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Welcome to NQF’s new online measure submission form! The new online submission form
responds to many of the concerns that we’ve heard from you in the past, and includes new
functionality and tools that will make it easier for you to access, complete, and submit your
measures for NQF’s consideration.

CREATING AN INDIVIDUAL ACCOUNT

To use the online submission form tool, you will need to create an individual account on NQF’s
new website.

If your organization is a member of NQF, this new account will replace the member ID and
password that your organization has used in the past to access members’ only content on the
NQF site.

Once you've created your individual account, you will be able to log in and access the online
measure submission form, along with the other features of the new website.

Creating an Account

To create an account:

1. Go to the NQF homepage. At the top of the NQF homepage you'll see the feature to log
into the NQF website. Clicking “Log in” will take you to the account log in screen to create
an account.

S =2 NQF it}
/C’_—-IH CONTACT US ABOUT NQF CALENDAR FAQs/HELP

National Quality Forum SE 1 for N lorsed® Standard: Search N Website f

2. Click on “Enroll Now.”

NQF Login

Please login to access this resource Don't have an account?

Username: | /'Enroll Now
Why enroll

Password:

[ Remember Me Slgn |n

Reset Password? Cancel



http://www.qualityforum.org/

3. Enter your email address, your first and last name, and your zip code. You'll be
redirected to a screen where you'll be asked to enter your contact information.

Click the “Next”

button. The website will

verify that you do not

already have a user account and

- ,7 o | | you’ll be redirected to a webpage

* Finst mame ,7

Castoame [
“Tipc ,7

o ip Cade

Return ta Dashbaard N G ¢ Required Field

Setting Priorities Measuring Performance Topics News & Resources Events Membership

Event Registration

Publications

5. Enter your account information.

Only the fields marked with a red star are required; beyond those fields, you can enter as much
or as little information as you like.

Please note: NQF will not sell, rent, or trade e-mail lists or personal information with other
organizations for marketing purposes. If you have any questions about the use of your personal
information, please read NQF’s Privacy Policy.

el uite |
i [ 6. Click the “Next” button
i — When you have completed the form.

You will be redirected to a page that
indicates that your account has been created

Faos = successfully. However, you will need to
i ] activate your new account before you can
siiugs log in to the NQF site.

Lisd

Expertiie

Agsrtant’s Name.

1801 D 20005

7. Check your email. Next, you'll receive an email from imis@qualityforum.org that contains an
active link to a page on the NQF website.

8. Click the link in the email to activate your account. When you click on the link, a new
browser window will open.
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9. Enter the username and password that you've decided to use

for the NQF site. ey
\ C— ——
10. Click the “Submit” button. onterrt [
M lwlut!nn-ldl
S |

You'll be redirected to this log in page.

Priarit Pp— cs | NewsB Resources | Events | Membershi
INQF Lagin Form

11. Enter the username and password that you selected on
the previous page, then click “Sign in.”

Please login o access this resource Ht a Member!

Join How,

g

12. Once you've logged in, you will be redirected to the NQF homepage. You can now access
your Dashboard from the NQF tools area located on the right hand side of the NQF homepage.

TOOLS

DASHBOARD
Use your dashboard to track what is happening and
personatize your NOQF experience.

FIND ENDORSED MEASURES
Search the measures directory by keyword,

measure developer, or national priority.
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LOGGING IN TO YOUR ACCOUNT

You can log in to your NQF website account from any page of the NQF website by clicking the
“Log in” feature icon located at the top of the NQF website.

Log in from any page
1. Locate the log in feature located at the top of the NQF homepage.

Quality Forur : 1 [ search NG ) 04

2. Enter your username and
password and click “Sign in.”

Setting Priorities Measuring Performance Topics News & Resources Events

NQF Login Form

Membershil

Please login to access this resource Not a Member?

*If you forget your password, click the
“Forget Password” link.

Join Now.

“Forget Password” link

T Remerber e m

Forgot Password? Cancel

Once you've logged in, your browser take you back to the page from which you accessed the
log in page. That is, if you were on the NQF homepage, you'll be returned there; if you were on
a project page, the browser will return you to that page.

ACCESSING THE ONLINE SUBMISSION FORM

Once you have begun to complete NQF’s new online measures submission form, you will be
able to:

0 Securely save and re-access draft versions of the submission form that you create.

0 Access the online submission form from any computer with an internet connection.

Online Form Security

Each online submission form is linked directly to the username account that created the
measure, unless multi-user access has been requested. To enable multiple individuals within
your organization to access submissions, please follow the steps below:
NQF Online Measure Submission Users” Guide v1.2
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1. Identify usernames. Ensure that each individual who will require access to the
NQF online submission forms has set up a login to the site with username and
password.

