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Enter an ITOP Record

Directions:

Follow these directions to enter an ITOP Record using Georgia Vital Events Registration System

(GAVERS).

Log in and open the “ITOP Module.” Here’s how...

1. Type https://gavers.dph.ga.gov/Welcome.htm into your browser (to get to the internet).

@5 Notice the W in the word, Welcome, is capitalized.

What happens? The Welcome Page appears. (See image below.)

Log on to:
GAVERS

~|

Welcome to the "Georgia Vital Events Registration System” (GAVERS)

GAVERS is the vital records registration and issuance software that was developed for Georgia Department

of Public Health (DPH), Vital Records Unit by Genesis Systems, Inc.

DPH Vital Records office hours are 8:004M - 4:45PM, Monday - Friday.
Department of Human Resources Access Policies

State vital records are considered to be private and confidential. Access to vital records is restricted by statute.

Contacting the Division of Public Health
Telephone Numbers:

cription Phone Number  Hours

s Registration System  404-679-4745  8:00AN
Fax Nui 404-679-4730 8:00AM
Vital Recort stomer Service 404-679-4702  8:00AN

Log on to GA Vital Events Registration System

Mailing Address:

Division of Public Health (DPH)
Vital Records Unit
2600 Skyland
Atlanta, GA 30319-3640

Email Address: VEISAdmin@dhr.state.ga.us

@ Notice the link for
Reporting GAVERS
Issues that you can
use to report any
type of problem you

Beport GAVERS Issue(s)

&4 ©2011,@ Genesis Systems, Inc.

have with GAVERS.

2. Click Log on to GA Vital Events Registration System at the bottom of the screen. Option: You
can also log on at the top of the screen where you see the Login button.

What happens? The Login screen appears.

Tanprl Panvam

NARMENG!

~

Log Im

3. Enter your User Name.
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@ Notice the link for Forgot
Password to the left of the
Log In button. You can use
this link to resolve the
situation without having to
contact the Vital Records
office.
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https://gavers.dph.ga.gov/Welcome.htm

4. Enter your Password (NOT your PIN).
5. Click the Log In button.

What happens? The Select Location screen appears.

47232014 3:21:18 P
Message:
Welcome to GAVERS

e

w

6. Click the dropdown arrow and select your Facility. Click OK.

4/23/2014 T2L18 PM
Message:
Welcome to GAVERS

Select Location:

ATLANTA SURGICAL CENTER - (BIRTH)

DEKALB COUNTY

_| DEKALB MEDICAL AT NORTH DECATUR - (DEATH)

DEKALB MEDICAL AT NORTH DECATUR - (BIRTH)
GEORGIA STATE DEPT OF HEALTH

JOHNSON FUNERAL HOME

What happens? The Home Page appears. (NOTE: The first time you login, you may be asked to

change your password. Please choose a word with upper and lower

case letters, 8 characters in

length including a symbol. You may also be asked to disable any popup blockers.)

| Grormia Dessersext o Punue Heaors
o o Vil Recersts

GLOBAL  ITOP

SGREATHEAD , welcome to the Georgia
4 Vital Events Registration System!

7. Click the ITOP tab at the top of the screen (shown with a red circle).
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8. Click the dropdown arrow next to Function and click ITOP Registration.

Function
-

GEORGIA DEPARTMENT OF PUBLIC HEALTH
Division of Vital Records

@ If there are any records in the Late

Record work queue, you will see a message
alerting you of these late records.

ITOPS Registration X

Your facility has 1 record(s) that are 10 days old or older, State
law requires the filing of ITOP records within 10 days of the date of
induced termination. Immediate action to resolve these outstanding

Itop Registration
Switch Location

Exit Application

records is required, If you need assistance, please contact Georgia
vital Records Office by email at gaversadmin@dhr.state.ga.us.

i

What happens? The ITOP Home Screen appears (See below).

Notice that the Home Screen is where you’ll enter information about the Facility (red
arrow), General Information (red arrow) and Patient Information (not shown).

Notice the fields with red * next to them which are required fields.

Notice the red bracket } down the left side of the image below showing the names of
the Tabs (or screens) where you will enter information from the ITOP Worksheet.

EITOPR:

s d &

Help tips

— W

Unresolved Work Queue:

GLOBAL | TTOP

®$ KW P H = =
Unresolved Work Queue Filter:

Facility Registration

k]

—Select 3 value— i —Select a value— X £

~Selact 3 valie—

Fiald Name:
Figld Statusi

Adtian:
Default Mode

—Select a value—
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Complete the Facility and Patient parts of the ITOP Record. Here’s how...

