eCASS User Guide
Chapter 13
July 2020
Prepared by Enclude and Quality Matters
Version 6.0

This is an extract from the Complete User Guide, this extract just deals with the changes for 2019.
Further edited July 2020 to remove references to 2018 and old HRB forms, and remove “How to” and
references to upload to LINK, as this is not available at present.
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Recording an NDRTS (or HRB) Form
Introduction
After reading this section, you’ll be able to:





Understand the benefits of using an NDTRS or (HRB) form on eCASS
Start recording an NDTRS form in eCASS
Learn how validation rules built into eCASS function
Understand how to download completed NDTRS forms from eCASS

What is an NDTRS form?
Designed by the Health Research Board, the National Drug Treatment Reporting System (NDTRS)
form is used by services to record data on client treatment and substance misuse. For example,
questions on the main reason for referral, current drug problems, number of detoxes, etc. The
NDTRS is an epidemiological database on treated problem drug and alcohol use in Ireland.
Compliance with the NDTRS requires that a form be completed for each new client coming for first
treatment and each previously treated client returning to treatment for problem drug or alcohol use
in a calendar year.
For more information, please visit the Health Research Board website.

13.1 Complete Client Demographic Details
1. First, make sure that a client’s demographic information is complete.
2. Start by searching for a client contact record.
3. Remember that you edit information on a client contact record at any time, so all
demographic questions may not be complete from a previous use.
4. Next, review all demographic questions on the contact record.
NOTE: Most of the organisations use Client ID auto number. If your organisation uses own ID
number based on a particular format, make sure it is unique.

Client data 1

Enter / check / edit the details as per above screen Client data 1
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Then choose Gender from drop down menu. Then you have to SAVE and click Get Small
Area as per below screen Client data 2

Client data 2

Note: To fill the next few fields you must save and then Click Get Small Area
It is now mandatory to include these details for all the clients. In cases where it is difficult to
get address details, try to obtain as much information as possible in relation to the client
whereabouts.

Client data 3

A pop up window appears when you click Get Small Area
The address is searched online in Health Atlas so that the correct area can be
assigned to it
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Client data 4

Client data 5
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Common Get Small Area errors:
Sometimes areas such as Swords or Tallaght are added in the incorrect line as the
“County” and therefore the search does not work. Make sure “County” is one of the
actual Counties of Ireland
Check if there is too much information in the address (e.g. e a third line that is not
needed). Try deleting using the backspace key to remove extra text; the address should
appear in the pop up.

Client data 6

Client data 7

NOTE: When adding Demographic Details and Children’s details, make sure you are adding
them to the section that says presenting after 01/01/2019 (If you cannot see this, contact
your admin or Enclude to make sure you have the up to date version)

Client data 8
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Children’s Details - check date as below

Client data 9

13.2 Create an NDTRS LINK Form
1. Search for a client contact record, and click into the record
2. Select “NDTRS LINK Forms” from the list of record types available at the top of the
screen.
3. Next, select “New NDTRS LINK Form”.

Recording NTDRS 1

4. Next, the screen will display a blank NDTRS LINK form that can be completed for the
client.
5. To start, press the “pause” button if you are not ready to complete the whole form
in one go. This will pause the validation rules on the NDTRS LINK form, which could
prevent saving an incomplete NDTRS LINK form.
6. Select the correct treatment centre for your service from the list. If your service is
not available from the list, contact your system administrator.
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Recording NTDRS 2

7. Proceed with completing the NDTRS LINK form.
8. When you complete, click save. (The 5 fields A, B, C, D, E at the top marked with a
red side bar MUST NOT be blank - these are required fields – even with Pause on,
you cannot save the form if any of these 5 are blank)
9. Once a NDTRS LINK form is complete and you are ready to submit, turn off the
“Pause” button to check if all questions have been answered correctly and the form
is complete.
10. After turning off the Pause button, click save. Any errors with the form will be
automatically highlighted RED and it will not allow you to save the record until all
errors have been resolved. Some errors may refer to the Client Record, not this
form – e.g. Employment Status, see example here