2. Start measure submissions. Measures that will require multi-user access must exist
in the NQF database with a minimum of measure title and steward organization.

3. Email NQF web support. Email web-help@qualityforum.org with a request to
activate multiple users for a measure(s). This request must include the list of
usernames that should be associated to each measure requiring multi-user access.

4. The same security remains in place after you submit the final draft of your
submission form to NQF for consideration.

NOTE: Access to the measure submission forms is limited to only one user per measure at a
time.

Accessing the Submission Form from a Project’s Webpage

1. Locate the project’s webpage on the NQF website. Find the webpage for a specific NQF

project through either the list of “Consensus Development Projects” or through your
Dashboard.

Topics News & Resources Events Membership

| Welco

Don't have an account?
Enroll How

Alrgady enrclled?

Sign In

Searching the Project List

Find the webpage for a specific project by searching the online list of NQF’s consensus
development projects.

1. Click on “Consensus Development Projects” in the Measuring Performance tab on the
NQF home page. You can access this link from any page on the website. Within this list,
NQF’s projects are listed by status (current or completed) and in alphabetical order.

Events

Hews & Resources

Topics

I Measuring Performance Membership

Consensus Development Pro;
2. Locate the Project Search box on the right

side of the page. To find the specific project for

hich you want to submit a measure, you can

rch by keyword. You can also scroll through

the list of projects manually to find a project.
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Enter a keyword.

Select a project by clicking “Read More” or
directly on the project name.

Click on the Details tab in the top right-
hand corner of the page once you have A Test Project 1
reached the project page. You will see a list of
the steps of NQF’s consensus development
process.

Follow FROJECT WIEW,

2e | Print | Email | Share

Testing the Measure Submission Form - Project 1
MY has completed its acceptance testing for the new form, Access to the form through

Find the step named “Call for Candidate

this test project in staging will remain open through at least Wednesday, August 19,
[F] Expand all

[#] Collspse Al

Standards.” Click on the (+) next to the
step’s name. The step will expand to reveal

CALL FOR CANDIDATE STANDARDS

AUG 09, 2009 - AUG 19, 2009
Larem ipsum dolar sit amet, consectstur adipisicing elit, sed do siusmod tempor

incididunt ut labore et dolore magna aliqua, Ut enim ad minim weniam, quis nostrud

infOI‘matiOn about the Call for Standards and a exercitation ullamco laboris nisi ut aliquip &= ea commodo consequat,

link to the online measure submission form MEASURE SUBMISSION

AUG 09, 2009 - AUG 19, 2009

linked with this specific project.

fugiat nulla pariatur.

Click on the Submit Measure

link to open the online

submission form. You'll be i i el e
redirected to the Introduction '
page of the online submission
form for that specific project,
which will look like the image to
the right. At the top of the form,
you’ll see the name of the project
and the deadline date for
submission.

News & Resources
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USING THE ONLINE SUBMISSION FORM

You are now ready to begin entering data related to your measure into the online submission
form.

Remember:

¢ You must complete a separate online submission form for each measure that you
would like NQF to consider for possible endorsement.

¢  You cannot submit composite measures through the online submission form. If, in
the Conditions checklist, you identify your measure as a composite, the form will
display an error message directing you to contact the project’s director (identified at
the bottom of the Introduction page) to obtain the Composite Measure Submission
Form.

Navigating the Introduction Page

When you open the online measure submission form, the first page that you'll see will be the
Introduction page. You may find it helpful to read through the information on this page before
you begin to complete the measure submission form. On the Introduction page, you will find
features such as:

e ageneral list of frequently asked questions about NQF’s measure submission process,
such as how, why, and when to submit measures for consideration;

e links to NQF’s measure evaluation criteria; and

e project-specific information, including the name of the NQF project manager and their
contact information.

Completing the NQF Conditions Checklist

1. Review and agree to the NQF conditions for consideration. You will not be able to
move beyond the Introduction page of the submission form until this is complete.

If you click on one of the form’s other tabs :\’\] ( ) }-?
like Importance or Usability, before you e :
have completed the Conditions checklist, setting prioritie: (TEYEITN TR T
an error message will appear. The pop-up Sy =
will remind you to complete the checklist :
before proceeding, and also features a link
to the checklist.

