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I. Introduction

This Users’ Guide describes the Access database designed by the HIV Prevention Section (HPS) for the purpose of meeting the core variables requirement. The database itself is not required. Rather, it is one option that agencies may choose as a mechanism for tracking and reporting on the required data.

The following sections give an overview of the database, step by step instructions for its use, and special tips and tricks that will help make data entry faster and more efficient.

II. Overview of Database Structure
When you open the database, there are six possible sections you can enter, and a link to sfhiv.org (the HPS website):
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Intervention Set-up: You will go here the first time you use the database to enter your intervention names and staff. All updates to interventions, intervention sites, and staff are done through this button. None of this is required by the HPS, but may be required by your agency.
Client Intake, IRRC, PCM: This part of the database has two purposes:

1. For every client you see in IRRC, PCM, SSG, and MSW you will enter the client variables here. Basically, you create a client record for each client in this screen.

2. Every time a client comes in for an IRRC or PCM session, you will record that contact in this screen.

SSG & MSW: Whenever you conduct an SSG or MSW, you enter the information about the group (date, facilitator, etc.) as well as who came to the group in this screen. If you have already created a client record for a group participant, just find them in the drop down list. If you have not created a client record for a group participant, you can jump to the Client Intake screen from here, enter that client, then go back to entering the groups data.
DIG, R+L, & VBIO: Whenever you conduct a DIG or an R+L/VBIO session, you enter the information about the session (date, facilitator, outreach worker, etc.) as well as the client variables for each participant/contact. (You can also enter VBGO or community events here, but it is not required.)
Data Submission & Reports. Only managers need to use this screen.

Exit Application. When you are done entering data, you can quit Access by clicking on this button.

SFHIV.org. Clicking on the sfhiv.org logo in the upper left corner will link you to the HPS website, where you can find information about HIV prevention services in San Francisco, updates to the core variables requirements, and lots of other information and resources.

III. Step-by-Step Instructions
First Time Use: Set Up Your Interventions (Optional)
None of these steps are required by the HPS, but may be required by your agency. Check with your supervisor.

Step 1: 

Click on Intervention Set-up from the main screen.

Step 2: 
If you have different locations where you provide services and you want to track this, click on Agency Sites. Otherwise, skip to Step 3.

· The form that appears is just like an Excel spreadsheet. Enter as much information as you want to about each location where you provide services. You MUST enter a site number (not a letter). How you number your sites is up to you. All other information is optional.

· When you are done, click on the red X in the upper right corner to close the window.

Step 3: 
If you have different counselors/facilitators/outreach workers who are providing services and you want to track this, click on Counselor/Facilitator. Otherwise, skip to Step 4.

· The form that appears is just like an Excel spreadsheet. Enter as much information as you want to about each staff person providing services. You MUST enter the staff person’s first name. All other information is optional.

· When you are done, click on the red X in the upper right corner to close the window.

Step 4: 
If you have intervention subtypes, and you want to run reports for each subtype, you must fill out this section. Click on Intervention Subtype.

· The form that appears is just like an Excel spreadsheet. In the first column, select the main intervention type using the drop down box. In the second column, enter the name of the intervention subtype.
· When you are done, click on the red X in the upper right corner to close the window.

Step 5:
If you have topics/activities that you would like to track, click on Topics/Activities. Examples of topics are proper condom use, disclosure assistance, etc. Examples of activities are condom demonstration, role play, etc.
· The form that appears is just like an Excel spreadsheet. Enter a brief description of each topic or activity.

· When you are done, click on the red X in the upper right corner to close the window.

Step 6:
Click Close or the red X in the upper right corner to close the window. You will then be in the main screen.
Data Entry for IRRC and PCM
Step 1:
Click on Client Intake, IRRC, PCM. The cursor will be in the Client ID field in the upper left corner.
Step 2:
Search for the client for whom you want to enter data. Always search for a client before entering him/her as a new client. DO NOT assume a client is not in the database. You can do this by:

· Using Find a Client in the upper right corner (in order by Client ID);

· Using the gray Search button on the right about halfway down the screen, or hitting CTRL-F on your keyboard. (See Searching for Clients on p. 20 for tips on searching for records); or
· Using the gray Browse All Clients button on the right about halfway down the screen (in order by Client ID, but you can also search within the list using CTRL-F).
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Step 3:
a. If the client is not yet in the database: Make sure you are in a blank screen so you can enter a new client. If you are not in a blank screen, click the(* button at the bottom of the screen (see above). In the top half of the screen (the blue part), enter the client variables. Yellow fields are not required by the HPS (but your agency may require it – check with your supervisor). If the data is missing, click missing instead of leaving it blank. You can move from field to field using the tab key or enter key, supplemented by the arrow keys (see Navigation Tools, p. 14). To select or unselect an option under one of the questions, click the mouse in the appropriate box or circle, or hit the space bar.

b. If the client is in the database: Enter or update the client variables in the top half of the screen if necessary.
Step 4:
Enter the administrative variables in the bottom half of the screen under “Client – IRRC & PCM Interventions.” Each line represents a session with the client.

