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Acuity/Individual Service Plan (ISP) List for Agencies Providing Medical Case
Management Services

Use these steps to run the custom report called “Acuity/ISP List (MCM)” in CAREWare. This report is
intended to be used by MCM providers as a tool to see their progress in completing ISP’s and Acuity
Assessments for each MCM (and Care Access) client.

Note: this custom report is “Read Only” which means fields and filters cannot be edited. This report

has a built-in filter that ensures the report only pulls actively enrolled MCM clients as of the date the
report is run.
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Instructions

1) Once you have logged into CAREWare Select Reports — Select Custom Reports — Select
Manage/Run Custom Reports. Type in the search bar ‘Acuity/ISP List (MCM)'. Select this
report and click on Manage/Run

CAREWare Reports > Custom Reports

Back

®Custom Reports

Manage/Run Custom Reports Run or manage custom reports
Copy Custom Reports. Copy custom reports between providers
Export Custom Reports Export custom report definitions to a portable xml file

Import Custom Reports from

an xml file Import custom report definitions from a portable xml file

CAREWare Reports > Custom Reports > Manage/Run Custom Reports
Manage /Run Add Delete Make Read Only Back Help Print or Export

Manage/Run Custom Reports

Search: | Acuity/ISP List (MCM)

Name CrossTab Report Type Description Read Only Date Created
Acuitz/\SP List SMCMB Demographics Yes 7126/2022

2) Select Run Report, then Edit Parameters to adjust the dates. Start date and end date should
be the date you are running the report. Click Save. (Make sure the checkbox “clients with
services only” is NOT selected)

CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Acuity/ISP List (MCM) > Run Report
Edit Parameters OpeninNewTab PDF CSV Excel Help Back

Run Report

Parameters
Date From: 07/01/2022
Date Through: 07/31/2022
Clinical Review Year: 2022

Show New Clients only:
Show Clients with Service only:
Show Specifications:
Sum Numeric Fields:

Domain Sharing Settings Go To Bottom
Show Shared Service Records:
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3) To run the report select Excel (or PDF if preferred)

CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Acuity/ISP List (MCM) > Run Report

Edit Parameters  Selected Providers OpeninNewTab PDF CSV Excel Help Back

Run Report

Parameters
Date From: 07/01/2022
Date Through: |07/31/2022
Clinical Review Year: 2022
Show New Clients only:

Show Clients with Service only:

a) Below you can see the information the report will provide.

Case Name Date of Date of most | Date of most Date of most recent CARE
Manager most recent recent Acuity ACCESS Acuity Reassessment
Name recent ISP | INITIAL REASSESSMENT

Acuity

Assessment

The report is automatically sorted by case manager so case managers can see their active MCM
clients and each client's most recent ISP/Acuity dates.

***To view the Excel report you have just created, the file must be saved and transferred
over to your desktop via WinSCP* * *

(Need help transferring your files from CAREWare to your desktop? Email
carewaremahelpdesk@jsi.com and ask for the CAREWare MA connect to SFTP document)

***Continue on with the tip sheet if you would like to customize the report/spreadsheet further, by
creating columns indicating ISP/Acuity due dates and highlighting those that are overdue***
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November 2022

1) Select all column headers and add a filter

ISP-ACUITY TEST DATA v p Search (Alt+Q) erick, Shelby T (DPH)

File Home Insert Page Layout Formulas Data Review View Help

ﬁj & Calibri vz AA = _E%’/v General ~ ﬁ @ Fj g:::e : Y /C)

LR o
Paste Conditional Formatas Cell Analyze
u . v A .9 <0 .00 = ly:
. g BIU @ o L $-% 9 K8 Formatting v Tablev Stylesv | EEFormat~ Data
Clipboard 1§ Font 51 Alignment 51 Number 51 Styles Cells 5] SotAtoz is | sensitivity ~
1R x 6C 2 Jt | Date of most recent CARE ACCESS Acuity Reassessment Z] sotZtoA ~

Custom Sort...

A B c D E F G H I Y Fitter M N |[+]
Date of most Date of most ¥
recent INITIAL Date of most recent CARE —
Case Manager Date of most Acuity recent Acuity ACCESS Acuity !

1 [Name Name recent ISP Assessment REASSESSMENT  Reassessment

2 Shelby | Jane Doe

3 (Shelby| James Doe 7/20/2021 5/18/2020

4 Shelby | Jane Test 2/24/2020 2/24/2020 7/22/2021

5 |Shelby | James Test 2/24/2020 2/24/2020 7/22/2021

6 Molly HB Jane2 Doe 9/23/2021 9/23/2021

7 Molly HB James2 Doe 8/3/2018 4/21/2021 10/28/2021

8 Molly HB Jane2 Test 11/16/2021 11/16/2021 6/4/2019

9 Molly HB James2 Test 11/17/2021 12/16/2019 4/30/2021 11/17/2021

10 |Becky M Jane3 Doe 5/24/2021 11/24/2021 5/24/2021

11 |Becky M James3 Doe 5/27/2021 5/27/2021 11/24/2021

12 |Becky M Jane3 Test 12/30/2020 10/15/2018 11/26/2021

13 |Becky M James3 Test 5/25/2021 11/29/2021 N

14 |MariAnna O Jane4 Doe 12/1/2021 2/8/2019 12/1/2021 12/1/2020

15 |MariAnna O James4 Doe 12/14/2021 7/24/2018 12/13/2019 12/14/2021

16 MariAnna O Jane4 Test 5/3/2022 12/6/2019 12/14/2021 I~1

2) Select the arrow in the bottom right corner of Date of most recent ISP cell and select “Date
filters” then select “Custom filter”. A Custom Autofilter window pops up - select from the
dropdown options “is before...” and type in the date 6 months prior to today’s date. (i.e.,
today is 7/1/22, | will type in 1/1/22).
File m Insert Page Layout Formulas Data Review View Help

| B B

. O <0 .00 Conditional Format ¢
$-%9 BB Formatting v Table v

ﬁj?’ Calibri vz v AA EEE@/V

Bv
Paste
u . - v A
P B I U Q- A

Clipboard I Font 5] Alignment 5] Number [ Styles

c1 o Jft | Date of most recent ISP
A B C D E F
Date of most Date of most
recent INITIAL Date of most recent CARE
Case Manager Date of most Acuity recent Acuity ACCESS Acuity
1 |Name ~|Name ~ [recent ISP ~ |Assessment ~ |[REASSESSMENT - | Reassessment | ~
2 [Shelby | Jane Doe Date of most recent ISP:
3 Shelby | James Doe ) 7/20/2021 5/18/2020
(Showing All)

