo  om of the included variables.
 → To remove a variable, simply uncheck the box.

 Moving Variables
 → Variables can be moved before or a  er the 

addi  on has been saved to the export.
 → To move the variable, click the two-way 

arrow to the far le   of the checkbox and 
move it into posi  on.

 Renaming Variables
 → Variables can be renamed so that the variable heading in Excel is diff erent than 

what appears in CommCare
 → Select the Display box for the selected variable and edit the name as needed.

Tips and Tricks
Use the Indicator Defi ni  ons document to see variable names as they appear in CommCare and 
the name as it appears in Templates. Use the renamed variables and/or keep a program-specifi c 
document up-to-date to ensure exports are clear to all users. 
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CommCare Report Builder

The CommCare Report Builder is similar to pa  ent line lists in that the iden  fi able pa  ent 
informa  on can be exported into Excel and manipulated as needed. However, these reports off er 
greater capability in customiza  on due to the ability to limit a report by designated criteria, such 
as by surgeon, loca  on, or specifi c pa  ent.  The ease and effi  ciency with which an export can be 
produced is also greater with the Report Builder.To assist programs in effi  cient data exports, pre-
populated reports have been saved for each program and can be viewed and exported by anyone 
granted access to CommCare. Users can easily modify exis  ng reports, or create new reports, 
depending on program needs.

Accessing Exis  ng Reports
1. Select View All from the Data menu at the top of the screen.

 A list of saved reports will be listed below Reports.
2. Select the report to be viewed.

 Any report fi lters that have been created for the report will 
appear at the top of the screen. 

3. Select the fi lters that should be applied to the report. 
 If no changes are made to the fi lters, all informa  on will appear. 

4. Select Apply
 The report will appear on the screen and can be exported to Excel be selec  ng Export 

to Excel.

Mul  ple fi lters can be 
applied to one report. 

Example: The report can 
include records for pa  ents 
operated by a specifi c 
surgeon, during a given 
period of  me, and/or at a 
specifi c outreach site. 
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Create New CommCare Report
1. Select View All from the Data menu at the top of the screen.
2. Select Create New Report.
3. Complete the Basic Report Informa  on.

 Report Name: Provide a name for the report which will appear in the reports list if 
saved for a later date

 Forms or Cases: Select Cases—this will select the full pa  ent record (a colla  on of all 
of the forms related to each pa  ent) 

 Applica  on: Select TT Tracker.
 Case: Select Pa  ent—this will ensure that the colla  on of indicators to be added to 

a report will be those relevant to the pa  ent records and not CommCare users or 
created Sessions.

4. Select Next
5. Add indicators to the report under Case List Columns.

 To add variables to the report, click in the box 
Select a case property and select from the list. 
Start typing the variable to limit the list to a 
smaller number. 

 Once the indicator is selected, select to add it to 
the list of variables to appear in the report.  

Tips & Tricks
Pa  ent Cases will be the type 
of report most o  en created. 
However, it is possible to 
create a list of Sessions by 
selec  ng Session for Case and 
following the same steps.

CommCare will automa  cally 
include select variables 
that you may not want in 
the report. Before adding 
new variables, remove the 
unwanted variables. 

To remove unwanted 
variables select
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6. To rearrange the order of indicators, use the 
bidirec  onal arrow to the le   of the indicator to 
move it up or down.

7. To rename the label of the indicators that will 
appear in the report, type the new name in Label.

8. Add User Filters that can be applied to limit the 
report to a select group of records.  

9. Select Add User Filter
 Property: The indicator that appears in CommCare. 
 Label: The label that will appear with the fi lter selec  on of the report
 Format: Allows you to select either a Date or date range (for indicators that are date-

related) or Choice which allows you to select the specifi c fi lter (i.e. the name of a 
surgeon or a district).

10. Add the fi lters of your choice. 

11. To save the report and/or export to Excel, select Save and View Report.

As indicators are 
added, the sample 
report will populate 
with the new indicators 
so you can see what 
the report will look like. 
Up to 100 records will 
appear in the list.

When selec  ng 
User Filters, there 
may be fi lters 
automa  cally 
applied that can be 
removed with the 
red X.

Tips and Tricks
It is NOT required to use all fi lters at once, even if they are included 
as fi lter op  ons for a report. You can choose to fi lter by no fi lters, one 
fi lter, or mul  ple fi lters that have been included for the report.

Note: Each country project is permi  ed to have FIVE saved reports within the CommCare Report Builder 
tool. If fi ve reports are already saved to the country project, if a new report is to be created, one of the 
exis  ng fi ve must be deleted. Programs should discuss report saving and dele  ng guidelines.
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Troubleshoo  ng: Reports not Popula  ng Correctly

If data is not showing up correctly (i.e. the columns are blank or columns are fi lled with 1 or 0), it 
may be that there is an issue with the Case Summary determina  on.

