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This guide will walk you through the basics of building a custom report utilizing a filter that

looks at clients by:

Encrypted URN

Race

Last Quantitative Lab Date (Viral Load)

Last Quantitative Lab Value (Viral Load)

This guide was created in

partnership By Genna Owens

HEALTH

DEPARTMENT

« For any questions, please contact MDHHS - Division of HIV/STD Programs
(MDHHS-DHSP-TAandData-Requests@michigan.gov).



Detailed Overview:

1. Select Reports.

apid Entry
Appointments
My Settings
System Information

System Messages
Administrative Options
Switch Providers

Log Off

2. Select the

Custom . Customize

Add Client
Reports tab.  Find Client
Reports
Rapid Entry
Appointments
My Settings
System Information
System Messages
Administrative Options
Switch Providers

Log Off

3. Select Manage/Run
Custom Reports.

Switch Providers
Log Off




4. This will take you to the main page for custom reports. This is where you will run all custom reports in
your domain. To create a new report, select Add.

@ . CAREWare Reports > Custom Reports > Manage Run Custom Reporis

Customize

Add Client Manage Run' Add Delete Make Read Only Back Help Print or Export

Find Client

Reports Manage/Run Custom Reports

Rapid Entry FramEi

Appointments

My Settings Name CrossTab Report Type Description Read Only Date Created
Systemn Information GM full client list Service 120372015 12:07 PN
System Messages Beaumont Service 12/3/2015 12:0 Pl

Administrative Options
Switch Providers
Log Off

For system issues please contact
us at MDHHS-

race and name JS
MH CM dual enrolin
PERF.IND:MCMAdr
PERF.IND:MCMAdr
Mental Health
RDR#24 new client

Demographics
Service
Sernvice
Sernvice
Service

Demographics

51772016 11:08 AN
12372015 12:08 Pl
12/3/2015 12:04 PN
12/372015 12:04 PN
10/12/2016 9:42 AN
12/372015 12:09 PN

CAREWareSupport@michigan.gov

5. A box will pop up. Type in a Report Name, select a Report Type, and indicate if the report is a crosstab.
For most reports, the report type will be Demographic or Service. Then select Save.

@ . CAREWare Reports = Custom Reports > Manage Run Custom Reports = Add
Customize
Add Client Save Back
Find Client
Reports Add
Rapid Entry )
Appointments Setup Details
My Settings Report Name: |Building a Custom Report
System Information ]
Report Type: |Demographics »
Systemn Messages BRI orep .
Administrative Options Is Crosstab:
Switch Providers DassmriaT:
Log Off
For system issues please contact
us at MDHHS-
CAREWareSupport@michigan.gov
New
Feature:
You can Use Totals:
Change Header/Footer Format
Font Name: Arial +
the font -
Bold:
and color
Italic:
Of your Underline:
report. Font Size: |10
Color: Black

Note: A crosstab is a table that shows the number of times each of the possible category
combinations occurred in your data. For example, you could select a crosstab for gender and zip
code. When you run the report, it would show you the number of male, female, and transgender

clients in each zip code.



6. This will take you to the page where you can edit and run the report. Select the Report Filter tab. The
report filter is utilized to filter out the specific information you want to know. For example, if you only
want to know information about medical visits, then you would add the OAHS service category to the
report filter. Other examples include:

e Selecting the funding source you want to view (A,B,C,D)
e Selecting a specific time period

o Selecting clients based on gender, race, risk, age, etc.

@ Customi CAREWare Reports > Custom Reports > Manage Run Custom Reports > Building Custom Report Guide Test
ustomize

Add Client Back

Find Client

fems @®Building Custom Report Guide Test
Rapid Entry

Appointments

My Settings Run Report
System Information
System Messages
Administrative Options

Switch Providers
Log Off Field Selection

Start Date : 01/01/2018, End Date ; 12/31/2018, Clients with services, Report Display as :
Open in New Window

Report Layout Building Custom Report Guide Test, Demographics

eURN, HIV Risk Factor, Had Vaccination, Last Quantitative Lab Date, Last Quantitative Lab
Value

Report Filter Report Filter is empty

For system issues please contact
us at MDHHS-
CAREWareSuppori@michigan.gov

7. To add a filter, select Add.

@ Customize CAREWare Reports > Custom Reports > Manage Run Custom Reports > Building Custom Report Guide Test > Report Filter
Add Client Manage Add MoveUp Move Down Delete Templates Back Print or Export

Find Client .

