2011 Network 11 Lab Data Collection

Reference Guide

General Instructions

· The enclosed flash drive contains an Excel spreadsheet with your facility sample already entered.  Please do not delete patients or enter additional patients onto the spreadsheet. 

· CMS regulations require us to encrypt these files to protect the patient information.  Several additional steps are necessary before accessing the spreadsheet.

· You will receive an email from Network 11 with the password needed to open the program.
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Insert the enclosed flash drive into a USB port on your computer and open the .exe file for your facility.  

· A Pointsec Media Encryption window will appear.  Enter the password provided in the separate email and select OK.  This will release your facility’s Excel spreadsheet.
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The next window asks where you want to save the file.  Save the spreadsheet where you’ll be able to find it later such as your My Documents folder or the Desktop.  Do not save the blank spreadsheet back onto the flash drive.  The name of the file will be your facility’s provider number followed by .xls.  

· Now that the facility spreadsheet is saved to your computer, you can remove the flash drive.  Follow your computer’s instructions for removing the flash drive safely.  
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· When you’re ready to begin entering information, open the .xls file that was saved on your computer.  A window will appear saying that the file is protected.  Enter the password provided and select OK.  You will need to enter this password every time you open the file.

· Enter the appropriate information/lab results into the columns as indicated.
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· When completed, save the file back onto the flash drive.  

· Insert the flash drive into a USB port.

· Open the completed spreadsheet.

· Go to the tool bar, and select File > Save As.  

· From the drop-down menu at the top of the Save As screen, select the drive where the flash drive is located and select Save. 

· The completed spreadsheet should now be saved on the flash drive.   To make sure, open the flash drive by going to My Computer and selecting the flash drive.  (Note: your flash drive may have a different name than the picture.)
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· Your flash drive should have two files on it: the original .exe file and the completed .xls file.  Open the .xls file to make sure that your data is there.  
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· Save a copy of the file for your records as well.  We may contact you if there are questions regarding the data.

· Return the flash drive to Network 11 in the bubble wrapped mailer.  The flash drive may become damaged if returned without some sort of protection.

Data Entry Instructions

· The following data elements are to be entered for the months of October, November, and December 2011.  Enter the LAST value of the month for each lab test performed.  Do NOT enter repeat values and DO NOT enter averaged values.

· Hemoglobin

-  Albumin method







· TSAT (if done)
-  Phosphorus




· Ferritin (if done)
-  Single-pool Kt/V for HD pts



· Pre BUN

-  Weekly CrCl for PD pts


· Post BUN

-  Weekly Kt/V for PD pts


· Albumin

-  Calcium




· Patients included in the sample are all patients who were alive and on dialysis on October 15, 2011.

· Enter values from the LAST monthly lab draws.  For the pre/post BUN, use the last monthly draws done on the same treatment date.  DO NOT use repeat values.

· DO NOT enter BUN values for PD patients.  Enter only the actual weekly KT/V and/or CrCl

· Enter the exact lab value for each test for each month.  DO NOT enter averaged values.

· If a patient did not dialyze at your facility for the entire 3 months, enter the values for the time the patient was with you, even if it was only for one month.

· If a specific lab test was not done during the month, enter “NF” for not found or “NP” for not performed.  DO NOT enter a “0.”

· Make sure that you “SAVE” your work each time you enter data to avoid having to re-do the data entry.  

QUESTIONS?
If you have ANY questions, call Kristen Ward or Jan Deane at the Network 11 Office, (651) 644-9877.


REMEMBER…

The completed file is due to the Network 11 Office by January 14, 2012.






