Ethnicity Field Clean-Up

Follow the steps below to consolidate ethnicity name variations into a single name and clean up tblDemo entries and the ethnicity dropdown list... 

1. Start by making a backup copy of your cdem_dta.mdb file (just in case you need to restore your original file)

2. Open the CDEMS Data Entry program > press F-11 to work in database mode. 

3. Click on Tables > double-click on tblDemo
4. Right click on Ethnicity column heading > Sort Ascending (this arranges the ethnicity groupings together for easier editing)

5. Decide on a single ethnic name for each group you want to track in CDEMS.  Any consistent name is OK if using the Create-a-Report template for summary reports.  If using the hard-coded Diabetes Summary report, the only ethnic groups reported are Am Indian, Asian, Black, Hispanic, White, Unknown

6. Place the cursor in an ethnicity cell that you would like to change (for example, Caucasian)

7. Click on Edit in the menu bar at top of screen > Replace 
8. Type ethnicity name you want to replace in the Find What box (e.g. Caucasian) > type the ethnic name you want to replace with in the Replace With box (e.g. White)  

9. Verify that the “Look In” box should displays ethnicity and the match box displays Whole Field
10. Click Replace All (this will replace all ethnicity = "Caucasian" with "White") > Click Yes to the message “You won’t be able to undo this replace operation.”  In a single click, all Caucasian entries will be renamed to “White”.

11. Repeat steps 6-10 for each ethnicity entry that needs to be modified 

12. Close tblDemo; do NOT save changes to design of this table 

13. Next, double-click on tlkpEthnicity 
14. Entries in tlkpEthnicity appear in the dropdown list on the data entry side.  Selecting from a well-defined ethnicity dropdown list will help ensure consistent entries.  Select variations of ethnic names you do not want to use by right-clicking on the gray shaded box along the left margin for the row of the ethnic name you want to delete (for example, Caucasian) > click Delete Record.   This action eliminates the ethnic name from your data entry dropdown list.

15. Repeat step 14 for each ethnicity name you wish to remove from the dropdown list 

16. Click on the “X” in upper right corner of tlkpEthnicity to close the table.

PCP Name Clean-Up

Below are detailed steps for consolidating PCP name variations into a single name and cleaning up patient records in tblDemo and the PCP dropdown list... 

1. Start by making a backup copy of your cdem_dta.mdb file (just in case you need to restore your original file)

2. Open the CDEMS Data Entry program > press F-11 to work in database mode. 

3. Click on Tables > double-click on tblDemo

4. Right click on PCP column heading > Sort Ascending (this groups provider entries together for easier editing)
5. Decide on a single name for each provider. You'll use this identical name in the provider entries in tblDemo and in the PCP dropdown list. 
6. Place the cursor in a PCP cell that you would like to change (for example, Dooright) 
7. Click on Edit in the menu bar at top of screen > Replace 
8. Type name you want to replace (e.g., Dooright) in the Find What box > type name you want to replace with (e.g., Dooright, Dudley) in the Replace With box
9. Look In box should be pcp; match box should display Whole Field
10. Click Replace All (this will replace all PCP = "Dooright" with " Dooright, Dudley") > Click Yes to the message “You won’t be able to undo this replace operation.”  In a single click, all “Dooright” PCP entries will replaced with “Dooright, Dudley”.

11. Repeat steps 6-10 for each PCP entry that needs modifying 
12. Close tblDemo; do NOT save changes to design of this table 
13. Double-click on tlkpPCP

14. Entries in tlkpPCP appear in the dropdown list on the data entry side.  Selecting from a well-defined PCP dropdown list will help ensure consistent entries and accurate reporting by PCP.  Select variations of PCP names you do not want to use by right-clicking on the gray shaded box along the left margin for the row of the PCP name you want to delete (for example, “Dooright”) > click Delete Record.   This action eliminates the PCP name from your data entry dropdown list.
15. Repeat step 14 for each PCP name you wish to permanently remove 
16. Click on the “X” in upper right corner of tlkpPCP to close the table.

Phone Number Clean-Up

Cleaning up the phone number field is a bit more complicated than the cleanup of other CDEMS fields.  The desired format for phone numbers in CDEMS is only numbers without spaces, parentheses, or dashes (no formatting!).  CDEMS automatically formats the phone number fields for you.  Occasionally formatted phone numbers are imported or entered into CDEMS result in double-formatted phone numbers that need to be cleaned up manually.  Carefully follow the instructions below to clean up garbled phone numbers... 

1. Because global table changes are made during the phone number cleanup, it’s ESSENTIAL TO BACKUP THE cdem_dta.mdb FILE BEFORE BEGINNING this procedure.  It’s easy to make a mistake, changes are instantaneous, and there’s no option to undo changes other than restoring the original data file.  DO NOT SKIP THIS STEP!

2. Temporary changes to the design of tblDemo are necessary for this cleanup operation, so you must work directly in cdem_dta.mdb file.  Locate the CDEM data file in your CDEMS folder > double-click on cdem_dta.mdb file to open

3. Click on Tables > double-click on tblDemo 
4. Click on View in upper menu bar > Design view
5. Place cursor in phone1 Field Name in the upper portion of the window
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Highlight and delete Format and Input Mask entries in Field Properties box in lower half of screen.

7. Click View > Datasheet View > Save changes

8. Scroll right to the phone1 column

9. Click on a phone number cell to be modified > click Edit in menu bar > Replace
10. Enter first value to delete in the Find What box (for example, to remove a left parenthesis type ( in the Find What box)

Note: a properly formatted phone number in CDEMS has numbers only, e.g. 8004783563 with no extraneous parentheses, dashes, or spaces (e.g. (800) 478-3563 )


11. Leave the Replace With box blank

12. Look In box should show “phone1”; match box should display Any Part of Field
13. Click Replace All > Click “Yes” at the “You won’t be able to undo this replace operation.” > to continue

14. Continue the Replace loop (steps 10-14) until all parentheses, dashes, and spaces are removed from all phone numbers

15. Click on phone1 column heading > Sort Descending
16. Scan the phone1 list and remove any unwanted spaces or other minor changes to the phone numbers

17. Next, restore the CDEMS formatting specifications that were removed in Step 6.  Click View > Design View
18. Click on phone2

19. Highlight and copy formatting in Field Properties box  for phone2 [@@@)@@@-@@@@]

20. Click on phone1 > place cursor in empty Format box > Paste format copied from phone2

21. Click on phone2

22. Copy formatting in Input Mask box for phone2 [!\(999") "000\-0000;0;x]

23. Click on phone1 > place cursor in empty Input Mask box > Paste input mask format copied from phone2

24. Click View > Datasheet View to review changes > SAVE table changes

25. If necessary, repeat the same steps to clean up phone2 field formatting… delete phone2 format and input mask, cleanup phone2 entries in tblDemo, replace format and input mask from phone1

26. Close tblDemo
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tblDemo (design view) showing phone Field Properties





Garbled phone1 list





Reformatted phone1 list
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