Reports Report Filter

Rapid Entry Search:

Appointments

My Settings Operator Paren. Field Name Is Not = »= s=

System Information
System Messages
Administrative Options
Switch Providers

Log Off

For system issues please contact
us at MDHHS-
CAREWareSuppori@michigan.gov



8. Avery large list of filter options appear. For the purposes of this exercise, we will be selecting all Part A

clients that received a service in a year long date span (“Subservice Count by Funding in Date Span”).

Type the name of the filter into the search bar and double click the field name or select Use Field.

CAREWare Reports » Custom Reports > Manage Run Custom Reports = Building Custom Report Guide Test > Report Filter > Add

® Customize

Add Client Use Field Back Print or Export
Find Client .

Reports Report Fields

Rapid Entry

: Search: |subservice cou
Appointments

My Settings

System Information
System Messages
Administrative Options
Switch Providers

Log Off

Field Name

Subservice visit count X days apart
Subservice Count
Subservice Count by Funding

Subservice Count In Span

Subservice count by funding in date span

Keywords Previous Field Nar Description

Demographics Sbs Count by Fundi Returns number of «

Demographics Shs Interval Count  Returns number of 1

Demeographics Subservice Count  Returns number of v

Demographics Subservice Count b Returns number of ¢

Demeographics Subservice Count Ir Returns number of

9. This is where you will indicate the parameters of the filter. The parameter will differ slightly among the

filters. For Subservice Count by Funding in Date Span, three fields have to be defined: funding source,

date span, and cross-provider.

@ Customize
Add Client

Find Client

Reports

Rapid Entry
Appointments

My Settings
Systemn Information
Systemn Messages
Administrative Options
Switch Providers
Log Off

Next Back

Date Option:
P=1

<=t

For system issues please contact
us at MDHHS-
CAREWareSupport@michigan.gov

CAREWare Reports » Custom Reports > Manage Run Custom Reports * Building Custom Report Guide Test >

Help

Subservice count by funding in date span>Subfilter

The following 3 criteria need completion for the subfilter

1. Funding_Source

Part A [ #]

2. Date Span (optional)

Months

12 Min. months before end date
0 Max. months before end date

3. Cross-Provider

No

10. From the dropdown menu, choose the correct Funding Source, Date Span, and Cross-Provider. Then

select Next.

the picture above.

Note: Date Span can be in days, months, or specific dates. The default is now months. Indicate the
number of months/days you want to confine the report. The maximum amount of months goes in the first
box (>=) and the minimum amount of months goes into the second box (<=). For example, if you want to
look at a year, the maximum months would be 12 and the minimum months would be 0. It would look like

Cross-Provider allows you to pull values from other provider domains (such as lab values). When using
lab fields, you should always select “yes” for cross-provider. This will pull labs from any agency.




11. This is where you indicate the number of services a client needs to receive in order to be included in this

report. For the purposes of most reports, a client needs to receive at least one service. If that is the case,

then indicate “1” in the >= box.

<= refers to clients that have less than or equal to a certain amount of services

= refers to clients that equal the number of required services

Is Not refers to clients who did not meet the field specifications (in this case, it would be clients who

didn’t receive a Part A service)

@ Customize
Add Client

Find Client
Reports

Rapid Entry
Appointments

My Settings
System Information
System Messages
Administrative Options
Switch Providers
Log Off

For system issues please contact

us at MDHHS-

CAREWareSupport@michigan.gov

12. Save.

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Building Custom Report Guide Test >

Save Back

Criterion Setup

Field Name: |Sbs Count by Funding In Span

Is Not:

13. This will take you back to the report filter page. Add as many filters as needed. Once you are done

adding your filters, select Back.

