CHIPwit QuickStart: Getting going the first time (see UserGuide for details)

After transferring the CHIPwit files to a folder of your choice on the drive of your choice, usually one
that will contain all CHIPwit files, follow this sequence to begin using it.

Password

'CHIPwit25.xlsx is protected.

® Password

IKelly

password: |eeess \

'CHIPwit10.xlsx" is reserved by

Enter password for write access, or open read only,

password: |

1. Open the downloaded workbook
"CHIPwit25.xIsx" by entering the
password. And then select the
"Read Only" option button. (do not
enter a password for write access)

2.

Read Only

Read and follow the instructions in the comment box shown on the "Control" sheet. (adding the

suggested icons to your Quick Access Toolbar makes it much easier to use CHIPwit)

a. Use ‘More Commands’ on the '(55,\\ = R = e E R G- &y B copwitiossx Read-Only] fLast's
‘Modlfy Quick Access TOOIbaI"’ —d/ Home Insert Page Layout Formulas p| Customize Quick Access Toolbar
menu to add the following ABC 4 Research A)Delete £ Show/Hide 7 ';ew

= 8 e pen
d . t th t Ib el io» Thesaurus : ¥ Previous “Zy Show All Co
commanad icons to the toolbar. Spelling a3, Transate | ¢ ‘EJI* 23 Next cnowing |V Save
Proofing B Comments E-mail
| 81 Ty 2 l Ready Quick Print
t A B C v || Print Preview
Spelli
User | >|"|Special suggestion to make Ct -
1 | Guide| B v’ Unda
2 | Step L There are a number c_Jf Processes|(y | gedo ug
perform Excel operations on cert SortAseending ual
31 1 . |provided to select the proper fie (o o I
4 2 |required Excel operations. (e.g. EXcs
5| 3 . |operations are easily executed us bore C°"""a”d5“‘_ ke A
6 4 “ Toolbar. (/‘thl‘ of the round Office B & Customize Quick Access ToolbarF
7|5 |button on the Quick Access Tooll,  Min ]
|
i. Copy
” Paste Special :OpUIT v Customize the Quick Access Toolbar.
ormulas
||| Paste Values oo ;hoose commands from: (i Customize Quick Access Toolbar:
. Fooling | All Commands v ‘ For all documents (default}
iv. Paste Formulas con ‘
v. Form (dataform) Advanced ¥ §°“5'°“f’“:-" _ A | soe
) ) ) [ [f#  Constrain Numeric ¥ Und
vi. Print Preview [ Custamize 5] Convert to an Office Open XML Fi.. ~ R:dcr:‘
B ¢ -
o . . 15 |S& Convert to Formulas 7= o
vii. Hide & Unhide Adddns |(% Convert to Freeform :; C::;
viii. Protect Sheet Trust Center 2] Convert to Range (I Paste Special..
Betainces & Copy 3 Paste Values
C A Picture o :
;zd Home Tab | Clipboard | Copy (Copy) I = ::'rtr: FOMmHES
Count Numbers FeY Print;review
iy create Chart ~> | [0 Hide & Unhid
_f_’z Create Document Workspace _';ﬂ prlotee:t S:eelt.i
B u’:reafe f_romASelection... & Quick Print
me Insert Page Layout Formulas Data Review

b. Hide the comment box for cell ‘B1’ by Research I &) Dziste  |izd Show/Hide Comment | H LI

selecting the cell and using the ‘Show/Hide Thesaurus - #2 Previous 4 Show All Comments =
’ H ¢ ) Edit Unpro

Comment’ command in the ‘Comments Translate || comment 2 Next Show Ink L
section of the ‘Review’ tab, or using the right-  ina Comments
click menu. v fe | Ready | show/Hide Comment

B C Show or hide the comment

- = attached to the selected cell,
>| |Special suggestion :
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3. After hiding the comment box for cell 'B1', read the instructions in the remaining comment box, then
select cell ‘A1’ and hide the comment box using the ‘Show/Hide Comment’ command in the

‘Comments’ section of the ‘Review’ tab, or using the right-click menu. Then save a copy of the file.

a. Use 'Save As' (Office menu) to save a copy of
the file as the "Chapter master copy" using a
suitable file name. While saving, use the
"Tools" button to set a password of your 2
choice to modify the file. (e.g. "99999")

Save in: I CHIPwit

3, My Recent
Documents

@ Desktop

Map Metwark Drive...
Properties

Web COptions...
General Options..

Compress Pictures..,

Tools -

CHIPwit Master, xlsx

Excel Workbook {*.xsx)

ER®OCEQ @)

New

/ QOpen
Save

Save As | »

wl
i

General Options

[ Always create backup

File sharing
Passward to open:
Password to modify: (seess

[ Read-only recommended

Save a copy of the document

ix ]
[H]
l': Excel Macro-Enabled Workbook
I ,!»l Save the workbook in the XML-based and

macro-enabled file farmat.
!
oo

Excel Workbook
Save the file as an Excel Workbook.

Excel Binary Workbook
Save the workbook in a binary file format
optimized for fast loading and saving.

4. Click the "Register Chapter" link in the
'Control' sheet or select the 'Session' tab
at the bottom of the workbook to tab to

the ‘Session’ sheet.

I OK I ’ Cancel
A B & D E
P o
Help %“ {glide pointer over cell AT to view helpnote
nofe @

Davtisimap

Step & Function description

1 Register Chapter

2 Register Session

O | L2 | D | —

3 " Register Participants

~

Chapter information is
entered in the top
section of the 'Session’
warksheet form

a. Follow the prompted directions to enter information about the chapter. (top section) Then
‘Save’, ‘Close’ and re-‘Open’ the workbook before filling out the bottom section.

