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NCTSN InForm Reports 
 
Overview 
 
The NCTSN InForm reports have been enhanced and many new reports have been 
created based on the feedback we’ve received from NCTSN Core Data Set participants.  
This document describes the current reports and provides instructions for use. 
 
The clinical reports include: 

o Scoring Reports for the CBCL, PTSD-RI and TSCC-A 
o Trauma Timeline Report 
o Clinical Summary Report  

These reports have been revised to improve clinical utility.  Most scoring reports include 
graphs and context information that will help clinicians interpret the scores and apply 
them in the clinical setting. 
 
A suite of administrative reports has been created to provide support to those in 
program administration. Administrative reports provide counts of patients who meet 
specified parameters (i.e., counts of patients in each age group or ethnic group).  
 
A suite of benchmarking reports has been created to provide sites with CBCL, 
PTSD-RI and TSCC-A assessment data and to allow centers to see how their center’s 
assessment scores improve over time and how they compare to other centers within the 
network.  
 
Additionally, two suites of data status reports are now available to provide information 
about the data each center has entered into InForm.  Data Status reports provide 
information such as the number of forms completed, a list of people who have access to 
InForm at each center, and the number of queries that are open, closed or answered. 
 
Clinicians and others who treat patients will find the clinical reports most valuable.  
Program administrators, evaluators and support personnel will find the administrative 
reports and data status reports most valuable.  
 
If you have questions or problems, please let us know.  Call us at 919-668-8182 or 
email us at nctsn@dcri.duke.edu .  We will be glad to assist you.   
 
Glossary of Terms 
 
The following terms are commonly used in the NCTSN InForm reports.  Familiarity with 
these definitions will help you understand the reports. 

Subject = Patient 
Site = Center 
Exceptions = Missing forms, missing items, queries 
Queries = Questions about data entered into InForm 
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Access and Layout 
Click the Reports button on the left side of your screen to access the reports.  The 
reports are organized into five folders.  There are two folders of data status reports; 
one folder for the assessment scoring, trauma timeline and clinical summary report; one 
folder for the Core Data Set Administrative reports; and one folder for the Benchmarking 
reports. 

 
Five Folders of Reports: 

 
 

Use the  icon (top, right portion of screen) to make your folders display in a list.   
 
1.  DCRI LASER Data Status Reports 
 
The first suite of reports is the DCRI LASER Data Status Reports.  These reports 
provide information about the status of data your center has entered into InForm.  The 
data used in this report is refreshed daily (Changes made today, display in the Laser 
reports tomorrow). 
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Underlined text or numbers (e.g., 2. Site Data Status in the screen above) are 
hyperlinks that allow you to drill into a record or detail report to see additional 
information.  
 
Site Data Status Report 
For selected center, this report provides the number of:  

Subjects 
Visits started 
Complete visits 
Complete forms 
Incomplete forms 
Queries (open, answered, closed)  
 

 
 
Underlined text or numbers within the report are hyperlinks that allow you to drill into a 
record or detail report for additional information.  For example, click the underlined 
center number (e.g., 0000-00) to see a list of people who have access to data at that 
center OR click the underlined subject number (e.g., 0000-00-00002) to see the 
exceptions for selected subject. Check visit status (complete/incomplete) by clicking on 
the underlined visit count (e.g., 4 in the “# of Visits Started” column in the previous 
report).  
 
 

0000-00 

0000-00-00002 

0000-00-00003 

0000-00-00004 

0000-00 DCRI TEST SITE 
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Subject by Visit Report   
This report provides the following information about selected subjects:  

Subject number 
Visit status 
Number of open queries 
Number of answered queries 
Number of missing forms 

 

 

 
Click the underlined subject number (e.g., 0000-00-00002)  to see a list of visits and 
the status (complete, incomplete) of each visit. Click the underlined subject number 
again to see details about exceptions like missing items.   
 

 

0000-00-00002 

0000-00-00002 

0000-00-00002 

0000-00-00002 

0000-00-00002 

0000-00-00002 

0000-00-00002 

0000-00-00002 
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Click the underlined form name (e.g., BIS) to open the data entry form and review the 
missing data.  The data entry form displays in a different browser window.  Minimize 
the report window by clicking the  in the top, right corner of your screen to see the 
data entry form.   
 