4 Shelby | Jane Test 2/24/20:v wrereere 7/22/2021

5 |Shelby | James Test 2/24/2020 2/24/2020 7/22/2021
6 Molly HB Jane2 Doe 9/23/2021 9/23/2021
7 Molly HB James2 Doe 8/3/2018 4/21/2021 10/28/2021
8 Molly HB Jane2 Test 11/16/2021 11/16/2021 6/4/2019
9 Molly HB James2 Test 11/17/2021 12/16/2019 4/30/2021 11/17/2021
10 |Becky M Jane3 Doe 5/24/2021 11/24/2021 5/24/2021
11 |Becky M James3 Doe 5/27/2021 5/27/2021 11/24/2021
12 |Becky M Jane3 Test 12/30/2020 10/15/2018 11/26/2021
13 |Becky M James3 Test 5/25/2021 11/29/2021
14 |MariAnna O Jane4 Doe 12/1/2021 2/8/2019 12/1/2021 12/1/2020
15 MariAnna O James4 Doe 12/14/2021 7/24/2018 12/13/2019 12/14/2021
16 |MariAnna O Janed Test 5/3/2022 12/6/2019 12/14/2021

e . - =T —
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Equals...
Insert Page Layout Formulas

Before...
Calibri w2 VAN == After..
BIU.H- & A == Between... %
Font E Tomorrow u
Jfc | Date of most rece Today
Yesterday
21 Sort Oldest to Newest Next Week
Z 1 sort Newest to Oldest This Week
Sort by Color > Last Week ¢
- !
>
Next Month I
i This Month
>
Last Month
Date Filters >
Next Quarter
Search (All) LOv
(Select All This Quarter
2022 Last Quarter
2021
2020 Next Year
Blank
(Blanks) This Year
Last Year
Year to Date
All Dates in the Period >
oK Cancel
Custom Filter...
. v =T e
Custom Autofilter ? X
Show rows where:
Date of most recent ISP
is before v | 1172022 v
® and O or
v 5
Use ? to represent any single character
Use * to represent any series of characters

T17Z9720ZT

Click ok. You will now only see rows for clients with an ISP entered greater than 6 months ago. If
desired, you can highlight these cells in a different color to signify those who are past due (in this
example, the day is 7/1/2022 and those who are past due are highlighted red).

File Home Insert Page Layout Formulas Data

& Calibri v v AA
[

I
Paste
B I U~ v v A
po u 2+ A

o

I
il Iﬁl

Clipboard = Font = Alignment
E11 ° Je | 5/27/2021
A B C
Date
recer
Case Manager Date of most Acuil
1 Name ~ |Name ~ |recent ISP T | Asset
4 Shelby | Jane Test
5 |Shelby | James Test
6 Molly HB Jane2 Doe
8 Molly HB Jane2 Test
9 Molly HB James2 Test
10 Becky M Jane3 Doe
11 |Becky M James3 Doe
12 |Becky M Jane3 Test
13 Becky M James3 Test
14 |MariAnna O Janed Doe
15 |MariAnna O James4 Doe
17 |MariAnna O James4 Test
18
19
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To return to see all clients again, click on the filter arrow, click on “Select All” and “OK”

File Home Insert Formulas Data

& KN

m v
Easig (Ve v v A
= B I U O A

Page Layout

Calibri V12

Clipboard 1S Font ~ Alignment
c1 < Jt | Date of most recent ISP

21 Sort Oldest to Newest

A
El Sort Newest to Oldest
Sort by Color

Case Mana
1 [Name
4 |Shelby | N4 Clear Filter From "Date of most rece...”
Z i;‘el'lb"l_:B Filter by Color >

olly

8 | Molly HB Date Fiters >
9 |Molly HB Search (All) O
11 Becky M ) Select Al
12 |Becky M 712022
13 Becky M 712021
14 |MariAnna O ¥12020
15 |MariAnna O I Blanks)
17 |MariAnna O
18
19
20
21
Readv 11 of 16 red

Note: If someone does not have a date of latest ISP this means they never had an ISP entered in
CAREWare (see cells highlighted in yellow) and either need one or they may be a client that is no
longer receiving services and their enrollment status needs to be changed to no longer active.

File m Insert Page Layout Formulas Data Review View Help

ﬁj [A Calibri v YAA == E LA Date ~ @ Bg

e 2 BT U B oA [SEEEE B | 5% By Soo o

Clipboard I Font 5] Alignment 5] Number 5] Styles
D9 o Jo | 12/16/2019

A B c E F
recent INITIAL Date of most recent CARE
Case Manager Date of most Acuity recent Acuity ACCESS Acuity

1 |[Name ~|Name ~ |recent ISP ~ |Assessment ~ |[REASSESSMENT ~ |Reassessment |~
2 Shelby | Jane Doe

3 Shelby | James Doe 7/20/2021 5/18/2020
4 Shelby | Jane Test 2/24/2020 7/22/2021

5 |Shelby | James Test 2/24/2020 7/22/2021

6 Molly HB Jane2 Doe 9/23/2021

7 Molly HB James2 Doe 8/3/2018 4/21/2021 10/28/2021
8 Molly HB Jane2 Test 11/16/2021 6/4/2019
9 |Molly HB James2 Test 12/16/2019_ 4/30/2021 11/17/2021
10 |Becky M Jane3 Doe 5/24/2022 11/24/2021 5/24/2021
11 |Becky M James3 Doe 5/27/2021 11/24/2021
12 |Becky M Jane3 Test 10/15/2018 11/26/2021
13 |Becky M James3 Test 11/29/2021
14 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020
15 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021
16 |MariAnna O Janed Test 5/3/2022 12/6/2019 12/14/2021
17 IMariAnna O James4 Test 12/15/2020 12/15/2021
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1) Create a new column to the right of Date of most recent ISP column and name the new
column header ‘ISP due date’

To do this, select all of column D by right clicking on the letter D, select Insert. A new column should
appear to the left.

