Therap

Introduction to Pivot Tables

Pivot Tables are a quick and efficient way to take your data analysis one step further. Pivot
Tables are interactive and automatically organize and summarize your data. You can then use
the table to analyze comparisons, discover patterns and relationships, and discover trends. This
introduction will show you the basics of how to pull your data from Therap and create a pivot

table. Pivot tables allow you to analyze data by Individual if you'd like or agency wide.

For this example we are using Mozilla Firefox on a PC running Windows 7 and
Microsoft Excel 2007. All data has been pulled from a Therap Demonstration account

which contains only fake Individuals/data.

Step 1- Gathering the Data

Your first step when creating a pivot table is to gather the data. For this pivot table intro I'm
going to analyze ISP data, but you can use pivot tables to analyze GER trends, health

tracking trends, and more!

= Therap Demonstration Provider
William Harrig, Direct Support Profezsicnal
P Dashboard | Quick Links Logout
Profile: Profile-1 Switch Profile
Module:
To Do Is=ue Tracking ==
Ca re My Issues
m T-Log MNew | Search | Archive m
Health General Event Reports (GER) New | Search Inbox
Sent Items
Agency Witness Report (GER) Search Coiinpiess
Drafts (1)
New ml Report |
Billing hoak Bty Searl Archive Custom User Group
Message Audit

In order to analyze ISP data you first need to do a search for the data:
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Therap

ISP Data Search

Please select any of the following fields - Program (Site), Individual Name or Form ID.

Program (Site)

1st Street Group Home (Group Home)

Individual Mary Active
Entered By Daniel Garcia / Direct Support P
Form ID
ISP Program

From To
* Data Collection Date 01/01/2015 3 »

[Deleted «|
Status b

et
&

To search for multiple programs at once you can click the top program and then hold Shift and
the down arrow on your keyboard. This will allow you to search across your entire agency if
you'd like (as long as you have access). You can also hold ctrl and pick and choose a couple of
programs by clicking on them. | personally like to start with more data because you’ll soon see

it's very easy to sort and filter out once you have it in excel.

For this example I'm going to be analyzing a year’s worth of data. However, you could search

for just a week or a day if you’re trying to find missing documentation.

Then you'll click search at the bottom. Again, | leave most of the other filters blank so | can pull

as much data as possible and then filter down once | have the data in excel.
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Your search results should look something like this:
ISP Data Seanrch
SteM=me S Group Hom:
Suws & InPrep

1SD-TICT-CTWSQESTNFZES 's Cooking Priogram Fisher, S I Dt Supp 4 O30/ 2008

ISO-TICT-CTWSQESTSFEEM 2red Street , Teabesiin 's Coolting Proge Fisher, 5. F Dwect Suppert Professioeal UROSTI004

1SD-TICT-CTIWMQEQFFTET Zrd’ Strest e Cocicing Prisgram Harris, Wiliam | Direct Suppart Srofessonad SOS20L4

IED-TICT-CTWQESNEIS Zrd Street el Issbsla's Coolonp Program Harmis, Willam [ Direct S : 4

ISO-TICT-CRMQUTICTZRG 18t Strect Lee, Ahyssa Hiyssa Dsst Program Harrs, Wiliam [ Derect Support Professonad ANTE20k

ISD-TICT-CTSOS T ZEq tist Sineet Lea, 4y Akgssa Dhst Program Haeris, William § Divect Support Professional AERI20L4

ISD-TICT-CIVAQDST S 230 Ist Sireet Les, Alyssa Alyssa Deet Program Haeris, Wiliam [ Divedt Support Professonal 23oR20t4

ISO-TICT-CTGEMEYZ T I PH 15t Sireet Adtive, Mary Wary's Deat Program Harris, Wiliam § Direct Support Professionad TITH2014

ISD-TICT-CTEAAEWDETITE. Ist Srest Active, Many Toothbeishing Harris, Wiliam | Divedt Support Frofessionad esforf2one