 
 
Recent Trial History Report   
This report shows the cumulative change (across the network) for the following 
information 
 

Number of Sites 
Number of Subjects 
Number of Visits Started 
Number of Visits Complete 
Number of open queries 
Number of answered queries 
Number of missing forms 
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Query Frequency 
This report provides a list of queries that have fired and the number of times each fired.  
It also provides the number of queries in each status (open, answered, closed, 
autoclosed).  This report opens as an Excel spreadsheet with two tabs.  The queries 
on the Auto tab (queries that close automatically when data is changed) are a subset of 
the queries on the All Queries tab.  Click the tab name found at the bottom of the 
spreadsheet to move between tabs. 
 

 

 
 



   

 - 8 -

 
2.  DCRI LASER Exception Reports 
 
The second suite of reports is called the DCRI LASER Exception Reports. The 
data used in this report is refreshed daily (Changes made today, display in the Laser 
reports tomorrow).  This group of reports provides information about data exceptions for 
your center.  Data exceptions include missing forms, forms with missing data, 
queries and other idiosyncrasies in the data.  Underlined text or numbers within the 
report are hyperlinks that allow you to drill into a record or detail report to see additional 
information. 

 
 
Site Exception Report   
 
This report provides the following information from selected center:  

Counts of missing forms 
Forms with missing data 
Open queries and answered queries for all subjects at selected center 
 

 

0000-00-00002 
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Click the underlined patient number (e.g., 0000-00-00002) to display a list of forms that 
are missing for selected subject.   
 
Click the underlined form name (e.g., BIS) to go to the data entry form and review the 
data that is missing. 
 

 
 

 
 
 
Subject Exception Detail Report  
 
This report provides the following information for selected subject(s):  

Exception types 
Visit status 
Form status 
Query status  
Query text 
 

 

0000-00-00002 

0000-00-00002 
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Click the underlined patient number (e.g., 0000-00-00002) to display a list of missing 
forms, open queries or other exceptions for selected subject.   
 
 
Click the underlined form name (e.g., BIS) to go to the data entry form and review the 
data that is missing or has an open query. 

 
 
 

 
 
Site User Report 
 
This report provides a list of people who have access to InForm at selected site. The 
following information about those people displays:   
 

UserID 
First and last name 
Title 
Email address 
Phone number 
Type of account (Data Entry/CRC, View Only) 
Account status (active, inactive) 
 

 

0000-00-00002 
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We recommend that someone from your center review this report periodically.  Notify 
NCTSN@dcri.duke.edu when accounts need to be changed or terminated. 
 
 
Query Detail Report  
 
This report shows the number of open queries and or answered queries during specific 
time periods.  For example, you will see information about all queries that were open for 
thirty days (or some other specified number) of days.   
 

 
 
 

  
 
Click the underlined center number (e.g., 0000-00) to see a list of account holders at 
that site. Click the underlined subject number (e.g., 0000-00-00001) to see a list of 
data exceptions for that subject. Click the underlined query status (Open, Closed, 
Answered) to open the query tab. 

 
0000-00 

0000-00-00001 
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Site User Detail Report 
This report provides details about the people who have access to InForm for selected 
site. The report opens in an Excel spreadsheet format. 

 
 
Comments by Patient Report 
This report provides a list of subjects for whom item and form level comments have 
been entered at a selected site.  The subject number, a description of the comment 
and the item or form on which the comment was entered displays.  
 

 
NOTE: Center ID’s display in the selection list only if comments have been entered on 
one or more patients at that center.  If your center’s ID number is not in the list, there no 
comments to review.  
 
Audit Trail by Patient  
This report provides a history of the changes to all data that has been entered for 
selected subject.  The time required to generate this report varies greatly from subject to 
subject. It runs quickly if few changes have been made; it takes much longer if multiple 
changes have been made. Use discretion when running this report on multiple patients 
at one time.   
 

 
 
NOTE:  This report may run for very long periods of time; you will not be able to perform 
other functions in InForm while the report is running.   

0000-00     NCTSN Test Site                            city name  state          testuser@dcri.duke.edu 
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3.  Assessment scoring, Trauma Timeline and Clinical 
Summary Reports   
 
The third suite of InForm reports are the Assessment scoring, Clinical Summary, 
Trauma Timeline Reports, also known as the Clinical Reports.  These reports provide 
information about each client entered into InForm.  They are available ‘real-time’, as 
soon as the patient’s data has been submitted (saved).   
 
