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Caveats

The Adult Performance Outcome Data System (APODS) is intended to help counties manage their adult performance outcome data.  While every effort has been taken to ensure that APODS operates correctly and that all scoring and reporting features are accurate, it is possible that small imperfections could exist.  As problems are identified, the system will be fine-tuned.

APODS is currently available in Microsoft Access 97 or 2000.  APODS can now be used in a multi-user environment.  However, only ONE person can import data at a time.

APODS is free to any county or entity that would like to use it.  However, the California Department of Mental Health and its staff make no guarantee, expressed or implied, and are not responsible for damage, loss, or inconvenience resulting from a county or entity’s voluntary use of this product.

Future Plans

The Performance Outcome Data System is still incomplete.  The Department of Mental Health plans to expand this system to include the new Children and Youth and Older Adult systems as funds become available.

Product Support

For additional information regarding APODS (e.g., entering data, generating reports, importing and exporting data, etc.), contact the Research and Performance Outcome Development (RPOD) unit at (916) 654-0471.  For technical assistance (e.g. networking, software installation problems, or other system errors) regarding APODS, contact the DMH Information Technology “Help Desk” at (916) 654-3117. 

TABLE OF CONTENTS

2Acknowledgements

Caveats
2
Future Plans
2
Product Support
2
Minimum System Requirements
6
Hardware Requirements
6
Software Requirements
6
Additional equipment that will make the process of reporting data easier
6
Uninstalling Previous Versions of APODS
7
Installing APODS Version 2.0
7
Setting up Your Computer
11
Changing the settings on the Windows Taskbar to “auto hide”
11
Changing the Display Settings to increase the viewable area on your computer
11
To modify the Display Settings:
12
Starting APODS
13
Initial System Defaults
13
Default Database Connection
13
APODS Overview
16
Clients Menu
18
Client Screen Overview
18
Adding New Client Record
19
Adding a New Client Link Date
19
Entering Supplemental Client Information
20
Entering a Client’s Performance Outcome Instrument Data
21
Entering a Client’s BASIS-32 Instrument Data
21
Entering a Client’s CA-QOL Instrument Data
21
Enter a Client’s MHSIP Instrument Data
22
Modifying an Existing Client’s Record
23
Looking up a Specific Client in the Database
23
Deleting a Current Client’s Record
24
Delete A Client’s Link Date
24
Reports Menu (Graphs, Charts and Reports)
25
Client Level Reports
25
Types of Client Level Reports
25
Generating a Client Level Report:
25
System Level Reports
26
Types of System Level Reports
26
Generating a System Level Report
27
System Menu (Import, Correct Records, Create Missing Instruments, Export)
29
Import File Names / Data Dictionary
29
Import Validation Rules
29
Import APODS Text Files
30
Generating Import Error Reports
31
1.
“Import Validation Errors” Report
32
2.
“Invalid Link Dates” Report
33
3.
“Unmatched Client IDs” Report
34
4.
“Invalid Client ID” Report
34
Import Corrected Records
34
Summary of Import Errors and Correction Methods:
35
Create Missing Instruments
36
Create Missing CSI SUPs
36
Export Data Files
37
Tools Menu
39
Connect Database
39
Single User Environment
39
Multiple User Environment
39
Compact and Repair of Database
40
APODS2000: Compact and Repair
40
APODS97: Compact and Repair
40
Empty APODS Database
42
Options
42
To Set System Defaults
42
Uninstalling APODS
44
Frequently Asked Questions/Troubleshooting
45

When I try to open APODS2000, why do I get a message informing me that the database format is unrecognized?
45

When I try to open APODS97, I get a message asking me if I want to convert or open the database.  Which option should I choose?
45

When I open APODS, I get a message that I need to connect to a database.  What do I do?
46

Why are the GENDER and LINK DATE fields not visible on my screen?  The screen appears to be “cut off.”
47

APODS appears to run much slower than usual during importing.  Is there anything that can be done to improve the speed?
48

Why are there no instrument tabs on the client screen?
48

Why do some client’s instruments appear blank – the bubble choices are missing on the screen?
49

What do I enter when a client has left a response blank?
49

How do I de-select an answer?
50

Why is “9” considered an invalid value for an instrument item number (i.e., MHSIP_07, CAQOL11C, etc.) in the “Import Validation Error” report?
50

Why do I receive a “Runtime Error” message when I try to use APODS?
50
Appendix A:  Definition of a Link Date
51
Appendix B:  Uploading County Adult Performance Outcome Data to the Department of Mental Health
52
Appendix C:  Naming Conventions of Text Files and ZIP Files
53
Appendix D:  County Codes
54


Minimum System Requirements

Hardware Requirements

· A Pentium 400 or faster processor (Faster is better!)

· 64 Megabytes of RAM for Access 97 or 2000; 128 Megabytes for better performance

· 5 Megabytes of free disk space for non-runtime installation or 50 Megabytes if installing the Access 2000 runtime version.  More disk space is required to import each file.

· Windows 95, 98, 2000 or NT

· A CD-ROM drive (if installing the Access 2000 runtime version)

Software Requirements

· Microsoft Access 97 or 2000

The APODS 2.0 application can be installed with APODS97Setup.exe or APODS2000Setup.exe, which requires full installation of Microsoft Access 97 or 2000, respectively.  You can download the various installation versions of APODS 2.0 from the California Department of Mental Health Research and Performance Outcome Development unit (RPOD) website at http://www.dmh.ca.gov/rpod/download.htm.  If you do not have access to the internet, you may also request APODS 2.0 on CD-ROM from the California Department of Mental Health.


Forward your written request to:  

California Department of Mental Health

Research and Performance Outcome Development

1600 9th Street, Room 130

Sacramento, CA  95814.

Ensure that your computer system is equipped with all of the above prior to installing the APODS Version 2.0 application.  

Additional equipment that will make the process of reporting data easier

· A printer (preferably a laser printer)

· A modem (faster is better!)

· Communications software to allow you to log onto the ITWS to upload data.

Uninstalling Previous Versions of APODS

Previous versions of APODS applications created in Access 2.0 or 97 should be uninstalled.  Those using versions older and APODS 1.3 may have to export data multiple times to ensure that all data has been exported.  Refer to your user’s manual for more information.

Installing APODS Version 2.0

NOTE:  NO data from ANY previous APODS version are transferable.  The old APODS application must be deleted BEFORE installing the new APODS Version 2.0.  Therefore, export all data from the old APODS and save it to a separate folder or disk before deleting the application.  Once APODS Version 2.0 is installed, these backup files can then be re-imported.

The APODS software program was originally developed in Microsoft Access 97.  Previous versions of APODS were reliant on Access 97 being fully installed on the user’s computer.  APODS Version 2.0 is available in multiple formats based upon whether the user has Access installed on their computer and the specific version of Access being used.  Use the chart below to determine which format of APODS 2.0 is best for your computer.

	User’s Version of Access
	APODS Version 2.0
	Description
	Name of Setup File

	Access 97
	APODS97 v. 2.0
	Installs additional files related to Access 97.  
	APODS97Setup.exe

	Access 2000
	APODS2000 v.2.0
	Installs additional files related to Access 2000.  
	APODS2000Setup.exe



	Access NOT installed
	APODS 2.0 Runtime
	Installs Access 2000
	APODSRuntimeSetup.exe

(not available yet)


From the table, you will notice that there are now two formats of APODS 2.0, depending upon the version of MS Access the user currently has installed on their computer:

1. “APODS97Setup.exe” is specifically designed for use on computers where Access 97 is installed.  

