Guide for the ASI Template Version 3.0 Beta
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1) Inputting new data

To input the data from an ASI intake form, click onthe New AS Intake Data Entry Form
button.

MNew AS| Intake Data
Entry Form

To input the data from an ASI follow-up form, click onthe New AS Follow-Up Data Entry
Form button.

New ASI Follow-Up
Data Entry Form

For either case, aform corresponding to the ASI paper form (available from
http://www.adamhfranklin.org/outcomes.htm) will appear.
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Three fields (Provider, UCI, and Interview Date) are required. It is possible to tab from one field
to the next. When a survey has been entered, either tab to a new survey (to begin entering
another ASl) or close out of the window to save the entered data.



2) Revising aform

To revise data for aform that has already been input, click on either the View and Edit Intake
Records button or the View and Edit Follow Up Records button.
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You will be asked to erter the UCI for the consumer whose records you wish to modify.
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Then you will be asked to enter the date when the interview took place. Y ou do not need to enter
an interview date (just hit the OK button).

Enter Parameter ¥alue X

When did the interview take place? (MDD )

The ASI revision form looks like the correspond new data form
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with two exceptions. If you want to delete arecord, click on the Delete Record button.

Be very careful — once arecord has been deleted, it cannot be recovered.

The revision form may be used similarly to the intake form. Once you have made the necessary
revisions, click on the Click here to resend data to ADAMH button.

Click here to resend data to ADAMH |

This will reset the record so it may be re-exported to ADAMH.

After changes have been made (and the Click here to resend data to ADAMH button has been
clicked), close out of the window so all changes will be saved.



3) Sending data to the ADAMH Board

After you have entered new data, you may export it to adisk by clicking on the Send New Intake
Data to ADAMH button.

Send New Intake Data to
ADAMH

Make sure you have put adisk into the a\ drive first. The exported file will be named
asi_Intaketxt. You will want to change the name to reflect your agency’s UPID and the date of
the export.

Similarly, to export follow up data, click on the Send New Follow-Up Data to ADAMH button.

Send New Follow-Up Data
to ADAMH

The file name for follow up datais asi_fup.txt.
Pleaseretain a copy of the exported text files for your own records.

These text files follow the format of the data specifications available from the ADAMH Board
Outcomes webpage.

If you have not entered any new ASI’s since the last export, you will get the following window:
Microzoft Access |

& The databaze does not have new data. The proceszs will stop.




4) Tracking sheet

To keep an electronic version of atracking sheet, click on the New Tracking Sheet button.
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allows you to keep track of calls made to a consumer.

The Amend Previous Tracking Sheet button is used for subsequent calls.

Amend Previous
Tracking Sheet

To export the data, click on the Export Tracking Sheet Records button.

Export Tracking
Sheet Records

Any individua records that have the Send to ADAMH Board box checked will be exported.



5) Reports
The ASI template Version 3.0 Beta has severa reports.

To access the ADAMH AS Reports menu, click on the Reportsbutton

Reports

at the very bottom of the ADAMH AS Survey Database menu.

Three types of reports are available.
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Aggregate reports present summary statistics for intake and follow up forms thet have been
entered in the template. The individual report is a comparison across time at the individual
consumer level. The quality control reports help you determine which questions are going
unanswered and which consumers are not completing the entire questionnaire. Click on abutton
to generate areport. It may take afew seconds for the report to appear.



