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Introduction
This manual describes the main features of SNAPshot 3.8.

SNAPshot is generally referred to simply as ‘Snap’ within this manual.

INSTALLATION
Introduction
Installation follows the normal Windows Setup procedure.

32 bit Windows — 95, 98, NT4, ME, 2000 — is required. SNAPshot 3.8 will not run under
Windows 3.x.

The CD for version 3.8 of SnapShot contains separate Setup procedures for SnapShot and
SnapRep.

First time installation of SnapShot

If you are installing SnapShot for the first time (or you have uninstalled a previous version of
SnapShot) you should install SnapShot first and then install SnapRep — see below.

Upgrading from an earlier version of SnapShot

If you are upgrading from an earlier version of SnapShot, you should use the SnapRep
Setup procedure as described below.

Installing SnapRep

SnapRep uses Crystal Reports (CR) to generate reports and CR requires components of the
Microsoft Internet Explorer to run.

If your PC has Windows 95 or Windows NT 4.0 installed, you should ensure that Internet
Explorer (preferably version 4 or later) is installed before running SnapRep Setup.

If you have Windows 98, ME or 2000 installed, you can run the SnapRep Setup process
directly without any problems since the necessary components will have already been
installed.

If Internet Explorer is installed, you can then run SnapRep Setup.

If Internet Explorer is not installed, when you run SnapRep Setup, you may see a message
saying that Craxdrt.dll or CRViewer.dll (the Crystal Report programs) could not be

registered. If this occurs, you will be able to generate the report data tables into the
RepDB.mdb file but you will not be able to display/print the report.

RUNNING SNAPSHOT

To start the system, press Start:Programs on the task bar and select ‘SNAPshot’.
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Upgrading to New Versions

IMPORTANT NOTES REGARDING MODIFICATIONS TO SNAPSHOT TABLES

SNAPshot Tables and LUTs

The Snap.mdb Access database is accessible outside of the Snap system to allow users to
generate reports and make modifications to user-defined tables and LUTs (look up tables
whose names commence with ‘X’). You should not attempt to modify other Snap tables or
LUTs since this can cause database integrity or system inoperability problems.

Whilst modifications may appear to work for a particular version of Snap, when upgrades are
released your changes may be undone and it is possible that the system will crash.

SNAPshot QueryDefs
In some situations Snap will delete all query definitions with a name commencing with the
letter Q or q and later re-generate them. If you place your own QueryDefs in the Snap

database you should, firstly, begin the name with a letter other than Q or q and, secondly,
keep a copy of the QueryDefs in another Access database.

STEPS TO UPGRADE FROM SNAPSHOT VERSION 3.7 TO 3.8

1. Make sure that no users are logged onto Snap since you must logon as the
Administrator with exclusive database access to upgrade to 3.8.

2. Back up your current database file(s) — this is the most important step.

3. Run the Setup program for the version 3.8 upgrade and select your existing program
folder — normally c:\snapshot. Note that Setup will overwrite the existing SnapOrig.mdb
and SnapTest.mdb files so if you wish to keep the older copies you should move them to
another folder. You will need to run Setup from the SnapShot folder on the CD (this
updates the SNAPshot program) and once this has successfully completed, run Setup
from the SnapRep directory (this updates the reports).

4. When you click on the SNAPshot icon to start the system, make sure that you hold down
the Shift key before clicking — this will take you to the empty startup screen without trying
to open the database. (Note that Snap may only appear minimised as a button on the
Taskbar — click on it to maximise or use Alt-Tab). If you forget to hold down the Shift key,
you will receive an error message but you can then log on as Administrator with
exclusive access.

5. Use the Administrator Options Dialog to logon to your database file with the
Administrator password and set database mode to exclusive. Then select the File:Open
Main Screen menu option.

6. SNAPshot will automatically upgrade your 3.7 database to 3.8.

7. After a few moments, you should see a message saying that the upgrade has been
completed.
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CHANGES MADE IN VERSION 3.8:

Patient Screen

The ‘occupation of person’ item has been moved to the patient screen.

A new item called ‘Country of residence’ has been added to the patient screen.

The item ‘Indigenous status’ has been amended to include a separate codeset for New
Zealand facilities.

Episode Screen

Two new items called ‘Support provided prior to admission’ and ‘Support provided at
episode end’ have been added to the episode screen.

The item ‘interruption days’ has been re-named to ‘suspension (interruption) days'.

The item ‘type of usual accommodation prior to admission’ has been amended to include
a separate codeset for New Zealand facilities.

The item ‘accommodation post discharge’ has been amended to include a separate
codeset for New Zealand facilities.

The item ‘Funding source for hospital patient’ has been amended to include a separate
codeset for New Zealand facilities.

The ‘Episode type’ item has been amended to allow overnight admitted patients in
designated and non-designated sub/non-acute units to be separately identified.

The items ‘Usual living arrangements — episode beginning’ and  ‘Usual living
arrangements — episode end’ have been moved to the Episode screen.

Rehab/GEM Screen

A new function has been added that allows non-palliative care episodes to be reviewed
and new clinical scores to be recorded without ending the episode. To do this, enter
relevant ‘end’ clinical scores for the current review period and click on the ‘add’ button.
The end clinical scores of the earlier period are copied to become the begin clinical
scores for the new period. Enter the ‘review date’ for the patient in order to save the
record. When the episode is grouped, the clinical items associated with the first period
of care will be used to assign the AN-SNAP class. Enter the ‘review date’ for the patient
in order to save the record. Note that this function can also be used in the Maint/RUG
and MH screens.

The list of Impairment codes has been updated to incorporate the results of a recent
review of this codeset.

A new item called ‘Outpatient (O/P) care plan established 7 days prior discharge’ has
been added to the Rehab/GEM screen to assist with Australian Health Care Agreement
reporting requirements.

A new item called Community/Outreach (Com.OR) plan established 7 days prior
discharge’ has been added to the Rehab/GEM screen to assist with Australian Health
Care Agreement reporting requirements.

Australasian Rehabilitation Outcomes Centre (AROC) Screen

It is compulsory to create an AROC dataset record before ending overnight (episode
type 1) rehabilitation (case type 2) episodes. This is done by clicking on 'add’ and ‘save’
in the ‘AROC Dataset’ screen.

A new item called ‘Date of relevant acute admission’ has been added to the AROC
Dataset screen.
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e Four new items called ‘Complication interfering with rehabilitation’ have been added to
the AROC Dataset screen.

o A new item called ‘Time since onset’ replaces the previous item ‘Date of onset of
impairment’.
The codeset for the ‘employment status’ item has been amended.

e A new item called ‘Was impairment the result of trauma?’ has been added to the AROC
Dataset screen.

e The ASIA impairment scale has been moved to the clinical screen.

e The list of health funds/other payers has been updated.

o A new item called ‘Number of occurrences — treatment suspensions’ has been added to
the AROC Dataset screen.

e The item ‘Reason for program interruption’ has been re-named to ‘Was suspension
unplanned'.

e The list of comorbidities has been updated.

Pall Care Screen

o A new clinical tool called ‘Symptom Assessment Scale’ has been added to the Palliative
Care screen.

e The capacity to record the Karnovsky Rating Scale and the Palliative Care Severity
Scale scores has been added.

Palliative Care Outcomes Collaboration (PCOC) Screen

e It is compulsory to create an PCOC dataset record before ending overnight (episode
type 1) palliative care (case type 1) episodes. This is done by clicking on 'add’ and
‘save’ in the ‘PCOC Dataset’ screen

e A new screen called ‘PCOC’ has been added to allow the capture of the following PCOC
dataset items not included in other screens:

Referral date;

Source of referral;

Date of first assessment;

Proposed model of care — episode start;
Reason for consultative service;
Location of consultative service;

Mode of consultative service;

PCOC diagnosis;

Place of death;

Main language spoken at home.

OO0OO0OO0OOOOO0OO0OO

SNAP Class Screen

e The SNAP grouping functions have been upgraded to allow episodes to be grouped to
either AN-SNAP Version 1 or AN-SNAP Version 2. Refer to Section titled ‘The
SNAPshot Grouper’ on Page 44 for details of this set of changes.

Reports/Extracts

The default destination for SNAP extracts has been changed to c:\SnapExtract.

o A new report called ‘Missing AROC Fields Report’ (report #27) has been created that
lists any AROC dataset items that have not been entered for episodes with an end date
in the last 12 months.

¢ A new extract called PCOC Extract (#59) has been added.
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The Startup Screen

When Snap starts it displays an empty screen. It will then look for a database and, if it finds
one, will display the main input screen (see ‘The Main Screen’ below).

Sometimes, you will need to return to the Startup screen to perform certain utility functions or
to select a different database. Unlike previous versions of Snap, version 3.2 (and later)

allows you to have any number of Snap databases located on your computer or on other
‘server’ computers.

SELECTING A DATABASE

If the Main screen is open close it by clicking on the lower of the two ‘X’ buttons in the top
right hand corner of the screen. Don’t choose the top ‘X’ button or you will close Snap.

You will then see the startup screen and you should choose the File:Select Database option
on the menu bar. You can then use the file dialog box to select the database that you require
— this must be an Access 97 database with a file extension of ‘*.mdb’.

Having selected a database you must now use the File:Main menu option to open it.

The next time that you run Snap, the latest database that you selected will be used.

SNAPshot 3.8 User Manual Page 5



The Main Input Screen

SetlList

MultiList

Episode
ClirMyl
Fiehab/GEM
AROCD atase
PalCare
FCOC
Maint/RUG
MH
AdultHoNOE
AdultLSP
AdulthHI
ChildtH
ShapClass
PrivRehab
Staff
e ardT eam
Members
Epi00O%
Staff00s
GenTime
Path
Imag
Diug
Equip
AdrminStatus
HACCMDS
ACAT[AGSIM
ACATMDS2
PatCI&RR
EpiCl&RR
DadssMDE
DARew(MD!
System
Prowlrit
Facility
Epid0Day
UszerT able
ImpD etail
Irpart
UzerDef
tigrate

OGS

PatList
" SNAPshot 3.8C0a - [Main: Provider, Unit: PU1001 ; Facility: X3245]
[ EED
Pati¢nt[20] [HRN]

MEN Paftl ame DOB -

p 20000145 |Cl¥keLibby 06/01/1934
20000326 |KennedpMartha 05114916
20001278 |Belmont,Rosemary |09/05/1904
20001777 | Ingham.Jane 22/0741938
20001784 | Chappell.Chris 1441015930
20002695 |Jenzen Kate 30/041918
20004228 | Atchison.)ane 02/09/1940
20004833 |Kellett.Joan 114031927
20005245 [McCabe Helen 1601197
20005605 | Rossitor, Deidre 254011302
20008628 | Shepard, Geraldine [31/10A1912
20006439 |Mugent Mora 234124932
20006489 | Knowles.Kay 03/06/1928
20007462 | Dwens.l ane 15/04/1909
20007612 | Gurney Elsie 13011926
20008519 |Reid.Loma 10/09/1903
20009200 | Owens.Jackie 24011925
20009313 |Vickers.Josie 154101902
20009489 |Kane Kate 194101902
20009812 [Amstrona Gilian  |07/05/1340 ﬂ

- Episode [1]

EpiList [BecDate_[CT [ET [EpsiD_|EndDate |
y [oi/o/zoo0[1 1|3 [08/071/2000 |
Staff[20] [StaffCode]

Staff StaffMame | StafflD | StiDate 5
p 1000 |Daly 1 01/01/2000 |1
1001 Lockwood |2 01/01/2000 |1
1002 |Pemy 3 01/01/2000 |1
1003 |Page 4 01/01/2000 |1
1004 |Birchall ] 01/01/2000 |1
1005 |McCabe 5] 01/01/2000 |1
1008 |Ford 7 01/01./2000 |1
1007 |Amitage g 01/01/2000 |1
1008 | Glowver ] 0140142000 |1
1009 |Aspinal 10 01/01/2000 |1
1010 |Hampson |11 0140142000 |1
1011 Berg 12 01/01/2000 |1
1012 |Cox 13 0140142000 |1

1013 | Taylor 010122000 1

| J_‘

StaffList

®ETBOERERE

- 8 x
System [1]
‘Velsion |5ysBeg Ehd
[EE] |01./01/1999 [W1./12/2008 |
Save ﬂ Add Group | Reset| |07/08/2007 |1—
Patignt Details
Field Value -~
Patient identifier ]
Frovwider unit PUTOO1
b |Medical record number 20000145
Diate of Bith 0R/07/1934
Sumname Clarke
Given names Libby
Sex 2 [Female]
Indigenous status 2 [Tarres Strait 1zlander but not Aboriginal Origin]
Country of birth 1101 [Australia)
Country of Residence
Medicare number 110m#1a
D Mumber 35338060
DV card bype 2 [Gold Card)
Preferred language 2 [English)
Interpreter required 2[Ma]
HALCL statistical key lakib0E01 19342
Migrated [2.3)
“ariable Patient Details:
Referral date
Source of referral 2 [Family. significant other, friend)
Previous specialised treatment 3 [Ambulatory treatmgnt only)
Usual Address: —
Address 16 Main St
Addiess
Suburb Westvile
Slate S[ACT)
Posteode 2611
Local Govermment Area 1234
Phone 2226E1234
Type of usual accommodation prior to admission | 1 [Private residence finc unit in retirement village])
Current &ddress:
Current same a5 Lsual
Address 22 South Rd
Addiess
Suburb Eastvile ﬂ

EditView

Most data capture for Snap 3.8 is performed from a single window which contains 6

segments or ‘panes’:

PatList — which is the patient list for the currently selected provider unit.

EpiList — which is the list of episodes for the patient currently selected in PatList but
note that this is only for the currently selected facility.

StaffList — which is a list of staff members for the currently selected facility.

SetList — which lists the various data sets which can be edited in EditView.

MultiList — which contains various lists depending on the data set which is currently

selected.

EditView — which is the segment where all insert, delete and update transactions are

performed.
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SCREEN SIZING

The Main screen is flexible. When it is first displayed it will fill the entire screen and this is
normally the way that you will want to use it but it can be resized if you wish to view other
applications concurrently.

Various monitors can be used — such as VGA, Super VGA or XGA — but a minimum of
Super VGA is recommended (800 x 600 pixels). The higher the resolution, the better.

Within the Main screen each of the segments listed above can be re-sized to suit the
operation you are currently undertaking by dragging the bars which separate them. For
example, if you are entering staff time data you will need the StaffList but if you are entering
episodic data you can squeeze out the StaffList, and so on.

Note: if you are editing data in EditView you will receive the message “Save or cancel
changes” if you try to select another segment. You should complete the changes to the
current data set and then press Save (or Cancel). If you try to resize a segment whilst editing
a data set the message will appear but, as the second part of the message indicates, you
should press the Esc key, resize the segment by dragging the bar to the required position,
press the left mouse button, clear the message and continue editing.

ENTERING TRANSACTIONS

The most important point to understand is that all editing is performed in the EditView
segment in the bottom right hand corner. All other segments are used for the purpose of
selection. The normal procedure is to select a data set from the SetlList and then select
relevant rows from the other lists. For example, if you wish to add a new episode record, you
will select the EpiAdmin option from the SetList to display the episode administration details
in the EditView and then select the first patient in PatList. When you click on the Add button,
an empty record will be created but certain key fields will be pre-set — for example, for a
patient record the Provider Unit field is pre-set.

Many of the data sets which are displayed in EditView have a single data column. Others
have multiple columns — for example, the FIM data set has begin and end values.

The field names are displayed in different colours. Blue indicates that the field is read-only
and cannot be changed. Red means that the field is compulsory and a value must be
entered. Black means that the field is optional. However, some optional fields may become
compulsory when values for other fields are set. For example, if case type is set to 3, Mental
Health Service becomes compulsory and you will receive an error message if a value is not
provided when you try to save the record.

THE PROCESS KEY — F7

For certain segments and certain data sets in the EditView, special options can be invoked
by pressing the F7 key. For example, if the cursor is on the PatList and you press F7 you
can sort the patient list or search for particular patients. In the Staff lists, F7 will sort by Staff
code or Staff name. If you have selected a Facility and the cursor is in the EditView and you
press F7 you can enter a password.
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PASSWORDS
Microsoft Access Passwords

If the database administrator has specified a password for the Snap Access database then
the user will be prompted to enter this password prior to being prompted for the Facility
password. If a password has not been specified for the Snap Access database, then the
prompt will not appear.

Very Important: the Access password must be assigned using Access — Snap will simply
ask for it to enable it to open the Snap database. If you forget an Access password, you will
not be able to open the database. Access passwords are maintained using Access not
Snap.

Logging on Using a Facility Password

Most users will logon to Snap using one or more Facility passwords. Before this can occur,
the Administrator must define one or more Facility records and specify passwords for them.

When you start Snap the Main screen will appear and the list of Facilities will appear in
MultiList with the Facility used in the previous session selected. If this is the Facility that you
wish to process press F7 and enter the password. The remaining data sets will then appear
and you can enter transactions.

Note that the cursor must be in the EditView when you press F7.

If you wish to process data for a different Facility it is not necessary to logoff, simply select
the Facility data set, select the required Facility, and then press F7 to enter the password.

Within a session, you only need to enter the password for a Facility once.

See the section ‘Administrator Functions’ for information regarding the Administrator
password.

90 DAY REVIEW

When you enter the Main screen Snap will display a message advising you of the name of
the database that you are opening and the number of records which require review.

After you have logged on, you can see a list of the episodes by selecting the Epi90Day data
set.

This list is updated on demand — press F7 to update the list.
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General Operations

The SetList segment lists all of the data sets that you can edit. When you click on a data set
name — such as Patient or Staff — the fields for the data set are displayed in the EditView
segment.

For some data sets — such as Facility — when you make the selection a list will appear in the
MultiList segment and the currently selected facility record will appear in the EditView.

TRANSACTIONS

As described above, all database transactions are performed in the EditView segment and
include:

Add - which is used to insert a new record of the type currently displayed in
EditView.

Del — which is used to delete the record currently displayed in EditView.
Save — which is used to save the record currently displayed in EditView.

Cancel — which is used to discard changes you have made to the record currently
displayed in EditView.

Reset — which is used to re-select all lists when you change provider unit or facility
but which can also be used to refresh the data currently being displayed to reflect
any changes made by other users.

When you are editing a data set the SetList will disappear and the message ***Edit*** will
appear.

Normally, you will create a new record by clicking on the Add button. For some data sets,
however, a blank EditView will appear but the Add button will be disabled since the data set
is part of existing record. For example, to create a new Snap episode you must select
EpiAdmin in SetList, select the relevant patient in PatList and then press the Add button to
create an empty EditView. When you subsequently select data sets such as EpiClinical or
Behaviour, the Add button will be disabled. For these data sets, simply enter the required
field values and press the Save button.

GENERAL EDITING CONTROLS

To edit an existing record in EditView, simply click on the relevant field and enter data. If you
are moving from field to field, F2 can be used to put you into field edit mode. If there are
multiple columns you can use Tab or Shift-Tab to move right and left or you can use the left
and right arrow keys. To move up and down use the up/down arrow keys. Before you can
press the Save button to save changes you must complete field editing for the last field by
moving off that field or by pressing the Enter key otherwise you will receive a prompt.

Date formats are flexible — for example 01 Jan 2000 can be entered as 1/1/00 but it will be

displayed as 01/01/2000. Note that separator character such as slashes or spaces must be
entered. The current year will be assumed — eg ‘1 1’ will convert to 01/01/2000.
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Control Keys

Key Action

Arrows Move left, right, up or down.

Enter or Tab Save field changes (if any) and move to the next field to the right or down.
Shift+Tab Save field changes (if any) and move to the previous field to the left or up.

Alt+down arrow

For coded fields — open the drop down list.

Ctrl+A

Add a new record.

Ctrl+S

Save the current changes.

Esc

If field in edit mode cancel field changes.

In record edit mode, cancel record changes.

If you are positioned in the EditView but are not currently editing, pressing the
Esc key will move the cursor to the Date field and you can move forward to the
Shift field by pressing the Tab key or back to the control buttons using Shift-
Tab. Pressing the Tab key on the Shift field will move you to the EditView.

If you press the Esc key on the Date field, you will jump to the SetList and you
can move up and down the SetList without selecting a set by holding down the
Shift key whilst you press the Up/Down arrow keys.

Shift+Up/Down
(on SetList)

You can move up and down the SetList without selecting a set by holding down
the Shift key whilst you press the Up/Down arrow keys. When you are
positioned on the required set, release the Shift key and the set will be selected.

F6 The F6 key will move you forwards from segment to segment. Shift-F6 will
move backwards.
F7 F7 is the ‘Process’ key and, for certain segments/data sets, provides additional

processing options.

For coded fields such as sex or marital status, you may either enter the value directly or
press the button to reveal a drop down list. The button is displayed for the currently selected
field if it has an associated lookup table.

For all of the sets described below, you must select the appropriate data set from SetList
before attempting a transaction. For example, if you wish to edit a patient record, you must
select the patient in PatList and click on Patient in SetList.
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Creating a SNAPshot Database

You can have any number of SNAPshot databases on your system and you can use the
File:Select Database menu option on the empty screen to select the database you wish to
process. The first step, however, is creating an empty database.

To create a database you must copy an empty ‘template’ database called ‘SnapOrig.mdb’
but to do this you must be logged on as the Administrator and you must have Exclusive
access to the database.

Select SnapOrig.mdb

When you start Snap for the first time you will receive an error message saying that Snap
cannot locate the database called ‘c:\SnapShot\snap.mdb’.

From the empty screen use the File:Select Database menu option to open the File Dialog
and select the \SnapShot\SnapOrig.mdb database.

When you click on the OK button you will receive a message warning you that you will not be
allowed to open this database since it is provided only for the purposes of copying.

Logon as Administrator

Note that each time you select a different database you will have to enter the Administrator
password for that particular database unless you wish to logon as a normal user.

Use the File:Administrator Options menu item to open the Administrator dialog.

Enter the password — by default ‘admink’ — and click the exclusive mode tick box. Then
press the ‘Logon as Administrator’ button and press Exit.

Copy SnapOrig.mdb

From the empty screen use the File:Database Utilities menu option to open the Utilities
dialog. Press the ‘Copy Database’ button and enter the name of the database — for example
‘Snap.mdb’.

Press Exit to quit the Utilities dialog.
Select the new database

From the empty screen use the File:Select Database menu option to open the File Dialog
and select the new database. This operation will log you off as Administrator since each
database has its own passwords.

Open the Main screen

Use the File:Open Main Screen menu option to open the main processing screen. When it
opens you will have access to only one data set — the Facility set. Since this is a new
database there are no Facilities defined and so you will have to logon as Administrator
because only the Administrator can define passwords. You can do this from the Main screen
but note that you cannot set the Exclusive access flag from this screen — you must use
Administrator Options to set the flag.
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To logon as Administrator, with the EditView selected (the cursor is positioned on it) hold
down the Shift key and press F7. The Password dialog will appear and you can enter the
Administrator password (default ‘admink’).

Add a Facility record

Click on the Add button to add a new record and enter the Facility details. As a minimum you
must enter the four character code and a name but you may also enter default values for
fields such as CaseType.

Press the Save button to save the record and then define the user password for this facility
by pressing F7 (without the Shift key).

You will have to enter the password twice. If you forget a user password you, as
Administrator, can create a new one at any time. If you forget the Administrator password
see the chapter on Administrator Functions.

After you have added a user password you will see the encrypted value in the read-only field
called ‘Key'.

You can repeat this process for as many facilities as you wish to define.
Add a ProvUnit (Provider Unit) record

Before you can add patient records to the database you must define at least one provider
unit.

Select the ProvUnit data set, press the Add button and add a ProvUnit record.

Select a ProvUnit/Facility

When you have finished defining ProvUnit and Facility records you must select one of each
for processing. To do this select the ProvUnit data set, select the required ProvUnit in
MultiList and then press the Reset key. Then repeat the process for the Facility dataset.

Now look at the main Snap title bar and you should see the codes for the selected ProvUnit

and Facility. This is important, whenever you start a Snap session you should check that the
correct ProvUnit/Facility codes appear at the top of the Snap window.
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Processing Patient Records

" SNAPshot 3.80a - [Main: Provider, Unit: PU1001; Facility: X245]

[ _ 8 x
Patient[20] [MBN] “alient System [1]
MRN PatName DOE «| | Episade [Wersion [SysBeg [SysEnd |
P |Z0000145 | Clarke Libby /011934 Clinical [EED 01/ /1954 | 31/12/2008 |
20000326 |KennedyMartha |05/11A915 E;Eacbégli'je
20001278 | Belmont,Rosemary | 09/05/1304 1
20001777 |InghamJane  |22/07/1338 E"‘C”DEE"’B Save| Can| Add|[DEl] Grouo| Reset| 70872007 [T
20001784 | Chappell Chriz 141041530 MairtRLG Patient Details
20002695 |JensenKate 30/0441918 MH Field “alue -
20004223 | Altchison,)ane 02/03/1540 AdultHaMOE Fatient identifier 3
20004833 |FelettJoan 11/0341927 Adulll 5P Provider unit PLAOM
20005249 | McCabe Helen 16011917 AdultHI p |Medical record number 200001 45
20005605 |Rossitor,Deidre | 2640141902 ChildtH Diate of Birth 06/01/1934
20005629 | Shepard.Geraldine | 311041912 SnapClass Surname Clarke
20006439 |MugentMara 29412492 PrivRehab Given names Libby
20006489 |Knowles.Kay 03/06/1928 Staff Sex 2 [Female)
20007462 | Owens.Jane 154041909 “wiardT eam Indigenous status 2 [Tarres Shrait |slander but not Aboriginal Origin]
20007612 | Gumey Elsie 13/011926 Members Courtry of birth 1107 [fwstralia)
20008519 |Reid.Loma 10/03/1903 | [EPDOS Couniry of Residence
20003200 | Owens Jackie | 24/01/1525 | | S0 Mecdicars runber KL
20009313 |Vickers.losie 1641041902 Path D Mumber S998060
20003483 |KanekKate 134101903 Imag DV card tpe 2 [Gold Card)
20009812 |Amstrong Gilian  |07/05/1340 j Dirug Preferred language 2 [English]
— i Interpreter required 2 [Mao]
Episode [1] ig.ﬂismms HALE statistical key Jakib0E0119342
[BecDate [CT [ET [EpisiD [EndDate [ |50 A0 Wigiaied 2.3)
b [010T7200001 1 [3  0BAN/2000] ¢ riage Vaiiable Patient Detals:
ACATMDS2 Referal date
PatClaRR Source of referral 2 [Family, significant other, friend)
Stafff20] [StaffCode) EpiCIARR Previous specialised treatment 3 [Ambulatory treatment only]
Staff__[Stafftlame [StalfiD [StiDate |5 | [DVAAss(MDS Usual Address:
y 1000 [Daly 1 O1/01/2000 1| | DAReuMD: Addiess 16 Main 51
1001 |Lockwood |2 01/01/2000 1 gf;fu";" Address
1002  |Peny 3 01,/01,/2000 1 Facilty Subuib ‘Westvile s
1002 |Page 4 01/01/2000 |1 EpiiDay State BIACT)
1004 |Birchall B 01/01/2000 |1 serTable Postcode 2611
1005 |McCabe E 01/01/2000 1 ImpDretail Local Goverment Area 1234
1006 |Ford 7 01/01/2000 |1 Irnpart Phone 222661234
1007 |Amitage g 01,/01,/2000 |1 Uselef Type of usual accommodation prior ko admiszion | 1 [Private residence [(inc unit in retirement village])
1008 |Glover 9 01/01/2000 |1 tigrate Cunent Address:
1009 |Aspinal 10 01,/01,/2000 |1 Curent same az Usual
1010 |Hampson |11 01,/01,/2000 1 Addiess 22 South Rd
1011 Berg 12 0140142000 |1 Addiess
1012 |Cox 13 01/01/2000 |1 Suburb Eastuille
1013 | Taylar 14 01/01/2000 1 State E(Tas)
o7 i Siann '““"’l,—‘ Postcode BEEG j

E T EwsTDEBEERERE

Patient records are defined in respect of a ProvUnit which may relate to one or more
Facilities as long as all facilities use the same patient identifiers — ProvUnit code, MRN
(Medical Record Number) and DOB (Date of Birth).