Required by the HPS:

· Session date
· Program name
· Intervention type
· Hours & minutes (you don’t have to enter both unless relevant)
May be required by your agency – check with your supervisor:

· Intervention subtype
· Topic or activity
· Site name
· Counselor
· Counselor notes
Step 5:
If you are done, click the red X in the upper right corner to return to the main screen, and exit the database by clicking Exit Application.






OR

Repeat Steps 2 through 4 to enter more data. (Remember, to start a new record, click the(* button at the bottom of the screen, but always search for the client to make sure s/he is not in the database before starting a new record.)
**NOTE:** If you scroll down to the bottom of the page, you will notice that there is a form called “SSG & MSW – View/Read Only.” You cannot enter a client’s participation in SSG or MSW here, but when you enter the client as a participant in the SSG/MSW screen, it will show up here that they attended a group. This way, you can see everything the client participated in all on one screen.

Data Entry for SSG and MSW
Step 1:

From the main screen, click on SSG & MSW. The cursor will be in the Session Date field.
Step 2:
In the top part of the screen, enter the information about the group. Yellow fields are not required by the HPS (but your agency may require it – check with your supervisor). You can move from field to field using the tab key or enter key (see Navigation Tools, p. 14).

(Some agencies may choose to enter all their scheduled groups ahead of time. If this is the case, when you go to enter participants for the group, find the correct group by using the Find a Group drop down menu in the upper right corner, using the gray Search button on the right underneath Facilitator Notes, or hitting CTRL-F on your keyboard. (See Searching for Clients on p. 20 for tips on searching for records.) You can also use Browse All Sessions, next to the Search button. Groups are in order by date.
[image: image3.png]FirstName MI LastName  Res. Zp Code  Race/Ethnicity
' ST 3] Eer [ v B [ -
- = = > —
— (] vt >





Step 3:
On the bottom part of the screen, search for each participant. Each line represents a person. Find a person in one of several ways:

· By client identifier

· By first name

· By last name

In any of these fields, either use the drop down menu, or start to type in the person’s  information and see if the correct person comes up.
Step 4:
a. If the client is not yet in the database: Double click on the empty white box where you would normally type the Client ID. This will take you to the Client Intake screen, where you should enter the client variables. Yellow fields are not required by the HPS (but your agency may require it – check with your supervisor). If the data is missing, click missing instead of leaving it blank. When you are done, click the red X in the upper right corner to close the Client Intake and return to the SSG/MSW data entry screen.

b. If the client is in the database: Click on the client to enter him or her as a group participant.

Step 5:
Repeat Step 4 until you have entered all group participants. Note that you only need to enter the client’s name and identifier. The demographic information that is entered in the client intake form for that client will automatically appear in the groups form to allow you to see the characteristics of the participants in a given group session.
Step 6:
If you are done, click the red X in the upper right corner to return to the main screen, and exit the database by clicking Exit Application.






OR

Repeat Steps 2 through 5 to enter more data. To start a new record, click the(* button at the bottom of the screen.
Data Entry for DIG, R+L, and VBIO
Step 1:
From the main screen, click on DIG, R+L, VBIO. The cursor will be in the session date field. (VBGO data can be entered here, but it is optional.)
Step 2:
In the top part of the screen, enter the information about the group or outreach session. Yellow fields are not required by the HPS (but your agency may require it – check with your supervisor). You can move from field to field using the tab key or enter key (see Navigation Tools, p. 14).

(Some agencies may choose to enter all their scheduled DIG or outreach sessions ahead of time. If this is the case, when you go to enter participants for the DIG or outreach session, find the correct session by using the Find an Outreach drop down menu in the upper right corner, using the gray Search button on the right underneath Facilitator Notes, or hitting CTRL-F on your keyboard. (See Searching for Clients on p. 20 for tips on searching for records.) You can also use Browse All Sessions, next to the Search button. Sessions are in order by date.
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Step 3:
On the bottom part of the screen, enter the client variables, one client per line. A client identifier is not required, so there is no need to search for a person.

