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1
Introduction

This data collection tool can be used as you work on initiatives to reduce Acute Care Hospitalization.  This tool is designed to collect both outcome and process measure data.  This tool was originally designed to be used in the ACH pilot (Summer 2005) and, as such, contains some features that may not be needed as you work on your improvement projects.  Contact your QIO if you are unsure about the need to use certain features in this tool.

Features of this tool include:

· Ability to track both outcome and process measures in same tool

· Functionality designed to minimize duplicate data entry

· Ability to resume data entry at later time without loosing data

· Immediate feedback on improvement efforts via charts that show progress

· Easy export procedure so that you can easily send de-identified data to your QIO

Home health agencies (HHAs) that participated in the ACH pilot were required to collect data on at least two outcome measures and two process measures.  The required outcomes measures were acute care hospitalization rate and home health length of stay for those patients who were hospitalized (both measured on a monthly basis).  They were also given the option to track data on their emergent care use and length of stay until an emergent care episode.   The process data that the pilot agencies collected depended on the strategies and actions that they chose to work on during the pilot.  

Although the pilot phase has ended, you can use this tool in much the same way as the pilot HHAs used it.  The tool provides space to track the four outcome measures described above and up to six process measures.  Four examples of process measures are included in this tool; if these examples do not match your strategies/actions, you can overwrite them with measures that you are tracking.  You do not have to track both outcome and process measures in order to use this tool (especially since you can monitor your ACH rate and emergent care rate using your OBQI reports).  However, in the early stages of your improvement efforts, you may want to track your ACH rate on a monthly basis; also, you may be interested in the other outcome measures that this tool allows you to track (and which are not included on your OBQI reports).

Two sets of instructions are included in this manual.  The Quick Reference instructions may be most useful for those who are proficient with Excel.  Detailed instructions are provided for others who are less familiar with Excel but are comfortable with the basic Excel functions (i.e., opening files, entering data, copying, pasting, printing, saving, etc.).  For those who need extra help with Excel, a Beginner’s Guide to Excel is available at http://www.csun.edu/itr/guides/excel/2000/beg.html.  Also included in this manual is a series of questions and answers tool that emerged during the pilot regarding the functionality of the Data Collection Tool.  These questions and answers can be used as a troubleshooting guide if you encounter problems with the tool.  For further assistance in using this tool, contact your QIO.
2
Quick Reference

This section contains brief instructions on using the ACH Data Collection Tool and is intended for those who are fairly proficient with Excel.

First, you will need to extract the tool from the zipped file in which it was sent.  To do this, save the zipped file onto your hard drive.  Double-click on the zipped file to open it.  Press Cntl-A and then click on the Extract button at the top.  Specify the path where you want to save the tool, then click on the Extract button.

ALERT:  Before you begin working with the Data Collection Tool for the first time, open EXCEL.  From the toolbar at the top, select Tools, then Macro, then Security.  Make sure that the Medium button is selected.  Next, from the toolbar at the top, select Tools, then Options.  Click on the Edit tab.  Turn off the “Enable AutoComplete for cell values” option (NOTE:  You may want to turn this option back on after you’ve finished working with the tracker tool).  Close Excel.
1.  Open the tool and click on “Enable Macros”.

2.  Save a working copy of the tool for your data.  You will use your saved copy each time you perform an audit.

3.  On the Agency_ID worksheet, enter the following data:

· Your agency name into cell G3
· Your provider number into cell G4
· The date of your Acute Care Hospitalization POA into cell G5
· The date of your audit into cell G6 (using the mm/dd/yy format)  NOTE:  If you enter data over several days, enter the date you began entering data.

· The audit period begin date into cell G7 (using the mm/dd/yy format)  


· The audit period end date into cell G8 (using the mm/dd/yy format)
· The reviewer name into cell G9
4.  Beginning in cell C11, enter the process measures that you will be tracking.  

Some examples are already listed in the tool; keep those you are using and delete the others.  Order your process measures from “most inclusive” to “least inclusive” (based on the number of patients eligible for the process).  For example, if you are using one measure that applies to all newly admitted patients and another that applies only to high risk patients, enter the measure that applies to all patients first and enter the measure that applies to high risk patients second.  If these are the only process measures you are tracking, clear the descriptions, time criteria, and relevant subpopulation information for the process measures that you do not need.

ALERT:  If you need to clear information on process measures that you do not need, just delete the text within the cells.  Do NOT delete entire rows.

5.  For each process measure (beginning with cell D11), indicate whether it is time-dependent (Y) or not (N).  If the measure is time-dependent, enter the time frame (in days) beginning with cell E11.  For example, for the action of giving a risk-assessment at SOC/ROC, put “Y” for “Time Criteria” and put “0” (zero) for the time frame.