When you select a ProvUnit/Facility combination you will see a list of all patients for the
provider units, all episodes in the currently selected Facility for the patient currently selected
in PatList and all Staff members for the currently selected Facility in StaffList.

The first thing you should do when opening the Main processing screen is check that the
ProvUnit/Facility codes displayed in the Snap title bar at the top of the Snap Window are the
correct ones. If not, use the ProvUnit and Facility data sets and the Reset button to select
the required combination.

To add a new Patient record, select the Patient data set and press the Add button. An empty
record will appear in EditView except that the ProvUnit field will display the currently selected
ProvUnit. Since ProvUnit is a read-only field (the description is in blue) you cannot change
this field. You can only enter patient data for the currently select ProvUnit. If you want to
enter patient details for a different ProvUnit you must select the relevant ProvUnit and press
the Reset button.

Once the empty patient record appears, enter field values using the procedures described in
the General Operations chapter.
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Patient record ordering

By default, patients are listed in MRN order but you can switch between MRN and Surname
ordering by clicking on PatList and press the F7 key. The current ordering is displayed in the
caption bar at the top of the list.

Patient Name is an optional field but if you leave it blank during editing, when you save the
record Snap will place the MRN into the Name field since it is used for ordering purposes.
You can, at any time, overwrite the code with a name (except, of course, by entering a blank
name).

Searching for patients on MRN, Name or HACC Statistical Linkage Key

If you click on the PatList (or press the F6 key to move the cursor to it) you can enter
characters to search the list on. If MRN is displayed in the caption bar for PatList the list is in
MRN order and, normally, you would enter numeric digits. If ‘Name’ is displayed you would
normally enter alpha characters. You can enter up to 12 characters and these are displayed
in the caption bar as you enter them. Similarly, if HACCKey is the current sort order, you can
enter the first characters of the Statistical Linkage Key. Use the destructive backspace key to
erase characters from the right.

If there are no search characters entered, when you press F7 you can select one of the
three sort orders.

If you are looking for the patient ‘Smith Jack’, you would use F7 to select Name order and
then you would enter, say, ‘smi’ (without the quotes) and then press F7. Snap will locate to
the first record beginning with ‘smi’ (the search is not case-sensitive — smi is the same as
SMI). For this type of search you would select the option [First name commencing with ‘smi’]
after pressing F7.

If you cannot locate the patient you can use a different kind of search by selecting the option
[Find first name containing ‘smi’] and Snap will search to find the first record which contains
‘smi’ anywhere in the patient name — for example JSmith. If the first record selected is not
the required patient you can find the next one by pressing F7 and selecting the option [Find
next name containing ‘smi’].

To avoid having the dialog box appear every time you press F7, if you hold the Shift key
down whilst pressing F7, Snap will automatically search for the next patient containing ‘smi’.
Note, however, that pressing Shift-F7 locates to the next record irrespective of where you
are currently positioned in the patient list so for the first search you should select the [Find
first name containing ‘smi’].

Variable Patient Fields
Variable patient fields are normally recorded in the Episode record but, initially, they can be
recorded in the Patient record. When you create the first Episode record the details will be

copied from the Patient record. Thereafter, the details will be copied from episode to
episode.
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Processing Snap Episode Records

" SNAPshot 3.80a - [Main: Provider, Unit: PU1001; Facility: X245]

[ D
Patient[20] [MRM] System [1]
MAN Path ame DOE | [Episode [Wersion [SysBeg [SusEnd |
) |20000145 | Clarke Libby 0B/01/1934 Blinical [SEED [01/01/1999 | 31/12/2008 |
20000325 _|KernedsMatha _[06/11/116 | | Hehab/GE
20001278 | Belmont,Hosemary (094051904 e
2001777 [InghemJane 220771538 | |l Sove| Con| 04| [TBT] Group| Reset] 7207 f1
20001784 | Chappell Chiis 144101930 Mairt/RUG Patient Details
20002635 |Jensen Kate a0/041318 MH Field Value -
20004223 | Aitchison,ane 02/09/1940 AdultHoMOE Patient identifier 3
20004833 |Kelett.Joan 1140341927 AdullLSP Provider unit PLOOM
20005249 | McCabe Helen 16011917 AdulthHI } |Medical record number 20000145
20005605 |Rossitor,Deidre | 2540141902 ChildtH Diate of Birth 0E/01/15934
20005629 | Shepard,Geraldine | 31101912 SnhapClass Sumame Clarke
20006439 [MugentMara 291241912 PrivRehab Given names Libby
20006489 | Knowles Kay 03/06/1928 Staff Sex 2 [Femals]
20007462 | Owens,Jane 15/04,/1909 "wardT eam Indigenous status 2 [Tomes Strait Islander but not Aboriginal Origin)
20007612 | Gurney Elsie 130141926 Members Country of birth 1101 [Australia]
20006519 | Reid.Loma 10/05/909 | | ERiDOZ County of Fresidence
20009200 | Owens,) ackie 24/0141925 ét;:fTD‘an: Medicare number 11o0m#1e
20009313 |Wickers.Josie 181041902 Path Déés Number 99998060
20003489 |Kane Kate 1941041303 Imag DV card tupe 2 [Gold Card)
20009812 |Ammstrong, Gilian  [07/05/15940 Dug Preferred language 2 [English]
— i Interpreter required 2 [Ma]
Episode [1] - HACE statstical key IekibG0T 19342
[eeqnate [T JET [EpisiD [EndDate TR Wi
igrated [2.3)
b (01701720001 [1 J3 J08AT/2000 ] | ocspiagsim Varisble Patiert D etais
ACATMDS2 Referral date
PatCIARR Saurce of referral 2 [Farily, significant other, friend)
Stafff20] [StaffCode) EpiCI&RA Previous specialized treatment 3 [Ambulatary treatment only]
Staff __[Staffflame |StalfiD [StiDate |5 | [DVAAssMDE Usual Address:
» (1000 |Daw 1 01/01/2000 |1 DR ev(MD: Addiess 16 Main 5t
1001 |Lockwood |2 01/01/2000 |1 ﬁfsﬁi“:}“ Addiess
1002 |Pemy 3 01/01.,/2000 |1 Facilty Subuib ‘westville b
1003 |Page 4 01/01/2000 |1 EpidiDay State B[ACT)
1004 |Birchall 5 0140142000 |1 UserTable Fostcods 2611
1005 |McCabe E 01./07/2000 |1 IrpDetil Local Govermment Area 1234
1006 |Fard 7 /7200011 | | iport Phane Z27RR1 234
1007 |Amnitage ] 01./01/2000 |1 UseDef Type of usual accommaodation prior ko admission | 1 [Private iesidence [(ine unit in retirerment village))
1008 | Glover 2] 017012000 |1 Migrate Curent Address:
1009 |Aspinal 10 01./01/2000 |1 Current same as Usual
1010 |Hampson |11 01/01.,/2000 |1 Addiezs 22 South Rd
1011 |Berg 12 01/01/2000 |1 Addiess
1012 |Cox 13 01/01/2000 |1 Subuib Eastville
1013 | Taylar 14 01/01/2000 1 State E[Tas)
o 7 an Zoann '"“"’ﬂ—‘ Postcode BEEE j

4 start EcE"TEREREE

If you want to process any episodic data for a patient you must first create a Snap Episode
record. You cannot, for example, create a RehabMDS record without first creating a Snap
Episode record.

The first (important) step is to select the relevant patient in PatList. You can move the cursor
to PatList either by using the mouse to click on the appropriate row in PatList or you can
press the F6 key to cycle through the different Main screen segments until the cursor lands
on PatList and you can then use the arrow and/or PageUp/PageDown keys to move through
the list of patients.

COPYING EPISODIC DATA

The Snap Episode record and several MDS (minimum data set) records contain fields which
are automatically copied when creating new records. For example, in the Episode record
variable patient details such as address and next-of-kin information are copied from the
currently selected record. This last point is important since normally you will want to copy
data from the latest episode and you should make sure that the record indicator in EpiList is
pointing to the episode from which you require the fields to be copied. If the latest episode is
not selected, you will receive a warning message which you can override since it is possible
that you wish to create a new episode record which pre-dates the latest episode.
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Note that as from version 3.6, Variable Patient Details are always copied from the Patient
record to newly created Episode records. Previously, these details were copied from
Episode to Episode after the first Episode record had been created for a patient. The
address details that are copied are the Usual Address rather than the Current Address
details.

DELETING A SNAP EPISODE

If you delete a Snap Episode record all associated OOS (staff time) and MDS data will also
be deleted.

CLOSING A SNAP EPISODE

There are certain checks which can only occur when an episode is closed — ie when you
enter the Episode End Date. This includes cross checks with related OOS and MDS data
and you will not be able to save the entered End Date until all errors have been resolved. It
is normally good practice to enter and save all fields other than the End Date and only enter
the End Date when you feel that all related data fields have been entered. If you receive
cross check error messages you can simply cancel the Episode save operation, fix the
problem and then enter and save the Episode End Date.

THE CLINICAL DATA SET

Below the Episode data set in SetList and slightly indented you will see the Clinical data set.
The indentation implies that the Clinical data set is part of the Episode record. To create a
new Episode data set you must add a new Episode record but the Add operation is not
necessary for the Clinical data set since its fields are actually stored in the Episode record.
This means that you cannot process Clinical data set fields until you have created an
Episode record. The MH (Mental Health) record similarly has subordinate data sets which
appear as indented names in SetList.
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The PallCare Data Set

" SNAPshot 3.80a - [Mai

B Fie Edi -8 x
Patient[20] (MRN) Patient FallCare [3]
MAN Path ame DOE «| [Episode PhsD ate Phaselll |Phase  [PhsEnd Los
_|Z0000145 | Clarke.Libby T6/01/1534 Blinical 07 /0172007 |1 1 01 /01 72007 |0
20000326 |KennedyMartha |05/11A915 E;EEE‘JSGEM /0172007 |6 2 05/01/2007 | 4
FO001Z78 | Eeimont, Rinsemany | 13/05.1304 alase |~y s/ /2007 |7 4 07 /001 /2007 | 2
20001777 _|Ingham.Jane 220071538 R
20001764 |ChappellChis 14101530 VI
20002595 | JensenFate 30/041518
E MH
20004223 _|AkchisonJane |02/05/1340 AdubHoNOc Save| Can| add| Del| Groun| Reset| 07082007 1
20004833 |Kellett)oan 114031927 AdultLSP Pall Care Phase Detals
20006245 |McCabe Helen [ 16/01A517 AdulthHI = B B
20005605 | Fosstor Deiche | 25/01 /1902 ChiichiH T | — - =
20005629 | Shepard.Geraldine | 311041912 SnapClass ¥ |Phase begin date
20006439 |MugentMara 29412492 FrivRehab PhaselD 7
20006483 | Knowles.Kay 03/06/1328 Staff
20007462 | Owens Jane 15/047909 | |wardTeam Ega;:ai';d G2 Tg:jﬁg;
20007612 | Guney.Elsie 13/01/1526 Members :
SH008513 TRsid Ln‘ma TR Epi00s Fieazon for phase end 2 [Discharge/case closue]
- S Staffons RUG Bed mobility 3 [Limited assistance]
gggggg?g SW:nS‘JaCk'E ?;j%i‘l ggg GenTime RUG Taileting 3 [Limited asszistance]
50005485 K‘C erz,]lnsla 15404 803_ Path RUG Transfer 3 [Limited assistance]
ane.rale - B
20009812 | Aumstrona Gilian  [07/05/1940 | :5”,33 E:E SEC‘?['QD EE e e
Episode [1] Equip Symptom score
[BegDate_ [T [ET [EpislD_|EndDate | ﬂi"ggfdlgtg‘s E:ﬁjl:j z';'[’i:‘:'czg'e
b |D1  — |1 |1 |3 | ACATIAGSM Kamowsky R ating Scale
ACATMDS2 ;
545 Insomnia
I SAS Appetite problems
Staff[20] (StaffCode) EpCIARR 5% Nauses —
Staft__|Stafffame |StaffiD [SifDate |5 «| | DivA4ssMDE AS Bomels
» (1000 [Dal T [0/0r/Z000[1 | | DYVARedhD: SA% Drosthing
1001 [Lockwood |2 01/07/2000[7 | | 2FER SASFatigue
1002 |Peny 3 [ooizoon 1| RN A% Pain
1003 [Page 4 01/01/2000 |1 EpialDay SB5 - Other syroptom 1
1004 |Birchall 3 01/01/2000 |1 UserTable SAS - Other spmptom 1 - Score
1005 |McCabe & 01/01/2000 |1 IrnpD etail SAS - Other symptom 2
1006 For;l 7 01/01/2000 1 Impart 545 - Other symptom 2 - Scare
1007 |Amitage |8 0170172000 1 UserDef 585 - ther syrptom 3
1008 |Glower 9 01/01/2000 |1 Iigrate 545 - Other symptom 3 - Soore
1009 |Aspinal _ [10 |01/01/20001 ] of - e =il
1010 |Hampson |11 |01/01/2000 1 TAS Pioy
1011 |Eerg 12 |01/01/2000 1 S P ol
1012 |Cox 13 [01/01/2000 1 Floasee el s
1017t on N . 11201/ 2000 [ AN-5nap Version Z[BHSnapZ)
SHAP class j
'

Palliative care records can only be added for Episodes with CaseType 1.

A list of all of the existing PallCare records for the currently selected episode appear in
MultiList and you can view or edit the details in EditView by selecting the required record.
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The Staff Data Set

" SNAPshot 3.80a - [Main: Provider, Unit: PU1001; Facility: X245]

B Fie Edi -8 x
Patient[20] [MRN) Patient System [1]
MAN Path ame DOE «| [Episode [Wersion [SysBeg [SysEnd |
b 20000145 | Clarke Libby 0/01/1934 Clinical [N EED [01/01/1938 | 3171272008 |
20000326 |KennedyMartha |05/11A915 Rehab/GEM
20001278 | Belmont Fosemany | 09/05.71 904 ‘;:EEP:'ESE
20001777 | Ingham.Jane /0785 | |pEn?

20001784 | Chappel Chiis 14410415930 Mant/RUG

20002535 [JensenKate |30/04/1518
I MH /B0
20004223 _|AkchisonJane |02/05/1340 AdubHoNOc Save| Can| add| Del| Groun| Reset| 07082007 1

20004833 |Kellett)oan 114031927 AdultLSP Staff Detals
20005243 |McCabe Helen  [16/01A917 AultHHI = [aie
20005606 | RosstarDeidre | 2540171902 ChildH S i
20005629 | Shepard.Geraldine | 311041912 SnapClass Faciity Pl
20006439 |MugentMara 29412492 FrivAehab ¥ (St
20006463 | Knowles Kay 03/06/1928
20007462 | Owens Jane 15/047909 | |ardTeam E:Es?éenT 5 ﬂrﬂlﬁﬂ]
20007612 | Gumey Elsie 13/01/1526 Merbers it A
20008519 | Reid Loma 10/09/1909 ggﬁggs e
20003200 | Owens Jackis _[24/01/1325 | | 21405 Dosia RN Fregistored Norse]
20009313 |Vickers Josis [15/1071902_| | 250 HALE sgensy 12545
20009469 |Kane Kate 13101308 |10 Wioraied (2,91
20009812 | Aumstrona Gilian  [07/05/1940 | Drug
Episode [1] Equip
[BecDate_[CT [ET [EpsiD [EndDate | ﬁi"g'efd‘gtg‘s
) |oT/0i/z007 1 |1 |3 ACATIARS M
ACATMDS2
PalCIARR
Staff[20] [StaffCode] EpiCIARR
Staff _|Staffame |StafflD [StfDate |5 «| [DVAdssiMDS
y (1000 |Daly 1 o1/01/2000 1| | DvAReviMD:
1001 [Lockwond |2 07/07/2000 | 1 gf;fu";"
1002 |Peny 3 /2000 T | e
1003 |Page 1 MAT/2000[1 | {2
1004 |Bichall |5 DUAT/2000 1 | | onrT able
1005 |McCabe |6 01701720001 | | jrrpietai
1005 |Ford 7 D/T/2000 1 | | ipont
1007 |Amitage |8 m/0/2000[1 | | UserDef
1008 |Glover 9 01/01/2000 |1 tigrate
1003 |Aspinal |10 |01/0/2000 1
070 |Hampson |11 |01/ /2000 |1
1011 |Berg 12 |oi/01/2000 1
102 |Cox 13|01/ /2000 1
i

1013 [Taylr |14 [D1/01/2000 1
R L e -
cecE"TDEEEEE

Staff records are defined in relation to a Facility — each Facility has its own staff list.

The Cost Centre and Designation fields are optional and, if you do not use them, there will
be only one Staff record for each staff member. If you record either of the fields and update
them as changes occur you should be careful to select the appropriate staff record when
adding OOS/Staff Time data.

STAFF ORDERING

By default, staff are listed in Staff code order but you can switch between Staff code and
name ordering by clicking on StaffList and press the F7 key. The current ordering is
displayed in the caption bar at the top of the list.

Staff name is an optional field but if you leave it blank during editing, when you save the
record Snap will place the staff code into the name field since it is used for ordering
purposes. You can, at any time, overwrite the code with a name (except, of course, a blank
name).
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Occasion of Service (OOS) Data Sets

Staff/patient contact can be entered in two ways — by patient episode (EpiOOS) or by staff

member (StaffOOS).

The EpiOOS data set

« SNAPshot 3.80a - [Main: Provider, Unit: PU1001; Facility: X245]

[ D
Patient[20] [MBN] Patient Epi0D5 [5]
MRN Path ame DOE +| | Episode Staff [StaffName |CareDate  [Shit  [OosiD [Ming Desig |CC
20000145 | Clarke Libby 05/01/1934 Elinical B |T007  [Armitage | 01/07/2000 |1 (] 3% ED
20000326 |KennedyMartha |05/11/1916 Riehab/GEM 1004 |Birchal | 01/01/2000 1 %5 18 TED
20001275 _|Belmont Fuossmay [03/05/1504 | |AADCDalzse 1006 |Ford 01/01/2000 |1 T RN |34
20001777 | Ingham.Jane 22/071538 PEDS'E 1008 |Glover 01/01/2000 |1 89 51 ED
20001784 |ChappellChiz 141041930 Mant/RUG 1005 |McCabe  |01/07/2000 1 3 7 I E
20002695 |Jensen Fate 30/041918 M
20004223 |AlchisonJane | 02/03/15340 AdultHoNOE
20004833 |KellettJoan 1140341927 AdultLSP Save ﬂ Add | Del | Group| Reset| |07/08/2007 |1—
20005249 |[McCabeHelen  |16/01A917 AdulthiHI
p |20005605 |RosstorDeidre | 25/01/1302 ChildMH 008 by Episode
20005629 | Shepard, Geraldine | 3104912 SnapClass Field [Value
20006439 | Mugent Mora 294121912 PrivRehah EpislD
20006439 |Krowles.Fay 03/06/1928 Staff [ EETE
20007462 | Dwens,Jane 15/04/1909 wiardT sam CaieDate m./m.2000
20007612 | Gumey Elsis 13/01/1926 Shift 1
20008519 |Reid.Loma 10/03/1309 ST E"I'DS”:) gg
20005200 |OwensJackis | 24/01/1925 inutes
20009313 V‘Eke[sijjnsig 15A0A90z | g:t':‘me Main interverition 25 [Monitoring and surveillance]
Intervention 2 28 [Fathology testing **]
ggggg;ﬁg ﬁmﬁﬁfmman ngégﬂggg | |Im=s Intervention 3 35 (Social support]
- E'UQ Intervention 4 31 [Provision of aids or appliances]
Epizode [1] AngSt ' Service delivery setting 1 [Home]
[BeaDate|CT [ET [EpislD [EndDate | HA‘E‘EMS;S HALE Details
p [on/on/zo00[1 1 [15 |08/01/2000 | ACAT[AGS)M Agsistance with Goods & Equip (1] [10 [Seli-Care Aids)
ACATMDS2 Agsistance with Goods & Equip [2] |60 [Car Modifications)
PalCIARR Meals &0
Staff[20] [StaffCode) Eﬂgrﬂﬁmc #inen t ;3
=~ ss(MDE ranspor
15tDanfD gt;;fName 1StalfID g;f%jtfzuuu 15 AR ev(MD: Haome modifications cost 700
p (1001 [Lockwood |2 01701 /2000 |1 gf;\‘fu";"
1002 [Pemy 3 01/07,/2000 | 1 Faciity
1003 |Pane 4 17001 /20000 | 1 EpiaDay
1004 [Birchal 5 01/07,/2000 | 1 UserT able
1006 |McCabe |6 17001 /20000 | 1 pDetail
1008 [Ford 7 01/07,/2000 | 1 Import
1007 |dmitage |8 17001 /20000 | 1 |seDef
1008 |Glover ] 01/01/2000 |1 Migrate
1008 |dspinal (10| 0/01/2000 |1
1010 [Hampson 11 |01/07,/2000 7
1011 |Berg 12 [m/aT/z0n 1
1012 [Cox 13 [0/07/2000 7
1013 [Taylor 14 |[o/ot/z000 1,
| j_‘

14 start

ExsTDEHERERE

Next to the transaction controls — Save, Cancel, Add, etc. — you will see two fields which are
used to contain a date and shift. By default, the current date and shift ‘1’ appear but you can
reset these fields as required. For EpiOOS, the fields are simply used as default values
when you add new OOS records and you can replace the values in EditView as required.

EpiOOS displays all staff time records for the currently selected episode.

To add a new time record, select the relevant episode in EpiList, select the relevant staff
member in StaffList and click on the Add button.

To edit an existing time record, select the record in MultiList, modify relevant field values and
press Save.
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The StaffOOS data set

" SNAPshot 3.80a - [Main: Provider

1001; Facility: X245]

B Fie Edi
Patient[20] [MRN]

MEN Pati ame DOB -

B [200007145  |Clarke.Libby 0E/01/1934
20000326 |Kennedy Martha (054114316
20001278 | Belmont,Hosemary (094051904
200777 |Ingham.ane 22/07/1338
20001784 | Chappell Chiig 1441041930
20002635 |Jensen Kate a0/041318
20004223 | Aitchison,ane 02/03/1340
20004833 | Kellett Joan 114031927
20005249 |McCabe Helen 16/0111917
20005605 |Rossitor Deidre [ 25/01/1902
20005629 | Shepard,Geraldine [31/1041912
20006433 | Nugent MNora 29121912
20006489 | Knowles Kay 03/06/1928
20007462 | Owensane 15/04/1903
20007612 | Gurney Elsie 13!013’1925j

Episode [1]

[BegDate  [CT [ET JEpisl [EndDate |
[N EEETH I E |
5taff[20] [StaffCode)

Staff Staffame | StafflD | SHDate 5.
p (1000 [Daly 1 01./07/2000 |1
1001 |Lockwood |2 01/071/2000 |1
1002 |Pery 3 01./07/2000 |1
1003 |Page 4 01./01/2000 |1
1004 |Birchall [ 01./07/2000 |1
1005 |McCabe [ 01./01/2000 |1
1006 |Ford 7 01./07/2000 |1
1007 |Amitage g 01./01/2000 |1
1008 |Glover 9 01./07/2000 |1
1003 |Aspinal 10 01./01/2000 |1
1010 [Hampson |11 01./07/2000 |1
1011 |Berg 12 01./01/2000 |1
1012 |Cox 13 01./07/2000 |1
1013 | Taylor 14 01./01/2000 |1
1014 |Lyons 15 01/071/2000 |1
1015 ILincoln 16 01/07/2000 1.

Patient
Epizode
Clinical
Fiehah/GEM
AROCD atage
PalCare
FCOC
Mant/RUG
MH
AdultHoNO:
AdultLSP
AdulthHI
ChildH
SnhapClass
PrivRehab
Staff
wiardT eamn
Members
Epi00S

GenTime
Path

Imag

Diug

Equip
AdrinStatus
HACCMDS
ACAT[AGSIM
ACATMDS2
PatCI4RR
EpiCl&RA
Dides(MDS
DaRew(MD!
System
Proselnit

F acility
Epid0Day
UserTable
IrmpDretail
Impart
UseDef

EIEEEE

StaffD0S [0]

[MRN [Suname _ [GivName

[CareDate

[Shit_[OoslD_[Mins

Save

add | Del | Group| Reset| 080872007 1

005 by Staff

Field

WValue

StafflD

CareD ate

Shift

E pizlDY

OoslD

Minutes

Main intervention

Intervention 2

Intervention 3

Intervention 4

Service delivery setting

HALCC Details:

Azgistance with Goods & Equip [1]

Asziztance with Goods & Equip [2)

Meals

Linen

Transpart

Home modifications cost

For the StaffOOS data set, the date and shift fields play a more important role since they
restrict the list of time records in MultiList to only those with the selected date/time. Update
transactions work in the same way as for EpiOOS.

If you change the date/shift fields the data set will disappear for the EditView. When you
have completed the changes, simply reselect the required data set in SetList and the
EditView will reappear.
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The GenTime data set

" SNAPshot 3.80a - [Main: Provider 1001 ; Facility: X245]
B Fie Edi -8 %
Patient[20] [MBN) Fatient GenTime [0]
RN Path ame DOE «| |Episode [StafliD [StaliName [CareDate  [Shiit[Gendcliv [Name [tins
20000145 | Clarke Libhy 0E/01/1934 Clirical
0000326 |KennedyMatha |05/11/1516 | | RehabvGEM
20001278 | Belmont Rosemary | 19/05/1904 ’;Eﬁif’:‘ase
20001777 |InghamJane 22/071538 B Save| Can| Add| Del | Group| Reset| [07/08/2007 17
20001784 |ChappellChiis  [14/10/1530 FERYEIE
20002595 | Jensen Kate WO4ATE | i GenTime
20004223 |AltchisonJane | 02/03/1340 AdulHoNOE Field Walue
20004833 |Kellett)oan 114031927 AdultLSP ShatlD
20005243 |McCabeHelen [ 16/01/1517 AdulthHI CaieDate
b | 20005605 |FossitorDeide | 25/011902 ChildtH Shit
20005629 | Shepard.Geraldine (31101912 ShapClass b | General Activiy || j
20006439 |MugentMara 291121912 PrivRehab ting
20006485 | Knowles Kay 03/06/1528 Staff
20007452 | Dwens Jans 15/04/1909 WwiardT eam
20007612 | Gurmey Elsie 13/01/1926 Members
20008519 | Rieid Loma 10/05/1903 Ef;ﬁggs
20009200 |OwensJackie | 24/01/1525 3
20009312 |Wickers Josie 15/10/1502 |
20009465 | Kane Kate 13101503 Imag
20009812 | Aumstron Gilian |07/05/1540 | Dig
Episode [1] Equip
[BecDatz__[CT [ET [EpsiD [EndDate | ﬁi“ggf;sg‘s
b [OT/OT/7Z0000T [T |15 [08701/2000] | sroriagam
ACATMDSZ2
PatCI4RR
Stalf[20] [StaffCode) EpiCIA4RA
Siafflame |StafflD [SiDate |5 «| | DvadssitDs
Daly 1 01/01/2000 |1 DR ev(MD:
Lockwood |2 01/07,/2000 | 1 ﬁfsﬁi“:}“
Fery 3 o /0 /2000 |1 Facily
Fage 4 0170172000 |1 EpalDay
Bichal |5 o /0 /2000 |1 UsorT able
McCabe |6 0170172000 |1 InpDietsil
Ford 7 o /0 /2000 |1 Irnpart
Amitage__ [ 0170172000 |1 UserDef
Glorwer ] 0140142000 |1 Migrate
Aspinal (10 |01/01/2000 1
Hampzon |11 01/01.,/2000 |1
Berg 12 [01/01/2000 1
Cox 13 [01/01/2000 1
1

Taylor 14 01/01/2000 1

r@ IManu.