Click on the NCTSN Patient Reports Menu to display these reports. 

 
 
NCTSN Patient Report Menu 

 
 
This patient has a baseline visit and two follow-up visits. Click the underlined characters 
in each column (X, %%, **, ##) to generate the report.  A character(s) is present in each 
column where data for the report is available. In this case, there is no X in the CBCL 
letter and CBCL chart column for the follow-up visits – meaning that the CBCL data was 
not entered for these visits. 
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CBCL Letter 
This report provides information about the CBCL score for a specified visit. It also 
explains how to interpret the scores and apply them in the clinical setting. 

 
 
CBCL Chart All Visits 
This report graphs the t-scores for the validity scales and sub-scales across all visits to 
show trends over time. 
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PTSD-RI Report 
This report shows PTSD-RI scoring information for a selected visit and a graph for the 
score on each subscale for all visits. 

 
 
TSCC-A Report 
This report will show the score on the TSCC-A and explain how to interpret the score 
and apply it in the clinical setting. It will also show the scores across visits. 
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Trauma Timeline 
This revised report summarizes the trauma assessment and displays in a chart, the 
traumas a selected client has experienced and at what age the trauma was 
experienced.  It also provides salient details recorded on the trauma detail forms. 

 
 
Clinical Summary 
This revised report summarizes key points documented on the Indicators of Severity, 
Clinical Evaluation and Services Received forms for a selected client.   
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4.  Core Data Set Administrative Reports 
 
The forth suite of reports provides information that can be used to support 
program administration. The data used in this report is refreshed three times per day 
(Changes made today, display in the Administrative reports later today).  Examples 
include counts of subjects for each age, race, ethnicity, gender category; lists of 
subjects by health care provider; and lists of subjects participating in the Cross-Site 
Evaluation Study.  Underlined text or numbers within the report are hyperlinks that 
allow you to see additional information. 

 
 
Baseline Visit Report 
This report provides a listing of data from the Demographics screen.  You will find the 
following information about each subject enrolled in the Core Data Set: 

o Client ID     
o Age and Date of Birth 
o Baseline Date of Visit 
o Race, Gender, Ethnicity 
o       

 
 
The output from this report is in an Excel spreadsheet format.   



   

 - 18 -

 
Baseline Demographic Report 
This report provides counts of clients from a selected center (or centers) in each of the 
following categories: Age, Gender, Race, and Ethnicity.    
 

 
 

 
 
Click the underlined count in any column to display a list of clients in selected 
category.  For example, click the 196 under Age 13-17 to see a list of subjects in this 
age range. 
 

 
 
 
 
 
 
 
 

0000-00-00002 
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Click the underlined client number (e.g., 0000-00-00002) to open the subject’s InForm 
record.  The record will open in a separate browser window.  Minimize the report 
window by clicking the  in the top, right corner of your screen to see the data entry 
form. 

 
 
Health Care Provider Report 
This report provides a list of clients who are cared for by a selected clinician (or 
clinicians).  The health care provider, Client ID number, date of visit and visit type 
are displayed.   
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Cross-Site/Macro Baseline and Follow-up Report 
This report provides a count of subjects who: 

o Are Cross-Site participants 
o Are not participating in the Cross-Site study 
o Have not indicated if they are participating in the Cross-Site study 
o Have identified a follow-up data collection point (3, 6, 9, 12month) 
o Have not indicated a data collection point   
 

 
 
Click the underlined count in each column to display a list of subjects in each 
category. For example, click 54 to see the Client ID’s of the 54 clients from center 0000-
00 who are participating in the Cross-Site Study. 
   

  
 
Click the underlined client number (e.g., 0000-00-00002) to display the InForm record 
for the selected subject.  The InForm record will open in a separate browser window.  
Minimize the report screen to see the InForm record. 
 

