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The materials attached will provide you with all you will need to draw your patient census for the Lab Data Collection project for 4th quarter 2011.  This census will do 2 things.

1. Provide the patient demographic information you will need to pre-populate the spreadsheet to send to the non-LDO facilities, and

2. Network 11 will use it to match with your completed spreadsheets and the LDO data for producing facility specific reports.

RUNNING THE PATIENT CENSUS QUERY

The Access database in the attachment is what you use to do this.  As you may be aware, there is a table named “dbo.Elab” that is contained in a stored procedure named “sp_elab” in your local SIMS database.  The following instructions walk you through the process of running that query:

1. Among the materials you’ve received is an Access Database.  Save the Access database to your computer, and then open the saved copy.

2. The "qryElab" sample query will open automatically in design mode.  It will look like this:
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3. Edit the text of the query, substituting the appropriate date (date should be 10/15/2011) and Network number.  It should be edited to look like this, with the correct date and your Network number instead of 11:
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4. Save the query by pressing the Diskette icon in the toolbar (or in the menu, select Save).

5. Execute the query by pressing the Exclamation Point [ ! ] icon in the Results grouping of the Query Tools > Design tab.
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6. If a login dialogue appears, enter your SIMS username and password.
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7. Wait.  It could take five or more minutes for data to appear.  (If you get impatient and check the Task Manager, you will find that Access is listed as "Not responding."  This is normal.  Don't worry about it unless the query has been running over 15 minutes.)

8. When data appears scroll to the end to be sure that all the data has been processed.

9. Your query has updated the SIMS table named "dbo.Elab".  The data showing on your screen is the data in this table, but this is NOT how you want to work with it.  

10. Close the query.

11. Go to the "External Data" tab.  In the Import grouping, select the “More” drop-down menu and the “ODBC Database” option.
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In the next window, select the option to import the data into a new table.
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12. In the "Select Data Source" dialogue, go to the "Machine Data Source" tab.
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13. Double-click on "CMS-ESRD-SIMS", your local SIMS database.

14. If a login dialogue appears, enter your SIMS username and password.

15. In the "Import Objects" dialogue, find and highlight "dbo.ELAB".  Click on [OK].
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You have now added the table to your Access database.  

You may view and/or edit as usual in Access.  This is your own copy, and your changes will not affect the SIMS table.  This is the table that will be used to merge with the lab data so it is important to send this table with all fields to NW 11.  

POPULATING THE LAB DATA COLLECTION FORMS

Import this data into an Excel spreadsheet and sort by “Provnum” then by patient name.  This will give you a complete table of all the patients in your Network as of 10/15/2011 (both LDO and nonLDO are included here). 
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Delete the columns not needed for the lab data collection spreadsheet.  The list should contain the following columns:

· Provnum

· SSN

· UPI

· LNAME

· FNAME

· DTBirth

This is the spreadsheet you will use to pre-populate your lab data collection form.  However, it is not the spreadsheet you will send to Network 11.

Using this list, copy and paste the patient census from each facility into a copy of the data collection form, labeled for that facility.  A file of the data collection form will need to be created for each facility.  You should always keep a facility form (uncompleted) for each facility so that if you have to resend the form it will be readily available.  We usually keep a folder with all these spreadsheets together.  

· If you are using Excel 2007 to create the facility data collection forms, please remember to save each file in an Excel 97-2003 format to ensure the facilities are able to access it.   

SECURITY MEASURES

1.  Encrypt each facility-specific spreadsheet using the password-protection option in Excel.  

· With the facility spreadsheet open, click on the Microsoft Office button and select Save As.  Remember to save in the Excel 97-2003 format. 
· In the Save As window, in the Tools drop-down menu, select General Options.  

[image: image10.png]Save As

Savein: | () MWiinonloo

[0y Recent {CnonlDo _Faciity_forms
Documents | oo do_data_form_08.xs

Goesap | Dlnonibolsts

[ patient_ist.xis
o

Documents

w
2 Conpurer

Hy Natwerk
e

Flomne: (123158,

Save a5 19Pe: escol57-2009 Workbook (1)

X Delete

Rename
print

Map Network Drive,
Properties

Web Options

Compress Pictures,





· Enter a Password to open and click OK.  Confirm the password in the next window.

 

· Back in the Save As window, click Save to complete the process.

2.  Each Excel file is then encrypted using the PointSec program. 

· Open the folder containing the populated, Excel-encrypted spreadsheets.

· Right click on a spreadsheet file name and select Encryption > Create Encrypted Package.
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· In the Create Encrypted Package window, enter the password into the Password and Confirm Password fields.  Do not change the defaults.  Click OK. 
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· In the Save As window, change the default file name to a facility-specific file name.  If you do not change the default file name, each subsequent file will replace the previous file and the encryption process will have to be repeated.

· A PointSec Media Encryption window will let you know that the encrypted file was successfully created.  Click OK.  

· Now you should see an .exe file in the spreadsheet folder.
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3.  Save the encrypted .exe file onto a flash drive labeled with “Sensitive Information”, the Network toll-free phone number, and the facility’s provider number.  
· If re-using facility flash drives, you can delete the previous year’s file from the flash drive using the PointSec program by right clicking on the old file name and selecting Encryption > Secure Delete.
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The flash drives should then be sent to your facilities via the accepted CMS guidelines for trackable mailing.  The password is sent in a separate communication to the facilities.  I have attached an example of the instruction sheet we send along.  Feel free to use it or design your own.  If you do design your own instructions, please use the specifications listed on the example (e.g. first lab value of the month, etc).  

MERGING THE DATA COLLECTION FORMS

As each facility returns the completed form, save to a folder on your hard drive.  When you receive completed forms from the facilities, copy and paste them into a single spreadsheet labeled NW XX nonLDO_completed.  This spreadsheet will contain all your nonLDO facility lab data in one sheet.  This Excel file AND the Access query done earlier in the process (dbo_ELAB) should be sent to Network 11 in one of two ways:

· Send via My QualityNet to

· "Ward, Kristen - Network 11" using the "ESRD NETWORKS" group.
-or-

· On a CD via CMS accepted encryption and trackable mailing to 

· Renal Network 11

Attn: Kristen Ward

1360 Energy Park Drive Ste 200

St. Paul, MN  55108

(651) 644-9877

Network 11 will merge your nonLDO data together with the LDO data we will be receiving from CSC.   In return you will receive an Access database with standard reports and your merged data. 

If you have questions or need help in the process, please feel free to contact either Kristen Ward or Jan Deane in the Network 11 office.
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Renal Network of the Upper Midwest, Inc.


1360 Energy Park Dr, Suite 200


St. Paul, MN  55108





Phone: (651) 644-9877


Fax: (651) 644-9853


Email: info@nw11.esrd.net


www.esrdnet11.org
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