. K1 - ( # |
A B = D E F G H J | KL M M O P d
B ~ _ B b | B -
1 |CHIP Chapter and Session Descriptive Information Information Tables Uszer
o L] 1 ~ 2 L] 3 ] 4 h] 5 b Guide
S .
|
_ . Faollow the instructions in this box using _
4 |Chapter Information Click here t9 ‘enter and Tab' keys City Short-cut Table
5
- Glide the pointer over the numbered [ ; )
5 | Chapter name: cells in the yellow panel for progressive Code City State  Zip
7 Organization: instructions 1 o] o 0
|
8 Address 1: o ) pdiy | 2
g fddress 3 Type the 'Del’ key and click the red text -
Faaoress o = {E4] to continue =
10 City: 4
11 State: Lab units in:_mg/dl [click & drag this box as desired) ight z
12 Zip code: Ht & wgt in:_inchilbs. e Waist SF35 & BDIZ ABl  Alc
1 3 "CLII'ItF}" US4 Pﬂper size: 8.5x11 Fh: 000-0000™%  Choice, not Chance™ 00
To | " 1 T T 4 ) 5 h 3 L g 1 g1
o | | | e |
Unhide
16 | Session Information Calendar
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b. Glide the pointer over the cells with hidden pop-up comments to understand key points about

.enterlng. K1 - & |
information Al B C | D E F G | H J KU M N _Jo| P d
. | & b
and using 1 |CHIP Chapter and Session Descriptive Information I I Information Tables CUE:f
b b} 1 A b b 4 h 5 ~ Suide
the sheet. = The top portion of this form contains inf - ”“ -thL : LtL'Lct' = Lth' P’J‘ —=~If contains information about the
(Hidden 4 |Cchal5ession) Glide the cursor over the Chaptd Ejnt:an; '.?;r;.uh:f;m Inthis ROXUENG o 1c t0 display the help notes.
5 - The farm is fillable by typing directly inf] - rsar over the fields to display
comments & | cha comments explaining the contents and Glide the painter over the numbered  Btes some action is needed.) 1
Fot-rrasenteraraid-Chaptereade-tay Cells in the yellow panel for progressive Be-pethavesrassigredcodes
may be Z ON_ Five short-cut digits (1-5) may be assid nstructions e participant worksheets. (1,2,3)H
. o ("1" is always assigned to the City, 5ta] 1, T ’ ) s may be added to the short-cut Y
L 1 ype the 'Del’ key and click the red text L
viewed by 9 table to save datz entry time--type 3 5| (E4) to continue one of the cities in the table. B
g||d|ng the 10 - The four optional fields are activated | ) ) beneath the short-cut table. 1
. 11 - Headings on the evaluation forms may| (€lick & drag this box as desired) bx. (left, center & right headings) |
pomter over 12 - After entering the chapter info, do 2 'Sawve-As' with a suitable name for the "master” copy. Use 3 'Password I
the ceII at 13 to Modify' but no password fo Open. The master copy is used to begin each new program. |
15 |- After saving the master copy, Close and re-Open it in ‘Read-only’ mode. (do not enter the password) B
any time.) |- SI units and other options are selected with drop-down boxes. Date format is set using 2 drop-down box. [
15 | §es|- When the above steps are zll successfully completed, "Ready” wil display next to the chapter heading.
17 (uze "Show/Hide Comment’ on Review' i35 fo hide this comment box)
Movetoa | K3 - %]
different A B C D E F G H J KL M M 0 P
cell to hide 1 |CHIP Chapter and Session Descriptive Information "7 Information Tables Ckl_dr'
Z - 1 h hl bl 4 - 5 hl zUide
th ‘| t = The top portion of this form contains information about the Chapter. (lower half contains information about the
€ npu 4 |ChalSession) Glide the cursor aver the Chapter and Session headings and numbered cels to display the help notes.
box’ shown 5 - The form is fillable by typing directly into the green-shaded fields. Float the cursor over the fields to display
& | ch comments explaining the contents and use of each field. (Orange shading indicates some action is needed.) [
on tOp Of 7 a oS e Rt - hﬂp‘:_l codeEo FEgiETer 2 Lhnpt_l. ':I.I e HEERE POt fo-frothave-ata igll_d Lud_]
the pop-u = 0N Five short-cut digits {1-5) may be assigned to a City, State & Zip for use on the participant worksheets. (1,2,30H
pop-up = ("1" is always assigned to the City, State & Zip of the Chapter.) Four other cities may be added to the short-cut  H
bOX. 9 table to save data entry time--type a short-cut digit in the "City" field to enter one of the cities in the table. §
10 - The four optional fields are activated by selecting "v" in the drop-down boxes baneath the short-cut table.
11 - Headings on the evaluation forms may be revised using the Print Headings box. (left, center & right headings) |
12 - After entering the chapter info, do 3 'Save-As' with 3 suitable name for the "master” copy. Use a 'Password i
1§ to Modify’ but no password to Open. The master copy is used to begin each mew program. |
15 |- After saving the master copy, Close and re-Open it in ‘Read-only' mode. (do not enter the password) B
"|- SI units and other options are selected with drop-down boxes. Date format is set using = drop-down box.  [f
16 | ges|- When the above steps zre 2l successfully completed, "Ready” wil display next to the chapter heading.
17 (use “Show/Hide Comment’ on ‘Review' (35 fp Aide this comment box)
Gliding the A B c | D E F G H I [ J K m N ol P [d
H o - al & i [ .Y i H | P i A ‘Ii i L | Ilcr‘
pointer over l & The top portion of this form contains information about the Chapter. Glide the cursor over the Chapter and
other fields =, |Session headings and each field to display help notes. Glide over the numbers for progressive help notes.
displays 4 |Chapter Information Click here to begin code: City Short-cut Table
additional A B C | D E F G H [ J LKL M N o P d
o ! bl
1 |CHIP Chapte = e e = : = e o
short help it q P Follow the instructions in red text (E4) to enter chapter information, then save the chapter master
notes and =, copy with Password to Medify (not to Open). Then dlose and re-open the fie 'Read-only'.
. . 4 Chapter Information Click here to begin code: City Short-cut Table
Instructions.

c. Click the red “Click here to begin” text to begin entering chapter information. This will scroll to

the cell A B c | D E F G H L[y [ K] m N ol P [d
o " . . 9 A User "
Conta|n|ng l C‘Hlp CI]'lapte‘r anngESSI‘OI'I D:SC:IPTIV? |I'If?|'l'l‘la:l0l'l‘ Information Tables —
the first of s Chapterlﬁ
4 Chapter Information Click hara to begin de: City Short-cut Table
the step-by- - P an s G Y
[CHIPwit10.xsx]Session!K1 - Click once to
Step 5 | Chapter name: follow. Click and hold to select this cell, | Code City State  Zip
InStI’UCtIOI’]S ;J..NIP C:upu: and S';Sl.oﬂ D:nc.rmrs"a m.onn'uon. ‘ ' ]_Ali ln‘!orrmuo‘n Tables —*L_'
In the Inpl'It bOX ‘ C.'up:orlmo'ma:on Chck nere -1_:‘_:—“‘ ““—*—: City Bhort-cut Table
) prae +Lour- e |
"::— L — L2 —L g LI
29 1020 14wt e T oy | e BIQ A A
T peecwse gl IO Ot 014
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d. Follow the instructions, entering data and using the ‘Enter’ and ‘Tab’ keys after entering each
field. Type the ‘Del’ key and click the red text to proceed. This will scroll to the chapter code and

display Al B c ] D E F G HI 1 J KL ™ N ol P [d
h h o

¢ 1 |CHIP Chapter and Session Descriptive Information Information Tables User
the InpUt 2 | P R} z b 2 ‘p . h] g Guide
box’ o~ Cha s

pter|

: : 4 Chapter Information Click here to continue code: City Short-cut Table
nstruction 3 ~ Notes: o Enter assigned —w
S for the 5 | Chapter name: CHIP Directd chapter code or Code City State  Zip
field T Organization: : Phone | 29999 1 0l o 0