0000-00 

0000-00          0000-00-00002 
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Trial Summary 
This report reports data status of all centers contributing data to the core data set.  
Counts of records submitted on the following core data set forms: 

o Demographic 
o Follow-up Info 
o Insurance/Domestic Environment 
o Domestic Environment Details 
o Indicators of Severity 
o Clinical Evaluation 
o Services Received 
o Treatment by NCTSN Center 
o TSCC-A 
o CBCL 
o PTSD-RI 
o General Trauma Information 
o Trauma Details 

Additionally, the numbers of clients who meet the following criteria are also reported: 
Follow-up visit type = Follow-up for Ongoing Treatment 
Follow-up visit type = End of Treatment 
 
The maximum number of days between most recent follow-up visit and the baseline 
assessment is also reported.  This is an indicator of the length of time a client is in 
treatment. 
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This report shows each center’s contributions to the Core Data Set. 
 
Center data status report 
This report provides a list of clients and their baseline assessment dates, most recent 
follow-up visit dates and the number of records each client has on any of the specified 
core data set forms. 
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Follow-up Visit Type 
This report provides counts of clients with each of the following Follow-up visit types: 

o Follow-up for ongoing treatment 
o Treatment completed 
o Re-opening Case for new Episode of Care 
o Other, Specified 
o Null/missing follow-up visit status 

 
 
Click the underlined count to see the Client ID for each subject who meets the 
specified criteria.  For example, click 32 to see the Client ID’s for the 32 subjects at 
center 0000-00 whose treatment has been completed.   
 
Click the underlined client number (e.g., 0000-00-00002) to display the InForm record 
for specified subject.  The record will open in a separate browser window.  Minimize the 
report screen to see the InForm record. 
 

0000-00 
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Follow-up End of Treatment Reason Count 
This report provides counts of clients with each of the following End of Treatment 
Reasons: 
 

o Treatment completed as planned 
o Case transferred to another clinic or program 
o Case is lost to follow-up 
o Child dropped out of treatment for any reason 
o Other reason, specified 
o  

 
 
Click the underlined count to see the list of Client ID’s for subjects who meets the 
specified criteria.  For example, click 11 to see the Client ID’s for the 11 subjects at 
center 0000-00 whose treatment has been completed as planned.   
 

 
 
Click the underlined client number (e.g., 0000-00-00002) to display the InForm record 
for specified subject.  The record will open in a separate browser window.  Minimize the 
report screen to see the InForm record. 
 
 
 
 
 
 

0000-00 

0000-00-00002 
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Follow-up counts by age 
This report provides a count of subjects in each of the following age categories: 

o 0-3 
o 4-12 
o 13-17 
o 18-21 
o >22 
o Age missing 
 

 
 
Click the underlined count to see the Client ID for each subject who meets the 
specified criteria.  For example, click 30 to see the Client ID’s for the 30 subjects are 
between 0 and 3 years of age. 
 

 
Click the underlined client number (e.g., 0000-00-00002) to display the InForm record 
for specified subject.  The record will open in a separate browser window.  Minimize the 
report screen to see the InForm record. 

0000-00-00002 
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General Trauma Information Report 
 
This report provides a count of clients who experienced or were suspected to have 
experienced each of the following trauma types: 
 

o Sexual Abuse 
o Sexual Assault 
o Physical Abuse 
o Physical Assault 
o Emotional Abuse 
o Neglect 
o Domestic Violence 
o War, Terrorism and Political Violence inside US 
o War, Terrorism and Political Violence outside US 
o Illness/Medical 
o Traumatic Loss/Bereavement 
o Forced Displacement 
o Injury 
o Kidnapping 
o Natural Disaster 
o Impaired Caregiver 
o School Violence 
o Community Violence 
o Extreme Interpersonal Violence 

 
Two counts are reported; the first is for children who experienced a trauma the second 
is a count of children whom the clinician suspects have experienced a trauma.  For 
example,     Sex Abuse/Susp where counts are 29/23 means that 29 clients 
experienced Sexual Abuse and 23 were suspected to have experienced Sexual Abuse.   
 

 
 
Click the underlined count to see the Client ID for each subject who meets the 
specified criteria.  For example, click 23 to see the Client ID’s for the 23 subjects who 
were suspected to have experienced Sexual Abuse. 
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Click the underlined client number (e.g., 0000-00-00002) to display the InForm record 
for specified subject.  The record will open in a separate browser window.  Minimize the 
report screen to see the InForm record. 
 
 
 

 
 
 
 
 
 
 
 

0000-00-00002 
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Multiple Trauma Children 
This report provides a count of clients who have experienced more than one trauma 
type.   

