WENTWEST

Quality Improvement Framework — Report Instructions

FIRST REPORT FOR A NEW PRACTICE

Step One: Complete the Canning Tool phase to have the ‘Single E-mail’ data
sent to you, this will look similar to:

A B [ ¢ [ o [ E [ F [ & [ w T 1+ T 0 T v T L T ™ [ nN ]
1 |Exported fIPractice N s 4000 MD3

[ 2 [M_ASM 4. Practice N ### 3 10 25 45 13% 22% B4% 2 5 5 12
| 3 [N_DIA 4.1 Practice N ### 15 8 4 40 63 24% 12% 5% E3% 4 3
| 4 [N_DIA 4.2 Practice N #a 12 15 40 53 18% 24% 59% 1 5 2 8
| 5 [MPCC DIA Practice N #a = 15 24% 12 18% 15 22%
| B [MPCC HbA Practice N #a 15 24% 3 1% 5 7% 4 5% a0 55%
| 7 [NPCC CHIPractice N ## 95 32 33% 41 43% 20 21% 15 3 0%
| B [NPIDIA  Practice N #a 15 3 5 4 40 3 24% 4% 7% E% 55%
| 9 NPICHD |Practice N #ésss 16 13 7 95 17% 14% BI%
|10 NP1 PAP |Practice N #éssis 20 235 255 5% 92%

NB: Data will extend a lot further to the right of the above picture

Step Two: Navigate to the Quality Improvement Framework Folder on the
Shared Drive and choose your folder as shown below:
‘J Quality Improvement Framework

File Edit ‘iew Favorites Tools  Help

B Back + - Search Folders -
Ow- Q-1 E

Address |15 S:\division|PRACTICE SUPPCRTYIMIT\GuUaliy Impravement Framework,

Mame Size | Type Date Modified
File and Folder Tasks A ey File: Falder 11/09/2003 6:44 PM
sl Rerame this foldr Bie Fle Foldr 11/09(2008 7:00 FM
N ) |hArchive File Folder 11409/2008 £:39 FM
= N 7 O)kthryn File Folder 11192008 £:45 FM
[ Capy ths Folder Preeti File Folder 17{009{2008 8:17 &M
A itlbgsh this folder to the .,jWentW:stQIF\ File Folder 11/09/2008 &:22 PM
=

va ) E-mail this folder's files
¥ Delete this Folder

ﬁj Yiew previous versions

kel

Other Places

B mr
[} My Documents

_J My Computer
[ _.J' Wy Metwork Places

<

Details
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Step Three: Open the file named Master Data Entry as shown below:

‘_? Preeti

File Edit ‘iew Favorites Tools Help

QBack L 7 ? /.*Search ||~ Folders

address |[) 5:\division|PRACTICE SUPPORTVIMITIQuUAalty Improvement FrameworkiPreeti

Master Spreadshest
Microsoft Excel Workshest @

2,164 KB il

E r Master Report
File and Folder Tasks 2 @ = | Microsaft Word Document @
1,097 KB il
j Make & new Folder

@ Publish this Folder to the
Wieh

@ Wiew previous versions

kel

Other Places

[ Quality Tmpravement
Framewark:

;D My Documents
o My Computer
& My Metwork Flaces

Lo

Details

Master Data Entry :
Microsoft Excel Workshest!

Step Four: Click on cell B1 and highlight all the dummy data in the cells (if any)

and delete this:

B2 Microsoft Excel - Master, Data Entry

@_] File Edit ‘iew Insert Format  Tools Data  MWindow Help  Adobe PDF Type a question for help
HIRRE=N" MRS N I= NN A - | il @ EAriaI -0 2| B 7 O ===F8% % » %@ —
T 8 W I M N | | & =y 2 Reply with Changes. .. End Review... ! b @ Secwity., | 2% 3 b | (}J!

i BT ! e8| !

B1 = A
A ] [ Q

| 1 |Practice Name

2 |Date Practice Marne 10032002 4000 MD3

3 [MN_ASM 41 Practice Marne 1003720039 5 1a 29 45 13% 22% B4% 2 5 5 12

4 N _DIA41 Practice Mame 1040372009 16 g 4 40 B 24% 12% 6% 58% 4 g

5 [N DIA4Z Practice Marme 10032009 12 16 40 B 8% 24% 59% 1 a 2 8

6 [NPCC DIA Practice Marne 100372009 G5 16 24% 12 18% 16 22%

7 _[MPCC HbATC  |Practice Mame 104032002 16 24% 3 4% 5 7% 4 B% 40 58%

8 [NPCC CHD Practice Marne 10/03/20039 95 32 33% 41 43% 20 1% 15 6 40%

9 |NPIDIA Practice Mame 1040372009 16 3 &5 4 40 BE 24% 4% F% 6% 58%

10 |MPICHD Practice Marme 100320029 16 13 BY 96 17% 14% B9%

11 |NPI PAP Practice Marne 10/03/20039 20 235 255 8% 92%

12

| 13 |Practice Name

14 |Date

15 [M_ASh 4.1

16 N _DIA 41

17 [M_DiA 4.2

18 |MNPCC DIA

19 |NPCC HbATC

20 |NPCC CHD

21 [NPI DA

22 [NPI CHD

23 |NPI PAP

| 24 |

| 25 |Practice Name

26 |Date

27 [MN_ASM 4.1

M 4 » W]\Raw Data/ [<

Select destination and press ENTER ar choose Paste Sum=404464,99 MUK
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Step Five: Choose File_ Save As and Save as ‘Practice Name”:

\

Saval |3 Fresti *| @A F T o
D [E

Master Spresdehest
My Rmcent
Dacurnants
1€}
NN
o
WSH;* Fie gane |Practics tame - | [
| Ples | S 8 e Mcaosclt Offce Excel Workbosk ¥l [ comd |
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Step Six: Copy and paste the Single E-mail data that you have received from the
practice in the first set of outlined cells (this should fit exactly). Note that when
the next set of data is received, this will be pasted into the second set of outlined
cells and each subsequent set in the next set of outlined cells etc. Therefore you
should never delete data from the spreadsheet once this is received!

IF YOU HAVE RECEIVED A HARD COPY (FAX OR PRINT OUT) SEE ‘QIF
Instructions - Hard Copy Report’ BEFORE CONTINUING.

Step Seven: Save the document, but leave open.
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Step Eight: Open the Master Spreadsheet:

Step Nine: Type the Practice Name in the Practice List in column W:
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Step Ten: Select the Practice Name from the Drop Down List in cell K1:

Step Eleven: Leaving both the Practice Name spreadsheet and Master Report
Spreadsheet open, open the Master Report File:
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Step Twelve: Click on Yes to Update the Links:

Step Thirteen: Update the Date, Practice Name and ASC’s Name on the front
page NB: the Name is in the Header so this will be repeated on all pages:
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Step Fourteen: Go through the report and complete the Key Points and Ideas
for Improvement:
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SUBSEQUENT REPORTS FOR A PRACTICE

Step One: Complete the Canning Tool phase to have the ‘Single E-mail’ data
sent to you, this will look similar to:

NB: Data will extend a lot further to the right of the above picture

Step Two: Navigate to the Quality Improvement Framework Folder on the
Shared Drive and choose your folder as shown below:
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Step Three: Open the file named Practice Name as shown below:

Step Four: Copy and paste the Single E-mail data that you have received from
the practice in the next vacant set of outlined cells (this should fit exactly).
NB — You should never delete data from the spreadsh  eet.
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Step Five: Save the document, but leave open.

Step Six: Open the Master Spreadsheet:

Step Seven: Select the Practice Name from the Drop Down List in cell K1:
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Step Eight: Open the Master Report File:

Step Nine: Click on Yes to Update the Links:
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Step Ten: Update the Date on the front page NB: the Name is in the Header so
this will be repeated on all pages:

Step Eleven: Go through the report and complete the Key Points and Ideas for
Improvement:

END OF DOCUMENT
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