Instructions for use of Excel Spreadsheet for Vascular Access (VA) data collection

Getting Started

1.
Download the Excel spreadsheet from our website, www.nwrenalnetwork.org, by going to the Fistula First link and selecting this tool.  Right click and select “save target as” from the drop-down menu to save the spreadsheet to you computer.  Be sure to save this tool to a directory on your computer that you can easily access from one month to the next.
2.
Once it has been saved to your computer, open the spreadsheet.  It contains two worksheets identified by the “tabs” at the bottom of the screen:

· VA - Patient Log 

· VA - Facility Summary

Data Entry

1. Each month add a new copy of the tool to your directory by opening the previous month’s spreadsheet and selecting “file” “save as” from the menu and renaming the existing Excel file. 

2. Once the file is open, click on the tab labeled VA - Patient Log  .You will only need to enter information into the fields that are highlighted in green.
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3. Enter your facility name, provider number and the month and year (mm/yyyy) that you are reporting.

4. Enter the names of the patients in your facility using the Patient Census (patients as of December 31, 2003) that was sent to you along with the detailed information about the VA data collection project for “Fistula First”.  Add any new patients and delete any patients no longer at your facility. 

The spreadsheet has rows for 350 patients, however all but the first 30 have been hidden.  If you have more than 30 patients you can reveal the additional rows by highlighting the row for patient #30 and the row directly below and then selecting “format” “row” “unhide” from the menu to reveal the hidden rows.  Unneeded rows can then be hidden again by highlighting them and selecting “format” “row” “hide” from the menu.  (If you have more than 350 patients in any given month, contact our office and we would be happy to walk you through the process of adding rows.)

5. For each new patient having their first dialysis treatment, put an “x” in the column labeled “First-time ever patient starting dialysis this month (X)”.

· Check this box only if it is the patient’s first time ever on chronic hemodialysis.

· Do not check this box if the patient is a transient, a transfer from another facility or returned after transplant or peritoneal dialysis.

6. Put an “x” in the one column that most accurately represents the patient’s access status as of their last hemodialysis treatment of the month.  All totals and percentages on this page and on the VA - Facility Summary sheet will calculate automatically as you enter these numbers.

7. When you are done with your data entry, save this worksheet.

Data Verification


1. Open the VA - Facility Summary by clicking on the second tab in the worksheet.
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2. You will not have to enter any data in this worksheet.  Simply check that the values on the second sheet correspond with the data you entered in the VA - Patient Log worksheet.

Data Submission  -  Submit the VA - Facility Summary ONLY (second sheet)
Network 16 WILL NOT be collecting any patient specific information. We ask that you return ONLY the AV - Facility Summary sheet to the Network no later than the 20th of each month.  

Please submit the VA - Facility Summary worksheet by FAX :
1. Open the data collection tool for the month you are reporting
2. Click on the tab for the VA - Facility Summary worksheet
3. Select “File” “Print” from the menu
4. Fax the hardcopy to Northwest Renal Network at 206.923.0716, Attn: Lynda Ball 
Questions
If you have any questions or need assistance, please call:

Lynda Ball at 206.923.0714 x 111. 
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