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!'_| Introduction




i 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



i 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 familiar with Excel, please skip to
slide 26 where information about the Excel
Case Management Log begins



‘_H PowerPoint Tutorial

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

= Find the S/ide Show button near the bottom of your
screen and left click
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Slide 1 of 1 |

—

— Shde show

—— TIEW
=hde mew
Cuthne wew

Mormal wew




i PowerPoint Tutorial

[[ Page ]]
= While in the Slide Lp
Show view, use the
Page Up and Page [p-ﬂge ]
Down keys to ﬂlp [Duw“]
through the slides




!'_\ Training for the Excel Spreadsheet



‘_H Excel Worksheet

This is the
general layout
of an Excel
worksheet

™ Microsoft Excel - Book1

ﬂ File Edit Wiew Insert Format Tools Data Window Help _|5’|E|
NeH2RY iR v-a-|a®( = e 8l3@ 7
Arial -0 - BZIUSE=EEH %] -d-A-
a1 hd =
A S e e F e
1 i
2
3
4
g Worksheet —
7 [Sheet tabs area
8
5
10 -
4] 4[» [} Sheet1 ; sheetz / sheets / | 4] o
Ready fead ol e




‘_H Columns, Rows, and Cells

= Every spreadsheet has
columns, rows, and
cells

= In this picture, the
active cell, B7, is the
cell outlined with the
dark border

= When a cell is active, a
number can be entered
into that cell

v
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‘_H Referencing Cells

= When referencing cells,

A/B|lc DI|E| the column letter is
1 named first and the
2 B2 C2 D2 E2 row number is hamed
3 E second
4 |54 B4
5 D5
6| B

10



‘_H Sheet Tabs

= Each sheet tab -
represents a /

. . Sheet1 / 3heet? § Sheets
different sheet in ([ 4p M}\Sheet1 { sheet? { Sheet3 /

the workbook Reacy f
= In this example,
Sheet 1 is

s Sheet Tab
highlighted because S 1A
it is currently active

11



!'_\ Moving Around the Spreadsheet
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‘_H Using the Mouse

Left Mouse Button

= [he main button used to
move around is the left
mouse button

= Use this button to /eft
click

Right Mouse Button

/
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‘_H Using Sheet Arrows

Workbook MNavigation

4] 4| »| b Sheet1 ;/ Shestz /Sheetz /

Waorksheet Tabs

-

Jump to last sheet
Go forward one sheet
o 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 Couns/
(counselor 7), click on the black
arrow that will move you forward
one sheet and the Couns&
(counselor 8) tab will come into
view

14



‘_H Using Scroll Bars

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

Right click on the top or bottom
arrows if you want to move up
or down

To move rapidly down cells
(e.g., from row 1 to 1235), click
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
want, release the mouse button

Top Arrow —»=

Side Bar

Bottom Arrow

e

’T
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* 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



i 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



i 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



i 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



‘_H Using Freeze Panes

Ed Microsoft Excel - OpiATE Initiative Case Management Log

B File Edit Wiew Insert

Format Teols Data | Window Help

DEzda /8RR % @ Newwndw -0 - B I U E
D11 ~| = | 5842 Arrange. ..
AlB] c e | F | G |
1 Unhide. ..
2 Eegin Da ...
5 e SE MANAGEMENT LO
4
- COUHSEL OR 1' B TE Initiative Case Manageme CURRENT DOSF
B | review patient last 4 digits of patient's most current current LA AWM
¥ | patient Mame social security RECEMT date methadone stable dose
B | status numker of clinic entry dose (mo) (2., 80) [
5 John Smith 9858 73011991 ad
10 Kenneth Simon BAZ3 111311999 75
1 George Johnson 5842 4/30/1999 80
12 z D Jeffrey Adams 1624 5/16/2003 a0
13 oteven Bachman 5267 11115,2002 70
Bavrannd WWilliarme ARTIR 10572003 =
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‘-H Using Freeze Panes