1. Select Edit Report.
2. Select Case Summary.
3. Select the arrow next to Indicators to expand the selec  on.
4. Change the Format for all indicators to Group By.

 Changes should be visible immediately in the Preview Report to the right of the Case 
Summary selec  on.

Informa  on visible a  er selec  ng Group By 
for Sex

Informa  on visible a  er selec  ng Group By for 
Pa  ent District
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Edi  ng Exis  ng CommCare Report

1. Select View All from the Data menu at the top of the screen.
2. Select the report to be viewed.

3. Select 
4. Follow the same steps described in Create New CommCare Report.
5. To DELETE report, select Delete Report.
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PDF Exporter
The PDF Exporter allows you to print a single pa  ent record or a collec  on of pa  ent records in a 
one-page PDF summary. 

1. Access your program specifi c PDF Exporter portal. 
 h  ps://  -tracker-reporter-preview.herokuapp.com/  -tracker-[country]

2. Log in using your CommCare Web User 
password and username. 
 Once logged in, all records to which you 

have access will be visible.
3. To limit the number of records to only show 

those within a designated district, select the 
District from the Loca  on menu and select 
Load Pa  ents. 

4. Tick the box for the records that you 
want to download, or  ck the Select 
All box that will select all records in 
the selected District or the en  re 
collec  on of records. 

5. Once the desired records are selected, 
select Print Selected. 
 All selected records will be 

downloaded into a single PDF fi le 
that can be printed as needed. 

 The date of export is recorded on 
the document. 

All pa  ents within 
the district selected 
will appear in the 
list, along with the 
Session where they 
were evaluated, 
the recommended 
ac  on for each 
eye, and the date 
of surgery, if 
applicable. 
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Metabase
Metabase is the data visualiza  on tool for TT 
Tracker; remember that all data housed within 
Metabase is de-iden  fi ed. Metabase can be 
accessed via h  ps://dashboard.  tracker.org. 
Designated users will receive an email invita  on to 
the country-specifi c project on Metabase. 

Metabase Dashboard
The tool uses a Dashboard which is a collec  on of ‘queries’ saved for the program to give a 
snapshot of the ac  vi  es. This allows programs to easily view and access up-to-date reports.
If there are mul  ple implemen  ng partners in a country program, partners will only see data 
relevant to their program area, unless otherwise determined by the Ministry; this will be assigned 
by the Administrator. Na  onal Ministries will have access to all country data. 

View Dashboard
1. Select the Dashboard you would like to review from the main menu.

 All exis  ng dashboards for a project will appear in the list.
 → Outcome Assessments and Session Ac  vi  es: Includes summary informa  on 

related to surgical output and complica  ons at follow-up by district and surgeon.
 → Surgery and Followup Comple  on: Includes summary informa  on related to the 

number of surgeries and follow-ups completed in each district. 
 → DQA: Data Quality Assessment used to support the data cleaning by conduc  ng 

queries and highligh  ng where issues need to be addressed. 
2. Use the fi lters to request summary informa  on for a designated loca  on (Region or 

District) and/or a given  me period.
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Edit Dashboard
1. A  er selec  ng the Dashboard, select the Edit icon.
2. To remove a query from the dashboard, select the X in the upper right corner of the 

query to be removed. 

3. To move a query, click and drag to a new posi  on.
4. To add a ques  on to the dashboard:

 Select + in the upper right corner. 
 Select the query that should be 

added to the Dashboard from the 
list of all queries related to the 
project. 

5. Once selected, resize and move to 
desired loca  on. 

6. Save

Download Saved Queries to Excel
Saved queries can be downloaded from Metabase into Excel so that users can conduct addi  onal 
analyses. Though not all queries may be suitable for export, some saved queries have been 
forma  ed to provide an easily downloadable summary report into Excel.

1. Select the Dashboard where the ques  on for download is stored.
2. Click on the  tle of the query to download.
3. Select the arrow to show the dropdown menu.
4. Select .xlsx (or .csv or .json if desired).
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Create Automated Emails or Pulses on Metabase

All saved queries in Metabase can be sent on regular basis to designated individuals. The emails 
can be sent to individuals who have Metabase accounts and can also be sent to addi  onal emails as 
designated by the Administrator.

1. Log in to Metabase.
2. From the main project page, select the + for Create in the top 

right corner.
3. Select New Pulse.
4. Name the emailed report that will be sent.
5. Select the Collec  on where it should be kept.