1. Select the New J button (arrow below).

2.

What happens? The form is ready for you to complete and the Patient Tab is revealed.

Notice that the Record Type field is automatically populated as Hospital ITOP.

The Facility Name and Address are also automatically populated. NOTE: Please check the

Facility Name and Address carefully for accuracy.

Y Patient ID
©

GLOBAL | ITOP

O a@aHd & B K 4 b H = =
HTOPR: Unresolved Work Queue Filter: Unresolved Work Queue:

—Select a value— 2%

Facility Registration

—Select a value—

Unresolved

weTord Type: Patient ID:
Hatight Hospital ITOP
Facility Name: Type:
LTLANTA SURGICAL CENTER >
Medical
Information Street Number: Pre Direction:
e
Patient's
D A Street Name: Street Type:
emagraphics = =
Attendant/Certifier pgst Direction: Apt:
Comments
Zip: State:
30308 >
Patient ID:
Field Status: arte City/Town:
Unresolved hed >
Action: 5
Updating Record Zip Bxt:

“patient's Date Of Birth: Patient Married: “Date Of Pregnancy Termination:
_f_ i —Select a value—- 2 _f 1

In the Facility Information area of the screen, enter the Patient ID number.

Patient
Medical
Information

Patient's
Demographics

Attendant/Certifier

Comments

Fatient ID:

Field Status:
Unresolved

ction:
Updating Record

“Record Type: Patient ID:
Hospital ITOP i
Facility Name: Type:
ATLANTA SURGICAL CENTER — .
Street Number: Pre Direction:
w
Street Name: Street Type:
w
Post Direction: Apt:
-
Zip: State:
w
County: City/Town:
w w
Zip Ext:
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3. Tab to the fields located in the General Information area of the screen and enter the following:
e Patient’s Date of Birth
e Patient Married Status (Select “Yes,” “No,” or “Unknown” from the dropdown options.)

e Date of Pregnancy Termination

GENERAL INFORMATION
“patient's Date Of Birth: Patient Married: “Date Of Pregnancy Termination:
) —Select a value—- > I/
Street Mumber: Pre Direction:
—-Select a value-- i
Street Mame: Street Type:
—-Select a value-- -
Post Direction: Apt:
—Select a value-- .
Zip: State/Country:
--Select 3 value— w7
County: City/Town:
—-Select 3 value- i —-Select 3 value— =
City(Other): Zip Ext:
Inside City Limits:
—-Select a value-- 4
| Previous || Save || DMNext |

4. Tab to the Patient’s Residence Address area of the screen and complete the open fields.
Helpful Tip: Enter the Zip Code and tab out of the field. Result: The City/Town, State/Country
fields will automatically populate.

Note: Click on the globe image to select a country of residence other than the United
States.

5. Click the Save button at the bottom of the screen.
What happens? GAVERS will search for any duplicate records.

If... Then...
A duplicate record is | You will see this message:
not found “Record Created Successfully”

Birth Registration

Record Successfully Created

[ ok ]

Click OK.
A duplicate recordis | You will see this message:
found
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ITOP Registration

The information entered for the following items matches a record already in the system. The duplicate record
matches on all of the following fields:
Patient ID : 12345
Date of Termination : 01/01/2014
Date of Birth : 01/01/1980
Please review the sbove data for accuracy and investigate to ensure that the record is not already in the system,

If you are certain that the information is correct and that the record being entered is not already in the system,
click OK to save this record.
If you are uncertain that this record is a duplicate or not, click Cancel.

Cancel

Click OK if you are certain the information is not already in the system. If
you search for the record and discover it is a duplicate you can abandon the
unregistered record (See Helpful Tips at the end of this document for
guidance in searching for a record and guidance in abandoning a record.)

If you choose to check the record for accuracy, click Cancel which allows you
to Cancel saving the record.

6. Click Next at the bottom of the screen.

What happens? The Medical Information Tab will appear.

Complete the fields on the Medical Information Tab. Here’s how...

1. Tab to each field and enter the requested Medical General Information:
a. Date Last Menses Began
b. Clinical Estimate of Gestation (weeks)

c. Isthis the patient’s first pregnancy? (If not, the remaining fields will be enabled and you
will enter the requested information.)

