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Outline of Today’s Discussion:

2

▪We will provide an overview and demonstration of some of the 

most frequently asked MAVEN questions:

▪ Workflows

▪ Reports (including NEW reports!)

▪ Sharing and tasking

▪ MAVEN coverage and communication events

▪ MAVEN troubleshooting

▪ MAVEN resources

▪ …and more!



On-call Statistics
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New MAVEN Guidance Document Series
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Navigate to all the 

documents using 

the it link here!

mailto:https://storymaps.arcgis.com/stories/40d86f72a6c94d3fa56ac768f54b475e


Workflows
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What is a workflow?
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▪ Cases move into workflows based on the 

disease, case classification and status 

(routine/immediate diseases).

▪ Cases stay and move through different 

workflows based on what fields are updated

▪ Example – once you complete Step 1 – 

LBOH Notification to Yes, the event will 

move from the LBOH Notification Workflow 

to the Pending Workflow.

User Tip: Workflows are like 

temporary folders to help you 

keep track of cases.



Where are they located in MAVEN?
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▪ You can see a subset of workflows from the MAVEN dashboard or 

click the Workflow link (left menu) to see them all.

User Tip: The 

Dashboard is the 

first page you see 

when logging in 

to MAVEN and 

helps highlight 

your recent 

activity as well as 

the main menu 

options on the left.  



How to see all your LBOH workflows
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▪ Click on the Workflow tab in the menu on the 

left-hand side of the MAVEN dashboard.



Where are Workflows located in MAVEN?
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Where are Workflows located in MAVEN?
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▪ The full workflow page will automatically open showing only 

those workflows currently containing events (but not empty 

workflows).

▪ To see ALL workflows (including empty workflows), then click 

on the Show Empty Workflows button (right hand corner).



Workflows for Majority of Disease Events

▪ The LBOH Notification for Immediate Disease and LBOH 

Notification for Routine Disease workflows will show cases 

for your jurisdiction(s) where Step 1 has not been 

acknowledged.

▪ LBOH Case Report Forms (CRF) are pending: shows cases 

where Step 4 has NOT YET been acknowledged
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▪ This CRF Pending Workflow is the place to find your current/ongoing cases after 

you’ve acknowledged receiving notification in Step 1 and prior to completing Step 4 

(acknowledging when casework is completed). 

▪ LBOH Needs final review:  Completing Step 4, CRF Completed, signals the 

casework is done and moves the MAVEN event out of LBOH Case Report Forms 

(CRF) are Pending to the LBOH Needs final review workflow.  

▪ If you complete Step 4 & 5 at the same time, the event will not enter the LBOH Needs 

final review workflow 

User Tip: LBOH Needs 

Final Review workflow 

is great for supervisory 

review OR for Epi data 

cleaning/review/QA 

activities.  



COVID-19 Notification Workflows

▪ There are two COVID-19 Notification Workflows. 

▪ Two LBOH Notification Workflows provide a snapshot view of reported COVID-

19 cases in your jurisdiction.  Timely acknowledgement for COVID-19 Events by 

LBOH MAVEN Users will help keep workflows in operation. 

▪ Individual Events: Populate Admin QP Step 1 manually by going into each case individually, or 

▪ Bulk Action:  Selecting a bulk action “Set LBOH Notification to Yes” to acknowledge all events in the workflow 

simultaneously.   

▪ Due to workflow volume restrictions, COVID-19 Events will only remain in the two 

Notification Workflows for approximately 7 days from 1st positive specimen 

date, then MAVEN automatically removes them from the workflow.  
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Tuberculosis (TB) Workflows
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▪ Tuberculosis events in MAVEN will all flow through the LBOH TB 

Notification Workflows.



Tuberculosis (TB) Resources are listed under “Global 

Populations and Refugee Resources” in MAVEN Help.
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Workflow specifics – what do the columns tell you?
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▪ The columns tell us the 

number of events in the 

workflow.