’ 8 Address 1: - Extensio m_d;_ 2

e. Fillin the fields with green shading in accordance with the instructions in the ‘Input box.” During

this A B c D E F G H | J | KL M M O P d
process 1 |CHIP Chapter and Session Descriptive Information Information Tables User
7 " | L] 2 L} 3 ] 4 L] 5 ] Guide
the red S —
apter
text will 4 Chapter Information Enter chapter info coge:| 99999 City Short-cut Table
5 Hotez:| 1
Say G | Chapter name: . CHIP D Enter any * Code_City State  Zip
“Enter 7 Organization: - Phq notes about - 1 [ 0
Chapter g Address 1: : Ex| the chapter _‘Date: m-':l.-':,r 2
info” and Al B cClD] E F G [ H] I JJIKUM N _Jo] P [q
. . . bl - h
c||ck|ng It 1 |CHIP Chapter and Session Descriptive Information Information Tables '-'E_Er
” ” k] 1 Rl 2 R a1 f b} g Guide
Wil SCro =
Chapt
to the 4 Chapter Information Enter ch‘:‘hter info Z’Edi,f 99000 City Short-cut Table
5 L Motes:
Chapter 5 | Chapter name:l = ‘l CHIP Director: . Code City State  Fip
fields to 7 Organization: _ [ . chapter 1 Phone No: - " n 1 o) o 1]
8 Address 1| name [e.g. Extension: Date:_midfy 2
be ; Address 2 | Anytown CHIP) E-mail: 3
entered. 10 City: | > | Frint Headings | 1
f. The use of optional measures is SpeF:Ierd in the boxes J'USt be!ow the WaistT Enter Y to indude B
City Short-cut Table. Enter “Y” to activate any of the optional fields. \Waist in biometrics
L. A B G D E F G H | J KL M il (@] P q BS
5. When sufficient 1 |CHIP Chapter and Session Descriptive Information * 7 Information Tables é‘?:f‘
. . Z hl 1 hl 2 hl a3 hl 4 - 5 hl SUIge
information has been ek Ready to Save chapter master
) N Chapter )
entered. the red text 4 |Chapter Information with Read-only password code: City Short-cut Table
' 5 Y Hotes:
" G | Chapter name: Capitol CHP Lo 2 CHIP Director: Jack & Jil - Code City State  Zip
will read "Ready to o,
7 Organization: Capitol S0A Church : Phone No: 123 £55-7250 - 1 Capitol City | DC | 20201
Save chapter master 8 Address 1: PO Box 12345 . Extension: " Date: miary | 2
W|th Read Only 9 Address 2: 6789 Main Street - E-ﬂ 3
- 10 City: Capitol City ‘ Print Headings 4
" H H 11 State: DC Lab units in:_mg/dL Left | Center | Right 5 5
password : CIICkIng 12 Zip code: 20201 Ht & wgtin: nchibs,  |Capitel CHP | ae hd °'_ °s'n':l': Waist SF36&BDE2 ABI  Alc
the teXt W|” SCI’O” tO 1_3' Ccuntry:F Paper size: B.5x11 ?hgﬁsass- ¥ Choice, not Chance!VF cm\zolg:.w‘.
the cell containi L B O 0, O 0 S S S N S O B
e cell containing T R — TRl ‘L T——
. . . 16 Session Information E-;J;:‘I-S\EFICJ!I-:‘\_E‘-—:\r:t-il'inrj-;-gitsrli-:uhh?npft-:u-Il
final instructions for - ; " e
. the cha ter 18 Description:miHlP Tt 0 E-i!3-.;‘.:'j|:nstruct|-3ns in this box (drag as
saving p 19 Location: 6723 Main Street TCapitol City, DG i
copv and closing and 20 Start date: HS Appts:  End date: 0124100 #wesks: 4 Glide the painter over the numbers in
py . . g 21| Screen1 date: Grad date: 02/03/00 Info ss=zions: theveliowltnpicmerclinsicion
I’e-OpenIng |t tO enter 22 | Screen 2 date: 01/25/00 Mutrition worksheps: Type the 'Del’ key & click the red text
sess|on |nf0 23 | specimens by: venipuncture Shopping tours: - (E16) to proceed
a. Use 'Save' (diskette icon on Quick — e P = —
Access Toolbar) to save the C“; = ¥ 4243 =9 T
updated Chapter master file. (If the - P] Save (Ctrl=S) Lﬂ Page Layout Formulas Data
file has not been saved as — -
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described in #3.a above, the ‘Save’ will trigger that process in order to save the file.)

b. Close and re-Open the file as ‘Read-only’ (do not enter a password) and continue entering the
session information as described below. (This step is done to avoid unintentionally entering
session information in the chapter master copy that is used to start future sessions. Any session
information entered before saving and closing the chapter master copy that may not apply to
future CHIP programs would have to be changed each time a new CHIP session is started.)

6. After opening the chapter master copy
as ‘Read-only’, follow directions as
shown in the ‘Input box.” Type the ‘Del
key and enter session information as
described below, much as was done
for the chapter above. Save a new
copy of the workbook for the new
CHIP session.