6.  Make sure that you clear all data for process measure rows that you are not using.  For example, if you are only tracking 2 process measures,  clear descriptions and time-frame/subpopulation values for the 3rd, 4th, 5th, and 6th process measures.

7.  Click on the Begin Data Entry button

NOTE:  If you are not tracking outcome measures using this tool, you can omit Step 8, 10, and 12.  You will still need to do Steps 9,11, and 13.

8.  On the “Data_Entry_outcome_discharge” worksheet, enter your chart audit data, with one record per row, for patients discharged or transferred during the audit period, beginning with cell A7:  Patient ID (column A), Last Name (column B), First name (column C), SOC/ROC date (column D), date of transfer to hospital (column E), and date of emergency department visits (columns F through I).  Enter NA for hospital/ED visit dates when not applicable.  

ALERT:  If the date of hospitalization/emergency department visit is not known, DO NOT leave the cell blank.  Instead, enter a date that is prior to the SOC/ROC date.  This will result in a negative length of stay for that patient; however, this negative value will not be incorporated into the average length of stay measures.

9.  Click the Summarize & Continue button

10.  The “Data_Entry_outcome_hospital” worksheet is automatically populated with data for patients from the first worksheet who had been hospitalized.  Also, the length of stay is automatically computed based on the date of SOC/ROC and the date of hospitalization.   

11.  Click the Summarize & Continue button

12.  The Data_Entry_outcome_ED worksheet is automatically populated with data for patients from the first worksheet who had an emergency department visit.  The length of stay is automatically computed based on the date of SOC/ROC and the date of the emergency department visit.  

13.  Click the Summarize & Continue button

14.  On the “Data_Entry_process_1” worksheet, enter your chart audit data, with one record per row, for patients eligible for this measure, beginning with cell A7:  Patient ID (column A), Last Name (column B), First name (column C), Reference date (column D), and date the action was completed (column E).  If the practice was not completed, enter NC (for not completed).  NOTE:  The length of time for the practice to be completed is automatically computed when the date the practice was completed is entered.

ALERT:  Pay attention to the value (Y/N) in column G.  This column may be populated with “Y”, by default, depending on the subpopulation description on the “Agency_ID” worksheet.  When a particular patient has the value “Y” in this column, this patient’s data will be carried over to the next process measure worksheet (thus you will not have to re-enter his/her data).  If a patient is not eligible for the next process measure, leave this cell blank.  

15.  Click the Summarize & Continue button

16.  Continue entering data for your remaining process measures.  Click the Summarize & Continue button when finished entering data for a particular process.  NOTE:  The data required for non-time-dependent measures is a simple “Y” or “N” rather than the date a practice was completed.

ALERT:  We recommend entering all data for a measure before clicking on the Summarize & Continue button.

ALERT:  Users can save data and exit the tool at any time they wish by clicking the Save & Exit button.  When ready to enter more data, open the file containing your data and click on the Resume Data Entry button.  This will take you to the place in the workbook where you clicked the Save and Exit button. 

17.  Go to the summary worksheets (Summary_outcomes or Summary_process) and trends worksheets (Trends_outcomes or Trends_process) to view and/or print your results.

18.  Export your data.  Go to the “Agency_ID” worksheet and click on the Export Summary Data button.  Save this export file in the path of your choice (do NOT change the file name).  E-mail this file to your QIO.  NOTE:  A copy of all the data entered for each of the measures will be saved to another worksheet that is labeled with the date of your audit.  NOTE:  This step may not be necessary; contact your QIO for clarification.
19.  Save and close your file.  Go to the “Agency_ID” worksheet and click on the Save Changes & Exit button.  

20.  To enter data at subsequent audits:


Open the file that you are using to track your data

Enter your new audit information in cells G6, G7, and G8 in the “Agency_ID” worksheet

Click on the Begin Data Entry button  NOTE:  This action will delete the data entered during your last audit and enable the tool to accept new audit data.

Repeat the data entry process

Save and close your file

Detailed Instructions

This section contains detailed instructions on using the ACH Data Collection Tool and is intended for those who are not completely comfortable working with Excel.

First, you will need to extract the tool from the zipped file in which it was sent.  To do this, save the zipped file onto your hard drive.  Double-click on the zipped file.  Press Cntl-A and then click on the Extract button at the top.  Specify the path where you want to save the tool, then click on the Extract button.
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ALERT:  Before you begin working with the Data Collection Tool for the first time, open EXCEL.  From the toolbar at the top, select Tools, then Macro, then Security.  Make sure that the Medium button is selected.  Next, from the toolbar at the top, select Tools, then Options.  Click on the Edit tab.  Turn off the “Enable AutoComplete for cell values” option (NOTE:  You may want to turn this option back on after you’ve finished working with the ACH Data Collection Tool).  Close Excel.