Functions ~ Record ts v
D@ HdSHH AP H ==
EITOPR: Unresolved Work Queue Filter: . . . Unresolved Work Queue:
000000000002 ~Select 3 value— > FaCIIIty Registration ~Select 3 value— ¥ 9
@ Date last normal menses began
| &
“""""
—— Date Last Menses Began: Clinical Estimate of Gestation (weeks):
atien
[
Is this the patient's first pregnancy? Number of Live Births now Living:
Medical _Salect 2 value— ¥
Information
Number of Live Births now Dead: Number of Other Terminations Spontaneous:
Patient's o f
Number of Other Terminations Induced: Date of Last Live Birth: )

Demographics

Attendant/Certifier| pate of Last Fetal Death:

Comments
TYPE OF TERMINATION PROCEDURE
Actviry: ~ ~
B 55 T f e Suction Curettage Sharp Curettage
began:
P Dilation and Evacuation (D & E) Hysterotomy
E':I,dﬁitm: Hysterectomy C Intra-Uterine Prostaglandin Installation
Action: o ( y
Updating Record Intra-Uterine Saline Installation Other (Specify)
Mifiprestone
Suction Curettage Sharp Curettage
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2. Check the appropriate responses in the remaining areas on the Medical Information Tab
regarding the:

a. Type of Termination Procedure used
b. Additional Procedures Used
c. Complications of Pregnancy Termination

d. Successful Induction

TYPE OF TERMINATION PROCEDURE

Suction Curettage ] Sharp Curettage

Dilation and Evacuation (D & E) [J Hysterotomy

Hysterectomy C [J Intra-Uterine Prostaglandin Installation
U

Intra-Uterine Saline Installation Cther (Specify)

0O 0ODOOC

Mifiprestone

Suction Curettage [J Sharp Curettage

Dilation and Evacuation (D & E) Intra-Uterine Saline Installation
Intra-Uterine Prostaglandin Installation Hysterectomy C
Hysterotomy Mifiprestone

Mone

00O O C

Unknown

0O00OO0OODoC

Other (Specify)

Hemorrhage [J Infection
Uterine Perforation [ Retained Products
Cervical Lacerations [ Anesthetic Problem

Death of Fetus in Utero [J Other (Specify)

O 0DODC

MNaone [ Unknown

\ COMPLICATIONS OF PREGMANCY TERMIMATION(CHECK ALL THAT AFFLY]

SUCCESSFUL INDUCTION

Procedure following Successful induction, if any

ArconoL ok Drue Asuse History

History of Alcohol or Drug Abuse e s

| Previous || Save || Mext |

3. Select the appropriate response from the dropdown menu regarding the patient’s History of
Alcohol or Drug Abuse.

4. Click Save.
5. Click Next.
What happens? The Patient’s Demographics Tab appears.
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Complete the fields on the Patient’s Demographic Tab. Here’s how...

1. Tab through and complete the fields on the Patient’s Demographic Tab.

@ Select only one checkbox in the Hispanic Origin section.

@ In the Patient’s Race section, select as many choices as apply. Note that selecting more than two
checkboxes will bring up a window asking you to verify that you meant to select more than two

Unresolved g

Patient's Education

— I v
Patient Select a value
i
Medical
Infarmation Mo, Mot Spanish/Hispanic/Lating White
Yes, Mexican/Mexican-American/Chicano Black or African-American
Patient's Yes, Puerto Rican American Indian or Alaska Native
Demographics (Mame of the enrolled or principal tribe)
Yes, Cuban
i L Yes, Other Spanish/Hispanic/Latino(Specify)
Attendant/Certifier
- Asian Indian
Comments
Unknown L
Chinese
Refused ilioi
Fatient's Education: X Filipino
--Select a value-- Mot Obtainable Japaness
Field Status: P
Unresolved Korean
Action:
Updating Record Vietnamese

Other Asian(Specify)

Native Hawaiian
Guamanian or Chamorro
Samoan

Other Pacific Islander(Specify)

2. Click the Save button (at the lower part of the screen). (NOTE: Save does not show on this
image.)

3. Click Next.
What happens? The Attendant/Certifier Tab appears.
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Complete the fields on the Attendant/Certifier Tab. Here’s how...