@ Customize
Add Client

Find Client

Reports

Rapid Entry
Appointments

My Settings
System Information
System Messages
Administrative Options
Switch Providers
Log Off

For system issues please contact
us at MDHHS-
CAREWareSupport@michigan.gov

CAREWare Reports > Custom Reports > Manage Run Custom Reports » Building Custom Report Guide Test > Report Filter

Manage Add Move Up Move Down Delete Templates Back Print or Export

Report Filter

Search:

Operator Paren. Field Name Is Not = »= <=
Sbs Count by Fundi 1



14. Select the Field Selection tab. The field selection lets you specify what you want to see about the filtered
clients. That includes name, eURN, race, age, address, last labs, last services, etc.

@ Customi CAREWare Reports > Custom Reports > Manage Run Custom Reports > Building Custom Report Guide Test
ustomize

Add Client Back

Find Client

Reports ®Building Custom Report Guide Test

Rapid Entry

Appointments
My Settings

Start Date : 01/01/2018, End Date : 12/31/2018, Clients with services, Report Display as :

System Information
System Messages
Administrative Options

Switch Providers
Log Off

fHkenoi Open in New Window
Report Layout Building Custom Report Guide Test, Demographics
Field Selaction eURN, HIV Risk Factor, Had Vaccination, Last Quantitative Lab Date, Last Quantitative Lab

Value

Subservice count by funding in date span { Funding Source = Part A Date Span (optional)
Report Filter Between 12 AND 0 months before the end date or as of date (12/31/2017 And 12/31/2018).
. AND Cross-Provider = No ) ==1

For system izzues please contact
us at MDHHS-
CAREWareSupport@michigan.gov

15. Select Add.

@ Customize
Add Client

Find Client

Reports

Rapid Entry
Appointments

My Settings
System Information
System Messages
Administrative Options
Switch Providers
Log Off

Far system issues please contact
us at MDHHS-
CAREWareSupport@michigan.gov

CAREWare Reports > Custom Reports > Manage Run Custom Reports » Building Custom Report Guide Test >
Manage Add Move Up Move Down Delete Templates Back  Print or Export

Field Selection

Search:

Field Name Column Header Column Width {in) Totals Sort So

16. For this report, we want to know four things: eURN, race, last viral load date & value. Let’s start with
eURN. To search for the field, type the name in the search bar. Select the field and click Use Field.

@ Customize CAREWare Reports > Custom Reports > Manage Run Custom Reports > Building Custom Report Guide Test :
Add Client Use Field Back Print or Export

Find Client -

Reports Report Fields

Rapid Entry Search: EURN

Appointments

My Settings Field Name Keywords Previous Field Nar Description

System Information Encrypted URN Demographics eURN

System Messages
Administrative Options
Switch Providers

Log Off

For system issues please contact
us at MDHHS-
CAREWareSupport@michigan.gov



17. From here, you can customize the field. This includes changing the font and colors, sorting, and setting

18.

priorities. For example, if you wanted to sort names in alphabetical order, you could do that using the

sort function. You could also prioritize name where it shows up as the first column in your report.

Save.
@ Customize

Add Client

Find Client

Reports

Rapid Entry
Appointments

My Settings
System Information
System Messages
Administrative Options
Switch Providers
Log Off

For system issues please contact
us at MDHHS-
CAREWareSupport@michigan.gov

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Building Custom Report Guide Test > Field Selection > Add > Use Field

Save Back
Use Field
Select Field: |cURN
Column Header: |gURN
sort: 4]
Sort Priority: |0

Header Column Format

12 inches

Column Width:

Column Header Font Name: |Arial
Bold:
ltalic:
Underline:

Font Size: |&

Elack

Font Color:
Data Column Format

Font Name: |Arial

a
Bold:
Italic:

Underline:

Font Size: |8

Font Color: |Black

Field Justification: |Left

19. You can view your selected field (to check for accuracy). If you don’t want to view the field, select Back.

This will take you back to the field selection page.

20. Repeat Step 15—19 (Select Add. From the list, select Race. Click Save. Click Back).

21. Repeat Step 15—16. Select Add. From the list, select Last Quantitative Lab Date. This will take you to a
subfilter. For Last Quantitative

22.

Lab Date, three fields have
be defined: lab, date range,
and cross-provider.

