PERFORMANCE STANDARD 7 – Emphasis 2

ACCURACY OF OSCAR DATA ENTRY

Instructions for Converting Raw OSCAR Data to an EXCEL Format

1.)  Put disk into the A:/ drive

2.)  Open EXCEL

3.) Click on File, click on open, click on the A:/ drive and click on the file to be opened

4.) "Text Import Wizard--Step 1 of 3" box will appear on the screen

5.) "Fixed Width" should already be selected.

6.) "Start import" can be left at row 1

7.) "File Origin" is Windows (ANSI)

8.) You will see a "Preview of file A:\(filename)"

9.) Click on "Next"

10.) "Text Import Wizard--Step 2 of 3" box will appear on the screen.  This screen allows you to make column widths by clicking and dragging the lines already present to the number where the column ends or by clicking on the number where the column should end. 

11.) Scroll down until you read "**Field #1…".  This will tell you the length of the column and what point the column line should be.  For example:  "Length = 10   From column 1 to 10".  Clicking on the number 10 will create a column 10 characters in length from space 1 to 10.  Continue to scroll down, read the placement for each column and add the columns (lines) as done for the first one (as in the example with the number 10).

12.) Click on "Next"

13.) "Text Import Wizard--Step 3 of 3" will appear on the screen

14.) "Column data format" should be "General"

15.) Select "Finish"

16.) Data will appear with the proper column widths in an EXCEL spreadsheet.  

NOTE:  the 1st several lines (~73) can be deleted.  You will want row 1 left blank for column titles--data should begin with line 2.

17.)  Titles:

For your convenience you may want to enter titles at the top of each column. 

a.) In cell A1 (1st cell, upper left corner) type in "Provider #".  This is larger than the space provided, so click on the "A" and highlight the entire column.  Click on "Format", then click on "columns", then click on "AutoFit Selection".  The column will now accommodate the title.  

b.) Do the same for cell B1 and the title "Facility", C1--"City", D1--"Current Survey Date", E1--Current Survey Transaction Date, and so on.

18.)  Inserting Columns Between Dates

Columns will need to be inserted between the date columns to convert the dates into a format that EXCEL can read.  To insert columns do the following:

a.) Click on the letter at the top of the second column with dates (D).  This will highlight the entire row.  With the cursor in the highlighted area, right click. Select insert.  A row will appear to the left of the column.  Continue to do this for every column of dates. When completed there should be one empty column to the right of each column with dates.

The dates will need to be converted to a format that EXCEL can use to calculate the number of days between the dates.

19.)  To convert the dates:

a.) Place the cursor in column "D" in the cell to the right of the first date.  Type in this formula (no spaces):  

=Date(Left(C2,4),MID(C2,5,2),Right(C2,2)) 

Press Enter.  Use this same formula for all columns needing date conversions (see NOTE below).

The date will appear as  mm/dd/yy where the formula was written. If you receive a "XXXXX" message, this means the column isn't wide enough to display the entire date.  To widen the column click on the letter at the top of the column, highlighting the entire column.  Then click on Format, Column, and AutoFit selection.  The column will now accommodate the size of the date.

NOTE:  the "C2" referenced in the formula is the cell address of the date you are converting.  A cell's address begins with the letter of the column it is in followed by the row number (indicated on the left side of the screen).     

b.)To copy this formula for the entire column, click on the cell that was just converted--the entire cell will be highlighted (heavy black box around the cell).  In the bottom right corner of the cell--within the heavy black line--will be a heavy, black square.  Place the arrow on the square until a black "plus sign" (+) appears.  Click, hold, and drag the box straight down the column to the last row; release.  The column will now be filled with dates in the mm/dd/yy format.  EXCEL automatically changes the cell's address when the formula is copied like this.

c.)Repeat this process for the other columns of dates.

d.) For the column(s) that may have very few dates it may be easier to click on the formula in a previous column and select copy.  Then scroll down the page until a date is found, click in the empty cell to the right of the date and select paste.  If you opt to copy the formula down the entire column, the cells that have no corresponding date next to them (an empty cell to the left of where a date could be) will show the error message "#Value!" indicating there was nothing to convert.  All the error messages would then need to be deleted.

e.) To convert the new dates to actual numbers/values, press the "Ctrl" key and hold while you click on each letter of each column with dates to be converted.  Select copy, paste special, select "Values", select OK.  

f.) To delete the original columns of dates, press the "Ctrl" key and hold while you click on each letter of each column to be deleted.  Each column will be highlighted.  Release the "Ctrl" key.  Right click, then click on delete.  The highlighted columns will be deleted and the other columns will move together.