To open the ACH Data Collection Tool, double-click on the Excel file that contains the tool.  A dialog box will appear and you should click on “Enable Macros”.
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Alert:  Before entering any data into the ACH Collection Tool, you should first save a working copy of the tool.  You will use this copy to enter your data at different time points throughout your monitoring period. 

To save your working copy, click on File then Save As, then choose the directory and name the file in which you will enter your data.  Do not click on the Save Icon as it will overwrite your original blank copy of the tool.
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Once you have saved a working copy of the Data Collection Tool, go to the “Agency_ID” worksheet and fill in the following data:  

a.  Type your agency name into cell G3.  Press Enter.

b.  Type your provider number into cell G4.  Press Enter.

c.  Type the date of your Acute Care Hospitalization POA into cell G5.  Press Enter.

d.  Type the date of your audit into cell G6 (using the mm/dd/yy format)  NOTE:  If you enter data over several days, enter the date you began entering data.  

Press Enter.

e.  Type the audit period beginning date into cell G7 (using the mm/dd/yy format).  Press Enter.  


f.  Type the audit period end date into cell G8 (using the mm/dd/yy format).  

Press Enter.
g.  Type the reviewer name into cell G9.  Press Enter.
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NOTE:  You can move to different worksheets by clicking on the tabs at the bottom of your workbook.  The tab for the active workbook (the one that you are currently working on) will be in bold font.

You are now ready to describe the process measures that you will be tracking as part of your quality improvement efforts.  Beginning in cell C11, describe the process measures that you will be tracking.  Remember, you may track as many as six process measure using this tool.

Examples of four process measures have already been entered into the Data Collection Tool (these are the sample process measures detailed in the ACH Change Binder).  Keep the example measures that you will be tracking and delete the others.  
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When entering descriptions for your process measures, you should order your process measures from “most inclusive” to “least inclusive” (based on the number of patients eligible for the process).  For example, if you are using one measure that applies to all newly admitted patients and another that applies only to high risk patients, enter the measure that applies to all patients first (the most inclusive) and then enter the measure that applies to high risk patients (the least inclusive).  If these are the only process measures you are tracking, clear the descriptions, time criteria, and relevant subpopulation information for the process measures that you do not need.  CAUTION:  Do not use the “cut” feature of Excel to delete non-needed rows; instead, highlight the process measures that you do not need and then hit the “Delete” button.

For each process measure (beginning with cell D11), indicate whether it is time-dependent (Y) or not (N).  A measure is time dependent if the practice should be completed within a certain amount of time.  If the measure is time dependent, enter the time frame (in days), beginning with cell E11.  For example, for the action of giving a risk-assessment at SOC/ROC, put “Y” for “Time Criteria” and put “0” (zero) for the target number of days.
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ALERT:  If you need to clear information on process measures that you do not need, just delete the text within the cells (by highlighting the text and pressing the “delete” button on your keyboard).  Do NOT delete entire rows.

When you have entered all your agency ID and audit information, and when you have described the process measures that you will be tracking, you are ready to begin entering your chart audit data.  To begin, click on the Begin Data Entry button
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NOTE:  The screen will flash several times as the computer organizes the information you entered.  When it finishes flashing, you will be placed into the “Data_Entry_outcome_discharge” worksheet.

On the “Data_Entry_outcome_discharge” worksheet, you will enter your chart audit data, with one record per row, for patients discharged or transferred during the period, beginning with cell A7:  Patient ID (column A), Last Name (column B), First name (column C), SOC/ROC date (column D), date of transfer to hospital (column E), and date of emergency department visits (columns F through I).  Enter NA for hospital/emergent care visit dates when not applicable.  
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ALERT:  If you know that a patient was transferred to a hospital, but you do not know the date of the hospitalization, DO NOT leave the cell blank.  Instead, enter a date that is prior to the SOC/ROC date.  

When you have finished entering data from the chart audits of your discharged/transferred patients during the previous month, click on the Summarize & Continue button.
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NOTE:  If you are not using this tool to track outcome data, you will not need to enter data on this sheet.  However, you should still click on the Summarize & Continue button.  This will take you to the next data entry sheet.