From the dropdown
menu, select the Lab (Viral
Load), Date Range (12
months), and Cross-
Provider (Yes). Then
select Next.

@ Customize
Add Client

Find Client

Reports

Rapid Entry
Appointments

My Settings
System Information
System Messages
Administrative Options
Switch Providers
Log Off

to
MNext Back

For system issues please contact
us at MDHHS-
CAREWareSuppori@michigan.gov

Date Option:
: (12

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Bui

Help

Last Quantitative Lab Date>Subfilter

The following 3 criteria need completion for the subfilter
1.Lab
Viral Load

2. Date Range

Months
Min. months before end date
= 0 Max. months before end date

3. Cross-Provider

Yes



23. You can change the column header, set priorities, and change fonts and colors. Once you do that, select

Save' @ C B CAREWare Reports > Custom Reports > Manage Run Custom Reports > Building Custom Report Guide Test > Field Selection
ustomize
Add Client Save Back
Find Client :
Reports Select Field Setup
Rapid Entry

Note: The “Last
Quantitative Lab Date”
field is where dates are
pulled for a lot of tests
including CD4 and Viral
Load.

Appointments

My Settings

System Information
System Messages
Administrative Options
Switch Providers

Leg Off

For system issues please contact
us at MDHHS-
CAREWareSupporti@michigan.gov

Select Field:

Column Header:

Sort:

Sort Priority:

Column Width:

Column Header Font Name:
Bold:

Italic:

Underline:

Font Size:

Font Color:

Font Name:
Bold:
Italic:

Underline:
Font Size:

Font Color:

Last Quantitative Lab Date

Last Quantitative Lab Date

0

Header Column Format

0.6 inches

Arial

]

Black

Data Column Format

Arial

Black

Field Justification: |Left

24. A summary of your field selection appears. You can view your field selection or make any edits by
clicking the blue link. Once you are done, select Back. This will take you back to the field selection page.
@ Customize CAREWare Reports > Custom Reports > Manage Run Custom Reports > Building Custom Report Guide Test > Field Selection
Add Client Back
Find Client
Reports ®Last Quantitative Lab Date
Rapid Entry
Appointments
My Settings View Select Field Last Quantitative Lab Date; Demographics
System Information
System Messages Subfilter Lab = Viral Load Date Range Between 12 AND 0 months before the end date or as of date
Administrative Options (12/31/2017 And 12/31/2018). AND Cross-Provider = Yes
Switch Providers
Log Off Date Format No formatting chosen

25. Repeat Step 15—16. Select Add. From the list, select Last Quantitative Lab Value. This will take you to a
subfilter. For Last Quantitative Lab Value, three fields have to be defined: lab, date range, and cross-
provider.

26. Repeat Step 22—24. From the dropdown menu, select the Lab (Viral Load), Date Range (12 months),

and Cross-Provider (Yes). Then Select Next, Save, and Back.



27. This is what your filter should look like.

@ Customize
Add Client

Find Client
Reports

Rapid Entry
Appointments

My Settings
System Information
System Messages
Administrative Options
Switch Providers
Log Off

For system issues please contact
us at MDHHS-

CAREWareSupport@michigan.gov

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Buildir
MNext Back Help

Last Quantitative Lab Value>Subfilter

The following 3 criteria need completion for the subfilter

1.Lab
=: |Viral Load
2. Date Range
Date Option: [Months
== |12 Min. months before end date
e=: |0 Max. months before end date

3. Cross-Provider

: |‘r’es|

@ e CAREWare Reports > Custom Reports > Manage Run Custom Reports * Building Custom Report Guide Test > Field Selection >
Add Client Save Back

Find Client .

Reports Select Field Setup

Rapid Entry

Appointments
My Settings Column Header: |Last Quantitative Lab Value
System Information
System Messages

Select Field: |Last Quantitative Lab Value

Administrative Options
Switch Providers

Log Off Sort:

“or system issues please contact

Sort Priority: |0

Header Column Format

‘:s;\aRtEh.'\“EJEFI!SSSIJDDD”@I'I'I\Chiqal"l_gﬁ\l' Column Width: |0.55 inches
Column Header Font Name: | Arial
Bold:
Italic:
Underline:

28. You can add additional field selections if necessary. If you don’t need to add any additional filters, then

this is what the final product will look like. Select Back to run your report. This is what the field

selection will look like once all fields are added.