The GenTime data set can be used to record staff time which is not patient-specific from the
following list:

General Activities

Code Name

General clinical
Clinical travel
Teaching
Research

Health promotion
Other Travel
Quality improvement
Administration
Other

On Duty

>|O|0|N|O|O|R~|WIN|F-

Any combination may be selected for a specified date/shift but note that the OnDuty activity
represents the total number of minutes for the shift — for example, 480 for an eight hour shift.
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Ward/Team and Member Records

Prior to Snap 3.6 a field ward provided in the Episode record called Team/Ward which
allowed up to 20 characters of text to be entered. This field is retained (with the description
‘Team/Ward (old)’) and a new field has been added below it called ‘Ward/Team’ which
allows a four character code to be selected.

The WardTeam data set

« SNAPshot 3.80a - [Main: Provider, Unit: PU1001; Facility: X245]

[ D BEE:
Patient[20] [MBN] Patient ‘WardTeam [5]
MAN Path ame DOE -~ EDiS_UF'E War|Faciity |Code  |Mame cC
20000145 | Clarke.Libby 06/01/1334 Elinical P |1 (%245 [Tml  [Team 1 Wardl
20000326 |KennedyMartha |05/11/1916 Riehab/GEM 2 [%245 [Tm2  |Team2 WardZ
20001275 _|Belmont Fuossmay [03/05/1504 | |AADCDalzse 3 [%245 [Tm3  Team3 Ward3
20001777 | Ingham.Jane 22/07/1938 T 4 [%246 [Tmd  [Teamd Wardd
20001784 |ChappelChis 147101530 MR 5 [%245 [TmS  |Team5 Wards
20002696 | Jensen.Kate 30/04/1918 Mo
20004223 |Alchisondane  |02/03/1340 ¢ | Save| Can| add| Del| Group| Reset| [07/08/2007 1
20004833 |Kellett Joan 11/0341327 ﬁﬂﬂlﬁfs? E o | Go [ 0 o e == i
20005249 |McCabe Helen 16011917 AdultkdHI “Ward Team List
p |20005605 |ResstorDeidie | 25/01/1902 ChidMH Field [value
20005629 | Shepard,Geraldine | 31101912 SnapClass “w/ardT eaml D i
20006439 | Mugent Mora 29421912 FrivRehab F acility #245
20006489 |Knowles Kay 03/06/1928 Staff B |'ward / Team code
20007462 | Owens Jane 15/04/1309 'wiardl sam ardT eam Hame [description] | Team 1
20007612 | Gurney Elsie 13/0111926 Members Cost Centre |'wardl
20008513 | Reid Loma 10/03/1903 Epi0D3
20009300 | Owens Jackie | 24/01 /1055 | | S0
20009313 |Vickers.Josie T5A0A02 | | =0
20009483 |KaneFate 19/10/1303 Imoa
20005612 | Amstrona,Gilian |07/05/1540 = | Diug
Episode [1] Equip

[ AdminStatus

[BeaDate [CT [ET [EpisiD [EndDate HACCHDS

b [0T/0T/2000[1 |1 (15 |08/01/2000] | arorpacap
ACATMDS2
PatCIARR
Staff[20] (StaffCade) EpiCI4RA
Staff__|Stafftlame |StafflD [StiDate |5 « | [ DVAtssMDS
7000 |Daly 7 T /01/2000 |1 DVARev(MD:
p (1001 [Lockwood |2 01701 /2000 |1 gf;\‘fu";"
1002 |Peny 3 01/01/2000 |1 Facily
1005 |Fage 4 1 /01 /2000 |1 EpaliDay
1004 |Bichall |5 01/01/2000 |1 UserT able
1005 |McCabe |6 1 /01 /2000 |1 gD etai
1006 |Ford 7 01/01/2000 |1 Irnport
1007 |Amitage  |® 1 /01 /2000 |1 UseDef
1008 |Glover ] 01/01/2000 |1 Migrate
1009 |Aspinal |10 | 01/01/2000 [
1010 |Hampson |11 |01/01/2000 1
1011 |Berg T
1012 |Cox 13 [01/07/2000 |1
1

1013 | Taylor 14 01/01/2000 11
3

Two data sets are included in the SetList called WardTeam and Members. The process for
defining WardTeam records and the Staff Members that WardTeams comprise is as follows:

1. Select the WardTeam set and create new WardTeam record(s) using the Add button.

2. Select a WardTeam record. The latest WardTeam record selected will be used when
adding new members to the team.

3. Click on the Members set.

4. Select a staff member and press the Add button to add the staff member to the
selected WardTeam.

5. Repeat step 3 above for all staff members that belong to the WardTeam.

6. Go to step 2 above to select the next WardTeam.
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The Members record

B Fie Edi -8 %
Patient[20] [MBN) Fatient Members [2]
MAN Path ame DOE | [Episode ‘wiar| Code Hame Stafflly Stalf Staffh ame:
20000145 | Clarke Libby 06/01/1534 Blinical » [T [Tmi Team | B 1005 McCabe
0000326 |KennedyMatha |05/11/1516 | | RehabvGEM i [T Team 1 15 1014 Lyans
20001278 | Belmont Rosemary | 19/05/1904 ’;Eﬁif’:‘ase
20001777 _|Ingham.Jane 22/071338 B
20001784 |Chappel Chiz | 14/10/1930 FERYEIE
20002595 | Jensen Kate 30/041318 MH
20004223 | Altchison,)ane 02/03/1340 < | Save| Canl| Add
20004933 |Kellett.Joan 11/031527 ﬁﬂﬂlifﬁp“u JJJMMM ZET)
20005249 | McCabe Helen 16011917 AdultkdHI ‘ward Team Members
b |20005605 |RosskorDeidre | 25/01/1302 ChilddH Field [Value
20005629 | Shepard.Geraldine (31101912 ShapClass “wardT eam| D |1
20006439 | Mugent Mora 291121912 PrivRehab Staffll I3
20006485 | Knowles Kay 03/06/1528 Staff
20007452 | Dwens Jans 15/04/1909 WardT eam
20007612 | Gurney.Elsie 13/01/1526
20008519 | Rieid Loma 005790 | |EROOS
20003200 | OwensJackie  |24/0171925 ét::TD\an:
20009312 |Wickers Josie ieAoAsEz | | 25
20009465 | Kane Kate 13101503 Imag
20009812 | Aumstron Gilian |07/05/1540 | Dig
Episode [1] Equip
[BecDatz__[CT [ET [EpsiD [EndDate | ﬁi“ggf;sg‘s
b [OT/OT/7Z0000T [T |15 [08701/2000] | sroriagam
ACATMDSZ2
PatCI4RR
Stalf[20] [StaffCode) EpiCIA4RA
Staff [Steffams |GtalfiD [StiDate |5 | [ [VAsss(MDS
1000 |Daly 1 01/01/2000 |1 DR ev(MD:
p (1001 [Lockwood |2 01/01/2000 |1 ﬁfsﬁi“:}“
1002 |Peny 3 o /0 /2000 |1 Facily
1002 |Page 4 0170172000 |1 EpalDay
1004 |Bichall |5 o /0 /2000 |1 UsorT able
1005 |McCabe |6 0170172000 |1 InpDietsil
1006 |Ford 7 o /0 /2000 |1 Irnpart
1007 |Amitage |8 0170172000 |1 UserDef
1008 | Glover 2] 017012000 |1 Migrate
1009 |Aspinal _ [10_ |01/01/2000 1
1010 |Hampson |11 |01/01/2000 1
1011 |Eerg 12 [01/01/2000 1
1012 |Cox 13 [01/01/2000 1
1

1M3 | Taplor 14 01/01/2000 1
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The System Data Set

" SNAPshot 3.80a - [Main: Provider, Unit: PU1001; Facility: X245]

B Fie Edi -8 %
Patient[20] [MBN) Fatient Spstem [1]
MAN Path ame DOE | [Episode [Wersion [SysBeg [SusEnd |
20000145 | Clarke Libby 0B/01/1934 Blinical [SEED [01/01/1999 | 31/12/2008 |

20000326 |KennedyMartha |05/11/1916 Fiehab/GEM

20001278 | BemontRosemary |09/05/1904 | [AROCDatase
PalCare

200777 |Ingham.ane 22/07/1338
20001784 | Chappsl Chris 147101930 FCOC Save| Can| Add| Del | Group| Reset| |07/08/2007 |1—

A00Z5%|Jensen Kale [ BA04ATIE | [hye BT
20004223 |AtchisonJane | 02/03/1340 AdulHoND: T [Vale
20004833 | Kellett Joan 114031927 AdultLSP Ve 380
20005243 [McCabe Helen 16011917 AdulttdHI » |Data collection begin date
b | 20005605 |RossiorDeide  |25/01/1302 ChildtH Data collection end date 31/12/2008
20005629 |Shepard,Geraldine | 31101912 SnapClass WMasdrmum skift rumber [1-4] |3
20006439 |HugentMara 291211912 PrivRehab TimeLimit in minules 55999999

20006489 | Knowles Kay 03/06/1928 Staff
20007462 | Owens.Jane 15/041909 “:fé‘:jt;?: el e der e |
20007612 | Gurney.Elsie 130171526 Batch group option 1 [Format 1 - no test values)

- EpiD0S
2000519 |Reidloma  [T0/0SAS0S | | -FE- o Administrator kep 2561794863674
20009200 | Owens Jackie | 24/01/1925

Backgiound colour - gray M [Mo)

000913 | Vickers Josie 1540502 | E:&T‘me
20003483 |Kare Kate 1A0ASE
20009812 | Aumstron Gilian |07/05/1540 | Diug
- Equip
EpEtEI] AdminStatus

[eeqnate [T [ET [EpslD [EndDate |

HACCMDS

b [07/072000(7 1 [156  [08A0172000) | ariTiage
ACATMDSZ
PatCIARR
Staff[20] (StaffCade) EpiCI4RA
Staff__|StaffMame |StafflD [StiDate |5 «| [ DvAsssiMDE
000 [Dal 1 o1/01 /2000 |1 | [DvRReviMD:
b 1000 |Lockwood |2 01/07,/2000 | 1 UV"
1002 |Peny 3 1 /01 /2000 |1 Facilly
100 |Fage 4 01/01/2000 |1 EpiBDay
1004 |Bichall |5 1 /01 /2000 |1 UserT bl
1006 |McCabe |6 01/01/2000 |1 gD et
1006 |Fard 7 1 /01 /2000 |1 Irport
1007 |Amitage |3 01/01/2000 |1 \UserDef
1008 | Glover 2] 017012000 |1 Migrate
1009 |Aspinal |10 |01/01/2000 1
1010 |Hampson |11 |01/ /2000 |1
1011 |Eerg 12 [01701/2000 /1
1012 |Cox 13 [01/01/2000 1
1

1013 [Taylor 14 [01/0/2000]7
ARG e :
r rEsDEEREEOE

The System Data Set can only be changed by the Administrator and there can be only one
System record for each Snap database.

The Data Collection Begin/End dates are useful for checking that dates which are episode
related are within a reasonable timeframe. The range that you specify must be between
01/01/1990 and 31/12/2019 but you will probably want to define a tighter timeframe — the
Administrator can change the range at any time. When SNAPshot is installed, the default
episode end date is 31/12/2007.

The Background Colour flag can be used if your computer does not have high resolution
colour. If you set the flag to Yes, a gray background will be used.

Note that these settings apply to one of possibly a number of Snap databases.
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The ProvUnit (Provider Unit) Data Set

SNAPshot 3.80a - [Mi

B Fie Edi -8 %
Patient[20] [MBN) Fatient Provlnit [9]
MAN Path ame DOE | [Episode Prowlnit Name
20000145 | Clarke Libby 06/01/1534 Blinical B208HS _ |B202 Health Service
0000326 |KennedyMatha |05/11/1516 | | RehabvGEM C202HS |20 Health Service
20001278 |Belmort Aosemary [08/05/1304 | |SADCDA=e= [Ty IGPRRRE (5200 Heallh Savice
20001777 _|Ingham.Jane 22/071338 B D213HS D213 Health Service
20001784 | Chappell Chig 144101930 Maint/RUG KFE1HS K751 Health Service
20002695 |Jenzen.Kate 30/041918 WMH NZ204H5 M204 Health Service
20004229 | Aichizon,Jane 024091540 AdultHoMOE P00 E astemn Health Service
20004833 |Kellett)oan 114031927 AdultLSP PLAO02 ‘whestern Health Service
20005243 |McCabeHelen [ 16/01/1517 AdulthHI WK123HS | X123 Health Service
) |20005605 |Rossior,Deide | 25/01/1902 ChilddH
20005629 | Shepard.Geraldine (31101912 SnhapClass
20006439 |MugentMara 29121912 PrivRehab
20005483 Kngwles,Kap D3/0EASzE | | Stalf Save| Can| Add| Del | Groun | Reset|[07/08/2007 [1°
20007452 | Dwens Jans 15/04/1909 WwiardT eam -
20007612 | Gurmey Elsie 13/01/1926 EM'S’E‘:SEIS — Ve fioyieilht
20008513 |ReidLoma 10/0371309 Pl - -
20003200 | Owerss Jackie | 2470171325 ét::TD\an: L :'”‘”de'u"" Iggggf e
20009313 [Wickers.Josis 150902 | 250 ame S5 JEMVICE
20009465 | Kane Kate 13101503 Imag
20009812 | Aumstron Gilian |07/05/1540 | Drug
Episode [1] Equip
[BecDatz__[CT [ET [EpsiD [EndDate | ﬁi“ggf;sg‘s
b [OT/OT/7Z0000T [T |15 [08701/2000] | sroriagam
ACATMDSZ2
PatCI4RR
Stalf[20] [StaffCode) EpiCIA4RA
Staff [Steffams |GtalfiD [StiDate |5 | [ [VAsss(MDS
1000 |Daly 1 01/01/2000 |1 DR ev(MD:
p (1001 [Lockwood |2 01/01/2000 |1 System
1002 |Peny 3 o /0 /2000 |1 Facmw
1002 |Page 4 0170172000 |1 EpalDay
1004 |Bichall 5 o /0 /2000 |1 UsorT able
1005 |McCabe |6 0170172000 |1 InpDietsil
1006 |Ford 7 o /0 /2000 |1 Irnpart
1007 |Amitage |8 0170172000 |1 UserDef
1008 | Glover 2] 017012000 |1 Migrate
1009 |Aspinal _ [10_ |01/01/2000 1
1010 |Hampson |11 |01/01/2000 1
1011 |Eerg 12 [01/01/2000 1
1012 |Cox 13 [01/01/2000 1
1013 |Taylor 14 |m/07/2000(7
Kl J_‘

4 start

You must define at least one ProvUnit before you can enter Patient records and you must
define Patient records before you can enter episodic data.
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The Facility Data Set

" SNAPshot 3.80a - [Main: Provider 1001 ; Facility: X245]
B Fie Edi
Patient[20] [MBN) Fatient Facility [9]
AN Path ame DOE - EP'S_UFie Facilty |[Mame Al acility E pisPrefix DefCaseType |DefEpisTupe |DefCarehodel |DeftdHServ
20000145 | Clarke Libby 0B/01/1934 Blinical B208 |Stohns B208 T
0000326 |KennedyMatha |05/11/1516 | | RehabvGEM C202 |5t Mark's Cz02 i
20001278 | Belmont Rosemary | 19/05/1904 ’;Eﬁif’:‘ase D200 [StPauls 0200 1
20001777 |Ingham.Jane 22/07/1933 s 0213 |5tRose's 0213 1
20001784 |ChappellChiis  [14/10/1530 Mart/AUG K781 |StFreds K751 1 1 1 1 1
20002695 |Jenser Kate 30/0441918 MH N204  |Stérne's N204 1
20004229 [AkchisonJane  |02/03/1340 AdulHoNOE 123 [Stlucy's 123 1
20004833 |Kellstt Joan 11/03/1927 AdulLSE b %245 [Stluke's #245 1 2 4 1 3
20005243 |McCabeHelen  |16/01/1917 AdulttHl IS |StMans E=IE 1
) |20005605 |Rossior,Deide | 25/01/1902 ChildkH
20005629 | Shepard.Geraldine (31101912 SnhapClass ﬂ—l ﬁ
20006439 |MugentMara 29121912 PrivRehab
20006489 Kngmes)(ap 03/06/1928 Staff Save ﬂ Add | Del | Group| Reset| |07/08/2007 |1—
20007452 | Dwens Jans 15/04/1909 WwiardT eam -
20007612 | Gumney.Elsie 130171926 Members : fi=ciic]
20008519 |Reid Loma 10/03/1909 | |ERDOS At il
20009200 | Oweens Jackie | 24/01/1925 ét::TD\an: » ;ac"'“’
20009313 [Wickers.Josis 150902 | 250 AI;‘;‘::&E Faciis Easia ><24; 25
00059489 |Kane Kate 18/10:1903 i et T f :
20009812 | Amstrona,Gilian 07061940 | Drug D';';DL‘"BEESE'TE;;E 3 Frahaiai]
Episode [1] Equip Default Episods Type 4 [Community patient]
[BegDate _[CT [ET [piD [EndDae | [RominStatus Default Care Model 1 [Direct care)
p [0M/0/2000[1 [1 15 | 0B/01 /2000 | ACATIAGS M Default Mental Health Service |2 [Psychogeriatric)
ACATMDS? Drefault Assessmgr?t Type 1 [Medical, with diagnostic pathology and/or imaging)
PatCIARR Default HACFI Ellgll?le i
Staff[20] (StaffCode) EpiCI&RA Drefault SEIVIF:E delivery setting
Sl [StiName [StalfiD [StDate |5 < | DVAdssMDE D RE saes
1000 |Daly 1 o1 /00 /2000 |1 DvaRev[MD! Default &M-Snap version 2 [AN-Snap 2]
» 1001 [Lockwood |2 01/01/2000 |1 ﬁfsﬁi“:}“ e
1002 |Peny 3 17001 /20000 | 1
1002 |Page 4 01/07,/2000 | 1 EpiDay
1004 |Richal 5 17001 /20000 | 1 UserT able
1005 |McCabe |6 01/07,/2000 | 1 ImpDetai
1006 |Ford 7 17001 /20000 | 1 Impert
1007 |Amitage |2 01/07,/2000 | 1 |JserDef
1008 | Glover 2] 017012000 |1 Migrate
1008 [dspinal 10 [07/07,/2000 7
1010 |[Hampzon |11 17001 /20000 | 1
1011 |Berg 12 [0/07/2000 7
1012 [Cox 13 [0/07/2000 1
1013 [Tayler 14 (Moo,
Kl J_‘

4 start

Episode records are created in relation to a selected Facility. Similarly, Staff records relate to
a selected Facility.

To process the data for a Facility, users must know the Facility password assigned by the
Administrator. The Administrator can access any data.

You can define default values for each Facility for the following fields: CaseType, EpisType,
CareModel, MHServ (Mental Health Service) and Assessment Type. Default Funding Source
refers to the ‘Funding source for hospital patient’ on the Patient screen. When you add new
Episode records, these fields will be preset but you can override the default values in the
Episode record if required.
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The Epi90Day Data Set

" SNAPshot 3.80a - [Main: Provider 1001 ; Facility: X245]
B Fie Edi -8 %
Patient[20] [MBN) Fatient Epi90D ay [0]
RN Path ame DOE «| |Episode [Epis30ID_[PiovUnit_[Faciity [BegDate  [MRN [Sumame [Givname
 |20000745 | Clarke Libby 0E/01/1934 Clirical
0000326 |KennedyMatha |05/11/1516 | | RehabvGEM
e | ey e | [P p—
ngnam.Jane
20001784 | Chappel Chiis 1471071930 ;E%HUG Save| Can| 2| 0ol | Group| Resmt| [07/0872007 1
20002695 |Jensen Kate 30/041918 WMH E pizode - 90 Day Review
20004223 | Altchison,)ane 02/03/1340 AdultHoMOs Field Walue
20004833 |Kellett)oan 114031927 AdultLSP » |Epizade identifier
20005243 [McCabe Helen 16011917 AdulttHI Provider unit
20005505 | Rosstor,Deide | 25/01/1902 ChilddH WMedical record number
20005629 | Shepard.Geraldine [31/1041312 SnhapClass Diate of Birth
20006439 |MugentMaora 294121932 PrivRehab Facility
20006483 |Knowles Kay 03/06/19238 Staff Episods begin date
20007452 | Dwens Jans 15/04/1909 WwiardT eam Cumame
20007612 | Gumey Elsie 30192 EM'S’E‘:SEIS Fiiven namss
Il
Episode [1] SHaifO0s fEasElline
[BecDat= [T |ET [EpslD [EndDate | |GenTime Episods type
y [oi/m/zon7 |1 1|3 [ | Path Azsessment only
Imag Assezsment bype
Diug tode of episode start
Equip Madel of care
AdminStatus tdental health zervice
HACCHMDS First episade
ACAT[AGS)M Compenzable status
Staff[20] (StaffCode) ’;E‘témﬂ[)ﬁsz ;P'SDdB end date
Staff__ [Staffame |StaifD [StDate |5+ | por pelnilepisodelend
EpiIAAR Leave days
» (1000 |Daly 1 0170172000 |1 DVadssMDE i,
1001 |Lockwood |2 01701 /2000 |1 DyRev(MD! nteruption days
1002 [Femy 3 (o201 | | System Luziali of iy
1003 |Page 4 |oavzoon 1 | |Prodni Visuulete deli
1008 |Buchal |5 [07/01/20007 | |Faciiy cnsutand
1005 |McCabe |6 |mi/mi/20001 | (I3 IFividle) e
1006 [Ford 7 [oo/zoon|1 | |UseTable S iy
1007 |Amitege |8 |01/01/20007 | | ImeDetail Vigeintsaid (L)
1008 |Glover 9 07/07/2000 | 1 Import (L0 MER D
1003 |Aspinal (10 |m/mi/zo00)1 | |UseDef
1010 |Hampson |11 |01/01/2000 1
1011 |Berg 12 |01/01/2000 1
1012 |Cox 13 |01/01/2000 1
1013 |Taylor 14 [01/01/2000 1
1014 |Lyons 15 |01/01/2000 1
1015, ILincon 116 101/01/2000(1.~
»

s DEOEEEE

When you enter the Main processing screen you will receive a message telling you the total
number of episodes which commence more than 90 days previously but do not have an
Episode End Date.

You can view the core fields for each of these episode by selecting the Epi90Day data set.

You cannot change the data directly but, if you are logged onto the required Facility, you can
select the Episode data set and edit the relevant record(s).
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Administrator Functions

A Snap database must be managed by an Administrator and there are certain functions
which can only be accessed by the Administrator.

STARTING SNAP

Normally when Snap is started the Main processing screen appears which is convenient for
most users. The facilities which are provided by the startup (empty) screen — such as
selecting a different Snap database — can usually be accessed simply by closing the Main
screen and selecting the appropriate menu item.

However, if the database becomes damaged it is possible that Snap will try to open the
database to display the Main screen but a system failure may occur which will prevent
access to the startup screen.

If you start the system by holding down the Shift key whilst clicking on the Snap icon, the
Main screen will not be opened. Note that the Snap startup screen might not be displayed
but there will be a button on the task bar at the bottom of the screen which you can click or
you can use Alt-Tab to switch to Snap.

Warning: if you start Snap from the Windows Explorer rather than from the icon, you cannot
hold down the Shift key and double click with the mouse. Instead, click once on Snap.exe
and then hold down the Shift key and press the Enter key.

ADMINISTRATOR OPTIONS DIALOG

You can logon/off as the Administrator on the Main screen (if you know the password) but for
some operations — such as the Database Utilities options and creating new UDTs (User-
Defined Tables) — you must logon to the database in Exclusive mode. To obtain Exclusive
mode, no other user can be logged onto Snap and, once you have Exclusive access, no
user can logon until you logoff.

Administrator Options To logon as Administrator enter the 6 character
password and, if you require exclusive access, click

the check box. Then click on the ‘Logon as

. p— Administrator’ button. The default password is
Adrin Password: ‘ADMINK’ but you should change this when you
create a new Snap database using the ‘Change

[v Open database in exclusive mode Admin Password’ button.

Logon as Adminstrator | To change the password, click on the button and
then enter the new password twice for confirmation.

Change Admin Paszwaord

If you want to logoff as Administrator, click on the
‘Logoff as Administrator’ button.

If you lose the Admin password, click on ‘Password
Key' and contact CHSD on (02) 4221 4411 who will
decrypt the key for you.

Logoff as Adminstrator |
Paszword Key |

E uit

Note that if you select a different database, you will have to enter the Admin password for
that database.
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DATABASE UTILITIES

The File:Database Utilities menu option is only accessible for the currently selected
database if you are logged on as the Administrator with exclusive access.

Database Utlities E

— D atabaze Mame(z]
Cunent DE: IE:'\.S hap5hothSnapT ezt mdb

Target/Source I

—Copy/Repair/Compact Database————— [~ Backup/Restore Database
Repair Databaze | Backup Database Restore Databaze
Copy [Mo Mames] Compact Databasel [ MultiYalume

Delete [and recreate] Quernes |

E wit |

The Copy Database Button

You can use this button to make a copy of the current database as displayed in the top
panel. You may wish to do this simply to make a backup of the database on, for example,
the network server disk but the Backup Database option is normally more efficient since it
will compress the database before copying to the target drive.

The most important use for this option is creating a new ‘empty’ Snap database. To do this,
you should use File:Select Database to choose the ‘SnapOrig.mdb’ file and then use Copy
Database to copy it to, say, Snap.mdb. Note that you will not be able to open the Main
screen with SnapOrig.mdb as the selected database since it is provided as a template to
create new empty Snap database files.

The Copy (No Names) Button

Use this option to copy the current database to a new database with patient names
removed.

If you use either of the Copy buttons, Snap will Compact the target database.
The Repair Database Button

If the database becomes damaged you may be able to recover it by pressing this button.
See also the Delete Queries button.

The Compact Database Button
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There are two operations which the Administrator should perform regularly — Backup and
Compact. Database transactions cause wasted space to build up within the database.
Before you take your regular backup, Compact the database to reduce its size and make
access more efficient.

The Delete Queries Button

You should not normally need to use this option but if your database is damaged it is
probably a good idea to press this button after you have used the Repair option. It will
remove all of the stored query definitions which will be recreated when you open the Main
screen.

The Backup Database Button
This option will compress the current database as it copies it to the file that you nominate.

You should not rely on backup files stored on the same system as the Snap database but
rather backup to removable storage such as Tape, Zip, Jaz, LS120 or floppy drives or to the
network storage. If you store your backup file on the same drive as the current database and
there is a disk crash you could lose both the database and backup.

If you are backing up to floppy drive (1.44MB) you may need to click on the Multi Volume
check box because more than one floppy may be required. Selecting Multi Volume will
cause a ‘spanned’ volume to be created if one floppy is not enough.

The Restore Database Button

Use the Restore button to restore a file previously created using the Backup options
described above. You can select the target folder to be the same as the current database or
different.