After pressing the Summarize & Continue button, you will be taken to the “Data_Entry_outcome_hospital” worksheet.  Note that this worksheet has been automatically populated with data for patients from the first worksheet who had been hospitalized.  Also note that the length of each patients’ home health stay prior to their hospitalization has been calculated for you (based on the date of SOC/ROC and the date of hospitalization).  
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NOTE:  If you did not know the date of a hospitalization (and therefore put in a date that was prior to the patient’s SOC/ROC date), you will see a negative length of stay for that patient on this screen.  This negative value will not be incorporated into the average length of stay value measure.

Click the Summarize & Continue button.  NOTE:  If you are not using this tool to track outcome data, you will not need to enter data on this sheet.  However, you should still click on the Summarize & Continue button.  This will take you to the next data entry sheet.

After clicking the Summarize & Continue button, you will be taken to the “Data_Entry_outcome_ED” worksheet.  Note that this worksheet has been automatically populated with data for patients from the first worksheet who had an emergency department visit.  Also note that the length of each patients’ home health stay prior to their ED visit has been calculated for you (based on the date of SOC/ROC and the date of the ED visit).  
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Click the Summarize & Continue button.

NOTE:  If you are not using this tool to track outcome data, you will not need to enter data on this sheet.  However, you should still click on the Summarize & Continue button.  This will take you to the next data entry sheet.

You are now ready to begin data entry for your process measures.  On the “Data_Entry_process_1” worksheet, enter your chart audit data, with one record per row, for patients eligible for this measure, beginning with cell A7:  Patient ID (column A), Last Name (column B), First name (column C), SOC/ROC date (column D), and date the action was completed (column E).  If the practice was not completed, enter NC (for not completed).  NOTE:  The length of time for the practice to be completed is automatically computed when the date the practice was completed is entered.

ALERT:  Pay attention to the value (Y/N) in column G.  This column may be populated with “Y”, by default, depending on the subpopulation description on the “Agency_ID” worksheet.  When a particular patient has the value “Y” in this column, this patient’s data will be carried over to the next process measure worksheet (thus you will not have to re-enter his/her data).  If a patient is not eligible for the next process measure, leave this cell blank.  
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When you have finished entering data for this process measure, click the Summarize & Continue button.

Continue entering data for your remaining process measures.  Click the Summarize & Continue button when finished entering data for a particular process.  NOTE:  The data required for non-time-dependent measures is a simple “Y” or “N” rather than the date a practice was completed.

ALERT:  We recommend entering all data for an outcome before clicking on the Summarize & Continue button.

ALERT:  Users can save data and exit the tool at any time they wish by clicking the Save & Exit button.  
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If you exit the Data Collection Tool using the Save & Exit button, you will need to re-open the file containing your data and click on the Resume Data Entry button when you are ready to enter more data.  Clicking on this button will take you to the place in the workbook where you clicked the Save and Exit button. 
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To view the summaries and trend lines associated with your improvement efforts, click on the summary tabs (Summary_outcomes or Summary_process) or trends tabs (Trends_outcomes or Trends_process) at the bottom of your workbook.  
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When you click on the “Summary Outcome” tab, you will see the summaries of the data for the outcome measures that you have entered during each of your audits.  You can print this summary by clicking on the Print button.
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When you click on the “Trends Outcome”  tab, you will see trend lines for the outcome measures (with a data point for each audit).  You can print these trend lines by clicking on the Print button.
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Finally, a copy of all the data entered for each of your measures will be saved to another worksheet that is labeled with the date of your audit.
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NOTE:  The steps on this page may not be necessary; contact your QIO for clarification.

Once you have entered all the data for the outcome and process measures that you are tracking, you are ready to export your data.  To do this, go to the “Agency_ID” worksheet and click on the Export Summary Data button.  Save this export file in the path of your choice (do NOT change the file name).  
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You will need to e-mail this export file to your QIO.  Your QIO will give you guidelines on when you should send in your data.

You can now save and close your data collection file.  Go to the “Agency_ID” worksheet and click on the Save Changes & Exit button.  
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To enter subsequent audit information into the Data Collection Tool, open the file that you are using to track your data.  In the “Agency_ID” worksheet, enter your new audit information (audit date, audit period begin date, audit period end date) into cells G6, G7, and G8.  Then click on the Begin Data Entry button.
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Clicking on the Begin Data Entry button will delete the data entered during your last audit and enable the tool to accept new audit data.  The system will warn you that the tool will be re-configured to accept new data and also will remind you to export the data from your previous audit.  If you have already exported the data from your previous audit, click on OK; otherwise, click Cancel, then go back and export your data (by clicking on the Export Summary Data button).  Then you can click the Begin Data Entry button and start entering data for your next audit.
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NOTE:  For technical assistance with your data collection process, contact your QIO.

