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Introduction  
 

Thank you for choosing to use the National Database for Cardiac 
Rehabilitation.  This user guide presents a step-by-step approach that 
aims to increase your knowledge and understanding of all aspects 
associated with the National Database.   This includes how to: 
 

o log on to and enter the database 
o enter patient, hospital and clinician details 
o enter rehabilitation records 
o create and edit letters 
o create and edit discharge reports 
o create summary reports 
o analyse your service data 
o refer patients to other PCTs and/or hospitals, and share data 
o export and import data 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Training:  The NACR team at York offer training approximately once a month, 
at the University of York, and we can also offer local training if you can meet 
the criteria for numbers and facilities.  Please contact Nerina for further 
information.  
 
Licences:  In order to have a login to NACR, you need a licence for Lotus ï 
one free licence is provided per programme.  Additional licences can be 
purchased either through NACR York, or your IT department may be able to 
buy these for you.  NB: The Web version of NACR does not require 
licences. 

 
NB:   Actual patient details have NOT been used in the 
production of this manual. 

USEFUL CONTACTS: 
 
If you have any technical queries please contact the Central 
Cardiac Audit Database (CCAD) Helpdesk on: 
 
Tel: 0845 300 6016 (Option 2)  
E-mail: helpdesk@ccad.org.uk  

 
For more information regarding the National Audit for Cardiac 
Rehabilitation (NACR) please contact Nerina Onion (NACR 
Training and Information Officer) on:  
 
Tel: (01904) 321326 
E-mail: neo500@york.ac.uk 
  
or visit  http://www.cardiacrehabilitation.org.uk/nacr where you 
can find downloads of NACR documents, our Annual Reports, 
and newsletters. 

 

mailto:helpdesk@ccad.org.uk
mailto:neo500@york.ac.uk
http://www.cardiacrehabilitation.org.uk/nacr
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Section 1a 
Accessing the Database 

 

 To access the database double click on the óLotus Notesô icon.  This is 
displayed as an orange icon on your desktop (Fig. 1).  By double clicking on 
this icon you will be presented with the óLog Onô screen (Fig. 2).   

 
  Fig 1 ï Launching Lotus Notes 
 
 

 
 

   
 
 
 
 
 
 

Fig 2 - Log on Screen 
 

 
 

 Your user name should be displayed automatically in the lower of the two 
white boxes.  If it isnôt, select it from the drop down list, (Fig. 2, green circle).  
Enter your password in the upper white box (Fig. 2, red circle) and press 
return on your keyboard or click OK. 
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Fig 3 ï CCAD Welcome Page  
 

 
 
 

 You should now see a screen as in Fig.3.  You are now required to connect to 
the Central Cardiac Audit Database (CCAD) server.  To do this click on the 
óEnter CCAD Portalô button (see red circle in Fig. 3) 

 
Tip: Before going any further, it is important to let the database óReplicateô, 
(see blue circle in Fig. 3).  Replication allows Lotus to connect to the servers at 
CCAD and pick up any updates which have been made to the database. The 
information bar will show how far through replication the database is (see 
green circle in Fig.3).  Once completed, you can click on the óEnter CCAD 
Portalô button. 
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Fig 4 ï CCAD User Menu 
 

 
 

 You should now see the screen in Fig.4. To connect to the National 
Database for Cardiac Rehabilitation click on the word óREHABô on the left 
hand side, under the heading óMain Databasesô (see red circle in Fig. 4).  
This will connect you to the óliveô database. 

 
 

 
Tip:  If you are finding connection to the database very slow, you have the 
option to either: 
Connect to an alternative server by clicking the óChange Serverô button (see 
red circle in Fig.5), and selecting another server from the list (see red circle in 
Fig.6) 
Create a local replica, by clicking on óCreate Local Replicaô  (as shown by the 
blue circle in Fig.5), selecting the database you want (Rehab V2.0) and 
following the on screen instructions. 
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Fig 5 ï Change Server (a) 

 

 
 
Fig 6 ï Change Server (b) 
 

 
 

Tip: Note the tabs along the top of the screen (see blue circle in Fig.6) ï these 
allow you to navigate between the different screens you have open, including 
the portal page, and any documents you are editing.  NB: make sure you donôt 
end up with too many screens/patient records open at once, as this may cause 
problems with saving and duplicates. 
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Fig 7 ï Dialogue Box ï Contact Information 
 

    
 
 
 
 
 
 
 
 
 

 

 You will firstly be presented with a dialogue box as displayed in Fig.7.  This 
box provides contact information for CCAD (technical queries) and the NACR 
Project Manager (NACR queries).  This box will appear every time you enter 
the database, however If you do not want it to be displayed again in the future 
click in the white box (see the red circle in Fig. 7), then click OK.   

 
 

Section 1b 
The New Landing Page 

 
 

 We launched a new opening page for REHAB/NACR, in March 2010.   
This is designed to allow you to enter a new patient more quickly and to find 
existing patient records without having to wait for the óAll Patientsô screen (the 
original óopening pageô) to load.  It should make using the database quicker 
and more efficient for all users.  It is available on both Lotus and the Web 
versions of NACR. 

Fig.8 - The Landing Page and New Initiating Event 
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Entering a New Patient. 
 

 To add a new patient, just click on óCreate New Initiating Eventô (see red circle 
in Fig.8 above) and put in details as outlined in section 2.   
 
IMPORTANT: If you want to add a rehab record for the same patient, 
when you have saved the IE, donôt close the record ï click on óRehab 
Recordô button that appears at the top of the IE screen after you have 
saved ï see Fig.9 below. 
 
Fig.9 - Adding a Rehab Record 
 

 
 

 From the Initiating Event  Record (once youôve saved it)  you can also find 
other functions (to stop you having to go into the All Patients view).  These are 
shown by the green circle in Fig.10 below. 
 
Fig.10 - Additional Buttons 
 

 
 
Using the Search Function 

 

 You can use the search box to enter the details of the patients you wish to 
search for. The more details you provide the faster the search will be. 

NB:  The search is not case sensitive. 
There are different ways that you can search based on the options provided 
(see blue circle in Fig.11). 