Freezing both the
ROW and the
COLUMN will look

like this

Lines appear to
indicate the frozen

panes

Cell D11 is the first
cell that is not frozen

E4 Microsoft Excel - OpiATE Initiative Case Management Log

]@ File Edit Aiew Insert Formak Tools Data Window Help

| & E?EI@@H.‘?I.% B - @& = & 42 i3 7 e -0 +|B 7O |EE|§
D11 =| 5842
AlB | B D E F | G |
1
2| Begin Date: |7/1/2003 -~ : - -
T End Date: |7/31:2003 CASE MANA GEMENT LOG
4
- COUNSELOR 1 PATIENT INFORMATION CURRENT DOSE
i review patient last 4 digits of patient's most current current LA currer
L patient name social security RECEMT date methadone stable dosze de
a8 status numker of clinic entry doze (mg) (e, 800 (ex., &0
5 John Smith 9355 73041991 a0 80/8
10 Kenneth Simon B523 11311999 75
11 Zeorge Johnson 5842 4/30/1999 a0
12 D Jeffrey Adarns 1624 32002 a0
13 Stewen Bachman 5267 11711572002 70
14 Raymond Williams 3528 1/4/2003 &0
15 hel Douglas G254 1/4/2003 55
e Carl McAndrews 8501 472852003 &0
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‘_H Using Freeze Panes

Rows 1-10 and Columns
A-C will stay frozen as
you move throughout
the spreadsheet

Notice Rows 10 & 24
and Columns C & I are
right next to each other

Ed Microsoft Excel - DpiATE Initiative Case Management Log

J@ File Edit Wiew Insert Format Tools Dakta window Help

DSEHg 8RY 4B - &> &2 @@ 2
24 I e N
Al B | C ¢ '/D J |
'1 \
2 Begin Date:
3 End Date:
4
5 COUNSELOR 1 TREATMENT PLAN
B | review patient currert # of # counszel.
7 | patient name take-homeszfawk vizits in £
g8 | status (methadone pts only) current maonth cul
5 John Smith 2
10 \ Kenneth Simon 3 2
24 Faymond Williams 1 | 2
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* Using Freeze Panes

To unfreeze
panes, go to the
WINDOW Menu
and click on
Unfreeze Panes

nitiabive Case Managemeant Log

Format Tools [ata | Window Help

..|g,zj: Hirl
o — .

| 5atids

F 10 | B [

R 1 TREATM
i Current LAAR Currend LAARK Current # of
Seble Dpse Doz take-home sk
(2., B1) [ €., BOE0N 00 [(Methedone Palients Oniyl L

rmith a7 SA0A00
S 4

&l EB000

E 1AM A
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i Using Freeze Panes

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

= Make sure you are viewing this presentation

using the Slige Show option (see slide 5 for
details)

24



‘-H Using Freeze Panes (example)

-4 Microsoft Excel - zoom.xls

161  18-Sep-19965
HSoE Antonio Mareno Tac 35543 28-Jan-1995
1016 Around the Horn®  $33.80  10-Apr-1995
0276 Berglunds snabbkdy  $9263  12-Aug-1996 2
11055 Blauer See Delikste: $31.14| 29-Apr-1995 &
10826 Blondel pére et fils |~ 703 12-Jan-1993 =
4 p [ M Orders / Invoives £ |4 E S|
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+ Case Management Log
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‘-H Case Management Log

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

s Let's look at the Case Management Log

27



‘_H Getting Started

= In order to open the
Case Management
Log Excel file, insert _—~
the OMS CD into
your CD drive. Then
double click on the
Excel icon that looks
like this.

i

OpiATE
Initiative Case
Managenment:

Log

28



‘_H Getting Started

= Before the MicwsoftExcel |

The workbook wou are opening conkains macros.,

S readSheet O enS S0OMe mackos may contain viruses thak could be harmful ko ywour compuker,
4
a bOX I Ike th IS WI II If wou are sure this waorkbook is from a krusted source, click

'Enable Macros', If you are nok sure and wankt ko present
pOp U p > ary macros from running, click 'Disable Macros', Tell Me Mare

= Click on the box

that says
Enab/ e MaCl’ 0S 2l i — Macrc@{:ﬁ Do Mok Cpen

W always ask before opening workbooks with macros

29



* Case Management Log

F24 Microsoft Excel - DpiATE Initiative Case Management Log
J File Edit ew Imsert Format Tools Daka bindow Help

b BE| o

@5 A2 e 2 e

Deda SRk Y
|

G16 =]
- COUNSELOR 1 PATIENT INFORMATION CURRENT DOSE
B | review patient last 4 digits of patient's most current current Lash current L&
¥ | patient Name zocial zecurity RECEMT date methadone stable doze doze
a status numker of clinic entry doze (mg) (e.g., 800 (e.qg., B0B0M00)
9
10
1 This is an example of
2 the spreadsheet that will
13