4
Troubleshooting

This section describes some of the questions and/or problems that were encountered with the Data Collection Tool during the ACH pilot and the solutions that were offered.  

1.  How do you unzip the Data Collection Tool?

Save the zipped file onto your hard drive
Double-click on the name of the zipped file
When the WinZip program opens, press Cntl-A (this will highlight the Data Collection Tool file)
Click on the Extract button (at the top of the screen)  
Specify the path where you want to save the tool
Click on the Extract button

2.  Some agencies cannot open zipped files.  What should they do?

Some agencies' IT department will not accept zipped files through e-mail.  If this is the case, you should provide the Data Collection Tool (the Excel file, not the zipped file) on a CD.   


Some agencies can accept a zipped file, but they do not have the WinZip program (that will unzip the file).  They can get a free trial copy of this program at www.winzip.com 


Some agencies will be able to open the zipped file, but they may have the wrong version of Excel and therefore will not be able to use the Data Collection Tool.  These agencies will need to send their data to their QIO contact, who will have to do the data entry for them.

3.  What version of Excel do users need to use the Data Collection Tool?

At a minimum, users must have Excel 2000 that has been updated with the first Service Release Pack (an update of Excel 2000 from Microsoft that fixes some of the bugs in Excel).  To see which version of Excel you have, open Excel, click on Help (from the menu at the top) and then choose "About Microsoft Excel."  The top line in the box that opens will tell you which version you have and whether or not updates have been applied.  If you see "Excel 2000 (9.0.3821 SR-1)" then your version is fine.  If you see a number like "(9.0.6926 SR-3)" then you have an even more current set of updates and the tool will work fine for you as well.  If you do not see an "SR-X” value, then you probably do not have the updates and you will have a problem with the emergent care outcome measure.  If you do not have at least the SR-1 update, ask your IT department to install the SR-1 update (or even later updates) to your system.  They can get this update by going to the following website:   http://www.microsoft.com/downloads/details.aspx?FamilyID=AF6C8D03-7633-45B4-AB96-795EE656F2A2&displaylang=EN . You will need to have the Excel 2000 installations CDs available before you can apply this update (which is why you may need to involve your IT department).

4.  How difficult is it to install the SR-1 update? Is there anything that can be done with the current tool to allow for use on older versions of Excel or Excel versions that do not have the SR-x update?

According to one of our QIO contacts, it is very simple to do.  However, you will need your installation CDs before you can install the updates.  

5.  How many records can the tool handle?  I have an agency that wants to track all their patients, but when they try, the tool doesn’t want to accept the data.   

Theoretically is no limit to how many records the tool can handle (except for the limitation of Excel itself).  This version of the tool corrects a previous problem related to the number of records that can be tracked.  

6.  I know that a patient had an emergent care visit, but I don’t know the date.  What do I do?

You should enter a date that is prior to the SOC/ROC dates (this would work for both the hospitalization date and the emergent care dates if either are unknown).  The tool will count that person as having had an emergent care episode, but will not count that person's data when computing the LOS until emergent care.  

7.  Why do users get a message saying that they cannot add data (if they want to add some data or change an error)? 

This message can occur when you want to add data to the first outcome measure sheet.  The message actually says that  the tool can not write data to the 2nd & 3rd outcome measure data entry sheets.  This message doesn't mean it won't accept changes---what it does mean is that it will not "carry over" those changes to the 2nd & 3rd sheets (the user will have to manually enter those new/corrected records)

So, to add or correct data, the user needs to:

-make the change on the first outcome measure data entry sheet

- click the Summarize & Continue button

- click OK when the warning box came up saying it would not write data to the 2nd & 3rd data entry sheets

- go to the 2nd (or 3rd, depending on whether her error was for the hospitalization or emergent care measure) and add/change the data there as well 

- click the Summarize & Continue button

Be sure not to forget to click the Summarize & Continue button!  Otherwise, the LOS data will not be recalculated.

8.  Data for the emergent care outcome is not showing up on the outcome summary sheet, even though I hit the Summarize & Continue button.  What is happening?

We’ve seen this problem occur when the user had Excel 2000, but did not have the SR-1 update.  See the question #3 for instructions on how to get the SR-1 update. 

9.  I have an agency with a very high ACH rate.  Could they have done something wrong?

There are at least three ways this could happen.  They could have selected the “wrong” records for review; they could have not randomized their lists correctly; or they may have entered data in such as way as to make the tool consider the record “invalid”.  

