Teleforms 101

Teleform is an Optical Character Recognition (OCR) program used to collect large amounts of data, both accurately and quickly.  Data is collected (recorded onto a form) and the form is faxed into the system.  After review by DMC staff, data is transferred into the study’s database.

Overview of the Data Processing Cycle

RAs fill out the form.

A supervisor or QA monitor checks the form for errors and missing data.

RA makes corrections, if necessary.

RA faxes the form into the Teleform server.

The Teleform program evaluates the form and converts written values into data.

DMC staff reviews the form before data is transferred to the database.

If clarification(s) are needed, a QA Query is sent out to the site.

If a form is incomplete (pages are missing), a request to retransmit the form will be sent.

The site makes the requested corrections and retransmits the form.

Basics

1.
Never photocopy a form or grab a page from another set.   Unique CRFs are identified by the serial number and a photocopied form will not have a unique value.   The serial number on page 2 should match the serial number on page 1.  If a form is photocopied and reused, one of the records will not be included in the final database.

2.   
Do not use Liquid Paper or make corrections that cover up the old answer.   Remove any 


post-its before faxing.

3.   
Use only medium to heavy point black ink pens.  Anything else does not fax clearly.

Teleform Features

1.
Cornerstones: There are four black boxes at each corner of the form.  Teleform uses this for positioning.  These boxes must not be tampered with or defaced in any way.  Do not staple forms.

2.
The “CowCode” is a digital code in the corner of each form.  Teleform uses this code to identify a form.  This box must not be tampered with or defaced in any way (e.g., staples).

3.
Serial number: A seven-digit code that Teleform uses to connect multi-page forms and track individual forms (more on the serial number below).

Header Information

The header information appears on every page of the form.  You need to complete all the header information on all the pages.  This is because Teleform receives forms as single pages and not as complete sets, so it is important to know where every page comes from.

1.
Study Number: 
A preprinted field of 5 letters and 5 digits.  This number is assigned before the study begins.

2.
Site Code:
A preprinted four-digit code identifying the location where the study is run from.  This is a numeric field, which means it can contain only numbers.  One site running multiple studies will have the same site code, unless specified by the study protocol.  Site codes will be assigned before the study begins and can be preprinted on the forms.

3.
Name Code:
A four-letter sequence of the participant’s initials.  This is a character field, which means it accepts only letters A-Z.  Blanks, hyphens, and numbers cannot be used.

4.
ID:
The patient ID number.

5.
Assessment date:
The date of data collection.  The year can be preprinted.

6.
Completed By:
The evaluator’s (RA’s) ID number.  Every person who fills out a Teleform will be given a unique ID number by the DMC.

Serial number

The serial number is a preprinted number, used to:

1.
Join page 2 of a CRF to the corresponding page 1.

2.
Identify duplicate records in a database.

Teleform joins CRFs based solely on the serial number.  If a page 2 is missing from the set you are to record data on, the set is incomplete and should be recycled.  Do not attempt to pull another page from another set, as the serial numbers will not match.  If the form is photocopied, both sets will have the same serial number; only one record will be in the final database.  Do not attempt to modify the serial number in any way.

Before using a CRF, check that no page(s) are missing and that all pages of a given CRF have the same serial number.  When forms are shipped from the DMC, care must be taken when unpacking the box to ensure that the pages do not become separated or mixed up.  

Filling in a form

Boxes:
1.
Write as neatly as possible.

2.
Print only in CAPITAL (uppercase) letters.

3.
Write only one character per box.

4.
Do not attempt to print with serifs.


With serifs:   T

Without serifs:   T
5.
Write within the box.  If the character lies partly outside the box, it is neither seen nor read by Teleforms.


What’s written:

What’s read:
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Bubbles:

Fill bubbles completely, to ensure the data is recognized.  It is ok if the bubble is overfilled, as long as no marks spill over into a nearby field.

Making corrections

If you make a mistake, do not use Liquid Paper, or cover up your mistake by scribbling on it.  The old value must be visible.  To make a correction, cross out the original value with a single line, write the new value outside the box, and date and initial beside the correction.
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Do:
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To correct bubbles:
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Retransmit requests

If all pages of a faxed CRF do are not received, the DMC will ask that the CRF be faxed again (it its entirety).   

QA Queries

While verifying data, DMC staff may come across problems such as:


Illegibility


Inconsistency across pages (e.g., assessment date)


Data type errors (e.g., writing letters in a numbers-only box and vice versa)


Missing information that is not accounted for


Answers that are out of range

DMC will then send a QA Query, requesting clarification.   When the form is faxed again, be sure to fax in all pages of the CRF, not just the one or two pages where clarification was needed.

FAQs

1.
What if a question was skipped?

If a question is inadvertently missed or the participant replied with “I don’t know”, leave the box blank and write “Missing data” next to the box, then date and initial it.  

2.
Must every question be answered?

Yes, unless there is a skip pattern printed on the form.   Consult the SOP for form completion guidelines.

3.
The patient didn’t come in for his/her scheduled visit.  Should I fax in the form anyway?

Unless the PI has requested otherwise, no.

4.
How do I receive confirmation that the DMC has received the data I sent?

DMC has a secure web site, used to post tracking reports for a number of studies.  The PI can request that tracking reports be created for the study.  Access to any such reports is at the discretion of the PI.

ORDERING TELEFORMS

When DMC ships the first batch of CRFs, a forms order sheet will be included to order both individual CRFs and collated packets.   It can take as long as two weeks to print and collate an order so be sure to order replacements before you run out.  Avoid ordering forms by telephone (DMC needs to keep a written copy of the forms order).  If you have any questions or concerns about your order, please let us know.

DMC voice phone line:

310-445-0874

The DMC office fax line:

310-473-7885

The Teleform server:

888-950-6384 (METH) or

310-473-8205
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