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Welcome and Introductions
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Outline of Today’s Discussion:

We will provide an overview and demonstration of some of the most frequently 

asked MAVEN questions:

▪ Reports 

▪ Workflows

▪ Sharing and Tasking

▪ Analyzing MAVEN data using PivotTables

▪ Deduplication

▪ MAVEN resources

…and more!
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Use Case for Today

You receive an email notification for an immediate Hepatitis A 
event that needs investigation. You need to:

1. Open the case from the notification email

2. Check your workflows to view the case (and others)

3. Discover that the person is a duplicate and you need to request 
deduplication

4. Complete the key LBOH steps and the investigation

5. Task another member of your team for follow-up

6. Share the event with another jurisdiction for awareness

7. Run a report to see how many Hepatitis A cases you have 
annually and how many Hepatitis cases total
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A note before we begin…

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://virtualgateway.mass.gov/VGPortal5/
5. 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)
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https://www.mass.gov/guides/clear-your-browser-cache
https://virtualgateway.mass.gov/VGPortal5
mailto:mavenhelp@mass.gov
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Use Case for an Immediate Disease for Today

You receive an email notification for an immediate Hepatitis A 
event that needs investigation. You need to:

1. Open the case from the notification email

2. Check your workflows to view the case (and others)

3. Discover that the person is a duplicate and you need to request 
deduplication

4. Complete the key LBOH steps and the investigation

5. Task another member of your team for follow-up

6. Share the event with another jurisdiction for awareness

7. Run a report to see how many Hepatitis A cases you have 
annually and how many Hepatitis cases total
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Immediate Disease Notifications
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How to change your MAVEN email settings
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How to change your title

Take a few minutes to review title and user type in your profile
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Use Case for Today

You receive an email notification for an immediate Hepatitis A 
event that needs investigation. You need to:

1. Open the case from the notification email

2. Check your workflows to view the case (and others)

3. Discover that the person is a duplicate and you need to request 
deduplication

4. Complete the key LBOH steps and the investigation

5. Task another member of your team for follow-up

6. Share the event with another jurisdiction for awareness

7. Run a report to see how many Hepatitis A cases you have 
annually and how many Hepatitis cases total
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Check your workflows to view the case (and others)
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Check your workflows to view the case (and others)
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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.
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Where are Workflows located in MAVEN?
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How to see all your LBOH workflows
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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).
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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.
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How to see all your LBOH workflows
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Workflows for Majority of Disease Events
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▪ 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 

▪ 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). 



Massachusetts Department of Public Health | mass.gov/dph

Workflows for Majority of Disease Events
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▪ 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.  
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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).
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TB workflows

Click here to access the TB 
workflow cheat sheet

https://www.maven-help.maventrainingsite.com/pdf/FAQ_TB_Workflows_02.01.2023.pdf
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MAVEN User Survey Highlight
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How can I view workflows by town?
▪ You can view City and Official City in the following LBOH workflows:

▪ LBOH Notification for Immediate Disease
▪ LBOH Notification for Routine disease
▪ LBOH Case Report Forms (CRF) are pending
▪ LBOH Notification but no follow-up required
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MAVEN User Survey Highlight
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How can I view workflows by town?
▪ Use the filter function at the bottom of the workflow to filter by Official 

City
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Guidance Document on Workflows
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General Guidance Document on Workflows

https://storymaps.arcgis.com/stories/c397ab9dc9a34285b62f4bb3543e479c
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Use Case for Today

You receive an email notification for an immediate Hepatitis A 
event that needs investigation. You need to:

1. Open the case from the notification email

2. Check your workflows to view the case (and others)

3. Discover that the person is a duplicate and you need to request 
deduplication

4. Complete the key LBOH steps and the investigation

5. Task another member of your team for follow-up

6. Share the event with another jurisdiction for awareness

7. Run a report to see how many Hepatitis A cases you have 
annually and how many Hepatitis cases total
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Person / Event Deduplication

▪ 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. 