Selecting the “wrong” records:  Your agency may have misunderstood which records they were supposed to select for review.  Instead of selecting records from their discharges AND transfers during April, they may have selected only their transfers.  If this is the case, you will need to reiterate the sampling strategy and have them select another set of records, this time from BOTH discharges AND transfers.  

Not randomized charts:  Your agency may have selected records from both discharges and transfers during April, but they may have selected in such a way that their sample was not really random.  For example, perhaps they chose from a list that ordered transfers first and discharges second (and they just chose the first 20 records).  If this was the case, you will need to help them "randomize" their list in some way.  They would then need to select another set of records from this randomized list.

“Invalid” records:  If users input non-valid responses, the Tool will interpret the entire record as invalid and will not include that record in measure calculation.  The best example of this is on the first outcome measure worksheet where users enter a hospitalization date if applicable and “NA” if the patient was discharged.  If the user enters “N/A” (with a slash) rather than “NA” (without a slash), the Tool interprets the record as invalid and does not include them in the measure denominator.  So, for example, if a user enters data for 20 records, with 5 records having dates indicating a hospitalization and the other 15 having "N/A" to indicate a discharge, the summary_outcomes sheet will show a numerator of 5 and a denominator of 5 (and therefore a 100% ACH rate) for the first measure (i.e., those 15 records with "N/A" are considered "invalid" and are not included in the denominator for the measure).

10.  Although I’ve entered data for my 20 patients (for the outcome measure), and only a few were transferred to a hospital, the tool has calculated my ACH rate as 100%.  What is happening?

The tool may be interpreting the other 15 records as “invalid”.  Check to make sure that users put “NA”—and not some variation of this, such as “N/A” — for those patients who were discharged.  See question #9 for other possible problems.

 

11.  I have an agency that claims they erased the extra process measures on the anchor sheet,  but these measure descriptions still show up on the summary sheets and can not be deleted. 

This is a "bug" in our Data Collection Tool.  It turns out that the summary sheet for the processes measures (and the trend charts) are already populated with the sample process measures. If an agency enters something different on those process measure description lines, then the summary & trend worksheets reflect those changes.  However, if the agency just deletes the descriptions they are not using, the summary & trend lines do NOT reflect the change.  

If don’t want to see those unused measures in your summary/trend worksheets, go to the description line for the process measure 3 (if you do not have a 3rd process measure), put your cursor in that cell, hit the space bar, then put your cursor in the description line for process measure 4, hit the space bar, and the put your cursor in the description line for process measure 5. Then go to each data entry sheet & hit the Summarize & Continue button (in each one---but make sure you don't change your data).  This will make the summary/trend worksheets "read" those cells and this time it will replace the sample measure descriptions with a blank.  

12.  Can an agency use the “file, send to, as an e-mail attachment” option to send their exported data to the QIO?

It is possible for the agency to do this, but they MUST first export the file and save it (using the name the Tool generates for the file).  They could then open that export file and use the sequence above to send the file.  This method may not always work however; it depends on whether their e-mail system and Excel systems work together as they should.  To be on the safe side, it would probably be better if they just sent the export file as an attachment in the “usual” way.

13.  What is happening when a agency gets a run-time error that mentioned a "type mis-match" when they are trying to enter data for a process measure?

Here's what happened with one user:  She wanted to track sample measures #1 and #4.  She highlighted the description, time criteria, time frame, and relevant subpopulation cells for measure #4, cut them, then pasted them into measure #2.  She then cleared the contents from the 3rd measure.  However, when she cut the data, it messed up some cell references in the process measure data entry sheet.

Here's the solution:  If you want to track, for example, sample measures #1 and #4 only, highlight the description, time criteria, time frame, and relevant subpopulation cells for measure #4, COPY them, then paste them into measure #2.  Then clear the contents for measure #3 and #4.   If you copy, rather than cut, you will not get the run-time error.

14.  I have an agency that is getting a run-time error that said "Unable to set the text property of the chart title class”.  What is the solution?

This problem is due to the fact that Excel has a 255-character limit for the titles of charts.  The Data Collection Tool pulls the title for the process measure trend charts from the process descriptions (on the Agency_ID sheet).  So, if a process measure description is longer than 255 characters (including spaces), the tool normally would not be able to create the chart and you would get this error.  This problem has been circumvented in this version of the tool (by truncation the description).  However, you may want you still want to shorten the process measure description so that it is less than 255 characters.  

Appendix:  Data collection strategies and chart auditing tools

Retrospective Data Collection

With retrospective data collection, you wait until an audit time then select the sample and review for the specific measures.

This will be the method you use for the first data collection period of April, which essentially will be considered your baseline.