@ Customi CAREWare Reports > Custom Reports > Manage Run Custom Reports » Building Custom Report Guide Test > Field Selection

ustomize
Add Client Manage Add MoveUp Move Down Delete Templates ~Back Print or Export
Find Client - -
Reports Field Selection
Rapid Entry Search:
Appointments
My Settings Field Name Column Header Column Width (in) Totals Sort Sort Priority Status
System Information eURN eURN 1.20 0 Complete
System Messages Race/Ethnicity Race/Ethnicity 144 0 Complete
Administrative Opti

ministrative Lptions Last Quantitative Lab Date  Last Quantitative Lab D¢ 0.58 0 Complete

Switch Providers
Log Off Last Quantitative Lab Value Last Quantitative Lab Ve 0.55 0 Complete

For system issues please contact
us at MDHHS-
CAREWareSupport@michigan.gov

10



29. It is time to run your report. Click Run Report.

@ TS CAREWare Reports > Custom Reports > Manage Run Custom Reports > Building Custom Report Guide Test

Add Client Back

Find Client

Reports ®Building Custom Report Guide Test
Rapid Entry

Appointments

My Settings Run Report
System Information
System Messages

Start Date : 01/01/2018, End Date : 12/31/2018, Clients with services, Report Display as :
Open in New Window

Report Layout Building Custom Report Guide Test, Demographics
Administrative Options
Switch Providers
Log Off Field Selection eURN, Race/Ethnicity, Last Quantitative Lab Date, Last Quantitative Lab Value
Subservice count by funding in date span { Funding Source = Part A Date Span (optional)
Report Filter Between 12 AND 0 months before the end date or as of date (12/31/2017 And 12/31/2018).
For system issues please contact AND Cross-Provider = No ) >= 1

us at MDHHS-
CAREWareSupport@michigan.gov

30. Click Edit. Specify the timespan and output display. Then Save.

@ Customize CAREWare Reports > Custom Reports > Manage Run Custom Reports > Building Custom Report Guide Test > Run Report > Edit

Add Client Save Cancel

Find Client

Reports Run Report
Rapid Entry

Appointments

R Date From: |1/1/2018
System Information

System Messages

Parameters

Date Through: |12/31/2018

Administrative Options Clinical Review Year:
SR T R Output Display: |Open as PDF
Log Off

Show New Clients only:

I Show Clients with Service only: |+ I

EE raiﬁ::?LnHISSS_U SRS Show Specifications:

W amichi
CAREWareSupport@michigan.gov e

Domain Sharing_Settings

Show Shared Service Records: #

Show Shared Clinical Records: |+

Show Shared Custom Subform Records:

Show Shared Case Notes:

* Note: For Output Display, you have three options: open as PDF, download as CSV, or open in new
window. If you want to export it to excel, then you should download it as a CSV. If you just want to
just view the results, then you should either open it as a PDF or open in a new window.

Make sure Show Clients with Services Only, Show Shared Service Records, and Show Shared Clinical
Records is always checked. You will get more comprehensive data.

11



31. Select Run Report.

@ Customize
Add Client

Find Client
Reports

Rapid Entry
Appointments

My Settings
System Information
System Messages
Administrative Options
Switch Providers
Log Off

For system issues please contact
us at MDHHS-
CAREWareSupport@michigan.gov

CAREWare Reports > Custom Reports > Manage Run Custom Reports » Building Custom Re

Edit RunReport Back

Run Report

Date From:

Date Through:

Clinical Review Year:

Qutput Display:

Show New Clients only:

Show Clients with Service only:
Show Specifications:

Sum Numeric Fields:

Show Shared Service Records:
Show Shared Clinical Records:
Show Shared Custom Subform Records:

Show Shared Case Notes:

Parameters
1/1/2018 =

12/31/2018 o

Open as PDF

Domain Sharing_Settings

32. On the right-hand side, you will see a box that lets you know the report is running. You want to see

that box.

