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FISTULAFIRST

AVF — The first choice for hemodialysis



Instructions for Separating the Facility Summary from the Fistula First 

Data Collection Tool Workbook for Emailing

To separate the Facility Summary from the FF Data Collection Tool workbook, please follow the directions listed below:

1. Click on Facility Summary worksheet tab to open it.
2. Move the cursor onto the actual name of the tab “Facility Summary”, do a right mouse click, a box will appear with multiple options. (Insert, Delete, Rename, Move or Copy, etc…)
3. Select Move or Copy.  A new box will appear.
4. To create a copy of the Facility Summary that can be moved to a new workbook:
· Click the Create a Copy checkbox 
· Click OK
· A 2nd worksheet of the Facility Summary will be created as Facility Summary (2)
5. To move the new copy of the Facility Summary that you created to a new workbook:
· Move the cursor onto the actual name of the tab “Facility Summary (2)”, do a right mouse click, a box will appear with multiple options. (Insert, Delete, Rename, Move or Copy, etc…)
· Click on Move or Copy  - a new box will appear.
· Click the drop down arrow on the To Book field and select (new book)
· Do not check the Create a Copy checkbox
· Click OK
6. A new workbook will be created as Book 1 that contains only the Facility Summary (2) worksheet.  Save this workbook with a file name similar to your original but including Facility Summary as part of the file name to make sure that you can clearly identify the correct file to email to the Network.
7. Your original file will then be left with the Facility Summary and the Patient Detail Log worksheets.
8. Email the new file containing only the Facility Summary to the Network.
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It is a SERIOUS HIPAA VIOLATION to email patient names and patient-specific information. 


Email Facility Summary only.  


If you have difficulty separating your worksheets, please call or email Angie Wieler at 469-916-3806 or � HYPERLINK "mailto:jkconley@nw14.esrd.net" �awieler@nw14.esrd.net�


   


Thank you for your cooperation.