2. “APODS2000Setup.exe” is specifically designed for use on computers where Access 2000 is installed.  

3. A third version is currently undergoing testing and will be released in the near future.  “APODS2000Runtime.exe” is specifically designed for use on computers that have neither Access 97 nor Access 2000.  

Make certain that the correct format of APODS 2.0 is installed.  Please do the following:  

1. If downloading the APODS application from the internet, download APODS97Setup.exe or APODS2000Setup.exe from the DMH web site at http://www.dmh.ca.gov/rpod/download.htm to a local folder (write down the folder name)

2. Close all running applications, including email

3. Click Start
4. Click Run
5. Browse for APOD97Setup or APODS2000Setup.exe, which you just saved.  Double-click or select APODS97Setup.exe or APODS2000Setup.exe and click Open
6. Click OK
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If you DO NOT have installation privileges, installation cannot proceed.  Contact your network administrator.
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If you have installation privileges, the Installation Wizard is activated.

(Note:  If prompted to reboot your computer, please do so and you will be returned to the APODS setup)

7. Click Next at the “Welcome to the InstallShield Wizard for APODS” screen
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8. Click Next at the “Destination Folder” screen to accept the default installation folder.  Click “change” if you wish to change the location of the folder.
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9. To configure a single-user installation, accept the default folder in the “Working Folders” screen and click Next.  NOTE:  To configure a multi-user installation, click Change and select or create a network folder such as “J:\APODS” and then click Next.  
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10. Click Next at the “Installing APODS” screen when it becomes enabled 
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(Note:  If there is a conflict registering a file, click “Ignore” to proceed with the APODS installation)
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Click Finish at the “InstallShield Wizard Complete” screen

Setting up Your Computer

Changing the settings on the Windows Taskbar to “auto hide”

The APODS user interface is designed to take up the entire screen of your computer.  In order to view the entire screen, it is important to turn off your Windows Taskbar.

· Click on the Windows Start button

· Click Settings
· Select Taskbar and Start Menu
· On the “General” tab, check Auto Hide
· Click OK
Changing the Display Settings to increase the viewable area on your computer

If the APODS screen appears to be “cut-off”(see below), the control settings on your computer may need to be modified.  
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To modify the Display Settings:

1. Click on Start
2. Select Settings
3. Select Control Panel
4. From the control panel, select Display
5. Click on the Settings tab
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6. In the SCREEN AREA, adjust the viewable area of your screen by sliding the arrow to the right.  (On most computers, the APODS screen will be viewable with an 800 X 600 pixels setting.)  

Click Apply to view the changes.

Starting APODS

1. Double-click on the desktop shortcut that was created when APODS was installed. 

**********OR**********

1. Click Start
2. Click Programs
3. Click APODS
4. Click APODS again

Initial System Defaults

APODS is predefined with the following folder defaults (assuming you accepted the single-user installation defaults):

	Default
	Default Location
	Default Purpose

	Database
	C:\Program Files\APODS\Database
	Stores default folder location where the APODS “data” database is located

	Import
	C:\Program Files\APODS\Import
	Stores default folder location where the APODS text files are located for importing

	Export
	C:\Program Files\APODS\Export
	Stores default folder location where APODS text files will be exported


You can also specify a “County” default.  Review Set System Defaults on page 42 for instructions.

Default Database Connection

The APODS application is automatically linked to the APODS database at C:\Program Files\APODS\Database (assuming you accepted the single-user installation default).

Upon first use of the APODS application, APODS will set the following system defaults:
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NOTE:  In counties where only one person is using APODS on one PC, the single user configuration is recommended.  See Single User Environment on page 39 for instructions.

NOTE:  In counties where multiple users will be using the APODS application on a Local Area Network (LAN), it is recommended that the “APODS Data.mdb” file be moved to a network folder.  See Multiple User Environment on page 39 for instructions.

If there is no database connection or the table links are broken, you will be prompted to connect to the APODS “data” database and receive one of the following messages:

· No Database Connection (APODS is not connected to the APODS “Data” database)
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· No Database Found (APODS is currently pointing to an APODS “Data” database that cannot be found)
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· Broken Table Links (APODS is pointing to an APODS “Data” database, but the table links are broken and need to be refreshed)
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To re-establish the connection to the APODS “data” database (APODS Data.mdb), complete the following steps:

· Click OK
· The “Database Linked Table Manager” screen will appear.  (See below.)
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· Click on Browse
· Find the location of your APODS database (named “APODS Data.mdb”).  If you changed the default location during the installation process, you will need to go to the folder/drive where you installed APODS.  If you accepted the default location during the installation process, the database should be located in:
C:\Program Files\APODS\Database.

· Once you locate “APODS Data.mdb”, double-click on the database.
· The connection path will appear in the text box under “APODS Database.”
· If this connection path is correct, click on Refresh Links to establish the connection.
APODS Overview

The APODS 2.0 application has been redesigned in Access 97 or 2000.  The Main System Window is intentionally a blank, gray screen.  
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From this window, you can access a variety of options.  APODS Version 2.0 includes the following menu structure:

· File – Use to close or exit APODS

· Clients – Opens the Client Screen.  Allows user to edit/view/add/delete clients, instruments and link dates.  Also allows user to preview and print Client reports.  (See Client Screen Overview on page 18 for more information.)

· Reports – Allows user to view system reports.  Some reports include link date options.  (See System Level Reports on page 26 for more information.)

· System – Provides functions to import text files, create missing instruments and supplemental client information face sheets (CSI SUPs) and export text files.  See System Menu on page 29 for more information.)  
· Import Text Files – Allows user to import text files.  Users can select to import all records from a multi-county text file or a specific county.  Each record is validated.  Records with invalid data are not imported and, instead, placed in a temporary table, which can later be re-imported if corrected by using the “Import Corrected Records” function (see below).  

· Import Corrected Records – Allows users to import corrected records from a previous import.  Records not imported due to invalid dates or missing face sheets can be edited and re-imported, without having to re-import the entire text files.
· Invalid Link Dates – Allows users to view records NOT imported due to invalid link dates.  Records can be corrected and re-imported.

· Create Missing Instruments – Allows user to create missing instrument records.  This can occur if a face sheet is imported without associated instruments.  This function will create blank records, which can be edited using the Client screen.

· Create Missing CSI SUPs – Allows user to create missing supplemental information.  This can occur if a face sheet is imported without an associated CSI SUP record.  This function will create blank CSI SUP records, which can be edited using the Client screen.
· Export Data Files – Allows users to export data to text files.  Users can select to export all records, records for a selected county, or records for a specified date link range.

· Tools – Provides functions to store application defaults, compact and repair a database, connect to the APODS database and empty the APODS database.

· Connect Database – Allows users to connect to the APODS “data” database.  To setup in a single-user environment, place the APODS database on a local folder.  To setup as a multi-user environment, place “APODS Data.mdb” on a network folder and then link to the database using this function on each machine using APODS Version 2.0.
· Compact Database – Allows users to compact a Microsoft Access database (APODS.mdb or APODS Data.mdb).  Compacting optimizes the application and should be done after “repairing” the database.
· Repair Database – Allows users to repair a Microsoft Access database (APODS.mdb or APODS Data.mdb).  A database may be marked as possibly corrupt by an incomplete write operation.  This can occur if an application is closed unexpectedly because of a power outage or computer hardware problem.  Repairing a database attempts to validate all system tables and indexes.  To avoid corrupt databases, close APODS properly, ensuring that all changes are saved to the database.  Do not interrupt an import process and close APODS unexpectedly.  After repairing a database, it is also a good idea to compact it. 