@ Eeport is initiated

33. Once it generates, you will receive a message that lets you know it is completed. It will also be on the

right-hand side. Click View Building Custom Report

Guide Test.

® ]

. Report generation complete.

View Building Custom Report
Guide Test

12



34. The report should look like this.

Building Custom Report Guide Test

Data Scope:
Report Start Date:
Report End Date:

MLENUKIN
WO TTA
ougw EuTTa
dtoiS4An K
Lirv#RLMNm
1ZBzZtoFa
CHOGADEM
OepizFalk
bZs Tl mPu
Wlnikw a8
FrrBzzhEyx
Jhin+BEDT
meHo0aZZF
BzigvcOEP
wOUSISPm
SDhxbFygX
u2BLy KBRy
JrheLgTED

! Note: Creating a report using a “PDF” or “Open new window” output opens the report in a new tab. In
: order to get back to CAREWare, close out the tab. That will take you back to the run report page.

Matrix Human Services

0170112018
123112018

RacaBhnicity:

While (non-Hispanic)
While (non-Hispanic)
Black or Afrcan-Amercan
Hispanic

White (non-Hispanic)
While (non-Hispanic)
While (non-Hispanic)
Black or African-American
While (non-Hispanic)
Black or Afrcan-Amercan
Black or African-American
His panic

While (non-Hispanic)
Black or African-American
White (non-Hispanic)
While (non-Hispanic)

His panic

Black or African-American

Last Last

Quantitative Quantit...
)

I sk Mada - I
1022018 20

08292018 20

11MS2NE 20

1107/21E 20

091182018 20

11092 E 20

1022206 20

107302018 20

072018 20

022072018 20

11801 28 20

02272018 20

0262018 20

T1HYHNE 20

08292018 20

10162018 20

13



CAREWare: Export into Excel

Once you have a report, you can easily export the information into excel.

1. On the run report page, you choose the parameters for you report. This includes the date parameters and
output. To export, you want to choose Download as CSV as your output. Then Save.

@ Customize CAREWare Reports > Custom Reports = Manage Run Custom Reports > Building Custom Report Guide

Add Client Save Cancel

Find Client

Reports Run Report
Rapid Entry

Appointments

My Settings Date From: |1/1/2018
System Information

Parameters

' Date Through: [12/31/2018
System Messages

Administrative Options i ! .
Switch Providers Qutput Display: |Download as CSV I
Log Off

Show New Clients only:

Show Clients with Service only: ¢

For system issues please contact
us at MDHHS-
CAREWareSupport@michigan.gov

Show Specifications:
Sum Numeric Fields:

Domain Sharing Settings

Show Shared Service Records:
Show Shared Clinical Records:
Show Shared Custom Subform Records:

Show Shared Case Notes:

2. Click Run Report. You will get a message that lets you
know the export is generating (on the right-hand
side). @ Export is initiated

3. Once it generates, you will be prompted to download the report.

. CSV export generation is now
complete.

Download Building Custom Report
Guide Test

14



Microsoft Excel Tips

Import Errors

Once you have exported your data into excel, you may see green triangles in the top, left-hand corner of
the data cells that look like this:

A B E F G
Name Gender Age HIV Risk F: Race il HH Income Last Primal
Daffy Duck Male 30 MSM Black or African- n "8796.0000 Medicaid
Mickey Mouse Male "36 MSM Black or African-American '0.0000 Medicaid
Tom Cat Male 44 MSM Black or African-American "0.0000 Private - Enf
Donald Duck Male 63 Heterosexu: Black or African-American 00000 Medicaid
Pepe Le Pew Female 23 Heterosexu: Black or African-American 00000 Medicaid
Yogi Bear Male 10 MSM White (non-Hispanic) '0.0000 Medicare P
1
These sometimes occur when excel doesn’t read the numbers HH Income
as numbers. To resolve this, highlight the entire column and a —’ & Tﬂlrﬂgﬂﬁdgum
yellow warning box will appear. Click on that, and then select 'EI-II]EIII]EI
Convert to Number. 0.0000
0.0000
0.0000
—n
You may also need to convert your dates. A B C D E
Race/Ethr Last Quar Last Quantitative
i no 1/2/2018 20
3 I0INOVTTy White (nD S 20
4 lougqwEuT: Black or A ST 20
Format Cells ? e
1. To convert #### to dates,
. . MNumber  Alignment Fant Border Fill Protection
highlight the column.
Category:
. . G | Sample
2. nght_CIICk the COIUmn and gf':”egzr Last Quantitative Lab Date
urrency
choose Format Cells. o L ——
Time *3:;11;;2015_ March 14, 2012 .
*Wednesday, Marcl L
3. Under the Number tab, choose Fraction i
Date. rod
chenal 14-har12 v
4. Choose the date format you Loaale {location):
English {United States) ~
would like to use.
5. Select okay.