1. Search for the Attending Physician in the drop down menu.

- GLOBAL | ITOP

Functions = Record » Reports =
O Ed & 8 H 4 P H & =
EITOPR: Unresolved Work Queue Filter: Unresolved Work Queue:
000000000002 Dkt ke ~ Facility Registration _Select a value—
“ Attendant Mame
v
Arrenom Prvsican
Attendant “ || First Name:
Patient ]
b First Mame Middle Initial:
Nlé(i'(al Middle Name Last Name:
Infarmation
Last Mame Date Report Completed:
E)a::z;iaph\:s g%ieﬂepor‘t Received in State
Attendant/Certifier ) | Previous || Save || Mext
Attendant Hame:
--Select a value--
Field Status:
Unresolved
Action:
Updating Record
If... Then...
If the name appears in the Select the Name and Tab to the next field.
dropdown... What happens? The attendant’s information will appear in
the appropriate sections.
If the name does not appear in Click on the green “Lens” & button and search for the
the dropdown list... name. If found, select the Name and Tab to the next field.
If the name is not found... Select the Add New option at the bottom of the dropdown
list.
What happens? The Add On Fly (AOF) window appears.
(See details in the Helpful Tips.) (See next image.)
Complete all fields with a red asterisk* and any other
information you can. Be sure to add the Doctor’s License
number.
Click OK.
What happens? The new informaton will populate the
record.
Revision 1.00 Last Updated: 06-04-14
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AOF - Attendant

First Mame
Middle Mame

Last Name

Title
Other Title

Street Number

Street Name

Street Type

Suffix -Salact 3 vaue--
-Salect 3 value--

Pre-Direction -Select 3 vaue-—-

* | -Solact 3 value-

Post-Direction —Selact 3 vabie— nt

AptfSuite :

State/Country " _Salact 3 value- >

County * | _Selert a vaue-- i
- CitylTown " -Salect a value-- ot
= Zip " -Salect 3 vaue— =

Ext

NP1
~ License

Role -
~ Display in list * =
[ ok | cance

2. Review or complete the Person Completing the Report. Your name will appear in the

appropriate fields.

Note: Clicking on the Comments Tab reveals the window shown below where you can add any

additional comments.

Unresolved
Enter a comment below.

Patient

Medical
Information

Patient's
Demographics

Attendant/Certifier

Comments

Attendant Name:
SMITH JAMES

Field Status:
Resolved

Action:
Retrieving Record

Comments

g

| Add Comments | | View Comments |

| Previous || Next |

3. Click the Unresolved m button.

If...

Then...

If there are any unresolved fields
shown in the list...

Click on the field’s link, go directly to the unresolved field
and resolve the problem.

If there are no unresolved issues

Click Save and the record will be saved.

to solve...
4. Click Save.
Revision 1.00 Last Updated: 06-04-14
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Certification and Release

Complete the Certification and Release process. Here’s how...

1. Go to Record on the Menu bar.

2. Click Certify on the dropdown menu.

GEeorgla DePARTMENT oF PusLic HEALTH
4 Division of Vital Records

GLOBAL | ITOP

= Record -
O 4 ld  New « b M = =
EHTOPR: | Search York Queue Filter: . . .
000000000002 e = Facility Registration

Save

@ Record Cancel
sty

< Certify

Unresolved
Facimy INFORMATION
Release — "Record Type: Patient ID:
. . -
; De-Certify btient Hospital ITOP XKIH123
i1 Facility Name: Type:
. ATLANTA SURGICAL CENTER i v
Medical
Information Street Number: Pre Direction:
w
Patient's
hi Street Name: Street Type:
Demographics -

What happens? The Certification screen appears.

Patient ID: ®kjhl23

Date of Termination: 06,/04/2014

Facility Name: ATLANTA SURGICAL CEMTER
First Name: SUSAMN

Middle Name:

Last Name: GREATHEAD

. ancel (| Certification

@3 Clicking the Preview button allows you to see the entire completed ITOP Worksheet where you
can easily check all entries for accuracy before certifying the record. Close the Preview window.

3. Once you are satisfied the ITOP Record is accurate and complete, click the Certification button.
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4. Place a check in the box next to the statement, “I certify that an induced termination of
pregnancy occurred at the location and date indicated on this ITOP record.”

5. Enter your PIN number in the box. (NOTE: This is not the same as your Password.)

. PeassEwwPn_ ]
!_.-:Icerlify that an induced termination of pregnancy occurred at the location and date indicated on this ITOP record.
Certifier Pin:
Ok Cancel
6. Click OK.

What happens? The message shown below appears.

ITOP Registration

Are you sure you are ready to certify the record?

fes ] [ Mo ]

AR AT AFAAAAAOT ACCTITRGn 3T TRA AFITIAR 30 ASTA IRATEITan AR TREC 111 10 Farmrm

7. Click Yes.

What happens? The following message appears.