· Empty APODS Database – Allows users to delete the ENTIRE APODS database.  Use this function cautiously.  Ensure that data you wish to save has been backed up before using this function.
· Options – Use to set County, database, import and export folder defaults.

Clients Menu

Client Screen Overview
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The Client screen must be completed before any supplemental or instrument data can be added to the APODS database.  This screen includes the following:

· File menu (contains Close submenu)

· Reports menu (click to activate Client Level reports screen)

· Client ID and County ID appear at the top on all screens

· Screen tabs for Client, Supplemental Client Info Instrument, BASIS-32 Instrument, CA-QOL Instrument and MHSIP.  Note that when you add a new client, the instrument tabs will not appear until all required client data and link date have been entered.

· Data entry fields and check boxes.  A record cannot be saved unless all required information is entered.  These required fields will be used to link performance outcome data across data systems such as the State Department of Mental Health’s Client Services Information System (CSI).  Required fields are highlighted in blue.  They include:

· Client ID

· County ID

· Client First and Last initials

· Ethnicity

· Intake Date

· Date of Birth  (DOB)

· Gender

· Primary Diagnostic Category (Note:  Enter the principal diagnosis CODE.)

· You will also need to add a link date.  This will be discussed further under “Adding a New Client Record” below.  

Adding New Client Record

1. Click Add Record button located just under the Primary Diagnosis data entry field.

2. Enter the client’s County Client Number (CCN) in the appropriate field (Client ID) (Required).

3. Select County in the appropriate field (Required).  APODS can be configured on setup to default to your county’s ID code.  (Go to “Tools” ( “Options” on the main client screen.)  This is the same county code that is reported by your county into CSI.

4. Enter the client’s first and last initials (Required).

5. Enter the client’s Social Security Number.  This number, while not required, is very important.  It allows DMH performance outcome staff to link a client’s data when he or she moves from one provider to another and receives different County Case Numbers in the process.

6. Select Ethnicity.   Select the most appropriate category to identify the client’s ethnicity (Required).

7. Enter the date associated with the client’s intake for this episode of service using the pop-up calendar.  For a new client, this could be “today’s date”.  For an existing client, this should be whatever date was assigned as their intake date (Required).

8. Enter the client’s date of birth or select the date by using the pop-up calendar (Required). 

9. Click on the appropriate option to identify whether or not the client understands spoken English.

10. Click on the appropriate option to identify whether or not the client understands written English.

11. Click on the appropriate option to identify the client’s gender (Required).

12. Enter the client’s primary diagnostic code with no embedded blanks, decimals, or zero filling (Required).  

13. Click Save button immediately underneath the Primary Diagnostic Category field.  Following the above procedure, you should have successfully added a new client to the APODS system.  You should never have to add this information again since it is demographic data that, in general, is unlikely to change.  Once the record is saved, it will activate the “Add New Link Date” button.

Adding a New Client Link Date

1. Click “Add New Link Date” button located to the right of the Link Date field.

2. Click the drop-down arrow next to the link date field and select the date from the pop-up calendar.  NOTE:  The Link Date field defaults to today’s date.  (Refer to Appendix A:  Definition of a Link Date on page 51 for further information.)

3. The link date you selected will appear in the “Enter New Link Date Field”.  Click “OK.”

4. Confirm that the correct link date now appears in the Link Date field on the client form.

Entering Supplemental Client Information

To enter the supplemental client information, complete the following steps:

1. Click Sup. Client Info Instrument tab near the top, left hand side of the screen.  You will then see the following screen:
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2. Enter the client’s “Current GAF Score” in the appropriate field.

3. Select the client’s “Current Employment Status” from the drop-down menu.

4. Select the client’s “Current Living Arrangement” from the drop-down menu.

5. If the client is/has discharged from county services, select the appropriate category of discharge from the “Discharge Status” drop-down menu.

Entering a Client’s Performance Outcome Instrument Data

A client’s set of performance outcome instrument data for a “given administration” must be entered under a SINGLE link date.  If the client is new, the instrument tabs will only appear after the initial client data and link date have been entered.  (See Adding a New Client Record on page 19 for more information.)  If this client is already in the APODS system from a previous administration of the instruments, add a new link date to this client’s already existing record.  (See Adding a New Client Link Date on page 19 for information on adding a new link date.)  This will bring up a blank data entry screen for the new set of instruments you wish to enter.  As a result, a different link date will associated with each given administration of the instruments.  The link date will appear near the bottom of the screen for each of the client’s performance outcome instruments.

Entering a Client’s BASIS-32 Instrument Data

Note:  As of January 1, 2001, the BASIS-32 is no longer a required instrument for the Adult performance Outcome System.  Counties do not have rights to use this instrument after this date.  If you would like to continue using the BASIS-32, any copyright issues will have to be worked out between the county and McLean Hospital.  Contact Alex Speredelozzi, McLean Hospital, at (617) 855-2190 or email at: spereda@mcleanpo.Mclean.org.

Entering a Client’s CA-QOL Instrument Data

1. Click CA-QOL Instrument Tab.  The following sample screen appears.  The CA-QOL Instrument screen contains 11 pages of questions.  Click the Up/Down arrow buttons on the right side to navigate pages.
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2. Click on the appropriate question response (in this case 0, 1, 2, 3, 4, 5, 6 or 7).  If you have accidentally placed a response in an item that should be blank, you will have to delete the entire record and re-enter all information for that record.  (See Modifying an Existing Client’s Record on page 23 for more information.)

3. Once you have finished entering the data, you may move to the next instrument you wish to enter or to another tab.  The data you enter is automatically saved.

Enter a Client’s MHSIP Instrument Data

1. Click MHSIP Instrument Tab.  The following sample screen appears.  The MHSIP Instrument screen contains 3 pages of questions.  Click the Up/Down arrow buttons on the right side to navigate pages.  The first page contains questions 1 thru 19.  Use the scrollbar at the right side to view/edit questions 1 thru 19.
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2. Click on the appropriate question response (in this case 5, 4, 3, 2, 1 or 0).  If you have accidentally placed a response in an item that should be blank, you will have to delete the entire record and re-enter all information for that record.  (See “Modifying an Existing Client’s Record” below for more information.)

3. Once you have finished entering the data, you may move to the next instrument you wish to enter or to another tab.  The data you enter is automatically saved.

Modifying an Existing Client’s Record

To modify an existing client’s demographic information once it has been saved:

· Click Client tab

· Click Modify Record button immediately beneath the “Primary Diagnostic Category” field

· Edit any of the information in the “Client” screen

NOTE:  If you only want to make changes to a client’s instrument data, you do not need to go through the “Modify Record” button.  Any changes you make will be saved automatically when you exit a form.