\ PR T [ H ST

Y e}
- =]

£ Session intormation

ey e i

Descrption

-
v
Spec 'N‘.lv

Med
Verne held irc
Fae. inaiaowat
fwa, pariner:
fos, shurmet

Enter session info

a. Glldlng the L The bottom portion of the form contains information about the Session. (Glide the pointer over the headings to IH | |
. ~ display help notes.) See the UserGuide for more detziled instructions. (afick UserGuide | Save & Clase & re-Open the chapter
pOlnter 1? SeS_ 1nformation is T".-pﬂd into the green-shaded fields on the form. Orange shading indicatq copy BEFORE entering sessian infa!
- Each CHIP program {Session) must be registered using the "master™ copy that was . R )
y - Follow instructic this box [drag
over the 18 D chapter above. The first step is toqdo 2 'Save-As' with 3 suitable name for the new n;;;d']ns ractians nHE hex g s
Ce”S 19 Specify 3 password to open the fie to protect s confidential contents, but do n
. 20 - After all session info is entered into the lower half of the form, "Ready” wil display ng Glide the pointer over the numbers in
dlsplays 21 | ser| 'Save' the workbook and you aready to begin registering participants into the compy the vellow strip for mare instruction
helpnote 22 | ser|- When this is done an individualized HeartScreen#1 form can be printed for each regist Type the ‘Del’ key & click the red text
23 | spe| HeartScreen. Parficipants may alternatively be enrolled using blank paper Registratio| (E1s) to praceed
boxes for 24 | md blank HeartScreen warksheet ('HSBlank') should be printed for participants to fil-out breorr o
25 | yer- The HeartScreen stations are dnscnhnd in the box just right of the "Notes” box. The sf'ahons are auf'omahcalh-
the bottom 26 | Feg| Numbered 1-8. The meaures to be collected at each station may be changed. (leave any blank, unused stations
) 27 Fd at the bottom of the list) The 'HSPosters' worksheet contains eight 1-page signs with station numbers and
section of 58 ¢| measures that may be printed using the Excel-Print function.
th h t = - The CHIP Calendar is shown on the far right of the bottom section of this form. Use the 'Calendar” link to scrall
€ sheet. 30 to it to Show/Hide it. Dates are marked/unmarked on the Calendar by changing their contents from text to number
g; and back. (Only dates between the first meeting and the last meeting-"5tart date" & "End date"--can be marked.)
23 - Information may be imported from 2 previous 'Session’ worksheet using the Session to Import field and the
a4 special links provided. (see the UserGuide for details)
35 (usz "Show/Hide Comment on 'Review ' t3b fo fide this comment box)

™

13

The lower haff contains information about the individual session. Glide the cursor over the Session heading
"|and over each field to display help notes. Glide over the numbers to the right f :

Lo, £

Save & Close & re-Open the chapter
copy BEFORE entering session info!

Fallow instructions in this box (drag as
- needed)
=

Glide the pointer over the numbers in
the yellow strip for more instruction

Type the 'Del’ key & dick the red text
[E16) to proceed

16 Session Information Enter session info
17 Session ID: : >
18 Description: Capitol CHIP

L L r
19 Location: 5728 Main Street Capitol City, DC #meetings: 15

L b |

20 Start date: HS Appts:  End date: 01/24/00 #wesks: 4

L4 e | ¥ b | L4 v
21 | Screen 1 date: Grad date: 012/02/00 Info se=sions:

L4 b | L4 b |
22 | Screen 2 date: 01/25/00 Mutrition workshops:

r b | .
23 | Specimens by: venipuncturs Shopping tours:

Ld

~a =

Elmdim s

b |

b. Clicking the red “Enter session info” text scrolls to the first field to be entered, ‘Session ID’. Enter

the number of CHIP programs conducted by the chapter and type ‘Tab’ or ‘Enter’ to proceed to

other fields.
To [ ¥ 1 N~ v 3 ¥ [ . E Y 7 ¥ § W g~
| | | | |
Unhide
16 Session Informatio BT T —— Calendar
7 (Enter # CHIP programs ] -
17 Session ID: — Prog - " Station Task List
: conducted (inclthisone) | ooy ik ~ r ~
~ ital CH Segsion to import
Save & re-open chapter - Foowr o .
Master BEFORE entering 2 Wain Strest Capitol City, DC # meetings: 16 =55 |Station  Tasks
. r L b | |
session data! H3 Appts:  End date: 01/24/00 #weeks: 4 1 |Registration
s Grad date: 02/02/00 Info 2eszicns: 2 [Height, weight & wrist
Enter number of CHIP e ~ +Htrt "“}"';1 Tr— " Blt-‘g& : ‘I“ e
programs conducted = utrition workzhops: 3 pulze
including this one ipuncture . Shopping tours; 4 |[Blood draw
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When sufficient fields have been entered, the red text will read “Ready to Save session copy

with 'Password to Open' (not to modify)“. Not all information fields are required and much of it is
"suggested" by the software. You can return to the 'Session' sheet any time to revise or update

the information. (Fields required for Info sessions and blank forms includes the program start &
end dates, HeartScreen #1 & #2 dates, HeartScreen appointment begin & end times, program

fees, and “pay-to” information.) Clicking the text scrolls to cell ‘J1’ and gives the final instructions
to type the ‘Del key, save the session file (with ‘Password to Open’ but NO password to modify)
and proceed.

To [ ¥ 1 T 7 v 3 [ 5T R .
w m . L] L] h
Ready to Save session copy with Unhide
16 | Session Information 'Password to Open' (not to modify) Calendar
17 sessioniD: 1 - Station Task List
b Il LT b b -

18 Description: Capitol CHIP 1 Sezsion to Import

b | ]
19 Location: 6788 Main Street Capitel City, DC #meetings:__16 _ Station  Tasks
20 Start date: 011711 HS Appts:  End date: 02/10/11 #weeks: 4 1 Registration

b | b |
21 Screen 1 date: 011411 Grad date: 0220011 Info ze=zicns: 2 Height, weight & werist

b | b |
22 | Screen 2 date: 02/11/11 MWutritien werksheps: 3 |BP & pulee
23 | Specimens by: venipuncture - Shopping tours: : 4 |Blood draw
24 | Med Director: Dr. White y Motes: & |Med review

- |
25 | Venue held in: Other fath-based facility 6 |Data Entry
- b |
26 | Fee, individual: 3250 7 |Breakfast
27 Fee, partner: 5125 participants & |Check out
< |Enter the fee charged for T