D1 o Je Date of most recent INITIA Cibri <12 v AT A $ % 9 ~

BIZ O A EH. - RRY

A B C F G H -
Date Search the menus ate of most
rece X cut icent CARE
Case Manager Date of most Acui CCESS Acuity
1 [Name ~|Name ~ |recent ISP ~ |Asse @ copy 2assessment |~
2 |shelby| Jane Doe [ Paste Options:
3 [Shelby | James Doe 5/18/2020
4 |Shelby | Jane Test ﬁj
5 [Shelby | James Test Paste Special...
6 [Molly HB Jane2 Doe
7 [Molly HB James2 Doe Insert 10/28/2021
8 [Molly HB Jane2 Test Delete 6/4/2019
9 [Molly HB James2 Test - 11/17/2021
10 |Becky M Jane3 Doe Clear Contents 5/24/2021
11 |Becky M James3 Doe 11/24/2021
12 |Becky M Jane3 Test Eormat Cells...
13 |Becky M James3 Test Column Width... ]
14 |MariAnna O Jane4 Doe 12/1/2020
15 |MariAnna 0 James4 Doe Hide 12/14/2021
16 |MariAnna O Janed Test Unhide [~
Type in the top row of the new column ‘ISP due date’
D1 v Je | ISP Due Date ~
A B C D E F G [«]
Date of most Date of most
recent INITIAL Date of most recent CARE
Case Manager Date of most Acuity recent Acuity ACCESS Acuity
1 [Name ~|Name ~ |recent ISP ~ |ISP Due Date | ~ |Assessment ~ |REASSESSMENT - Reassessment |~
2 Shelby | Jane Doe
3 Shelby | James Doe 7/20/2021 5/18/2020
4 |shelby | Jane Test 2/24/2020 7/22/2021
5 |Shelby | James Test 2/24/2020 7/22/2021
6 Molly HB Jane2 Doe 9/23/2021
7 Molly HB James2 Doe 8/3/2018 4/21/2021 10/28/2021
8 Molly HB Jane2 Test 11/16/2021 6/4/2019
9 Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021
10 |Becky M Jane3 Doe 5/24/2022 11/24/2021 5/24/2021
11 |Becky M James3 Doe 5/27/2021 11/24/2021
12 |Becky M Jane3 Test 10/15/2018 11/26/2021
13 |Becky M James3 Test 11/29/2021 N
14 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020
15 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021
16 |MariAnna O Janed Test 5/3/2022 12/6/2019 12/14/2021 [~1
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Click on the letter D (which is now the ‘ISP Due Date’ column) to select the entire column. Change
the format of the cell types to be “Short Date”.

CAREWare MA Report Instructions
Acuity/ISP List Custom Report
November 2022

File m Insert Page Layout Formulas Data Review View Help i1 Comments 12 Share
(B e e A > B B 2 4v O
pasEl @ - = General . @gal Fo%as % Epetete - : SZort & Find& | Analyze
. BlI U~ v @o Ao v (83 N::::dﬂc tormat | |v Table v Styles~ fEfifomaty | © Fiterv select+ | Data
Clipboard 1§ Font ] Alignment ] Numb Styles Cells Editing Analysis | Sensitivity ~
lumber
D1 o Jfe | ISP Due Date 12 ISP Due Date ~
[ Currency
S ISP Due Date
A B C D =] Accounting G H | J K L M ‘
L—é ISP Due Date Date of most
it recent CARE
Case Manager Date of most ﬁ Short Date ty ACCESS Acuity
1 |[Name ~|Name ~ [recent ISP ISP Due Date ISP Due Date ENT~ Reassessment |~
2 |Shelby | Jane Doe Long Date
3 [Shelby | James Doe ﬁ ISP Due Date )/2021 5/18/2020
4 |Shelby | Jane Test . /2021
5 |Shelby | James Test @ Time 2/2021
6 |Molly HB Jane2 Doe 5P Due Date 3/2021
7 |Molly HB James2 Doe cy Percentage ©1/2021 10/28/2021
8 |Molly HB Jane2 Test O ISP Due Date 5/2021 6/4/2019
9 [Molly HB James2 Test ) /2021 11/17/2021
1 Fraction
10 |Becky M Jane3 Doe /2 1P Due Date 1/2021 5/24/2021
11 |Becky M James3 Doe 7/2021 11/24/2021
12 |Becky M Jane3 Test More Number Formats... 5/2021
13 [Becky M James3 Test 11729/2021 ]
14 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020
15 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021
16 |MariAnna O Jane4 Test 12/6/2019 12/14/2021 E|

2)

In the 2nd row of this new column, type in formula =EDATE (select or type “C2” as the start

date, 6). Press enter. Drag this formula down to all cells (note: to drag down a formula, hover
over the bottom right corner of cell D2 until you see the + symbol cursor, then double click).

This formula creates a date 6 months from the most recent ISP service date.

File m Insert Page Layout Formulas Data Review View Help I Comments 12 Share
DA AAN | =E==% == 7 D" E ZVZY/C) @j
B AL | == === o = o2 Find &
< B I U [H. . &vA =E====E $ %9 =] @& e
Clipboard I Font Alignment Number Styles Cells Editing Analysis | Sensitivity -~

D2 - X v fr | =EDATE(C2,6) ~

A B C D E F G H J K L M [«]

Date of most Date of most
recent INITIAL Date of most recent CARE
Case Manager Date of most Acuity recent Acuity ACCESS Acuity

1 |Name ~|Name ~ |recent ISP ~ /ISP Due Date | - Assessment ~ [REASSESSMENT - Reassessment |~
2 |shelby1 Jane Doe |=EDATE(C26)] |
3 Shelby | James Doe 7/20/2021 5/18/2020
4 Shelby | Jane Test 2/24/2020 7/22/2021
5 |Shelby | James Test 2/24/2020 7/22/2021
6 Molly HB Jane2 Doe 9/23/2021
7 Molly HB James2 Doe 8/3/2018 4/21/2021 10/28/2021
8 Molly HB Jane2 Test 11/16/2021 6/4/2019
9 Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021
10 |Becky M Jane3 Doe 5/24/2022 11/24/2021 5/24/2021
11 |Becky M James3 Doe 5/27/2021 11/24/2021
12 |Becky M Jane3 Test 10/15/2018 11/26/2021
13 |Becky M James3 Test 11/29/2021 N
14 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020
15 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021
16 |MariAnna O Janed Test 5/3/2022 12/6/2019 12/14/2021 El
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File m Insert Page Layout Formulas Data Review View Help 1 Comments 12 Share
(73 e B Bp e w0
- - X Delete v v /
Paste B I U. <o 00 | Conditional Formatas Cell . Sort& Find & | Analyze
BT g ® 30 | formattingv Table v Stylesv | EEiFormaty | €% Fiferv Selectv | Data

Clipboard I ~ Styles Cells Editing Analysis | Sensitivity ~

D2 - =EDATE(C2,6) -
A B C D E F G H | J K L M E
Case Manager Date of most Acuity recent Acuity ACCESS Acuity

1 Name ~ Name ~ recent ISP ~ ISP Due Date | ~ |Assessment ~ |REASSESSMENT ~ |Reassessment |~ -
2 |Shelby | Jane Doe 6/30/1900
3 [Shelby | James Doe 6/30/1900 7/20/2021 5/18/2020
4 |Shelby | Jane Test 8/24/2020 2/24/2020 7/22/2021