▪ The priority (Very High for 

example (Immediate 

diseases) will show up on 

your dashboard).

▪ Last updated (date/time) 

and the little blue i will tell 

you what the refresh time is 

for the workflow (how often 

it refreshes and when it 

happens).



You can edit the look/feel of your 

dashboard in MAVEN
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User Tip: 

Bookmark specific 

workflows or 

cases to keep 

them up top by 

selecting the 

STAR.



Reports
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MAVEN LBOH Reports
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▪ Export line lists and counts for your 

disease events. You can customize by 

▪ Disease

▪ Time frame

▪ Classification

▪ Town/City



MAVEN Report Example/Demo
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▪ LBOH Events by 

Time Period

▪ Case Status 

▪ Official City

▪ Report Form: 

csv & html
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▪ LBOH Events by 

Time Period

▪ Current Month

▪ Previous Month

▪ Year to date

▪ Last Year

▪ Last Year to date



MAVEN Reports
▪ You should be utilizing reports daily for your casework.

▪ You can also utilize reports to help determine data cleaning needs.
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NEW Reports
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▪Two new iterations of the Event Information Extract by Disease 

for regional MAVEN users. 

LBOH Event Information Extract by 

Disease and Region

LBOH Event Information Extract by 

Disease Category and Region



NEW Reports

▪ Disease Categories for LBOH Event 

Information Extract by Disease Category 

and Region:
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Enteric Diseases
Amebiasis
Botulism

Calicivirus/Norovirus

Campylobacteriosis
Cryptosporidiosis

Cyclosporiasis
Giardiasis
Hemolytic Uremic Syndrome
Listeriosis
Salmonellosis

Shiga toxin producing organism
Shigellosis

Vibrio sp.

Yersiniosis

Mosquito-borne Diseases
Arbovirus (other)

Dengue Fever
Eastern equine infection
Malaria
West Nile Infection
Jamestown Canyon Virus Infection

Tick-borne Diseases
Babesiosis
Borrelia miyamotoi infection
Ehrlichiosis

Human Granulocytic 
Anaplasmosis
Lyme Disease

Q fever
Rocky Mountain Spotted Fever

Tularemia

Powassan Virus Infection



NEW Reports
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▪LBOH Assessment Report

Key Variables Assessed

Admin Question Package Steps 1, 2, & 4

Symptom Onset Date Ethnicity

Occupation Sexual Orientation

Industry Gender Identity

Race Transgender Experience

Lost to Follow-up



Communication Events
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What are Communication Events?
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▪ Communication events are events within MAVEN that hold information for our 

Local Board of Health users and affiliated contacts for 351 cities & towns in 

Massachusetts.

▪ There is one event for each city/town and they contain board of health 

contact information such as addresses, fax numbers, MAVEN users, and more.

▪ LBOH, MDPH Epidemiologists, and DSAI staff rely on Communication events to 

ascertain relevant points of contact at a board of health.

▪ This is also where MAVEN points of contacts can notify us if they will be 

taking time off, as well as notify us of who the primary/backup MAVEN 

contact is in your office.



Communication Event Tip Sheet
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Finding/Reviewing/Updating 

Communication Events for LBOH
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Finding/Reviewing/Updating 

Communication Events for LBOH

29



Save your Communication Event for future 

reference
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▪ Search and Find 

your 

Communication 

Event

▪ Review/Edit for 

information

▪ Bookmark your 

Communication 

event by clicking 

the star in your 

Recent Records 

section



▪MAVEN Backup: 

▪Have your backup log into MAVEN to make sure their account is active 
and they have access to your jurisdiction’s MAVEN events.

▪NO MAVEN Backup: 

▪ Reach out within your LBOH or agency, local schools or neighboring 
communities.

▪ If you are unable to find backup, reach out to DSAI immediately at 
mavenhelp@mass.gov .

Out of Office Protocols – MAVEN Coverage

31

mailto:mavenhelp@mass.gov


Sharing Cases
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Sharing Cases
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▪ Step 1 – Open the event you want to share and click the Share Event option from the side 

menu.