28 Fee, alumni:}s100 ) Q
= repeat alumni participants
30 Enter fee for
31 CHIP alumni
32 repeater
oA M ion. sParticivants MW 1 2 3 4 5 6.7 78 .79 710 AEiwesH N

d. Typing the ‘Del’ key removes the red text and displays “(finished)” signifying the session is

registered.
A B C D E F G H | J | KL M M 0 P_|d
~ L B | b | ~ |
1 |CHIP Chapter and Session Descriptive Information I Information Tables Uzsr
2 L] i ~ 2 ~ 3 ~ 4 ~ 5 b 1 Guide
=
b
| . Type the 'Del’ key and B
4 Chapter Information  (finished) 9999 | city short-cut Table
5 Save the session worksheet
- o using a suitable name with N ) )
b | Chapter name: Capitel CHIP Password to Open’ jnone to - Code Ciby State  Zip
(&) Address 1: PO Box 12345 Maodify] and te: m-'d;';f 2
2] Address 2: 6788 Main Street = . T 3
L o ) roceed to print blank forms ;
10 City: LE"“I,N* and/or enroll participants - =
11 State: DC Lab units in: ma/dl | I Right _
X e bl . : 7 : ek CHIF Lifestyle e BT -
12 Zip code: 20201 Ht & wgt in: inch/lba. Capital CHIP e swect| [ Waist SF3E & BDIEEZ ABI Alc
- . l . ; Phii23 456- W Chaice, not Chance™  Capital Ciy)
13 Country: USA Paper size: 8.5x11 ik i
T9 | ¥ 1 ¥ 7 v 3 X [ 5 Y E Y 7Y § W g~
| | | |
Unhide
16 | Session Information (finished) Calendar
17 SessionID: 1 - Y Station Task List

e. Use 'Save As' (Office button) to save a copy of the file for the new session. Give it an

al
¥
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7 Qpen

=

5 Ha

HR )3

| Save a copy of the document

N

ew

Excel Workbook |

l'? Excel Macro-Enabled Workbook
53| Save the workbook in the XML-based and
macro-enabled file format.

Save

| =
Save As | » =
2080

|
5
il | Save the file as an Excel Workbook.

Excel Binary Workbook 1
Save the workbook in a binary file format |
optimized for fast loading and saving. I

appropriate name (e.g. CHIP-4, Sep 2010) to

identify the session. Do not make it a "Read only

file (no ‘Password to Modify’ since this file will be
opened and updated many times during your

CHIP program.
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Use a Password to Open' the il in order to

protect the confidential information it will Sean | O wonoe v @@ X -
contain. [y Reae | [ rseion ,

BAC-1P 13 Sep 2010 xw
(& Desetzo

My
'JW

’ Computer

‘j"' Hetwork
Flaces

Fis ! -:r-rm’s.om; s -
S8 ype! tr-d \od'bo‘w » -

(e [ o= ]

7. You are now ready to print the blank forms needed before HeartScreen #1, as described below.
(Registration and HeartScreen #1 forms)

a. Select the P = I e e E IR L OPwti0 s (Read-Only] - Micrasoft Excel
'Registration’ sheet. Q p sew  Devesoper
. . Freview and print the document R e =
Use Excel Print (Office | | = - e ——— : ,}',
. - 5 Fomat ssTalle ™ Datsty =
menU) to p”nt a - ‘ Qpen ::m“::nntnq Gm:a:u?;:m:’: = Coll Do 'E)meu L | o
" " L2 Quick Print gy Colls (Mﬂ;
ma:Ste; to make . H Zave o $4nd the wokbook diect 1a i defaul
prover witNO UL making (hanget —— = —_— —_—
copies ro.m’ or print as : I\ Print Preyiew S| T UV WX Y| Z AZAEACALAEAFACAFAI
many Cop|es as you ﬁ S o = :.r:m-;anonm:e changes to pages before ;;auon Form This worksheet Is used to Dﬂnt
wish. = - ] the blank Registration forms
| e 0 "1 T |used at Information Sessions
- [ to enroll participants.
j Prapae  » (Bs Dock-letter layout makes & sasier
| ta read hangwritten forms.)

ﬁ Seng  » {

= Pyblish »

Eve: =k -

__T Loze

l_) Exnamm\ﬂ x mmen]'
N o ] T S SEE Sn e 1 L Mola | | Famata
~ 580k - Tadle  SF36: 8DEE . Survey | USurveys | Dats <Empom-aiiThi=Ci e Caiend i

b. Select the 'HSBlank' Q d2-0 Sl = e T CHPait0sfex [Read Ondy] < Microsoft Bxcel
sheet. Use Excel Print oo A
- -] tew Papdui S0 et 1he decistent {2 Cenitions: Funmating 2=t L Awp
(round Office button) to ). it i & S o= |0 B
H " n - i e 5&‘ T = My e
print a "master" to @ aven SO irting sonoms beere suiss = constpes Firomat- | 2 e
i L2 Quick i ey Caliy fday
make copies from, or H Sme e ?:‘ndlh:’:odboon diracty bo i default i
. . ponter wahaut making changes. : ~ - < v
print as many copies _ e : [Flal_R_STUNWXY.Z AA_AB AA
as you W|Sh (the M Seveds ¢ ." . :nr:;lz'\‘;nm make changes 1o pages befors ‘aluation
. ) 0.00
borders and shading re- Lo e
show well on a B&W - 'imrls ;e T
. .. . = T abie,
laser printer; printing in o w a —
color is not necessary) e 1 ke e ahee
Yo Oczupatien
y Fubash Vares Otvorces VWzowes
e ‘ rAMMAD datetes? Yee o :MM nasery
T Cose fy of the foliawing
- - | Gamoser dosase Cstecporoas
_l Ex0al Optjony | | X Exit Excen | et S
T - w—— PR s s &c'n dneene Lreunatod armrte
140 0 % Regumton | MSBlank -Tebe SE36. DI Sure  USuners | Dets “Espest i it (% Crend]
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c. After you mark meeting dates on the

(o @2-c 3o =2
calendar in the 'Session' sheet you A
may print a 1-page calendar for : i :
participants. Tab to the 'Calendar’ /
sheet and use Print Preview (Quick - f