NOTE:  Ideally, APODS should contain a “no response” category for an item.  Until an APODS version with this option becomes available, an item should be left blank if a client does not respond to it.  If a response is accidentally entered for an item that should have been left blank, APODS will not allow you to delete it and leave the response blank.  The entire record will have to be deleted and all information for that record will have to be re-entered.  
Looking up a Specific Client in the Database

To find a specific client record in the APODS database, complete the following steps:

1. Click Client tab

2. Click Find Client button to the right of the “Primary Diagnostic Category” field.  The following sample screen, which allows you to search by Client ID, SSN or DOB, will appear:
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3. Select the “Search By” option (Client ID, SSN or DOB)

4. Select the County from the drop-down menu

5. Select the Client ID from the drop-down menu (only clients for the selected county will appear)

6. Click OK
NOTE:  To view ALL clients, regardless of county, click the “All Counties” checkbox.

Deleting a Current Client’s Record

Deleting a client record should be done with care.  If you choose to delete a client record, all information associated with that client will be deleted from the APODS system.  To delete a client record, complete the following steps:

1. Click Client tab

2. Find the client you want by using the Find Client button.

3. Once the client record, you wish to delete, is displayed click Delete Record button immediately beneath the “Primary Diagnosis Category” field

4. Click YES to confirm delete or NO to cancel delete

All information related to that client will be deleted, including link dates and instrument information.

Delete A Client’s Link Date

Deleting a client’s link date should be done with care.  A client record can have one or more link dates and instruments that are associated with the specific link date you are deleting will be deleted as well.  To delete a link date and all associated instrument information, do the following:

1. Click Client tab

2. Find the client you want by using the Find Client button

3. In the link date drop-down box, select the link date you wish to delete

4. Click Delete Link Date at the bottom right of the screen

5. Click YES to confirm delete or NO to cancel delete

All instrument information associated with that link date will be deleted.

Reports Menu (Graphs, Charts and Reports)

APODS generates Client and System level reports.  Client reports are associated with the currently selected client.  System level reports include all records in the database and can be filtered by start and end link dates ranges.

Client Level Reports

Types of Client Level Reports

· BASIS-32 charted longitudinal scores.  This is a bar graph that indicates a client’s current scores on the BASIS-32 and, once scores from more than one administration have been received, compares them to the client’s previous scores and the scores that they received at intake (or the first time that they completed the instruments).

· MHSIP charted longitudinal scores. This is a bar graph that indicates a client’s current scores on the MHSIP and, once scores from more than one administration have been received, compares them to the client’s previous scores and the scores that they received at intake (or the first time that they completed the instruments).  NOTE:  This information is confidential and must not be returned to the client’s clinician.  Clinical staff should receive only aggregate data for their clients on the MHSIP.
· Global longitudinal narrative.  This report provides the intake scores, and, once scores from more than one administration have been received, the previous and most current scores on all of the subscales of all of the instruments (except the MHSIP) and indicates whether or not changes have been in the theoretically ideal direction (e.g., positive).

· Quality of Life charted longitudinal scores.  This is a bar graph that indicates a client’s current scores on the CA-QOL and, once scores from more than one administration have been received, compares them to the client’s previous scores and the scores that they received at intake (or the first time that they completed the instruments).

Generating a Client Level Report:

1. From the Client Screen, click Client tab

2. Search for the desired client by using the Find Client button

3. Click Client Reports menu.  The following sample screen appears over the Client screen:
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4. Select the desired report

5. Click OK
6. If there are no data to report, a graph will not appear.  If there are data to report, you will see the report in a Print Preview window with a new toolbar that includes the following icons:

· Close (click to close the print preview window)

· Print (click to send the report to the default printer)

· Page Setup (click to set margins, paper orientation and printer options)

· Zoom (select zoom percentage)

System Level Reports

Types of System Level Reports

· Clients due for annual administration.  This report will provide you with a list of those clients for whom a set of instruments is due.

· BASIS-32 subscale averages for date range.  This report provides a graph that gives average subscale scores for your entire performance outcome population during a specific period of time.

· Non-duplicated client counts for instruments.  This report will provide you with a total count and counts by gender, age, and ethnicity for unduplicated clients in your performance outcome system.

· MHSIP subscale averages for date range.  This report provides a graph that gives average subscale scores for your entire performance outcome population during a specific period of time.  This information is appropriate to provide to clinicians.
· Quality of Life subscale averages for date range.  This report provides a graph that gives average subscale scores for your entire performance outcome population during a specific period of time.

· Export history.  This report provides a list of export files generated.

· Invalid Client Ids.  This reports provides a list of records not imported due to invalid Client IDs and the text file associated with that record.  (See Invalid ClientID Report on page 34 for more information.)

· Invalid Link Dates. This report provides a list of records not imported due to invalid Link Dates and the text file associated with that record.  Use this report to help you edit the records with invalid link dates and then re-import the text file using the “Import Corrected Records” function.  (See Invalid Link Dates Report on page 33 for more information.)

· Multi-County Information.  This report summarizes all of the counties you have within the APODS database.  If your are only working with data from a single county – view this report to insure that all county IDs have been entered correctly.

· Unmatched Client Ids.  This report provides a list of CSI_SUP and instrument records not imported because there isn’t a matching Client ID record in the database.  Enter the face sheet information for the clients listed and then re-import the text file using the “Import Corrected Records” function.  (See Unmatched ClientIDs Report on page 34 for more information.)

· Import Validation Errors.  This report provides a list of the errors that were encountered during the import process.  When a field is rejected due to invalid data, APODS replaces that error with a blank.  Correct the errors within the APODS database.  Note:  Link dates can be corrected through the “System” menu, under “Invalid Link Dates.”  (See Import Validation Errors Report on page 32 for more information.)

Generating a System Level Report

1. From the main system window, click Reports menu

2. Click System Reports sub-menu.  The following screen appears:
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3. Select the desired report

4. Enter Begin Link Date and End Link Date (if applicable)

5. Click OK
6. If there is no data to report, you will receive a “No Data” message.  If there is data to report, you will see the report in a Print Preview window with a new toolbar that includes the following icons:

· Close (click to close the print preview window)

· Print (click to send the report to the default printer)

· Page Setup (click to set margins, paper orientation and printer options)

· Zoom (select zoom percentage)

System Menu (Import, Correct Records, Create Missing Instruments, Export)

The System Menu contains all functions associated with the Import and Export processes.

Import File Names / Data Dictionary

APODS is designed to import data that are in the format of the Adult Performance Outcome Data Dictionary.  The Adult Performance Outcome Data Dictionary allows for a total of five files.  One file for each of the forms that may be used as part of the APODS System.  The outcome forms and the associated file names are as follows:

	Instrument Name
	ASCII File Name

	Client Identification Face Sheet
	ADULTID.TXT

	Client Supplemental Face Sheet
	CSI_SUP.TXT

	BASIS-32 (as of 1/1/01, no longer required)
	BASIS32.TXT

	CA-QOL or

QL-SF
	CAQOL.TXT

QLSF.TXT

	MHSIP Consumer Survey
	MHSIP.TXT


Please refer to the Adult Performance Outcome Data Dictionary for specifics on the record layout format for each of these files.

IF THE DATA FILES ARE NOT NAMED AS SPECIFIED ABOVE OR IF THEY ARE NOT FORMATTED CORRECTLY, THEY WILL NOT BE IMPORTED INTO APODS.  APODS WILL REJECT THE ENTIRE FILE.

Import Validation Rules

Rule #1:  APODS is currently designed with field-level validation features.  When a field is rejected due to invalid data, APODS replaces that error with a blank and generates an import report that gives the client ID number and the specific errors associated with that number.  Correct the errors and then attempt to re-import the corrected data.