PASSWORDS

There are two types of password — the Administrator password and Facilities passwords.
Passwords must be precisely 6 characters in length and must contain only alphanumeric
characters. They are not case-sensitive — for example, ‘passwd’ is the same as ‘PASSWD'.
When you enter passwords, the characters are not displayed — just the placeholder
character *.

Administrator Password

Only the Administrator can set passwords and when a new database is created (see Copy
Database above) the Administrator should first change the Administrator password from
ADMINK to something different (see Administrator Options Dialog above) and then define at
least one Facility and assign a password to the facility.

User (Facility) Passwords

For normal users, the logon procedure is performed in the Main screen. Snap will display

only a list of Facilities and the user must select the required Facility and enter the required
password. Note that if there is no value in the ‘Key’ value this means that the Administrator
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has not yet allocated a password and processing cannot proceed until a password is
assigned.

By default, Snap will position to the Facility that was in use in the previous session and, if
this is the required Facility, the user can logon by pressing the process key (F7) and then
entering the password. If the password is correct, all user data sets will become accessible.
If a user needs to switch from Facility to Facility, the password for each facility only needs to
be entered once during the same session — until the user logs off.

Admin Logon from the Main Screen

It is often convenient to be able to logon as the Administrator directly from the Main screen
rather than from the Administrator Options dialog. However, if exclusive access is required,
this can only be achieved using the dialog.

To logon as the Administrator, with any Facility record selected and the cursor on the
EditView, hold down the Shift key and press the F7 key — the password dialog will have the
caption ‘Enter Administrator Password’.

To logoff as Administrator but still stay in the Main screen, repeat the process by holding
down the Shift key and pressing F7. You will then have user access to the currently selected
Facility but will not be able to access other Facilities for which the password has not been
entered.

Setting/Changing Facility Passwords

To set or change a Facility password you must logon as Administrator, select a Facility and
then press F7 (without the Shift key). You will then see the ‘Change Facility Password’ dialog
and you should enter the new password and repeat the entry in the Confirm box. If the codes
match, the new Facility password will be assigned.

LOST PASSWORDS

If you forget a Facility password, the simplest solution is for the Administrator to assign a
new one — it is not necessary for the Administrator to enter the old Facility password before
assigning a new one.

If you lose the Administrator password you should press the ‘Password Key’ button in the
Administrator Options dialog, record the number that is displayed and contact the Centre for
Health Service Development on (02) 421 4411 who will decrypt the key for you.

FACILITY DEFAULT VALUES
The Administrator can set up default values in the Facility data set for the following Episode
fields:

Case Type

Episode Type

Model of Care

Mental Health Service

Assessment Type

HACC Eligible

Service Delivery Setting

Funding Source refers to the ‘Funding source for hospital patient’ on the Patient screen
AN-SNAP Version.

When a new Episode (or Patient) record is added, the values for the fields above will be set
with the default values.
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User-Defined Table (UDT)

" SNAPshot 3.80a - [Main: Provider, Unit: PU1001; Facility: X245]

B Fie Edi -8 x
Patient[20] (MRN) Patiert UserDef [5]
MAN Path ame DOB - EPiS_U}je Seq FldM ame FldDesc FldType |FldMand [FldLen |LUT MaName
p 20000145 |Clarke Libhy 06/01/1934 Clinical p 1000 EpiglD Episode identifier  |Long M 4 M
20000326 |KennedyMartha |05/11A915 Rehab/GEM 2000 | Refum Reference Number |Test |7 2 il
20001278 | Belmont Fosemany | 09/05.71 904 ‘;:EEP:'ESE 000 |RefDate Feference Date |Date ¥ 4 N
20001777 |Ingham.Jane 22/071938 PCOC 4000 Refluant Reference Quantity [Long M 4 N
20001784 | Chappell Chriz 141041530 MairtRLG 5000 FefF actor Reference Factor  |Single | 4 M
20002595 | JensenFate 30/041518 MH
20004223 |Altchizon,Jane | 02/03/15340 c
20004833 |Eellett,Joan 1/03/1527 LAUHONDS | save Can| add| Del Fieset| [WEIEIERNG |1
20006245 |McCabe Helen [ 16/01A517 AdulthHI
20005605 |FiosstorDeidie | 25/01/1902 ChichtH - [IEE
20005623 | Shepard Geraldine |31/10A512 | SnapClass il Wl
20005433 |NugentMora  [29/1271912 | PiivRshab Faciity 245
20006483 |Knowles Koy |03/06/1928 | Staff b (GEstelles o
20007452 |OwensJane  [16/04/1909 | [WerdT=am R EpelD
20007812 | Gunew Elsie 13014 stﬂ Members Field description E pizode identifier
EpiD0S Field lype Lang [Long]
Episode [1] Staff00s Compulzony value M (Mao)
[eeqDate  [CT [ET JEpisiD [EndDate | GenTime Figld length 4
[ AT H R E | Path Look up table
:5”'33 Delete on backup [Mo Names] [N [No)
Equip
AdminStatus
HACCMDS
ACAT[AGSM
Stalf[20] [StaffCode) ’P“E’Hﬂﬂ[)ﬁsz
Staff Staffame  [StafflD [StDate 5a EpiCI4RR
p (1000 [Daly 1 01/01/2000 1 Didss(MDS
1001 |Lockwood |2 0170172000 1 DYERev(MD:
1002 |Pemy 3 01/01/2000 1 System
1003 |Page 4 0170172000 1 Provlnit
1004 |Bichall |5 0170172000 1 Faciliy
1005 |McCabe |6 0170172000 1 EpiglDay
1008 |Ford 7 01/01/2000 |1 UserTable
1007 |Amitage |G 01,/07 /2000 | 1 ImpDetsil
1008 | Glower ] o /0 /2000 |1 I
1009 |Aspinal _ [10_ |01/01/2000 1
1010 |Hampson |11 |01/01/2000 1
1011 |Eerg 12 [01/01/2000 1
1012 |Cox 13 |oi/01/z000 1
1012 [Taylor 14 [01/01/2000 1
10714 |Lyons 15 |oi/01 /2000 1
1016, ILincoln 16 101/01/2000(1.~
4 »

- L
e = [ Eﬂ BEERE E r@ Maruslzs.d.. | O Snapshot oft Ex +" ShA | i untitled - Paint Qll 16:47
7

INTRODUCTION

You may create, for each Facility, a table which contains fields which you define. The table is
linked to the Snap Episode table and so it can contain a mixture of variable patient level and
episode level data.

Each user-defined table can contain up to 20 fields which may be of the following MS
Access types: Text (1 to 250 characters), Date, Byte, Short, Long, Single or Double. Snap
will only accept dates in Date fields, not date/time values.

You should design the table carefully since you cannot change it using Snap once Snap has
created it. If you have a copy of Access 97 and know how to manipulate table definitions
then you can make changes but you should read the section below on changing UDT
definitions.

Note that as from version 3.40 you can use the ‘Delete on backup (No Names)’ attribute to
cause the values of selected fields to be removed when you create copies of the database.

In the example above, five fields have been defined. When the UserTable for this facility is
selected, the data will appear as follows:
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« SNAPshot 3.80a - [Main: Provider, Unit: PU1001; Facility: X245]

[ D BEE:
Patient[20] [MRN) F‘a_tient System [1]
MAN Path ame DOE -~ EDIS_UF'E ‘Velslon |SysBeg |SysEnd |
p |20000145 | Clarke Libby 06/01/1934 Clinical [MEED] | 01401 /1993 | 3141272008 |

20000326 |KernedpMartha |05/11/1916 Rehab/GEM
20001275 _|Beimont Rosemary |03/05/1304 | | #R0CDalase

20001777 | Ingham.Jane 22/07/193 E"‘C”DCS'E
20001784 |ChappellChis  |14/10/71330 Mart/FLG
20002595 |Jensen ate 30/041918 M
20004223 |AlchisonJane | 02/03/15340 c
20004833 |Kellett Joan 1170371927 ﬁﬂﬂli[‘s?ﬁu‘ Save| Can| Add| Del Reset| [IIETENN |1
20005243 |McCabe Helen  [16/017917 AdulthiHI
20005605 | Rosstor,Deide | 25/01/1502 ChildhH [No dats selected
20005629 | Shepard,Geraldine | 31101912 SnapClass > |
20006439 | Mugent Mora 294121912 FrivRehab
20006463 | Knowles Kay 03/05/15328 Staff
20007462 | Dwens,Jane 15/04/1909 wiardT sam
20007612 | Gumew Elsie Ta/01/A526 7| | Members
Epi00%
Episode [1] Staff00S
[eeqDate [T JET [EpislD [EndDate | |GenTime
p |O1/01/2007 (1 |1 |3 | Path
Imag
Diug
Equip
AdminStatus
HACCMDS
ACATIAGSM
Staff[20] (StaffCode) ’SEiACTEHDHS2
Staff Staffiame  [StafflD [StHDate Sa EpiCI4RR
p (1000 |Daly 1 017012000 |1 DividssMDE
1001 |Lockwood |2 0170172000 |1 DYARev(MD:
1002  |Peny 3 01./01./2000 |1 System
1003 |Page 4 0/01/2000 |1 PraoveLinit
1004  |Bichall |5 01/01/2000 1 Facility
1005 |McCabe |6 01/01/2000 |1 EpidtDay
1005 |Fod 7 01/01/2000 1 |
1007 |Amitage |2 01,/07/2000 | 1 ImpDetail
1008 |Glover 3 01/01/2000 1 Ireport
1003 |Aspinal |10 |oi/ai/2000 1 | | YserDef
1010 [Hampson |11 |01/01/2000 1 Hloiate
1017 |Berg 12 |01/01/2000 1
1012 |Cox 13 |01/01/2000 1
1013 [Taylor 14 [01/01/2000 1
1014 |Lyons 15 [01/01/2000 1
1015 | ILincoln 16 |01/01/2000(1.~
4 »

- - - - c
| O Manualzed.. | % Snapshot B3 Microsoft Ex... SAPshot ... | A untitled-Paint | &) 16:48
-

DEFINING THE FIELDS

To define and create a UDT you must enter the Admin password to provide access to the
‘UserDef’ data set. If you do not enter the Admin password, this set name will not appear in
the SetList.

To add field definitions select the UserDef set and add a record for each field. You can
manipulate the UserDef field list at any time but when you want to create the table you
should be the only user on the network logged onto Snap since you must have exclusive
access.

EpisiD

The first field that you define must be called ‘EpisID’ and must be of type ‘Long’. The order of
fields is determined by the Seq field and you should number your fields with an interval, of
say 1000, so that you can reorder the fields (as they will appear in the EditView when
UserTab is selected) if necessary — but, remember, EpisID must always appear first by
having the lowest Seq humber.
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Other fields

The other fields may have names which you assign but Snap imposes the following
restrictions:

1. The field names must be 15 characters or less in length, contain only alphanumeric
characters or the underscore character and commence with an alpha character.

2. Field names may not be duplicated and are not case-sensitive — eg BeginDate is the
same as BEGINDATE.

3. You should avoid field names which Access specifically recognises as keywords such as
Date, Table, Long, etc.

4. The field type must be one of the types listed above (see drop down list for Field Type).

5. If you define a look-up-table (LUT), the field type should not be Date, Single or Double
and you will have to use the Import facility to import the values for the LUT.

6. Look-up-tables (used in drop down lists) must also conform the field naming conventions
above and, if you wish to create your own LUTs, must commence with a small ‘X’ to
distinguish them from Snap-defined LUTS.

7. LUT names must be unique across Facilities — eg if Facility N222 defines a LUT called

xRefSource then it is accessible to all Facilities but N765 cannot define a different LUT
with the same name.

CREATING THE UDT

Once you have defined the set of fields for a Facility, select any of the fields in UserDef and
select the EditView. Press the process key F7 on the keyboard and you will receive a prompt
asking if you wish to create a new table for the Facility. The table will have the name
XXXXUserTab where XXXX is the code for the Facility.

Snap will then create the table, a primary key on the EpisID field and a relationship between
the Episode table and XXXXUserTab.

Important

When you create a new UDT you must be the only user on the network since Snap requires
exclusive access to the Episode table

ACCESSING THE UDT

Once the UDT has been created, users can access it the same way as they access other
data sets by selecting a Facility and then clicking on the UserTab set name in the SetList.

One new UDT record can be added for each Snap Episode record. If you delete the Snap

Episode record, the corresponding UDT record is deleted. If you delete a patient record, all
UDT records for all Facilities for the patient will be deleted.
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CHANGING THE DEFINITION OF A UDT

You cannot change the definition of fields in a UDT once the Access table has been created.
If you need to add new fields, delete existing fields or change the attributes of an existing
field you must, firstly, use Access to change the table and, secondly, use the UserDef set to
change the field definitions in Snap to be consistent with the new table definition. If the Snap
definition and the Access table definition are not consistent, you will receive an error
message when you try to select the UserTab set.

The constraints which are listed above for UDTs above apply to any changes that you make
in Access since you have to make corresponding changes to UserDef records. For example,
if you add a field with a name of more than 15 characters in Access, when you try to define
the field in Snap, you will receive an error message.

If you have little experience in using Access, you should try to find some one who is more
expert to help you — particularly if you plan to change the definitions of existing fields since
this could lead to loss of data.

USER-DEFINED LOOK-UP-TABLES (LUTS)

If you specify a coded field in the UDT you can link it to an existing LUT by specifying the
name or create a new LUT and import it using the Import option.

If you create your own LUT you must prefix its hame with a small ‘x’ to distinguish it from
Snap LUTs and you should be careful not to overwrite a LUT which has been set up by
another Facility. You can make this check during Import since you will receive a prompt
telling you that the LUT already exists.

You can link either numeric or text codes (1 to 15 chars) to the LUT but if your codes have
leading zeros you should define them as Text fields not numeric fields. If you define a coded
field as numeric and enter, for example 01 or 0023, the leading zeros will be dropped and
the resulting codes will not match the LUT (or will match it incorrectly).
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Importing Data

IMPORT DATA SETS
The Import option may be used for the following data sets:

Patient details

Staff details

Staff time

Pathology tests

Imaging

Pharmacy

Equipment

Look-up-tables (LUTSs) for equipment, pathology, imaging and pharmacy
Look-up-tables (LUTSs) for user defined fields.

The import data must be provided in a comma-separated value (CSV) file.

If you are importing patient data — make sure that DOB has four character years — 22/10/03
will be interpreted as 22/10/2003 not 22/10/1903. (Any year less than 30 assumes 2000).

THE IMPDETAIL DATA SET
The following details are required for each type of import:

1. The name of the import data set — patient, staff, etc.

2. For LUTs, the name of the look-up-table.

3. The name of the CSV (comma-separated value) file including the full path — for example
c:\snap\path.txt

These details are stored in the ImpDetail data set and you can change the values if required
and add new entries for user-defined LUTS.

TargSet ImpLUT ImpFile

Drug None c:\Snap\Drug.txt
EpiOOS None c:\Snap\OOS.txt
Equip None c:\Snap\Equip.txt
Imag None c:\Snap\imag.txt
LUT DrugLUT c:\Snap\DrugLUT.txt
LUT EquipLUT c:\Snap\EquipLUT.txt
LUT ImagLUT c:\Snap\ImagLUT.txt
LUT PathLUT c:\Snap\PathLUT.txt
Path None c:\Snap\Path.txt
Patient None c:\Snap\Patient.txt
Staff None c:\Snap\Staff.txt

Before you can use the Import data set you must select a record in the ImpDetail set. For
example, if you wanted to import Patient data you would:

select the ImpDetail data set;

click on the row containing the Patient target set;

select the Import data set; and

press the Process key (F7) in the EditView to choose the import option.
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THE IMPORT DATA SET

Before you can import data you must use the ImpDetail data set to select the set you wish to
import. When you then select the Import data set, you see either an empty MultiList if the
previous import did not have any errors or a list of records which could not be imported if
errors occurred. Each error record contains a description of the condition which causes it to
be rejected.

Correcting errors in the import data

If there are any records which cannot be imported, these will be listed in MultiList and you
can select them, edit them and retry the import on the rejected/corrected records.
Alternatively, you can fix up the problem in the source system and create an import file (for
only the rejected records) and run Import on the new file.

If you choose to edit the rejected records in Snap it is important to note that the fields in the
import transactions are all text fields so if, for example, you are entering a date, you should
enter all characters in the form dd/mm/yyyy. For a coded field you can use the drop down list
to select a value.

When you have finished amending the rejected records, select the EditView, press F7 and
choose the ‘Re-process records above’ option. If some of these records are rejected you can
repeat the process.

THE SCHEMA.INI FILE

When you install SNAPshot a file which defines the format of the import CSV files will be
placed in the SnapShot folder. If you store databases in other folders and want to import
data into them then you must copy the schema.ini file into the database folder. The Access
database engine expects to find this file when it imports the data.

In the import CSV file all fields are defined as type ‘text’ and the widths are defined as being
considerably longer than the actual database fields. This allows, for example, a date field in
the import file with a value of ‘Sometime in late June’ to be imported into the ‘staging’ table
without losing the data. (It will, of course, not be accepted as a legal date).

The file definitions in the schema.ini file have been specified with the extension ‘.txt’ rather
than ‘.csv’. The reason for this is that if you import a CSV file into Excel it does nasty things
like automatically stripping off leading zeros which can cause problems with fields such as
MRNSs. With “.txt’ files, Excel provides an import dialog which lets you define fields such as
MRN as being text and then you don't lose the leading zeros. However, you can change the
schema.ini file names to, for example, Patient.csv if you choose but remember to change the
names in the ImpDetail data set in the Main Snap screen if you do.
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The actual database field lengths are shown in square brackets after the field definitions —
they must not appear in an actual schema.ini file.

[Patient.txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Coll=Provunit text width 30 6]
Col2=MRN text width 30 12]
Col3=D0B text width 30 Date]
Col4=SurName text width 50 20]
Col5=GivName text width 50 20]
Col6=Sex text width 30 1]
Col7=IndStat text width 30 1]
Col8=Country text width 30 Byte]
Col9=Medicare text width 30 12]
Col10=DVANum text width 30 12]

Colll=PrefLang text width 30
Coll2=Interpret text width 30
Coll13=PatRefDate text width 30
Coll4=PrevTreat text width 30
Col15=uAddressl text width 80

Coll6=uAddress2 text width 80 27]
Col17=uSuburb text width 80 27]
Coll1l8=uState text width 30 1]
Col19=uPostCode  text width 30 4]
Col20=uPhone text width 30

Col21=uAccom text width 30 1]
Col22=Addressl text width 80 27]
Col23=Address2 text width 80 27]
Col24=Suburb text width 80 27]
Col25=State text width 30 1]
Col26=PostCode text width 30 4]
Col27=Phone text width 30 10]
Col28=Accom text width 30 1]
Col29=MarStat text width 20 1]

Col30=MajIncSrc text width 30
Col3l=HealthFund text width 50

Byte]
Short]

Col32=FundMemNum text width 50 15]
Col33=PatComment text width 200 50]
Col34=KinName text width 80 27]
Col35=KinAddr text width 80 27]

Col36=KinPostCd text width 30
Col37=KinSuburb text width 80
Col38=KinPhone text width 30
Col39=KinRel text width 30

10]
27]
4]
Byte]

P ) ) 1 1 1 1 e P
=
o
—

[Staff.txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Coll=Facility text width 30 [ 4]
Col2=Staff text width 30 [ 10]
Col3=StfDate text width 30 [ Date]
Col4=SessType text width 30 [ 1]
Col5=StaffName text width 50 [ 20]
Col6=CC text width 30 [ 20]
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Col7=Desig text

[Path.txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Col1=Provunit text
Col2=MRN text
Col3=D0OB text
Col4=Facility text
Col5=CaseType text
Col6=EpisType text
Col7=CareDate text
Col8=Iltem text
Col9=Num text
Col10=Cost text
[ Imag.txt]

ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Coll1=ProvuUnit text
Col2=MRN text
Col3=D0OB text
Col4=Facility text
Col5=CaseType text
Col6=EpisType text
Col7=CareDate text
Col8=Iltem text
Col9=Num text
Col10=Cost text
[Drug.txt]

ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Coll1=ProvUnit text
Col2=MRN text
Col3=D0B text
Col4=Facility text
Col5=CaseType text
Col6=EpisType text
Col7=CareDate text
Col8=Item text
Col9=Num text
Col10=Cost text

[Equip.txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Coll=ProvUnit text
Col2=MRN text
Col3=D0B text
Col4=Facility text
Col5=CaseType text
Col6=EpisType text

SNAPshot 3.8

width

width
width
width
width
width
width
width
width
width
width

width
width
width
width
width
width
width
width
width
width

width
width
width
width
width
width
width
width
width
width

width
width
width
width
width
width

30 L 3]
30 [ 6]
30 [ 12]
30 [ Date]
30 L 4]
30 [ 1]
30 [ 1]
30 [ Date]
50 [ 12]
30 [Short]
30 [Double]
30 [ 6]
30 [ 12]
30 [ Date]
30 [ 4]
30 [ 1]
30 [ 1]
30 [ Date]
50 [ 12]
30 [Short]
30 [Double]
30 L 61
30 [ 12]
30 [ Date]
30 [ 4]
30 [ 1]
30 [ 1]
30 [ Date]
50 [ 12]
30 [Short]
30 [Double]
30 L 61
30 [ 12]
30 [ Date]
30 [ 4]
30 [ 1]
30 [ 1]
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Col7=CareDate text
Col8=Item text
Col9=Cost text
[00S. txt]

ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Coll1=ProvUnit text
Col2=MRN text
Col3=D0OB text
Col4=Facility text
Col5=CaseType text
Col6=EpisType text
Col7=Staff text
Col8=CareDate text
Col9=Shift text
Col10=Mins text
Coll1=1V1 text
Col12=1V2 text
Col13=1V3 text
Col14=1Vv4 text

Coll15=ServSetting text

Col16=GEAssist text

Col17=GEAssist2 text
Col18=Meals text
Coll19=Linen text
Col20=Transport text
Col21=HomeMod text

[DrugLUT.txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Col1=Code text
Col2=Name text
Col3=Seq text
Col4=Cost text
Col5=Heading text

[EquipLUT.txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Col1=Code text
Col2=Name text
Col3=Seq text
Col4=Cost text
Col5=Heading text

[ImagLUT . txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM
Col1=Code text
Col2=Name text

SNAPshot 3.8

width
width
width

width
width
width
width
width
width
width
width
width
width
width
width
width
width
width

width
width
width
width
width
width

width
width
width
width
width

width
width
width
width
width

width
width

30 [ Date]
50 [ 12]
30 [Double]
30 L 61
30 [ 12]
30 [ Date]
30 [ 4]
30 [ 1]
30 [ 1]
30 [ 10]
30 [ Date]
30 [ 1]
30 [ Long]
30 [ Byte]
30 [ Byte]
30 [ Byte]
30 [ Byte]
30 [ 1]
30 [ Byte]
30 [ Byte]
30 [ Byte]
30 [ Byte]
30 [ Byte]
30 [ Long]
30 [ 15]
200 [ 60]
30 [ Long]
30 [Double]
30 [ 1]
30 [ 15]
200 [ 60]
30 [ Long]
30 [Double]
30 [ 1]
30 [ 15]
200 [ 60]
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Col3=Seq text width 30 [ Long]
Col4=Cost text width 30 [Double]
Col5=Heading text width 30 [ 1]

[PathLUT.txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Coll1l=Code text width 30 [ 15]
Col2=Name text width 200 [ 60]
Col3=Seq text width 30 [ Long]
Col4=Cost text width 30 [Double]
Col5=Heading text width 30 [ 1]

INCOMPLETE IMPORT FILES

Snap will try to match the records in the import file with records in the database even if not
all key fields are specified. For example, to guarantee a match on OOS/Staff Time data you
should provide all of the key field values for ProvUnit, MRN, DOB, Facility, CaseType,
EpisType, Staff, CareDate and Shift. However, it is quite probable that the source system
does not have all of these details. For example, a staff time recording system might record
MRN, Staff, CareDate and number of minutes. Snap will try to process such a file by trying to
supply the missing details as follows:

¢ MRN, Staff and CareDate are compulsory fields.

e ProvUnit and Facility will be assumed to be the currently selected values in the Main
screen.

o DOB will be derived from the Patient table as long as there is only one patient in the
nominated ProvUnit with the specified MRN. Otherwise DOB will be requested in the
error list.

o CaseType and EpisType will be derived from the Episode table unless there are
concurrent episodes in which case you will have to provide additional detail.

e Shift will be assumed to be 1.

If you use the OOS.txt format described above for the schema.ini file, you must have all of
the fields present in the import data file although columns such as ProvUnit can be left blank.
You can add new definitions to the schema.ini file which omit these fields. For example, if
you have only one ProvUnit and one Facility, MRNs are always unique, concurrent episodes
are extremely rare and you don’t enter intervention codes or HACC OOS data, you could
provide import files which conform to the following specification:

[00S2.txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Col1=MRN text width 30 L 12]
Col2=Staff text width 30 [ 10]
Col3=CareDate text width 30 [ Date]
Col4=Mins text width 30 [ Long]
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Changes to the schema.ini file are probably best performed by a technical person who is
familiar with Access if this is possible.

The AdminStatus Data Set

This data set allows you to record administrative events or actions such as Application for
Nursing Home Placement or Respite Care Approval using the following fields: Episode
Identifier, Date, Type of action, Status of action and comments (50 characters or less).

The codes for the Type and Status field codes may be up to 15 characters in length and you
must provide look-up-tables (LUTSs) for them for each facility for which AdminStatus records
are to be created — see the ‘Import’ section above for details on importing LUTSs.

The LUTs must be imported as CSV (comma separated value) files which can be created
using tools such as Excel. The codes may be numeric or alpha but you are strongly advised
not to use leading zeros in numeric codes — such as 00211 — since systems such as Excel
have a tendency to remove them. If you are designing a new LUT and wish to use numeric
codes, the best approach is to determine how many digits you need and then ensure that all
codes will have significant digits in the total range. For example, if you need a five digit code,
start numbering at 10000.

For each code in the LUT (15 or less characters) the LUT description must be 60 characters
or less.

An example is shown below for Facility X245 — note the naming convention for the LUT
names which must commence with a small x and end with ‘StatType’ and ‘AdmStatus’.

StatType and AdmStatus LUTs

XxX245StatType

LutSet Code Name Seq [Cost |Heading
XX245StatType (1000 Application for form 1
XX245StatType (2624 App for nursing home placement 2
XX245StatType (3612 Respite care approval 3

XX245AdmStatus

LutSet Code Name Seq [Cost |Heading
xX245AdmStatus [Canc Cancelled 3
XxX245AdmStatus (Pend Pending 1
xX245AdmStatus |Proc Processed 2

Import Details

In the ImpDet set you need to create 2 records to define the Import sets as follows:

Target set Look up table code |CSV file name
GenLUT XX245AdmStatus C:\SnapShot\UserLUT.txt
GenLUT XxX245StatType C:\SnapShot\UserLUT.txt

When you have created the LUT for Status Type, place the list as a CSV file called GenLUT
in the SNAPshot folder and follow the Import procedure. Then repeat the process for Admin
Status.
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Alternatively, you could use more specific names for the CSV file name field above but you
would have to modify the schema.ini file to include descriptions for the file hames supplied
as shown in the example below:

Target set Look up table code |CSV file name
GenLUT xX245AdmStatus C:\SnapShot\X245Type.txt
GenLUT XX245StatType C:\SnapShot\X245Stat.txt

The schema.ini file would be modified by copying the UserLUT definition:

[UserLUT.txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Coll1l=Code text width 30 L 15]
Col2=Name text width 200 [ 60]
Col3=Seq text width 30 [ Long]
Col4=Cost text width 30 [Double]
Col5=Heading text width 30 L 1]

[X245Type . txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Col1=Code text width 30 [ 15]
Col2=Name text width 200 [ 60]
Col3=Seq text width 30 [ Long]
Col4=Cost text width 30 [Double]
Col5=Heading text width 30 L 1]

[X245Stat.txt]
ColNameHeader=False
Format=CSVDel imited
MaxScanRows=0
CharacterSet=0EM

Col1=Code text width 30 [ 15]
Col2=Name text width 200 [ 60]
Col3=Seq text width 30 [ Lond]
Col4=Cost text width 30 [Double]
Col5=Heading text width 30 [ 1]

Note: if your CSV file contains column header names, you should change the schema.ini file
definition above by specifying:

ColNameHeader=True
Deleting or Changing Codes in the LUT

You should be careful not to remove codes from the LUTs which exist in the AdminStatus
records or to change the meaning of codes. In general, you should only add new codes.
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The SNAPshot Grouper

The SNAPshot Grouper incorporates the grouping logic for the AN-SNAP 1, AN-SNAP 2 and
MH-CASC classifications.