Step 4:
Repeat Step 3 until you have entered all group participants or outreach contacts.

Step 5:
If you are done, click the red X in the upper right corner to return to the main screen, and exit the database by clicking Exit Application.






OR

Repeat Steps 2 through 4 to enter more data. To start a new record, click the(* button at the bottom of the screen.
IV. Tips and Tricks
Navigation Tools

· The Tab key is your friend. Try using it instead of the mouse to move between fields. It will go much faster, and using it will record the data you entered immediately into the database. The enter key does the same thing. Note that the tab and enter keys will not scroll perfectly through all the answer options in the client intake screen (for example, it won’t scroll through the circle options). Use the arrow keys when the tab or enter key fails to get you where you want to go.
· Try using the space bar to select. The space bar can be used to select an option under one of the questions in the client intake screen. Using the tab key (or enter or arrow keys), scroll to the selection you want and press the space bar to check (or uncheck) the box or circle.

· Don’t be afraid of the Red X. The red X at the upper right corner will close whatever you are working on. If you do this by accident, it’s OK, because everything is automatically saved.

· Circles and boxes mean different things. In the client intake screen, some of the questions have boxes and some have circles next to the various responses. If there are boxes, it means you can check all that apply. If there are circles, it means you can check only one.
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· Forms can be fun. In Access, there are things called forms and subforms. Each screen represents a form, and it may have subforms within it. For example, within the client intake form, there is the subform where you enter the IRRC and/or PCM interventions the client participated in. Each form and subform has its own navigation tools in the form of various arrows. The downside it that sometimes it can be confusing which arrows go with which form. This just takes a little practice. If some of the arrows are grayed out, it’s because, for example, you are already at the last record and therefore can’t jump to the last record.
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· Shift-F2 makes it bigger. If you are in a field where you are typing in words, such as counselor notes, clicking Shift-F2 on your keyboard will open up a larger window for you to type in. Alternatively, if you want to expand an entire IRRC or PCM session to type into, enter the session date, then click on Edit Selected Session.
· Watch your date formats. In most fields where you enter the date, the database will accept a variety of formats as long as you use dashes or slashes. If the database does not accept the format you enter, it will give you an error message. Look to see if there is a format, indicated by number signs, and enter it in that format. For example, if you need to enter a two-digit month and a four-digit year, the following will appear: ## / ####.
Entering New Records

To enter a new record in any screen, click on the right arrow with the asterisk on the bar at the bottom to go to a blank record. NOTE: Sometimes there are subforms within the main form, and you will see more than one bar (one for each form/subform). Use the right arrow with asterisk on the bar at the very bottom of the screen.
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Saving Your Work

There is no need to save your work. The data is automatically written to the database as you enter it.

Editing Records

Client Intake, IRRC, PCM

· To edit the client variables at the top of the screen (the blue part), simply make the changes.

· To edit a particular IRRC or PCM session, click your mouse where you want to make your edits. Either edit it directly on the form, or click Edit Selected Session to open a bigger space to edit the information.

· Clicking Undo Edits will undo the last set of changes you made to that record.
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SSG & MSW and DIG, R+L, & VBIO
· To edit anything, click your mouse where you want to make your edits and make your changes. 
· Clicking Undo Edits will undo the last set of changes you made.

Deleting Records
Only managers/supervisors can delete clients or entire groups or outreach sessions from the database. If you need something deleted, please see your supervisor.

Users can, however, delete IRRC/PCM sessions and individual participants from groups or outreach sessions.

Deleting IRRC or PCM Sessions

· Do this only if the entire session was mistakenly entered (e.g., you entered a session under the wrong client). If only some parts are wrong, simply edit the session.
· Click your mouse on the gray box to the left of the session you want to delete.
· Press the delete button on your keyboard.
· The system will prompt you to see if you really want to delete the session – click Yes if you do, No if you don’t.
· Note that deleting is permanent – it can not be undone.
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Deleting Individual Group or Outreach Participants
· Do this only if the client/participant was mistakenly entered (e.g., you entered a participant under the wrong group). Deleting the participant will NOT delete his or her client intake information.
· Click your mouse on the gray box to the left of the participant you want to delete.
· Press the delete button on your keyboard.
· The system will prompt you to see if you really want to delete the participant from the group/outreach session – click Yes if you do, No if you don’t.
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Printing Forms

Blank Forms
Navigate to a blank record (the right arrow with asterisk at the very bottom of the screen). Press Print next to the Undo Edits button. (On the Client Intake, IRRC, PCM screen, you are offered a few different options. Click on each to see a preview. Do not use the Print Preview option from your file menu – it will only close the form and you will have to start over.) Go to the File menu and select Print to print the form.
Individual Records
Navigate to the record you wish to print using the arrows (the right or left arrows at the very bottom of the screen) or the search function. Press Print to see a preview. Go to the File menu and select Print to print the form. (On the Client Intake, IRRC, PCM screen, you are offered a few different options. Click on each to see a preview.)

