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I. Introduction

This Managers’ Guide describes various functions of the Access database designed by the HIV Prevention Section (HPS) for the purpose of meeting the core variables requirement that managers need to know about. Managers should also be familiar with the Access Database Users’ Guide and the Core Variables Instruction Manual, both of which can be found at sfhiv.org/provider.php.
II. Preparing Files for Data Submission
Step 1:
Make sure all staff and volunteers have closed the database. No one can have the database open while the data submission file is being prepared.

Step 2:
Open Microsoft Access in Exclusive Mode. This prevents other people from opening the database while you are preparing the submission. You MUST do this, or the database will lock up if someone else opens it.

To do this, open Access program itself (not the database). Click Open under the file menu, navigate to the database and highlight it (but don’t double click it), and then click on the down arrow on the right side of the Open box in the lower right corner of the window. There will be four choices – choose “Open Exclusive.”
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Step 3:

Click on Database Submission & Reports.
Step 4:
The system will prompt you to make sure you have opened it exclusively. If you have done this, click Yes to continue. Otherwise, click No.
Step 5:
Click Data Submission in the window that opens up.
Step 6:
Enter the beginning and end dates for the period for which you are submitting data.
 Use the Tab key on your keyboard to make the OK button light up, and click OK.
Step 7:

The system notifies you that the data file has been prepared. Click OK.
Step 8:
Navigate to the data submission file. The file is called “DataSubmit” and is located in the same folder as the database itself.
Step 9:
Right click the data file and select “Copy.” Navigate to (or create) another folder where you will store all your data submissions. Paste the file into that folder.

Step 10:
RENAME THE DATA FILE. Do not type in the .mdb extension – it’s already there, even if you can’t see it.(If you do not rename the data file, any subsequent data submission reports run will overwrite it when you copy it to this folder.) A suggestion is to name it with a standard format each time, such as Agency Name_Report Date (e.g., Sisters Together_033107).

**To view your data before submission, open the file. Click on tblMainCoreVar to view IRRC, PCM, SSG, and MSW data. Click on tblOutreachCoreVars to view DIG, VBIO, and R+L data.


**If you have added a non-HPS-funded program to the database (see p. 9) you will need to manually delete these records from the file before sending it to the HPS. If this does not apply to you, skip to Step 11. Otherwise, do the following before continuing:

· Open the file you are about to submit.
· You will see two tables (or three, if you provide needle exchange), which start with the letters “tbl.”

· Open the first table.

· Highlight the ProgramID column.

· Select Format on the toolbar, then select Sort, then Sort Descending.

· All client encounters with Program IDs starting with the number 9 should now be at the top.

· Highlight them, press the delete key, and click “Yes” to permanently delete the records.

· Close the table by clicking on the red X in the upper right corner, and click “Yes” to save changes.

· Repeat with the other tables.

Step 11:
Zip the data file using zip software. If you do not have winzip software, you can download it free from http://www.download.com/3000-2250-10003164.html.

Step 12:
Assign a password to the zip file and call Art DeGuzman with the password. You only need to choose a password once if you use this same password each time you submit data.
Step 13:
Email the zip file to Art DeGuzman at art.deguzman@sfdph.org
**NOTE:** DPH has been experiencing some challenges with exchanging emails containing zip files or data files, due to problems with computer viruses. The process for email submission may need to change in the near future, and the HPS will let you know.

III. Running Reports
Currently, the Access database contains one report that provides all the information you need to prepare your invoice (units of service, number of contacts, etc.). Additional reports currently in development include a BRP report and a report to use for preparing your HRC (Human Rights Commission) form. Suggestions and ideas for additional standardized reports are welcome, and you are also welcome to create your own custom reports (see section IV. Modifying the Database.)
Step 1:
Make sure all staff and volunteers have closed the database. No one can have the database open while reports are being prepared.

