Web Plus User Instruction Guide

Texas Cancer Registry
Texas Department of State Health Services

January 2021
Contents
AL File UPlOQdiNg......uueeiieiirsnricisssniicssssnnresssssssesssssssssssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 2
B. File DOWNIOAAING....cccovuiiinuriinsnrininiininienssnncsssnncsssncssssicssasisssssesssssssssssssssssesssssssssssosssssssnsssssssssssssssssssssssns 6
C. Tracking Previous UPIOAdS ......ccoeiicinisnricnsssnniccsssnnicsssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssass 8
D. Instructions for Using Web Plus for Changing Passwords ............ciiinnvicncseicnsnicssneicssssecssssecsnseces 10

Instructions for Using Web Plus for File Uploading
Texas Cancer Registry, Texas Department of State Health Services
January 2021



A. FILE UPLOADING
Step A-1: Use the following URL to open the Web Plus log-in page (Figure A-1):

https://registryplus.dshs.texas.gov/logonen.aspx

Step A-2: Enter your assigned user ID and password and click on Log in (Figure A-1). The first time you
log in, you will be prompted to create a new password (Figure A-1a). Refer to the two separate
emails from the TCR. One will contain your username & the second email contains your initial

password.
(Figure A-1)
@ Web Plus x |+ B
& C @ nhttpsy//registryplus.dshs.texas.gov/logonen.aspx or
i Apps
REGISTRY PLUS

.,,_::,ﬁ' National Program of Cancer Registries

Welcome to Web Plus
Application for Secure Cancer Reporting Over the WWW

Texas Cancer Registry

Please log in
User ID

Password

Log in
Web Plus V3.7.0

Nofice to Users: Access fo this system is restricted to authorized users. Unauthorized use of, or access to this resource may subject you to disciplinary action or criminal
prosecution. If you are not authorized to access this resource, LOG OFF IMMEDIATELY. HIPAA - WARNING All users must comply with HIPAA PRIVACY RULE
REQUIREMENTS while using this computer system, including - Log on only under your assigned user ID. Do not attempt to access health information that you are not
authorized to use. Log off or lock up your workstation when it is unatiended.

(Figure A-1a) First time log in only
@ Web Plus * +

& C & httpsy//registryplus.dshs.texas.govfforcechangepassword.aspx

=1 Apps

Change Password

You are required to change your password before proceeding further. Please enter your new password.

Mew password

Fetype password

Change

Step A-3: The homepage for your facility will appear. Click on the File Upload link (Figure A-2).
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(Figure A-2)

— O
@ Web Plus X +
&« C & registryplus.dshs.texas.gov/HomeAl|Ex.aspx W
: Apps
Texas Cancer Registry
Web Plus TCR Tech Supgort

(512) 776-3617
Session time left: 99 minutes

| Chaersswc | lwot____]
Web Plus Home Page for ALLISON VASQUEZ

Please select a cancer reporting activity from those listed below the facility for which you would like to report.

ABC HOSPITAL

Facility Abstractor
File Upload

Step A-4: The Menu options page will appear (Figure A-3).

(Figure A-3)

= O *
@ Web Plus X +
& C & registryplus.dshs.texas.gov/HomeFileUplLoader.aspx Tr
i Apps
- Texas Cancer Registry
Web Plus

TCR Tech Support

{512) 776-3617
[ e | erupow Provous kst Domiond s Crange Passwo

Step A-5: Select New Upload from the top menu bar (Figure A-4).

(Figure A-4)

= ] X
@ Web Plus x -+
< C & registryplus.dshs.texas.gov/upload.aspx b+ g
i Apps
- Texas Cancer Registry
Web Plus

TCR Tech Support

512) 7763617
T home T e o Proous Uploais Downios s Change Peswnd
Upload Abstract Bundle

Select your upload type, NAACCR v18.0, Non-NAACCR, er NAACCR v16.0. If you have selected a NAACCR file upload option, the files must be in the comect NAACCR
version record layout. NOTE: If you are uploading a NAACCR version 180 file, edits will be automatically run upon upload of the file and the edits error report will open in a

separate window. For files upleaded in NAACCR version 16.0 file format, the file will be uploaded and submitted for edits processing by your central registry using the Web
Plus Administration Tool. You will be netified via e-mail when your error report bacomes available for viewing

« NAACCR V18x File Non-NAACCR File NAACCR V16 File

Select a file to upload: | Choose File Mo file chosen

Comment

Upload
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Step A-6: Select which type of file you are uploading (Figure A-4-a).
e For case submission files, select NAACCR V18.x File.

e For all other files, including pull-lists, medical records, reports, word documents or any other
non-NAACCR, select Non-NAACCR File.