20.)  To separate each state and create a page for each state do the following:

a.) Refer to the numbers on the left side of the screen.  These numbers indicate the row numbers.  Click and hold on the first row number that a facility appears in (row 2).  Drag the cursor down the page to the very last facility in that particular state (identified in the first column by provider number).  This will highlight the facilities in one particular state.  Another means of highlighting all the facilities in one state would be to highlight the first row with facility information (row 2), press "Shift" on the keyboard, then scroll down to the last facility in that state and click on that row number.  All rows between the first and last facility in that state should be highlighted.



b.)  Click on Edit and click on copy (or right click and select copy).  The highlighted area will have a blinking line around it.  Click on a tab at the bottom of the page.  This will open a blank sheet within this same workbook.

c.) Click in the cell A2.  Click on Edit, click on paste (or right click and select paste).  The copied data will appear.  You may have to widen the columns (follow the instructions above in 15a)

d.) You can copy and paste the titles, if you wish by highlighting the row of titles, selecting copy, moving to the new page of one state's information, clicking in the top left cell (A1), and clicking on paste.

e.) Follow these same instructions to create a sheet within the workbook for each state.

f.) Label each sheet by double clicking on the tab at the bottom of the page and typing in the name of the state represented in the sheet.

g.) If there aren't enough sheets in the workbook click on Insert and click on Worksheet.  A new worksheet will appear.  To move the new worksheet to the far right, click and hold on the tab of that worksheet (bottom of the sheet), and slide the cursor that now looks like a sheet of paper to the far right or to wherever you want a new page to be.  Repeat this for however many new sheets you will need.

21.) To create the "Universe of Cases (count)" do the following:

a.) Click on the tab of the first state you will be working with

b.) Scroll down to the bottom of the page to the row just after the row of information.

c.) Click on the cell just below the last date in column D (the first column of dates--Current Survey Date).

d.) Enter this formula:  =count(D_:D_)

Note:   The D_   represents the first and last cells in the row to be counted.  For example the formula could read  =count(D2:D360).  This will count the universe of cases.

e.) Use the same formula under columns E, F, and G, using the appropriate cell addresses:  =count(E_:E_)      =count(F_:F_)       =count(G_:G_)

f.) For column H a different type of count will be used.  Each letter--M, E, and W--will need to be counted separately, then added together.  Click in the cell just below the last row of information in column H (the cell directly above this could be empty).  Type in the following formula:  =countif(H_:H_,"M").  This will count the number of "M"s in the column.  Click in the cell below and type the following formula:  =countif(H_:H_,"E").  This will count the number of "E"s in the column.  Click in the cell below and type the following formula:  =countif(H_:H_,"W").  This will count the number of "W"s in the column.  As before, H_s represent the first and last cells to be counted. Click in the cell below the "W" count and type in the following formula:  =sum(H_:H_).  This time, the 1st H_ represents the count of "M"s and the 2nd H_ represents the count of "W"s.  The ":" function means to sum all numbers from the first cell listed through the last cell listed, so the "E"s will be counted, too.

g.) These numbers will need to be typed in to the pre-designed format for the state being counted.

h.) Repeat this process for each state.

22.)  To create a random sample for each state do the following:

a.) Store the workbook "Random.xls" in the same file as this workbook you            are working in.

b.) Keep this workbook you are working in open. Click on the tab of the first state you want to randomize.

c.) Open "Random.xls".

d.) Click "OK" on the message that appears when you open "Random.xls".

e.) Click on the box that states "Click me to make a random sample".

f.) There will be four dialogue boxes that need responses:

1.) Is your file ALREADY OPEN?  The default answer is "YES" (the file should be open as instructed above).  Select "OK".

2.) Kindly give FILENAME.  Type in the name of the file of the PS7E2 report, including the EXCEL extension.  Example:  PS7E2random.xls.  Select "OK".

3.) NUMBER HEADER ROWS.  Based on these instructions, there is 1 header row, so type in 1.  Select "OK".

4.) Random Sample of How Many?  The default number is 30, so change to 40.  Select "OK".

g.) Return to your PS7E2 file. A new sheet with 40 randomized cases has been created and placed before the sheet  of the specific state that was to be randomized.  NOTE: The columns in the new file may need to be adjusted to fit the information.  Press on the solid square located to the left of column A and above row 1--this will highlight the entire page.  Click on Format, click on Column, and click on AutoFit Selection.  The columns will adjust for the exact width needed to see the information within each cell.

h.) Click on the tab of the next state to be randomized. You do not have to close and reopen "Random.xls" each time; leave "Random.xls" open throughout the process.

i.) Return to the "Random.xls" file.

j.) Repeat the randomization instructions listed above for this and subsequent states until each has been randomized.

23.) To Copy and Paste the first 40 facilities now in random order do the following:

a.) Open the EXCEL workbook that has the pre-designed format for PS7E2.  NOTE:  To facilitate conversion of data into this format, the pre-designed format has been recreated eight times and labeled "State", "State 2", "State 3", and so on.

b.) Click on the tab of one randomized state.  
c.) Click and hold on the first cell with information (such as cell A1) and drag across each column and down all rows until all the information, BUT NOT THE HEADING ROW or THE COLUMN OF RANDOM NUMBERS (numbers between 0 and 1), has been highlighted.
d.)Click on copy. (Edit/copy, or right click/copy).

e.)Click on the tab of the page in the workbook with a blank pre-designed format.

f.) Click in the first available box for information, B6.

g.) Paste (Edit/Paste or right click/paste).

h.) The information in the gray cells will be tabulated.

i.) Change the name of the tab by double clicking on the tab and typing in the name of the state represented in the sheet.

j.) Repeat for all states.
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