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The Contact Tracing Report allows facility administrators and Infection Preventionists to monitor staff’s time
with patients and other staff members. With this data, you can ensure that staff and patients are safe and the
spread of hospital-acquired infections (HAIs) are prevented.

 

Follow these steps to access and fully utilize the Contact Tracing Report:

 

Accessing the Contact Tracing Report

Once you have logged in to your Vitalacy account, use the three lines to access the ‘Reports’ menu as seen
in the image below:

 

 

With the ‘Reports’ menu open, you will see the ‘Contact Tracing’ option toward the bottom:

 

https://vitalacysupport.zendesk.com/hc/en-us/profiles/15858825357453-Desiree-Garcia


 

Navigating the Contact Tracing Report

Now that you are on the Contact Tracing Report, you can begin getting yourself familiar with its features. As a
facility administrator or manager, you will be met with this page once you have navigated to the report:

 

https://vitalacysupport.zendesk.com/guide-media/01HYKCBFF5SG8GDKEJPTW77QNW
https://vitalacysupport.zendesk.com/guide-media/01HYKCBFF5SG8GDKEJPTW77QNW


 

Filtering:

From here, you will be able to filter all of your unit or department's data using the headers shown in the image
below:

 

 

________________________________________________________________________________

Pro Tip: Clicking on each header will show either the top or the bottom of each category; one click for the 
lowest number, two clicks for the highest. 
________________________________________________________________________________

Organization:

If you're a facility administrator or manager who oversees multiple departments, you will have access to

those department's data sets. You can use the 'Organization' ( ) dropdown in the top left of the report
page. Be sure to select all appropriate units or departments that you wish to see. 

 

https://vitalacysupport.zendesk.com/guide-media/01HYKCBFF5SG8GDKEJPTW77QNW
https://vitalacysupport.zendesk.com/guide-media/01HZ5DS2WFFNMQ4S58TGZ5R1K1
https://vitalacysupport.zendesk.com/guide-media/01HZ5DS2WFFNMQ4S58TGZ5R1K1


Searching for Staff:

If you have a specific staff member and want to see their data, you can use the 'Search' option in the top left
of the report page. 

 

Date:

Selecting the date range option on the top right of the report will allow you to see the data from that
date. Keep in mind that when selecting the date, the report will only show you the trailing data from 24 hours
and the data on the selected date. Below is an example of the date selection dropdown:

 

 

 



Contact Tracing Details

Once you have found the staff member that you're looking for, you can select the 'details' option to the right of
their data as seen in the image below. This option will give you a more detailed list of who they came into
contact with, for how long, and where. 

 

 

Once you have selected the 'details' option on the staff member of your choice, you will be taken to their
contact tracing data. This page will show you every other staff member and location that they came in contact
with during the selected date.

(The image below shows 'No data' because the exposure time has not been adjusted yet.)

 

 

 

https://vitalacysupport.zendesk.com/guide-media/01HZ5E0KDNXK08HVVBK7CNFYR2
https://vitalacysupport.zendesk.com/guide-media/01HZ5E0KDNXK08HVVBK7CNFYR2


Be sure to adjust the exposure time based on your facility guidelines. Data will begin to populate based on
the exposure time you've selected. 

 

Care Provider to Care Provider:

Once you have selected the exposure time, you will begin to see the other staff members that your selected
staff member has come in contact with.  

 

 

If you would like to see the staff rounding or contact tracing for a particular staff member that has come in
contact with the initial selected care provider, you can select the three dots to the far right of their name.

 

Export:

If you would like to print or save your data, you can use the 'Export' option at the bottom of your report: 

https://vitalacysupport.zendesk.com/guide-media/01HYP2NFD4VCJ7NG3KF2FD9164
https://vitalacysupport.zendesk.com/guide-media/01HYP2NFD4VCJ7NG3KF2FD9164


 

 

Contact Support

For continued help and support, please contact us at help@vitalacy.com 😃