GROUPING OPTIONS

The Group button on the main Snap screen may be used to group an individual record, ‘bulk’
group all of the records for the currently selected Facility, bulk group all records in the
database, or ‘batch’ group a file of records in a text file.

Note that if you are regrouping data and the data have been migrated from Snap 2.3 to
Snapshot, the grouper will only overwrite Class codes if the Status code is 100 (OK). If an
error status is returned, the new status code is stored but the old Class code remains. This is
to allow historical data migrated from Snap 2.3 to retain the Class codes assigned when the
grouping rules were different. If there is no Class code prior to grouping, 999 will be
assigned to ungroupable records.

If a MH-CASC class is assigned, the Snap class will be 901.
To group the current episode or phase simply press the Group button. To bulk or batch

group you will need to hold down the Shift key whilst you press the Group button — then a list
of options will appear.

SELECTING THE VERSION OF AN-SNAP

Episodes or phases are grouped to the version of AN-Snap selected in the AN-Snap Version
field in the Episode or Phase record. If you are Bulk or Batch grouping, as described below,
you will be prompted to select the required version. For Bulk grouping, the selected version
will be set in all relevant records prior to grouping — either for the currently selected Facility
or for all records in the database.

Records migrated from Snap 2.3 that are ungroupable (class returned is 999) will retain their
old class code as described above and the AN-Snap Version field will be set to 1.

GROUPING INDIVIDUAL RECORDS
You must select one of two data sets to group individual records:

o For palliative care episodes, select the relevant phase record and press the Group
button.

e For all other case types, select the relevant episode record and then choose the
SnapClass data set.

In either case, all of the fields required for grouping will be displayed either as part of the
data set or in the read-only section under ‘Grouping fields’.

The Class and Status fields will be updated and the new values displayed on screen.
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BULK GROUPING
To select Bulk Grouping hold down the Shift key whilst you press the Group button.
There are two options for bulk grouping records in the current database:

e Group all episode / phase records in the currently selected Facility. You will need to log
on to the relevant Facility for this option.

o Group all episode / phase records in the database. This option requires that you log on
as the Administrator.
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BATCH GROUPING

To select Batch Grouping hold down the Shift key whilst you press the Group button.

If you select this option a text file called GroupDat.txt will be grouped and the output written
to a text file called GroupOut.txt. These files must be in the database folder (c:\SnapShot by

default).

The file can have one of two formats as shown below. The first format is the normal one
where the output fields appear immediately following the input fields.

[Field | Offset | Length | Minval | MaxVal
Input fields
1 |CaseType 1 1 1 6
2 |EpisType 2 1 1 4
3 |Assess 3 1 1 2
4 |Age 4 3 0 124
5 |LOS 7 4 1 9999
6 |ProvType 11 1 1 5
7 |Phase 12 1 1 5
8 |SevTot 13 2 0 12
9 |RugAdmTot 15 2 4 18
10 |Impairint 17 2 1 16
11 |FimAdmMot 19 2 13 91
12 |FimAdmCog 21 2 5 35
13 |HonTot 23 2 0 48
14 |HonActive 25 1 0 4
15 |HonADL 26 1 0 4
16 |MaintType 27 1 1 5
17 |CareFocus 28 1 1 4
18 |SolePract 29 1 1 2
19 |MHServ 30 1 0 3
20 |Diagl 31 6 0 0
21 |HoNOS5 37 2 0 20
22 |HoNOS10 39 2 0 40
23 |LSP13 41 2 13 52
24 |CGASBeg 43 3 1 100
25 |MHLS 46 1 1 2
26 |CABehav 47 1 0 4
27 |CASchool 48 1 0 4
28 |HonCABeg 49 2 0 70
29 |FAHSTotal 51 1 0 4
30 |Impairment 52 7 0 0
31 |Complete* 59 1 0 1
Output fields

Class 60 4 100 9999

Status 64 3 100 999

MHClass 67 8 Text

Episode Cost Weight 75 10

Inlier Cost Weight 85 10

Outlier Cost Weight 95 10

* Complete is a flag set from Episode EndDate: 0 = no date, 1 = date present.
Each record in the text file must have a block of columns which contains the input fields. If

the record length is less than the end position of the last field (59 above) the record is
padded with blank characters before being passed to the grouper.
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The Offset column shows the relative position of the field within the grouper fields block. For
example, you may want to include MRN and Episode BeginDate in the file at the beginning
of each record. If MRN is 12 characters and the date takes 10 characters (dd/mm/yyyy), then
CaseType would begin in column 23.

Each record must be terminated by a carriage return / line feed pair.
You may also include fields at the end of the record — in the example they would start in
column 146 (22 + 104). The grouper will add the output fields to the string record and return

it with the appropriate Class, Status and MHClass values inserted.

Use the System data set to specify the start character position of the grouper field block (23
in the example above), and the format that you are using (1 above or 2 below).

The maximum record size is 2000 characters.

The second format can be used for testing the grouper and it contains the expected values
of the output fields followed by the fields output by the grouper.

[Field | Offset | Length | Minval | MaxVal
Input fields
1 |CaseType 1 1 1 6
31 |Complete 59 1 0 1
ExpClass 60 4 100 9999
ExpStatus 64 3 100 999
ExpMHClass 67 8 Text
Exp Episode CW 75 10
Exp Inlier CW 85 10
Exp Outlier CW 95 10
Flag 105 1
Output fields
Class 106 4 100 9999
Status 110 3 100 999
MHClass 113 8 Text
Episode Cost Weight 121 10
Inlier Cost Weight 131 10
Outlier Cost Weight 141 10

The grouper will compare the expected Class, Status and MHClass values with those
derived by the grouping logic and, if there is a discrepancy, it will place a hash sign (#) in the
Flag field of the output file (GroupOut.txt). The MHClass field must be left justified and blank
filled.

An example of a batch file in format 2 is shown below.
Grouper field values

The table for format 1 above shows the range of values allowed for each field in the grouper
fields block. The grouper is selective about which fields it examines but if it needs to use a
field a value must be specified otherwise the Status field will be returned with a value other
than 100 — typically 300 plus the field number — see first column in tables above. If a field is
not required for grouping — for example Phase for a non-Palliative Care patient — it may be
left blank.
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In most cases, you cannot leave fields which the grouper references blank. MHServ is an
exception where blank is converted to zero. The Diagl and Impairment fields should be left-
justified, blank-filled. In all other cases, a blank in a field will cause a field error. Input fields
which are to be used for grouping should be right justified, zero-filled.
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Example of Format 2 grouper batch file

*ase Type 1-6
*Episode Type 0-4
*]Assessment Only 1-2
*|1Age
*111
ProvType 1-5

|Phase 1-5

| ISeverity 0-12

Rug 4-18

Impairint

FIM Motor 13-91
FIM Cognit 5-35
HONOS 0-60

|SolePract

L
|
|
|
|
|
|
|
|
|
|
|
|
|
| MHServ
|
|
|
|
|
|
|
|
|
|
|
|
|
|

Ok R ok ok ok b R %k ok X bk Rk ok 3k X Ok X b X X % X Ok

1 1111
*234567890123456
*EAaaal l 1 IPPssrr
* PallCare

[ ————————————————————

B —————— ————————————————— —
3 (O e e s s e s e T ————————————(———
onN

(] —————— —————————————————— —
- 00

Honos5
Honos10
LSP13

141

| HONOS Overactive 1-5
|HONOS ADL 1-5

| IMaint Type 1-5
| 1 1CareFocus (Psych Phase) 1-4

CGASBeg

MHLS

| CABehav

| ICASchool

| | |[HonCABeg

| FAHSTotal

| |Impair

I 1 Complete Epi (enddate)

I 1 |CIs ErrMHClass

1 11 CWgts. ..

111151 16 | 7 [ 8

2345678901234567890123456789012345678901234567890123456789012

111000000500000000000000000000 000000000000000 12101100
112000001001000400000000000000 000000000000000 12102100
* Rehab

211000000500000000000000000000 000000000000000 12201100
212000001500000008910500000000 0000000000000008.111 12227100
* Psychogeriatric

311000002000000000000000000003 000000000000000 12301100
312000001000000000000000400003 000000000000000 12302100
* GEM

411000000500000000000000000000 000000000000000 12401100
412000001000000000431500000000 000000000000000 12402100
* Maintenance

511000002000000000000000000000 000000000000000 12501100
512000009000001800000000002000 000000000000000 12502100

Note that the lines commencing with an asterisk are treated as comments.

In the example above, the expected values are included in the GroupDat.txt file. The Snap
class code starts in column 60, the Status code in column 64, the MH-CASC class code
starts in column 67, and the costweight values start in columns 75, 85 and 95. The grouper
will append the calculated codes starting in column 106 and will indicate in column 105 with
a # sign if there is a discrepancy between the expected and returned grouper values.
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Resolving Grouping Errors
When you attempt to assign a SNAPclass to a record, either by performing a bulk group
operation, or by selecting SNAPclass in the setlist and hitting the group button for individual
records, SNAPshot will assign a status code to the record. These status codes can be
viewed, by record, in the SNAPclass screen, and a summary of all the ungroupable records
(that is, those records with a status code other than 100) can be found in the Database
Summary, report number 20.

Refer to the table below to determine how best to correct the problem.

SNAPclass status codes and suggested resolutions to field errors

Status | Description Suggested resolution
Code
100 Grouping OK No action required
301 Field error: CaseType Check Case Type, refer to the AN-SNAP clinical training
handbook for business rules
302 Field error: EpisType Check Episode Type, refer to the AN-SNAP clinical
training handbook for business rules
303 Field error: Assessment Only | Currently, it is only possible to assign a SNAP class to
Assessment Only for a Rehabilitation Episode
304 Field error: Age Check date of birth (rules now prevent non-sensical
DOBs hut previous versions didn't apply any checks)
305 Field error: LOS Episode End Date needs to completed (along with all
supporting episode end data)
306 Field error: ProvType Check Provider Type, refer to the AN-SNAP clinical
training handbook for business rules
307 Field error: Phase Check PallCare Phase, refer to the AN-SNAP clinical
training handbook for business rules
308 Field error: Severity Total For Ambulatory pallcare clients - check valid values for
Pain, Symptom, Pysch/Spiritual,Family/carer scores
within PallCare dataset
309 Field error: RUG Admission | Ensure that the RUG scores have been entered in the
Total Maint/RUG screen
310 Field error: Impairment Integer | Ensure that the Impairment Code has been entered in
the Rehab/GEM screen
311 Field error: FIM Admission | Ensure that the FIM motor scores have been entered in
Motor Score the Rehab/GEM screen
312 Field error; FIM Admission | Ensure that the FIM cognition scores have been entered
Cognition Score in the Rehab/GEM screen
313 Field error: HONOS Total Ensure that the AdultHONOS data items have been
entered for adult mental health episodes
314 Field error: HoNOS | Ensure that the AdultHONOS data items have been
Overactive Score entered for adult mental health episodes
315 Field error: HONOS ADL | Ensure that the AdultHONOS data items have been
Score entered for adult mental health episodes
316 Field error: Maintenance Type | Ensure that the Maintenance Type has been entered in
the Maint/RUG screen
317 Field error: Focus of Care Ensure that the MH data items have been entered for
mental health episodes
318 Field error: Sole Practitioner Ensure that the data item Sole Practitioner in the
Episode Screen has been completed
319 Field error: MH Service Ensure that the Mental Health Service data item in the
Episode screen has been completed for mental health
episodes
320 Field error: Diagnosis 1 Enter primary diagnosis (diagnosis 1) in Clinical screen
for mental health episodes
321 Field error: HONOS 5 Score Ensure that the AdultHONOS data items have been
entered for adult mental health episodes
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Status | Description Suggested resolution
Code
322 Field error: HONOS 10 Score Ensure that the AdultHONOS data items have been
entered for adult mental health episodes
323 Field error: LSP 13 Score Ensure that the AdultLSP data items have been entered
for adult mental health episodes
324 Field error: CGAS Begin Score | Enter CGA begin (and end) scores in ChildMH screen
for child mental health episodes
325 Field error: MHLS Ensure that the MH data items have been entered for
mental health episodes
326 Field error: HONOSCA | Ensure that the age specific HONOS (child / adolescent)
Behaviour Score data items have been entered
327 Field error: HONOSCA School | Ensure that the age specific HONOS (child / adolescent)
Score data items have been entered
328 Field error. HONOSCA Total | Ensure that the age specific HONOS (child / adolescent)
Begin Score data items have been entered
329 Field error: Factors Affecting | Ensure that the age specific HONOS (child / adolescent)
Health Status Total data items have been entered
330 Field error: Impairment code. Enter UDS Impairment code
331 Field error: Complete (End | Enter Episode end date and supporting episode end
Date) data
999 Can't assign class Refer to status code above and suggested resolution
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Reporting
Three levels of reporting can be identified for the SNAPshot database:

1. Unit record level reporting from the Main Snap screen to print from any of the 6 data
segments — available from version 3.3.

2. The generation of standard summary reports.

3. User-defined reports using report generation tools such as Access and Crystal Reports —
not provided as part of the SNAPshot package.

REPORTING FROM THE MAIN SNAPSHOT SCREEN

Function key F8 has been reserved to invoke report options from any segment on the Main
screen. After pressing F8, you will have the following options:

Print Preview

If you select this option the rows/records in the currently selected segment will be displayed
in the print preview screen and you can choose to print all pages by pressing the printer
icon, a range of pages or the current page. If no rows are marked, all rows will be displayed
but you can choose which rows to display by marking them.

You can mark rows in a list by clicking on the record indicator (the grey box at the left of
each row of data). To mark a contiguous block, click on the first row, hold down the Shift key
and click on the last row. To mark/unmark individual rows selectively, hold down the Ctrl key
and click on the relevant record indicators.

Before choosing to produce hardcopy, you should check the number of pages displayed at
the top of the print preview screen since there are some options which may optimise the
printed output. For example, you can use the Page Setup option (see below) to reduce the
margins or to select landscape orientation.

You should also note that less space is required in the printed output to display data values
than on screen, so you may be able to reduce column widths to fit all of the data on one
page. You can also reduce the row height of the grid temporarily if, for example, the
displayed output is slightly longer than one page.

Caution: if you want to exit the print preview window without printing, use the File:Exit menu
option (or press Alt-F4) to quit the window rather than pressing the ‘X’ in the top right hand
corner. On some versions of Windows, pressing the ‘X’ can cause Snap to lock up. If the
system locks under Windows 95/98, you will need to press Ctrl-Alt-Del, select SNAPshot,
and then press the End Task button to quit Snap.

Write to Report.html
If you have Internet Explorer on your computer you can build more customised reports by
writing to an HTML file. This option will write selected rows, or all rows if none are marked,

to a file identified using the option below (Specify HTML file).

By default, the file name will be c:\SnapShot\Report.html. To view the HTML file(s), go to
Windows Explorer and open this file.
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You can create as many HTML files as required and locate them wherever is convenient.
You should avoid using a shared file on your file server since your report output may then be
overwritten by another user. You should create your own file, preferably on your local c:
drive. You can use the same file repeatedly by creating report output, printing the HTML file
and then reusing it or you can create several different files and print them later.

Note that any report output previously written to this file will be overwritten using this option —
if you want to add data to the selected HTML file, use the next option.

Append to Report.html

This option will append selected rows, or all rows if none are marked, to the selected HTML
file. You can build a report from selected data sets and selected rows from any of the Main
screen lists by using this option. To view the appended records in the HTML file(s), go to
Windows Explorer and open the HTML file.

An example is shown below with data from Patient, Episode and Maint/RUG Detaila screen.

Patient Details

Field Yalue
Medical record number 20000145
Date of Birth 06/01/1934
Surnarme Clarke
Given names Likakry

Sex 2 (Female)

Episode Admin Details

Field Walue
Episode begin date 01/01/2007
Case type 1 (Palliative Care)
Episode type 1 (Cwvernight admitted patient designated sub/non-acute unit)
Episode identifier 3
Assessment only 2 (MNo)
Assessment type 1 {tedical, with diagnostic pathology andfor imaging)
Mode of episode start 1 (Admitted from usual accommodation)
Maint/RUG Details
Field Begin End
FEeview date 01/01/2000

Specify HTML file

Use this option to specify the HTML file — for example, you might want to create a folder
called SnapTemp on your c: drive and store your HTML file(s) there.

Page/Printer setup

This option will display the Page Setup dialog and you can set page options such as margins
and can press the ‘Printer..." button to set printer options.
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Standard Summary Reports

THE MAIN SNAP REPORT SCREEN (SHIFT-F8)

Patient[20] (MAN) |
MAN Path ame DOE Epi S0 ]Velslon |S'ysBeg 1SysEnd ]
» |20000745 | Clarke Libby 06011534 Clinical [SEED] [T1./01/1599 | 31,12/ 2008 |
20000326 |KennedyMartha |05/11/1916 Rehab/GEM
20001278 |Belmont Rosemary [09/05/1904 | [#A0CDales=
200777 |Ingham.Jane 22407,

20001764 |ChappelChis | 14/10 bl AU
20002695 |Jensen Kate 3004,

System [1]

20004229 | Aitchison Jans 02709, Fieport DE: |c'\SnapShnt\HepDB mdb Compact...
20004833 |Kellett.Joan 11403, )
0005243 | McCabe Helen 1601 Estract Folder: |c_\S napE xtract
2005605 _|FosshorDeidie (25014 R -
20005529 | Shepard, Geraldine | 31710 Shs i NG o
20005439 |MugentMaora 29412 51TACNDAH_D REFORTS i~ ProvUnit: | Class: |
20006463 | Knowles Kay 03706, e
20007462 | Owens Jane 15/04 g E:';EZ'S by episade Failty:
20007612 | Gurney Elsie 1301 1 Classes by phase — ]—
Episode [1] E. Discharge summary :
- B. Pall care patierts by date j o
> }?ﬁjﬁnu?{? ]|1ET Igp'SID ]lEndD 7. Mon pal care patients by date From (Sepn Date} i@y L
8. Pall care reason for phaze end i
9 Open phase 5 pall cae To (Sepn Date), I Inelud= no bariginal Origin)
10, 50 day revi
1. F|M[?rﬁ]lfn\gteou:change CaseToper [
12 BPM Reconcile = 3 .
13, Current patian_t list Epis Type: ] Haa\t.h Fund: ]
S 1 Wi Rt o B bents Care Mocel | P o:
tal taffCode 16. HoMOS Change 3 i
Staf_[Stafibiame [StalfiD [StiDate | | |17. HONOSCA Change Pestoad | et Disk | | |
» (1000 [Daly 1 ai/a1/2) | |18 LSP Change Ward/Team: | Data Coll ID:
1001 |Lockwaod |2 1/01/2 123 gf;;‘m; Summaw
1002  |Peny 3 01./01./2] 2110 Most Common SNAP Classes Consultant: ] Agency: ]
1003 |Page 4 070172) | |55 ACAF MDS 2 Renor 1
1004 |Bichal |5 |[01/01/2] | |23 ACAF MD3 V2 Report 2 Case Manager |
1005 |McCabe |6 0170772 | |24, ACAP MDS W2 Report 3 -
133? ;?rrn\:lllage ; g} ;gj‘ jg EE EE?PF?E%E%T}J:H 00) Repott ~ [~ Patient page throw Generate Report
1008 |Glover 3 a1/t
1003 |Aspinal |10 |01/01/2000 1 k'fe'[ie’ Bddiess 16 Main St
1010 [Hampson |11 |01/01/2000 1 qreaie Addiess
1011 |Berg 12 [01/01/2000 1 Subub Westdls
1012 |Cox 13 |01/01/2000 1
1013 | Tayior 14 [01/07/2000)7 g'alte . 25[??]
1014 |Lyors 15 [01/07/2000 |1 O
1015 Lihcok 3 o1/07/2000 1.7 Local Gavemment Area 1234

3 Fhone 222661234 L]

sTEHEREE [Ov

To display the Snap Report dialog screen, press Shift-F8 whilst positioned on any of the data
lists.

The Snap Report dialog screen provides the following controls:
1. The name of the report database.
2. Alist of reports — click on the report you wish to generate.

3. Selection criteria — enter the values you wish to use to select particular subsets of the
database.

4. A page throw option which is enabled for some reports to allow you to specify that the
data for each patient is to commence on a new page.

5. Operation buttons — Generate and EXxit.
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The Report Database

When you generate a report the data are written into an Access database which is different
from main database. Each user (PC) should have a separate report database — preferably
on the local hard disk drive. If the report database has to be stored on a server computer,
each user should have a different file.

When you change the report database name, Snap will either select an existing file or, if it
does not exist, will create it for you.

The Report Database Folder

You can create as many report databases as you like — for example you might want to keep
the tables which are generated during a session for analysis using another system. In this
situation it is normally preferable to keep the report databases in the same folder. However,
if you wish to use multiple folders you will have to copy the .rpt files into each folder where
you store report databases.

The reporting facility inside Snap uses Crystal Reports version 8 and the .rpt files are the
report definition files. You should not change the .rpt files if you have a copy of the Crystal
Reports system installed.

Extract Folder

You need to specify the folder in which to write the data extract files. This folder can be
different to SNAPshot installation directory. It can even be on a different computer, on a
server for instance.

If the folder does not exist, you will be asked if you want it to be created.

Options - select button below x|

Can't find folder: 'M:\Snapzshat extracts’
Do you want Snap to create it?

Y'es - create falder

Mo - don't create folder

Selection criteria

If you do not enter any values in the criteria edit boxes, all relevant records will be included.
Alternatively, you may choose any combination of values to select data subsets. Note that
all selection fields relate to episode records. If you only have one facility code in the
database, it is not necessary to specify a value for the Facility criterion.

If you specify more than one field value, then all of the conditions must be met. For

example, if you specify Case Type and Consultant, then only those records meeting both
specifications will be included in the report.

SNAPshot 3.8 User Manual Page 55



Values for alpha fields such as Ward/Team or Consultant are not case-sensitive so ‘smith’ is
the same as ‘smith’.

The reports by date are based on care date. Both From and To dates must be entered.
Records are listed if the patients were in care between the From and To dates. For
example, to list patients in care on 23/10/00, specify From 23/10/00 To 23/10/00. You could
choose intervals longer than one day — such as a week - but only those patients in care for
the entire period would be listed.

The Generate button

If you press the Generate button, you can see how the report will appear when it is printed
and how many pages will be required. Examples of report output are shown below using the
Preview screen. For example, the ‘Casemix’ report appears below.

There are a number of controls at the top of the Preview screen. The first button (printer)
allows you to send the report, or selected pages, to the printer. The envelop button provides
options for exporting the data to various file types such as comma separated value, Excel
and Word files. The lightning button refreshes the data but you should not normally need to
press it. The drop down list contains a zoom option which you can change by selecting from
the list. The next four buttons let you navigate through the report — to the first page, the next
page, the previous page and the last page respectively.

The binoculars button let you search for text in the report.

To exit from the Preview screen, press the close button (‘*X’) in the top right of the screen.
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1. The Casemix Report

El
| & & #Jioox =] || 0 4 1 af1 LRI | Bl

Casemix Report

Class Episode Type

206 O/n Rehab
999 Al
Total

Class Description Number Average 1996 Study Diff

nf Cases 1Ns LOS

Strk & Brns Mot 47-62 1 3.00 26.95

Ungroupable 1 nfa
2

2394

e

This report lists all AN-SNAP classes for the selected criteria.

It shows the number of

episodes in each class and the average length of stay for each class. The length of stay for
non-overnight episodes (i.e. the number of days that the person is seen) is calculated by
counting contact dates for the episode or phase as shown on the Dates Seen screen. If no
activity data are entered, the length of stay is shown as 0.

The Casemix Report also includes comparative data on length of stay from the 1996
National SNAP study. It displays the average length of stay reported in the 1996 study. It
also shows the difference between the 1996 national results and your facility results.

Note that the Casemix report excludes episodes/phases without an end date.
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2. The Clinical Report

=
| & & # [ =] |J | U ofis P M o= |JM ||7@
Clinical Report
Selection Criteria:
Patient: ProvUnit PUMO01T MRM: 20000145 DOB: 22401901 IndStat 2 Sex: 2 Age: 99
SurName:  Clarke Given Name:  Libby Interpret 2
Episode: Facility: ¥245  From: 080201 To: 15703701 Log: 35 CareModel. 2.2
CaseType 3 EpisType 1 AsSsEsSS 2 AssType 1
BegReason: 2 EndReason: 2 Leave: IntDays:
Team a4 Consult Reversl) ReferDate
Diagl: bad hair day Diag2: 23458
Diag3: 34567 Diand: 45678
MiniScale: & MaintType: 1 ProvType: SolePract: 2
SolePract: 2 FirstEpis: CompStat: MHSemn: ]
Epishurm:
Class 303 Qin PeychoGer HoMOS Cveractive behaviour 1,2 ADL 0-3
Status 100 Grouping Ok AvLOS: 1
Mational: 7182 DayCost 240 EpiCiy, 241 Day Ch: 1.42
RUG: Begin Eat: 2 Bed: 1 Toilet: 1 Transfer: 4 Total 8
End: 2 3 4 3 12
Behaviour: Physical Aggression: B Yerbal Disruption:  C Behaviour: A Total: 0
FIM: Begin: Eat: 3 Groom 4 Bath: 3 Upper. 4 Lower: 4 Tail: 3
End: 2 1 3 2 2 2
Begin: Blad: 4 Bowel: 3 Hfer 4 HferToil: 4 Tub: 3 Walk: 4
End: 1 3 2z 2 2 1
Begin: Stair: 3 Comp: 4 Exp 3 Saocial: 3 Frob: 4 M em: 3
End: 3 2 2 2 1 3
Begin: Total: 67  Motaor: 48 Cognit: 19 Date: 01/01/00
End 36 26 10 0101/00
Begin: BarScore: 25 BarMax: 100 Impairment  01.2
End: 20 100
Mental MHSer: 3 Carefocus: 2 hodeSep: 1 SourceRefer: 1 CGASBegin: 3
Health: MHLS 2 ErpStat: 1 W HITatal: 22 CGASEnd: 4
Honos Beain: Overactive: 2 Injury: 2 Drink 0 Cognit: 1 Disab: 3 Hallue: 2
End 1 3 2 2 1} 1 hd

This report is designed for use in case conference. It displays most of the episode (and for
palliative care patients, the phase) fields including derived fields such as score totals.
Several patient record fields are also reported. Only active data are shown — for example, if
there is no RUG data then the RUG section will not appear. For a given patient, there may
be multiple episodes and phases.