You cannot access any tab untill you begn your
ion. Please clic Begin to beg

2. Click on the “Begin Submission” button to access the Conditions checklist. This
button can be found in two places on the form’s Introduction page: in the top right-hand
corner and in the bottom right-hand corner (see images below).

NQF Online Measure Submission Users’ Guide v1.2
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“Begin Submission” buttons

Measuring Performance

Events Membership What # | need additional help?

regunding the infarmatisn requested

NQF Measure Submission Yersion 4.0

Project Hasmes
Measiure Tirke Untitied Submwission
Deadtine Date 24132008

200 Begln Submission
R ———

Clicking the “Begin Submission” button will open the Conditions checklist as a pop-up.

& | | NQF | ] | i

LOG-OUT ABOUT HOF CALENDAR FAQsIHELP

CONTACT LS

3. Respond to all of the
questions in the
checklist. You must
respond to the
required questions,
which are marked with
a by the red star ().

Conditions that must be met for consideration by NQF

Type of measure *

Four canditions must be met before a proposed measure may be considered and evaluated for suitability as voluntary
consensus standards:

Submission

A. The measure steward is a governmental organization or a Measure Steward Agreement is signed.
Public domatn only applies to { izations. Alt t organizations must sien @ Measure
Steward Agreement even if measares are made publicty and frecly avaiiohis.

Do you attest that the measure steward holds intellectual property rights to the measure and the right to use aspects
of the measure owned by anather entity (e.2., risk model, code set}? *

T ves

Please check if either of the following apply T

T Propristary measure m

™ Proprietary complex measure with fees

Measure Steward Azreement *

" greement will be signed and submitted prior to or st the time of measure submission .
re ani

1 Govermment entity and in the public domain - no azresment necessary |

=22

submit

to committes rewiewers in a standardized format to faciitate their evaluation of mhether the measure meets NQF's eualustion

Please note: Unless your organization is a government entity- public domain, you MUST
submit a Measure Steward Agreement.

4. Click the “Submit” button that appears as the bottom of the pop-up box when you've
completed the Conditions checklist.

If you click the “Submit” button before you have completed the checklist, or if you've left
required fields unanswered, an error message will appear. The error message will identify
which required questions you have not answered.

Conditions that must be met for consideration by NQF

Close

These four conditions must be met before a proposed measure may be considered and evaluated for suitability as a voluntary consensus standard.
Please contact the designated program staff with guestions or concerns.

Error message

TypeefTieasure *
QueStIOHS to be Four conditions must be met before a proposed measure may be considered and evaluated for suitability as voluntary
consensus standards:
answered
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Please note: if you are not able to assent to all of the conditions in the checklist, then you may
not submit your measure to NQF for consideration. If you have any questions about the content
of the checklist, please contact the NQF project director listed at the bottom of the Introduction

page.

Using the Features of the Submission Form
When you have successfully completed the Conditions checklist, the Introduction page of the
online submission form will refresh, and several new features will now be available to you.

New Data Display
Once you have completed the Conditions checklist, specific information about your submission
will be displayed at the top of each tab of the form.

This information includes:
0 The name of the NQF project to which you are submitting your measure;

0 The title of your measure (which will be displayed after you entered that information
into the form);

0 The date by which all measures must be submitted; and

0 The time and date that you last saved your draft.

Help | Print Submission | Yalidate | Save Draft | Submit

NQF Measure Submission Version 4.0

Project Mame ! A Test Project 1

Measure Title : Untitled Submission Addltlonal information about
Deadline Date : 08.19,2009 « L.

Last Edit Date : 08.14.2009 - 12:02 P your submission

Again, this information will appear on each page of the online submission form.

New Form Functions

You now have several additional options to guide your interaction with the online submission
form. In the top right-hand corner of the Introduction page —and every other page with the
online form — you will see five buttons: Help, Print Submission, Validate, Save Draft, and Submit.

Help | Print Submission | ¥alidate | Save Draft | Submit

NQF Measure Submission Version 4.0

Additional options

Project Hame i A& Test Project 1

Measure Title ! Untitled Submission
Deadtine Date : 08,19,200%
Last Edit Date ! 08.14.200% - 12:02 Pid

NQF Online Measure Submission Users” Guide v1.2
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Help

Click on the Help button to access additional assistance with the online submission form. The
Help tool will display a pop-up window that includes a set of frequently asked questions related
directly to the content and completion of the online form.