Rule #2:  If a corresponding face sheet is missing for an instrument, APODS will not import that instrument.  You can print “Unmatched Client IDs” report, enter the missing client record and then re-import these instruments from the temporary tables by using the “Import Corrected Records” function.

Rule #3:  If a record contains an invalid link date, APODS will not import that instrument.  You can print “Invalid Link Dates” report, edit the records that were placed in a temporary holding table using “Invalid Link Dates” function from the Reports Menu, and then re-import using the “Import Corrected Records” function.    

Rule #4:  If a record contains a valid link date that is within 30 days of a previous link date for the same client, the link date in the text file(s) is replaced with the previous link date in the database.

Rule #5:  If a text file you are attempting to import contains a record that matches an existing record (record contains the same client ID, link date and county ID) within APODS, APODS assumes the record in the text file probably includes some correction to a previously imported record.  Therefore, APODS will overwrite the old record with the new record.  APODS does not allow duplicates of the same record.

Rule #6:  If there are duplicate records (Client ID & County ID) within the same text file, the LAST record is imported (assuming it passes all validations).

Rule #7:  Text files must be named and formatted in accordance with the format specifications identified in the Adult Performance Outcome Data Dictionary.

Import APODS Text Files

1. From the main system window, click on System
2. Click Import Text Files sub-menu.  The following sample screen appears:
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3. If importing multi-county information, select “All Counties”.  If importing data from a single county, select the “County” option and confirm that the correct county name is visible from the drop-down box.  Note:  If you have defined a default county, the screen will appear with the default county selected

4. Click Browse button to select the location of the ADULTID.txt text file associated with the records you are attempting to import.  (APODS will default to the “Import Folder Default” you have defined.  For further information on defining an import folder default, see Options on page 42 for further information.)

5. APODS requires the ADULTID.txt file when importing files.  Once the ADULTID.txt file is located, double-click on it.  

6. APODS assumes that all other text files will be in the same directory.  The files found with the ADULTID.txt file will be checked under “Files Found” frame.

7. Click Import button

NOTE:  The import status appears on the screen as the import process progresses.  
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Generating Import Error Reports

When the import process is complete, APODS will inform the user whether all records were successfully imported or not (see picture).

APODS generates several reports of the errors it encountered during the import.  The reports give the client ID number, the file ID where the error was found, and the associated errors.  Correct the errors in the appropriate location and then re-import the corrected data.

NOTE:  These reports and any files placed in temporary tables are deleted the next time any records are imported through the “Import Text Files” procedure.  Print all reports and correct the records from the temporary tables before using the “Import Text Files” procedure again.  (Corrected records from the temporary tables can be re-imported through the “Import Corrected Records” procedure.  See Import Corrected Records on page 34 for more information.)     

1. “Import Validation Errors” Report
This report provides a summary of all validation errors that were encountered.  All records listed in the report were imported into APODS (except link date errors) but blanks were inserted in place of the errors.  This report does not mention any client ID errors.  Refer to the Unmatched Client ID report or the Invalid Client ID report.  

To generate an Import Validation Error report:

1) Click Reports menu

2) Click System Reports sub-menu

3) Select Import Validation Errors
4) Click OK to preview the report.  You may want to print this report so that you can correct the errors within APODS. 

NOTE:  The link date errors that appear in this report are the same errors that appear in the “Invalid Link Dates” report.  These records were NOT imported but were, instead, placed in a temporary holding table.  Correct these records as described in the section below.  

NOTE:  If the report indicates that a “9” is invalid for item numbers (i.e., MHSIP_07, CAQOL11C, etc.), you do not need to fix these items.  This simply means that a “9” was used in the original text files to indicated missing information.  APODS prefers missing information to be indicated by a blank.  APODS will replace these “9” codes with a blank within the database. 
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2. “Invalid Link Dates” Report

This report identifies the records with invalid link dates that were encountered during the import process.  These records were NOT imported but are held in a temporary table until they are corrected and re-imported.

To generate an Invalid Link Dates report:

1) Click Reports menu

2) Click System Reports sub-menu

3) Select Invalid Link Dates
4) Click OK to preview the report.  

To correct these records with invalid link dates:

1) Click System menu

2) Click Invalid Link Dates sub-menu.  If there are no records, the user will be informed.  If there are records, the following sample screen will appear:
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3) The “invalid link date” records that were encountered during the import process can be corrected in this screen.

4) For the top record, enter the correct link date in the “New Link Date” field at the bottom of the screen and click “replace.”

5) Or, if available, link dates associated with this same client from the import process, will appear in the “Available Link Date(s)” field at the bottom of the screen.  If one of these dates is correct, select it and click “replace.”

6) The records, which have been corrected, will be held in a temporary table until you have corrected all invalid link dates.

7) Once the invalid link dates have been corrected, the corrected records must now be re-imported in order to be added to the APODS database.  (See Import Corrected Records on page 34 for more information.)

3. “Unmatched Client IDs” Report

This report identifies a client’s instrument and CSI_SUP records which do not have a corresponding client information face sheet.  This face sheet information can either already exist within APODS or can be included in the ADULTID.txt table.  Recall, every client record that is entered into the APODS database, MUST have a corresponding face sheet (see Client Screen Overview on page 18).  If APODS encounters CSI_SUP or instrument records with no corresponding face sheet, the records are placed in a temporary table.  Once the appropriate demographic information is added to APODS, these records can be re-imported from the temporary tables into the APODS database through the “Import Corrected Records” procedure described below.

To generate an Unmatched Client ID report:

1) Click Reports menu

2) Click System Reports sub-menu

3) Select Unmatched Client ID
4) Click OK to preview the report.  

4.  “Invalid Client ID” Report

This report identifies the records that were encountered with invalid client IDs during the import process.  These records were NOT imported.  The records can only be corrected through the original text files, which contained these records.

To generate an Invalid Client ID report:

7. Click Reports menu

8. Click System Reports sub-menu

9. Select Invalid Client ID
10. Click OK to preview the report.  

NOTE:  It is recommended that any invalid client ID records that are corrected be transferred to new text files so that any previous corrections to the data within APODS are not overwritten when re-importing these records into APODS through the “Import Text Files” procedure.  

Import Corrected Records

Use this function to import records that were previously not imported due to unmatched client IDs or link date errors.  Records NOT imported due to unmatched client IDs or invalid link dates are maintained in a temporary holding table.  AFTER the appropriate client demographics are entered and invalid link dates have been corrected using the “Invalid Link Dates” function, use this function to re-import the corrected records from the temporary tables.

NOTE:  The temporary holding tables reside until the next import.  If you attempt to import another set of text files while there are records in the temporary holding tables, the user will be informed with the following screen:
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The user can proceed with the next import, but the data in the temporary holding tables will be deleted.

Summary of Import Errors and Correction Methods:

	Reports Generated from Import Process:
	What happens to the record?
	How are the records corrected?

	Validation Errors
	Except for clientID and link date errors, all records with validation errors are entered into APODS but errors are replaced with a blank or a system default value.
	Errors may be corrected through the Main Client Screen.

	Invalid Link Date
	Records with invalid link dates are logged and placed in “holding table” for correction.
	Through the “System” menu, use the “Invalid Link Date” form to correct these records.  After correcting these records, must use “Import corrected records” to get the records from the holding table into the database.