It includes a set of fields called 'National'. These include comparative data from the 1996
National SNAP Study. The fields include the national average cost per episode for the class
to which the episode/phase is assigned; the national average cost per day; the episode cost
weight (EpiCW); the day cost weight (DayCW); and the national average length of stay. For
ambulatory episodes (same day, outpatient and community) this is the average number of
days in which the patient is seen over a period of 90 days. For overnight episodes, this is
the average length of hospital stay. For ongoing episodes (length of hospital stay greater
than 90 days), this is the average cost and length of stay over a 90 day period. Leave days
are excluded.
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3. Classes by Episode

Report: |III 'EI‘—I
H
| & & # [ooe [ | 0 o[ 1] b ¥ o | & I—=

Classes by Episode

Selection Criteria:

ProvUnit MRN Episodes LOS  Start End Ep Class Ep Class Ep Class Ep Class

PLI1 001 20000145 1 5 01/01/00 og0fmo 1
20000326 1 3 0101500 04501500 1 206
20001278 1 4 0101000 050100 1 206
20001777 1 16 01/01/00 17i01400 1 206
20001784 1 11 010100 120100 1 206
20002695 1 T 010100 08601500 1 206
20004229 1 9 010100 1000100 1 206
20004833 1 5 0101500 0601500 1 206
20005249 1 14 0101400 160100 1 206
20005605 1 4 01/01/00 082401500 1
20005629 1 5 01/01/00 040100 1
20006439 1 13 01/01/00 1401400 1 208
20006459 1 16 0101400 170100 1 206
20007462 1 4 01/01/00 0501500 1 208
20007612 1 5 0101000 2000100 1
20008519 1 4 01/01/00 0601500 1 208
20009200 1 3 010100 040100 1 206
20009313 1 17 01/01/00 1801400 1 208
20009459 1 11 010100 120100 1 206
20009812 1 19 0101400 20001000 1 206

iastart” @ % | Inhnx-Mi...l @snapshnt..‘ | @M\crnsnft | @chnical-m‘..l @2@ @é 4:39 PM

This report shows the grouping results for all episodes for each patient. The Start date
shows the start date for the first episode. The end date shows the end date for the last
episode.

For example, if a patient has two episodes (such as an overnight episode followed by a
community episode), the number of episodes will be recorded as 2. The first episode will be
listed as Episode 1 with the class number shown in the next column. The second episode
will be listed as Episode 2 and the class number for the second episode will also be listed.

The Class values appear in columns and will wrap around to subsequent rows in multiples of
four if necessary.

Patients in care for a whole 12 month period will typically have 4 episodes (each of 90 days).
See subsequent section on the 90 day review report.
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4. Classes by Phase

Report:

|& & # o = || 10« et L. L

Classes by Phase

Provinit MRN Phases Start End Ph Class Ph Class Ph Class Ph Class
FU1001 20002625 1 01i01/00 1 102

20002702 1 0100 1 102

20003169 1 0100 1 102

20004682 1 01i01/00 1 102

20005760 1 01i01/00 1 102

20008526 1 0100 1 102

20008875 1 01i01/00 1 102

This report is similar to the previous report but shows group classes for each phase in
multiples of four per line. As with the previous report, it is designed to allow for an analysis
of the patterns of care for each patient.
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5. Discharge Summary Report

x|
| & & # [ =] |J 4 U ofis P M o= |JM ||7@
Discharge Summary
Selection Criteria:
Patient: Marme: Libby Clarke MRN: 20000145 DoB 221101801
Address: 16 Main St Suburh: Ve stville
Posteode: 26811
Fhone: 222661234 State: ACT
Episode: Fraom ag/o2nt To: 18103101 Case Type:  Mental Health, including Psychogeriatric
Assess Only: s} Epis Type: overnight adrritted patient
Begin Reason:  Admitted from other than usual accommodation
Prior Accorn.: Private residence {inc unit in retirerment village)
End Reason Discharged to interirm accormmodation
PostAccom.: Private residence {inc unit in retirerment village)
Consultant Revers] Team: a4
Diag1: bad hair day Diag2: 23456
Diag3: 34567 Diand: 45678
Class: HoMOS Cveractive hehaviour 1,2, ADL 0-3
FIM™; Admission AT Discharge 36 Change -3 Impairment 01.2
RUG: Admission: a Discharge: 12 Change: 4
Mental HoMOS Beg 22 HoMOS End 21 LSP Beq: 40 LEP End: 40 MHI total 22
Health: HoniCA Beq: 21 HaonCA End: 21 CGAS Beg: 5 CGAS End 4 FAHS total: 3
Patient: MNarme: Martha Kennedy I RIM: 20000326 DoB 0511916
Address: 16 Main St Suburh: Westville
Posteode: 26811
Fhone: 222661234 State ACT
Episode: From 01/01/00  To: a401i00 Case Type:  Rehabilitation
Assess Only: Mo Epis Type: overnight admitted patient
Begin Reason:  Admitted from usual accommodation
Priar Accom.: Private residence {inc unit in retirement village)
End Reasan Discharged to usual accommodation
FostAccom.: Private residence (inc unit in retirerment village)
Consultant: Revers] Team: a4
Diagl: 12345 Diag2: 23456
Diag3: 34567 Diag4: 45678 =

This report shows patient details plus summary episode and phase data. It is designed for
use in the preparation of discharge summaries at the conclusion of each episode.
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6. The Palliative Care Patients by Date Report

Report:

|& & # o = || 10« et L. L

T

Palliative Care Patients by Date

Patientsin care from:, 010172000 To: 31/01/2000

Provider Unit EpisBegin  EpisEnd MRH Phase PhaseBegin Class
PU1O01 o1ra1/00 20002625 1 0140100 102
a1i01/00 20002702 1 o1:/01/00 102
01/01/00 20003169 1 01/01/00 102
o1ra1/00 20004688 1 0140100 102
01/01/00 20005760 1 01/01/00 102
o1ra1/00 20008526 1 0140100 102 L
0101700 20008875 1 010100 102

This report will allow you to print out a list of all patients in care on a specified date/s. It is
designed for local clinical management purposes.
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7. The Non Palliative Care Patients by Date Report

Report:

|& & # o = || 10« et L. L

T

Non Palliative Care Patients by Date

Patientsin care from:, 010172000 To: 31/01/2000

Provider Unit EpisBegin  EpisEnd MRN Class

PU1O01 o1ra1/00 20001185 206
a1i01/00 200016459 206
01/01/00 20001926 206
o1ra1/00 20002303 206
01/01/00 20002483 206
o1ra1/00 20002625 L
0101700 20002702
o1ra1/00 20003169
0101700 20003261 206
o1ra1/00 20004688
o1ra1/00 20005760
01/01/00 20006139 206
o1ra1/00 20006641 206
0101700 20008526
o1ra1/00 20008588 206
0101700 20008703 206
o1ra1/00 20008875
a1i01/00 20009264 206
o1ra1/00 20009374 206

As with the previous report, this report will allow you to print out a list of all patients in care
on a specified date/s. It is designed for local clinical management purposes.
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8. The Palliative Care Reason for Phase End Summary Report

Report:

|& & # o = || 10« 1 a1 Y M o= ]|

[ — |

Palliative Care Reason for Phase End Summary

Reason for phase end Number Percent
Mo phase end reason recorded 1,587 98.56 %
Phase change T 0.44%

1,604

T

This report provides summary data on the reasons for the end of each palliative care phase.

It shows the number and percentage for each reason.
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9. The Open Phase 5 Palliative Care Report

Report:

|& & # o = || 10« 1 a1 Y M o= ]|

[ — |

Open Phase 5 Palliative Care

Total Phase § i1

Mo End Date: 25

MRN Phase Start Date
10801 31i08/98
12203 30005/99
12439 1601799
12443 28i09/98
12582 260299
12806 111298
13677 260399
13678 o7 0/as
13734 160399
14058 12i01/99
14492 12i02/99
14522 09rayas
14683 02i06/99
14905 09r 2198
15349 2203799
18370 31103799
15408 04i08/98
15446 14M10/98
168529 22i08/98
16579 30008/98
15601 10/07/98
15667 O6/08/98
15668 2507798
18701 16/08/98
15746 18r01/99
15748 18/09/98
16740 231 2/98
15788 1110/98
14793 2612798
159931 0a/05/99
15966 17i01/99
16000 22(11/98
16057 02i04/99
16104 0a02/99
16160 06/04/99
16184 04r06/99

T

This report lists all bereavement cases for which no end date has been recorded.

It is

designed for local clinical management purposes and, in particular, to allow for the review of

local discharge policies.
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10. The 90 Day Review Report

&2 & & [0z =] H M 4 1 o1 A | HM ||7E J
1)
90 Day Review Report H
Episodes commencing befor  01,/01/2001
Provider Unit: PLI1001
Facility: w245
MRN Surname Given Name Begin Case Episode Case Manager
Date Type Type
20000116 Cox Rosemary 010100 2 1 Tommy Quango
20001188 Femingtan Alice 01,0100 z2 1 Tommy Gluango
20002168 Dunn Beryl 01,0100 2 1 Tarmrmy Quango
20002317 Clerments Sandra 010100 2 1 Tommy Cuango
20002993 Chappell Gillian 01.,/01.,00 2 1 Tomrmy Guango
20003401 Freeman Chris 01,0100 1 1 Tommy Gluango
20003534 Anderson Deidre 01,0100 z2 1 Tommy Gluango
20003931 Jackson Flarence 01,0100 2 1 Tommy Gluango
20004435 Handlay Joan 01.,/01.,/00 2 1 Tomrmy Cuango
20005556 Colling Martha 010100 1 1 Tormmy Quango
20007595 “ickers hargaret 01,0100 z2 1 Tommy Gluango
20007249 Rossitor Lena 01,0100 2 1 Tarmrmy Quango
20007953 Armitange Margaret 010100 2 1 Tommy Cuango
20008115 Davies Melinda 010100 2 1 Tormy Quango
20008492 Connor Gerry 010100 1 1 Tormmy Quango
20008703 Barker helinda 01,0100 2 1 Tarmrmy Quango
20009152 Armitange Jange 01,0100 1 1 Tommy Gluango
20009292 Soul Rosalind 010100 1 1 Tormy Quango _lﬂ
4 »

SNAP allows both complete and ongoing episodes to be assigned to an AN-SNAP class.
For Palliative Care episodes, this requires an epsidoe to be ended and a new episode
opened. To do this, end the episode, and record the ‘mode of episode end’ as '90 day’
review'. Open a new episode and record the Reason for Episode Start as '90 Day Review'.
New episode start data will then need to be entered. The episode will then be assigned to
the previous class or to a new one if their condition has changed. The pattern of episodes
for Ongoing cases is reported in the Classes by Episode Report.

For rehabilitation, GEM, psychogeriatric and maintenance episodes, a patient can be
reviewed and have an AN-SNAP class assigned without ending the episode. To do this,
select the relevant clinical screen (‘rehab/GEM’, ‘MH’ or ‘Maint/RUG’), click on the ‘add’
button, and enter a ‘review date’ for the patient. Relevant clinical data (such as FIM scores)
can then be entered against the currently selected episode.

The 90 Day Review Report lists all open episodes which started before or on the From date.
The To date must not be specified. The purpose of the 90 Day Review Report is to provide
the facility with a list of all open episodes of more than 90 days. If the From date is empty
when the report is selected, the date will be calculated by SnapRep using the current date.
If a date is present, however, it will not be overwritten so you may need to clear the From
date before clicking on the 90 Day Review Report.
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11. The FIM™ Motor Change Report

Report:

|& & # o = || 10« et L. L

T

FIM™ Motor Change

Class Episode Type Class Description Number Average  Mational Diff
of Cases Change  Change

255 OPFICom Rehab AgsessMult 13 1.31 nfa .00
256 OPFICom Rehab TreatMedical Only 1 0.00 264 -2.64
287 OPFICom Rehab Amnp 1 0.00 209 -2.09 ol
258 OPFICom Rehab Brain Injury & MMT 3 -0.67 099 -1.66
259 OPiCom Rehab Spnl Injury [MatorCha D eschbh [Sting]|- 00 0.as -095
2E0 OPICom Rehah Stk & DD, Bole Practitioner 3 0.00 1.25 -1.25
261 OPFICom Rehab Strk & DO MultFivt Mot ==80 a 0.40 383 -3.43
262 OPFICom Rehab Strk & DO MultFiv Mot ==81 2 0.00 1.32 -1.32
2B3 OPICom Rehah Oth Impairs Sole Practitioner 94 0.56 1.06 -0.50
264 OPiCom Rehab Oth Impairs Mult FIM Mat <=80 40 0.80 498 -4.08
285 OPiCom Rehab Oth Impairs MultFid Mot ==81 16 0.06 0.71 -0.65
453 QPICom GEM Aszess Mult 158 0.27 nia .00
455 OPiCom GEM Fitd Mot ==40 25 1.56 -0.14 1.70
456 OPiCom GEM Fitd Mat 41-56 26 0.46 022 0.24
457 OPiCom GEM Fitd Maot==57 Sale Practitioner 140 -0.45 -0.22 -0.23
458 OPiCom GEM Fitd Mot==57 Mult 164 -1.05 -1.26 0.21
Total 560

This report is similar to the Casemix Report. It shows information on the change in FIMTM
Motor Sub-scale score from the beginning to the end of the episode.

This report includes only those episodes classified as Case Types 2 and 4 (Rehabilitation
and GEM) and who are seen for other than 'Assessment Only'. It includes only episodes
with a FIM Motor score (excluding those episodes with a Barthel score) and includes only
episodes with both a Start score and an End score.

The FIMTM Motor Change Report also includes comparative data on FIMTM Motor change
from the 1996 National SNAP study. It displays the average FIMTM Motor change reported
in the 1996 study. It also shows the difference between the 1996 national results and your
facility results.
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12. BPM Reconcile Report

Report:

|& & # o = || 10« et L. L

BPM Reconcile Report

BegDate 01/01/00  EndDate 18/01/00  LOS 15 MRN 200011158
HowBill 3 TotalAct 8,200.00 DOB 09/04/15938 Surname Ash
FirnAdmid ot 48 TotalBPM 10,200.00  Diff 2,000.00 GivMarme Lorna
FimAdmCog 19 FimAdmTot 67 HealthFund 27

Class 206 Sirk & BrnsMot 47-62 FundMemMum 123456789

This report shows fields from the PrivRehab data set.
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13. Current Patient List Report

Report: |III 'EI‘—I
H
Er e I s L @

Current Patient List

Selection Criteria:
BegDate: 01/01/2000

MRM: 20000145 DOB: 0601/1934 Pathame: Clarke Libhy
Begin Date: 01701700 MOk Phone: 222661234 MOK Mame:  JackJones
Consultant. Revers) Team 24 CageMgr  Tommy Quango
Phase Begin: 01/01/00 Diagnosis: 12345
Cur Phase 1 Stable CaseType: 1 Palliative Care
EpisType: 1 overnight admitted patient
MR 20000326 DoB: 09111916 FPathlame: Kennedy Martha
Begin Date: 01501100 MOk Phone: 222661234 MoK Mame:  JackJones
Consultant.  Revers) Team: 24 CageMgr.  Tommy Quango
FPhase Begin Diagnosis 12345
CurPhase CaseTrpe: 2 Rehabhilitation
EpisType: 1 overnight admitted patient
L) 20001278 DOB: 09/05/1904 Fatiame: Belmont Rosemary
Begin Date:  01/01/00 MOK Phone: 222661234 MoK MName:  JackJones
Consultant  Revers) Tearn 24 CaseMgr: Tamry Guango
Fhase Begin Diagnosis 12345
CurPhase CaseType 2 Rehahilitation
EpisType: 1 overnight adritted patient
i RE: 20001777 DOB: 22/07/1938 Fatiame: Ingham Jane
Begin Date:  01/01/00 MOK Phone: 222661234 MOK Mame:  JackJones
Consultant: Revers) Tearn 84 CaseMgr: Tamiry Guango
Phase Begin Diagnosis. 12345
CurPhase CaseType: 2 Rehabilitation
EpisType: 1 overnight admitted patient
MRM: 20001784 DOB: 1410/1930 PatMame: Chappell Chrig
Begin Date 010100 MOK Phone: 222661234 MOK Mame:  JackJones
Consultant: Revers) Tearn 34 CaseMgr Tamimy Guango
FPhase Begin Diagnosis: 12345
CurPhase CageType: 2 Rehabilitation

iastart” i Iy S oan Inhmx - Mi...l @snapshnt..‘ | @M\crnsnft |

This report lists all episodes for patients that were receiving care according to the specified
dates. For example, if the Begin Date is 01/01/2001, then all episodes commencing on or
before this date will be listed. If an end date of 05/01/2001 is also specified, episodes which
concluded on 01-04/01/2001 will not be listed since the patient was not in care during the
whole specified period of 1% to the 5".

It is now possible to list those patients receiving care on or after a specified date by entering
the From [Care Date] and checking the On/After BegDate check box.

‘ | From [Care D ate]; Im A01/2004 v Onsafter Beghate
F—

SNAPshot 3.8 User Manual Page 69



14. Completed Episode Reason Report

x|
| & & & [1oow vI|J|q 4 1 of1 DDIIHM | iEl

Completed Episode Reason Report

Selection Criteria:

MRN Patient Name Begin End Reason for episode end

Date Date
20000145 Clarke Libby 08/02/01  15/02/01 2 Discharged to interim accommodation
20000326 Kennedy Martha 01/01J00 0470100 1 Discharged to usual accommodation
20001278 Belmont Rosemary 01401500 050100 1 Discharged to usual accommodation
20001777 Ingham Jane 01401400 17/01/00 1 Discharged to usual accommodation
20001734 Chappell Chris 010100 12f01/00 1 Discharged to usual accommodation
20002695 Jensen Kate 01/01J00  0B8/0100 1 Discharged to usual accommodation
20004229 Aitchison Jane 01401500 1000100 1 Discharged to usual accommodation
20004833 Kellett Joan 01/01/00  08/01/00 1 Discharged to usual accommodation
20005249 hcCabe Helen 010100 16/01/00 1 Discharged to usual accommodation
20005605 Ruossitor Deidre 01/01J00  0B8/0100 1 Discharged to usual accommodation
20005629 Shepard Geraldine 01401500 04701400 1 Discharged to usual accommodation
20006439 Mugent Mara 01501400 14701500 1 Discharged to usual accommodation
20006489 Knowles Kay 0101400 1770100 1 Discharged to usual accommodation
20007462 CwensJane 01/01400  05/0100 1 Discharged to usual accommodation
20007612 Gurney Elsie 01401500 20001400 1 Discharged to usual accommodation
20008519 Reid Lorna 01101400 06/01/00 1 Discharged to usual accommodation
20008200 Cwens Jackie 01/01J00 04701400 1 Discharged to usual accommodation
20008313 Yickers Josie 01501400 18701400 1 Discharged to usual accommodation
20009489 Kane Kate 01401500 120100 1 Discharged to usual accommodation
20009812 Armstrong Gillian 010100 20001500 1 Discharged to usual accommodation
334455 Ester Pally 23/09/04  24M0/04 8 Discharge at own risk
55664433 Mylan Dy 1301403 02703103 2 Discharged to interim accommodation

120903 280903 1 Discharged to usual accommodation
77886655 Motsure Eym 120904 1110004 2 Discharged to interim accommodation

This reports lists all patient episodes meeting the specified criteria for which the episode end
date has been recorded.
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15. MH:Number of Episodes/Clients Report

Repurt: | |III 'EI‘—I
i
| & & # [ov B || W 1] b oo [ —
|

Number of Mental Health Episodes f Clients

Selection Criteria:

HNumber of Episode 20
Humber of Clients: 20

dhistart | B sershorsso- . |[BR W|n36 - Microsof... [ RPEE 124em

This report shows the total number of episodes and clients for mental health patients.
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16. HONOS Change Report

Report:

|& & # [ = || 10«

T cf1 ¥
Change in HONOS Score by Episode
MRM Episode Begin Patient Name Change
20008703 0140100 Barker Melinda 1
20009264 0140100 ‘Yahsley Camille 1
20001115 2312199 Ash Lara 8
20008588 01/01/00 Towengend Josie 1
20009374 0101400 Birchall Melinda 1
20002702 0140100 CQsmond Melinda 1
20008875 01401700 Foster Rosemany 1
20004688 0101700 Aghew Verona 1
20006139 01401700 Sargent Rosalind 1
20001185 1412199 Beasley Martha 27
20001658 29012589 Sanders Yeronica 48
20002625 01/01/00 Eggleton Barbara 1
20005760 0140100 Chivers Sandra 1
20001926 01:01/00 Whelan Jackie 1
20003261 0140100 Shipton Josie 1
20002303 01:01/00 Lake Wera 1
20008526 01s01s00 Becker rene 1
20002483 0140100 Beags Melinda 1
20006641 01/01/00 Parr Martha 1
20003169 0140100 Jago Jackie 1

T

This report shows the change in the HONOS begin and end scores by episode.
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17. HONOSCA Change Report

Report:

|& & # [ = || 10«

T cf1 ¥
Change in HONOSCA Score by Episode
MRM Episode Begin Patient Name Change
20008703 0140100 Barker Melinda 1]
20009264 0140100 ‘Yahsley Camille 1]
20001115 2312199 Ash Lara 1}
20008588 01/01/00 Towengend Josie 1]
20009374 0101400 Birchall Melinda 1}
20002702 0140100 CQsmond Melinda 1]
20008875 01401700 Foster Rosemany a
20004688 0101700 Aghew Verona a
20006139 01401700 Sargent Rosalind a
20001185 1412199 Beasley Martha 1]
20001658 29012589 Sanders Yeronica 11
20002625 01/01/00 Eggleton Barbara 1}
20005760 0140100 Chivers Sandra 1]
20001926 01:01/00 Whelan Jackie a
20003261 0140100 Shipton Josie 1]
20002303 01:01/00 Lake Wera a
20008526 01s01s00 Becker rene 1]
20002483 0140100 Beags Melinda 1]
20006641 01/01/00 Parr Martha 1}
20003169 0140100 Jago Jackie 56

T

This report shows the change in the HONOSCA begin and end scores by episode.

SNAPshot 3.8

User Manual

Page

73



18. LSP Change Report

Report:

|& & # [ = || 10«

T cf1 ¥
Change in LSP Score by Episode
MRM Episode Begin Patient Name Change
20008703 0140100 Barker Melinda 1]
20009264 0140100 ‘Yahsley Camille 1]
20001115 2312199 Ash Lara 1}
20008588 01/01/00 Towengend Josie 1]
20009374 0101400 Birchall Melinda 1}
20002702 0140100 CQsmond Melinda 1]
20008875 01401700 Foster Rosemany a
20004688 0101700 Aghew Verona a
20006139 01401700 Sargent Rosalind a
20001185 1412199 Beasley Martha 1]
20001658 29012589 Sanders Yeronica 48
20002625 01/01/00 Eggleton Barbara 1}
20005760 0140100 Chivers Sandra 1]
20001926 01:01/00 Whelan Jackie a
20003261 0140100 Shipton Josie 1]
20002303 01:01/00 Lake Wera -48
20008526 0140100 Becker Irene 12
20002483 0140100 Beags Melinda 1]
20006641 01/01/00 Parr Martha 1}
20003169 0140100 Jago Jackie 3

T

This report shows the change in the LSP begin and end scores by episode.
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19. Database Summary Report

Report:
H
|& & # o = || 10« et L. I Ey
-
Database Summary Report
Number of Records
Item Total Mo End Date Ungroupable > 90 Days
CASE TYPE COUNTS
1 Palliative Care kil i i
2 Rehahilitation 14 14 14
PHASE COUNTS:
Phase Records 5 5 5
RECORD COUNTS {ALL):
ACAT 20
ClassDsc 177
Drug 20
DhvAfss 20
DvARey 60
EpiCIARR 20
EpiFit 20
EpiHACC 20
Episode 20
Equip 20
Faility g9
GenLUT 3,650
GenTime 20
Imag 20
IrrpDet 12
MHIS 20
Migrate 7
Path 20
Patient 20
Phase 4
Pravinit 9
FPréRehab 20
Rehah 20
Staff 20
StafTirme 1m
SysTab 1
UserDefl 4

Section 1 shows number of episodes, episodes with no end date and ungroupable episodes
by case type.

Section 2 shows number of phases, phases with no end date and ungroupable phases for
palliative care records.

Section 3 shows record counts for all record types.

Section 4 shows MRNs for Episodes > 90 Days or No End Date.

Section 5 shows MRNs for Patients without Episodes.

Section 6 shows MRNs for Episodes without occasions of service for Episode Types 2 (LOS
>1), 3 and 4.

Section 7 shows DOBs/MRNSs for patients with the same date of birth.

Section 8 shows MRNs/DOBs for patients with the same MRN but different DOB.

Section 9 shows Ungroupable records
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20. Staff Listing

Report: | | III ’EI ‘—I
i
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Staff Listing
Selection Criteria:

StafflD Facility Staff SessType StaffName cc Desiy Hacchgency
1 K245 1000 1 Daly 3A RN 12345
2 H245 1001 1 Lockwood 3A RN 12345
3 K245 1002 1 FPerry 3A RN 12345
4 W245 1003 1 Fage 3A RN 12345
g H245 1004 1 Birchall 3A RN 12345
B W245 1005 1 McCabe 3A RN 12345
T H245 1006 1 Ford 3A RN 12345
8 H245 1007 1 Armitage 3A RN 12345
9 X245 1008 1 Glover 3A RN 12345
10 X245 1009 1 Aspinall 3A RN 12345
11 X245 1010 1 Hamps=on 3A RM 12345
12 X245 1011 1 Bery 3A RHM 12345
13 X245 1012 1 Cox 3A RM 12345
14 X245 1013 1 Taylar 3A RN 12345
15 K245 1014 1 Lyaons 3A RN 12345
16 X245 1015 1 Lincaln 3A RN 12345
17 K245 1016 1 Lindsay 3A RN 12345
18 X245 1017 1 Farr 3A RM 12345
19 X245 1018 1 Barrett 3A RHM 12345
20 K2d5 1019 1 Shipton 3A RM 12345

;astart” ; ] Bfscrsrots. || & ricrosorten.. | [ RP T zosem

This report shows the details of staff, including their Cost Centre (CC), Designation and
HACC Agency identifier (if any). For an occasion of service to be deemed eligible for
inclusion in the HACC extract staff must have a valid HACC agency code and designation.
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21. 10 Most Common SNAP Classes

Repurt: ||II : ’EI
| & & # [ooe [ | 0 o[ 1] b bl m || I—i|
|

10 Most Common SNAP Classes

Selection Criteria:

Class Description Number of Episodes % Days ALOS
558 Maintenance & Support, Mursing, age==37, RUG 4 943 26 15801 168.76
563 Maintenance & Support, Multidisc, age==27 RUG 4-11 a7 16 10,492 18.37
453 Aszess, Multidisciplinary 170 L} 278 1.64
552 Assess, Nursing 142 4 180 1.34
959  Ungroupable - see status code 116 3 1,391 11.99
452 Assess, Medical Only 93 3 93 1.00
226 Orthopaedic conditions, motor 14-51 T8 2 3,198 41.00
405  Cognition 16-35, motor 51-77 61 2 1,637 2520
224 Crthopaedic conditions, motor 58-73 ag 2 1,396 24.07
404 Cognition 18-25, motor 13-50 46 2 1,621 28.95

Total 2,288 100 35,998 16.73

;astart” =l & B suapshot 350 - | @Mamﬁ-wcrnsnf...l & vicrosoft Photo .. |
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22. ACAP MDS V2 Summary Report (1)

Repurt: | | III ’EI ‘—I
i
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Selection Criteria:
BegDate: 01/01/2000 EndDate: 01/01/2000

ACAP MDS V2 Summary Repotrt (1)

Patient Referral Prin- Assessment
1D MRM Surname Given Name Sex Stat Link Key Date rity  End Date Reason
1 20004833 kellett Joan 2 eleoa’10318272  01/01/00 1 0150100 1
2 20005249 MeCabe Helen 2 cChell60119172  01401/00 1 0101400 1
3 20000145 Clarke Libky 2 lakih060119342  01/01/00 1 0150100 1
4 20006439 Mugent Mora 2 ugnor291219122  01401/00 1 0101400 1
5 20002695 Jengen Kate 2 eneat300418182 010100 1 0150100 1
6 20000326 Kennedy Martha 2 enear051119162  01/01/00 1 0101400 1
720004229 Aitchison Jane 2 ithan020919402  01/01/00 1 0101400 1
8 20009313 Wickers Josie 2 icens151018022 0101700 1 0150100 1
9 20008519 Reid Loma 2 ei20r100919092  01401/00 1 0101400 1
10 20008812 Armstrong Gillian 2 rmiil0705158402 01101/00 1 0150100 1
11 20009200 Cwens Jackie 2 wesac240118252 01401/00 1 0101400 1
12 20005629 Shepard Geralding 2 heaer311019122 010100 1 01501500 1
13 20007462 Cwens Jane 2 wesan15041909  01401/00 1 0101400 1
14 20001278 Belmant Rosemary 2 eloos080518042 010100 1 0150100 1
15 20005605 Rossitar Deidre 2 o0siei250119022  01401/00 1 0101400 1
16 20007612 Gurney Elsie 2 urels130118262 010100 1 0150100 1
17 20009489 Kane Kate 2 anZat!91019032  01401/00 1 0101400 1
18 20006489 kKnowles Kay 2 nolay030619282 010100 1 01501500 1
19 20001784 Chappell Chris 2 haphr141019302  01401/00 1 0101400 1
20 20001777 Ingham Jane 2 ngaanz20718382 010100 1 01501500 1

Foon]

This report provides a summary of the records eligible to be selected for inclusion in the

B sershorsso- |

@Man?.ﬁ - Micrasaf.. |

@Micrnsnft Phata ... | I

ACAP MDS V2 extract.