Recording Error 1

11. Click save. When all validation errors have been resolved the form will allow you to
save the record. If you encounter any difficulties, click Pause to prevent the error
message from appearing and speak with a colleague.
12. Note: as mentioned in image “Recording Error1” above, some errors may come from
Client Data, but others may come from the NDTRS form, read the error message for
information on source / location of error.
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13.3 Modify an existing NDTRS LINK Form (from 2019 onwards)

Recording NDTRS 4

You can click directly into the form above (B) or via the client below (A)

Recording NDTRS 5

1. Search the list for an existing NDTRS LINK Form and then select “edit” to finish
completing the form.
2. Once a NDTRS LINK form is complete and you are ready to submit, turn off the
Pause button to check if all questions have been answered correctly and the form is
complete.
3. After turning off the Pause button, click save. Any errors with the form will be
automatically highlighted RED and it will not allow you to save the record until all
errors have been resolved. As noted above on page 8 (point 12) some errors may be
on the client record, while others will be on the NDTRS form itself.
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4. Click save. When all validation errors have been resolved the form will allow you to
save the record. If you encounter any difficulties, click Pause to prevent the error
message from appearing and speak with a colleague.

13.4 Validating a NDTRS LINK Form
Important note for 2020 reporting
eCASS has a number of in-built validation rules that will help you to do the initial review
of your NDTRS LINK form.
Please note that LINK might require further form corrections. This is because more rules
have been added by the HRB since the last eCASS upgrade.
1. Reviewing the NDTRS LINK form and making sure all errors are corrected, will allow
for the form to be saved.
2. When a NDTRS form is paused, the form can be saved as a “work in progress” even if
there are errors. However, the pause button needs to be unchecked in order to
save it as a completed form
3. A new button was added in 2019 called Check Warnings

Validating 1

Now you can see the errors and warnings in one place, without having to look up and down
the form.
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Validating 2

4. After turning off the Pause button, click save. Any errors with the form will be
automatically highlighted RED and it will not allow you to save the record until all
errors have been resolved. See example of error here which needs to be sorted
Q13.2 and 21A

Validating 3

5. Click save. When all validation errors have been resolved the form will allow you to
save the record. If you encounter any difficulties, click Pause to prevent the error
message from appearing and speak with a colleague.
Once you completed this process, the information is ready to be inputted to HRB LINK
system.

13.5 Questions causing common validation errors
Most validation rules are based on two sections: Referral/assessment details and History of
Treatments. It is important that these sections are completed properly in order for the form
to pass all the validation checks.
Other common issues are related to the following questions:
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Q6. Living with whom:

If the client is “Living with children” then please complete Q7
Number of children
If the users know that the client has children, but they are
unable to ascertain how many children, record ‘99’ (which is
the data code for ‘not known’).

Q11c. Main language
other than English or Irish

This is a new question that refers to the main language, other
than English or Irish, which the client speaks at home. If the
client speaks English or Irish at home, choose option ‘no’.

Q13. Main reason for
referral

The ‘Main reason for referral’ should be determined and
recorded.
The ‘Main reason for referral’ categories are:
1.
2.
3.
4.

Alcohol
Drug
Concerned person
Other problem (process addiction)

If a drug is the main reason, then please specify the name of
the drug used.
If the main reason for referral is ‘Other problem’, please
specify the nature of the problem, e.g., process addiction:
gambling, eating, spending, gaming/Internet, sex or
pornography
If the client is misusing two drugs (such as heroin and
alcohol) and both drugs are problematic, the user and the
client should come to an agreement as to which drug is more
problematic.

Who can I contact with questions about the NDTRS Form?
If you have questions about using the HRB form, you can contact the Health Research Board
directly at ndtrs@hrb.ie.

12

Appendix
Changing Permissions
Here are instructions for updating permission set

1. Login as system admin
2. Go to set up

Perm 1

3. Search for users (using left hand side quick search)
4. Choose users from Manage Users section

Perm 2

5. Choose the user who you want to assign the permission set to

Perm 3
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6. Click on Permission Set assignment link at top of contact record

Perm 4

7. Click Edit Assignments

Perm 5

8. Choose “eCASS NDTRS user” from available permission set
9. Click Add
10. Save

Perm 6

Repeat for every user who needs access to the NDTRS LINK Form tabs, report tabs or NDTRS predefined reports
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