Date formats display date and time serial numbers as date values, Date formats that begin with

6. YOU WI” be redirectEd baCk to the an asterisk [*} respond to changes in regional date and time settings that are specified for the

operating system. Formats without an asterisk are not affected by operating system settings.

excel sheet and the dates will

appear.
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Sorting Your Data

B H S s
I HOME  INSERT  PAGELAYOUT — FORMULAS — DATA  REVEW  VIEW

o X Cut

3 AutoSum

= )
Adal o Ja s ==E ®-  SwapTer General F [ | Normal Bad Good Neutral = o< [
e OO ¢ r I F i'( Input Not = IEEIrt DEE\‘( Forman 2P
E. b === es o $ - %2t | Condionsl Fornetss [(TTCKCI Explanatory - linked el _ [Noe | o ekt Forma
" ¢ romatpsmter B T Y e DA === &£ E Merge& Center $-% » W% Farmattng - Tobie Y P! - ; s " @ Clear-
Clipboard [ Font & Alignment n Number n Styles Cell
S11 M S
A B c D E F G H | J K L M N o P a R s T u v w
Last Primary Viral Load  Viral Load
1 Name Gender Age HIV Risk Factor Race/Ethnicity HH Income Insurance In Span  LabDate  Lab Value
2 DafyDuck  Male 30 MSM Black or Afican-American 4796 Medicaid 562612016 858
3 Mickey Mouse Male 36 MSM Black or Afiican-American 0 Medicaid 1071072016 29403
4 TomCat Male 44 MSM Black or Afican-American 0 Private - Employer 121112016 76262
5 DonaldDuck Male | 53 Black or Af 0 Medicaid 1272872016 13660
6 PepelePew Female 23 Black or Afi 0 Medicaid 81612016 23522
T YogiBear  Mals | 40MSM White (non-Hispanic) 0 Medicare Part B 117312016 42305
8
f

1. Highlight all cells and select Sort & Filter.

2. From the dropdown menu, select “Custom Sort”.

3. Asort box will appear from the dropdown menu. Select the column you would like to “sort by.” In the

order box, you can decide if you would like to list the numbers largest to smallest or vice versa.

Sort

[ 4] Add Level ” < Delete Level ” ) Copy Level ”

[z l=]

My data has headers

Column Sort On

Sort by

Order
[

Viral Load Lab Value |E| Values

Smallest to Largest

[=]

OK ][ Cancel ]

For this example, largest to smallest was used so you can easily pick out the individuals with the highest

viral load as they have the highest risk for poor health outcomes.

A B C D E F G
Last Primary

1 Name Gender Age HIV Risk Factor Race/Ethnicity HH Income Insurance In Span
2 |Tom Cat Male 44 MSM Black or African-American 0 Private - Employer
3 |Yogi Bear Male 40 MSM White (non-Hispanic) 0 Medicare Part A/B
4 |Mickey Mouse Male 36 MSM Black or African-American 0 Medicaid

5 |Pepe Le Pew Female 23 Heterosexual Black or African-American 0 Medicaid

& |Donald Duck Male 53 Heterosexual Black or African-American 0 Medicaid

7 |Dafty Duck Male 30 MSM Black or African-American 8796 Medicaid

8

9

H |
Viral Load Viral Load
Lab Date Lab Value
12/1/2016 76262
11/3/2016 42305
10/10/2016 29403
8/16/2016 23622
12/28/2016 13660
5/26/2016 858
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