N

) ope
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i Spreadsheet Dynamics

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

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

31



i Getting 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 Counsl, 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 /ogs 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



!'_| Data Entry
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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



i Data Entry

= Data can be

entered using

either the number

row on the

keyboard or by

using the number

pad

Number Row

35



& Data Entry

= If you use the number
pad, make sure the
Num Lock key is active

= If it is not pressed,
only the arrow pad
within the numeric
keypad will work

Mumeric Keypad

36




i 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



* Data Entry for Counselor 3

EA Microsoft Excel - OpiATE Initiative Case Management Log

J Eile Edit Wiew Inserk Format Tools Data MWindow Help

DzEs/aRy saalo- @ £ 2|l E 2w
H244 j =|

e COUHSELOR 3 PATIENT INFORMA TION

234 | rewview patient last 4 digits of patient's most current

235| patient name =zocial security RECEMT date methacon

236 =tatus nmber of clinic entry dose (m
( 237 ) John Srith 9858 7/30/1991

ﬁ kenneth Simon BaZ23 1/13/1999 7a

579 o544 450,1999 il

540 D Jeffrey Adams FOI‘ example, COUHSE|OI‘ 3

iy ctoven Bachman would enter data in rows 237

through 336 under the
Counselor 3 heading




‘_H Data Entry for Counselor 7

Ed Microsoft Excel - DpiATE Initiative Case Management Log

|E] File Edit Wiew Insert

Format Tools Data Wwindow Help

DeRalglRy | sar o @@= A 2|3 2 e -0 - B
Hro2 =] =
A|B] C | D | E | F
fiatal
[t la] Begin Date: /12003
587 End Date: 7/31/2003 CASE MANAGEME,
Statal
ERg COUHSELOR ? FPATIENT INFORMA TION CURRER
BE0| reviews patiert last 4 digits of patient's most current CLrrer
ES1 | patient name social security RECEMT date methadone stahl
status number of clinic entry doze (mg) (e
EoE Steven Bachman 5207 111152002 70
Eod aymond Williams 3528 1/4,2003 kO
FO5 8501 47292003 G0
(e Charles Johnson
696 Counselor 7 would enter data
Steven Bachrman .
697 in rows 693 through 792
a8 Raymand Williams under the Counselor 7
kel Mnnnlas heading

39



i 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



i Data Entry

s 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



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

-4 Microsoft Excel - OpiATE Initiative Case Management Log
J File Edit “ew Insert Format Tools Data Window Help

DEES 8RY 2R - &= & 8
73 =
A B G D
1
2 Begin Date: 1/1/2003
3 End Date: 173172003
4
-  COUNSELOR 1 PATIENT |
b | review patient lz=t 4 digits of
7| petient narne zocial zecurity
g | statusz numker
42




‘_H Review Patient Status

Ed Microsoft Excel - DpiATE Initiative Case Management Log

J@ Eile Edit Wiew Insert Format Tools Data Window Help

DEEHS @RY | ibR v &= A
12 j =| Jeffrey Adams
AE C | D
1
2 Begin Date: 7/1/.2003
3 End Date: 73172003
4
- COUNSELOR 1 PATIE|
| review patiert last 4 digts
< T | patient Name zocial secur
status number
g John Smith 9353
10 Kenneth Simaon B523
11 George Johnson 6842
1@ Jeffrey Adams 1524
13 oteven Bachman 52R7

Located in column A

If a patient has been at a clinic
for less than a month AND has
tested positive for opioids or
tested positive for non opioids,
the letter Cwill appear in column
A. This indicates that weekly
counseling is suggested.
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‘_H Review Patient Status

Ed Microsoft Excel - DpiATE Initiative Case Management Log

J@ Eile Edit Wiew Insert Format Tools Data Window Help

Deda @RY|s=2@8/-- &= = Locatedin column B
pe = . f 3 patient’s dose level is less

- Begin Date: 71112003 than 60 mg of methadone or

3 End Date: 7/31/2003 methadone equivalent, and that

4 patient has tested positive for

o8 ZfWUHSELORp;Em l;’:f' opioids, the letter D will appear
< Il i name szl in column B. This indicates that