(Figure A-4-a)
@ Web Plus x + = O >

&« c & registryplus.dshs.texas.gov/upload.aspx ¥

i Apps

. Texas Cancer Registry

/ TCR Tech Support

‘\‘ Eb Pllls (5121 776-3617

e T ot | PrevousUposas | Downoadries | ClangePrsswo | o] looou
Upload Abstract Bundle

Select your upload type, NAACCR v18.0, Non-NAACCR, or NAACCR v16.0. If you have selected a NAACCR file upload option, the files must be in the correct NAACCR
version record layout. NOTE: If you are uploading a NAACCR version 180 file, edits will be automatically run upon upload of the file and the edits error report will open in a
separate window. For files upleaded in NAACCR version 16.0 file format, the file will be uploaded and submitted for edits processing by your central registry using the Web
Plus Administration Tool. You will be notified via e-mail when your error report becomes available for viewing

& NAACCR V18xFile § MNon-NAACCR File NAACCR V186 File
Select a fileyto upload: | Choose File [Ny fils chosen

]

Comment
2
Upload
NAACCR upload case MNON-NAACCR files such as pull-lists,
submission files only medical records, reports, or any other
documents

Step A-7: Select the Choose File (Chrome users) or Browse (Internet Explorer users) button and choose
the file location on your computer. Once selected, click Open (Figure A-4-b).

(Figure A-4-b)

- [m] x
@ Web Plus x|+
< c @ registryplus.dshs.texas.gov/upload.aspx ¥
2 Apps
Texas Cancer Registry
‘Web Plus TCR Tech Support

(512) 7763617
T O I N I I I TR
Upload Abstract Bundle
Select your upload type, NAACCR v18.0, Non-NAACCR, or NAACCR v16.0. If you have selected a NAACCR file upload option, the files must be in the corect NAACCR
version record layout. NOTE: If you are uploading a NAACCR version 180 file, edits will be automatically run upen upload of the file and the edits error repert will openin a

separate window. For files uplaaded in NAACCR version 16.0 fils format, the file will be uploaded and submitted for edits processing by your central registry using the Web
Plus Administration Tool. You will be notified via e-mail when your error report becomes available for viewing

NAACCR V18 x File @ Non-NAACCR File NAACCR V16 File

Choose File | No file chosen

Select a file to upload

Comment
2
Upload € Open X
« v 4 M > ThisPC » Desktop v &/ | Search Desktop )
Organize + New folder =~ O @
Name Date modified Type Size Q
s Quick access
2018 Manuals 41272 File folder
I This PC ) )
eMaRC Prep ! File folder
LJE=i0 TCR Handbook File folder
& Downlosds WebPlus Screenshots File folder
=) Documents {37 6.25.19 REQ Data Item List For Summ Sta Microsoft Excel W. 34 KB
=] Pictures 3 2019 Reporter Contact Updates xlsx Microsoft Excel W...
¥ Acrobat Reader DC Shortcut
I This PC - R .
7 AvVasquez-Form HRO302.pdf Adobe Acrobat D...
=5 Network 78 CRSPlus Shorteut 2KB
A NELIC Matnimrle A rrare A Wi rment Wined O R vn ©
File name: | £.25.19 REQ Data Item List For Summ Stage Only.xlsx ~ ‘ All Files (7.7 hd
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Step A-8: Now that your file is selected, add additional comments to upload with your file. For example,

facility #999-Summary Stage report. Once both tasks are completed, click on the Upload
button (Figure A-4-c).