For example, at the beginning of a month (e.g., May) you will identify:

1. All discharges and transfers that occurred in the previous month (e.g., April) to collect data on outcome measures

a. And/or a subset of discharges/transfers all discharges and transfers that occurred in the previous month (e.g., just those who went to the hospital)

2. All SOC/ROC that occurred in previous month (e.g., April) to collect data on process measures

a. And/or a subset of all SOC/ROC that occurred in the previous month (e.g., just those identified as high risk for a hospitalization)

Real-time or Ongoing Data Collection

With real-time data collection, you identify patients at the time of the event of interest (e.g., discharge, transfer, SOC, ROC) then review for the specific measure. If the potential number of cases for review is too large, you can select every nth case for review (e.g., if you want 20 records and you usually have 100 discharges/transfers, then take ever 5th discharge/transfer).

We suggest real-time tracking and data collection for several reasons:

1. It can be incorporated into existing processes (e.g., SOC/ROC and discharge reviews, case conferences, etc.)

2. It provides an opportunity to identify all eligible cases 

3. For open cases, it provides an opportunity for corrective action
4. For hospital transfers, it provides an opportunity to review care to identify reasons and potential ways to prevent
Identify the pilot patient population (e.g., entire agency, team, branch, etc.)

Data Collection for the Outcome Measures

· Using the outcome measures worksheet, record all discharges and transfers that occur in the month and indicate the required information for dates of SOC/ROC and transfer to the hospital and emergent care 

· At the end of the month, transfer data to the data collection Excel tool

Note: You can review hospitalized cases (or a sample) to identify reasons for hospitalization and factors that may need to be addressed in your improvement plan

Data Collection for the Process Measures

· Using the process measure worksheet, record all SOC/ROC cases (and/or applicable subset) that occur in the month and review for the required information for each specific process measure (Allow enough time after SOC/ROC for the time frame in which actins are to be competed (e.g., 5 calendar days, etc.)
· At the end of the month, transfer data to the data collection Excel tool
Note: If you identify that a recommended action has not been completed, you can take corrective action
Worksheet for Agency Information

Note: you will enter this information into the Agency_ID Worksheet

	Agency Name:
	 

	Agency Provider Number:
	 

	POA date:
	 

	Date of Audit:
	 

	Audit period begin date:
	 

	Audit period end date:
	 

	Reviewer:
	 

	 
	 
	 
	 
	 

	Process Measure
	Description
	Time Criteria? (Y/N)
	Time frame    (in days)
	Relevant Subpopulation (Leave blank if process measure applies to all patients)

	SAMPLE
	New SOC/ROC patients will have a risk assessment for acute care hospitalization and emergent care completed at SOC/ROC
	Y
	0
	 

	SAMPLE
	New home care patients/caregivers will receive and demonstrate understanding of an emergent contact care plan at SOC/ROC
	Y
	0
	 

	SAMPLE
	New home care patients/caregivers will receive and demonstrate understanding of key signs and symptoms of a worsening condition within 5 calendar days of SOC/ROC
	Y
	5
	 

	SAMPLE
	"At-risk” patients will have an individual care management plan that addresses their risk factors within 5 calendar days of SOC/ROC
	Y
	5
	new patients at high risk for hospitalization or emergent care

	1
	 
	 
	 
	 

	2
	 
	 
	 
	 

	3
	 
	 
	 
	 

	4
	 
	 
	 
	 

	5
	 
	 
	 
	 

	6
	 
	 
	 
	 


 Worksheet for Outcome Measures

	
	
	
	
	
	
	
	
	
	

	Population:  Patients from pilot subgroup who were discharged or transferred during previous month
	
	
	

	NOTE:  You will enter these data into the "Data_Entry_outcome_discharge" worksheet
	
	
	

	NOTE:  Enter all dates using the mm/dd/yy format
	
	
	
	
	
	
	

	
	
	
	
	NOTE:  You should have a date in at least one of these 2 columns
	
	
	
	

	Enter into column A
	Enter into column B
	Enter into column C
	Enter into column D
	Do not enter this column into the data collection tool
	Enter into column E
	Enter into column F
	Enter into column G
	Enter into column H
	Enter into column I

	Patient ID
	Last Name
	First Name
	SOC/ROC date
	Date of discharge (or transfer to setting other than hospital)
	Date of transfer 
to hospital 
(enter NA if 
not hospitalized)
	Date of 1st 
emergent care visit 
(enter NA if no emergent care)
	Date of 2nd emergent care visit
	Date of 3rd emergent care visit
	Date of 4th emergent care visit

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Worksheet for Sample Process Measures

	
	
	
	
	
	
	
	
	