Searching for Clients

Client Intake, IRRC, & PCM

There are three main ways to look up an individual client: 1) Find a Client drop down menu, 2) Search button (you will get the same search function by hitting CTRL-F on your keyboard), or 3) Browse All Clients.
“Find a Client” drop down menu. Located in the upper right corner of the screen, clicking on the drop down menu will list all your clients in order by client ID. When there are many clients in the database, a scroll bar will appear on the right of the drop down menu – use this to scroll down to see more clients.
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Search button. This is a more flexible way to find clients. You can also activate this function by hitting CTRL-F on your keyboard.
To search in a specific field (e.g., last name):

· Step 1 (only if searching in specific field): If you want to search a specific field, put your cursor in the field you want to search (e.g., first name).

· Step 2: Click the Search button.

· Step 3 (only if searching all fields): If you want to search all fields, click the drop down menu under “Look In” and select either the blank option or the CoreVar2k… option (depending on which version of Access you have, you will have one of these two options).

· Step 4: Type in what you are searching for under “Find what:” – it can be all or part of what you are searching for (example: to find client Morales, you can search for “mor” and it will find all the clients with last name Morales, Moreno, etc.) If you know a client is in the database, but you can’t find him or her, it might be because there is a spelling error or typo. Try typing in just a portion of the name you can be confident is spelled correctly to get around this problem.

· Step 5: Under the match drop down, select “Any Part of Field.”
· Step 6: Click on “Find Next” as many times as necessary until you find the client you are looking for.
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“Browse All Clients” button. This is similar to the “Find a Client” drop down menu, but you can search within it.

· Step 1:
Click on the Browse All Clients button.
· Step 2:
A new window titled Browse Client Records will appear, listing all your clients in order by Client ID. Use the scroll bar to browse for the client you are looking for, or click in the column you wish to search and hit CTRL-F on your keyboard. 

If you are using CTRL-F you can then find clients in the following way:

· Step 1 (if you are using CTRL-F): Type in what you are searching for under “Find what:” – it can be all or part of what you are searching for (example: to find client Morales, you can search for “mor” and it will find all the clients with last name Morales, Moreno, etc.) If you know a client is in the database, but you can’t find him or her, it might be because there is a spelling error or typo. Try typing in just a portion of the name you can be confident is spelled correctly to get around this problem.

· Step 2: Under the match drop down, select “Any Part of Field.”

· Step 3: Click on “Find Next” as many times as necessary until you find the client you are looking for.

· Step 4: Close the Find and Replace window (not the Browse All Clients window – keep that open). 
· Step 3:
Once you’ve found the right client, highlight that record and double click it. This will automatically close the Browse Client Records window, and that client’s information will now be on the client intake screen.
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V. Where to Get Help
If the database freezes or does not appear to be working properly, close it and reopen it. If the problem is still not fixed, you can get help from the following people:
· Your supervisor
· Guillermo Gonzalez, 415-554-9077, guillermo.gonzalez@sfdph.org

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

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

· An HPS Program Manager
Example: Agency X has three different single session groups – Making Condoms Sexy, Negotiating Sex, and Health Body, Healthy Mind. When running reports on the data, the agency wants to look at each intervention separately. Therefore, each of these groups is listed as an intervention subtype under SSG.
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Takes you to the very first record in the form.





Takes you back one record in the form.





Takes you forward one record in the form.





Takes you to the very last record in the form.





These arrows are for the subform where you enter session date, site name, etc. They will move you between sessions.





These arrows are for the form that represents the client record. They will move you between different clients.





Click this button to open the window above to edit the session.





Click this button to undo recent edits.





Click your mouse here to highlight the session you want to delete, and press delete on your keyboard.





Click your mouse here to highlight the participant you want to delete, and press delete on your keyboard.





Click the Search button to open the window to your left. Enter your search criteria.





Click here to get to a blank screen to enter a new client.





* 





Takes you to a blank record in the form.
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