It allows ACATSs to check that all expected records will be extracted, you should run both of

the two exception reports to identify client records that won't be successfully extracted

because there is incorrect or missing data.
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23. ACAP MDS V2 Exception Report (2)

Report: | | III : ’EI ‘—I
H
| & & # [ooe [ | 0 o[ 1] b ¥ o | & I—=

ACAP MDS V2 Exception Report (2]

Selection Criteria:
BeaDate: 0150611999 EndDate: 01/06/2000

Patient Referral Prio- Assessmt End
[n] MRN Surname Given Name Sex Stat Link Key DoB Date rity Inc Date Reason
21 4000302 mouse minnie 2 ouein1201194532 121011845 0201400 1 2 030100
23 990088 duck danald 1 uc2on010118971 01/0141 9597 1 0401700

;astart” - [Eyatas da. | Gricosort .| [Evestingr... [[Erwion-.. | [GEEIPR 250em

This exception report provides a summary of the records ineligible to be selected for
inclusion in the ACAP MDS V2 extract. Whilst there is a valid Assessment End Date there is
either incorrect or missing mandatory data items, or the ‘Include in ACAP MDS’ value in the
Episode table has not been setto 1 (Yes).

It allows ACATSs to check incorrect records and to correct them so that they will be

extracted, you should run both of the two exception reports to identify client records that
won’t be successfully extracted because there is incorrect or missing data.
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24. ACAP MDS V2 Exception Report (3)

An example of this report has not been provided.

SNAPshot 3.8 User Manual Page 80



25. Suspect Age (not 14-100) Report

T D

q
i
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Suspect Aqe (Not 14 to 100} Report

Selection Criteria:
Provilnit MRBN DoB Age Sex SurName Given Name
FU1001 990088 01/01/1997 31 duck danald

T

iastart” if ] B atlas dat .. | B |@Mlcrosnft |”E Meetingr... I”E Fif: On-... | SRR sinzem |

This report shows clients with ages which don'’t fall in the expected age range, whilst these

may be correct it could indicate that an incorrect DOB has been entered, 2001 rather than
1901 for instance.
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26. Cost Weight Report

|G & 7B | 1 4

1 of1 »

Mo || dh

s y of cost weights (;

Selection Critaria:

touail Ak

for infor

FromDate: 01/07/2004 (EndDate==) ToDate: 30ME2005 (ENdOate «=)

'

L | sy nmey

'wstartl @ & © oo

Class Description CazeType EpisType Cases Epis Wat Inlier FO Outlier FD Total CW
Case Type 1
01 Sth,R 4 1 1 23 2.1 551 545 12.07
02 5th,R 517 1 1 1z 369 734 17 12.74
04 UnStb,R 417 1 1 159 3617 4931 2379 10827
105 Unst.R 18 1 1 21 4.6 352 745 15.86
05 Deter,R 417 1 1 &7 16.22 254 521 3227
07 Deter,R 18,4 =71 1 1 12 352 157 0.00 5.08
08 Deter,R 18,4 =72 1 1 22 519 247 0.00 9.15
08 Term,R 415 1 1 12 268 170 23 562
110 Term,R 17-18 1 1 3] 0.7 EE] 054 16.34
111 Bereauw 1 1 34 271 127 oo 398
161 UnSth NUMs, Rem 14, femsl 1 2 1 0.oo oo oo 0.0
163 UNSD.MUMG, Ra=15 1 2 1 0.00 oo 0.00 0.00
164 Deter RS «=10 1 2 1 0.00 oo 0.00 0.00
168 Term,hiuit 1 2 1 0.0o oo oo 0.00
933 Ungroupable 1 1 1 0.oo oo oo o.00
454 2z4.44
Case Tvpe z
04 StieBms hiot 63-91,Cog 2035 2 1 5 128 343 055 527
205 Strk & Bma,hiot 63-91,Cog 519 2 1 5 278 344 276 9.43
205 Strk & Bms,hiot 47-62 2 1 5 252 591 nos 9.4
07 Stk & BMsMot 14-45 em TS 2 1 13 £.26 1642 23 32.08
2B Strk & Bms hiot 14-46 AceTd 2 1 3 3.77 728 150 12.56
203 Brain Dysme ot 71-81 2 1 1 032 n.47 oo 073
210 Brain DYSMG Mot 29-70,4==55 2 1 3 0.73 229 187 453
211 Brain DYSMe Mot 29-70,Ax=54 2 1 1 0.00 oo 0.20 0.20
213 Meurologleal pigt 7431 2 1 1 0.5 034 oo O.42
214 Meurologleal Mat d1-73 2 1 5 184 386 oo 5.70
215 Meurologloal Mot 1d-d0 2 1 4 2.70 555 1.45 10.20
217 Sprl Cord Dysfne hict 47-30 2 1 2 0.5§ 114 077 2.4
215 Amp of Iimb Mot £5-81 2 1 5 0.3 551 245 9.60
220 4mp of Iimb ot 47-65 2 1 E 154 543 532 12.28
221 Amp of Iimb it 1d-45 2 1 4 1.46 247 175 518
222 Fan Syndromes, motors=14 2 1 7 1141 442 oo £.02
223 Onnpasd Conds Mot 74-91 2 1 7 0.43 212 029 284
224 OnNpasd Congs Mot 873 2 1 23 3.4 14.45 n.az 18.82
225 Orthpaed Conds iot 52-57 2 1 15 3.4 12.42 1.78 18.05
226 Orthpaed Conds Mot 14-51 2 1 29 10.62 2307 10.18 4257
227 Cardiac, motors=14 2 1 k] 0.3 258 0.08 3.47
228 Majer Mult Trauma, motors=14 2 1 E D54 LE]] 1.15 259
220 0th Impalrs Mot £7-81 2 1 2 0.70 ERE 052 435
230 Oth Impairs Mot 53-65 2 1 21 567 16.24 L] 2288
231 O IMpairs Mot 25-52 2 1 20 7.41 18.61 395 29.97
232 O IMpairs Mot 14-24 2 1 2 0.50 153 0.7 281
202 28238
Caze Type 5 -
L

This report shows cost weights by case type.
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27. Missing AROC Fields Report

Report:

| & & # [ +] H 4 1 oft S |JM

Missing AROC Fields Report

Selection Criteria:

Facility MRN End Missing  Field List
Date Fields
X245 123 01/26/2008

23 Sex, uAccom, PriorSupport, FundSource, HealthFund, EmpStat, AdmitClass,
ImpairTrauma, RelAcuteDate, OnsetTime, DischargeTo, EndSupport, Impair,
ExistComorh, Comarbl, AdmEat, AdmCaomp, DisEat, DisCormp, DateEntBeq,
DateEntEnd, DateRehabPlan, DateDischPl

T
s start E-E"DEEREOE

This report shows a list of missing AROC dataset items for episodes with an end date within
the last 12 months.
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Extracts

Extract Folder

You need to specify the folder in which to write the data extract files. This folder can be
different to the SNAPshot installation directory. It can even be on a different computer, on a
server for instance.

If the folder does not exist, you will be asked if you want it to be created.

Options - select button below x|

Can't find folder: 'M:\Snapzshat extracts’
Do you want Snap to create it?

Y'es - create falder

Mo - don't create folder

51. VRP Episode/Patient (Extract)

This option writes two tables into the currently selected report database which by default is
c:\SnapShot\RepDB.mdb, typically the folder: c:\\Snapshot, however, you can specify another
folder which can even be on a computer other than the one SNAPshot is installed on.

It is also used for the Private Rehabilitation Study and cannot be displayed in the Preview
screen as is the case for other reports.

52. ACAT:AGS MDS (Extract)

This ‘report’ produces a comma-separated value file according to the ACAT specification.
The file ACATMDS.TXT is written to the folder which contains the RepDB.mdb file — typically
the folder: c:\\Snapshot, however, you can specify another folder which can even be on a

computer other than the one SNAPshot is installed on.

This extract has been replaced by MDS 2 and should only be produced on request by the
Evaluation Unit.

53. ACAT:AGS MDS 2 (Extract)
This ‘report’ produces a comma-separated value file according to the ACAT specification.
The file ACATMDS.TXT is written to the folder which contains the RepDB.mdb file — typically

the folder: c:\Snapshot, however, you can specify another folder which can even be on a
computer other than the one SNAPshot is installed on.
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54. FIM Listing (Extract)

This ‘report’ produces a comma-separated value file containing the following fields:

Field Description Example Values
FundName Health Fund Name Federation Health
FacName Facility Name St Luke's
MRN Medical Record No. 20000116
BegDate Admission Date 01/01/2000
EndDate Discharge Date 02/01/2000
GivName Given Name Rosemary
SurName Surname Cox

DOB Date of Birth 14/07/1921
Sex Sex 2

AdmEat Adm: Eating 1
AdmGroom Adm: Grooming 2
AdmBath Adm: Bathing 3
AdmUpper Adm: Dressing upper body (4
AdmLower Adm: Dressing lower body (5
AdmToilet Adm: Toileting 6
AdmBladder Adm: Bladder management|7
AdmBowel Adm: Bowel management |1

AdmXfer Adm: Transfer - bed/chair |2
AdmXfrToil Adm: Transfer - Toilet 3

AdmTub Adm: Transfer - Tub 4
AdmWalk Adm: Walk/wheel chair 5
AdmStair Adm: Stairs 6
AdmComp Adm: Comprehension 7

AdmExp Adm: Expression 1
AdmSaocial Adm: Social interaction 2
AdmProb Adm: Problem solving 3
AdmMemory Adm: Memory 4

DisEat Dis: Eating 7
DisGroom Dis: Grooming 6

DisBath Dis: Bathing 5
DisUpper Dis: Dressing upper body |4
DisLower Dis: Dressing lower body |3

DisToilet Dis: Toileting 2
DisBladder Dis: Bladder management |1
DisBowel Dis: Bowel management |7

DisXfer Dis: Transfer - bed/chair 6
DisXfrToil Dis: Transfer - Toilet 5

DisTub Dis: Transfer - Tub 4

DisWalk Dis: Walk/wheel chair 3

DisStair Dis: Stairs 2

DisComp Dis: Comprehension 1

DisExp Dis: Expression 7
DisSocial Dis: Social interaction 6

DisProb Dis: Problem solving 5
DisMemory Dis: Memory 4

The file FIMExt. TXT is written to the folder which contains the RepDB.mdb file — typically the
folder: c:\Snapshot, however, you can specify another folder which can even be on a
computer other than the one SNAPshot is installed on.
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55. AN-SNAP HCP Summary (Extract)

For private facilities

This report produces a comma-separated value file that comprises the AN-SNAP items to be
reported under the Hospital Casemix Protocol.

To display the HCP extract dialog screen, press Shift-F8 whilst positioned on any of the data
lists. Select item 55. AN-SNAP HCP Summary (Extract) and enter the value for the Hospital
Provider No. and appropriate ‘from’ and ‘to’ dates (typically a calendar month), then press
Generate Report. This produces a set of text files, one extract for each non Australian
Health Service Alliance fund, and one extract for all Australian Health Service Alliance funds.
The files are written to the folder which contains the RepDB.mdb file — typically the folder:
c:\Snapshot, however, you can specify another folder which can even be on a computer
other than the one SNAPshot is installed on.

Patient[20] [MBN] System [1]
MAN Path ame DOE pisoc ]Velsion |5'ysBeg jsysEnd ]
» |20000145 | Clarke.Libby 06/01/1534 Blinicl [EET] [01/01/1999 | 21/12/2008 |
20000326 |Kennedp.Mattha | 05/11A516 E;E?[;GEM
20001278 |Belmont,Rosemany |09/05/1904 . a‘ase
20001777 |Ingham.Jane 22407,
EN e L] Snap Report
20002695 | Jensen Kate 30404,
0004229 | Aitchison Jane 02708, Report DB: |c.\SnapSth\HepDB.mdb Compact.
20004853 | Kellett.loan 11403
0005343 | McCabe Helen 1601 Extract Folder: |c:\SnapExlracl
20005605 | Rossitor.Deidre 25401 = " Celect R -
20006625 | Shepard Geraldne | 31710 ;gpl'éw USRS S s =
20006439 |Mugent Maora 29412 g epart e it &
20005489 Kngwles Fay 03/06) | |24 ACAPMDS V2 Report 3 j it s
20007462 | Owensdane __[15/04] | (52 Buspect poelat 14100 Aeror Facilly:
20007612 | Gurnen El 13401  Wissi ]
LINEA.E e 27 Missing AROC Figlds Report MAN: ’7
Epizode [1]
EXTRACTS
i e Y o T
52 ACAT:AGS MDS [Extiact] e
53 ACATMDS 2 (Esbac) LD I el boriginal Diigin)
: Sm ’”Ct s CaseType:
BE. tract 5 -
E7. AROC Inpatient Extract Ecislips; | :aa\t.h Il:und. ]
B8 HACC MDS [Extiact] 5 ospital
Stalii20] ualiCade) 59 PCOC Extract Carz Madel: J Provider Mo.: l
tal taffCode .
Staff_[Staffflame |StafiD [StDate | | |HACC REPORTS Postcode: | Restb Disk: [N
1000 |Da ] 0170172 71, HACC:M ain interven/005 /ming " : f7
2 1001 L:C};(WDDd Z /0172 72 HACC:Age group/sex/minutes SRR ACE J BefeEl ID'l
73 HACC:Client/Cauntry of birtth 3 :
1002 |Peny 3 [0 5y HACE Chent/ndigSiatMain It Consulart: | Agency |
1003 |Page 4 AT/ | |75 HaCC: Client/Benefit Status Case M [
1004 [Bichal  [S  [01/01/2) | |76 HACC:Staif/00S Main Int gs6 Moo
1005 |McCabe |6 0170172 | |77, HACC:Staff/005 Minutes
1006 Ford 7 0.0 /2] 78 HAEE:St_aff/E\lent/DEle’Maln Int. o I Patient pade tf Generats Beport Exit
1007 |Amitage 5 RIVE FO AT Dk 1D ke =l C ot v _ P
1008 |Glover 3 0170172 T
1005 |Aspinal 10 001707 /2000 |1 MSE'IE Addiess 16 Main 5t
1010 |Hampson |11 1 /07 /2000 | 1 e R
1011 |Rerg 12 |oi/0/z000 1 Subub Woivle
1012 |Cox 13 |01/01/2000 1
1013 [Tayior 14 [o1/o1/z000)7 g'atte - 25[??]
1074 |Lyars 15 |01/01/2000 1 e
1015 T 15 01707 /2000 1.7 Local Govemment Area 1234
‘ 3 Phane 727F61234 d|

'J start E - Es"TEEER [ @O Marustz,.. | B Snepshot | B3 Microsof... sMapsh.., | B GlSrap.. | A untled ..
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The naming convention for the HCP extracts is as follows:

Australian Health Service Alliance Funds

78787878 _AHS_(1012000_01072002_5 bt
75757878 _MEF_01012000_01072002_5 tt
75757878 MEP_01012000_01072002_5.tet

MediBank Private

This can be broken down as follows: [Provider No]_[Fund]_[DteFrom]_[DteTo].txt
It is these files that have to be forwarded onto the relevant health funds.
The file HCPEXt.txt is written to the folder which contains the RepDB.mdb file — typically the

folder: c:\Snapshot, however, you can specify another folder which can even be on a
computer other than the one SNAPshot is installed on.

56. HIE Extract

Patient[20] [MBN) | Sysztem [1]
MAN Pathame DOE | |Episode [Wersion [SysBeg [SusEnd |
) 20000745 | Clarke Libby 06/01/1934 Clinical [SEED [01/01,/1938 | 3171272008 |
20000326 |KennedyMatha |05/11/1516 | | RehabvGEM
20001278 |Beimont Rosemary |09/05/1904 | |AH0MDatess

20001777 |Ingham.Jane 22/07,
20001784 | Chappell Chiis 14410,

20002635 |Jensen Kate 30404,

20004229 | Bitchison,Jane 02/09 Repot DE: |c:\SnapSth\HepDB.mdb Compact..
20004833 |Kelett.Joan 11403,
20005243 | McCabe Helen 1601 Estract Folder: |c:\5napEleacl
20005605 | Rossitor.Deidre | 25/01

Snap Report

20005625 |Shepard Geralding |31/10) [ TERos SEEhon cilery [~
S ST BETEERS 5 )
20007452 |DwensJane [15/08) | |22 ggifﬁj;gﬁfé@%‘;t‘” 007 Renott =
20007612 | Gurnew Elsie 1301 27. Missing AROC Fields Report TR ]—
[BeaDate IC'Igp]IngEEis]ID [EndD E?I%T\TF?IEE‘Sata (Extract] Fram [Sepn Date]:i = On/aft
> ]m o |1 |1 |3 | g% :am%%g?lzsxt[iﬂfd] 2 5epiliais] I Include: no end date boriginal Origin]
gé Ermémggd%ﬁgﬁmar E stract Ee=ling ]
57. AROC Inpatient E stract Enis Type: | Hesthbune I
8 PO Eman Care ot | oot No: |
Staft gttc-.?rrr?:mu: [S;?:rll:[? jrﬂoate HACC REPORTS Posteads: | Resub Disk: N [ |

71, HACC:Main interven/005 /ming . :
> }gg? E:l}llwnnd 12 g} ﬁgl jg 72 HACC:Age groupdsex/minutes Ward/Team: ] Data Coll 1D |
1002 |Per 3 7017 73, HACC:Client/Country of birth

Y 74, HACC:Client/IndigStat/Main Int.
1003 |Pags 4 |00/012) | |75 HACCCliert/Benefit Status Sy
1004 [Bichal |5 [0A01/ZY | |76 HACC:Staft/005 Main Irt. ARt
[
7
g

Consultart: ] Agency: ]

1005 |McCabe 01./01/2 77 HACC:Staff/005 Minutes

1006 |Ford 0m./01./2] 78 HACL:Staff/Client/00S5 Main Int. Ol e e aane
Pl 1D b=l Com e ¥ f | pag port Ex
1007 |Amilage 7072 ISt tian B s £ B
1008 |Glover 3 01/01/2 —
1008 |Aspinal (10 [07/01/2000 |1 MSE' le Addiess 16 Main 5t
1010 |Hampson |11 01,/07/2000 | 1 e R
R W17 17 S HRE
O3
Stat BACT
1013 | Taylor 14 |m/01/2000 1 Paf - 25[11 !
1014 |Lyars 15 |0 /07/2000 |1 e
1015 |Lincoln 15 o1/07 /2000 1.7 Local Government Area 1234
q » Phone 22261234 id

EDEOEEEE
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Select 56. HIE Extract and enter appropriate values for Facility, and From [Sepn Date] and
To [Sepn Date] and then click Generate Report. Do not enter a value for ProvUnit.

This produces a set of 9 extract files with names in the format of —
N999 snapepifim_20yymmdd

N999 snapepis_20yymmdd

N999 snapfac_20yymmdd

N999 snapmhis_20yymmdd

N999 snaphase_20yymmdd

N999 snapprov_20yymmdd

N999 snaprehab_20yymmdd

N999 snapstaff 20yymmdd

N999 snapstime_20yymmdd

Where N999 is the facility number and 20yymmdd is the To [Sepn date].

The files are written to the folder which contains the RepDB.mdb file — typically the folder:
c:\Snapshot, however, you can specify another folder which can even be on a computer
other than the one SNAPshot is installed on.
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57. AROC Extract

This report produces a fixed format ASCII file that comprises the version 3 AROC data set to
be submitted to AROC. To create the AROC Inpatient Extract, press Shift-F8 whilst
positioned on any of the data lists in SNAPshot. Select item 57. AROC Inpatient Extract
from the list of extracts, enter your Facility Code and then press Generate Report. This
produces a text file named “AROCFacilityNameYYYYMMDDV3.8x.txt” where facility-name is the
name as entered in the Facility screen and YYYMMDD is today’s date (the day the extract is
created). Do not change the name of the file created by SNAPshot. Please note that ‘from’
and ‘to’ dates should not be selected when creating the AROC Inpatient Extract.

The AROC Inpatient Extract text file is written into the extract folder. The default location of
the extract folder is c:\SnapExtract, however, you can specify another folder which can be on
any computer including other than the one SNAPshot is installed (for further information
please refer to either the SNAPshot V3.8 Manual or to 3.2.3 above).

The file can now be uploaded to AROC via AROC Online Services (AOS) — note that the
extract contains ‘client MRN’ and ‘date of birth’, but does not include any other identifying
data items.

- [=]
Patient[20] (HRN) Patient Staff00S [0]
MAN Path ame DOE - EDiS_UF'E JMF\N |5umame jﬁlvName |EareDale ]Shlft ]ElosID |M|ns
P |20000145 | Clarke Libby 06/01/1334 Clinical
20000326 |KennedyMartha |05/11/1916 Rehab/GEM
20001278 | Bemont osemay [09/05/1904 | | H0CDatsse

20001777 |Ingham.Jane 22/07 48
20001784 | Chappell.Chriz fERN) ~nap B

20002695 |Jensen Kate 30404,
20004223 | AichisonJane  [02/03)  Renoit DB: [e\SnapShotiFiepDB.mdb Compact...
20004833 |Kellett Joan I P
F0005243 | McCabe Helen [ 1607 16t Folder: e \SnapEntiact
20005605 |FosshorDeicke _|25/01) e
20005629 | Shepard Geraldine | 3110, it R
20006433 | NugentMora 2312 13- IEJST Ehaﬂ%‘e s ProvUnit: | Class: |
20006489 | Krowles Kay 03/05, L Database Summeiy
20007452 | Owens,Jane To/0a) | |20 Staif Listin Facilty: (X245
20007612 | Gurney Elsie 13/01
Episode [1]

[eeqDate [T JET [EpisiD JEndD
[oT/0r7z007 1 (1|2

-

.
\:!_’) Data for 16 episodes For AROCExE written into: c:\SnapExtracti AROCSH ukesZ007 0808360, TET

L HLE T RALF= LM ) TTOPIAT
Stall[20] StaliCode) 54 FIM Listing (Extract] Care Model: | Provider No.: |
tal taffCode B8, AM-SMAP HCP Summary (Extract) 3 i
Sl _[Stalone [StiiD[StDat | | (S HIEEmact Postcode: Resub Dk
b |1000  |Dialy 1 0140172 = R ) ‘wfard/Team: ] Data Coll. |D:|
1001 [Lockwood (2 [01/01/2] | |38 HALL MDS [Exbiact
1002  |Peny 3 01./01/2 2 Llos Consultant: | Agency:]
1003 |Page 1 0701720 | |narc REFORTS ;
104 [Bichal (5 |00/01/2| | |71 HACC:Main interven/00S /mins Case Mansger |
1005  |McCabe E m/0o/2 72 HACC:Age group/sexdminutes
1006 |Ford 7 om/0/2 73. HACC:Cliert/Country of birth - I Paertp ey Bonbra o Fenon B
L T W e st A pot| |
1008 |Glover 3 01014, T o
1009 |Aspinal 10 01/01/2000 |1 sarel
1010 |Hampson |11 01/01/2000 |1
1om Berg 12 01/01/2000 |1
12 |Cox 13 01/01/2000 |1
1013 | Taylar 14 01/01./2000 |1
1014 |Lyans 15 01/01/2000 |1
1015 | ILincaln 16 0140142000 11
4 »

£ ETEHERE [ 8 SnapEstract . SNAPshat 3,803 ..

SNAPshot 3.8 User Manual Page 89



58. HACC MDS [Extract]

| Patient

Patient[20] [MRN) System [1]

MAN Path ame DOE - EDiS_UF'E J\)’elslon |SysBeg 1SysEnd
y_|20000145 | Clarke Libby 06/01/1538 Clinical y |30 [1/01,/15939 | 311 2/2008 |
20000326 |KennedyMartha |05/11/1916 Rehab/GEM

20001278 | Belmont Fosemary | 09/05/13904
200777 |Ingham.Jane 22407,
20001784 | Chappell.Chriz 14410,

20002695 |Jensen Kate 30404,

20004223 |AchisonJane |02/03)  Fiepoit DB: [e\SnapShot\RepDB. mah Compact...
20004833 | Kellett.Joan 11703 )

0005249 |MeCabe Helen  [T6/01] Eract Folder: |c\SnapE dract

AROCD alase

Snap Report

2005605 _|FosshorDeidie (25014 R
20005629 | Shepard Geraldine | 3110, it R 2
20005439 |MugentMaora 29412 gi :ag mgg 3% Eeport % ~ FrovUnit: [ |
20006463 | Knowles Kay 03706, : ol
20007462 | Dwens Jane i gngﬁigﬁfg@%‘;:‘" 001 Renott Facility:
20007612 | Gurney Elsie 1301 27 Missing AROC Fislds Report — ’7
Episode [1]
S || A O e
52, ACAT:AGS MDS (Extiact] i o
53 ACAT:MDS 2 [Extract] To (003 Date]: I Inelud= no boriginl Origing
54. FIM Listing (E xtract] .
55, AM-SMAP HCP Summary [Extract] el
BE. HIE Extract 3 .
5 C Inpatient Extract EpsTins, | :aa\t.h Il:und. ]
C tract] ospital
Stall[20] StaliCode) stract Care MUdEI'J F'n:w’il:harNU..l
tal taffCode .
3 n
Staf__[Stafitame [StalflD [StiDate | | [HACCREPORTS Pestoad | Resu Disk | | |

1000 |Da ] 01701/2 71. HACC:Main interven/005 /mins . :
L4 A ] /01 /2 72 HACC:Age group/sex/minutes Ward/Team: ] Data Coll ID'l
1002 [Pam 3 T/ 73. HACC:Client/Country of birth
£ 74, HACC:Client/IndigStat/Main Int.
1003 |Page 4 AN/ | |75 HACC: Client/Benefit Status
1004 |Birchall 5 m/ms2 76, HACC:Staff/00%5 /Main Int.
E
%
2

1001 |Lockwood

Consultant: | Agency: ]

Caze Manager: ]

1005 |McCabe 01/0./2 77 HACC:Staff 005 Minutes

1006 |Ford 01/01/2 78, HACC:Staff/Client/005 MMain Int. I Paertp ey o B Ser e Eil
1007 |Ammitage PR | e e e m A R E
1008 |Glover 3 a1/t —
1009 |Aspinal 10 01/01/2000 1 Mse' le Addiess 16 Main 5t
1010 [Hampson |11 |01/01/2000 1 qreaie Addiess
T2l b L
0%
1013 | Tayior 14 [01/07/2000)7 g'alte . 25[??]
1014 |Lyors 15 [01/07/2000 |1 O
1015 Lihcok 3 o1/07/2000 1.7 Local Gavemment Area 1234
‘ 3 Fhone 222661234 id

g =) [ ] m BB @ m I_!EI Marual3... "ﬁ Snapshot rE Microsaf. .. . SNAPsh... ‘_3 1Snap... F i untitled ... Q) 17:04

It is necessary to enter the appropriate data range (this is usually a three month period), a
valid HACC Agency code (it is necessary to repeat the extract for each HACC funded
program within each facility) and a Data Collection ID, as in the example above.