	Population:  Patients from pilot subgroup with SOC/ROC during previous month
	
	
	

	NOTE:  You will enter these data into the designated Process Measure Data_Entry Worksheet
	
	
	

	NOTE:  Enter all dates using the mm/dd/yy format
	
	
	
	
	
	

	 
	 
	 
	 
	Process Measure #1:  Percent of new SOC/ROC patients with a risk assessment for acute care hospitalization and emergent care completed at SOC/ROC
	Process Measure #2:  Percent of home care patients/caregivers who receive and demonstrate understanding of an emergent contact care plan at SOC/ROC
	Process Measure #3:  Percent of home care patients/caregivers who receive and demonstrate understanding of key signs and symptoms of a worsening condition within 5 calendar days of SOC/ROC
	Process Measure #4:  Percent of new SOC/ROC home care patients who are judged to be "at-risk" for hospitalization or emergent care who have an individual care management plan within 5 calendar days of SOC/ROC that addresses their risk factors 

	Enter into column A
	Enter into column B
	Enter into column C
	Enter into column D
	Enter into column E
	Enter into column E
	Enter into column E
	Only enter data in Column E for patients judged to be at risk for this process measure

	Patient ID
	Last Name
	First Name
	Reference Date 
(SOC/ROC date)
	Date this practice was completed 
(NC if not completed)
	Date this practice was completed 
(NC if not completed)
	Date this practice was completed 
(NC if not completed)
	Was this patient judged to be "at risk"?
	Date this practice was completed 
(NC if not completed)

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 


Worksheet for Process Measures

	
	
	
	
	
	
	
	
	
	
	

	Population:  Patients from pilot area with SOC/ROC during previous month
	
	
	
	

	NOTE:  You will enter these data into the designated Process Measure Data_Entry Worksheet
	
	
	
	

	NOTE:  Enter all dates using the mm/dd/yy format
	
	
	
	
	
	
	
	

	**Note: If patients not eligible for a measure (NA) do not transfer data into data collection tool
	
	
	
	

	 
	 
	 
	Time-dependent measures
	Non-time-dependent measures

	 
	 
	 
	Process Measure:
	Process Measure:

 
	Process Measure:
	Process Measure:

	Enter into column A
	Enter into column B
	Enter into column C
	Enter into column D
	Enter into column E
	Enter into column D
	Enter into column E 
	Enter into column D
	Enter into column E
	Enter into column D
	Enter into column E

	Patient ID
	Last Name
	First Name
	Reference Date 
	Date this practice was completed 
(NC if eligible & not completed; NA if patient not eligible)
	Reference Date (if different than previous measure)
	Date this practice was completed 
(NC if eligible & not completed; NA if patient not eligible)
	Reference Date (SOC/ROC date)
	Was this practice implemented for this patient? (Y/N) ( NA if patient not eligible for measure)
	Reference Date (SOC/ROC date)
	Was this practice implemented for this patient? (Y/N) (NA if patient not eligible for measure)

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Click on Begin Data Entry





b





Click on the “Resume Data Entry” button to continue entering data





d





c





f





g





e





Click on “File”, then “Save As…”.  Use your saved copy each time you perform an audit.  





Indicate the number of days during which the process should be completed





Indicate whether the process should be completed within a certain amount of time





Order your process measures from “most inclusive” to “least inclusive”





Use one line per patient episode





Click “Summarize & Continue” when finished entering your chart audit data.  Your data will be summarized and you will be taken to the next data entry screen.





The length of time for practices to be completed is automatically computed when the date the practice was completed is entered.





Some data are non-time-dependent and a simple “Y” or “N” is  needed rather than the date a practice was completed





When a “Y” appears in this column, data for this patient will be carried over to the data entry screen for the next process measure





Users can save their data and exit the tool at any time by clicking the “Save & Exit” button.





Click on this tab to see a similar summary of your process measure data





You may need to use these arrows to scroll over to the tab you desire.





Click on this button to export your summary data





Click on this button to save your data and exit the data collection tool.





a





To unzip the Data Collection tool, click on Cntl-A, specify the path in which you want to save the tool, then click on the extract button.





NOTE:  If you do not have a copy of WinZIP, you can download a trial copy from www.winzip.com





These four sample measures have been pre-entered into the Data Collection Tool for you.  Keep those you need and delete the others.





The tool will display where you were when you clicked the “Save & Exit” button





Click on these tabs at the bottom of your screen to view your results








NOTE:  To print your summary, click on the Print icon





This worksheet contains data entered during  the March 1, 2005 audit





Enter your new audit information here, then click on the “Begin Data Entry” button
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