(Figure A-4-¢)
- O
@ Web Plus X +
& C & registryplus.dshs.texas.gov/upload.aspx ¥
! Apps
- Texas Cancer Registry
/ TCR Tech Si it
Web Plus TCA Tech Support
[ home T e vgosa | Provous pisds | Dowosartes | ramgePasewo | Hap | Logou
Upload Abstract Bundle
Select your upload type, NAACCR v18.0, Non-NAACCR, or NAACCR v16.0. If you have selected a NAACCR file upload option, the files must be in the correct NAACCR
version record layout. NOTE: If you are uploading a NAACCR version 180 fils, edits will be automatically run upon upload of the file and the edits error report will openin a
separate window. For files uploaded in NAACCR version 16.0 file format, the file will be uploaded and submitted for edits processing by your central registry using the \Web
Plus Administration Tool. You will be notified via e-mail when your error report becomes available for viewing.
MNAACCR V18.x File @ MNon-MAACCR File MNAACCR V16 File
Select a file to upload: | Choose File | 6.25.19 REQ Data ltem L._.r Summ Stage Only xlsx
Add comments to send with your file.
Comment
P
Upload <:|
Step A-9: After the upload, you will get a message that the file has been uploaded (Figure A-4-d).
(Figure A-4-d)
- O
@ Web Plus X +
& C @& registryplus.dshs.texas.gov/upload.aspx ¥
S Apps
- Texas Cancer Registry
/ TCR Tech Support
‘\I eb Pllls {512} 776-3617
[ home 1w Upisd | Provous posts | DownondFies | ChargePasewos | Hob | Logou

Upload Abstract Bundle

Select your upload type, NAACCR v18.0, Non-NAACCR, or NAACCR v16.0. If you have selected a NAACCR file upload option, the files must be in the correct NAACCR
version record layout. NOTE: If you are uploading a NAACCR version 180 file, edits will be automatically run upon upload of the file and the edits error report will openin a

separate window. For files uploaded in NAACCR version 16.0 file format, the file will be uploaded and submitted for edits processing by your central registry using the Web
Plus Administration Tool. You will be notified via e-mail when your error report becomes available for viewing.

NAACCR V18.xFile m Non-NAACCR File NAACCR V16 File

Select a file to upload: | Choose File |6.25.19 REQ Data ltem L._.r Summ Stage Only xlsx

Add comments to send with your file.

Comment

Upload {] The file has been uploaded as a Non-NAACCR File.
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B. FILE DOWNLOADING

Step B-1: Use the following URL to link to the Web Plus log in page:

https://registryplus.dshs.texas.gov/logonen.aspx

Step B-2: Enter your assigned user ID and password and click on Log in (Figure B-1). (The first time you

log in, you will be prompted to create a new password.)

(Figure B-1)
@ Web Plus X | +
& C & https://registryplus.dshs.texas.gov/logonen.aspx
T Apps
REGISTRY PLUS

alllwid National Program of Cancer Registries

Welcome to Web Plus

Appiication for Secure Cancer Reporting Over the WWW

Texas Cancer Registry

Please log in
User ID

Password

Log in
Web Plus V3.7.0 —

MNotice to Users: Access to this system is restricted to authorized users. Unautheorized use of, or access to this resource may subject you to disciplinary action or criminal
prozecution. If you are not authorized to access this resource, LOG OFF IMMEDIATELY. HIPAA - WARNING All users must comply with HIPAA PRIVACY RULE
REQUIREMENTS while using this computer system, including - Log on only under your assigned user |D. Do nol atiempt to access health information that you are not

authorized fo use. Log off or lock up your workstation when it is unatiended.

Step B-3: The homepage for your facility will appear. Click on the File Upload link. (Figure B-2).

(Figure B-2)
@ Web Plus x +
& (= 8@ registryplus.dshs.texas.gov/HomeAllEx.aspx
= Apps

Web Plus

T

Texas Cancer Registry
TCR Tech Support
(512) 776-3617

Session time left: 99 minutes

) [ e

Web Plus Home Page for ALLISON VASQUEZ

Please select a cancer reporting activity from those listed below the facility for which you would like to report.