▪ Step 2 – In the Share Event window navigate to the Add Event Share section at the 

bottom of the page and choose the Type of Share access (View and Update Full) and the 

User you want to share with.

User Tip:  You must 

SHARE an event to let 

another jurisdiction view 

or update the case.  
(Ex: your case works and 

lives in two different towns.) 



Sharing Cases – Things not to do
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▪ Do not enable the "Allow Delegation" feature.  This feature will allow the user who has 

been shared the event to share the event with another user.

▪ Do not share events with a User Group (BOH or other Agency) unless they have 

requested you to do so.



Unsharing Cases
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▪ Step 1 – Check your 

Shared Events workflow 

to see how many events 

are shared with you.

How to Un-share an Event and clear out your Shared Events workflow. Events 

should be unshared once sharing the event is no longer need.

▪ Step 2 – Open each 

event, open the Share 

Event window, and click 

the Unshare link to 

unshare the event.



Tasking
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How do I task a case in MAVEN?
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General Steps on how to create a task in MAVEN

1) Access the event you wish to task to another MAVEN user.

2) Once in the event, click on the Tasks tab.  It can be found in the same 

section where you find the Question Packages.

User Tip: TASKING is 

a great way to assign 

work to yourself or 

others within the 

MAVEN case.



3) Once you click on the Tasks tab, you will see a table titled Tasks.  It may or 

may not be empty, depending on whether this case had been tasked to someone 

previously.  To add a task, click the Add Tasks button

38

How do I task a case in MAVEN?



4) You will be brought to a 
new window where you will 
enter the task information.  The 
first section to complete is the 
Type.  You can select anything 
in the dropdown menu based 
on the type of task you’re 
assigning, but typically we 
recommend using the 
Assignment type.

You can assign Priority and 
Assign Dates (Due Date) 39

How do I task a case in MAVEN?



5) Next, complete the Description

and Notes sections, based on what 

you would like the recipient(s) to 

do with the case.

NOTE: Please be aware that 

whatever you put in the 

Description will appear in the 

notification e-mail the recipient 

receives, so do not include 

personally identifiable 

information here.
40

How do I task a case in MAVEN?



6) Next, Assign to a user.  In this dropdown menu, you will find every user in MAVEN.  

When you click on the Assign a user dropdown and hover your cursor over a name, you 

can begin typing the name of the recipient you wish to assign it to, and it will find them in 

the dropdown list. 

If you would like, you can assign it to multiple users at once by assigning a case to a user 

or town  group.  Click on the dropdown menu and scroll down to the list of the cities and 

towns in Massachusetts.  All cities/towns are preceded with “LBOH –.”  For example, if you 

would like to assign a case to Brookline, find “LBOH – Brookline” in the dropdown menu.  

41

How do I task a case in MAVEN?



7) After clicking Save, you will be brought back to the Task tab and 

will see your new task populating the table.  

42

How do I task a case in MAVEN?



How do I complete a task in MAVEN?
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▪ To complete a task in MAVEN and remove it from your task workflow you need to update the 

status of the task.  Go into the task either by going to your task workflow and clicking on it, clicking on 

Task from the profile management menu, or going into the case.

Option 1 – Access tasks from your Task workflows

Option 2 – Access tasks 

from the menu.

Option 3 – Access tasks from within the event.

Open the event and go to the Task tab and click 

the Update Task Button.

Update Task status from Pending to 

Completed and click save.



How do I manage email notifications for tasks?
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Option 1 – Click on 

your username and 

from the dropdown 

choose Edit Profile.

▪ In addition, a notification e-mail will be sent to the recipient any time a case is tasked 

to them, and you will receive an e-mail notification any time the recipient updates the 

task.  

▪ All notifications are sent to the email you have listed as your primary email.  

▪ Please review and update your profile to make sure your contact information is 

accurate.