Access Toolbar) to review it before
printing as many copies as desired.
The sheet is “Protected” to prevent
unintended changes, but you can
modify it before printing by first
“Unprotecting” it. (e.g. to add special

events) - -
. | () [ d D 2 4 Q -3 1
d. Blank Table rosters can also be printed 1 rne e Rt Ot S PSR v pe
for use in tracking attendance and B - < : y
. . Pt i e 4 | 4
miles. (When the meeting dates are ’ | T 2
marked on the ‘Session’ sheet, the B0 - fo ~FBLsSassontSe] FISC32) "aartsere
Table roster shows the dates; Ealdar T EveR Capro ey by et gt e :
otherwise they are blank.) Select the T T ! S
'Table' sheet and use Excel Print to : T i " c
print one or more copies as desired. = s ¥31] the coendir using the ‘;’""j
. 1 | | CHE meatng | SHE = 'Sesitr! workshest anng
When filled out these forms may be s o e 3 5%
used to enter table assignments and ; 7 | cnrmestos | crar'su] desed parrg |
miles into the 'Participants' sheet.
8. You are now readyto enroll | A 49 - e =N L CHIPWit10.xlsx [Read-Only] - Micro
Ty L 2]
partiCipantS al’ld enter fj/) Home Insert Page Layout Farmulas Data Review View Developer
HeartScreen #1 information 3 Arial -l -lHISE=lE i =
as described below. The past :j. e IESES == o
‘ y - |t | 2 S| 0 C yles =] Forn
ContrOI Sheet ShOUId ShOW Clipboard ™ Font Alignment Mumber Styles Cell
the updated status with | cs -( fe | =HYPERLINK{bookname&OFFSET(Participants!SAES2, IF(ISERROR(MATC
check-marks for steps #1 & A |B C D E F G
2, and StepS #3-5 ShOUld be 1 'l:fji-z % (glide pointer over cell A1 fo view helpnote} UserGuide
highlighted with green and 2 Step @ Function description Participant Counts
bold font indicating they are 301 N Maximum capacity= 10
the next steps to perform. 4] 2 [ " Partial Complete Dropped‘ Unused]
53 | Register Participants 1 0 0 0 10
6 | 4 Enter HeartScreen #1 0 0
75 Enter Labs #1 A 0 0
2] (5] Print | ifachila Fualiiatinn 44 h al al

a. Tab to the first unused participant sheet ('1") by clicking the “Register Participants” link or
clicking on the ‘1’ sheet tab at the bottom of the workbook window.
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T on\. = 9~ = Ea ENRFNEANET =D CHIPwit10.xlsx [Read-Cnly] - Microsoft Ex... - =
Haome Insert Page Layout Formulas Data Review View Developer '@) - =
‘—"J Arial _— = 1.0- ' |: f | = : A 5.'—'.:*.:-&:: e ; ~ Jr_ ﬁ
55 Fi ) F "R | % Delete ~ & .
Sort & i oy
Pavste j’ REZRAIEe: : i Sty;les Bl Format - || (2~ Fiter - SF'Ede“.
Clipboard M Font Alignment Number Cells Editing
| B5 - f |
BC D E | F |G|H I J K LMNO P |QIR| S [TUVWXY ZA4 AB | AC AA
3 Unhide Links Keer; URecister‘ HScreen #1 HLahs #1 HEnaluatlun # A " Missing
4 _L_ap; (glids pointer over cells to visw helpnotes) Screen # Labs # Evaluation 2 " W " Botton
] L:; cut sed to drop participants. (Dropped participants are retained in the workbook but
6 B es and totals.) Changing the field toggles the participant status as 'Dropped' or 'Keep'.
7 == | Copy s scrolls to the first rows of that sectien of the worksheet form. The ‘Top' link on the left
a8 [ | Paste st page and the 'Bottom' link on the right scrolls to the bottom rowe of the last page.
g Paste special... rorksheet where missing infermaticn is identified for quick revievr and revision.
10 e fillable and may be completed by typing directly into their cells. (fillable cells are
11 ted feedback on the lifestyle evaluation page can be edited by typing over it in the cells,
12 es must be entered on the pages containing the information. (registration, heartscreen,
13 Clear Contents layed for fields by gliding the pointer over the cells to show popup comments.
14 Citer , used to enter data using the Form links in the leftrmest column (Ferml, Form2, etc.)
15 = ee UserGuide for details on how CHIPwit dataforms work) However, when entries
16 Sort ¥ Irksheet fields, additional operations must be perfoermed to put those entries into the
17 Higde Comment ulas that link the dataform te the worksheet form. These operations are enly needed
18 = combined with dataform data entry. \When these links are shown they must be
19 = is used, to prevent loss of data. (This process includes copying and pasting values
20 g and protecting the worksheet -- see UserGuide for detailed instructions.)
91 an """ when Registration is complete. The 'Screen#1' status shows the number of
32 Screen #1 page shown on the 'Missing' worksheet, or a "v" when Heartscreen #1 data
59 &2 t1' status displays the number of incomplete vitals and/or Iabs showen on the 'Missing'

b. Read the helpnote showing at the top of the sheet and then hide it. (see 2.b above) It can be
viewed any time by gliding the pointer over the leftmost cell at the top of each section of the

sheet. (‘B5’, ‘B57’, ‘B115’, etc.)
c. Fill out the Registration form by typing directly into the shaded fields.

R R B Ba ENRFNEANET R CHIPwit10.xlsx [Read-Cnly] - Microsoft Ex... - =
i
Home Insert FPage Layout Formulas Data Review View Developer "E") - =
== M| |Aial -l -lISS=S Genera - A E
J ria |_ = i| =l & : A ﬁ
R I oA == ElE Yoo | = Delet &= =
Paste —— Styles || .. Sort & Find &
j [E55 || <3 y | |EZ 25| | @ | : = =] Format = || <2~ Filter~ Select~
Clipboard M= Fant Alignment MNumber Cells Editing
| E& - e | =IF(AND($556=0 SACS5=0 SACET =="##" SACEG=""SACEH==3ACS7), I
BC D E | F |GH I J| K LMNO P QR S TUVU".-XYZA} AB | AC AA
3 Unhide Links Keep‘ URecister‘ 1|Screen # Labs #1 Evaluation #1 ~ & " Missing
4 EE (plide pointer over calls to view helpnotes) Screen # Labs # Evaluation #2 * ¥ Y Buottom
]_—I |
6 Registration Form .
7 CHID Seszion filename | Name or ID#
o |Cirst name .
] Mame: | | |Enter participant's first name
g First or use 'Form1' to enter it
10 Prefarred name for name tag P 2
11
12 IMailing addrass I 2
13 Line 1 Line 2
14 City: 1 . State/Province: DG " Zip code™ 20201 :
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d. If you choose to enroll participants using CHIPwit at Info Sessions, after registering each
participant you will print a personalized HeartScreen #1 form with their name, contact info and
appointment information. This may be done by either clicking the Screen #1 link and choosing
the “Selection” option for “Print what,” or by choosing the “Active Sheet(s)” option and printing
only page 2. (Use the “Print Preview” icon button on the Quick Access Toolbar or the Office
button. See the CHIPwit Printing Guide for more details on printing.)