▪ Remember to only include the event ID in the email as the MAVEN 
Help inbox is not secure. If you need to share additional 
information, please call (617) 983-6801. 
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Guidance Document on Workflows

General Guidance Document on Deduplication
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https://storymaps.arcgis.com/stories/4510801b65eb409794c1825d4584040d
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Use Case for Today

You receive an email notification for an immediate Hepatitis A 
event that needs investigation. You need to:

1. Open the case from the notification email

2. Check your workflows to view the case (and others)

3. Discover that the person is a duplicate and you need to request 
deduplication

4. Complete the key LBOH steps and the investigation

5. Task another member of your team for follow-up

6. Share the event with another jurisdiction for awareness

7. Run a report to see how many Hepatitis A cases you have 
annually and how many Hepatitis cases total
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Complete the key LBOH steps and the investigation
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Complete the key LBOH steps and the investigation
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▪ When you open the 
Administrative question 
package, scroll to the 
bottom of the screen 
and you will see the 
Local Health and 
Investigation Steps (1-
5)

▪ Each step is helpful for 
your own tracking as 
well as for others who 
may have access to the 
case. 
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Example of completed investigation
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A note on Case Report Forms (CRFs) 
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▪ We recently removed the Case Report Form folder from the MAVEN Help 
Section as the forms were out of date and that information is now entered 
into Casetivity/MAVEN.

▪ Casetivity - https://infectious-disease-reporting.dph.mass.gov/

▪ Please use MAVEN or Casetivity to enter this information or email 
mavenhelp@mass.gov for a copy of the previous form.

mailto:mavenhelp@mass.gov
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Any questions so far?
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Use Case for Today

You receive an email notification for an immediate Hepatitis A 
event that needs investigation. You need to:

1. Open the case from the notification email

2. Check your workflows to view the case (and others)

3. Discover that the person is a duplicate and you need to request 
deduplication

4. Complete the key LBOH steps and the investigation

5. Task another member of your team for follow-up

6. Share the event with another jurisdiction for awareness

7. Run a report to see how many Hepatitis A cases you have 
annually and how many Hepatitis cases total
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Task another member of your team for follow-up
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How do I task a case in MAVEN?
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Option 1 – Task from within an event

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.
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How do I task a case in MAVEN?
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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
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How do I task a case in MAVEN?

Option 2 – Task from 
within  workflow

1. Access any of the 
workflows

2. Select one or more 
cases in the workflow 
(select multiple by 
CTRL + click)

3. Select a user or a 
group in the Assign to 
user or Assign to 
group drop-down
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How do I task a case in MAVEN?
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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)
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How do I task a case in MAVEN?
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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.
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How do I task a case in MAVEN?
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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.

Please double check  who you are assigning the case to and consider 
tasking only those who need to see the case.
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How do I task a case in MAVEN?
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7) After clicking Save, you will be brought back to the Task tab and 
will see your new task populating the table. 
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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.
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How do I complete a task in MAVEN?
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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.
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How do I manage email notifications for tasks?
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▪ 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 1 – Click on 
your username and 
from the dropdown 
choose Edit Profile.

Option 2 – Click on 
Profile Management 
from the menu and 
from the dropdown 
choose Edit Profile.
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Guidance Document on Tasking
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General Guidance Document on Tasking

https://storymaps.arcgis.com/stories/483490508c6745a894bebcea6e82b511
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Use Case for Today

You receive an email notification for an immediate Hepatitis A 
event that needs investigation. You need to:

1. Open the case from the notification email

2. Check your workflows to view the case (and others)

3. Discover that the person is a duplicate and you need to request 
deduplication

4. Complete the key LBOH steps and the investigation

5. Task another member of your team for follow-up

6. Share the event with another jurisdiction for awareness

7. Run a report to see how many Hepatitis A cases you have 
annually and how many Hepatitis cases total

47



Massachusetts Department of Public Health | mass.gov/dph

Share the event with another jurisdiction for awareness
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How to share 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.) 
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Sharing Cases – Types of Access
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▪ Do not share events with a User Group (BOH or other Agency) or 
individual unless there is a need for them to see the event for case 
investigation and follow up.

▪ Recommended Type of Access when case is shared – ‘View & Update Full’
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Guidance Document on Sharing
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General Guidance Document on Sharing

https://storymaps.arcgis.com/stories/7a6ad060b5db412598972608a4573eb6
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Use Case for Today

You receive an email notification for an immediate Hepatitis A 
event that needs investigation. You need to:

1. Open the case from the notification email

2. Check your workflows to view the case (and others)

3. Discover that the person is a duplicate and you need to request 
deduplication

4. Complete the key LBOH steps and the investigation

5. Task another member of your team for follow-up

6. Share the event with another jurisdiction for awareness

7. Run a report to see how many Hepatitis A cases you have 
annually and how many Hepatitis cases total
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MAVEN LBOH Reports

▪ Export line lists and counts for your disease 
events. You can customize by 

▪ Disease

▪ Time frame

▪ Classification

▪ Town/City
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MAVEN Report Example/Demo

▪ LBOH Events by Time 
Period

▪ Case Status – 
make sure to 
think about the 
question that 
you’re trying to 
answer when 
selecting status

▪ Official City

▪ Report Form: csv 
& html

54

Tip: Select multiple categories using CTRL + click
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MAVEN User Survey Highlight
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Which reports can I run that show aggregated data for all diseases?

