Clients – Missing Data
Question: How do I figure out which clients are missing the required demographic data and / or assessments?
1. Highlight “Clients with Service Units by Time Interval” on the Launcher. 

2. Press the “Ad hoc” button in the upper-right. You will see the ad hoc query window: 

[image: image1.emf]
3. You will now create the first condition that Q will use to search. Press the “Edit” button. You will be presented with an “Add Condition” window: 
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4. Browse the columns on the left side and highlight “Age.” 

5. In the Operator field, choose “is null” which will exclude the value that you choose. You will notice that there are many other operators to choose from. The available operators depend on the type of field you have selected (text, date, numeric.) 

6. Press “Save.” Q will show you the first condition that you have created: 
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7. To add other conditions, press the “Or…” button and the “Add Condition” window will reappear again. Choose your parameters, remembering to “save” after each selection and choosing “Or…” to add more.

To query for clients who are missing one of the required demographic fields (except for rural status) choose the following parameters:
[Age] is null  OR 

[Lives Alone] is null  OR

[Low Income] is null  OR

[Race] is null  OR

[Sex] is null 

For missing ADL/IADL, Nutrition Risk or Cognitive Assessments, choose the following parameters: 

[California ADLs/IADLs\NAPIS ADL Count] is null  OR

[California ADLs/IADLs\NAPIS IADL Count] is null  OR

[Client Nutrition Risk\Total Points] is null  

[Cognitive Assessments\Level] is null

To query for clients whose Nutrition Risk "Last Updated" date is not within fiscal year: 

[Client Nutrition Risk\Last Updated] < '7/1/XXXX' OR
[Client Nutrition Risk\Last Updated] is null OR 
[Client Nutrition Risk\Last Updated] >= '07/01/XXX' 
HINT: Remember to select “Or…” after choosing each field.
[image: image5.emf]8. Your final query should look like this:

9. Click the “Execute” button. You will be presented with a standard “Clients with Service Units by Time Interval” query window. 

10. Fill in your agency name and service, start date, end date, and active status. 

HINT: use July 1 through June 30 to see clients for the year
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11. Press “Query.” Q will present you with a list of all clients who are missing the required demographic or assessment data: 

12. You can save this query in your waiting room by right-clicking on the blue bar and pressing “send to” and selecting “waiting room”. 
HINT: remember to rename your query to something you will remember, i.e. FY0708 missing client data.
A reminder of what must be captured in the client record:

· Age (calculated by birth date)

· Race

· Sex

· Low-Income status

· Lives Alone status

· California ADL’s/IADL’s for HDM, Linkages, Personal Care / Homemaker services 
· Nutrition Risk assessment for HDM (total nutrition risk points)
· Cognitive Assessments for ADCRC’s

To view what is missing for each client, follow these instructions:

1) drag the query to your waiting room so it is saved there and can be opened at varying times you are able to work on it

2) open the query

3) right click and select “add columns”

4) select these categories:

a. Age

b. Sex

c. Race

d. Low Income

e. Lives Alone

f. California ADLs/IADLs: NAPIS ADL count

g. California ADLs/IADLs: NAPIS IADL count
h. Client Nutrition Risk: Total Points

i. Cognitive Assessments: Level (ADCRC only)

5) Once these categories are selected, you will be able to see visually what client is missing data