Step 2:
Open Microsoft Access in Exclusive Mode. This prevents other people from opening the database while you are preparing the submission. You MUST do this, or the database will lock up if someone else opens it. Follow the instructions under Step 2 under Preparing Files for Data Submission, p. 4.
Step 3:

Click on Database Submission & Reports.
Step 4:
The system will prompt you to make sure you have opened it exclusively. If you have done this, click Yes to continue. Otherwise, click No.
Step 5:
Click Reports in the window that opens up.
Step 6:
Enter the beginning and end dates for the period for which you want the report. Use the Tab key on your keyboard to make the OK button light up, and click OK.
Step 7:
Click the report you want in the window that pops up. Currently, the only active report is UOS Invoicing Reports. Click that.
Step 8:
The report appears on the screen. Go to the File menu and click Print to print the report. (If your computer has the full version of Adobe Acrobat, you may be able to convert the report to a PDF file and save it. Ask your MIS support person if you need assistance).
How to Read the UOS Invoicing Report

Each table in the report represents a program. If you have more than one program, your report will contain as many tables as you have programs. Each table has seven columns:

Intervention Type:

This is the type of intervention conducted (e.g., IRRC, SSG, etc.).

Intervention Subtype:
This is relevant only if you have multiple types of the same intervention, for example, transgender IRRC and MSM IRRC, and you have set up the database to distinguish between these subtypes.

Total No. of Sessions:

This is the total number of sessions held, across all clients.

Total Time in Minutes:

This is the total length of all sessions in minutes, across all clients.

Total Units of Service:

This is the Total Time in Minutes divided by 15 (15 minutes = one UOS).

Total No. of Contacts:

This is the number of contacts for the intervention (i.e., duplicated clients).

Total Unduplicated Clients:
This is the number of unduplicated clients participating in the intervention. This number is not available for DIG, R+L, or VBIO.
In addition, at the bottom of the each table, the unduplicated client count for the program is given.

Exhibit 1: Sample UOS Invoicing Report
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Using the UOS Invoicing Report to Prepare Your Invoice
To complete your invoice:

Step 1:
Run the report two times, one for the current period (invoice column 2) and one for the period from contract start date through the current period (invoice column 3).

Step 2:
Enter the data from the report into columns 2 and 3 of the Deliverables section of the invoice.

Step 3:
Enter your contracted UOS and NOC in the first column of the Deliverables section of the invoice, and columns 4 and 5 should calculate automatically.

In most cases, each table in the report will line up with the contract exhibit for which the invoice is being prepared. In cases where more than one program is included on the invoice, some manual calculation from the report will be necessary.
IV. Modifying the Database
General Modifications

Agencies are welcome to modify the database to customize it to their programs’ needs. This might include adding tables, variables, reports, etc. If you do choose to modify the database, please be aware of the following caveats:

· Adding tables, queries, or reports will not affect the database structure, and should not cause a problem with receiving updated versions from the HPS.

· Modifying existing tables or their relationships may result in an inability to receive updated versions from the HPS, and any updates will become your responsibility (not the HPS’s). For example, in the future, additional core variables will be required and the HPS will update the database to include them. If you customize your database by changing tables or their relationships, you will become responsible for adding in the new required core variables.

· If you modify existing tables or their relationships, the HPS-designed data submission function may or may not still work. You will be responsible for re-programming the data submission function if necessary to ensure that the required data is submitted in the required format.

· If you modify existing tables or their relationships, the HPS-designed reports may or may not still work. You will be responsible for re-programming the data reports if necessary.

Resources permitting, the HPS might be able to provide technical assistance (TA) with database modification. However, agencies should not assume that outside TA will be available and should only modify the database if they have the capacity to take on the responsibility for updates and modifications over time.
Adding a Program to the Database

Agencies that wish to use the database for programs and services not funded by the HPS can do so by adding an additional program to the program drop down menu. (Important note: When you run the data submission report to send to the HPS, you will need to manually delete those records related to programs not funded by the HPS. See the section on Preparing Files for Data Submission for instructions on how to do this manually. Future updates to the database will do this automatically.) Instructions for adding a program to the database are as follows:

Step 1:
Open the database in Design mode. To do this, hold down the shift key while you double click the icon to open it.
Step 2:
Double click on the lkpProgram table.

Step 3:

Click Insert on the toolbar at the top, and select New Record.

Step 4:
Your cursor will be at the bottom of the table. Enter a Program ID – IT MUST BE TWO DIGITS, STARING WITH THE NUMBER 9. Enter your Agency ID, a Program Name, and if desired, a Program Type. Click on the red X at the top right corner of the table to close it, and close the database.
Step 5:
(Optional) The database requires you to indicate an intervention type when you are entering a client encounter. If your intervention type for this other program does not fall into one of the HPS intervention types, you may opt to add intervention types to the lkpIntrvnType table, the same way you just did on the lkpProgram table.