5 |Shelby | James Test 8/24/2020 2/24/2020 7/22/2021
6 [Molly HB Jane2 Doe 3/23/2022 9/23/2021
7 |Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021
8 [Molly HB Jane2 Test 5/16/2022 11/16/2021 6/4/2019
9 |Molly HB James2 Test 5/17/2022 12/16/2019 4/30/2021 11/17/2021
10 |Becky M Jane3 Doe 5/24/2022 11/24/2022 11/24/2021 5/24/2021
11 |Becky M James3 Doe 11/27/2021 5/27/2021 11/24/2021
12 |Becky M Jane3 Test 6/30/2021 10/15/2018 11/26/2021
13 |Becky M James3 Test 11/25/2021 11/29/2021
14 |MariAnna O Janed Doe 6/1/2022 2/8/2019 12/1/2021 12/1/2020
15 |MariAnna O James4 Doe 6/14/2022 7/24/2018 12/13/2019 12/14/2021
16 |MariAnna O Jane4 Test 11/3/2022 12/6/2019 12/14/2021
17 |MariAnna O James4 Test 6/15/2022_ 12/15/2020 12/15/2021 .
b = ~

3) Click on the filter arrow in ISP Due Date and select ‘Sort Oldest to Newest”

File Home Insert Page Layout Formulas Data Review View Help 7 Comments & Share

(g, | oo ==gv- & w - @ BB I~ w0

Paste Conditional Formatas Cell Sort & Find & Analyze
B I U. o .9 <9 %9 - .
- = $ % 9 WA o ing~ Table~ Styles+ | ElFormate | € Fiterv saectv | Data
Clipboard 1§ Font ~ Alignment ~ Number ~ Styles Cells Editing Analysis | Sensitivity ~
D2 - Je | =EDATE(C2,6) -

21 Sort Oldest to Newest

A B E F G H I J K L M [+]
Case Manager Z | sort Newest to Oldest Acuity recent Acuity ACCESS Acuity
1 Name ~ Name EAssessment ~ |REASSESSMENT ~ | Reassessment |~ |
Sort by Color >
2 [Shelby | Jane Doe 00
3 [Shelby | James Doe > 00 7/20/2021 5/18/2020
4 [Shelby | Jane Test 20 2/24/2020 7/22/2021
5 |Shelby | James Test 20 2/24/2020 7/22/2021
6 |Molly HB Jane2 Doe > 22 9/23/2021
7 [Molly HB James2 Doe Date Filters > 00 8/3/2018 4/21/2021 10/28/2021
8 [Molly HB Jane2 Test 22 11/16/2021 6/4/2019
Search (All) ,Ov E

9 [Molly HB James2 Test 22 12/16/2019 4/30/2021 11/17/2021
10 [Becky M Jane3 Doe (Select All) 22 11/24/2021 5/24/2021
11 |Becky M James3 Doe 21 5/27/2021 11/24/2021
12 |Becky M Jane3 Test 21 10/15/2018 11/26/2021
13 |Becky M James3 Test 21 11/29/2021
14 |MariAnna O Jane4 Doe 22 2/8/2019 12/1/2021 12/1/2020
15 |MariAnna O James4 Doe 22 7/24/2018 12/13/2019 12/14/2021
16 |MariAnna O Janed Test 22 12/6/2019 12/14/2021
17 |MariAnna O James4 Test 22 12/15/2020 12/15/2021 .
18 [ o

| ISP-Acuity Data | ISP, oK Cancel [«] | [
Ready % Accessibility: Good to go Average:4/4/1999  Count:16  Sum: 3/4/3488 H M —-—8—+ 100%
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File m Insert Page Layout Formulas Data Review View Help 1 Comments 12 Share
f‘ 4 Calibri i WA v B Date . Binsert ~ | 2 ~ =iy p
PasEl N E ® 0 .00 @%nal Fo%as ?{ EDelete ~ v SZort & Find& | Analyze
v BIU. N $-% 9 KR8 Formatting v Table Styles~ | [EIFormaty | €% Fiterv Selectv | Data
Clipboard I Font 5] Alignment 5] Number 5] Styles Editing Analysis | Sensitivity A~
D16 - Jfe | =EDATE(C16,6) -~
A B c D E F © I J K L Mo =]
Case Manager Date of most Acuity recent Acuity ACCESS Acuity
1 Name ~ Name ~ recent ISP ~ ISP Due Date |.1/Assessment ~ |REASSESSMENT ~ |Reassessment |~ ||
2 Shelby | Jane Doe 6/30/1900
3 Shelby James Doe 6/30/1900 7/20/2021 5/18/2020
4 Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021
5 |Shelby | Jane Test 8/24/2020 2/24/2020 7/22/2021
6 Shelby | James Test 8/24/2020 2/24/2020 7/22/2021
7 |Becky M Jane3 Test 6/30/2021 10/15/2018 11/26/2021
8 Becky M James3 Test 11/25/2021 11/29/2021
9 Becky M James3 Doe 11/27/2021 5/27/2021 11/24/2021
10 Molly HB Jane2 Doe 3/23/2022 9/23/2021
11 |Molly HB Jane2 Test 5/16/2022 11/16/2021 6/4/2019
12 Molly HB James2 Test 5/17/2022 12/16/2019 4/30/2021 11/17/2021
13 MariAnna O Janed Doe 6/1/2022 2/8/2019 12/1/2021 12/1/2020
14 |MariAnna O James4 Doe 6/14/2022 7/24/2018 12/13/2019 12/14/2021
15 MariAnna O James4 Test 6/15/2022 12/15/2020 12/15/2021
16 |MariAnna O Janed Test 5/3/2022 11/3/2022_ 12/6/2019 12/14/2021
17 Becky M Jane3 Doe 5/24/2022 11/24/2022 11/24/2021 5/24/2021 -
18

4) Option to highlight those whose due dates are past due (in this example, the day is
7/1/2022 and those who are past due are highlighted red). You can also look at whose ISP
due dates are coming up. Note: *you can ignore the ISP Due Date for those who do not have
an ISP entered yet* Those are highlighted yellow in the example below and are still in need

of their initial ISP.

File m Insert Page Layout Formulas Data Review View Help 7 Comments 122 Share
& ibri v VA A ===% 2 . hinsert v | X v A p @
ﬁj . Calibri oA A == ® e ﬁ @ Fj TR pelete .Y _ @
Paste B I U. $ . % ) (,08 —98 Condltl.onal Formatas Cell @ S 0 . S.ort & Find & Analyze
v Formatting v Table v Styles v Filter v Select ¥ Data

Clipboard I Font 5] Alignment 5] Number 5] Styles Cells Editing Analysis | Sensitivity ~

D16 v fe | =EDATE(C16,6) ~
A B C D E F G I J K L M [+]
Case Manager Date of most Acuity recent Acuity ACCESS Acuity

