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Training Outline 

• System Purpose and Overview 
 

• How To: 
1. Enter complaints 
2. Access the database 
3. View summary reports and open completed complaints 
4. Enter follow-up information 
5. Transfer complaints to another region 
6. Link related complaints 

 
• Next Steps 

 
• Questions 
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System Purpose and 
Overview 



Foodborne Illness Complaint System 
• Purpose: 

– Detect and investigate outbreaks  
– Identify food safety or regulatory issues 

 

• Advantages: 
– Capture non-reportable and short incubation pathogens 
– Timely 
 

• Requires: 
– Staff to receive complaint calls 
– Data collection system 
– Data review and analysis 
– EH and epi collaboration 
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Current System 

• Complaint workflow varies by region 
– Information collected 
– File storage: paper and/or electronic 

 
 

• No electronic access across regions 
 
 

• Currently no centralized comparison of 
complaints statewide 

5 



New Web-Based System 
 

• Utilizes a standardized form 
 
 
 

• Centralized, electronic complaint 
database 
 

 

• Can be accessed online by staff 
statewide 
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System Overview 

Complaint 
Entry 

Complaint 
Follow-up and 

Monitoring 

Receive call Complete online complaint form 

Access the database 
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How To: 
Enter a Complaint 



Complaint Entry 

1. Receive a complaint call 
 

2. Open online form: https://is.gd/TDHFoodborneComplaint 

 
3. Fill out interview information 

 
4. Submit form 
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https://is.gd/TDHFoodborneComplaint


Open Online Complaint Form 

 
 

  

 

 

  
 

    

https://is.gd/TDHFoodborneComplaint 

Tip: Bookmark the link for easy access later 11 

https://is.gd/TDHFoodborneComplaint


Complete Complaint Form 

• Form includes questions about: 
– Interviewer 

– Complainant  

– Suspected Establishment 

– Illness 

– Food History 

– Non-Food Exposure History 

 
• 10-20 minutes to complete 
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Submit Complaint Form 

Submit form 

Submitting the form saves it to the database 13 



View/Print Complaint Summary 

Note: Summary does not contain any information identifying complainant 14 



How To: 
Access the Database 



Accessing the Database 

1. Log in to REDCap with username and password: 
https://redcap.health.tn.gov/redcap/index.php 
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https://redcap.health.tn.gov/redcap/index.php


Accessing the Database 

2. Open the Foodborne Illness Complaint project 
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View Project Home Page 

Reports for  
your region 
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How To: 
View Summary Reports and 
Open a Completed 
Complaint 



View and Open a Completed Complaint 

1. Log in to database and open project 
 

2. Click on report to view summary list of complaints 
 

3. Click on individual complaints to open 
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View Summary Reports 

Received Complaints: by Region/Contract County 

Complaints for Follow-up: by Region/Contract County 

All complaints received and entered by 
region/county 

Complaints received by region/county  
-AND-  
any complaints transferred from another 
region/county needing follow-up 
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View Summary Reports 
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Open Completed Complaint 

• Click REDCap ID number to open record 
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How To: 
Enter EH Follow-up 
Information 



1. Open individual record for editing (see previous section) 

2. Scroll down to find Environmentalist section 
 
 
 
 
 
 
 
 

3. Enter EH Follow-up Information 

Enter EH Follow-up Info 
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Enter EH Follow-up Info 

4. Scroll down and save record! 
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How To: 
Transfer Complaints 
to another Region 



Transfer Complaint to another Region 

If a received complaint is regarding an establishment in another 
jurisdiction, the complaint needs to be transferred to that region 
for follow-up: 

 
1. Open individual record for editing (see previous section) 

 

2. Scroll down to find Environmentalist section 
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Transfer Complaint to another Region 

3. Select ‘Yes’ 
 

 
4. Enter information for new region 

 
 
 

5. Scroll down and save record! 
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How To: 
Link Related 
Complaints 



Link Related Complaints 

If you receive related complaints (same dining party, same 
establishment, etc.), these complaints can be linked in the 
database: 

 
1. Open each individual record for editing (see previous section) 

 
2. Scroll down to find Linked Complaints section 
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Link Related Complaints 

3. Select ‘Yes’ then select the number of complaints to link to 
the open complaint 

 
 
 
 

4. Select the linked complaint from the dropdown list  
 (ID, Complaint Date, Establishment) 

 
5. Save record! 
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Link Related Complaints 

To easily open linked complaints from the open record, copy 
and paste the link into a new browser window 
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Next Steps 



Next Steps 

• Ensure all staff have: 
– REDCap login 
– Project access 
– Access to region/county reports 

 

• Utilize system statewide 
 

• Begin centralized complaint review and analysis 
– Review complaints weekly 
– Alert regions and counties of related complaints 
– Conduct analyses on complaints statewide 
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System Highlights 

• Real-time tracking of complaint call volume and follow-up 
workload by region 
 

• Easy transfer of information across regions 
 

• Comparison of complaints across regions 
 

• Standardization of collected information 
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Questions? 
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