Option 2 – Click on Profile 

Management from the menu 

and from the dropdown 

choose Edit Profile.



*Please do not select any 

other user groups except 

the LBOH Town Groups 

when assigning tasks.

45

Things not to do in MAVEN for tasks



MAVEN Addresses 

and Participant Information

46



Addresses history / Participant
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Addresses history / Participant
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Address Information
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Use the Address and 

Demographic tabs to check 

for additional

▪ Addresses/Phone 

Numbers

▪ Name changes

▪ Date of birth 

changes/updates



Notes

50



Notes – Create and Edit
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Relevant case notes should always be entered in the note section on the main page 

(Dashboard) of the event.  The notes in this section can be quickly view by any 

user who has access to the event.  

Step 1 – Open the event.  Click on the pencil icon to start adding/editing a note.

Please remember that notes in this section can be edited, but only if no other notes have been entered after 

yours.

Step 2 – Save your note.  Then close the note window.

User Tip: You can use 
<br> to create line 
breaks in your notes.



Notes in MAVEN

▪ Please remember that Notes are a great place to document 

your work or case management/follow-up. 

▪ If key variable information is only in the notes, it does not 

automatically transfer to the Question Packages.

▪ You can summarize an interview or discussion in the Notes 

section, but make sure relevant data is documented in the 

associated question packages to ensure data completion.
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Concerns
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Concerns for non-COVID cases
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▪ Concerns are built in notification or 

flags that appear in MAVEN events and 

are used to remind users to answer 

specific steps or enter key information 

that’s important to the investigation of an 

event.  

▪ Concerns appear as bold red text in 

the Notifications section of an event. 
 

▪ They provide details on which 

questions needs to be answered and 

where they can be found.   

Once a concern is answered, the red text will disappear from the notifications section. 



Creating and Linking Contacts
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Creating Contacts

56

If you have a case who does not exist in MAVEN but needs to be entered and linked to a confirmed 

case, you can create a Contact. 

Step 1 – Open the event for the Index case you want to create a contact for.

Step 2 – Under the Basic Information section, find and click the “Linked Events/Contacts” link

Step 3 – Enter your parameters under the following headers:  Link Events (Operation should be Create 

Linked Event), Demographics, and Contact Information and then click save.  Your contact event now 

appears in the Linked Events section.



Linking Contacts
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If you have a case that exists in MAVEN and needs to be linked to a confirmed case you can use the 

link feature. 

Step 1 – Open one of the two cases that you would like to link together.

Step 2 – Under the Basic Information section, find and click the “Linked Events/Contacts” link

Step 3 – Enter your parameters under the “Link Events” header.  Changed “Operation” to “Link To Existing Event”.

Step 4 – Click on Select Event and search for the existing in event in MAVEN.



Linking Contacts

58

Step 5 – After finding the event, select it.  You should now be back on the Demographics and 

Contact Information page.

Step 6 – Update Link Type to Contact and save.



Wizards
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What is a wizard

60

Wizards are designed for MAVEN users that only need to focus on specific questions as part of their 

investigation. It affords these users “one stop shopping” instead of having to navigate between several 

question packages to find what they need. 

*Not all events have a Wizard, but if there is one, they can always be found beneath the Question 

Packages in the Event Data tab of a case. Because different Wizards are designed for different 

purposes, please reach out to us to confirm that completing a given Wizard satisfies all of the 

requirements for your particular investigation.



Demographic History

61



Demographic History
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Use the Address and Demographic tabs to check for additional

▪ Addresses/Phone Numbers

▪ Name changes

▪ Date of birth changes/updates



Demographic QP#2 – Next of Kin Notes

63

Next of Kin notes in the 

Demographic #2 Question 

– if we receive the 

information from the 

reporting provider – 

sometimes you can contact 

these folks for more 

contact information



MAVEN Errors and

Troubleshooting

64
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If you experience any MAVEN errors, try these troubleshooting steps:

1. Clear your web browser cache

2. Try a different web browser

3. Try using an incognito browser window

4. Make sure you are using the correct link to log into the Virtual 

Gateway: https://sso.hhs.state.ma.us/vgportal/login

• Note: You may need to update the link if you have it bookmarked.