1 Name ~ Name ~ recent ISP ~ ISP Due Date |.1/Assessment ~ |REASSESSMENT ~ | Reassessment |~ ||
2 (Shelby| Jane Doe 6/30/1900
3 Shelby! James Doe 6/30/1900 7/20/2021 5/18/2020
4 Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021
5 |Shelby | Jane Test 2/24/2020 7/22/2021
6 Shelby | James Test 2/24/2020 7/22/2021
7 Becky M Jane3 Test 10/15/2018 11/26/2021
8 |Becky M James3 Test 11/29/2021
9 Becky M James3 Doe 5/27/2021 11/24/2021
10 Molly HB Jane2 Doe 9/23/2021
11 Molly HB Jane2 Test 11/16/2021 6/4/2019
12 Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021
13 MariAnna O Janed Doe 2/8/2019 12/1/2021 12/1/2020
14 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021
15 MariAnna O James4 Test 12/15/2020 12/15/2021
16 |MariAnna O Janed Test 5/3/2022 11/3/2022_ 12/6/2019 12/14/2021
17 |Becky M Jane3 Doe 5/24/2022 11/24/2022 11/24/2021 5/24/2021 I
10
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How to create a column that shows most recent Acuity assessment

(Initial acuity assessment OR acuity reassessment OR care access reassessment)

1) Remove any previous filters

File Home Insert Page Layout Formulas Data Review  View Help 7 Comments 12 Share
P Hinsert v o
ﬁj & catbn vz Y AA General v = % Ej e 2 T p Ej
paste B Conditonsl Formatas Cdl | 200t~ Sort&| Find& | Anal
aste . .9 «0 0 onditional Formatas Cel . o in nalyze
. BIU $ % 9 B | g~ Table~ Styles~ | EHIFormatv | - Selectv | Data
Clipboard I Font 5] Alignment 5] Number ~ Styles Cells ] SotAtoz is | Sensitivity ~
Al M fe | Case Manager Name Z| sortztoA -
Custom Sort...
A B C D E F G Eilter K L M[~]
Date of most Date of most N2 Clear
recent INITIAL Date of most recent CARE 2 '
Case Manager Date of most Acuity recent Acuity ACCESS Acuity & Reapply
1 [Name ~ Name |~ |recent ISP |~ |ISP Due Date 1t [~ |REASSESSMENT - | it [~ ]
2 Shelby | Jane Doe 6/30/1900
3 Shelby! James Doe 6/30/1900 7/20/2021 5/18/2020
4 Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021
5 |Shelby | Jane Test 2/24/2020 7/22/2021
6 Shelby | James Test 2/24/2020 7/22/2021
7 |Becky M Jane3 Test 10/15/2018 11/26/2021
8 Becky M James3 Test 11/29/2021
9 Becky M James3 Doe 5/27/2021 11/24/2021
10 Molly HB Jane2 Doe 9/23/2021
11 Molly HB Jane2 Test 11/16/2021 6/4/2019
12 |Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021
13 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020
14 MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021
15 |MariAnna O James4 Test 12/15/2020 12/15/2021
16 |MariAnna O Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 Ral
H “ H ”
2) Inthe column to the right of “Date of most recent Care Access Acuity Reassessment
H “ H ”
(Column H) Type in “Most recent Acuity Assessment”.
File Home Insert Page Layout Formulas Data Review View Help I Comments 12 Share
[ & - = s Bisert + | S~ O @
Calibri = v General ~ =) B E = Y
D[@v E - 4 Hpelete | @+ 2 4
Paste I U == $ L% <0 .00 Conditional Formatas Cell = Sort& Find & | Analyze
. g = ° 0 0 | Formatting v Tablev Stylesv | EHFormaty | €% Fiterv Select~ | Data
Clipboard I Font 5] Alignment 5] Number 5] Styles Cells Editing Analysis | Sensitivity ~
H1 - e Most Recent Acuity Assessment -
A B c D E F © I J K L M []
Date of most Date of most
recent INITIAL Date of most recent CARE Most Recent
Case Manager Date of most Acuity recent Acuity ACCESS Acuity  |Acuity
1 [Name Name recent ISP ISP Due Date Assessment REASSESSMENT  Reassessment Assessment
2 Shelby| Jane Doe 6/30/1900
3 (Shelby| James Doe 6/30/1900 7/20/2021 5/18/2020
4 Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021
5 |Shelby | Jane Test 2/24/2020 7/22/2021
6 Shelby | James Test 2/24/2020 7/22/2021
7 Becky M Jane3 Test 10/15/2018 11/26/2021
8 Becky M James3 Test 11/29/2021
9 Becky M James3 Doe 5/27/2021 11/24/2021
10 Molly HB Jane2 Doe 9/23/2021
11 Molly HB Jane2 Test 11/16/2021 6/4/2019
12 |Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021
13 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020
14 MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021
15 |MariAnna O James4 Test 12/15/2020 12/15/2021
16 MariAnna O Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 [+]
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Click on the letter H of column H to select the entire column named Most Recent Acuity Assessment.
Change the format of the cell types to be “Short Date”.