This produces a comma-separated value file named
Agency _YYYYQ.txt

Where Agency is the HACC Agency code associated with the facility (this must be
associated with Staff in the facility via the Staff screen, and these staff must have a valid
designation). YYYY is the year taken from the From [Sepn date] and Q is the quarter of the
reporting period.

This report will only include occasions of service that have had a ‘yes’ to ‘include in HACC
MDS Extract’ entered in the ‘Episode’ screen, and where the occasion of service has been
provided by a staff member whose SNAPshot record contains a valid designation and HACC
agency code.

The file is written to the folder which contains the RepDB.mdb file — typically the folder:

c:\Snapshot, however, you can specify another folder which can even be on a computer
other than the one SNAPshot is installed on.
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59. PCOC Extract

This extract produces three fixed format ASCII files that comprise the Version 2 PCOC
dataset to be submitted to PCOC. To create the PCOC Extract, press Shift-F8 whilst
positioned on any of the data lists in SNAPshot. Select Extract 59 ‘PCOC Extract’ from the
list of extracts, enter your Facility Code and then press Generate Report. This will generate
a message that reads: ‘Data for XX episodes for PCOCExt written into:
C:\SnapExtract\FacilityNamePhaseDDMMYYYY.txt.” However, please note that three files will
be generated as follows:

e FacilityNamePatientDDMMYYYY .txt
o FacilityNameEpisodeDDMMYYYY.txt
e FacilityNamePhaseDDMMYYYY.txt

FacilityName is the name as entered in the Facility screen and DDMMYYYY is today’'s date
(the day the extract is created). Do not change the nhame of the file created by SNAPshot.

Please note that ‘from’ and ‘to’ dates should not be selected when creating the PCOC
Extract.

The PCOC Extract text file is written into the extract folder. The default location of the extract
folder is c:\SnapExtract, however, you can specify another folder which can be on any
computer including other than the one SNAPshot is installed (for further information please
refer to either the SNAPshot V3.8 Manual or to 3.2.3 above). The file can now be emailed to
PCOC at PCOC@uow.edu.au — note that the extract contains ‘client MRN’ and ‘date of
birth’, but does not include any other identifying data items.

F_v‘.\ APshat 3.80a - [Main: Provider Unit: PU1001 : Facility: X245] E‘Eial
Patient[20] (MRN) P atient Staff00S [0]
RN Path ame DOE | |Episode [MBN [Suname  [GivName [CaeDale  [Shit [OosiD [Mins
» |20000745 | Clarke Libby 06011934 Clirical

20000326 |KennedyMartha |05/11/1316 Fehab/GEM

20001278 |Beimont Rosemary |09/05/1904 | | #H0LDalase

20001777 |Ingham.Jane 2207 .

20001784 | Chappell Chris 14410,

20002635 |Jensen Kate 30404,

20004229 | Aitchison Jane 0209 Repot DE: |c:\SnapSth\HepDB.mdb Compact..

20004833 |Kellett.Joan 11403 )
20005243 |McCabe Helen  |16/01 Ewtract Folder: |c:\5napEleacl
20005605 | Rossitor.Deidre | 25/01

20005623 | Shepard,Geralding | 31/10) | HeRots SleCtion ileria
20006439 |NugentNora 29712 lg EifaE:::%i o & ProvUnit: | Class: |
20006483 |KnowlesKay | D3/06 . Database
F0007452_|DwensJane [15/08] | (25 3taftLiting Facilly: [4245
20007612 | Gurnew Elsie 130 55 _
Epizode [1]

[BeaDate  [CT [ET JEpisid [EndD
[oremzzoor 1 1 |a

-

T - e
Staf20] (StafCons) B4, FIM Listing (Extract] Care Madel: | Provvider Mo.: |
al attLode 55, AM-SMAP HCP Summary [Extract] : S
Stalf__[Gtafftlame | StalfD [5ttDate | | |55 HIE Extact. Pestoads: | R Disk |
p (1000 [Daly ] 0170172 57, AROC Inpatient Extract ST eETE Diata Coll. 1D-
1001 |Lockwood |2 mi//2) | RS HACCMDS (Extiact | ! !
1002 |Pemy 3 01/01/2 Caonsultant: | Agency: |
1003  |Page 4 0./01./2] HACC REPORTS
1008 [Brehal 5 [01/01/2| | |71 HACC:Main interven/D0S /mirs Case Manage |
1005  |McCabe [ 01./01./2 72 HACC:Age group/sex/minutes
1006 |Ford % 01/01./2 73 HACC:Client/Country of birth - [ Fatier ' e aane p
licunt Ml bt kA i Lunk ot Exit
1007 |Amitage |8 |01/07/2| 7% BACC T erkeBie B i
1008 |Glowver ) 0m/0/2 oDt
1003 |Aspinall (10 |01/01/2000 1 SRR
1010 |Hampson |11 01/01/2000 |1
1011 |Be 12 01/01/2000 |1
1012 |Cox 13 01./01/2000 |1
1013 | Taylo 14 01/01/2000 |1
1014 |Lyons 15 0140142000 |1
1015 | ILincoln 16 01/01/2000 (1%
1 +

5 B [ m 3¢ @ @ u I_ﬁ SnapExtract 5| Manua - M., G o ‘Q:J! 11:40
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HACC Reports
71. HACC:Main Interven/OOS/Mins Report

| & & # [ Bl 0 o 1ot b bl 8 [ da ||

I

HACC: Clients Seen and Minutes by Main Intervention

Selection Criteria:

Main Intervention Clients Seen Minutes
1 Advocacy with other agency 2 45
2 Bereavement support 4 151
3 Bereavement counselling 2 a1
4 Allied health therapy 4 176
A Assessment- allied health, 1 discipline 4 171
B Assessment- allied health, 2 or more disciplines g 130
T Assessment- medical anly 4 139
8  Assessment- nursing only 4 211
9 Assessment- multidisciplinary |5} 220
10 CasePlanning/CaseCanfarence and Coordination 2 a8
11 Case Management 3 oL
12 Centre-based day care 2 TG
13 Counselling and support a 182
14 Diagnostic imaging = 3 129
14 Domestic assistance 3 98
16 Group contact = 4 186
17 Home maintenance 5 152
18 Home modification 2 78
19 Infarmationisupport for familyicarers 3 a3
20 Legal repartthearing = 2 a4
21 Meals 3 116
22 Medical treatment = 2 71
23 Medication dispensing, administration ar supervision g 24
24 Medication prescription = 3 102
258 Monitoring and surveillance 4 161

This report shows the number of OOS and total minutes by main intervention code. This
report will only include occasions of service that have had a ‘yes’ to ‘include in HACC MDS
Extract’ entered in the ‘Episode’ screen.
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72. HACC:Age Group/Sex/Minutes Report

Report:

|& & # o = || 10« et

oy

Age Group Sex

HACC: Minutes by Agqe Group by Sex

Minutes

36-64 Female
65-79 Fermale
B0+ Fernale

Total

676
1,148
2,023

3,847

[ — |

T

This report shows number of minutes by sex by age group for the following age group
ranges: 0-14; 15-36; 36-64; 65-79; 80+. This report will only include occasions of service that
have had a ‘yes’ to ‘include in HACC MDS Extract’ entered in the ‘Episode’ Screen.
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73. HACC:Client/Country of Birth Report

Report:

|& & # o = || 10« 1 a1 Y M o= ]|

HACC: Number of Clients by Country of Birth

Country  Name Number of Clients
1101 Australia 14
2102 Enaland 1
2303 France
3213 Yugoslavia, Federal Republic of 1
B101 China {excludes SARs and Taiwan Province) 1
a104 United States of America 1
Total 20

Percent

TA00%
5.00 %

[ — |

T

This report shows the number of client episodes and percentage by country of birth.
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74. HACC:Client/IndigStat/Main Intervention Report

=
| & & & [ioox -IHH '] 1]fet 1 Y -”M “7@
[
[
Number of Clients by Indigenous Status by Main Interventi
Client
Indigenous Status Main Intervention Number Pen

N W I N P N R N N

TSlnot Aborig Origin
TElnot Abarig Origin
TSlfnot Abarig Qrigin
TSlnot Aborig Origin
TSlnot Aborig Orinin
TSlnot Ahorig Origin
T=Slnot Abarig Origin
TElnot Abarig Origin
TSlnot Aborig Qrigin
TElfnot Abarig Qrigin
TSlfnot Abarig Qrigin
T=lnot Abarig Origin
TSlnot Aborig Origin
T=lnot Abarig Origin
TElnot Abarig Origin
TSlnot Aborig Qrigin
TElfnot Abarig Qrigin
TSlfnot Abarig Qrigin
TSlnot Aborig Origin
TSlnot Aborig Origin
T=lnot Abarig Origin
TElnot Abarig Origin
TSlfnot Abarig Qrigin

TSlnot Aborig Origin
TElnnt Lharia Dirinin

[t n g iy SV R

13
14
15
16
17
18
19
20

22
23
24
25
26
27

28
|

Advocacy with other agency

Bereavernent support

Bereavernent counselling

Assessment - allied health, 1 discipline
Assessment - allied health, 2 or more disciplines
Assassment - medical only

Assessment - multidisciplinary

Case Management

Counsgelling and support

Diagnostic imaging ™

Domestic assistance

Group contact ¥

Home maintenance

Home modification

Informationfsupport for family/carers

Legal report/hearing =

heals

hedical treatrment =

tMedication dispensing, administration or supervision
Medication prescription =

Maonitaring and sureeillance

Mursing - technical intervention not elsewhere specified
Other food services

Pathology testing ™

Patiant adieating

MW —=MW—_W= =R WwW kMW= 0RO &= =

e b e g e e
i X e TR s 8 A 8 e e e e O O e O TR Sy B e I

'V‘ﬁ.
4

This report shows the number of OOS and percentage by main intervention and indigenous

status (codes 1 to 3 only).

SNAPshot 3.8

User Manual

Page

95



75. HACC:Client/Benefit Status Report

Report:

|& & # o = || 10« et L. L

Number of Clients by Benefit Status

Clients
Benefit Status Number Percent
1 Aged pension 5 2500%
2 VeteransAffairs Pension 4 2000 %
3 Disability Support Pension 31500 %
4 Carer Payment 2 1000%
5 Unemployment Pension 21000 %
6 Other gov pension or henefit 2 1000%
7 Mo gov pension or benefit 1 5.00 %
95 Mot statedlinadequately described 1 5.00 %
Total 20

T

This report shows the number of client episodes and percentage by benefit status.
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76. HACC:Staff/OOS/Main Intervention Report

Report:

|& & # [ = || 10«

1 af 1+

NI

005 by Staff Member by Main Intervention

Staff Member Main Intervention 005  Minutes
1004 Whelan Advocacy with other agency = 2 ag
1004 Whelan Aszsessment- allied health, 1 discipline 3 Ta
1004 ¥helan Asgessment- allied health, 2 or mare disciplines 1 20
1004 Whelan Counselling and support 1 a4
1004 Whelan Ciagnostic imaging = 1 37
1004 ‘helan Home madification 2 7
1004 ‘Whelan Meals 1 23
1004 ‘helan Wedical freatment =+ 1 57
1004 Whelan W edication dispensing, administration ar supervision 1 60
1004 ‘Whelan Mursing - technical intervention not elsewhere specified 1 23
1004 ‘Whelan Other food services 1 51
1004 ‘helan Patient education 2 a1
1004 Whelan Personal Care Including AssistWith Persoanl Care 1 42
1004 ‘Whelan Pravision of linen 1 a1
1004 Whelan Referral to other agency =+ 1 85
1005 Perry Advocacy with other agency = 2 95
1005 FPerry Allied health therapy 2 g2
1004 Ferry Aszsessment- allied health, 1 discipline 1 =}
1005 FPerry Asgsessment - medical only 1 45
1004 Ferry Centre-based day care 1 a4
1008 Perry Counselling and support 1 a8
1004 FPerry Domestic assistance 1 a4
1008 Perry Group contact = 1 a8
1004 FPerry Home maintenance 1 23
1005 Ferry Home modification 1 51
1005 FPerry Medication dispensing, administration or supervision 1 ar
1004 Ferry Mursing - technical intervention not elsewhere specified 1 a7
1005 FPerry Pathaology testing =+ 1 35
1004 FPerry Patient education 1 pria}
1008 Perry Personal Care Including Assist'With Persoanl Care 1 24
1004 FPerry Provision of aids or appliances 1 a6
1005 Perry Social support 1 56
1005 Perry Transport 1 54
1006 Chivers Advocacy with other agency = 1 53
1006 Chivers Allied health therapy 1 M
1006 Chivers Aszsessment- allied health, 1 discipline 1 5
1006 Chivers Asgessment- allied health, 2 or mare disciplines 3 138
1006 Chivers Aszzessment- medical only 1 20
1006 Chivers Asgessment- multidisciplinary 2 102
1006 Chivers Bereavement counselling 2 a7

T

This report shows the number of OOS and minutes by main intervention by staff member.
This report will only include occasions of service that have had a ‘yes’ to ‘include in HACC
MDS Extract’ entered in the ‘Episode’ screen.
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77. HACC:Staff/OOS/Minutes Report

Report:
i
|& & # o = || 10« et L. I Ey
=
00S and Minutes by Staff Member d
Staff Member 00S Minutes
1004 Wihelan 20 806
1005 Perry a0 918
1006 Chivers 0 814
1007 Laowre 16 41
1008 Bartan 10 e
1009 Witheeler B 225
1010 Birchall 4 143
1011 Vioodford 2 a8z
Total a8 3,847

This report shows number of OOS and minutes by staff member. This report will only include
occasions of service that have had a ‘yes’ to ‘include in HACC MDS Extract’ entered in the
‘Episode’ screen.
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78. HACC:Staff/Client/OOS/Main Intervention Report

|G &g =] | 1 < 1 a1+ b oM ou |
00S by Main Intervention by Client by Staff Member
Staff Member Patient Mame Main Intervertion
1004 helan Poderson Deidre hieals
1004 ihelan Ammitage Jane Casze hianagement
1004 ihelan Ammitage Margaret Personal Care Including Assist Vifth Perzonal Ca
1004 Vihelan Barker hiclinda Patient education
1004 ihelan Chappell Gillian Diomestic assistance
1004 ‘ihelan Clements Sandra Mursing - technical intervention not elsewhers s
1004 ihelan Collins hiartha Telephone contact ™~
1004 helan Connor Gerry FAesessment - allied heatth, 1 discipline
1004 ihelan Cox Rosemary Domestic assistance
1004 ihelan Davies Melinda iound management
1004 ihelan Ounn Berd FAszessment - medical only
1004 ihelan Freeman Chris FAdvocacy with ather agency
1004 ihelan Handley Joan Pathology testing ™"
1004 ihelan Jackszon Florense Provision of aids or appliances
1004 ihelan Jensen Berd Case hianagement
1004 ihelan Remington Mice FAesessment - multidisciplinany
1004 ihelan Rozzitor Lena Bereawement counselling
1004 ihelan Selleck Betty Patient education
1004 ihelan Soul Rosalind Group cantact =
1004 ihelan “ichers hlargaret FAszessment - allied heatth, 2 or more disciplines
1005 Perry Aoderson Deidre Case Management
1005 Permy Ammitage Jane hiedication prescription **
1005 Permy Ammitage Margaret Casze hianagement
1005 Permy Barker Mielinda Informationssuppart for familyizarers
1005 Parmy Chappell Gillian Group cantact =
1005 Perry Clements Sandra hieals
1004 Permy Collins hartha Diagnostic imaging =
1005 Permy Connor Germy Case hianagement
1005 Permy Cox Rosemary Social support
1005 Permy Davies Melinda Informationssuppart for familyizarers
1005 Permy COunn Berd Mursing - technical intervention not elsewhere =
1005 Permy Freeman Chris Home modification
1005 Permy Handley Joan Home maintenance
1005 Perry Jackszon Florense Cither food services
1005 Perry Jensen Berd Counzelling and support
1005 Perry Remington Aice Pathology testing ™

This report shows number of OOS by main intervention by client by staff member. This
report will only include occasions of service that have had a ‘yes’ to ‘include in HACC MDS
Extract’ entered in the ‘Episode’ screen.
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79. HACC:Client/Referral Source Report

Report:

|& & # [ = || 10« et L

Number of Clients by Source of Referral
Clients

Source of Referral Number Percent

ke

1
12
14
12
99

Self

Family, significant other, friend

GPRimedical practitioner - community based

Specialist aged or disability assess tearmiservice (By. ACAT
Comprehensive HACT assessment authority

Cormmunity nursing service 5.00%
Hospital (public) 5.00%

7 35.00%

1

1

1

1

1

1
Psychiatticimental health service or facility 1 5.00%

1

1

2

1

1

0

A.00%
5.00%
5.00%
5.00%

Palliative care facilityhospice 5.00%
Aboriginal health service 5.00%

Cther community-based government medicalfhealth servic 10.00%
Cther 5.00%
Mot stated /inadequately described 5.00%
Total 2

T

This report shows number of client episodes and percentage by source of referral.
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80. HACC:Client/Cessation Reason Report

Report:

|& & # o = || 10« et

oy

|

Number of Clients by Main Reason for Cessation

Clients
Main Reason for Cessation Mumber  Percent
1 Client no longer needs assistance from agency. 3 15.00%
2 Client moved to residential, institutional or supported acc 3 15.00%
3 Clients needsincreased - other service provider reguired. 2 10.00%
4 Sewicesterminated due to budgetistafing constraints. 2 10.00%
5  Servicesterminated due to Oce Health & Safety (OHS) rea 2 10.00%
B Client moved out of area 2 10.00%
T Client died 2 10.00%
2 Clientterminated service 2 10.00%
9  Other 1 5.00%
99 Mot statedfinadeqguately described 1 5.00%
Total 20

This report shows number of client episodes and percentage by main reason for cessation of

service.
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81. HACC:Client/CarerResid/AgeGroup Report

Report:
| & & & oz -||J|< | 1/jet >>I-|JM ||7@
-
HACC: Clients by Carer Residency Status by Aqe Group
Clients

Carer Status Age Group Number Percent

1 Co-resident carer 3664 1 5.00%

65-79 4 20.00 %

a0+ 5] 30,00 %

2 Mon-resident carer 36-f4 2 10.00%

B5-79 2 10.00 %

a0+ 3 15.00%

9 Mot statedfinadeguately descrined a0+ 2 10.00 %

Total 20

T

This report shows number of client episodes and percentage by age group by care status.
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82. HACC:Client/Accom Setting Report

Report:
H
|& & # [ = || 10« et L. I Ey
Number of Clients by Accommodation Setting
Clients 1l
Accommaodation Setting Mumber Percent
1 Private residence - owned/purchasing g A7.37T%
2 Private residence - private rental 1 5.26%
3 Private residence - public rental 1 5.26%
4 Private residence - rmobile horme 1 5.26%
5 Independent living unit within a retirerment village 1 5.26%
6 Boarding housedprivate hotel 1 5.26%
T Bhort term crisis,emergency fac (eg night shellers refuges) 1 5.26%
8 Domestic-scale supported living facility 2 10.53%
14 Temporary shelter within an Aboriginal Cormmunity 1 5.26%
99 Mot stated f inadequately descrined 1 5.26%
Total 19
— T T T
This report shows number of client episodes and percentage by accommodation setting.
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83. HACC:Number of Episodes/Clients Report

Report:
|& & # o = || 10« 1ef1 ¥ ||7@f
Number of HACC Episodes / Clients d
Number of Episode 20
Number of Clients: 20
The report shows the total number of HACC episodes and clients.
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84. HACC:Agency/Staff/OOS/Main Int

| & & & [0 =] |J M 4

1 of 1+

» M o= ||

Selection Criteria:

Agency by Staff Member by Main Intervention

Agency Staff Member Main Intervention 008  Minutes
12345

12345 1004 Birchall Allied health therapy 1 47
12345 1004 Birchall Assessment - allied health, 1 discipline 2 aa
12345 1004 Birchall Assessment - allied health, 2 or more disciplines 2 48
12345 1004 Birchall Assessment - multidisciplinary 1 37
12345 1004 Birchall Bereaverment counselling 1 35
12345 1004 Birchall Case Management 1 32
12345 1004 Birchall Diagnaostic imaging =+ 1 38
12345 1004 Birchall Domestic assistance 1 48
12345 1004 Birchall Home maintenance 1 i
12345 1004 Birchall Legal reporthearing = 1 32
12345 1004 Birchall Medication dispensing, administration or supervision 1 44
12345 1004 Birchall Mursing - technical intervention not elsewhere specifie 1 51
12345 1004 Birchall FPathology testing =+ 1 32
12345 1004 Birchall Patient education 1 40
12345 1004 Birchall Respite care 1 59
12345 1004 Birchall Telephone contact ™™ 1 1)
12345 1004 Birchall Transpart 1 33
12345 1004 McCabe Allied health therapy 1 26
12345 1005 McCabe Asgzessment - allied health, 1 discipline 1 1)
12345 1008 McCabe Assessment - allied health, 2 or mare disciplines 1 27
12345 1005 McCabe Assessment - medical only 2 51
12345 10048 MciCabe Bereavement support 2 a4
12345 1005 McCabe Case Management 1 21
12345 1005 McCabe Diagnostic imaging = 1 56
12345 1005 McCahe Domestic assistance 1 26
12345 1004 McCabe Home maintenance 1 an
12345 1005 McCabe Medication dispensing, administration or supervision 3 132
12345 1005 McCabe Monitaring and surveillance 1 54
12345 1005 McCabe Mursing - technical intervention not elsewhere specifie 1 27
12345 1005 McCabe Other food services 1 57
12345 1005 McCabe Frovision of linen 1 55
12345 1005 McCabe Referral to other agency 1 H
12345 1006 Ford Allied health therany 1 <]

[ — i

The report shows the HACC interventions by HACC agency code. It is possible to limit the
report to a time period, this would be useful if you wish to ensure that all occasions of service
for a collection period had been entered. The agency code is shown as blank for those OOS
for episodes identified as HACC eligible but which don’'t have a corresponding HACC agency
code in the staff record — it is important to assign the appropriate agency code to ensure that
these records will be included in the HACC extract.
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Troubleshooting

If, on opening up the main screen and logging on, you do not see any data, you will need to
re-set which Facility and Provider unit SNAPshot should be focusing on. To do this, simply
highlight Facility and then click on Reset (this button can be found in the middle of the right
hand window), now highlight ProvUnit and click Reset again. At this point your data should
'magically’ reappear. [If you have more than one Facility or Provider Unit as shown in the
example below, you will need to select the appropriate one in the top right hand window]

Resetting the Facility

" SNAPshot 3.80a - [Main: Provider Unit: D200HS; Facility: D213]

BE Fie Edic
Patient[0] [MEN] Patient Facility [9]
[MRN [Pathame [Doe | Encifosﬂel Faciity |[Name Al acility E pisPrefix DefCaseType |DefEpisType |DefCaretod:
lgl=<] C202  |StMark's c202 1
Rehab/GEM ;
D200 |5t Paul's D200 1
AR -Datase |7y 10213 [StRose’s D213 1
B R K751 [StFreds K751 1 1 1 1
Maint/BUG N204  |Sthnne's M204 1
WH #1235t Lucy's K123 1
AdultHalns H25 (51 Luke's X245 1 2 4 1
AdullLSP X38  |StMan's bl 1
AdultbdHI "
ChildMH —I—I
SnapClass
Pivhehat | Save| Can| add| Del| Group 070872007 [T
Staff pr
wardT eam - Facilty
Members Field W alue
EpiD0S b |Facility
Episode [0] Staff005 I ame _ StRose's
[BegDate  [CT [ET [EpislD [EndDate | |GenTime Altenate Facilty Code D213
Path Episode ID Prefix 1
Imag Default Caze Type
Drug Default Episode Type
Equip Default Care Model
AdminStatus Default Mental Health Service
HACCMDS Default Assessment Type
i&m&g%’*" Default HACC Eligible
Staff[0] [StaffCode] PaCIARE Default Servipe delivery zetting
[Staff__[StaffName [StaffiD [StDate[Ses] | epicianm Default Funding source
o MDE Default AN-Snap version 2 [AM-Snap 2]
AT Key
DvaRevMD!
System
PravUnit
Facility
Epi90D ay
UszerT able
ImpDretail

Once the Facility has been reset, the Facility wide data items will be visible.
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Resetting the Provider Unit

Patignt
Epizode
Clinical
Rehab/GEM
AROCDatase
PallCare
FCOC
Maint/RUG
MH
AdultHoNO:
AdultLSP
AdulthHI
Childt4H
SnapClass
FrivRehab
Staff
wardT eam
Members
Epi00S
Staff005
GenTime
Path
Imag
Dirug
Equip
AdminStatus
HACCMDS
ACATIAGS M
ACATMDS2
PatClaRR

0

Tt [ouaiitame [StiD [Stbse[555] | Eacisin

DA asMD S
DARev(MD!

System
ProveUni

Facility
Epi90D ay
UszerT able
ImpD etail

ProvUnit [9

Pravelnit Mame

B208HS B208 Health Service
C202HS C202 Health Service
D200HS D200 Health Service
D213HS D213 Health Service
K7E1HS K751 Health Service
W204HS M204 Health Service
FUT00M Eastern Health Service
FU1002 ‘Western Health Service
H123HS #123 Health Service

Save| Can| Add| Del | Group |[Reset] [07/08/2007 [1

Provider Unit

Field

|V e

FPravider Lnit i)

I ame

D200 Health Service

Once the provider Unit has been reset the data sets under that provider unit will be visible.
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Data Quality

There are a number of standard reports that can be run to assist facilities to ensure that the
data entered is of a high standard.

o Report 10. 90 Day Review — this report shows those patients who have an open with
a length of stay of more than 90 days.

e Report 20. Database Summary — this provides a count of the different records held in
the database as well as MRNs of those records which appear to be incomplete —
greater than 90 days or missing an end date; Patient details without any episode
data; those records where the DOBs are the same (the majority of these will be
simply people who share a birth date, however it may highlight instances where two
medical record numbers have been issued to the same patient); those records with
the same MRN but with different DOBs (which could be the result of a clerical error
on data entry); and a list of Ungroupable episodes. Prior to running this report you
should first bulk group all the records in the database, as this will ensure that the
report reflects the current data.

e Report 26. Suspect age (not 14-100) Report — this shows those patients where their
age at the time of the episode was younger than 14 or older than 100, whilst it is
possible that this is correct it may highlight records that have an incorrect DOB.
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