Step 6:
Reopen the database like you normally do (not in design mode). The program (and intervention type, if you added this) should now appear in the drop down list when entering data.
V. Deleting Records
The HPS strongly recommends that you do not allow staff or volunteers who are entering data to delete records. This could affect not only the comprehensiveness of your data in terms of evaluation, but could also result in underreporting of your units of service. For this reason, the Users’ Guide does not explain how to delete records.

Nevertheless, there may be a legitimate reason for deleting an entire record – either a client or an entire group or outreach session. Directions are below.
Deleting a Client Record
Deleting a client from the database will not only delete his/her client variables (date of birth, race, gender, etc.), but WILL ALSO DELETE EVERY ENTRY FOR THAT CLIENT, including their participation in individual- and group-level interventions.

Step 1:

Open the database and click on Client Intake, PCM, IRRC.
Step 2:
Find the client record you wish to delete. (To use the search function, see the Users’ Guide, p. XXX).

Step 3:
Use the mouse to click the gray bar to the left of the record.

Step 4:
Press the delete key on your keyboard.

Step 5:
The system will notify you TWICE that deleting the client will delete all associated records. If you wish to continue, press Yes and then OK at each prompt.
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Deleting an SSG or MSW Record

Deleting an SSG or MSW record from the database will delete that particular session, including the list of participants, but it will NOT delete the participants’ client records from the Client Intake Screen.
Step 1:

Open the database and click on SSG & MSW.
Step 2:
Find the group record you wish to delete. (To use the search function, see the Users’ Guide, p. XXX).

Step 3:
Use the mouse to click the gray bar to the left of the record.

Step 4:
Press the delete key on your keyboard.

Step 5:
The system will notify you TWICE that deleting the record will delete the sessions and its participants. If you wish to continue, press Yes and then OK at each prompt.

Deleting a DIG, R+L, or VBIO Record

Deleting DIG, R+L, or VBIO record from the database will delete that particular group or outreach session and the participant list. Follow the same procedure as for SSG and MSW.

VI. Database Maintenance
Backing Up

The HPS recommends that you back up your data regularly. Many agencies have systems that automatically backup the data. However, if your data is not being stored on the network, and instead is stored on the hard drive of one computer, your data will need to be backed up manually.

If you do not have automatic backup systems, or if your data is stored on the hard drive instead of the network, the HPS offers the following minimum recommendations, to be implemented only as permitted by your agency’s policies:

· At least once a week, back up your data to another directory on the computer.
· At least once a month, back up your data to a source external to the computer (e.g., CD ROM, flash drive).

Train staff to close the database when it is not in use. Make sure that no users leave the database open during network backup (check with your MIS person to verify when this occurs – it’s often at night, when people are not working). If the database is left open during network backup, it may get corrupted and your data could be lost.

Compact and Repair

If you have a lot of data entered into your database, it may start to run more slowly. In this case, you can run a “compact and repair” operation.
Step 1:
Make a backup copy of the CoreVarsVer2k.mdb to another file.  (You don’t have to rename the database. Just copy it to another folder in case the compact and repair does not work properly. Then you will have a backup copy.)
Step 2:
Open the database CoreVarsVer2k.mdb in the design mode, and open it exclusively.

To do this, open Access program itself (not the database). Click Open under the file menu, navigate to the database and highlight it (but don’t double click it), HOLD DOWN THE SHIFT KEY (don’t let it go), and then click on the down arrow on the right side of the Open box in the lower right corner of the window. There will be four choices – choose “Open Exclusive.” See the picture on p. 4 for an illustration. Once the database is open in design mode, you can let go of the shift key.
Step 3:

From the File menu, click on Tools, Database Utilities, Compact and Repair.
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VII. Where to Get Help
If you have questions or problems with any of the database functions, check with the following people, in the order listed:

· First – Contact Art DeGuzman, 415-554-9067, art.deguzman@sfdph.org.

· Second – Contact Dara Coan, 415-554-9126, dara.coan@sfdph.org.

· Third – Contact your Program Manager.






























Choose “Open Exclusive.”





Find the database and highlight it (don’t double click it)…





Click on File, choose “Open”….





Click your mouse anywhere in this vertical bar to the left of the record. It is gray but will turn black once you click it.








� See the Core Variables Instruction Manual, p. 21, for the data submission schedule.
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