File m Insert Page Layout Formulas Data Review View Help 1 Comments 12 Share
B e ax ==H B~ 20w O
PasEl HE & A = E . N General I ﬁ B/EI;das iEFe/i EHZ il b sZozL Find & | Analyze
g Iy YAy = (133 No speciic farmat [T stylesv  HEFomaty | € Fiterv Selectv | Data
Clipboard 1§ Font ] Alignment ] Cells Editing Analysis | Sensitivity ~
Number
H1 - Jr | Most Recent Acuity Assessment 1 2 Most Recent Acuity Assessment ~
’&\—1 Currency )
£ Most Recent Acuity Assessment
A B C D = Accounting G | J K L M|~
L—é Most Recent Acuity Assessment | | ate of most
scent CARE Most Recent
Case Manager Date of most E Short Date CCESS Acuity  |Acuity
1 [Name Name recent ISP ISP Due Date Most Recent Acuity Assessment nent
2 |Shelby | Jane Doe 6/30/190 Long Date
3 [Shelby | James Doe 6/30/190 E Most Recent Acuity Assessment 5/18/2020
4 |Molly HB James2 Doe 6/30/190 . 10/28/2021
5 |Shelby| Jane Test @ :AIZ: Recent Acuity Assessment
6 |Shelby | James Test
7 [Becky M Jane3 Test cy Percentage ||
8 |Becky M James3 Test O Most Recent Acuity Assessment
9 [Becky M James3 Doe ) 11/24/2021
10 [Molly HB Jane2 Doe 1/2 :A'“:':" A A
11 |Molly HB Jane2 Test ost Recent Acuity Assessment [] 6/4/2019
12 |Molly HB James2 Test More Number Formats... 11/17/2021
13 |MariAnna O Jane4 Doe 2757201y 12712021 12/1/2020| ]
14 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021]
15 |MariAnna O James4 Test 12/15/2020 12/15/2021
16 |[MariAnna O Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 I~1
3) Inthe 2nd row of column H, type in formula =MAX (select the 3 dates to the left). Drag this
formula down to all cells (note: to drag down a formula, hover over the bottom right corner of
cell H2 until you see the + symbol cursor, then double click)
File m Insert Page Layout Formulas Data Review View Help 1 Comments 12 Share
Dﬁ); AN | =E==% E B B g évzvp @
3 BIU-|Bi.&-A.|= $ 9 = - Ee
Clipboard 1§ Font Alignment Number Styles Cells Editing Analysis | Sensitivity ~
G2 - X v fr | =MAX(E2:G2) IS
A B C D E F G I J K L M[-]
Date of most Date of most
recent INITIAL Date of most recent CARE Most Recent
Case Manager Date of most Acuity recent Acuity ACCESS Acuity  Acuity
1 |Name Name recent ISP ISP Due Date Assessment REASSESSMENT R nent
2 |Shelby | Jane Doe 6/30/1900| [=mAx(E2:62)] |
3 Shelby! James Doe 6/30/1900 7/20/2021 5/18/2020
4 Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021
5 |Shelby | Jane Test 2/24/2020 7/22/2021
6 Shelby | James Test 2/24/2020 7/22/2021
7 Becky M Jane3 Test 10/15/2018 11/26/2021
8 Becky M James3 Test 11/29/2021
9 |Becky M James3 Doe 5/27/2021 11/24/2021
10 Molly HB Jane2 Doe 9/23/2021
11 Molly HB Jane2 Test 11/16/2021 6/4/2019
12 Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021
13 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020 N
14 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021
15 MariAnna O James4 Test 12/15/2020 12/15/2021
iMariAnna o Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 El
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File m Insert Page Layout Formulas Data Review View Help 1 Comments 12 Share
F 4 Calibri i WA A v 8| Genenal . Binsert ~ | 2 ~ I=0vd p
PasEl N E ® 0 .00 Co%nal Fo%as ?{ Eelete ~ v SZort & Find& | Analyze
v B IU. 8% w8 Formatting v Table Styles | HEHFormaty | €~ Fiterv Selectv | Data
Clipboard I Font 5] Alignment 5] Number 5] Styles Cells Editing Analysis | Sensitivity A~
13 o Je IS
A B C D E F G H | L M (]
Case Manager Date of most Acuity recent Acuity ACCESS Acuity  Acuity
1 |[Name Name recent ISP ISP Due Date Assessment REASSESSMENT  Reassessment Assessment —
2 Shelby | Jane Doe 6/30/1900 1/0/1900
3 [Shelby | James Doe 6/30/1900 7/20/2021 5/18/2020 7/20/2021 |
4 Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021 10/28/2021
5 |Shelby | Jane Test 2/24/2020 7/22/2021 7/22/2021
6 Shelby | James Test 2/24/2020 7/22/2021 7/22/2021
7 Becky M Jane3 Test 10/15/2018 11/26/2021 11/26/2021
8 Becky M James3 Test 11/29/2021 11/29/2021
9 Becky M James3 Doe 5/27/2021 11/24/2021 11/24/2021
10 Molly HB Jane2 Doe 9/23/2021 9/23/2021
11 |Molly HB Jane2 Test 11/16/2021 6/4/2019 11/16/2021
12 Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021 11/17/2021
13 MariAnna O Janed Doe 2/8/2019 12/1/2021 12/1/2020 12/1/2021
14 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021 12/14/2021
15 MariAnna O James4 Test 12/15/2020 12/15/2021 12/15/2021
16 |MariAnna O Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 12/14/2021
17 |Becky M Jane3 Doe 5/24/2022 11/24/2022 11/24/2021 5/24/2021 11/24/2021 ]
18 = m

Column H now shows the most recent of any of the 3 acuity service dates.

How to create a column that shows the Acuity due date

1) Create a new column to the right of ‘most recent Acuity Assessment’ and type in the column
header as ‘Acuity due date’.

File m Insert Page Layout Formulas Data Review View Help 7 Comments 122 Share
& catbn v v AN o General - et - 2 - A /C)
Paste @ - E 0 00 Co%nal Fo%as ?{ FDelete « v SZort & Find & | Analyze
- Ty~ S % B i Tble~ Stylesv | EiFormats | € Fiterv sdectv | Data
Clipboard I Font 5] Alignment 5] Number 5] Styles Cells Editing Analysis | Sensitivity ~
11 M Je | Acuity Due Date a
A B C D E F G H | L M[~]
Date of most Date of most
recent INITIAL Date of most recent CARE Most Recent
Case Manager Date of most Acuity recent Acuity ACCESS Acuity  Acuity Acuity
1 [Name Name recent ISP ISP Due Date Assessment REASSESSMENT R nent Due Date
2 (Shelby| Jane Doe 6/30/1900 1/0/1900
3 Shelby! James Doe 6/30/1900 7/20/2021 5/18/2020 7/20/2021
4 Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021 10/28/2021
5 |Shelby | Jane Test 2/24/2020 7/22/2021 7/22/2021
6 [Shelby | James Test 2/24/2020 7/22/2021 7/22/2021
7 Becky M Jane3 Test 10/15/2018 11/26/2021 11/26/2021
8 Becky M James3 Test 11/29/2021 11/29/2021
9 Becky M James3 Doe 5/27/2021 11/24/2021 11/24/2021
10 Molly HB Jane2 Doe 9/23/2021 9/23/2021
11 |Molly HB Jane2 Test 11/16/2021 6/4/2019 11/16/2021
12 Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021 11/17/2021
13 MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020 12/1/2021 N
14 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021 12/14/2021
15 MariAnna O James4 Test 12/15/2020 12/15/2021 12/15/2021
iMariAnna o Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 12/14/2021 El
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Click on the letter | of column | to select the entire column named Acuity Due Date. Change the
format of the cell types to be “Short Date”.