Print Submission

You can click on the Print Submission button at any time during your work with the online
submission form. Doing so will generate a full print version of the online form, and any
information that you've entered into the form will be present in this printed version. You may
find it helpful to print a completed copy of the form for your records before or after you submit
the measure for consideration.

Validation

After you begin entering information into the form, you can check the completeness of your
form at any time by clicking the Validate button.

A Validation pop-up will appear that
appear that identifies which required
information you’ve yet to enter into the
online form. The pop-up also provides
direct links to the required sections
which you’ve not completed, so that
you don’t have to search the entire form
for a particular field or section to
complete.

Oret o mure required Belds urder Mocin s Hame

Ot or more required Fetds under ritei 1 ween loft blask

wrmbeery ware left Blank, I the infurmation & the sane o the mosure steward, m

O 0r miore reguired Beldt under Tiorsboped Puint of Conte 1 waes 6t blink, ¥ the ifcrmation & The time xi the
mansure steward point of contact, plesse select "fane w Mewure Steward Point of Contact,”

The phrases in gold text are links to
the incomplete section or field

Save Draft

The Save Draft feature is one of the most useful features of the new online measure submission
for. The feature allows you to:

e Dbegin work on a form;

e save your draft, and return to the form at your convenience; and

e save you work to ensure that none of the data that you've entered is lost.

SO Bl After you've saved your draft, this pop-up
window will appear to confirm that you've
saved the form successfully.

Your progress has been saved. To return at a
Project M| . . . X

later time, log in to NQF’'s website, go to My
Measure . — .
Dashboard, and click on the submission title. You
Deadline

Last Edit must submit the measure prior to the designated

deadline for this project; drafts that are not
submitted will not be accepted for review.

provide a

Introduct

T U S O . N A S R Y
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When working and saving your submission, please note:

e If the Draft pop-up doesn’t appear after you click Save Draft, then you have NOT saved
your draft successfully.

e Save Draft is not an automatic feature; to save your work, you must click the Save Draft
button.

e For NQF to consider your measure, you must fully complete and submit the online
submission before the project’s deadline.

e If you've saved a draft of your submission, but haven’t yet submitted it by the project’s
deadline, your measure will not be accepted for NQF consideration.

e The deadline for submission is listed at the top of each page of the online submission
form.

e If you leave the form unattended for too long, your session will time out and the website
will ask you to log in to your account again. Once you do so, the last saved version of
the form will appear.

Last Edit Date

If you’re not sure if you’ve Help | Print Submission | Validate | Save Draft | Submit
saved your current draft,
check the time and date of

NQF Measure Submission Version 4.0

your laSt SuCCQSSful save Project Hame ! A Test Project 1

attempt displayed at the Measure Title : Untitled Submission
Deadline Date i 08.19.2009

top of each page of the Last Edit Date : 08.14.2009 - 12:02 P

form.

Be careful! If you exit the form without clicking the Save Draft button, all of your information
will be lost.

Reopening a draft version of your form

To reopen a previously saved version of your submission form:
1. Log in to the NQF site.
2. Open your Dashboard.
3. Locate the Submissions section just the, Projects I'm
SUBMISSIONS Following feature. Within this section, you'll see a list of the
P Su‘bmm”tr’a{"'*\online submission forms that you've begun but haven’t yet
est Project | K K R K
‘ N submitted. The list also indicates the status of your
Untitled Submission (Draft) .. .
4 Test Project 1 submission form as Draft or Submitted.
4. Click on the draft’s title to access one of the
drafts. The draft will open in your browser window, and
you can begin entering data into it again.

PROJECTS I'M FOLLOWING wiew st

‘fou are not following any project.

How do | follow a project?

Creating more than one submission form for the same project

You can work with more than one measure submission form at a time. To do so:

NQF Online Measure Submission Users” Guide v1.2
Updated 2/11



12

1. Save the draft that you are working on and close the form.

2. Go back to the project’s webpage.

3. Click on the Submit Measure link. A new form will open, and you’ll be able to enter
information about another measure.

4. Go to your Dashboard to access the first submission form.

5. Click on the link for that measure submission form. Once you save your second
form, both submission forms will be listed under the Submissions header.

Submit

Click this button to submit your final draft of the online form to NQF. You can find the Submit
button in two places:

1. In the upper right-hand corner, and

2. In the lower right-hand corner of each page of the submission form.

When you click the Submit button:
e The website automatically performs a final validation check on your form, just as it does
when you click the Validation.
e If you've left any required fields blank, the form will notify you via a pop-up window
and you will not be able to submit your measure to NQF for consideration as a possible
consensus standard.