ITOP Registration X

Record Successfully Certified

| |

8. Click OK.

9. Return to Record on the Menu bar and click Release on the dropdown list.

GEORGIA DEPARTMENT OF PuBLic HEALTH
Division of Viral Records

GLOBAL | ITOP

0 A g new « b M = =
EITOPR: search vork Queue Filter: . . .
000000000002 . loe— ” Facility Registration
= ave
@ Record Cancel
Abandon
Certify
4 em'm
( Release “Record Type: Patient ID:
3 - N . i b
¥ Becentty Lo Hospital ITTOP XKIH123

What happens? The message shown below appears.

Revision 1.00 Last Updated: 06-04-14
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ITOPS Registration

Record Successfully Released

10. Click Ok. The Record is released to the State Vital Records Office.
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Helpful Tips

Add-On-Fly (AOF)

e This function is used when you cannot find the attendant (doctor) you want to populate in the
boxes under attendant.

Click on Add New in the drop down menu.

Complete the fields so that you can add the Attendant’s name for this Record.

ADF - Attendant

Post-Direction —Sedect 5 vaue— =

First Name . AptfSuite :
Middle Name State/Country Y _Salect a vaue-- »
Last Name . County * | —Select 3 vaue— it
Suffix ~Select avalue- ¥ City/Town © -Select avaue- ¥
Title * | -Select a value— v Iip * | -Select 3 vaue-- ot
Other Title Ext
Street Number o NPT
Pre-Direction ~Select 3 vaue-—- . License
Street Name * Role =
Street Type * | -Select a vaue- b Display in list : =

[ ok | cance

Search for a Registered Record
1. Click on the binoculars icon at the top of the page (Search).

2. You can search by several of the fields; however you need to enter a Date of Pregnancy
Termination as a required search field.

ITOP Search

e Wild-Card Soundex
EITOPR Number: Attendant Last Mame:
Fatient ID: ¥KIH123 Ferson Last Mame:
Facility Mame: Date Report Completed: i
Patient Date of Birth:
Y
Date of Pregnancy Termination: = 06/04/2014

EMOPR Number | Patient ID | Facility Name | Patient Date of Birth Date of Pregnancy Termination Attendant Last Name | Person Last Name | Date Report Completed
oooo00000002 XKKIH123  ATLANTA SUR 1882/08/04 2014/06/04 SMMH GREATHEAD 201 4/06/05

Search I [Select Record(s) ] [ Clear ] [ Cloze ]
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Searching for a Record Not Completed
1. Go to the top of the page, and find Unresolved Work Queue Filter.

2. Use drop down arrow, and click on All Unresolved.

GEORGIA DEPARTMENT OF PUBLIC HEALTH SGREA'
Divisien of Viral Records ATLANTA SURGI(

All Unresolved

Late Records

Pending Certification
I

GLOBAL | ITOP
Functions = Record ~ Reports +
D aHIS KA P H ==
HTOPR: Unresolved Work Queue Filter: . . . Unresolved Work Queue:
7 e “select 2 e -

Date of Pregng

3. That will bring up all records that are not registered.

4. Go to the top right of the page, and find Unresolved Work Queue. Use the drop down arrow to
find the record you want to complete.

Printing Forms

e You may print confirmations, blank worksheets, etc., by clicking on Record (at the top).

e Select the Record/Print/Blank ITOP Worksheet. The application will open the PDF version of
the form.

o C(Click the “Print” icon in the PDF window to print the document.

e When the document is printed, close the PDF browser window using the X in the upper right-
hand corner of the screen to return to the GAVERS ITOP application.

Reports

1. The only report available to Facility users is the User Productivity Report (ITOP). To run the
report for your facility, click on Reports at the top of the tool bar beside Record.

2. Select the User Productivity Report (ITOP) menu option.

The User Productivity Report Screen will appear.

3. Select a specific location parameter. Also, enter at least a “year of termination” date range (e.g.
xX/xx/2012 to xx/xx/2013). You can also specify a specific date range (e.g. 05/12/2012 to
01/01/2013).

4. Choose the desired report format by selecting “Excel” or “PDF”. Complete the fields in the input
screen and click Generate.

The report will load in an Excel or PDF format. The following data elements will appear on the
report:

e UserlID

e Number of Records Registered

o Avg # of Days from Date of Event to Date of Registration

Revision 1.00 Last Updated: 06-04-14
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5. Print the document from the PDF window or from Microsoft Excel.

6. When the document is printed, close the PDF browser window or Microsoft Excel using the X in
the upper right-hand corner of the screen to return to the GAVERS application.

Making Corrections

e You are allowed to make corrections before you certify a record, but not after it is released.
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