 
 
Click the underlined count to see the Client ID for each subject who meets the 
specified criteria.  For example, click 418 to see the Client ID’s for the 418 subjects who 
experienced multiple traumas at this center.  A list of the subjects and the trauma’s they 
experienced will display. 
 

 
 
 
Click the underlined client number (e.g., 0000-00-00002) to display the InForm record 
for specified subject.  The record will open in a separate browser window.  Minimize the 
report screen to see the InForm record. 
 
 
 

0000-00-00002 
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Visit Scheduler 
 
This report projects when the next follow-up visit should be for your client.  The report 
was created to respond to requests for a report that can be generated by site, by patient 
or by timeframe.  The report includes: 
 

o Client ID 
o Actual Visit Date 
o Visit Type 
o Projected Follow-Up Visit Date 

 

 
 
Select the applicable center and provide a date range. 
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5.  Benchmarking Reports  
 
The fifth suite of InForm reports is the Benchmarking Reports.  These reports are 
refreshed nightly.  Click on the Benchmarking Reports Menu to display these reports. 
 

 
 
Aggregate Scoring Detail Reports 
 
The report includes: 

o Client ID 
o Visit Date 
o Visit Type 
o Age at Visit 
o Gender 
o Assessment Scores 

 

 
 
These reports can be saved in different file formats (e.g. Excel, HTML)  
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Scoring Statistic Reports 
 
The report includes: 

o Number of clients at your center and across network 
o Breakdown of number of clinical assessments done at baseline and end of 

treatment for your center and across the network 
o Clinical and borderline/sub-clinical frequencies 
o Improvement assessment for your center and across the network 

 

 

 
 
These reports are automatically created as .pdf files and can be printed from InForm. 
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6.  Step by Step Instructions 
 
The following are the instructions to open the Health Care Provider report.  Following 
these instructions as an example, one can follow similar steps in order to access any of 
the reports available in InForm.  Details will change slightly between reports, but the 
basic steps are consistent between reports. 
 
1. Log into InForm 
2. Select Reports button from the left side of the screen. 
 
 

 
 
 
3.  Select the intended report folder (e.g., Core Data Set Administrative reports)  
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4. For Laser Reports and Core Data Set Administrative Reports, place your 
cursor over the underlined title of the intended report (e.g., Health Care 
Provider), click the Right mouse button and select Open in New Window to 
open a report.   For the clinical reports (Assessment Scoring, Trauma 
Timeline and Clinical Summary) use the Left mouse button and click the 
symbol under the report name. 

 

 
 
 
NOTE:  You’ll be prompted to specify parameters for each report (e.g., select a site 
number or enter a subject number). The parameters vary with the nature of the report.  
Many of the administrative reports prompt you to select a site(s) before running the 
report.  The clinical reports prompt you to enter the client id number of the subject 
whose report you intend to see.   
 
 
5. In this example, select one or more centers and click NEXT.   
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NOTE:  You may need to select from a list of many centers, but you will only see 
reports for the centers for which you have permission to see their InForm data.    
 
 
 
6.  For the Health Care Provider report, you are prompted to select one or more Health 
Care Providers from the list provided or click Select All and click Finish.   

 
 
The reports will be generated within a minute or so depending on the number of records 
that meet the specified parameters.   
 
Output from the Health Care Provider report is displayed below. Patient ID and 
Center ID have been smudged in this document to protect the identity of these clients.   

 
 
 
 

 Patient ID Center ID
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Report Results  
Content and presentation vary for each report.  The results may display quickly or you 
may see a rotating cube for several minutes.  The rotating cube indicates that the report 
is being generated.  Be patient!! Some reports take a couple of minutes to display 
(literally!). 
 
Printing Reports 
Reports can be printed using the Print option under the File menu located in the top, 
left corner of your internet browser window.  The printed copy of some reports is easier 
to read if the page is set to Landscape orientation rather than Portrait.  Use the Page 
Setup option under the File menu to change page orientation from Portrait to 
Landscape. 
 
Data Extract Formats 
Use the icons across the top of the report screens to view or export report data in a 
spreadsheet, webpage/HTML, PDF, .CSV, or XML format should you wish to do so. The 
file format name displays when you hover your mouse over each icon.     
 

 
From left to right (within the red circle): HTML, .PDF, Excel 2000 single worksheet, 
Excel 2000, Excel 2002, .CSV, XML. 