ISC-TICT ORI AP W 15t Street Atven, Mary Toothherging Harres, Wiliam § Direct Support Profesconad CITLIOTE

ISD-TICT-CRMPIXMIDNT st Sinest Actyve, Mary Toothbeushing. Haeis, Wiliam | Direct Support Professional oxfoL208e

Step 2- Exporting the Data to Excel
om0 ~ Progambame @ ndwided 8| pam @ Data Coection Date @
1S0-TICT-CIV4QELTXFTES 2nd Street Bobwnson, Isabeils  lsabedla’s Cooking Prog Fisher, Samantha [ Dired Support Professional  00/20/2014
1S0-TICT-CTVEQELZSFZEMN 2nad Strest Bobenson, lssbells lsabella's Cooking Program  Fisher, Samartha / Drett Support Professional 03/05872014
1SD-TICT-CT4QELFFZAT 2 Straet Jebwnion, Isabella  lsabella’s Cooking Pregram Hanna, Wiliam f Direct Support Professonal QRER014
1R0-TICT-C4GERNFZAS 2nd Srront Sy el Bella’s Cockong Prog Harne, ‘William f Direct Suppor Prefesaonal ONOEFI014
IS0-TICT-CTVaqOTICFZ0E 181 Sirect Log, Abymaa Alyasa Dt Program Hama, William | Direct Suppont Predessional e b B
IED-TICT-CAGDEIYFIAG 1et Streat L, Alyses Alysua Diat Pragram Harna, ‘Wilham § Direct Suppor? Profoshonal =kl
IED-TICT-CraQETAFINGg Lot Streat Law, Alysea Abyezs Dl Pregram Harne, Wiham J Crect Sunport Profassional G014
IED-TICT-CNANEY LI TITH 18 Sreet Acknen, Mary Mary's Dt Program ‘Harna, ‘Wiham § Drect Support Prefestional L T
IS0-TICT-CHANEWZGTIT st Strest Active, Mary Toothbrushing Marng, William § Direct Suppor! Professional OEALA014
150-TICT-CRHAPRIYA TN 1t Street Bckive, Mary Taothbrushing Hanns, Wiliam [ Direct Suppart Professional 0L 3014
1S0-TICT-CRHAREZ M PNT 1st Sirest Ative, Mary. Toothbrushing Marnis, Willism § Direct Support Profescional Q01 P01
ISD-TICT-COGLPWRZMPGWE  Lst Street Bcitive, Mary Toothbrushing Hanns, Widliam / Direct Support Professional AL 2014
ISD-TICT-CEGEPWIOLIIOWS st Strest Brxive, Mary Toothbrushng Henns, Willimm § Direct Sapport Professonal ENDER014
1S0-TICT-CRGAPWWENTOWA  1at Strest A, MEry Toothbrushing Henna, Wilksm § Direst Suppor Professonal RO 2014
ISDLTICT-COGAFWWIHTOWA 180 Street Active, Mary Toothbrushing Harris, Wilinm / Direct Support Professional o302 p014
1S0-TICT-CETLPWLIZLTMWE 1o Srreet Astinvg, Mary Teothbruthng Harrs, William § Direct Suppont Prefessonal OE0LH14
ISFD-TICT-CEAdNHIVUDWTE 154 Sireet Actinen, Mary' Binsing Groceres Harng, William [ Direct Support Prefessional B4/ Da14
150=TICT-CEXIATRESETVY 1ot Strand Active, Mary Buying Grecares. Harne, Wiliam / Direct Subpert Professional SAOLIB014
1ED-TICT-CHEAFYATRAT KT ot Street Activae, Mary Buyng Grocanes Harne, Wilham § Qirect Support Professional SO/ P014
erareen
Peas Soanch

Here you'll want to scroll all the way to the bottom and click Export to Detail Excel. Export to
Excel typically exports just what you see on your screen. Export to Detail Excel will export the
other fields which were possible to be filled out.