 If you want to create an email that is just for you, it can be stored on your Personal 
Collec  on. 

 If you select the [Country] project, it will appear on the main page for all [Country] 
project users can access it. 

6. Select the queries that you would like to include in your automated email.
 Any query saved to the [country] project can be included in the pulse. 
 As many ques  ons can be added as desired. 
 Once selected, a sample of what the report looks like will appear in the lineup. 

7. Once queries have been added, select the recipients who should receive the pulse. 
 This can include Metabase users or emails of individuals without access to Metabase. 

8. Select the frequency and  me for the report to be sent. 
 If desired, the email can be sent immediately, or can 

simply be saved in the pulse and sent according to the 
established schedule. 

9. Select Create pulse. 

Tips and Tricks
If you do not want reports to be sent if the queries are empty 
due to no ac  vity, you can choose to Skip if no results. 
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Add Users in Metabase

Though all data used in Metabase will be de-iden  fi ed, access to program data will s  ll be secured 
with usernames and passwords given to designated individuals requiring access to summary data. 
You can invite designated users to create an account; the user will then click on the email invite to 
create a unique username and password.

1. Log in to Metabase.
2. Select the Se   ngs bu  on in the upper right corner.
3. Select Admin Panel

4. Select People

 A list of exis  ng users will appear in the list with the groups (projects) that they are 
given permission to view.

5. Select Add Someone
6. Complete the informa  on for the person you would like to add

 First and last name
 Email address: This will be used to send them an invita  on and instruc  ons to access 

their account. 
 Permission Groups: Assign the designated group so that the user can only see the 

collec  on of data that he/she has permission to view/download. Groups will be 
available for Na  onal and at Regional levels as required.

7. Select Add
8. To leave the Admin Panel and return to the dashboard, select Exit 

Admin.
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Data Modifi ca  ons
Edi  ng Single Pa  ent Records
Update Informa  on via Phone or Web App
If a single pa  ent record needs to be edited, you can make modifi ca  ons to a pa  ent record using 
the TT Tracker Web or Phone App. Mobile workers or Administrators can correct errors to data 
entry by re-submi   ng the pa  ent treatment form that contains the errors; resubmi   ng the form 
will overwrite any changes made to the informa  on in the surgical record. To do this, the user must 
have a Mobile Worker username and password. Access the pa  ent record to be modifi ed using the 
Pa  ent Management tab and update the form(s) that contain errors. For step-by-step instruc  ons 
on upda  ng pa  ent records using the phone app, refer to Mobile Worker Manual.

Update Informa  on via Case List
Edi  ng errors in pa  ent informa  on via the TT Tracker Phone or Web App is the safest way to 
ensure that data modifi ca  ons are completed according to variable guidelines and logic. However, 
it is possible to update pa  ent records using Case List. 

1. Select Case List from the Reports menu at the top of the page. 
 Group or Users: Can leave as all 

Project Data or select a specifi c 
Mobile Worker or Loca  on 
where pa  ent was entered.

 Case Type: Select Pa  ent.
 Open/Closed: Can leave as 

all types, or can select Open/
Closed, depending on pa  ent 
status. 

 Search: Type pa  ent name to be 
edited.

2. Once the fi lters have been added, select Apply.
 All pa  ents that fi t the fi lter criteria will appear in a list. 

3. Select the pa  ent to be edited.
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To review the informa  on entered on each form
4. Select Case History
5. Select the ac  vity to review

 The form submi  ed will appear for review.
 Forms can be archived and eliminated from reports, if required. See Archive forms

Related cases
It is possible to see the Session where pa  ent was registered and all other pa  ent records in the 
same Session using Related Cases. 

To edit pa  ent informa  on
4. Scroll to the bo  om of pa  ent record and select Clean Case Data

 All variables that appear in the TT Tracker will appear on various screens. Many 
variables will be empty, depending on the responses provided for the pa  ent. 

5. Locate the variable requiring edi  ng and make the change. 

Tips and Tricks
It is REQUIRED to use the exact wording/format of each variable used in the TT Tracker. Use the 
variables list (or locate the wording from another pa  ent record) to ensure the change will be 
correctly changed. 

If changes made are 
related to skip logic 
(i.e. if a ques  on 
has mul  ple follow-
up ques  ons, ALL 
ques  ons must be 
updated. Unlike 
when using phone 
or web app, it 
will not happen 
automa  cally). 
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Removing Pa  ent Form or Record from TT Tracker
If a surgery record has been created for a pa  ent who did not require or accept surgery, or a 
pa  ent has been registered in error, the form must be removed from the TT Tracker so that it will 
not appear in the TT Tracker reports. The Administrator must archive the related forms that were 
entered in error, which will remove it from the pa  ent’s record and any reports related to surgery.