▪ LBOH Events by Time Period
▪ Report displays a total event count by disease by status for current month, 

previous month, year to date, last year, last year to date. The parameters are pre-
set for this report. 

▪ LBOH Count - Events per Disease and Classification in Jurisdiction
▪ Report that shows you a total count of events selectable by disease and 

classification in a specified jurisdiction(s). You can select the diseases, 
classifications, and time period for this report. 
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MAVEN Report Example/Demo

LBOH 
Events by 
Time 
Period
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MAVEN Report Example/Demo

▪ LBOH Count – Events per Disease and Classification and Jurisdiction
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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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MAVEN User Survey Highlight
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How can I run reports for all towns in my Shared Services Arrangement 
(SSA) or region?
▪ The following reports can be run for either individual towns or for all 

towns that a user has access to in MAVEN. 
▪ LBOH Event Information Extract by Disease and Region  - Select 

'All Towns' as Jurisdiction. 
▪ LBOH Event Information Extract by Disease Category and 

Region - Select 'All Towns' as Jurisdiction. 
▪ LBOH Basic Linelist - Leave 'Official City' report parameter blank. 
▪ LBOH Count - Events Per Disease and Classification in 

Jurisdiction(s) - Leave 'Official City' report parameter blank. 
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Assessment Report – Immediate Disease
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Assessment Report – Routine Diseases
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Which diseases are we covering
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MAVEN Reports
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General Guidance Document on Reports

How to Run the LBOH Assessment Report

https://storymaps.arcgis.com/stories/4e8ece3fc18d41a28ee44deeb7d9c31b
https://storymaps.arcgis.com/stories/32c015e62259453d8583efaf6f9a7c86
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What are PivotTables? 

64

▪ A pivot table is a table of aggregated, grouped values

▪ A PivotTable is Microsoft's function to create pivot tables

▪ Made as a part of Microsoft Excel

▪ Other spreadsheet software may have similar functions under a different name

▪ Easily aggregates (adds, finds the average of etc.) another table or a set of data 
by one or more categories

▪ For example, a PivotTable could count a list of cases by year and town

▪ Aggregation can include sums, averages, or other statistics

▪ Groups can be nearly anything included in the data set

▪ Can make graphs/charts too

▪ Useful because it's a fast way to look at data
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Example PivotTable
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PivotTables – more to come in February!
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General Guidance Document on PivotTables

Link to last year’s PivotTable training (recording)

Link to last year’s PivotTable training (slides)

https://storymaps.arcgis.com/stories/7b2111f47bf44df8bc6ed7d633c6fa98
https://register.gotowebinar.com/#recording/8681206588988813572
https://www.maven-help.maventrainingsite.com/pdf/Feb_13_2024_Pivot%20Table%20Training%20for%20LBOH.pdf
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MAVEN Help Section
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https://www.maven-help.maventrainingsite.com/

https://www.maven-help.maventrainingsite.com/
https://www.maven-help.maventrainingsite.com/
https://www.maven-help.maventrainingsite.com/
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NEW! IP Communication Events
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▪ Infection Preventionist (IP) 
Communication Events are events 
within MAVEN that hold 
information for facilities that have 
Infection Preventionists using 
MAVEN.

▪ There is an event for each facility 
and they contain key contact 
information such as addresses, 
fax numbers, MAVEN users, and 
more.

▪ Will eventually replace IP Contact 
List in MAVEN
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NEW! IP Communication Events
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NEW! IP Communication Events
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Search tip:
In last name, type first three 
letters of facility followed by *
EXAMPLE: Atr* for Atrius 
Health Infection Control 
Program 
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NEW! Tip Sheet: IP Communication Events
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IP Communication Events

https://storymaps.arcgis.com/stories/c9191bb8321349cfbfa429e0816b1fa6
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NEW! Tip Sheet: MAVEN Coverage Guidance
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MAVEN Coverage Guidance

https://storymaps.arcgis.com/stories/72ee401e57834b2ba1e84dded603a12c
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Questions?
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Connect with DPH

@MassDPH

Massachusetts Department of Public Health

mass.gov/dph

74
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