Once your data is in excel you will either need to click Enable Editing or Save the data in order

to begin working with it. Again, it's going to depend on the version of excel you’re using as to

whether you have to enable editing or save.
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Step 3- Inserting Your Pivot Table

Your next step will be to highlight the data you want to work with, which will be the whole table.
You can highlight the whole table by clicking on the square in between column A and row 1 (see

below).
ISP_Dats_Search [Compatibility Mode] - Microsoft Excel - = x
o A [ ] (Bt e I R R B e
e | A = ge & Cen v || | ] g CD it Funnat Cal Insert F
EE RS 5 Merge & Center . (3w s B se;!e‘:‘- se DF[:“.‘ Format
Font ) i 5 Humber i Styles. Cells
&J_Form D E
B c o £ {7 G H ! J
Program Name |Site Name Individual ISP Program Entered By Maximu |Target Schedule and Frequency of
m pleti Freq y Documentation
Number |Date
of Ti
a Day
Znd Street Group Home  |Johnson, Isabella |sabella’s Cooking Fisher. Samantha / Direct 10{10/31/2014 Cook when required orto |3 or 4 times a day.
Program Support Professional learn.
2
ISD-TICT- 2Znd Street Group Home  |Johnson, Isabella Isabella’s Cooking Fisher, Samantha / Direct 10{10/31/2014 Cook when required orto |3 or 4 times a day.
CTVAQEAZXFZ85 Program Support Profassional learn.
3
|ISD-TICT- 2nd Street Group Home  [Johnson, Isabella Isabella’s Cooking  |Fisher, Samantha / Direct 10[10/31/2014 Cook when required or to |3 or 4 times a day.
CTVAQEAZXFZ85 Program Support Professional learn.
4
ISD-TICT- 2nd Street Group Home  |Johnson, Isabella |sabella’s Cooking Fisher, Samantha / Direct 10[10/31/2014. Cook when required or to |3 or 4 times a day.
CTV4QE4ZXFZ85 Program Support Professional learn.
5
(ISDTICT- 2nd Street Group Home  [Johnson, Isabella Isabella’s Cooking Fisher, Samantha / Direct 10{10/31/2014 Cook when required or to |3 or 4 times a day.
enancazvcs o o Dk, . n

Next you'll insert your pivot table. Where you do this will also depend on what version of excel

you're using. For the version I’'m using you click the Insert tab along the top and then Pivot
Table.




(VL B i TP Data_Search [Compatibility Made] - Microsatt Excel =
4/ Home Insert Page Layout Formulas Data Review View @ - = ¥

VO kB ED ke Q @ B3 4 2 e

PivotTable Table Picture Clip Shapes SmartArt  Column  Line Pie Bar Area Scatter Other Hyperlink Text Header WordArt Signature Objed Symbol

Art - - 5 - - b - Chartst Box & Footer Line ~
les Tiustrations Charts 5| Links Text
N1 - f= | Form 1D H
\A B c D E F G H I J N
Form 1D Program Name |Site Name Individual ISP Program Entered By Maximu |Target Schedule and Frequency of 7
m Completion Frequency Documentation
Number |Date
of Times
1 a Day
ISD-TICT- 2nd Street Group Home  |Johnson, Isabella Isabella’s Cooking Fisher, Samantha / Direct 10|10/31/2014 Cook when required or to (3 or 4 times a day.
CTVAQE4ZXFZ85 Program Support Professional learn
2
ISD-TICT- 2nd Street Group Home  |Johnson, Isabella Isabella’s Cooking Fisher, Samantha / Direct 10|10/31/2014 Cook when required or to |3 or 4 times a day.
CTV4QE4ZXFZ85 Program Support Professional learn
3
ISD-TICT- 2nd Street Group Home  |Johnson, Isabella Isabella’s Cooking Fisher, Samantha / Direct 10]10/31/2014 Cook when required or to |3 or 4 times a day.
CTVAQE4ZXFZ8S Program Support Professional learn.
4

Excel is then going to ask you for the range of data you want to work with. Since we already

selected the whole table all you need to do is click 'Ok’.