If, at anytime, you have questions about the content of the form, or about the kind of
information that you are being asked to provide, please contact the NQF project manager listed
at the bottom of the Information page of the submission form.

NQF Online Measure Submission Users’ Guide v1.2
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3. Completing the online submission form

Entering Data Into the Online Form

As you work your way through the online submission form, you'll be asked to enter data in a
variety of ways, including: checking a box or boxes, selecting one answer from a menu, entering
a short answer into a text box, or entering a longer answer into a larger text box.

In some cases, if you select “Other” from a list of choices presented to you, you may be asked to
enter more information about your answer in a text box. In a few cases, an additional question
or questions may appear in a pop-up window.

Attachments:

If you are attaching an attachment, be sure to keep the attached file to 5SMB. If you are making a
web page URL available, be sure to supply the proper login and password.

At several points within the online form, you will have an opportunity to either attach a
document or to list the web address for a webpage that contains information about your
measure.

0 If the website to which you are linking is a secure one, be sure to include the user name
and password that is needed to access the specific information which you are
referencing.

o0 If you're attaching a document, make certain that the document is no larger than 5MB
and is in one of the formats supported by the online form. The form supports Word,
Excel, Power Point, and PDF documents.

SUBMITTING YOUR COMPLETED ONLINE SUBMISSION FORM

Once you’'ve completed entering all of the required information into the online form, you are
ready to submit your measure to NQF for consideration.

To submit your measure:

1. Click the Submit button located in the upper right-hand and lower-right hand of each
page of the submission form.

2. Click the Validation button, a

pop-up window will appear listing
those required data that you have
not yet entered.

NQF Online Measure Submlssansers’Gulde v12 o
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<

_n_| Submission

u
P

‘ after you click the "OK" button below, you will not be able to return to the form to make further
revisions. If you wish to make further edits, please cancel and save your submission as a draft,
E Measures saved as drafts but not submitted prior to the deadline will not be considered for review.

If you have questions about the content of the form, or about the project to which you are submitting
the measure, please contact the project director, The project director's name and contact information
can be found on the project's webpage.

For technical assistance, please contact web-help@gualityforum.org.

I¥: I certify that the submission form is complete, and that all of the required information has been

entered into the form. I acknowledge that, once 1 click the "OK" button below, I will NOT be able to

make any additional changes to this submission form.

14

If the validation check
returns no errors, the
Submission pop-up will
appear. At this point, you
have not yet submitted
your measure to NQF.

3. Certify that
you've completed the
submission form and
entered all of the
required information
to complete the
submission process.

4. Click the Ok button to submit your measure once you've made this certification, and

when you're certain that you're ready.

e Please note: Once you've clicked the Ok button, you WILL NOT be able to make
any further changes to your submission form. If you think that you might want
to make additional edits, click the Cancel button. You'll be returned to the
Introduction tab of the submission form, and you’ll be able to make additional

edits.

5. Review your Dashboard for confirmation of submission. You'll be redirected to your
Dashboard, where you will see your submitted form listed under the Submissions

header.
SUBMISSIONS
Notice that this form is listed o [Subrnitted)
as “Submitted” " A Test Project 1

This incomplete, unsubmitted
form is still listed as “Draft”

(Draft)

/ A Test Project

PROJECTS I'M FOLLOWING

You are not following any project.

If you click on the title of your submitted measure, a pop-up window will open and display a

printable version of the form as submitted.

NQF Online Measure Submission Users’ Guide v1.2
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Print

National Qua Y Foru

Project Name
A Test Project 1
Measure Title
ASOF
Deadline Date ' 08.19.2009

15

Click here to
printed a full copy
of your submitted
form

Last Edit Date ! 08.17.2009 - 06:48 P

Status
Submitted

Introduction

Thank you for your interest in submitting a measure to NQF for possible endorsement.

What criteria are used to evaluate measures? feasures are evaluated on four standardized criteria: importance to m

scientific acceptability of measure properties, usability, and feasibility, For your measure to be evaluated against thes

criteria, you must cornplete the measure submission form.

The date and time of
your submission are
listed here

Thank you for submitting your measure to NQF for consideration!

TECHNICAL AND CONTENT-RELATED SUPPORT

If, at any time, you have technical questions about the online submission form, or are in need of

technical support, please email us at web-help@qualityforum.org.

If, at any time, you have questions about the content of or information required by the online
submission form, please contact the NQF project director whose name and contact information

appear at the bottom of the form’s Introduction page.
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