pﬂ\,@lw- 55 @ HRA0- %)
-/J Home Insert Page Layout Formulas Data Review View Developer 'G_J,' - =
== X ||| Al -lio -~ |[[S= A 2 Insert - E - A \}a
J 53 ||| B u A== || [ | Delete ~ || [g]~ *
Paste == Styles || . ] 5ort & Find &
- i \ iE iE ||| 56 = [ Format ~ || <™ Filter - Select =
Clipboard ™ Font Alignment Mumber Cells Editing
| B57T £ |
BC D E | F |GH I J| K LMNO P QR S TUVWXYZN AB | AC AA
b b b b | b b
3 |Unhide Links Keep URecister 9(Screen # Labs #1 Evalustion #1 & Missing
4 EE (glide pointer over cells to view helpnotes) Screen 1'"2 Labhs #2 Evaluation r"z vy Y Bottont
57 “.Nhite Snow 1 6:30 AM  Fri, 01/14/2011
20 Last Name Firzt Name Middle Initial 0% Appt Time, Day & Date
59 | 1 Main Street : '
Gl | ‘Street Address Pl @El
61 Printer

b/ | DayPhone . - . =

63 | Did you cat or drink anything { 20" |[G#HP Officejet 15700 Series h 2
64 | pateofbith:_ 1/1/00 fras s Find Printer

65 . Type: HP Officejet 15700 Series =

A parent died under age 55 of he h history
— Where:  USBOOD4
67 | Mark (X} if you have ever bed  omment:
68 Anging.......... [yr7) [ Print to file
69 Heart attack. .(yr?} e ) .
70 « Angioplasty..(yr?) « Print range Copies
71 Bypass.... [yr?} X ® al Mumber of copies: |1 &
72 Heart failurs..(yr?) Y (:) Page(s) From: | To: = Ema
73 “ Blosd clotting prablem
f4 | Mon-alconol iver gz (NAFLD) | Printwhat ﬂ@ ﬂ@ Collate

— n: () Entire workbook

76 Please fill in the number of 4

77 drink WEEKLY. If you do ha )
78 Meat or =hellfizh :

79 Fowl or fish -

80 Whole or 2% milk - [ QK ] l Cancel ]

81 Cottage cheese ‘

e. If you enroll participants at or after HeartScreen #1, you will need to use the blank HeartScreen
forms described and printed in item #7.b above. Fill in the contact and appointment information
at the Information Session before giving the form to the enrollee.

f. HeartScreen information is entered into the computer using the completed paper copy of the
form. Fields to be completed have shading.

g. Medications are entered in the “Medication Box.” (See the CHIPwit Medications Guide for step-
by-step instructions for entering medications.) Use the “MedType” drop-down list to select the
type of medication from the “KEY” shown at the bottom of the form. Only minimal medication
information is required for CHIPwit to function, but the medication name, indication and dosing
may be entered as desired.

h. After entering all HeartScreen #1 data except labs, which are received later, click the Screen #2
link in the "Instrument panel" at the top of the sheet (see figures above) to select the pages to
be printed when the labs are entered. (The Evaluation #1 link may be used instead to print only
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the Evaluation #1 pages without the HeartScreen #2 form. See 10.d & 10.e below and review
the CHIPwit Printing Guide for more explanation about printing options and procedures.)

9. Lab values are best entered into the 'Labs' sheet. (They can also be entered directly into the
participant sheet if desired by clicking the Labs #1 link in the "Instrument panel" to scroll to the lab
fields on the HeartScreen #1 form.)

a. Tab to the ‘Labs' sheet and type the lab values in the columns provided, being sure to enter
them for the correct participant name. (digital lab reports can be imported with the CHIPwit
Professional version, but not with the macro-free version)

E;ﬂ =, = By @ ENRNELRET N B CHIPwitl0.xlsx [Read-Only] - Microsoft Ex...
_%f Home Insert Page Layout Formulas Data Review View Developer
= X ||[Arial -z -1 == General Il A g2 Insert - X - 5
J o [mro A === s -% »| | Foaeter  @- %? jia
"ty Ee-A] (=] WS | Eiromat - | O~ Fiters seiect -
Clipboard ™= Font ] Alignment ] Mumber T= Cells Editing
| A - fe | Participant
A B C| D E F G | H I J K L [ M| N
1 |Participant | A © Hs#2: )
2 ID# MName kaw FBS TChol HDL TGL FBS TChol HDL TGL row
3 | 1 White, Snow . 7 . : F
4 | 2 | This worksheet is used to enter lab values from |
53 HeartScreen #1 and #2 (labs can be entered directly |
6 4 into the participant worksheets -- '1', '2', etc. -- butitis |
7.5 usually easier to enter them all in one worksheet) |
8 6 - Enter HeartScreen #1 values for each participant |
9 | 7 listed in the left portion of the form [columns D:H] |
10| 8 - Enter HeartScreen #2 values for each participant |
11, 9 in the right portion of the form [columns I:M]
12 110 | - Cells are shaded in gray when values in participant
18 worksheet override values entered here.
;g (use Hide Comment' on Review'tab to hide this box)

b. The lab values entered in the ‘Labs’ sheet automatically appear on the forms in the participant
sheets ('1', '2') — no further action is required. (Lab values entered in the individual participant
sheets (‘1’, '2’) override values entered on the ‘Labs’ sheet. Overridden values are shown with
gray-shading on the ‘Labs’ sheet.)
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10. You are now ready to review the evaluation forms and make any desired changes before printing
them. The software automatically adjudicates the evaluation forms and annotates them for you.
(Initially you may wish to review the participant sheets to assure that it is adjudicated appropriately,
but after using the software you may decide to just review them after printing the forms.)