—/J Home Insert Page Layout Formulas Data Review View
= A
LI E
Tables Illustrations Charts Links
a1 - £ | Form D

s— = S R - S S— R N—— .2 E N— =S E— -

FTorm ID MProgram Mame | Site Name Individual “ISF Mrogram Entered By
1 : Create PivotTable | 7 ||

ISO-TICT- 2 Cooking Ficher, Samantha

CTVAQCAZN ZO6 Choose the data that vou want 1o analyze Support Professiar

1 @ Select a table or range

1 Table/Range: | D R ] |E]

i ) Use an external data snurce
e | COMNECHon Name:

EISD‘Tl CT- 2 Choose whers you want the PivotTable report to be placed Cooking Fisher, Samantha

FO o i

. :CWﬁiOE-ﬂZ}(Fx_ES @) N Workehaot Support Mrofession
L o Sris Fel=

TSN-TICT- 7 e [ Conking  |Fisher, Samantha

'CTVAQE4ZXFZEE Lncatiom: E.7] Support Mrofession
=]

1SD-TICT- 2 ox || coneel | Cooking  |Fisher, Samantha

(CTVAQLCAZH 205 | | rogToTTT Support Profession
54
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Step 4- Organizing Your Pivot Table

Your screen should now look similar to the picture below:
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| TP Deta esren [Cormpaniliey Made] - Werozoft Exeel

i Group Selection
& Ungreup
[0 Group Field
i

=3 e

Refresh Change Data

31 [317)
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i e S = 2 Sl
FivotTable Mame:  Active Field # Expmnd Enirs Fiie
st | !
| & options = Dy Fleld Settings
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Drop Golurmn Fislds Here

Drop Data Items Here|

EER TR e e e
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[ site Name
[individual

[]15P Program
[ |Enterad By

[ |5ervice Provider
[ |Data Collection Date
[|Entry Date

[ |Maximum Humber of Times & Day.
[ Target Completion Date
[Schedule and Frequency

[ IFrecuency of Documentation

FEros

1] Gfar Lvout Updlate

[

The only thing you have to do here is click and drag your Form ID into the values field. The

values field requires a unique identifier for each of the pieces of data which is your Form ID.

[Tstatus

[TEnd Time
[ Duration (h
[TlEilab

=i}




| T Dt Samrch [Commpmtiviiny bede] - Marmon g

;ﬁ"_@% B R B =%

Oﬁ Twar Seiest M-n SetChart Farmatss Cui2
Tt~

Let’s say I just want a quick count on how much documentation has been done on each of the

individuals | have access to in the last year (the date range | selected in my initial data search).

I’'m going to click and drag Individual to the Row box.

[Csta

|| Target Completion Date
[T]sdhedule and Frequency

[T |Fréquency of Documentation
[|sefvice Provider

[|Data Collection Date

[[C|Enty Date

Time
ime

| CountofFor... ™ |




Your screen should then look like this:

(O 5 - ® BivatTable Taols 1SP_Dita Search [Compatibility Mode] - Microsoft Excel ¢
A Tame| s Peceiaost| Fomims] | Baa|| Beiw | view |G| Dedaa @ - = x
PivatTable Name: | Active Field: = — a | 2. [3 i la o i j |+ ﬁ
PivotTablel Count of FormID et ﬂ — Jﬁ# i’i j@ né i ‘ : = ;
= ——'= C4ilapse Entire Fisid R | sort | Refresh ChangeDsts | Clear Seleet Move | PioiChart Formulas OLAP | | Field | =/ | Field
B3 Options ~ 9 Field Settings &3] Group Field : - Source = - FivotTable *  to List |Buttons |Headers
PivatTable Active Field Group Sort Data Actions Taols Show/Hide
A3 ﬁcl Count of Form ID ls
=L 2! £ b E E G Ho | J K [ L | ™ N o | EﬁplvntTahle Field List - x
2 Choose fields to add to report: [=E
3 |Count of Form ID [Eirsrmm 7
4 |Individual |~ |Total = |
5 | Active, Mary 96, {[ElProgrant Nama I
6 |Johnson, Isabella| 20| :E‘sme Neme
7 |Lee, Alyssa 3 | rdrvadual
& Grand Total 119] ISP Program
9 |["|Entered By
10 | [ Maximum Number of Times a Day
11 |[[ITarget Completion Date £
12 |7 schedule and Frequency 1
13 |["|Frequency of Documentation
14 vice Provider
15 ta Collection Date
16 try Date
1 |Fistatus
18 [FlBiegin Tme
;g End Tme
2
22
2 -
24 =
25 Drag fields between areas below:
gs 7 ReportFiter #5 ColumnLabels
28
29
30
3
3z
£
34
35 = >
el ] Row \iabe\s ) ): Valuﬁs
37 | Individual > | | countofFor... > |
38
39

Here | can quickly see how many pieces of data have been collected on the individuals | have

access to. | could also filter down to just a couple of individuals or even one individual by
clicking on the down arrow next to Individual.

R

|Count of Form ID |

Individual | = |Total
Active, Mary 96
Johnson, lsabglla] 20
Lee, Alyssa 3
Grand Total 119

|

R . RO L -

PN
=]

PivotTable Mame: | Active Field:
A3 & Pi.vntTablel I.ndi'u'idual
A g 2% Options ~ @ Field Settings
lers | PivotTable Ad

Ad

1

Jq -

2

3 Count of Form ID|

4 [Individual

|7 Tatal

5 |Active, Mary

96

& |(Grand Total

96

7
8
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Next | want to know which ISP Programs staffs have been documenting on. I’'m going to click

and drag ISP Program into the Row box, underneath of Individual.

¥ Form ID
[TIProgram Name
Siteﬂahe
:m.lal.
|[115P Program
[CEnterdd By
k : im Mumber of Times a Day
|[FITarget Completion Date
= and Frequency
[FIFre of Creomenitation
Provider
'Déb ~ ction Date
|[FlEntry Date
iy Time:
|[Flend fime
=| |[F|ourdtion (minutes)
-
e =
M Beottin
mJ' = | [[countofror... ~ ]

Then your screen should look something like this:

| PivotTable Hame: | Active Field:

_ %= Expand Entire Field

|PwotTablel | | Individual . _

& Options - 9 Field Settings £ Collapse Entire Field

PivotTable || Active Field
Ad - ﬂ:_'ﬂ Je | Individual
' B = D

1 Drop Fage Fields Hera

2
| 3 Count of Form 1D

4 [Individual [-7iSP Program | = [Total
| 5 =Active, Mary |Buying Groceries | 21
| 6 | Mary's Diet Program [ 3

T Toothbrushing 72

8 Active, Mary Total 96

9 Grand Total 96
10

11




Step 5- Creating a Bar Graph

If you want to create a bar graph to show the information above you first have to move the ISP

Program option over to the Column box.

Beareh [Compatibilty Mode] - Wicrosor Excel

PivetChart Formulas OLAP || [TFie
- tagls =

. ™3 Collapse Entire Fleld

: r_vlofFurm'\D ISP Program

-

 Wiarys Dist Program T
21 3

SRR

3!{2

it

HeeREREERRN

[ Maximum Number of Times a Day

|| Target Completion Date £
[ Sehmdule and Fracquency

[ Frequency of DocLmentation

|| Service Provider

| |Data Collection Date

[7|Entry Date

[ Status.

