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[bookmark: _Toc30677894][bookmark: _Toc44322346]Logging into CDIS for the first time
Please consult your council officer if you haven't received your username credential.
Check your email for your initial login password.
Open the CDIS homepage <https://cdis.dhhs.vic.gov.au> 
Type in your username and your password and select the Log In button. Don't select the Reset password link.
Figure 1: Login screen
[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/6005866234/original/blob1443104456939.png?1443104462]
You will get a prompt to set a new password and secret question and answer.
Passwords must be between 6 and 10 characters.
Passwords must not be the word ‘password’.
Passwords are case sensitive.
Usernames can’t be used as passwords.
[bookmark: _Toc30677895]User accounts must have a secret question and secret answer set.
[bookmark: _Toc30677900][bookmark: _Toc44322347]Important tips
Do not use the Backspace key except when your cursor is in a data entry field or you will lose any data entered but not saved.

You can navigate through screens using typical hot keys (such as Tab and Enter).
No horizontal scrolling is needed on 1024 x 768 screens
You can hold the Ctrl key while moving your scroll mouse up or down to zoom in or out
Always remember to select the green plus icon to add data.

Figure 12: Plus icon
[image: ][image: ]
For example: If you progress without selecting the icon, this language exposure data will not be included when you save the client record.

Figure 13: Language exposure data
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If you lose connectivity – you will not lose data on the screen that you have entered but haven’t been able to save. Leave your machine on, stay logged on and try to save every 30 minutes or so.
[bookmark: _Toc30677901][bookmark: _Toc44322348]Saving data
The concept of saving work to prevent data loss is central to all computer programs. 
CDIS has a Save button at the bottom of all screens when you are adding or editing information.
Note: some screens may be long – you may need to scroll to reach the end and access the Save button.
Figure 14: Save button
[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/6003326410/original/blob1439533318724.png?1439533318]
Once you select the save button, you will see the following confirmation message:
Figure 15: Success message
[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/6003326424/original/blob1439533335409.png?1439533335]
Select Ok to close the message box.
If at any time you select the Cancel button, you will be prompted with a warning box. If you are sure you want to cancel and therefore lose any information entered or edited, select the Yes button (otherwise, select No).
Figure 16: Cancel button
[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/6003326442/original/blob1439533355607.png?1439533355]
Figure 17: Cancel warning message
[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/6003326459/original/blob1439533364352.png?1439533364]
Always take the time to read warning screens.
[bookmark: _Toc30677902][bookmark: _Toc44322349]Best practice when saving consultations
When you are doing a consultation, always make sure to triple check the data you have entered. Once you select save, you won't be able to edit the consultation.
Figure 18: Consultation form
[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/6005826347/original/blob1443059341146.png?1443059342]
If you don't have the time to check the data that you have entered is correct, select Save as draft first 
Figure 19: Save as draft button
[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/6005826405/original/blob1443059433003.png?1443059433]
When you are ready to save the consultation permanently:
go to the Consultations screen (Figure 20)
under Incomplete consultations, choose the consultation
select Continue to open the consultation
review and check the data
Once satisfied, select Save.
Figure 20: Consultations screen
[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/6005826571/original/blob1443059689050.png?1443059691]
[bookmark: _Toc30677903][bookmark: _Toc44322350]Spellcheck in CDIS
CDIS relies on web browser (Internet Explorer, Safari, Firefox or Chrome) spell check add-on for spell check.
Contact your IT Council Coordinator or Administrator to install the spell check add-on for your web browser.
[bookmark: _Toc30677904][bookmark: _Toc44322351]Zooming in and out
You can zoom out to view everything in one screen (if you have a big resolution monitor, this will be an advantage) or you can zoom in to enlarge fonts to your preference.
Using your keyboard and mouse, hold down the Ctrl key and use:
Mouse Wheel Up to zoom in
Mouse Wheel Down to zoom out
Figure 21: Using a mouse scroll wheel to zoom
[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/6005838962/original/blob1443080215094.png?1443080217]
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CDIS - Child Health Assessment

189789, Test MAVSTEST (Male), 14/09/2015 (01W03D)

Clent Detais | Cinical Activity | Assessments | History / Notes | Letters/Reports | Logout

Child Health Assessment

Did the iient attend this appointment* (& Yes O No
Ensure Appointment Detais Are Correct And Edit If Required
Service date* |22/09/2015 [ v | Start time* | 1:00 AM & End time* &
Conuaton Tpo+ oo VBtGIE I |
Location* | East Ivanhoe .
Present [[]Mother/Guardan [] Father/Guardian [Jinterpreter []Other
I other please specify name and relationship v

Weight and growth assessed () Yes () No

View History
Weight|3600 [ g Kg Previous Ax Weight 3 Kg 500 g
Height/length| 76.0 [ cms
Head crcumference|46.8 (& cms

Nutrition assessed (®) Yes O No

View History
Feeding type v
Feeding frequency v
Soid foods v
Progress v

Famiy health and welbeing reviewed () Yes (5) No

Assessments / Interventions

Assessments Recommended at this consultation:
Nutrition/Breast Feeding Status -
Pregnancy/birth/family history

Interventions Recommended at this consuitation: Safe
Skeeping Checkist - QUIT - Famiy Viokence -
Safety Plan completed  required
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Consultation List

Booked appointments and Notes Pending
Date Type Status | Booked By

No data to display

New consultation for dient with no booking

Date Type Transcribed by
22/09/2015 Home Visit Consuit TRAWAN, Reinard

1 Records

View completed consultations
Date Type Provided by Location

23/09/2015 Home Visit Consuit TRAWAN, Reinard East Ivanhoe

1 Records
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