	Unmatched Client IDs
	Sup. Face Sheet and instrument records with no detected face sheet are placed in a “holding table” until face sheets are entered.
	Hand-enter corresponding face sheets.  Must use “Import corrected records” to get the records from the holding table into the database.

	Invalid Client ID
	Records with invalid/null client IDs are logged in the report.  Records are NOT imported
	Correct the original text file records and copy these to a new ADULTID.txt table.  Only import this new table to ensure that any previous corrections are not overwritten.  


Create Missing Instruments

Use this function to create blank data entry forms for instruments if the form is “grayed out” (i.e., “missing”).  This can happen if you import face sheets and the associated instrument information is not contained in the instrument text files.  A “missing” instrument form will appear like this:
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Creating Missing Instruments
1. Click System menu

2. Click Create Missing Instruments sub-menu

NOTE:  If there are no missing instruments, the user will be informed.  Otherwise, blank instruments will be created.  These records can be edited using then Clients screen.  If “missing instruments” is a common problem, it is recommended that you create these periodically.  This process can be lengthy if there are a large number of missing instruments.

Create Missing CSI SUPs

Use this function to create missing CSI SUP records.  As with missing instruments, this can happen if you import face sheets and the associated CSI SUP information is not contained in the CSI SUP text file.  

Creating Missing CSI SUPs
1. Click System menu

2. Click Create Missing CSI SUPs sub-menu

NOTE:  If there are no missing CSI SUPs, the user will be informed.  Otherwise, blank CSI SUP records will be created.  These records can be edited using the Clients screen.

Export Data Files

Early versions of the APODS system (Versions 1.0 and 1.2) contained a feature that “flagged” previously exported records and did not allow these records to be exported during the normal export procedure described below.  This meant that exporting or backup of cumulative data required multiple exports of data.  APODS Version 2.0 allows data to be exported in the format of the Adult Performance Outcome Data Dictionary for a variety of options.  To export data files, do the following:

1. Click System menu

2. Click Export Data Files sub-menu.  The following sample screen appears:
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3. The “Export Data Files” screen displays the folder where the files will be exported to.  It defaults to the folder specified in the “Tools\Options” screen.  To change the location where the files will be exported, click the folder button next to the Export Folder text box.  If the location where you are exporting data to already contains text files, be sure to rename or move the files from the export directory if you want to save them to the same directory because APODS will overwrite your previous file when the next export of data is extracted.  (To specify system defaults, see Set System Defaults on page 42 for more information.)  

4. Select County option (“all” or “specific county”).  If you have defined a county default, the screen will open with this default selected.

5. Select Link Date option (“all records” or “Link Date Range”)

6. If you select Link Date Range, you must enter the Begin/End Link Dates.  To activate the pop-up calendar, click the button(s) to the right of the Begin/End Date text boxes.

7. Click Export button and wait to receive the “Export Complete” message

NOTE:   You will receive a message if there are no face sheets in the database for the selected county.  The export process does not proceed.  If there are face sheets for the selected county, but there are no instruments, you will receive a message asking you to confirm the export of the ADULTID text file only.  Click YES to proceed or NO to cancel the export.
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NOTE:  If there are face sheets and instruments for the selected county, you will receive a message informing you of the file(s) that will be created.  Click YES to proceed or NO to cancel the export.
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Once the export file has been created, you may delete any blank records (records that do not contain any instrument data) from the text files before uploading to the California Department of Mental Health (DMH) via the DMH Information Technology Web Services (ITWS).  (For more information, refer to Appendix B & C.)

Tools Menu

Connect Database

The APODS application is comprised of two Microsoft Access files.  The “APODS.mdb” file contains the screens, reports and programs.  The “APODS Data.mdb” file contains the tables that hold the data.

The APODS.mdb file is linked to the tables in the APODS Data.mdb file.  Occasionally, the table links may need to be refreshed.  This will happen if the “data” database (APODS Data.mdb) is renamed or moved to another folder.  This will also happen if a county wishes to use the APODS in a multi-user environment, placing the “APODS Data.mdb” file in a network folder.

The “Database Connections” form enables you to link to the APODS “data” database.  You can select to link to a local (single user) or network database (multiple users).
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Single User Environment

1. Click Tools from the main menu

2. Click Connect Database from the main menu

3. Browse for the “APODS Data.mdb” file by clicking Browse button next to the APODS Database text box (see the picture above)

4. Select the “APODS Data.mdb” file located on your hard drive (probably C:\Program Files\APODS\Database folder) if you accepted the APODS Install Wizard default

5. Click Refresh Links
Multiple User Environment

1. Click Tools from the main menu

2. Click Connect Database from the main menu

3. Click Browse button next to the APODS Database text box (see the picture above)

4. Select an “APODS Data.mdb” file located on a network folder

5. Click Refresh Links
Compact and Repair of Database

As already mentioned, APODS 2.0 is comprised of two Access databases.  One database (APODS.mdb) contains the application that contains the screens, reports, and programs.  The other database is the "data" database (APODS Data.mdb) where all data is stored.  It is recommended that each database is "repaired" and then "compacted" periodically to ensure optimum performance.

An Access database can be marked as corrupt by an incomplete write operation.  This can occur if an application is closed unexpectedly because of a power outage or computer hardware problem.  You need to repair the database if it is marked as corrupt.  
An Access database can also become fragmented and use disk space inefficiently when data or database objects are deleted.  Compacting optimizes the performance of an Access database.  In Access 2000, you can repair and compact a database in one operation.

When you attempt to open or compact a corrupted database, a run-time error usually occurs. In some situations, however, a corrupted database may not be detected, and no error occurs.  You’ll need to repair the database if it is marked as corrupt.  Also, it is generally a good idea to compact the database after several imports.

The compact and repair features in APODS 2.0 differ slightly depending on the version of Access it was created in.  Please follow the appropriate steps below.

APODS2000: Compact and Repair

This feature will compact and repair APODS.mdb in one step.  This combined feature is only available in APODS 2.0, created in Microsoft Access 2000. 

To Compact and Repair Current Database (APODS.mdb)

1. Click Tools from the main menu

2. Click Compact and Repair Current Database

To Compact and Repair the "data" database (APODS Data.mdb)

1. Click Tools from the main menu

2. Click Compact Database
3. Browse to location of APODS Data.mdb and select it.  It will default to the folder as specified in System Defaults.

4. Click OK
NOTE:  The order that each database is compacted and repaired does NOT matter.

APODS97: Compact and Repair

The “compact” and “repair” features are separate in APODS 2.0 created in Microsoft Access 97.  As you will recall, there are two databases associated with APODS 2.0 and each will have to be “repaired” before “compacting”.    

Repair Database

This feature is available in Microsoft Access 97.  An Access database can be marked as corrupt by an incomplete write operation.  This can occur if an application is closed unexpectedly because of a power outage or computer hardware problem.

When you attempt to open or compact a corrupted database, a run-time error usually occurs.  In some situations, however, a corrupted database may not be detected, and no error occurs.  If you receive a run-time error when you attempt to open APODS, repair the database.  If the error still persists, contact the DMH help desk.