1. Select Case List from the Reports menu at the top of the page. 
 Group or Users: Can leave as all Project 

Data or select a specifi c Mobile Worker or 
Loca  on where pa  ent was entered.

 Case Type: Select Pa  ent.
 Open/Closed: Can leave as all types, or can 

select Open/Closed, depending on pa  ent 
status. 

 Search: Type pa  ent name to be edited.
2. Once the fi lters have been added, select Apply.

 All pa  ents that fi t the fi lter criteria will appear in a list. 
3. Select the pa  ent to be edited.
4. Select Case History
5. Select the form for the ac  vity to review

 The form submi  ed will appear for review.
6. Select Archive this form

Remember: 
If a form or record contains errors and must 
be corrected, the form does not have to be 
deleted—use the phone/web app or Case List 
to make edits. 

Tips and Tricks
Forms must be archived in reverse order they were entered
* If mul  ple forms must be archived for a pa  ent, the most recently submi  ed form 

must be archived fi rst.
* If an en  re pa  ent record must be archived, all forms must be archived for the pa  ent. 

Once the registra  on has been archived, the en  re pa  ent record will have been 
removed from the TT Tracker pla  orm.
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Re-opening Session on TT Tracker
When a form is archived, it will longer appear on the phone; the act of archiving the form 
essen  ally reverses the ac  on completed by that form. If a Session is closed in error and must be 
re-opened to allow addi  onal pa  ents to be registered at a camp, Administrators will archive the 
Close Session. Archiving the Close Session form will remove it from the TT Tracker, reopening it for 
further use.

1. Select Case List from the Reports menu at the top of the page. 
 Group or Users: Can leave as all Project 

Data or select a specifi c Mobile Worker or 
Loca  on where pa  ent was entered.

 Case Type: Select Session.
 Open/Closed: Depends on program needs. 

 → If a Session was closed in error and 
must be re-opened, select Only Closed. 

 Search: Search for the Session that must be 
updated; Session IDs cannot be used as a 
valid search op  on.

2. Select Apply
 All Sessions that fi t that criteria will appear in the list.

3. Select the Session record to be modifi ed
4. Select Case History
5. Select Archive this form

 This will undo the Session Closure and re-open the Session.
 A message will appear to confi rm form has been archived, re-opening Session. 

Tips and Tricks
If a form Session was opened in error, it should NOT be archived; it may be linked to 
other forms. If a session has pa  ents registered to that Session, it cannot be archived, it 
must be CLOSED due to duplica  on. See Removing Duplicate Session on TT Tracker.
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Removing Duplicate Session on TT Tracker
If a Session has been opened in error, it can be closed by Mobile Workers on the phone using 
the Close Session form within Session Management and select that the form was closed due to 
“erroneous/duplicate data”.

1. Access the TT Tracker on the phone or web app.
2. Select Session Management. 
3. Select Close Session.
4. Select the Session that must be closed.
5. Review the informa  on to ensure the correct Session will be 

closed. 

6. Select Erroneous/Duplicate Data as reason for closing Session.
7. Select next (blue arrow)
8. Select Complete.

Tips and Tricks
The Session should not have any pa  ents registered to the Session—if pa  ents have 
been registered to a Session that should be removed due to duplica  on, pa  ents must 
fi rst be reassigned to the correct Session before the duplicate Session is closed. See 
Reassign Pa  ents to Diff erent Sessions.
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Reassign Pa  ent to Diff erent Session
If a pa  ent has been assigned to the wrong session the proper sessions can be assigned on 
CommCareHQ. This may be due to registering pa  ent to wrong session, or due to pa  ent being 
registered to Temporary Session because the actual session was not listed. 

1. Open the Case Reassignment Excel template that will be used to upload changes to the 
records. 
 The Excel fi le is can be found on www.  tracker.org under data and reports. 

2. Download Excel Templates from CommCare Exports
3. Select Data  Export Case Data from the menu at the top of the CommCare page.
4. Select the Templates needed for export. 

 Template A Pa  ent Informa  on to Reassign Pa  ents: This will help you fi nd the 
unique CommCareID for each Pa  ent that must be modifi ed/reassigned to a diff erent 
Session.

 Template B Session Informa  on to Reassign Pa  ents: This will help you fi nd the 
correct unique CommCareID for the Session to where pa  ent case should be 
reassigned.

5. Select Export
 If you are looking for informa  on 

for a specifi c district, select the 
District(s) in Groups or Users. 