If you have any issues, please contact the MAVEN Help Desk 

(mavenhelp@mass.gov)

Common MAVEN Errors 
General Troubleshooting Steps

http://www.maven-help.maventrainingsite.com/pdf/How%20to%20Clear%20Your%20Web%20Browser%20History_ver2_JULY_2022.pdf
https://sso.hhs.state.ma.us/vgportal/login
mailto:mavenhelp@mass.gov
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Error 1: "System error. Please re-try your action. If you continue to get this 

error, please contact the Administrator."

Common MAVEN Errors 
Oracle System Error or Session Expired

Error 2: "Your session has expired. Please login again."
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Cause:

▪ You have been logged into MAVEN for longer than the allotted session 

time (without saving your work).

Solution:

▪ Close the window and open a new one to log back into MAVEN

▪ Clear your web browser cache

▪ Make sure you log out and back into MAVEN periodically and save 

your work (as this can happen when you are working in a case)

Common MAVEN Errors 
Oracle System Error
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Common MAVEN Errors 
Maximum Number of Sessions Exceeded

Error: The user has reached the maximum allowed number of sessions. Please 

close out of the existing sessions before trying to login again.
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Cause:

▪ You’re working in MAVEN and then x out of the browser window as 

opposed to logging out.

▪ If you do this too often in a short time period, your number of 

open sessions accumulates until you hit the max and it errors out.

Solution:

▪ Usually takes 30-60 minutes to resolve once logged out.

Common MAVEN Errors 
Maximum Number of Sessions Exceeded
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Common MAVEN Errors 
Inactive User Account

Error: "Login failed- inactive user account"

Cause:

▪ Your MAVEN account is inactive either due to:

▪ Last login >30 days

▪ Requested deactivation

Solution:

▪ Email maventraining@mass.gov for instructions on account reactivation

mailto:maventraining@mass.gov
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▪ If the error you are receiving is different from any of the above 

errors, if the troubleshooting steps aren't working, or if others are 

experiencing the same issue – it might be a larger issue with MAVEN 

or the Virtual Gateway.

▪ Please contact the MAVEN Help Desk (mavenhelp@mass.gov) and our 

IT team will look into the issue.

▪ We will notify MAVEN users by email if MAVEN is down and will send 

an update when it is resolved.

Common MAVEN Errors 
What to do when MAVEN is down

mailto:mavenhelp@mass.gov
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▪ There is occasionally planned MAVEN downtime either for a MAVEN 

release/maintenance or Virtual Gateway system maintenance.

▪ We will notify MAVEN users by email in advance if there is planned 

downtime. We will also post a message to the MAVEN splash screen.

Common MAVEN Errors 
Planned MAVEN downtime



Password Resets

Option 1 – Click 'Forgot Password' 

on the VG login page.

Option 2 – Update your password in the Edit 

Profile Section in MAVEN.

If you have any issues resetting your password, please contact the Virtual Gateway at 800-421-0938

73



Password Resets

74

When you move or add towns:

▪ You may need to update your email address to reflect your new 

organizational email address.

▪ You can update your email address using the 'Edit Profile' section in 

MAVEN.

▪ We recommend you review and update your contact information 

periodically.



Deduplication
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Person / Event Deduplication

76

▪ MAVEN events may be duplicated due to several reasons including:

▪ Multiple addresses

▪ Incorrect information such as birth date

▪ Multiple labs

▪ Some MAVEN events merge automatically if information matches exactly 

but for those that do not, they need to be merged manually by the 

MAVEN Helpdesk. 

▪ If you notice a duplicate record, please contact mavenhelp@mass.gov 

and confirm which record should be the primary record. 

mailto:mavenhelp@mass.gov
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