Chaptcr‘i"
|nstructions for using the OAT Monitoring 59stcm

OMS

The Opioid Agonist Therapy Monitoring System

Slide 1

PIATE

Initiative

This chapter is a paper copy of the OMS PowerPoint tutorial. You may use this version

as a companion to the PowerPoint presentation, or independently.
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Slide 2

* Introduction

Slide 3

PowerPoint Tutorial

= This PowerPoint tutorial is designed as a
guide to help you become familiar with the
Case Management Log Excel Spreadsheet

= After walking through this PowerPoint
tutorial, you should be able to enter data into
the Excel Case Management Log, create
graphs, and print graphs specific to the
numbers you enter
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Slide 4

Slide 5

PowerPoint Tutorial

= The first part of this tutorial is designed
to give you basic knowledge of Excel

= If you are unfamiliar with Excel, take
the time to read through these slides

= If you are already familiar with Excel,
please skip to slide 26 where
information about the Excel Case
Management Log begins

PowerPoint Tutorial

= Be sure to view this presentation using the Slide
Show option

= Find the Slide Show button near the bottom of your
screen and left click

B=osT _
thu v | [ C’}|Agt05hap35v . \Dod

Slide 1 of 1 |
— Shde show
——3h TIEW

——— Slide view
Outline wew
Wormal view 5

L]
=
m
=
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Slide 6

PowerPoint Tutorial

Page
= While in the Slide UE
Show view, use the —
Page Up and Page ' pagE
Down keys to flip Down
through the slides —_—

Slide 7

* Training for the Excel Spreadsheet

58



Slide 8

Slide 9

Excel Worksheet

X Microsoft Excel - Bookl =] E3
E File Edit “iew Insert Format Tools Data Window Help ;Iilﬂ
DeHEGRY iR -« @z A8 OB 7
Arial w0 -BIrUEE=EE$% -5-A-
This is the T
R e L e I e
general layout 1 1 -
2
of an Excel EE
LAy
worksheet = Worksheet B
| 7 |Shegt tabs area
8
[ 9 |
10 N Z
4[4 [ b Sheet1  Sheetz f Sheets / (R | LlJJ

Readly

B R

8
Columns, Rows, and Cells
= Every spreadsheet has S — CI e
columns, rows, and 2 /
cells e
.. 5 | Columns
= In this picture, the 6|
active cell, B7, is the - |:4'>
cell outlined with the % Cells
dark border M
= When a cell is active, a % > Rows
number can be entered %
into that cell 16
14| 4w [Mfs Sheet1 ' Sheet2 / Sheets /
9
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Slide 10

Referencing Cells

= When referencing cells,

4/B|c|D]|E] the column letter is
1 named first and the
2 B2 C2 D2 E2 row number is named
3 E3 second
4|34 B4
5 DS
6 B6

10

Slide 11

Sheet Tabs

= Each sheet tab

represents a 4y [\ Sheet1 / Sheetz / Sheets /
different sheet in 2ead e -
=]

the workbook
= In this example,
Sheet 1is

highlighted because
it is currently active

Sheet Tabs

11
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Slide 12

* Moving Around the Spreadsheet

12

Slide 13

Using the Mouse

Right Mouse Button

Left Mouse Button /

= The main button used to
move around is the left
mouse button

= Use this button to /eft
click

13
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Slide 14

Slide 15

Using Sheet Arrows

Workbook Mavigation

Worksheet Tabs
[[4] 4] p | pils, Sheet1 [ Shestz 7 heets /

L Jump to last sheet "
Go forward one sheet
Go back one sheet

Jump to first sheet

Another way to move around is to
left click on the arrow buttons at
the bottom of your screen

As shown in the picture, they can
be used to move among
worksheets

Not all of the tabs can be
displayed on the screen at once. If
the last tab you see is Couns7
(counselor 7), click on the black
arrow that will move you forward
one sheet and the Couns8
(counselor 8) tab will come into
view

14

Using Scroll Bars

There are scroll bars on both
the right side and bottom of
your screen

Right click on the top or bottom

or down
To move rapidly down cells

(e.g., from row 1 to 1235), click Bottom Arrow o

on the side bar and drag it
down to cell 1235

Excel will display a box
indicating the rows you are
passing so you know where to

stop
When you are at the row you ﬂ _I 4

want, release the mouse button

Top Arrow —»=
arrows if you want to move up Side Bar

+

15

62




Slide 16

Using the Arrow Keypad

= The arrow keypad located
next to the number pad on
the left side of your
keyboard will move you up,
down, left, or right on the
spreadsheet

16

Slide 17

Using Freeze Panes

Many spreadsheets, including the Case Management Log, are
set up with column and row headings

But, as you start to move around a large spreadsheet, you can
easily get thrown off course when your headings scroll out of
view

When you are in the middle of the spreadsheet and the
headings are not in view, it is hard to know if you are entering
the correct information into the correct row or column

In this situation, using an option called Freeze Panes is a great
way to move around the spreadsheet and still have the row and
column headings in view

17
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Slide 18

Slide 19

Using Freeze Panes

= The Freeze Panes feature is very useful
because it allows you to see the column and
row headings on the Excel Spreadsheet no
matter where you move—the headings do not
disappear!

= The frozen column and row headings remain
visible as you move through the rest of the
worksheet

18

Using Freeze Panes

= In order to freeze both the column and row
headings, left click in a cell below the row
that you want to freeze and to the right of
the column you want to freeze

= Then go to the WINDOW Menu and left click
on Freeze Panes

= See example on next slide

19
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Slide 20

Slide 21

i Using Freeze Panes

£:d Microsoft Excel - DpiATE Ini

ive Case Management Log

File Edit View Insert Format Tools Data | window Help
DEEHa SR Y|4 m@| tewwnd - -|Bm 7 oo|=s
D1t Jhd =] 5842 Arrange...
ATE] c iz [ F [ G ]
1 Unhide. ..
2 Begin Da b
0 ot SE MANAGEMENT LO
4
COUNSELOR 1 PLQEATE Inifaive Case HMenagens CURRENT DOSE
5 L
L review patient |ast 4 digits of patient's most current currert LAAM
L patiert name social securty RECENT date methadone stakle dose
8 | status number ot clinic entry dose (m) [e.g.,&80) [
3 John Smith 9560 7301921 0
10 Kenneth Simon B523 17131959 75
1" Gearge Johnson | 5842 | 4/30A19539 a0
]
12 c D Jefiray Adarns 1624 51672003 a0
13 Steven Bachman a267 11/156/2002 70
Daurmand Williame ] 144003 =l

20

Using Freeze Panes

Microsoft Excel - DpIATE Initiative Case Management Log

= Freezing both the
ROW and the
COLUMN will look
like this

= Lines appear to
indicate the frozen
panes

s Cell D11 is the first
cell that is not frozen

| Bl Edt wiew Insert Fumet Toos Data Window Help

CeEa88RY | 4§RB|o-[@ =62 0E 2w siv Fle 1 o
D11 =] =| 6842
ATB] C D [ E | F =

1
=2} Begin Date: |1/1/2002 ; ;
? End Date: |7/31/2002 CASE MANAGEMENT LOG

4

5 COUNSELOR 1 PATIENT INFORMATION CURRENT DOSE
B | review patient st 4 digits of patient's most current current LAAM currert
L patient name social security RECENT date methacons stable dose e
8 | status number of clinic entry ciose (mg) (eg., 801 te.g., 80
. John Smith 9858 71301991 80 808
i Kenneth Simon 6623 111311989 75
ﬂ George Johnson 5842 | 43011999 a0

—_

“ D Jeffrey Adams 1524 34172002 50

. Steven Bachman 5267 114152002 70

0 Raymond Williams 3528 14412003 60

- Mel Douglas 6254 1/412003 55

e Carl McAndrews 8a01 4/29/2003 B0

21
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Slide 22

*Using Freeze Panes

EAMicrosoft Excel - OpiATE Initiative Case Management Log

J File Edit Yiew Insert Format Tools Data Window Help

= Rows 1-10 and Columns

_ ID2E& SRY|4eE o- @ a2l |@E 2
A-C will stay frozen as [ N
you move throughout NN G _'/D L]
the spreadsheet 2 Begin Date:
. 1 3 | End Date:
= Notice Rows 10 & 24 1
and Columns C & I are . COUNSELOR 1 TREATMENT PLAN
r|ght next to each Other | B | review patient current # of # counsel.
7 | patient MAme take-homesfwk wisits in s
| 8 | stetus (methadane pts only)|  current manth cul
5 | John Smith 2
10 Kenneth Simon 3 2
C 2 / Raymond YWilliams 1 | 2

22
Slide 23
nitabve Case Management Log
Format Took Data | Window Help
o-[az s o | )
= To unfreeze =l ~
panes, go to the S
WINDOW Menu mmr“ 2500k
H | ¥ |
and click on WE | — e
Unﬁeeze Paﬂes : Current LARM Currer LAAK Currert £of [
Stable Doce Daoze take-homaziv
(EE ., B0} [B&..S‘E.GU.NEID] (Miathedone Patier s Oniy) C
mith &7 &0/MB0A00
Siman 4
a0 E0MBOA00
23
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Slide 24

Using Freeze Panes

= The next slide has an animated
example of the Freeze Panes option

= Make sure you are viewing this
presentation using the Slide Show

option (see slide 5 for details)

24

Slide 25

EA Microsoft Excel - zoom.xls

J File Edit Wiew Insert Format Tools Data ‘window

A2 ~| =| 10643
C

Order Customer Total Order Datem

10305 | Ana Trujillo Emparec
LES6 | Antonio Moreno Tac 55543
M, %1015 Around the Horn® 53380

1275 Berglunds snabbkdy 9269 12-Aug-199

11055 |Blauer See Delkate: F31.14 28-Apr-139

1
2
3
4
b
E
T
LS

10826 Blondel pére et fil 7.09 12-Jan-1995

4[4 ]p (o] Orders / Tnvoives £ |4] B

Using Freeze Panes (example)

25
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Slide 26

Slide 27

w Case Management Log

26

* Case Management Log

= Now that the basics of Excel have been
covered...

= Let's look at the Case Management Log

27
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Slide 28

Getting Started

= In order to open the
Case Management @
Log Excel file, insert OpiATE
the OMS CD into Initiative Case
your CD drive. Then Management
double click on the Log

Excel icon that looks
like this.

28

Slide 29

Getting Started

- Befo re the Microsoft Excel

The workbook vou are opening contains macros,

SpreadShGEt OpenS, SOME MAackos may conkain viruses that could be harmful ko your computer,
a bOX Ilke th Is WI ” If vou are sure this workbook is from a trusted source, dlick
‘Enable Macros', IF you are not sure and want to prevent
pop u p — ary macros from running, click ‘Disable Macros', Tell Me More |
= Click on the box
that says

Enable Macros

¥ Always ask before opening workbooks with macros

Disable Macros

Do Mot Open I

29
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Slide 30

Slide 31

i Case Management Log

Ed Microsoft Excel - DpiATE Initiative Case Management Log
J@ Eile Edit Wiew Insert Format Tools Data window Help

DEES 8RY sBR|o-& = L MmE 7
(ST =

4%
T -\31 UEFE@
[ 6 ] e

EN T [ D [ E [ F
1
2] Begin Date: 7/1/2003
5] ok CASE MANAGEMENT LOG
4
5 | COUNSELOR 1 PATIENT INFORMATION CURRENT DOSE
B | review patient last 4 digits of patient'smost | curres nt | curre nt LASM | currer it LA
| 7 | patient name social security RECENT dete methaciane stable dose dose
| 8 | status number of clinic entry dose (mg) (e.g., 80) (e.g., BU/B0/1 00
12
110
i This is an example of
12/ the spreadsheet that will
13
m open

30

Spreadsheet Dynamics

= The Case
Management Log
has enough rows to
hold data for 12
different counselors

= Each counselor has
enough space to
enter data for 100
patients

31
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Slide 32

Slide 33

*Gettmg Started

In the Case Management Log, there are 17 sheet tabs at the bottom
of the page
The first tab is labeled Case Management Log. This is where all data
will be entered and all counselor and clinic totals will be tabulated.
The next tab is labeled AOS. This is where Abstinence Orientation
Scale (AOS) scores are entered.
Twelve other tabs are labeled Couns1, Couns2, etc. This is where
individual counselor charts will be created.
Another tab is labeled Counselors + Clinic. This is where you find
charts showing data for the entire clinic.
The tab labeled counselor logs contains logs that can be printed.
The last tab labeled chart reference cells contains formulas and chart
set ups. This part of the log is automated so you won't have to enter
data into this worksheet.

32

q Data Entry

33
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Slide 34

i Case Manager Information

= We encourage you (case managers) to complete
the Case Management Log as you see patients

= You will benefit most from this information if you
refer to the form and update it at each patient’s
visit

= If you wait until the end of the month to complete
the Log, you may have to go back and refer to
patient charts that are not immediately on hand

34

Slide 35

Data Entry

= Data can be

entered using ' e ——]
either the number T s =2 EA E
W on the LT Bl 1 A [DEE
keyboard or by SFTFFETET il ﬂ=lzl§ T G2l
using the number | J Ml 100

Number Row

35
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Slide 36

Data Entry
Murmeric Keypad

= If you use the number \ |

pad, make sure the — -

Num Lock key is active 2] U . -
= If it is not pressed, ot

only the arrow pad < 00~

within the numeric T

keypad will work - o e

- = R

36

Slide 37

Data Entry

= Each counselor has a specific area to enter
data

= All graphs and formulas for each counselor
are mapped to specific rows and columns in
the spreadsheet

= Look for individual counselor headings to
make sure you are entering data in the
correct area (see next slide for examples)

37
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Slide 38

Slide 39

Data Entry for Counselor 3

1 Microsoft Excel - OpiATE Initiative Case Management Log

J Eile Edit ‘ew [nsert Format Tools Dsta Window Help
DEEH2sRY|imalo- |2 = & 2|l @ 7

Hz4a -] =

ATE]| E [ D [ E [ F
223
230 Begin Date: 7/1/2003
231 End Date: 7/31/2003 CASE MAN
232
3 COUNSELOR 3 PATIENT INFORMATION
234 review patient last 4 digits of patient's most current
235 | patient name =ocial security RECENT date methaciol
236 status nLimber of clinic entry doze (m

. ) John Smith 9a58 773071991
6523 1/13/1999 75

Kenneth Simon

239 5542 /3071999 50
o | D Jeffrey Adams For example, Counselor 3
" Steven Bachman would enter data in rows 237

through 336 under the
Counselor 3 heading

38
Microsoft Excel - OpiATE Initiative Case Management Log
J Eile Edit Wiew Insert Format Tools Data Window Help
DEES|SRY sB2R[o-(8 = 5 8|mE 2w -0 -|B
HrO2 =] =
AH] c | D | E | F |
5
|GG | Begin Date: 77172003
|E87 | End Date; 7/31/2003 CASE MANAGENE,
BEG
sa0 COUNSELOR 7 PATIENT INFORMATION CURRER
@ rEviE patient lazt 4 digits of patient's most current currer
@ patiert name zocial security RECENT date methadone stabl
status number of clinic entry dose (mg) e.g
593 Steven Bachman 5267 1141572002 70
B aymond Williams 3528 1/4/2003 60
55| 8501 4£29/2003 60
l595| c Charles Johnson
b7 | Steven Bachman
598 Rayrond Williams
hal Manalas 39
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Slide 40

Slide 41

$ Case Management Log Items

= There are 15 items for
each patient

= The following slides are
examples of data entry
for Counselor 1’s patients
in columns A-O

40

iData Entry

= For all Case Management Log items, make
sure you enter a zero into a cell rather than
leave the cell blank

= For example, if a patient has not had any
counseling visits, enter a 0

= If the cell is left blank, that patient’s zero
values will not be averaged into the counselor
and clinic totals

41
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Slide 42

Begin Date & End Date

= Don't forget to enter the Begin Date and End Date at the top
of the spreadsheet in order to keep track of monthly data

= This date will tell you which period of time to refer to when
entering your patient’s data

A Microsoft Excel - DpiATE Initiative Case Management Log

J File Edt Yiew Insert Format Tools Data Window Help

DEEHS GRAY BB - &= 58
723 = =|
AlB]| C | D
1
| 2 | Begin Date: 7/1/2003
1 3 | End Date: 173172003
4
; |[COUNSELOR 1 PATIENT |
| B | review patient last 4 digit= of
| 7 | mpatient name zocial security
g | status riumber
42

Slide 43

Review Patient Status

E3 Microsoft Excel - DpiATE Initiative Case Management Log

J@ File Edit Wiew Insert Format Tools Data Window Help

DzHo 8L Y| x@=@/-- &z~ = Locatedin columnA
el =i . [f a patient has been at a clinic
m Begin Date: 71112003 for less than a month AND has
| a | End Date: 1/31/2003 tested positive for opioids or
4 tested positive for non opioids,
5 foWUNSELORp;m e the letter Cwill appear in column
(Z o ey A. This indicates that weekly
. R o counseling is suggested.
; Kenneth Simon 5523
7 George Johnson 5842
1_33 | Jeffrey Adams 1524
13 Steven Bachman 5267
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Slide 44

Slide 45

EA Microsoft Excel - DpiATE Initiative Case Management Log

J File Edit View Insert Format Tools Data Window Help

Review Patient Status

[D2Ho 8% s 2@/--/a=x s = Locatedin columnB
C12__ x| = Jeffey Adas = If a patient’s dose level is less
A[B] C | D
1
o Beqin Date: 112003 than 60 mg of n_1ethadone or
E End Date: 7/31/2003 methadone equivalent, and that
i patient has tested positive for
PATIF| .. .
: fva”NSE"'ORp;m — opioids, the letter D will appear
7] yoter rame ez oz in column B. This indicates that
. J— - a dose review is suggested.
1 Kenneth Sirmon B523
1 George Johnson 5842
" o@ Jeffrey Adams 1624
13 Steven Bachman 5267
T 44
= Located in column C
= You can use either a patient name or a patient
number in this column
[ 3 | End Date: 7/31/2003 el
4
= COUNS g,an_1.\ PATIENT INFORMATION
i review patient lazt 4 digits of patient's mozt curre
L patiert name social security RECENT date methiad
g | status nutmhber of clinic entry doze [
. John Srrith 59853 7/30/1991
0 Kenneth Siman B523 1/13/1999 75
Genrmglnhnann AR47 A£3N71999 An
45
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Slide 46

Social Security Number

= Located in column D

= Enter only the last 4 digits of patient’s social security

number
| 3 | End Date: 7/31/2003 AR el
4
5 COUNSELOR 1 PATIENT INFORMATION
i review patiert lazt 4 digits of patiert's most curre
L patient name sorial security RECENT date methad
8 | status numbet 4 of clinic entry doze [
e —
g John Srith 9558 71301991
10 Kenneth Simon G523 141315993 75
Genrre Inhnznn AA47 45307559 An
46

Slide 47

Clinic Entry Date

= Located in column E
= Enter patient’s most RECENT date of clinic entry
= Enter the month, day, and year (e.g., 8/12/2002)

3 End Date: 7/31/2003 A LA
4
5 COUNSELOR 1 PATIENT INFORMATION
S ——
i revievw patient last 4 digits of patient's most Ccurre
L patient name social security RECEMT cate methad
g | status rimker L of clinic entry 4 doge [
e ——
g John Smith 9558 71301991
10 Kenneth Sirmon G523 1131993 74
Genrne Inhnsnn AR4D 4/3015959 an
47
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Slide 48

Slide 49

Current Methadone Dose (mg)

= Located in column F
= If the patient is on methadone, leave the LAAM dose

columns empty

'E MANAGEMENT LOG

CURRENT DOSE

© current N
methadone

dose (mg) P

urrent L&Ak
j&‘nable doze
(e.g., 500

current LA&KM
doze
(e.g., 80/500100)

cu
take
(metha

78

g0

= = =

50

g0

80/a0/100

48

Current LAAM Stable Dose

= Located in column G
= Enter only the stable dose for this column

= If the patient is on LAAM, leave the methadone dose column
and the current number of take-homes column empty

yE MANAGEMENT LOG

CURRENT DOSE

FTUrrent LA AT current LAan
) doze

current
methadone stahle doze
dose (mg) [e.q., 801

1., BOUE0/ 00)

cu
take
[metha

@

10 75

80

B 50

80

80/80/100

49
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Slide 50

Slide 51

Current LAAM Dose

Located in column H
Enter the entire LAAM Dose
= Remember to enter data in both LAAM columns

|2 L
| 'E MANAGEMENT LOG
4
5 CURRENT DOSE
| 6 | current current Laab L~"corrert LASMSN]  cu
| 7 | methadone stable dose dose } take
a dose (mg) (eqg., 800 N\ (g, 80801007 Mmetha

|u:|

10 75

g0

—
—

12 a0

a0 80/80/100

50

Current # of Take-home Doses

Located in column I

= This column is for methadone patients only

Leave this cell blank for LAAM patients

g
=N
4
5 TREATMENT PLAN
current # of | # counsel. # utox
take-homesiwvk > vigits in SCreens in
(methadone pts only) currert month current month
Sc~———
5 2 1
10 3 2 1
3 2 1
11 51
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Slide 52

Slide 53

Number of Counseling Visits

= Located in column ]
= Enter the number of visits for the current month

2
| 3

4

5 TREATMENT PLAN

B current # of ~ dcounzel. N # utoe:

7 take-homesink < vizits in ) SCrEEns in

B | (methadone pts only . current month g current morith

e —

g 2 1

0 3 2 1
3 2 1

|11 52

Number of Utox Screens

s Located in column K
= Enter the number of utox screens for the current month

| 2 |
=N
4
5 TREATIMENT PLAN
i current # of # counszel. / #Futox N
| 7 | take-homestwk wigits in SCrEEnE in
3 | (methadone pts only) current manth \current month
S —
el ? 1
10| 3 2 1
11| 3 2 1

53
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Slide 54

Positive Urines for OPIOIDS

Located in column L

Enter the number of positive urines for OPIOIDS in the
current month

5 OUTCOMES IN CURRENT MONTH METHADONE |
positive urines ozitive urines for non-opioids Laan dose
(?' for OPIQIDE in in current month (EXCERT converted to
current maonth cannabinoids or alcohal) methadone (mg)
g 0 0 B7
10 0 0 0

54

Slide 55

Positive Urines for Non-OPIOIDS

= Located in column M

= Enter the number of positive urines for Non-OPIOIDS in the
current month

= Do not count positive urines for cannabinoids or alcohol

3

4

5 OUTCOMES IN CUR, H METHADONE |

B positive urines, 'positi\-'e urines for non-opicids LasM doze

7 for ORIOIDS ir< in current month (EXCEPT converted to

8 current manth N cannabinoids or alcohal) " methadone (md)
—_—————

g 0 a B7

10 0 a 0

55
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Slide 56

Slide 57

Methadone Dose Equivalency

= Located in column N

= Numbers in this column will appear automatically
= Excel will convert all LAAM doses to methadone
= You do not need to do anything with this column

3
4
5 METHADONE EQUIVALENCY

Lash dose N\ methadone dose
7 converted to > tor all patients

methadone (mo) _A

g B7 &7
10 ] 75
11 ] 80 s

Methadone Dose for all Patients

= Located in column O
= Numbers in this column will appear automatically
= You do not need to do anything with this column

11

| 3 |
4
5 METHADONE EQUIVAL ENCY
] LAAM doze L~ methadone dose N
K converted to for all patients )
g methadone (Mg) A
g B7 B7
10 ] 7a
] a0

57
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Slide 58

§I Sums Columns

Columns P, Q, & R are columns

U || S AV [ &R % 2 5|
you can add Yourself 30— IR
= Each column is set up to create C_F I Q | R Y
a SUM of any numbers you ___—
enter

= These columns will not be
displayed graphically, but can
be handy if you want to keep
track of how many group
counseling sessions each patient
attended or track other changes

SUMS

1 /

‘D |LD m|-d|:n m = |m |M‘A

= The summed totals will appear " Type your
in the Counselor Statistics row o heading in
at the end of each counselor’s here
data

58

Slide 59

Counselor AOS Scores

= The Case Management Log will configure the Abstinence
Orientation Scale (AOS) score of each individual counselor
and the average AQOS score for the clinic

= Go to the AOS Sheet tab

= Enter each counselor’s responses, ranging from 1-5, to all
14 AOS items

= If a counselor did not answer a question, either leave the
cell blank or enter a “0”

= All AOS scores will automatically appear in the Counselor
Statistics row at the end of each counselor’s data

= See example of the A0S worksheet on the next slide

59
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Slide 60

Slide 61

*Abstinence Orientation Scale

E3 Microsoft Excel - OpIATE Initiative Case Management Log
J File Edit ¥iew Insert Format Tools Data Window Help

DEcalky | tkial--|e =2 |me 2
116 | =]

A [ 8 [ ¢ [ 0o [ E [ F [ G |

| avial - 10

1|

(]

Abstinence Qrientation Scale (AOS) Scores

(5]

E

AO0S1 | ADS2 | ADS3 | AODS4 | ADS5 | AODS6 | Al

| B |Counselor 1 1 2 a 4 2 1
| 7 |Counselor 2 1 3 1 2 2 1
| 8 [Counselor 3 2 2 2 2 2 2
| 8 |Counselor 4 1 2 4 4 2 1

10 |Counselor 5

| 11 |Counselor 6

60

ounselor AOS Scores

= Once the AOS scores are entered, a score is automatically
generated

= The scores for each individual counselor appear in the
Counselor Statistics row at the end of each counselor’s data
in the Case Management Log

= Numbers in this cell will appear automatically

108 o

Percent of utox

screens positive for
CRIDS

Pazt mornth

Percent of utox
screens positive for
PPl
Paszt month

Abstinence
Crientation
Scale

- (405) Score

17

19

24

61
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Slide 62

Slide 63

q Patient Changes

N

62

*New Patients

= When new patients enter the clinic, don't
forget to add them to your caseload so their
information can be tracked, too

= To add a new patient, go to the first empty
row in your own counselor area in the Case
Management Log and enter the new patient’s
data

63
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Slide 64

Slide 65

* Discharged or Deceased Patients

= If a patient is discharged or deceased, you
must delete that patient’s entire row of data
in order for those numbers not to be figured
into the monthly totals

= You won't be able to delete the information in
columns N or O because they are automated
and contain formulas. Deleting the other
information in the row will automatically clear
cells N and O.

64

Protection

65
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Slide 66

Slide 67

§ Case Management Log Protection

= The Case Management
Log is protected so that
no labeled cells or
formulas can be
accidentally deleted

= Don’t worry, you can't l
break it!! /

66

i Case Management Log Protection

= A warning message
WI” pop up If you try &Micrusnft Excel WZ
tO Cha nge a Ce” that The cell or chart you are frying to change is protected
h as b een protecte d and therefare read-only. —
= If the warning prtactios g s Lrprotoet St ot (Tocks 1%
menu, Protection subimenu). You may be prompted
message does pop | o
up, click the button  { &
labeled OK
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* Case Management Log Protection

= This is an example fo _ i
of another warning Microsoft Excel
that will pop up if The value you entered is not valid,
YOU er_]ter an inva"d A user has restricted values that can be
value into a cell entered into this cell,
information you are Nom

entering to make
sure it is correct

68

&F Case Management Log Errors

= If you get error messages while in the Case
Management Log, make sure to check the
data you are entering!

= There is always human error involved in data
entry

= Don't automatically assume errors are due to
the design of the spreadsheet
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Slide 71

To help minimize incorrect data
entry, a message will pop up when
you click on specific cells

For example, this message states the
definition of non-opioids and is a
reminder that cannabinoids and
alcohol should not be counted toward
positive utox screens for non-opioids

There are other reminder messages
for the following cells: clinic entry
date, utox screens, and positive
opioids

Case Management Log Errors

r'- " "
Non-opioids

Maon-opioids include cocaine,
amphetamines,
benzodiazepines, barbiturates,
and PCP, DO NOT INCLUDE

kl:annahiﬂnida or alcohol,

N

70

q Outcome Totals
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§Counselor Statistics

= Located at the end of each Counselor’s row

= Numbers in this column will appear automatically

= These numbers will be displayed graphically

108
109 Totals Counselor 1 % patients on % patients on % patients on Mean #
110 Statistics 60 mg or above 70 mg or above 80 mg or above home ¢
111 of methadone or of methacone or of methadone or per
12 | D # of patients methadons equivalent | methadone equivalant | methadone equivalant

413 38 76 45 18 3.
113
114
117

72

Clinic Statistics

Located at the bottom of the Case Management Login ROW 1378

= Numbers in this column will appear automatically

= These numbers will be displayed in graphs

= NOTE: the number given in the Mean # of patients cell for the clinic

totals is a mean, not a sum
1365
1369
1370
= CASE MANAGEMENT LOG
1372
1273 CLINIC
1374 Totals Clinic % patients on % patierts on 3% patierts on Mean # of take | Mean # of counseling
1375 Statistics B0 mg ar above 70 mg or shove 80 mg or ahove home doses vigits per month
1376 of methadone or of methadone o of methadone o per ek
1377 c | D Mean # of patients methadane equivalent | methadone squivalert | methadone equivalent
1378| 13 10 31 71 31 11 28 13
1379
1380
73
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q Graphs

74

Slide 75

Graphs

= Creating, printing, and
clearing graphs while using
the Case Management Log E:
can be done by simply ([
clicking buttons

= See the next slides for
examples

75

92



Slide 76

Slide 77

Ed Microsoft Excel - DpIATE Initiative Case Management Log rh form 1y =18l x|
=) Fle Edt tiew Insert Formet Tooks Data Window Help % & TS|
IOl e e e 7o 24| ) 2] s ec[arujE==@e = A Y
A [ B | ¢ [ b | E [ F [ 6 [ H [ 1 [ J [ K [ L [ ™M [ v 0 [ =
| 1 |Graphs: Counselor 1 | |
i : reate Graphs Print Graphs Clear Graphs
= Press the Create Graphs
% button to automatically
= create your graphs
%_D_N_\ Quick Iretructiores { Case Management Log {405} Courrs1  chart reference cele | Coursiors + Clric f_ N - ”|_4|. = ”._.n||v_‘
Ready M
76
= There are 4 graphs that will come up for each
counselor after pressing the Create Graphs button
= After pressing this button, you may be prompted for
a password before the graphs are created
= If this password prompt does come up, type in the
word ogpiate
= Each graph is designed to compare the individual
counselor total to the clinic total
= The next 4 slides are examples of the graphs that will
POp up
77
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Graph (Examples)

Slide 79

Treatment Practice Means

10.0
@
E
@ Counselor 1
Z 50 Cini
= 34 21 O Clinic
9} 28 -13.0
= 2425
1513
0.0
Take- Counseling Utox AOS Score
Homes Visits Screens
78
Percent of Utox Screens Positive
100
o
:E Counselor 1
3 50 8o
o o Clinic
N
g 10 1 1
0
Opioids Non-Opioids
79
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§ Graph (Examples)

Percent of patients at or above 60, 70, or 80 mg of methadone or
methadone equivalent
100
76
71
< @60 mg or above
5 50 45 070 mg or above
[}
o 31 80 mg or above
18
11
0 T
Counselor 1 Clinic

80
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Graph (Examples)

Patients in Caseload

100

50 4
38

31

0 .

Total # patients for Counselor 1

Mean # patients for Clinic

= NOTE: the total number of patients for each counselor is

shown whereas the mean number of patients for the clinic
is shown

81
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Recommended Clinic Ranges

Here are the recommended ranges for the target areas of this
project based on a model clinic.

Take-homes per week: 3-3.5

Monthly counseling visits: 1-1.5

Monthly utox screens: 3-3.5

Percent utox screens positive for opioids: 5-10%
Percent utox screens positive for non-opioids: 10-15%

AOS score: 3 or lower

22303 i e 0

Percent > 60 mg of methadone or equivalent: 75%-85%
82
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Ed Microsoft Excel - OpiATE Initiative Case Management Log =8 x|
B Fle Edt view Insert Format Tools Data Window Help £
DEEa Ry sm@lo (6= - ue ] 1 -|szuE==8E]s %[}
Chan 2752 ~| =]

A ] 8 [ ¢ [ D [ E [ F [ & [ H ] [ J [ kK [ L [ M |~ [ 0 [ 7
Graphs: Counselor 1

Create Graphs Print Graphs

Clear Graphs

[el=[el=lelal

Percent of Utox Screens Pasitive ‘ / Treatment Practice Means

Press the Print
Graphs button to
print your graphs

|ESASliL L —

=1

[~

[

=

o

G

=

@

50

o
% Positive

a0

34

e
=]

Mean Numher

o
@
w
w
=1

Plot Area

1 13

PR
S e
o Take- Counseling Utoe AOS Score

Opioids Non-Opioids Homes Visits  Screens

Percent of patients at or above B0, 70, or 80 my of methadone or Patients in Caseload
methadone equivalent

14 [4 [» [M[,_Case Management Log £ ACS }Counsl { CounsZ 4 Couns3 / Counsd { Counss /£ Counsé { Coune [ 4 - mﬂr‘
Ready [ [ || [Hur | ==

P e o e e Y P e P P e
% |cira| 2= | &5 o |~ | on | & da | ko |
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Printing Graphs

= The Case Management Log graphs will print
on the printer attached to your computer

= The page margins are already set up so that
all 4 graphs for each counselor fit on one

page

84

E3 Microsoft Excel - DpIATE Initiative Case Management Log rh form 1 _ia) x|
|E) Bile Edit Yiew Insert Format ook Data Window Help 2 4 _|&® 5[‘

[DERaERY (s el = [&= & [l 2w co-lBzuls==E8 % & G’( a- 3
Ad - = P

F 1 8 [ ¢ [ 0 [ E [ F T 6 " T [ I &[T W n> o3
Graphs: Counselor 1

Create Graphs | Print Graphs | Clear Graphs |

EEREERENE

S

~

o

=

o

Press the Clear Graphs
button to delete your
graphs

@

=i

@

o

<]
=]

oafealwama e [ 1o o [rafro
R[22 84| N || B ||

w
[}

El

4[4 ]p [WfQuicknstructions {_ Case Management Log /405 },Couns1 {_ chart reference cells/{_ Counselors + Clinic_/ 1« wLUJ

Ready (=T o [
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Graph Info

]
/[

You do not need to make new
graphs every time doses or
counseling visits change

For example, if a patient’s dose
was entered incorrectly after the
graphs have been made, simply
change the dose to the correct
number and the graph will
automatically adjust to this new
number

86

Graph Error

Microsoft ¥isual Basic

Run-time error '1004':

Delete method of ChartObjects class Failed

Continue | End | i D

= The graphs take up so much space in
the Excel program that if you create 10
or more graphs at one time, this error
will pop up. If this error comes up and
you have not saved your changes, you
will lose them. For this reason, make
sure you save your changes frequently.

= When this warning does pop up, click on
either £nd or Debug. This will close you

| out of the program. Then reopen the file

and continue making graphs.

Note: This is not a problem unless
you have 10 or more counselors at
your clinic and all your graphs will
be created at the same time

= One option (if you have at least 10
counselors at your clinic), is to create
graphs for the first 6 counselors, save
these changes and close out of the
program. Next reopen the program and
create the last 7 charts.
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* Saving Changes

88

-
& Microsoft Excel
'OpIATE Initiative Case Management E
Log.xls' is read-only. To save a copy, click
oK, then give the workbook a new name
in the Save As dialog box,
il

Saving Changes: Step 1

The Case Management Log
is on a read-only CD. This
means that you cannot save
any changes over the
original copy.

Save a copy of the file onto
the computer or a disk by
going to File>Save. When
you do this you will get the
message to the left. Follow
the directions this message
gives you. It is probably best
to save it in several places.

89
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ilmportant!

= When you save this file in another place, be sure to
give the spreadsheet the same file name (OpiATE
Initiative Case Management Log) to ensure the
proper functioning of the spreadsheet

= The graphs are linked to the specific name of the file.
By changing the file name the graphs are rendered
inactive

= Instructions for changing the file name for record
keeping purposes will be talked about on Slide 99

90

$ Saving Changes

= Because the Case Management Log has
multiple users it is important for everyone to
understand how to correctly save changes
that have been made to the Excel file

= There are 2 options to choose when saving
any file: Save or Save As

91
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i Saving Changes Using Save

{ Microsolt Excel - Book1

/_ﬂ Fie| Edit Wiew Insert Formst Tools Data Window Help —lelx

Qgﬂw G;:N PR oo ([a®z s 83 meH| w6
A BPI i ; e - = = = o - = |

Jan g;:: :||BIH|EEEE|$A,.£+'?3|€§'=§p|iv&v&v
§B§aue§|+sc|D|E|F|G\H|||T
(1|l Savads. =
% Save Workspace...
i e First, let’s look at the
5 B Save option under the
?égﬂm... crile .
ol s File Menu
E Froperties
11
2| Ext
13
(14|
15
16| |
7]
18 s
|ﬁ [} Sheett {cheetz [ Sheetz [ |4 | L|_[J
Ready =T [ [ [

92

Saving Changes Using Save

= Choosing Save will save the changes that you
made to the Case Management Log using the
same file name

= No box will pop up; once you click Save, all
changes are saved

= When entering the current month’s data, you
must use the Save option

93

101




Slide 94

& Saving Changes

= Nothing is more frustrating than updating a
file and then losing all of the changes you
made due to a computer glitch

= One way to minimize this frustration is to
save changes frequently and in multiple
places (e.q., zip disk, CD, and/or hard drive)!

= Try to save changes every 10 minutes

94
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$ Saving Changes: Step 2

= Remember to enter all counselor data and to
make all counselor graphs before you rename
the OpIiATE Initiative Case Management Log
for record keeping purposes

= After renaming the Case Management Log,
you will not be able to make changes to the
graphs

95
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*ImportantI

= If some counselors create graphs before all
data are entered, the clinic numbers will not
be consistent because all counselor data will
not be included in clinic totals

96

Slide 97

Saving Changes Using Save As

= Second, let’s look at the Save As option

= Choosing the Save As option will allow you to
rename the file

97
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$ Saving Changes Using Save As

MM
/ﬂ File| Edit ¥iew Insert Format Took Data Window Help B
O/0 wew..  cen ¢|%,@-\<y|nvru|g@|z A 2l g@'@|lm" '|
s B Open.,. G0 = === z 5 =T
s gﬂ; _vl|n:u|5aEE|$4,..ssrzs|£=£,|;-&-g~
_ﬁlﬁ T = = = [ I T
; Save fs... i
T (<1
(4| Pesesep.. Now go to File,
(5 | Frink Area ¥ .
B | [ prpresion then click on
%égﬂntm Cerp
T e ) Save As
07| Froperties
]|
12| Est
KEl]
14
45|
e |
(17
18 <
[ IR T3\ Sheet1 (Sheste {/stests / Il ] LHJ
Ready (=0 [ [ [
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* Record Keeping Using Save As

= Itis a good idea to keep a record of the data and
graphs for each month

= To do this, you will use the Save As option
= Let’s use July as the current month for an example

= Before you can make a file for July, all counselors
need to be up-to-date with their data entry for the
month of July

= All graphs need to be created because once the file
name is changed, the graphs can no longer be re-
created
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* Remember...

= After all data are entered and all graphs are
made, save the file using the Save option one
more time to make sure all changes are
saved to the OpIATE Initiative Case
Management Log

= This will ensure that when entering the data
for August, all patient and counselor
information will be up to date

= After you do this you can change the file
name

100
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iRecord Keeping Using Save As

avens 2=
Savei: | OMSPowerPoirt and Excel 3., =] 4= | 8 > 04 B - Toos -
@OpiATE Initiative Case Management Log

= This box will appear
and the name of the
file will be highlighted

101
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ID OMS PowerPaint and Excel 3.,

=l o« @@ E - Teok -

@Op\ATE Initiative Case Management Log

ave as bype: IMlcrosoFt Excel Workbook

Record Keeping Using Save As

Click in the file name
box and type the
word July at the end
of the file name
Then click Save

You could also delete
the entire file name
and just use July
2003 or whatever is
easiest for your
record-keeping needs
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open 2l
aok in: ©OMS PowerPoint and Excel 3... &2 T v Tools +
i d Excel = [ * 05 I
OpIATE Inikiative Case Management Log
(OpiaTE Initiative Case Management Log-July
File name: || j @ Open |-
Fies of type: - [all Micrasoft Excel Files | Cancel

Record Keeping Using Save As

Notice that when you
reopen the file, there
are 2 files instead of 1:
the original Case
Management Log and
the Case Management
Log for the month of
July

103
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Record Keeping

E3 Microsoft Sxcel - DpiATE Initiative Case Management Log--July

|E File Edit Wiew Treert—rewsabedanls [ata iiindew—ter If
- YOou are ever unsure
IDSELQERY % 2@a)-- (@ = A28 B3 2 e
5 | =l dobn Srith about wh|f:h files you
ATB] c | D [ E are changing, look at
1
2 | Begin Date: /112003 the top bar that
3 | End Date: 7/31/2003 displays the file name
4
- |[COUNSELOR 1 PATIENT INFORMATIO!
B | review patient last 4 digits of patient's r
| 7 | patient name social security RECENT 1
| 8 | status number of clinic &
ﬂ John Smith 9656 7130018
1 Kenneth Simon B523 141345
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Record Keeping Using Save As

Using this record keeping system, you have a file with
all July data. Then you can use the original file named
OpiATE Initiative Case Management Log for your
August data. You only need to delete cells that
change on a monthly basis (e.g., number of
counseling visits, number of utox screens, etc.).

You do not need to delete other patient information
(e.g., patient name, SSN, dose), unless that
information has changed or a patient is discharged or
deceased.

After all counselor data are entered and all graphs are
made for the month of August and subsequent
months, you'll be able to repeat the record keeping
process in order to keep track of all monthly data
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i Saving Changes: Save As

= Last but not least!

= Once the file name is changed from
OpIATE Initiative Case Management Log to
a new name, you cannot delete the graphs
and then recreate them!
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q Printing
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iPrinting PowerPoint Slides

= To print these slides,
Go to Print on the drop
down menu

= This box will appear

= Choose handouts

= Choose how many

slides you want to print
on each page

= Click OK

Print 2%
[~ Printer
Mame: IHP Laserlet SM ﬂ Properties |
Status: Idle
Type: HP LaserJet 5M
Where: IP_10.104.24.102
Comment: I Print ta file
~Prink range
o all © Currert slide  © Selection Copie:
= Custom Show; | ¥ I 3
" slides: I '
Enter slide numbers andfor slide ranges. For example,
1,3,5-12 ¥ ol

ontal (" Vertical

llate

|
|
EE

Cancel
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™ Scale to fit paper
¥ Frame slides
= print hidden sides

Grayscale
™ Pure black and white:
™ 1nclude animations

Slide 109

q, Counselor Logs
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$ Counselor Logs in Excel

= There is a sheet tab in the Case Management
Log labeled Counselor Logs

= Each patient’s stable data from the past
month (e.g., name, social security number,
clinic entry date, etc.) transfers to this log so
only patient data for the current month (e.qg.,
counseling visits, utox screens, etc.) need to
be entered

= These logs eliminate the need to re-enter
each patient’s entire row of data every month

110
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&Counselor Logs in Excel

= If you choose, these sheets can be printed for
each counselor so values can be entered onto
a hard copy first and then transferred to the
Excel Case Management Log

= Printing Counselor Logs eliminates the need
to find a computer every time patient data
need to be entered or changed

111
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Printing Counselor Logs in Excel

= Printing the Counselor Logs can be done very

easily

= The margins for the Counselor Logs are set
up to print 20 patients to each page

= Each counselor has 5 pages of logs

112

*Printing Counselor Logs in Excel

options 2
s Custom Lists | Chart | Colar |
Caleulation I Edit | General |
Show
™ Eormulabar W Status bar ¥ Windows in Taskbar
Commenl I
" None & Comment indicatar only " Comment & indicator
Objects
% show all " show placeholders " Hide all
¥ Row & column headers W Horizontal scroll bar
¥ Outling symbols ¥ ertical scroll bar
¥ Zero values ¥ sheet tabs
Corcel_|

= Go to TOOLS on the
main menu, then click
on options

= This window will come
up

= Click on the VIEW tab

= Make sure Gridlines is
checked so all lines print
on the counselor logs
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iPrinting Counselor Logs in Excel

= When you print, it is very important that you
specify a page range

= If you just click print and do not specify a
page range, all 60 pages will print

= In most cases, all counselors will print their
own logs using the pages specified in the
chart on the next slide
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§ Printing Counselor Logs in Excel

Counselor 1 | Pages: 1-5 Counselor 7 | Pages: 31-35

Counselor 2 | Pages: 6-10 Counselor 8 | Pages: 36-40

Counselor 3 |Pages: 11-15 | Counselor 9 | Pages: 41-45

Counselor 4 |Pages: 16-20 Counselor 10 | Pages: 46-50

Counselor 5 |Pages: 21-25 Counselor 11 | Pages: 51-55

Counselor 6 | Pages: 26-30 Counselor 12 | Pages: 56-60
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& Printing Counselor Logs in Excel

E3 Microsoft Excel - OpiATE Initiative Case Management Log

J File Edit WView Insert Format Tools Data Window Help

NGHEBRY i me- &z %80 " Click on the box shown

Dis___ | =] in the picture
A | B © D
1
2
3
4
; |COUNSELOR 1 PATIENT INFOR
i reviewy patient last 4 digts of
L patient name =aocial security
8 | ststus number
g John Smith 9358
10 Kenneth Simon 6523
(Grnrme . Inhnsnn AR
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Printing Counselor Logs in Excel

Ed Microsoft Excel - OpiATE Initiative Case Management Log
J File Edit Wiew Insert Format Tools Data ‘Window Help

DsEeSRY 1R ~-a=s8 B 7

= Clicking on this box

| will highlight all
counselor log
pages
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ive Case Management Log

J File Edit Yew Insert Format Tools Data Window Help

@z AN DY

J Arial

|00 we. el
= Open... chi+o
Close
u Save Ctrl+S
Save As...

Save as Web Page..,

Save Workspace. ..
‘Weh Page Preview
last 4 digits of | patient's most currert
Page Setup... social securty | RECEMT date | methadone
Print Area N number of clinic entry dose (mg)
TN Previsw 95858 74301991
Chrl+P
B523 11311999 75
Send’ »
Properties 5842 4/30/1393 a0
L. AOpIATE Initiative Case Manageme. .. 1524 5/16/2003 a0
2 ...\OpiaTE Initiative Case Manageme. ..
3 ...\OpiATE Initiative Case Manageme. .. 5267 111572002 70
4 ... \OpiATE Initiative Case Manageme. ..
3528 1472003 B0
Exit
Mel Douglas B254 14472003 55

Printing Logs in Excel

EX Microsoft Excel - DpiATE Initi:

= After you have
highlighted all cells
and decided which
pages you want to
print, Go to the File
menu and click on
Print
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Pt 21
rPrinter 7
Mame: I@ HF LaserJet SM Properties. .. | >
Skatus: 1die o
Type: HF LaserJet SM
where! IP_10.104.24.102
Corment: I Print ko file
rPrink rang i
= all ; =
=l Murmber of copies: |1 3
& page(s)  From: Il 5‘ To: |1 5‘
rPrint what
tink wha |j$| ¥ Collate
" Selection " Entire workbook 1
' Active sheet(s)

Preview

coes_|

Printing Logs in Excel

= This box will come
up

= Left click on
Properties
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s Itis important to make
sure the Counselor Logs
print in Landscape so
they fit nicely on each

page " Flip on Short Edge
= Click on the Layouttab o
. — Page Order
= Then click on Landscape & Frontto Back
" Back to Front

Layout | Paper/GQuality |

Printing Logs in Excel

#® HP LaserJet 5M Document Properties 2lxl

Orientation

* Landscapq

r— Print on Both Sides(Duplex]—
&+ Mone

€~ Flip on Long Edage

Pages Per Sheet: I 1 v

Adwanced..

Cancel |
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21x]
tinker
Mamg: I@ HP Laserdet M j Properties...
Status: Idle
Type: HP LaserJet 5M

‘Where: IP_10.104.24.102

Comment;

™ Print ta File

all
ﬁ:a::{:om |1 5 E
—

£~ Selection " Entire workbook
% Active sheek(s)

Opie:

mber of copies: |1 3‘

|j¥| |j¥| v Collate

Prewview |

Corcel_|

Printing Logs in Excel

= Now it is time to
specify the page
range

= Put the page numbers
you want to print into
the Print Range area

= Click OK
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$ Wrapping Up

N = Now that you have learned how

- = to enter data and create graphs
using the Case Management
' Log spreadsheet, go to the

Excel file and try it out yourself!
= Good Luck!
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§ Contact Information

= If you need technical assistance, please
contact:
= Nancy Pexa, MS
OpiATE Initiative Research Project
Minneapolis VA Medical Center
Phone: (612) 467-5737
Email: nancy.pexa@med.va.gov
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