 If you are looking for Sessions and 
Pa  ents from a specifi c  me period, 
you may include a date range. 

 Leave blank if unsure. 
6. Find Pa  ents to Reassign

 Use Template A to locate the pa  ents that need to be reassigned. 
 Only caseid will be used from Template A. The remaining columns should be used to 

confi rm correct pa  ent record is selected. 

The fi le should only have four column headings: case_id; parent_id; owner_id, and 
parent_type – those heading should NEVER be changed.
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7. Add caseid(s) for pa  ent(s) to be reassigned to Case Reassignment Template under case_
id column.

8. Find Session to where pa  ent will be REASSIGNED. 
 Use Template B to locate the sessions where pa  ents will be reassigned. 
 Do NOT locate the informa  on for the Session where the pa  ent is currently 

registered; it is only necessary to locate the TARGET session for reassignment. 
 Only caseid and ownerid will be used from Template B. The remaining columns should 

be used to confi rm the correct target session is selected. 

9. Add caseid(s) for session(s) where pa  ent(s) need to be reassigned to Case Reassignment 
Template under parent_id. 
 This will reassign the pa  ent FROM the session where they were registered TO the 

new session. 
10. Add owner_id for session(s) where pa  ent(s) need to be reassigned to Case 

Reassignment Template under owner_id. 
 This will reassign the pa  ent FROM the district where they were registered TO the 

new district. 
 It is possible that the old owner_id and the new owner_id are the same (if the old 

Session was in the same district as the new session). 

11. Save updated Case Reassignment Template
12. Upload updated Case Reassignment Template

 Select Data View All
 Select Import Cases from Excel under Edit Data
 Select Choose File and locate the updated Case 

Reassignment Template to import.
 Select Next.

 → Case Type: Pa  ent
 → Excel Columns: case_id. This will 

use the pa  ent caseid to locate the 
record to change.

 → Corresponding case fi eld: Case ID.
 → Handle New Records: Do NOT 

 ck box. You do not want to create 
new records if there is no matching 
case; there must be a matching case 
already in the system. 
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Defi ni  ons
caseid (Template A (Pa  ent Informa  on)): This is the unique iden  fi ca  on number 
CommCare uses to iden  fy an individual Pa  ent in the applica  on. It will be used to know 
which pa  ent must be reassigned. 
caseid (Template B (Session Informa  on)): This is the unique iden  fi ca  on number 
CommCare used to iden  fy an individual Session in the applica  on. It will be used to know 
which session is the target Session where pa  ent will be reassigned. 
owner_id (Session Informa  on): Is the unique iden  fi ca  on number CommCare uses to 
iden  fy an individual District in the applica  on. This will be used to calculate District totals.  
This must be changed so that the new Session matches the new Session District.

 → Select Next Step.
* CommCare will match the Excel columns with the informa  on in the TT 

Tracker. 
* If all informa  on is correct, messages will be in green. Make sure all columns 

match as seen in the picture below. 

 → Select Confi rm Import.
 → Once uploaded, CommCare will confi rm that the upload has been completed 

successfully.



Page: 41Administrator Manual

Reassign Temporary Session

When a pa  ent is registered, he/she must be registered to an exis  ng Session, or outreach ac  vity 
site. It is not possible to registere a pa  ent without fi rst selec  ng where the ac  vity is taking 
place. If the Session where the pa  ent should be registered is not found on the phone, the Mobile 
Worker can register the pa  ent to the Temporary Session and the Data Manager will reassign 
the pa  ent to the correct session. The addi  onal informa  on required to reassign pa  ents from 
Temporary Session can be found in two ways: Using the DQA (Data Quality Assurance) Dashboard 
on Metabase or using the informa  on in Template A (Pa  ent Informa  on).  

Metabase DQA Dashboard
1. Log in to Metabase
2. Select the DQA dashboard. 
3. Locate the List of Pa  ents in Temporary Session and click on the  tle. 
4. Download the query
5. Use the reassign pa  ent to column to locate the target session where pa  ent should be 

reassigned.
6. Use the Session ID entered to locate the actual session on Template B (Session 

Informa  on). 
7. Follow the steps for Reassign Pa  ent to Diff erent Session. 

CommCare Export: Template A
1. Log in to CommCare
2. Select Data Export Case Data
3. Download Template A: Pa  ent Informa  on to Reassign Pa  ents
4. Use the manual_session_entry on Template A (Pa  ent Informa  on) to locate the target 

session where the pa  ent should be reassigned. 

5. Use the Session ID entered to locate the actual session on Template B (Session 
Informa  on). 

6. Follow the steps for Reassign Pa  ent to Diff erent Session. 