File Home Insert Page Layout Formulas Data Review View Help 1 Comments 12 Share

B e n oA s ==He- B Bmp 2 20

% Delete v

@~ ’
Paste = il Formatas Cell - Sort& Find & | Analyze
.S Iy ClE== v (83 SZ::CIWC format | |¥ Tablev Styles~ fEFormatv | @ v Fierv Select v Da:’a
Clipboard = Font = Alignment = Styles Cells Editing Analysis Sensitivity A~
Number
11 - Jfe | Acuity Due Date 12 Acuity Due Date ~
Currency
@ Acuity Due Date
A B C D — A G H J K L M [~]
L—é Acuity Due Date Date of most
st recent CARE Most Recent
Case Manager Date of most ﬁ SimrilrR ty ACCESS Acuity  Acuity Acuity
1 |Name Name recent ISP ISP Due Date Acity Due Date ENT Reassessment Assessment  |Due Date
2 |Shelby I Jane Doe 6/30/190 Long Date 1/0/1900]
3 |shelby| James Doe 6/30/190 E Acuity Due Date )/2021 5/18/2020  7/20/2021
4 [Molly HB James2 Doe 6/30/190 ) 1/2021 10/28/2021  10/28/2021
5 |Shelby | Jane Test @ Time 2/2021 7/22/2021]
Acuity Due Date
6 |Shelby | James Test 2/2021 7/22/2021
7 |Becky M Jane3 Test cy Percentage ©5/2021 11/26/2021]
8 |Becky M James3 Test O Acuity Due Date /2021 11/29/2021]
9 |Becky M James3 Doe ) 7/2021 11/24/2021  11/24/2021
10 [Molly HB Jane2 Doe A Fraction 3/2021 9/23/2021
11 |Molly HB Jane2 Test Acuity Due Date 5/2021 6/4/2019  11/16/2021
12 [Molly HB James2 Test More Number Formats.. )/2021 11/17/2021  11/17/2021,
13 [MariAnna O Jane4 Doe 21572019 1271/2021 12/1/2020  12/1/2021 Il
14 [MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021  12/14/2021
15 [MariAnna O James4 Test 12/15/2020 12/15/2021 12/15/2021
16 [MariAnna O Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 12/14/2021 ~
2) Inthe 2nd row of this column, type in formula =EDATE(select or type “H2” as the start date,
6). Drag this formula down to all cells (note: to drag down a formula, hover over the bottom
right corner of cell D2 until you see the + symbol cursor, then double click). This creates a
date 6 months from the most recent Acuity service date.
3 P4 uvimv|MY L4 ====== » v 70 7|00 0 =) &~ Select v
Clipboard 18 Font Alignment Number Styles Cells Editing Analysis | Sensitivity A
12 - X « ft  =EDATE(H26) QS
A B C D E F G H | J K L [<]
Date of most Date of most
recent INITIAL Date of most recent CARE Most Recent
Case Manager Date of most Acuity recent Acuity ACCESS Acuity  Acuity Acuity Due
1 Name Name recent ISP ISP Due Date Assessment REASSESSMENT R ment _Date
2 |shelby1 Jane Doe 6/30/1900 | 1/0/1900|=EDATE(H2,6) |
3 (Shelbyl James Doe 6/30/1900 7/20/2021 5/18/2020  7/20/2021
4 |Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021  10/28/2021
5 |Shelby | Jane Test 2/24/2020 7/22/2021 7/22/2021
6 |Shelby| James Test 2/24/2020 7/22/2021 7/22/2021
7 |Becky M Jane3 Test 10/15/2018 11/26/2021 11/26/2021
8 Becky M James3 Test 11/29/2021 11/29/2021
9 |Becky M James3 Doe 5/27/2021 11/24/2021  11/24/2021
10 Molly HB Jane2 Doe 9/23/2021 9/23/2021
11 Molly HB Jane2 Test 11/16/2021 6/4/2019  11/16/2021
12 Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021  11/17/2021
13 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020  12/1/2021 |
14 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021  12/14/2021
15 |MariAnna O James4 Test 12/15/2020 12/15/2021 12/15/2021
16 |MariAnna O Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 12/14/2021 I~
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Clipboard 1y Font Iy Alignment Iy Number Iy Styles Cells Editing Analysis | Sensitiity ~
12 - Jfe | =EDATE(H2,6) -~
A B C D G H | J K L [~]
recert vate ut St AN IViost Recent
Case Manager Date of most Acuity recent Acuity ACCESS Acuity  Acuity Acuity Due -
1 Name Name recent ISP ISP Due Date Assessment REASSESSMENT nent Date
2 [shelby 1 Jane Doe 6/30/1900 1/0/1900|  6/30/1900
3 [Shelby | James Doe 6/30/1900 7/20/2021 5/18/2020 7/20/2021 1/20/2022
4 |Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021 10/28/2021 4/28/2022
5 |Shelby | Jane Test 2/24/2020 7/22/2021 7/22/2021 1/22/2022
6 [Shelby | James Test 2/24/2020 7/22/2021 7/22/2021 1/22/2022
7 |Becky M Jane3 Test 10/15/2018 11/26/2021 11/26/2021 5/26/2022
8 [Becky M James3 Test 11/29/2021 11/29/2021 5/29/2022
9 |Becky M James3 Doe 5/27/2021 11/24/2021 11/24/2021 5/24/2022
10 |Molly HB Jane2 Doe 9/23/2021 9/23/2021 3/23/2022
11 |Molly HB Jane2 Test 11/16/2021 6/4/2019 11/16/2021 5/16/2022
12 |Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021 11/17/2021 5/17/2022
13 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020 12/1/2021 6/1/2022
14 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021 12/14/2021 6/14/2022
15 |MariAnna O James4 Test 12/15/2020 12/15/2021 12/15/2021 6/15/2022
16 |MariAnna O Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 12/14/2021 6/14/2022 ]
17 |Becky M Jane3 Doe 5/24/2022 11/24/2022 11/24/2021 5/24/2021 11/24/2021 5/24/2022|™ —
3) Select all column headers to add a filter
File m Insert Page Layout Formulas Data Review View Help I Comments 12 Share
B E | B 5y 2 IO
Paste @~ Conditional Formatas Cell %Z Delete Analyze
.S Iy Formatting v Table v Styles~ | [EIFormat~ Data
Clipboard 1S Styles Cells 5] SortAtoz is | sensitivity ~
11 M %l sortztoA ~
Custom Sort...
A B < D E F G H Y Fitter K L [<]
Date of most Date of most ¥4
recent INITIAL Date of most recent CARE Most Recent
Case Manager Date of most Acuity recent Acuity ACCESS Acuity  Acuity 1 T‘
1 |Name Name recent ISP ISP Due Date it REASSESSMENT 1t Date |
2 Shelby | Jane Doe 6/30/1900 1/0/1900 6/30/1900
3 (Shelby! James Doe 6/30/1900 7/20/2021 5/18/2020 7/20/2021 1/20/2022
4 Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021 10/28/2021 4/28/2022
5 |Shelby | Jane Test 2/24/2020 7/22/2021 7/22/2021 1/22/2022
6 Shelby | James Test 2/24/2020 7/22/2021 7/22/2021 1/22/2022
7 Becky M Jane3 Test 10/15/2018 11/26/2021 11/26/2021 5/26/2022
8 Becky M James3 Test 11/29/2021 11/29/2021 5/29/2022
9 Becky M James3 Doe 5/27/2021 11/24/2021 11/24/2021 5/24/2022
10 |Molly HB Jane2 Doe 9/23/2021 9/23/2021 3/23/2022
11 Molly HB Jane2 Test 11/16/2021 6/4/2019 11/16/2021 5/16/2022
12 |Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021 11/17/2021 5/17/2022
13 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020 12/1/2021 6/1/2022 ]
14 MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021 12/14/2021 6/14/2022
15 |MariAnna O James4 Test 12/15/2020 12/15/2021 12/15/2021 6/15/2022
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4) Click on the filter arrow in Acuity Due Date and select ‘Sort Oldest to Newest”