I Begin Time: B
| |&nd Time:

(] Duration Qihimm)

(| Duration (mindtes)

[ [Billable

[ memtion -l

W Report ] Column Labeis
| 15 Frogram v

| indicual 7| [ countotter = |




Again, the version of excel you're using will determine where you find your graphs. For the
version I’'m using | click the Options tab at the top (see above) and then select the type of graph

| want to insert (see below).

Pi 15P_Data_Search [Compatibility Mode] - Microsoft Excel T i

PivotTable Name: o 2 % Group Selection | 4 B I 5 o I rreey Y |
o Tame: | AAVETEE %% ppandEntire Field | ! H @ I@ \ @ | I

PuotTablel |i:lm§mdua! & Ungroup 2 2 Kl ! 137 Lp
T | =2 Collapse Entire Field | - i 2| sot || Refresh Change Data | Clear Select  Move || PivatChart Formulas: OLAP | |1
A options > |y Fleld Settings = ) Group Fisld 5 i i g + taols ||| Lis

PivotTable | Active Field | e || set |l Dita | Adions = Toals. I
7 e S| ndvidual %

i 8 [ £ o b

1 Drop Pags Fislds Here |

3 T

|3 Count of Form ID [ISP Program [ =

4 Individual T|Buying Groceries  Mary's Diet Program Toothbrushing Grand Total

5 Acve May | 7 ] 77 |

|6 GrandTotal | 21 3 72 96|

7

a

[ XY (Seatter)
| Stock
@ Surface
@ Doughnut
¥ Bubble

@ Radar

MEEEE

I EE

It should look something like this:

b

B Alhyas [het Program
- Paying o oceras

= abedn'y Canking
Progesm

g
[ B

Active Mary  iohnaon, ssbells

= Mary & Diet Pragram

B Toothbrushing

Lee Alyszs




BO

0 7 ==
a A ly=za Diet Program
BD r1
| | W Buying Groceriss
50 |l"|'~'
40 1: abella's Cooling
ETe L Frogram
fl.— = Mary's Dict Program
30 - IT'
1o I [1? ® Toothbrushing
o | =
Active Mary Johnzon bsbells Lee, Alyssa

Now it’s your turn to play around with pivot tables! Remember your options are limitless! | could
drag Service Provider to my Row box and see how many pieces of data staff have collected. |
could have drug Scores under my ISP Program label and see what scores Kimo had been
receiving for each of his programs. | could drag the Data Collection Date into my row box to
see how many days staff had documented for. If | had an ISP Program | knew should be
documented on once a day, when | drag the Data Collection Date into my Row box | would

expect to see at least a 1 in each of the boxes for each of the days.

GERs and Pivot Tables

If you want to track and trend GERs you can either pull your event summary report or the GER

Management Summary in your report library. If you're going to analyze all GERs for your
agency | would recommend pulling the management summary as it's going to give you all fields
and all individuals. Again, just remember FORM ID goes in the VALUES FIELD and then start
clicking and dragging until your heart’s content! Below is an example of a graph | was able to

create identifying what the results of the falls occurring at my agency are.

A B 5] E E [=} H [ 4 ‘§'= PivotTahle Fickd List - x
1

1 149
Choase Rekds 1o add to resort: EaRd

Sumimary x
= [Accident no appasent injury Ingary Medication Ermar [Grand Total|

4 Form 1D

"
 Tnudividual
4 | 1] ¥ Summary
1 3 21 [3] Program
Enterd 8y

P

Event Oate
Status
Ervtered Date

Feveus
MIE Foem D

" inie
24 17

2t E

= Medicatian Ertor Orag fiekds betwesn areas below:

S 05 ' Report Fter 1 Legend Pields ..
2 -

29 o

Actve Mary  Clarc Willam  Martin, Abigail

L] oxisFiedds .. E vaues
tncridual % Count of For.., =
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REMEMBER:

e When doing a pivot table you want to SEARCH for the data rather than pulling reports
(except for with the GERs).

e Form ID goes into the Values field.

You can take Pivot Tables a step further and create Macros in which you teach excel how to

export and organize your data to save even more time.