ABC HOSPITAL

Facility Abstractor

File Upload <:|
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Step B-4: Select Download Files option in the menu bar at top. The available file(s) will appear. Select
Download. (Figure B-3)

(Figure B-3)

- O X
@ Web Plus X +
&« c @ registryplus.dshs.texas.gov/downloadfiles.aspx o
i Apps
T’ Texas Cancer Registry
/ TCR Tech Support
‘\‘ Eb Pllls {512) 776-3617
Ny Uomt |~ Prvos Uosts | Doosaes | g Passwons | Hobp | logou |
Download File
| FileiD | File | Date uploaded | [« | Action |
[14909 |AxCrypt.doc |2/8/2019 2:03:39 PM[TCR Basic class example file[Download|

Step B-5: Select Save (See Figure B-4).

(Figure B-4)

Do you want to epen or save AxCrypt.doc (462 KEB) from registryplus.dshs.texas.gov? Open Save |¥ Cancel

Step B-6: Select the location on your computer or network where you want to save your file and click
Save (Figure B-5).

(Figure B-5)

L A + | Desktop — O x
Home Share View 9
<« « 4 > ThisPC » Desktop v | Search Desktop pe
Name Date modified Type Size
v 3k Quick access
. 2018 Manuals 2 File folder
= This PC . . .
TCR Handbook /19/201911:58 AM  File folder
B Desktop {15 6.25.19 REQ) Data ltern List For Summ Sta...  6/25/2019 11:44 AM  Microsoft Excel W.. KB
¥ Downlosds i AxCrypt.doc 7/29/2019 833 AM  Microsoft Word 9. 468 KB
|=| Documents
&= | Pictures
= This PC
=¥ Network

15 items =

Step B-7: Your browser will show when the download is complete. You can find your downloaded file in
the place where you selected to save it on your computer or network.
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C. TRACKING PREVIOUS UPLOADS
Step C-1: Use the following URL to link to the Web Plus log in page.

https://registryplus.dshs.texas.gov/logonen.aspx

Step C-2: Enter your assigned user ID and password and click on Log in (Figure C-1). (The first time you
log in, you will be prompted to create a new password.)

(Figure C-1)
@ Web Plus x| +
< C & nhttpsy//registryplus.dshs.texas.gov/logonen.aspx L ¢
= Apps
REGISTRY PLUS

National Program of Cancer Registries

Welcome to Web Plus
Application for Secure Cancer Reporting Over the WWW
Texas Cancer Registry

Please log in
User ID

Password

Log in
Web Plus V3.7.0 —

Mofice to Users: Access to this system is restricted to authorized users. Unauthorized use of, or access to this resource may subject you to disciplinary action or criminal
prosecution. If you are not authorized to access this resource, LOG OFF IMMEDIATELY. HIPAA - WARNING All users must comply with HIFAA PRIVACY RULE

REQUIREMENTS while using this computer system, including - Log on only under your assigned user |D. Do not atiempt to access health information that you are not
authorized to use. Log off or lock up your workstation when it is unattendad.

Step C-3: The homepage for your facility will appear. Click on the File Upload link. (Figure C-2).

(Figure C-2)
@ Web Plus X | =+ a -
< C @ registryplus.dshs.texas.gov/HomeAllEx.aspx ¥
£ Apps

Web Plus

Texas Cancer Registry
TCR Tech Suppori
(512) 776-3617

Session time left: 99 minutes
| P

Web Plus Home Page for ALLISON VASQUEZ

Please select a cancer reporting activity from those listed below the facility for which you would like to report.

ABC HOSPITAL

Eacility Abstractor

File Upload <:|
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Step C-4: Mouse over Previous Uploads and Track File Uploads will appear. Click on Track File
Uploads (Figure C-3).

(Figure C-3)

= ] X
@ Web Plus X -+
< C & registryplus.dshs.texas.gov/HomeFileUplLoader.aspx b g
i Apps
Texas Cancer Registry
Web Plus ICR Tech Supgen

(512) 776-3617
[ e | hewvpow Previous Uplots e e
Track File Uploads

{

Step C-5: The option to select a date range is available. Click on the calendars next to the empty boxes and
select beginning and ending dates for your search. Click Search. A list of historical files will
appear with Original file name, internal file name, date uploaded, status, total abstracts,
Abstracts with Errors, Comments and Action (Figure C-4).