9 PR . a dose review is suggested.

10 Kenneth Simon b523

11 Gearge Johnsan f342

I C(E:D Jeffrey Adams 1524

13 - =teven Bachman T 267
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i Patient Name

s Located in column C

= You can use either a patient name or a patient
number in this column

3 End Date: 7/3172003 W ErEE

4

- COUNSELOF PATIENT INFORMATION

b | review la=t 4 digitz of patient's most CuUrre

| patient social zecurty RECENT date methad

8 | status nLmber of clinic entry doze |

3 John =mith 5558 £1301159591

10 keenneth Simon B523 1/132/1994 Fi=
Genrme Inhnsnn AR4D 43015955 A
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i Social Security Number

Located in column D

[
= Enter only the last 4 digits of patient’s social security
number
3 End Date: 773172003 ST ENEAE
4
5 COUNSELOR 1 PATIENT INFORMATION
b | review patient la=t 4 digitz of patient's most CuUrre
| patient name social zecurty RECENT date methad
8 | status nLmber of clinic entry doze |
3 John Smith S858 F130/1991
10 kenneth Simon R523 14131159599 Fis
Genrme Inhnsnn AR4D 43015955 A

46



i 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: 7/3172003 W ErEE

4

5 COUNSELOR 1 PATIENT INFORMATION

b | review patient la=t 4 digitz of patient's most CuUrre

| patient name social zecurty RECENT date methad

8 | status nLmber of clinic entry doze |

3 John =mith 5558 £1301159591

10 keenneth Simon B523 1/132/1994 Fi=
Genrme Inhnsnn AR4D 43015955 A




i Current Methadone Dose (mqg)

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

2

, 3E MANAGEMENT LOG

17

5 CURRENT DOSE
E/ cLrrent urrent Lo current Lashd (a1
f’ methacdone ahle dose dose take

doze (mgj (e.g., Gl (E.g., S0AE0M00) [metha
g a0 8080100
10 75
11 B0

a0
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i 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

2

; ' E MANAGEMENT LOG

4

5 CURRENT DOSE

5 current current L&k current Laam CL

i methadone stakle dose . dose take

a doze [mgj (e 0., al & ., S0AE0M 00 [metha
il 8080100

o

10 Fils

11 80

49
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i Current LAAM Dose

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

7k

, 3E MANAGEMENT LOG

4

5 CURRENT DOSE

b cLrrent cLrrent Lo current LA, (a1
i methacdone stakle dose dose take
g doze (mgj (e.g.,EDj L (2., 805801 00) Mmetha
g a0 8080100

10 75

11 Bu

19 a0
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:H Current # of Take-home Doses

= Located in column I
= This column is for methadone patients only
= Leave this cell blank for LAAM patients

A
3
5 TREATMENT PI AN
current # of & counsel. A utox
(F' take-homes ik visits in SCHeens in
[methadone pts only) current month current manth
2 1

5

3 2 1
10

11 51




*Number of Counseling Visits

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

2

3

4

5 TREATMENT PILAN

G current # of ® counsel. ® Ltox

K take-homesfinvk visits in SCrEEns in
B | (methadone ptz only current month current manth
3 2 1

10 3 2 1

1 3 2 1




*Number of Utox Screens

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

2
3
4
5 TREATMENT PILAN
G current # of ® counsel. ® Ltox
K take-homesfinvk visits in SCrEEns in
B | (methadone pts only) current month current manth
3 2
10 3 2 1
3 2 1

11
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i Positive Urines for OPIOIDS

s Located in column L

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

3

4

5 OUTCOMES IN CURRENT MONTH MHETHADONE |
positive urines ozitive urines for non-opidids LaAM dose

(7 for QPIDIDS in in current month (EXCEPT converted to

current month cannahinoids or alcohal) methadaone (mi)

9 I [ b7

10 I I I
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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

=

OUTCOMES IN CUR METHADONE |

LAAM cose
conyvetted to
methadaone (mi)

positive urines for non-opidids
in current month (EXCEPT
cannahinoids or alcohal)

I I b

00| 4| 3| LT
o
-
o &
L=,
o
o
i)

current month

10 I I I
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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 FQUIVALENCY
LAAM dose methadone doze

i converted to for all patients

methadone (mg)
—

5 b7 b7

10 0 75

11 0 ol




‘-H 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

3

4

5 METHADONE EQUIVAL ENCY

B L&A dose methae dose

i converted to for all patients

o methadone (me) - |
g =7 =7

10 O s

11 O il
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‘_H Sums Columns

Columns P, Q, & R are columns

you can add yourself |U & S (S LQ Y (b SR 2 e Fh Y Y

14 =

= Each column is set up to create P | Q I R
a SUM of any numbers you T —
enter 3

= These columns will not be - —
displayed graphically, but can °
be handy if you want to keep 7
track of how many group "
counseling sessions each patient |s T
attended or track other changes |,

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

58



iCounseIor AOS Scores

The Case Management Log will configure the Abstinence
Orientation Scale (AOS) score of each individual counselor
and the average AOS 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 AOS worksheet on the next slide
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* Abstinence Orientation Scale

F2A Microsoft Excel - OpiATE Initiative Case Management Log

|E File Edit Wiew Insert

Format Toaols Data Window Help

DEeEa &R

-

@ s AL R 2

16 ~|

Y4 BRE e

e LD B —

A, B

A0S

AOS2

AOS3

AOS4

AOSS

AOSH

Al

10

11

Counselor 1

Counselor 2

Counselor 3

Counselor 4

Counselor 5

Counselor 6
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Counselor 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

109 Percent of utox Percent of utox & hstinence
110 |screens postive for | screens positivel for Orientation
111 OPIDIDS MM -CIPIOID Scale

112 Past morth Past month A0S Score
17 19 ‘ 2.4 \
113 1




!'_| Patient Changes
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i 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
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i 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.
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!'_| Protection
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i 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 ’
break it!! /
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i Case Management Log Protection

= A warning message
will pop up if you try
to change a cell that
has been protected

= If the warning
message does pop
up, click the button
labeled OK

-

The cell ar chart you are trying to change is protected
and therefore read-only,

To modify a pratected cell or chart, first remove
protection using the Unprotect Sheet cammand {Tools
mend, Protection submenu), You may be prompted
for a password.

-
& Microsoft Excel

b A
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i Case Management Log Protection

= This is an example 'PQ | A
of another warning Microsoft Excel
that will pop up if The value you entered is not valid,
YOU er_lter an inva”d A user has restricted values that can be
value into a cell entered into this call,
information you are N

entering to make
sure it is correct
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i 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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i Case Management Log Errors

= T0 help minimize incorrect data
i ¢ B
entry,.a message YVI|| pop up when Non-opioids
you click on specific cells

= For example, this message states the | Mon-opioids include cocaine,
definition of non-opioids and is a amphetamines,
reminder that cannabinoids and benzodiazepines, barbiturates,
alcohol should not be counted toward and PCP, DO WNOT INCLUDE
positive utox screens for non-opioids ILcaﬂﬂguhiﬂn:uida ar alcohal.

= There are other reminder messages Wi
for the following cells: clinic entry o
date, utox screens, and positive
opioids
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!'_| 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 Tatals Counselor 1 % patierts on % patients on % patients on ean #
110 Statistics 60 mo ar above 70 mg ar ahove &0 mo or above home ¢
111 of methadone ar of methadone or of methadone or REr 4
M2 | D # of patients methadone equivalert | methadone equivalert | methadone equivalent

4 3 35 b 45 18 3.
113
114
115
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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 @ mean, not a sum
1368
1365
1370
— CASE MANAGEMENT LOG
1372
=2 CLINIC
1374 Totals Clinic % patients on % patients on % patients on Mean # of take | Mean # of counzeling
1375 Statistics G0 mg ar ahove 70 mg ar ahove 80 mo or ahove home doses visits per month
1376 of methadone or of methadone ar of methadone or per week
1377 ¢ | D Mean # of patients methadone equivalent | methadone equivalent | methadone equivalent
1378l 13 10 31 71 1 11 2.8 1.3
1375
1380
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i Graphs

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

= See the next slides for
examples

—
—
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Ed Microsoft Excel - OpiATE Initiative Case Management Log rh form
J File Edit View Insert Format Tools Data MWwindow Help

NEHse 8RY |4 2R o &= Al mE 2w

Ad

[

—
=

—_
—_

—
]

LS e o e e el et e
e T o G e Y i SR

(3]
L) ]

(R}
=

Create Graphs

Press the Create Graphs
button to automatically

create your graphs

Print Graphs

Clear Graphs

o P
I4 |4 » [l Quick Instructions £  Case Management Log £ A0S hCounsl { chart reference cells # Counselors + Clinic [/

Ready

141

M

[ |

JJ

T
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i Graph Making

= 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 opiate

= 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
pPoOp up
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‘_H Graph (Examples)

Mean Number

0.0

Treatment Practice Means

10.0

5.0

@ Counselor 1
O Clinic

3.4
3.13.0
2.8 5425
1913
Take- Counseling Utox AOS Score
Homes Visits Screens
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i Graph (Examples)

% Positive

100

50

Percent of Utox Screens Positive

11 13

@ Counselor 1
O Clinic

8 10

Opioids Non-Opioids
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‘_H Graph (Examples)

percent

100

50

Percent of patients at or above 60, 70, or 80 mg of methadone or

methadone equivalent

76
71

45

31

18

11

@ 60 mg or above
0O 70 mg or above
0 80 mg or above

Counselor 1 Clinic
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‘_H Graph (Examples)

Patients in Caseload

100

50
38

31

_

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



i Recommended Clinic Ranges

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

g d g d-d

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

Percent > 60 mg of methadone or equivalent: 75%-85%
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Ed Microsoft Excel - OpiATE Initiative Case Management Log

J File Edit Wiew Insert Format Tools Data Window Help

DEE2 Ry saEa -

@ sHime 2

| - -

Chart 2752 =

A,

&) C B E F G H

Create Graphs

18
19
20
21
22
23
24
25
26
e
28

% Positive

100

Percent of Utox Screens Positive

a0

Press the Print
Graphs button to
print your graphs

al.zll[llL.

Flok Area
g 10 113

Y i

Opioids Mon-Opioids

29
EQ
N

32
33
34

Percent of patients at ar above B0, 70, or 80 myg of methadaone ar
rethadone equivalent

g
4[4 [»[w[ Case Management Log £ A0S % Counsl ¢ CounsZ f Couns3 f Coums4 £ CounsS f Counsg f CDunsl 1 |

—

Print Graphs

Clear Graphs

Mean Murmber

10.0

m
o

Treatment Practice Means

1513

Take-
Homes

Counseling Lo ADS Scon
isits Screens

Amm

Patients in Caseload

Ready

[ M | l_




i 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
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E4 Microsoft Excel - OpiATE Initiative Case Management Log rh form
J Eil= Edit “iew Insert Format Tools Daka Window Help

DR agRY|imrvo- @z a8l @B >
r_ -

J.ﬁ.rial v1uv|BIg|§§§|$%|£?

Create Graphs Print Graphs Clear Graphs

Press the Clear Graphs
button to delete your
graphs

LR T o T T T N e e e e Bl et el el Bl et

o g
[ 4 » [M[ Quick Instructions # Case Management Log £ ACS % Counsl { chart reference cells 4 Counselors + Clinic [/ Jil

Ready | | | MU |




‘_H 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
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= The graphs take up so much space in

‘_H Graph Error
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
End. This will close you out of the
program. Then reopen the file and
continue making graphs.

Fur-time errar '1004";

Delete method of ChartObjects class Failed

Zomkinue

= One option (if you have at least 10

Note: This is not a problem unless counselors at your clinic), is to create
you have 10 or more counselors at graphs for the first 6 counselors, save
your clinic and all your graphs will these changes and close out of the

be created at the same time program. Next reopen the program and

create the last 7 charts.
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!'_| Saving Changes
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i Saving Changes: Step 1

-

& Microsoft Excel

'DOpiATE Initiative Case Management

Ck, then give the workbook a new name
in the Save As dialog box.

Log.xls' is read-only, To save a copy, click

-
E

fﬂi

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.
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i Important!

= 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



i 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
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Saving Changes Using Save

™ Microzoft Excel - Book1

/Mlﬁ Edit Wiew Insert Format Tools Data Window Help =181 x|
00 al g @S- eelz A4 e 8| - B
”m e L g|§§3@|$%, BMEE -9 -A
El
Qs s [T 6 T E T F T 6 TR T =
1 Save fis... =
g Save Workspace
4| Poesets.. First, let’s look at the
5 Prink Area ¥ i
G I3, P e Save option under the
: &hpint..  Chrl+P )
o } File Menu
10 Froperties
11
12| et
13
14
15
16 -
17
18 =
|KIRIF ¥} Sheet1 {Fheatz [/ Sheets / [ 4] |l
Ready | [ [ [
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i 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
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i 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
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i Saving Changes: Step 2

= Remember to enter all counselor data and to
make all counselor graphs before you rename
the OpIATE 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
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i Important!

= 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
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‘_H 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
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Saving Changes Using Save As

™ Microzoft Excel - Book1

/m "File Edit ¥iew Insert Formst Tools Data Window Help S
] al g @S- eelz A4 e 8| - B
-||-. ctl‘H":‘ . el o + - |
M o =-||n:g|ssaﬁ|$,s, WM[EE|L-S-A-
f::: awhs 6 [0 [ E [ F [ 6 [ A [ 0T [ =
( Save Bs... .
g 02,
2| Posesetp.. Now go to File,
5 Prink Area i
Bl Bgeresies then click on
: & Print...  Chr+P
X Save As
10 Froperties
11
12|  Ext
13
14
15
16 S
17
18 =
[T IR 3]s Sheetr {Eheetz [ Sheets /. 4] | ¥
[ | [

Ready



i Record Keeping Using Save As

It is 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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i 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
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* Record Keeping Using Save As

2%

Save in: I[:l M3 PowerPoint and Excel 3., j = | @ bt ﬁ = Tools -

@Opi.ﬁ.TE Initiative Case Management Log

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

File name:

j E Save I
j Cancel |

My Network
Places Save as type: [Microser
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* Record Keeping Using Save As

Save in:

2l
I[:l OMS PowerPoint and Excel 3., j = | o B - Tools =
@Opi.ﬁ.TE Initiative Case Management Log
File narne: OpIATE Initiative Case Management Log-July j H save I
5ave a5 bype: [Microsoft Excel Workbaok =l Cancel |

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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* Record Keeping Using Save As

2 x] .
Loak in: I[:l M3 PowerPoint and Excel 3., j = | @ bt ﬁ = Tools - | NOtlce that When YOU
EOpiATE Initiative Zase Management Log reopen the 'ﬁle’ there
CpiATE Initiakive Case Management Log-July . .
are 2 files instead of 1:
the original Case
Management Log and
the Case Management
Log for the month of
July
My Network e psme: || =l ﬁﬂlﬂ
Flaces Files of type: [Al Microsaft Excel Files =l Cancel |
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‘_H Record Keeping

B4 Microsoft “xcel - OpiATE Initiative Case Management Log--July

J File Edit Wiew InSE

g|n, @@z AATIEEl

Cg j -| John Smith

A B | C | D | E
1
2 Begin Date: 1/1/2003
3 End Date: /3172003
4
5 COUNSELOR f PATIENT INFORMATION
B | review patient last 4 digit= of patient's r
¥ | patient name zocial security RECEMT
g | status number of clinic
9 John Smith o358 FAa0ME

L

10 Kenneth Simon boZ3 1/1131%

If you are ever unsure
about which files you
are changing, look at
the top bar that
displays the file name
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i 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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‘_H Saving Changes: Save As

= Last but not least!

= Once the file name is changed from
OpIATE Initiative Case Management Log to
a hew name, you cannot delete the graphs
and then recreate them!
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!,_l Printing
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‘_H Printing 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

2 x|

—Prinker

Mame: IHF' LaserJek SM j Eropetties |
Skakus; Idle
Tvpe: HF LasetJet 5M
Where: IP_10.104,24.102
Commen £ [ Print to file
—Prink range —Copies
& al " Current slide  © Selection Murber of copies:
|1 —
£ Custam Show: I j H
 slides: I ﬂl ﬂ
Enter slide numbers andjfor slide ranges. For example,
1,3,5-12 V¥ Collate
Print what: Handouts
Handouts j Slides per pagef |6 "I L[zl
' 4]
rder: % Horigontal © Wertical L=l
s Pages
Cklire Wiew
W Grayscale [ scale to fit paper
" Pure black and white ¥ Frame slides
™ | Include animations ™| Erint hidden slides 2k I Cancel |
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!'_| Counselor Logs
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i 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.q.,
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
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i 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
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‘-H Printing Counselor Logs in Excel

= Printing the Counselor Logs can be done very

easily

= The margins for the Counselor
up to print 20 patients to each

= Each counselor has 5 pages of

_0gs are set
page

0gs
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‘-H Printing Counselor Logs in Excel

options 2| x|

Cuskor Lists I Chart | Calar

« Calculation | Edit I General

Shioy

¥ Formulabar  [¥ Status bar V¥ Windows in Taskbar

Zarmrmer ks

" mMone £+ Comment indicator only ™ Comment & indicator
Chijects

& Show all " Show placeholders £~ Hide al

Window options

¥ Horizonkal scroll bar
¥ Yertical scroll bar
¥ sheet kabs

¥ Page breaks v Row & column headers

™ Eormulas v outline symbals
¥ Zero walues
[ ) ut-:umatiu: hd

)

Ik I Cancel

= 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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i Printing 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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i 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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‘-H Printing Counselor Logs in Excel

£24 Microsoft Excel - OpiATE Initiative Case Management Log

@ File Edit “iew Inserk Format Tools Data  Window Help -
e Pk 4 Click on the box shown
DRSS ERY sb@a ~-a= A8l . ,
b6 | = in the picture
AlEB | C | D I
1
2 Begin Date: 17172003
3 End Date: §/31/2003
4
- COUNSELOR 1 PATIENT INFOR
B | review patient lazt 4 digits of
¥ | patient name zocial zecurity
g | status numker
g John Smith 9853
10 Kenneth =imaon b523
Genre lnhnsnn AR4
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* Printing Counselor Logs in Excel

E} Microsoft Excel - OpiATE Initiative Case Management Log

J File Edit Yiew Insert Format Tools Data Window Help - CIlelng on thIS bOX
F E S v 2 ) - oL = i i i
DEHA BRY 406 o-| &= 44 @3 will highlight all

A1 - =
counselor log
pages

—
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@ = 5

-

L i @ 2

J Arial

Web Page Preview

O] hlew.. Ctrl+H

= Open Chrl+o
Close

E Save Chrl+5
Save As...

Save as \Web Page...
Save Workspace, ..

Page Setup. ..

Prinkt Area

3

——

Properties

|5 LY | SN

rn
I,
=:

W ORIATE Initiative Case Manageme. ..
. AOPIATE Initiative Case Manageme., .,
W ORIATE Initiative Case Manageme. .
.. \OpiATE Initiative Case Manageme. ..

k

Chel+P >
F523

Mel Douglas

last 4 digits of | patient's most current
social security RECEMT date methadone
numker of clinic entry doze [mgd)
o 7301991

1113415999 Fi=]

oH42 43071999 ad

1524 61162003 a0

5267 11152002 70

3528 1742003 B0

B254 1/4,2003 atal

= 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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$ Printing Logs in Excel

print 21 x|
~Prinker = i
Name: |58 HP LaserJet 5M Properties... | :D
Skakus: Idle
Type: HP Laserlet 5M
wWhere: IP_10.104.24.102
Comment: ™ Prink to File
—Prink range —_opies
C al - — Mumber of copies: |1 E‘
¥ Pagels) From: |1 j To: |1 j
~Print what Ijgl Ijgl ¥ Collate
i Selection ™ Entire workbook,

¢ Active sheet(s)

Preview |

(84

Zancel

= [ his box will come
up

= Left click on
Properties
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Printing Logs in Excel

HP LaserJet 5M Document Properties

It is important to make
sure the Counselor Logs
print in Landscape so
they fit nicely on each
page

Click on the Layouttab
Then click on Landscape

Click OK

L apawt I PaperGuality I

Onentation

— Print on Both Sides[Duplex] —
% Mone

" Flip on Long Edge

" Flip on Short Edge

— Page Order

{® Front to Back
" Back to Frant

Fages Per Sheet; I 1 L-

&dvanced...

aE

Cancel
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‘_H Printing Logs in Excel

2 x|

—Printer
Mame:
Skatus:

Twpe:
Where:

Carmrent:

|58 HP LaserJet 5M

Idle
HP Laserlet SM
IP_10.104.24,102

j Properties. .. |

I Print to file

ol
¥ Pagels) From:

;\

1 Hre [t =

E—

i Selection

™ Entire workbook,

¢ Active sheet(s)

—_opies

mber of copies:

Ijgl Ijgl v Collate

—

Preview |

(84

Zancel

= Now itis time to
specify the page
range

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

121



i Wrapping Up

\/ = 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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i 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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