File m Insert Page Layout Formulas Data Review View Help 1 Comments 12 Share
f‘ 4 Calibri Y A A= . Date . Binsert v | 3~ A? /C)
PasEl - E 0 @%nal Fo%as iE:/i FDelete ~ i SZort & Find& | Analyze
-4 Ty~ % Y BB g~ Tble~ Sylesv | EiFomats | € Fiterv sdectv | Data
Clipboard I Font 5] Alignment 5] Number 5] Styles Cells Editing Analysis | Sensitivity ~
11 - Je | Acuity Due Date -~
21 Sort Oldest to Newest —
A B C D E F J K L -
Date of most Dat %l Sort Newest to Oldest
recent INITIAL Date of most rec Sort by Color >
Case Manager Date of most Acuity recent Acuity AC(
1 [Name ~|Name ~ |recent ISP ~ |ISP Due Date | - |Assessment ~ |REASSESSMENT ~ |Rez
2 [Shelby | Jane Doe 6/30/1900 .4
3 Shelby | James Doe 6/30/1900 7/20/2021
4 Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021
5 Shelby | Jane Test 2/24/2020 7/22/2021 Date Filters
6 Shelby | James Test 2/24/2020 7/22/2021 Search (All) O
7 Becky M Jane3 Test 10/15/2018 11/26/2021 elect All
8 Becky M James3 Test 11/29/2021 022
9 |Becky M James3 Doe 5/27/2021 200
10 Molly HB Jane2 Doe 9/23/2021
11 |Molly HB Jane2 Test 11/16/2021
12 Molly HB James2 Test 12/16/2019 4/30/2021
13 MariAnna O Janed Doe 2/8/2019 12/1/2021 N
14 |MariAnna O James4 Doe 7/24/2018 12/13/2019
15 MariAnna O James4 Test 12/15/2020 12/15/2021
16 |MariAnna O Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 EI
File m Insert Page Layout Formulas Data Review View Help tJ Comments 12 Share
fr‘ 4 Calibri Y SAN === 8 General . Binsert + | 3~ Ay /C)
PasEl B~ = E 0 Co%nal Fo%as ?{ Epoete - i SZort & Find& | Analyze
.S B I U~ = 5% B gy Tablew Stles~ | [EiFomats | € Fiterv solect~ | Data
Clipboard 1§ Font [} Alignment [} Number [} Styles Cells Editing Analysis | Sensitivity A
16 2 Je S
A B C D E F G H I J K L [+]
recent INITIAL  Date of most recent CARE Most Recent
Case Manager Date of most Acuity recent Acuity ACCESS Acuity  Acuity Acuity Due ]
1 [Name ~|Name ~ |recent ISP ~ ISP Due Date |- |Assessment ~ |[REASSESSMENT ~ |Reassessment | v |Assessment - Date -1
2 |Shelby | Jane Doe 6/30/1900 1/0/1900 6/30/1900
3 |Shelby | James Doe 6/30/1900 7/20/2021 5/18/2020 7/20/2021 1/20/2022
4 (Shelby | Jane Test 2/24/2020 7/22/2021 7/22/2021 1/22/2022
5 |Shelby | James Test 2/24/2020 7/22/2021 7/22/2021 1/22/2022
6 |Molly HB Jane2 Doe 9/23/2021 9/23/2021  3/23/2022 |
7 Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021 10/28/2021 4/28/2022
8 Molly HB Jane2 Test 11/16/2021 6/4/2019 11/16/2021 5/16/2022
9 Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021 11/17/2021 5/17/2022
10 Becky M James3 Doe 5/27/2021 11/24/2021 11/24/2021 5/24/2022
11 |Becky M Jane3 Doe 5/24/2022 11/24/2022 11/24/2021 5/24/2021 11/24/2021 5/24/2022
12 Becky M Jane3 Test 10/15/2018 11/26/2021 11/26/2021 5/26/2022
13 |Becky M James3 Test 11/29/2021 11/29/2021 5/29/2022
14 |MariAnna O Jane4 Doe 2/8/2019 12/1/2021 12/1/2020 12/1/2021 6/1/2022
15 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021 12/14/2021 6/14/2022 L
16 |MariAnna O Jane4 Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 12/14/2021 6/14/2022
17 |MariAnna O James4 Test 12/15/2020 12/15/2021 12/15/2021 6/15/2022 =
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5) Option to highlight those whose due dates are in the past (in this example, the day is
7/1/2022). Can also look at whose Acuity due date’s are coming up. Note: *you can ignore
the Acuity Due Date for those who do not have any Acuity assessment entered yet* Those
are highlighted yellow in the example below and are still in need of their initial Acuity.

File m Insert Page Layout Formulas Data Review  View Help 7 Comments 15 Share
f‘ 4 Calibri Jin AR =E=Ee. General N Hinsert ~ | X =iV /C)
PasEl N — E = 0 00 @%nal Fo%as iE:/f HEaete - v SZort & Find& | Analyze
= B I U~ == = $ %9 B | atting Table v Syles~ | HHFormats | € Fiorv selectv | Data
Clipboard I Font 5] Alignment 5] Number [ Styles Cells Editing Analysis | Sensitivity ~
17 o Je -
A B C D F G I J K L [+]
Lase vianager Ddate or most AcCUIty recent Acuity ALLESS ACUILY Acuity Acuity Due
1 |[Name ~|Name ~ |recent ISP ~ |ISP Due Date |~ |Assessment ~ |[REASSESSMENT -~ |Reassessment | ~ | Assessment - Date -1
2 Shelby | Jane Doe 6/30/1900 1/0/1900 6/30/1900 ]
3 Shelby! James Doe 6/30/1900 7/20/2021 5/18/2020 7/20/2021
4 Shelby | Jane Test 2/24/2020 7/22/2021 7/22/2021
5 |Shelby | James Test 2/24/2020 7/22/2021 7/22/2021
6 Molly HB Jane2 Doe 9/23/2021 9/23/2021
7 [Molly HB James2 Doe 6/30/1900 8/3/2018 4/21/2021 10/28/2021 10/28/2021 |
8 Molly HB Jane2 Test 11/16/2021 6/4/2019 11/16/2021
9 Molly HB James2 Test 12/16/2019 4/30/2021 11/17/2021 11/17/2021
10 |Becky M James3 Doe 5/27/2021 11/24/2021 11/24/2021
11 |Becky M Jane3 Doe 5/24/2022 11/24/2022 11/24/2021 5/24/2021 11/24/2021
12 |Becky M Jane3 Test 10/15/2018 11/26/2021 11/26/2021
13 |Becky M James3 Test 11/29/2021 11/29/2021
14 MariAnna O Janed Doe 2/8/2019 12/1/2021 12/1/2020 12/1/2021
15 |MariAnna O James4 Doe 7/24/2018 12/13/2019 12/14/2021 12/14/2021
16 MariAnna O Janed Test 5/3/2022 11/3/2022 12/6/2019 12/14/2021 12/14/2021
17 |MariAnna O James4 Test 12/15/2020 12/15/2021 12/15/2021 L
18
__ r<1
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