To repair the current “data” database (APODS Data.mdb):

1. Click Tools from the main menu

2. Click Repair Database
3. Double-click on APODS Data.mdb to repair the database

To repair the “application” database (APODS.mdb):

1. Close APODS completely

2. Open Access 97

3. Click Tools from the main menu
4. Click Database Utilities
5. Select Repair Database
6. In the "Repair Database" box, locate APODS.mdb

7. Click once to select it

8. Click Repair
Compact Database

This feature is available in Microsoft Access 97.  An Access database can become fragmented and use disk space inefficiently when data or database objects are deleted.  Compacting optimizes the performance of an Access database.  Generally, it is a good idea to compact the database after several imports.  If you note that APODS is slower in importing data, compact the database.

To compact the “data” database (APODS Data.mdb):

1. Click Tools from the main menu

2. Click Compact Database
3. Double-click on APODS Data.mdb to compact the database

To compact the current “application” database (APODS.mdb):

1. Close APODS completely

2. Open Access 97

3. Click Tools from the main menu

4. Click Database Utilities
5. Select Compact Database
6. In the "Database to Compact From" box, locate APODS.mdb

7. Click once to select it

8. Click Compact
9. In the "Compact Database Into" box, click once on APODS.mdb to select it.  ("APODS.mdb" should appear in the "File Name" field.

10. Click Save
11. You will receive the following message: "The file 'C:\Program Files\APODS\APODS.mdb' already exists.  Do you want to replace the existing file?"
12. Click YES to compact.  Click NO to cancel.
Empty APODS Database

This function will completely empty the APODS “data” database (APODS Data.mdb).  All client records and instruments are permanently deleted.
1. Click Tools from the main menu

2. Click Empty APODS Database
3. Click YES to confirm delete or NO to cancel delete

NOTE:  Only use this function if you wish to start from scratch.  If you accidentally empty the APODS Data database, contact the Research and Performance Outcome Development Unit at the California Department of Mental Health at (916) 654-0471.  The Department may be able to assist with recovering lost files.  

Options

System defaults are maintained in the Windows registry and used throughout the APODS application.

To Set System Defaults

1. Click Tools from the main menu

2. Click Option sub-menu

3. Select a default County if desired

4. Click the [image: image24.bmp] icon next to the “Database” text box to select a default database location

5. Select a database folder and click OK
6. Click the [image: image25.bmp] icon next to the “Import” text box to select a default import location

7. Select an Import folder and click OK
8. Click the [image: image26.bmp] icon next to the “Export” text box to select a default export location

9. Select an Export folder and click OK
10. Click Save
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The APODS application is predefined with the following folder defaults (assuming you installed APODS at C:\Program File\APODS):

	Default
	Default Location
	Default Purpose

	Database
	C:\Program Files\APODS\Database
	Stores default folder location where the APODS “data” database is located

	Import
	C:\Program Files\APODS\Import
	Stores default folder location where the APODS text files are located

	Export
	C:\Program Files\APODS\Export
	Stores default folder location where export files will be saved


Uninstalling APODS

Before uninstalling APODS, be certain that all data that you wish to save has been backed up to a folder separate from APODS.  Although there is a chance that the “import” or “export” folders will not be deleted if there are data present within, it is best not to take this chance.  It is important to use the uninstall wizard which was included when APODS was installed to ensure that APODS is uninstalled correctly.  Please do the following:

1. Click Start
2. Click Programs
3. Select APODS
4. Under the APODS menu, select Uninstall APODS
5. Click YES if you are sure you want to uninstall APODS.  Click NO to cancel.

After uninstalling APODS, you may manually delete the “import” and “export” folders, if present.    

Frequently Asked Questions/Troubleshooting
· When I try to open APODS2000, why do I get a message informing me that the database format is unrecognized?
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You will get this message if you are trying to open APODS2000 with Access 97.  This may happen if you only have Access 97 installed OR if you have both Access 97 and 2000 installed, but are attempting to open APODS2000 with Access 97.  An “mdb” file is associated with the LAST version of Access that was opened.  If you have both Access 97 and 2000 installed, change the short cut to include the correct Access executable.  Call the Help Desk for instructions.  If you only have Access 97, download APODS97Setup.exe from the ITWS.

· When I try to open APODS97, I get a message asking me if I want to convert or open the database.  Which option should I choose?



DO NOT choose either option.  This could also happen if the user installed using APODS97Setup.exe BUT has Access 2000 installed.  Cancel out of this window.  You will have to open APODS97 through Access97.  Or, you may consider upgrading your APODS.  A version of APODS that was created in Access2000 is also available from the DMH website.  

· When I open APODS, I get a message that I need to connect to a database.  What do I do?

If there is no database connection or the table links are broken, you will be prompted to connect to the APODS “data” database and receive one of the following messages:

· No Database Connection (APODS is not connected to the APODS Data database)
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· No Database Found (APODS is currently pointing to an APODS Data database that cannot be found)
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· Broken Table Links (APODS is pointing to an APODS Data database, but the table links are broken and need to be refreshed)
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Follow the instructions detailed in Default Database Connection on page 13 to establish a database connection.

· Why are the GENDER and LINK DATE fields not visible on my screen?  The screen appears to be “cut off.”
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The control settings on your computer will need to be reconfigured to be able to view the APODS screens correctly.  Please do the following:

1. Click on Start
2. Select Settings
3. Select Control Panel
4. From the control panel, select Display
5. Click on the Settings tab

6. You should see the following window:
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7. In the SCREEN AREA, adjust the viewable area of your screen by sliding the arrow to the right.  (On most computers, the APODS screen will be viewable with an “800 X 600 pixels” setting.)  

8. Click Apply to view the changes.

· APODS appears to run much slower than usual during importing.  Is there anything that can be done to improve the speed?

Although APODSS 2.0 imports records much faster than previous versions, you may find the import process take longer.  Anytime you increase the number of records APODS has to import, you run the risk of increasing the processing time.  

In addition, the APODS database can become fragmented and use disk space inefficiently when data or database objects are deleted.  Compacting can optimizes the performance of an Access database.  Generally, it is a good idea to compact the database after several imports since this should also improve processing time.  Follow the steps outlined in Compact and Repair of Database on page 40.  

· Why are there no instrument tabs on the client screen?

Instrument tabs will not appear until a link date has been entered for that client.  

· Why do some client’s instruments appear blank – the bubble choices are missing on the screen?


Some clients’ instruments will appear to be blank (i.e., missing the bubble choices) and not allow you to hand-enter data because the client was missing this information when their record was first imported into APODS.  To correct the problem, re-create the missing Supplemental and Instrument forms.  

To re-create these forms:

1. From the main system window, click on the “System” menu.

2. Choose “Create Missing Instruments” (will re-create blank BASIS32, CAQOL, and MHSIP instruments for those that are missing the bubble choices) or “Create Missing CSI_SUPs” (will re-create blank Supplemental Client Information Face Sheets for those that are missing the bubble choices).

3. The status bar at the bottom left of the screen will indicate how many forms need to be re-created.  

NOTE:  If blank forms are a problem for you, you may want to create these forms periodically so that APODS does not have to re-create a large number of these forms at one time.  This process can take some time if there are a large number of blank forms.  

· What do I enter when a client has left a response blank?

Ideally, APODS should contain a “no response” category for an item.  Until an APODS version with this option becomes available, an item should be left blank if a client does not respond to it.    
· How do I de-select an answer?

If a response is accidentally entered for an item that should have been left blank, APODS will not allow you to delete it and leave the response blank.  The entire record will have to be deleted and all information for that record will have to be re-entered.  