l:% = o - = B @ ENEN SN CHIPwit10.xlsx [Read-Only] - Microsoft Ex... - =
2
—-/I Home Insert Page Layout Formulas Data Review View Developer e - =
== X ||| Adal 1~ IS == A 2 Insert = - A I
j—é B I O-Au|NE=E= § - ’ Delete ~ || [#]~ _"{ _ }3
Paste —— ==l Styles || o B Sort & Find &
- || EE|¥ - || B Format > || CA T Fijter - Select~
Clipboard ™ Font Alignment MNumber Cells Editing
| Al - f | HeartScreen
A |B C D E|F|G|H I |J|K|L| M N | O | P
1 |HeartScreen ‘“ rover cell AT for helpnotes — click X's below fo go to missir i
2 Data Entry Checklist (x = missing items, red-x = critical info, green-x = warning only)
3 ID#| 1 3 4 5 6 7 8 9 10
4 Fields \Sheet ] 1 3 4 5 G 7 8 9 10 Ranges
9 Dropped (0) This worksheet form identifies the missing data on each participant
6 Gender i x|worksheet form. (01, 02, etc.) It is designed to help quickly find and correct
7 Bitthdate 1 X|missing or incorrect information.
8 Status X X
9 Marital 3 % x|- Heartscreen data entry fields are listed in the leftmost column. (Items from
10 FamHzx 1 *| heartscreen #£1 are listed in the top section of the form and heartscreen #2
11 | is in the bottom section.
ing?
1% :332% . : : - Participants are shown in columns with ID# (01, 02, etc.) and worksheet
14 Foods? 1 » | name across the top of the worksheet. Participants are listed from left to
15 RestStress | x x| rightin the sequence they are shown on the 'Participants’ worksheet form,
16 Exercise : x x| which may be sorted or changed. The ID# serves as the worksheet name
1; Smoke 4 *  *| unless and until worksheet names are changed. (e.g. to use initials)
Height
19 w";;igght 9 i i - Missing fields are indicated with "x"s. Red "x"s indicate critical information
20 7 that must be entered. Green "x"s indicate warnings or possible missing
21 Wrist 1 = x| information. Click on the "x"s to scroll to the missing fields.
22 Bloodpress | % % . . o
53 3 - Some items may not be used with each program (e.g. HbA1c), and some
24 Pulse 1 . x| items may not be available. (e.g. LDL when TGL =400)
25 Blood sugar 4 *  *|-For a description of what is missing, glide the pointer over the fields listed
%g Lﬁf'fhh;' i i i in the leftmost column and a brief explanation is displaved. The 'Ranges'
28 Triglycerides J x  x column contains the cell range of the missing data.

a. The first step is to review the 'Missing' sheet for missing information. This sheet lists participants
in columns and data fields in rows. Missing data is indicated” with an “X” in the column for the
participant sheets missing the information. Clicking the “X”s scrolls to the actual fields on
participant sheets with the missing data.

b.

C.

After making any corrections, be sure to click the Screen #2 (or Evaluation #1) link to select the
pages to be printed before leaving the sheet. Do not click any other links after clicking the
Screen #2 or Evaluation #1 link or the page selection will be lost. Tab to the ‘Missing’ sheet to

continue the review process using the tab at the bottom of the workbook window.

After fixing missing information you can either review the forms by tabbing to each sheet in turn
('1', '2") and scrolling up & down to view the forms, or you can use Print Preview to review them
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11.

12.

13.

14.

15.

before printing. (use the Quick Access Toolbar icon or Office button) After getting comfortable
with the software you will find that printing and reviewing the paper forms is adequate since you
can easily go back and make any changes needed and print individual evaluations as needed.

d. To print the evaluation forms "en masse," the forms (pp. 3-5) must be selected on each

participant’s sheet. This is done by clicking the Screen #2 link on each sheet. (clicking
immediately after entering HeartScreen data or making any changes is best so you do not have
to thumb through the sheets to do it later) The Evaluation #1 link is used when you do not want
to print the HeartScreen #2 form with Evaluation #1 forms. It may be more efficient to print both
in one printing rather than doing a second printing later. (The HeartScreen #2 forms can be
pulled out and distributed just before HeartScreen #2 to avoid their being lost.)

e. To print “en masse,” select multiple participant sheet tabs before performing the Print operation.
This is typically done by clicking the tab for the leftmost sheet to be printed (e.g. '1") and
scrolling the workbook tabs until the rightmost sheet tab appears, then holding down 'Shift' as
that tab is clicked. Sheets for "dropped" participants and unused sheets should not be selected
since they will be printed if selected. As described elsewhere, if sheets for “dropped”
participants are hidden they will not appear and will not be selected for printing. (Sheets may
also be selected by holding down 'Ctrl' and clicking on individual sheet tabs.)

f. Use Excel Print (Office button) to print the selected sheets. Choose "Selection” under "Print
what," then select the desired printer and number of copies. Doing a Preview is recommended
before printing a large number of pages. After previewing, just click 'Print' to print the forms.

Individual sheets can be printed as described by just selecting one sheet tab.

With CHIPwit it is unnecessary to print extra copies of the evaluation forms for each participant
since you have a digital copy available at any time. It is more eco-friendly to offer extra copies
upon request than to print copies that will not be used.

Blank HeartScreen #2 forms are needed a few days before HeartScreen #2. If they were not printed
with Evaluation #1, they must be printed. This can be done as described for Evaluation #1 above,
except that the Evaluation #1 status must be updated (non-blank) before the Screen #2 link is
clicked for each sheet so the HeartScreen #2 form only will print. Follow the procedures described
above to select the sheets and print the forms.

Evaluation #2 is a repeat of item #10 above, except for using the Evaluation #2 link. (pages 6-8 of
the individual participant sheets) No HeartScreen forms are printed with Evaluation #2 since no
further HeartScreens are done. (Copies of the HeartScreen #2 forms could be made and used for
additional heartscreens.)

The group summary and charts are printed using the "Group' and 'Charts' sheets. Tab to them and
use Excel Print to print their contents. You may also copy and paste their contents in a presentation
program such as PowerPoint.

Certificates may be printed using the 'Certificates' sheet. (instructions are found in the helpnotes
and UserGuide) Click the “Select forms” link to select the certificates to print. Then use Excel Print
with the “Selection” option for “Print What?” to print the certificates on proper paper stock.

The awards may be printed using the ‘Awards' sheet. The 'Participants' sheet lists each participant
with the changes in major risk factors. Awardees are calculated by the 'Participants' sheet and
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16.

17.

18.

linked with the ‘Awards’ sheet. Awardees may be changed on the ‘Awards’ sheet to override the
automatic assignments. (see ‘UserGuide’ for details)

The 'Export' sheet is used to generate the file to send to the CHIP central database. Tab to the
'Export’ sheet and follow the instructions in the comment box.

The Beck Depression Index and the Standard Form-36 are included in this copy of the software.
Enter “Y” in the ‘SF36 & BDI2’ optional measures box on the ‘Session’ worksheet (see 4.f above) to
use them to collect data about global health and function. Participants may be given a copy of the
BDI-2 and SF-36 with their CHIP questionnaire to fill out before HeartScreen. