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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: 

 
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 Master Data Entry as shown below: 

 
 
Step Four: Click on cell B1 and highlight all the dummy data in the cells (if any) 
and delete this: 
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Step Five:  Choose File_ Save As and Save as ‘Practice Name”: 
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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: 
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