· Why is “9” considered an invalid value for an instrument item number (i.e., MHSIP_07, CAQOL11C, etc.) in the “Import Validation Error” report?
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If the “Import Validation Error” report indicates that a “9” code is invalid for an item number, you do not need to fix these items.  This simply means that a “9” was used in the original text files to indicate missing information.  APODS prefers missing information to be indicated by a blank.  APODS will replace these “9” codes with a blank within the database. 

· Why do I receive a “Runtime Error” message when I try to use APODS?

When you attempt to open or compact a corrupted database, a run-time error usually occurs.  One solution is to “compact” and “repair” the database, as described below.  In some situations, however, a corrupted database may not be detected, and no error occurs.  Generally, it is a good idea to compact the database after several imports.  Follow the steps outlined in Compact and Repair of Database on page 40.

Appendix A:  Definition of a Link Date

We are aware that there is confusion regarding the definition of the “Link Date” which is found on each of the adult performance outcome survey instruments.  The link date is what we are using to link sets of forms that were administered to a client at a given assessment.  The specific date that is entered in the link date field is not nearly so important as the fact that the link date should be the same on each instrument for a given administration.  Think of the link date as a unique identifier (kind of like a Social Security Number) that uniquely identifies a specific set of instruments from other sets that exist for that same client.  

Some counties are using the month and day of the client’s intake date as their link date along with the current year (note, the link date “year” must be the current year the instruments were administered).  Other counties are using the date that the coordinated care plan was developed.  Still others are using the date that the instruments were scheduled to be administered.  Each of these is an acceptable approach.

It is recommended that clerical staff, before giving the forms to the clinician for distribution to the client, enter the link date in that field.  This date must be the same on all of the forms for a given administration time (i.e., intake, annual review, discharge).

Below is an example of four administrations of the instruments to a client beginning at their intake on June 1, 1999 and continuing over the course of three years with a discharge taking place in the third year.  Note that the link date “day” is the same each year; however, the year for the link date is always the current year.  Again, it is critical that the same link date be entered on each of the forms for a given administration.

	Type of Administration
	Link Date
	Instruments Administered

	Intake
	June 1, 1999
	GAF

BASIS-32

Quality of Life

	Annual Administration
	June 1, 2000
	GAF

BASIS-32

Quality of Life

MHSIP

	Annual Administration
	June 1, 2001
	GAF

BASIS-32

Quality of Life

MHSIP

	Discharge
	November 3, 2001
	GAF

BASIS-32

Quality of Life

MHSIP


Appendix B:  Uploading County Adult Performance Outcome Data to the Department of Mental Health

The Information Technology Web Services (ITWS) for the Department of Mental Health (DMH) is a collection of web applications that allow DMH business partners access to information over the Internet in a secure environment.  To view the confidential system information contained in this site, an enrollment form must be completed and faxed to DMH for approval.

Initially, the user must have a browser (also known as a web-browser) loaded to their PC.  The most common browsers are Internet Explorer (IE) and Netscape, which allow access to the Internet.  The ITWS should function correctly if your browser minimums are either 4.0 for IE or 4.06 for Netscape.  Additionally, in order to ensure security, a 128 bit encryption key is used.  Not all web-browsers come with this level of encryption; therefore, one’s local information technology staff may need to load it to your PC.  If the 128 bit encryption key is missing, you will be informed during the enrollment process.

The ITWS is very specific as to the individual who is accessing the system.  In other words, there cannot be a generic logon shared among several people.  It is stressed that you not share your logon or password with anyone.  Information regarding Client Confidentiality may be viewed at DMH Letter 99-02.

To begin, one must enroll in ITWS, sign the resulting form, obtain local approval signatures, and fax it to DMH.  DMH will approve or deny your request and take the appropriate action. The requestor will receive an e-mail response.  Since the ITWS is specific as to the person, a delay may occur if you are not known to DMH as a user of the requested system(s).

Once fully approved to one or more specific systems, you will be able to view, download and upload authorized data files and corresponding system documentation.  Begin your enrollment today!  Log on the DMH website at http://www.dmh.ca.gov, click on “IT Web Services (ITWS)”, click on “Enroll” and continue with the prompts.

For help or information, click on https://mhhitws.cahwnet.gov/contact.asp and e-mail or contact one of the parties listed.  The e-mail address is ITWS@dmhhq.state.ca.us ; telephone (916) 654-3117. 
Appendix C:  Naming Conventions of Text Files and ZIP Files

For transmitting a single zip file containing all of the data files, use the following naming convention:

	File Name

(per Data Dictionary)
	File Description
	ITWS Transmitted 

File Name

	ADULTID.txt
	Adult  Identification Table


	

	CSI_SUP.txt
	Client Supplemental Table


	APODSccyyyymm#submittal.zip

	BASIS32.txt

(no longer required)
	BASIS-32 Instrument Data File


	APODS  = adult system

cc = county code*

yyyy = year**

mm = month**

# = submission number***

	CAQOL.txt

or

QLSF.txt
	CA-QOL Instrument Data File

or

QL-SF Instrument Data File
	

	MHSIP.txt
	MHSIP Instrument Data File


	


*  
Refer to “County Codes List” on next page.

** 
Year/month data was due to DMH.

***
The first submission for that year and month, start with “1.”  For each new


submission for that same year and month, increase this number by 1.

Appendix D:  County Codes

	Code
	County Name


	
	
	
	Code
	County Name

	01
	Alameda
	
	
	
	31
	Placer

	02
	Alpine
	
	
	
	32
	Plumas

	03
	Amador
	
	
	
	33
	Riverside

	04
	Butte
	
	
	
	34
	Sacramento

	05
	Calaveras
	
	
	
	35
	San Benito

	06
	Colusa
	
	
	
	36
	San Bernardino

	07
	Contra Costa
	
	
	
	37
	San Diego

	08
	Del Norte
	
	
	
	38
	San Francisco

	09
	El Dorado
	
	
	
	39
	San Joaquin

	10
	Fresno
	
	
	
	40
	San Luis Obispo

	11
	Glenn
	
	
	
	41
	San Mateo

	12
	Humboldt
	
	
	
	42
	Santa Barbara

	13
	Imperial
	
	
	
	43
	Santa Clara

	14
	Inyo
	
	
	
	44
	Santa Cruz

	15
	Kern
	
	
	
	45
	Shasta

	16
	Kings
	
	
	
	46
	Sierra

	17
	Lake
	
	
	
	47
	Siskiyou

	18
	Lassen
	
	
	
	48
	Solano

	19
	Los Angeles
	
	
	
	49
	Sonoma

	20
	Madera
	
	
	
	50
	Stanislaus

	21
	Marin
	
	
	
	52
	Tehama

	22
	Mariposa
	
	
	
	53
	Trinity

	23
	Mendocino
	
	
	
	54
	Tulare

	24
	Merced
	
	
	
	55
	Tuolumne

	25
	Modoc
	
	
	
	56
	Ventura

	26
	Mono
	
	
	
	57
	Yolo

	27
	Monterey
	
	
	
	63
	Sutter/Yuba

	28
	Napa
	
	
	
	
	

	29
	Nevada
	
	
	
	65
	Berkeley City

	30
	Orange
	
	
	
	66
	Tri-City


Use the page arrows to access questions #20-30 on pages 2 and 3.





Use the scroll bar to access questions #1-19.
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Move this arrow to the right to increase the viewable area on your computer screen.





Move this arrow to the right to increase the viewable area on your computer screen.
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