(Figure C-4)

- O et
@ Web Plus x +
& (¢] & registryplus.dshs.texas.gov/previousuploads.aspx b
= Apps
Texas Cancer Registry
Web Plus ZCR Tech Supgort

{512) 776-3617
[ e | Newunow proveus Upones Doions s g

Previous Uploads Abstract bundles previously uploaded from your facility are listed below. Click on View Edit Report link to view the report on a bundle. You can also view selected
fields of the abstracts in a bundle by clicking en View Abstracts link. To view the files uploaded within a data range enter the date range below and click Search.

Date uploaded from (] o [2E]
Search
Original File Name Internal File Date Status | Total Abstracts Abstracts | Total Errors Comment Action
Mame Uploaded with
Errors
‘WP Admin Tool Test docx F0027333.docx | 712/2019 | Bundle N/A NIA N/A | Test file-DELETE FILE
8:32:03 Exported
AM
PrepOnlyUsersReport.xls F0027205.xs |7/1/2019 |Bundle MNA NiA N/A| TESTING for email response
2:56:21 Exported
P
RegPlusV18.docx FO027195.docx | 7/1/2019 Bundle MNIA NiA MN/A | Test for email response
91719 Exported
AM
V1 8InstallReport pdf FO027194 pdf | 7M/2019 Bundle NIA NIA MN/A| This is a test to see if | get an email reply
9:04:50 Exported
AM
test.xlsx FO019269.x1s | 10/25/2017 | Bundle N/A NiA N/A | testing new SMTP server (and a gmail email address)
10:31:32 Exported
PM
2014CaseFinding_Combined_report.txt| FO018728.0¢t | 10/5/2017 |Bundle NiA NiA M/A | This is a TEST upload to see if auto-emails are working. Delete
10:23:56 |Exported this file.
AM
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D. INSTRUCTIONS FOR USING WEB PLUS FOR CHANGING PASSWORDS
Step D-1: Log in using Step A-1.

Step D-2: On the homepage, select Change Password (Figure D-1).

(Figure D-1)
- O
@ Web Plus X [+
< C & registryplus.dshs.texas.gov/HomeAl Ex.aspx ¥
I Apps

- Texas Cancer Registry
/ TCR Tech Support
Web Plus e
Session time left: 99 minutes

| e [ lwot____|
Web Plus Home Page for ALLISON VASQUEZ G

Please select a cancer reporting activity from those listed below the facility for which you would like to report.

ABC HOSPITAL

Facility Abstractor
File Upload

Step D-3: Enter your old password and new password and retype your new password. Verify that
your password has changed successfully. (See Figure D-2).

(Figure D-2)

@ Web Plus * =+
“— (2= 8 https://registryplus.dshs.texas.gov/changepassword.aspx
: Apps

Web Plus
[ Home |  MNewupload |  PreviousUploads | DownoadFiles |  Change Password |

Change Password

@ Web Plus * -+
&« c 8 https//registryplus.dshs.texas.gov/change
Old Password I Apps
MNew password V\Teb Plll s
Retype New Password [ fome | Newpood | Proviug
REhanasy Change Password

Cld Password
Mew password

Retype Mew Password

Change{| Your password has been successfully changed.

Instructions for Using Web Plus for File Uploading
Texas Cancer Registry, Texas Department of State Health Services
January 2021

10



	A. FILE UPLOADING
	(Figure A-1)
	(Figure A-2)
	Step A-4: The Menu options page will appear (Figure A-3).
	(Figure A-3)
	(Figure A-4)
	(Figure A-4-a)
	(Figure A-4-b)
	(Figure A-4-c)
	(Figure A-4-d)

	B. FILE DOWNLOADING
	(Figure B-1)
	(Figure B-2)
	(Figure B-5)

	C. TRACKING PREVIOUS UPLOADS
	(Figure C-1)
	(Figure C-2)
	(Figure C-3)
	(Figure C-4)

	D. INSTRUCTIONS FOR USING WEB PLUS FOR CHANGING PASSWORDS
	Step D-3: Enter your old password and new password and retype your new password. Verify that your password has changed successfully. (See Figure D-2).
	(Figure D-2)


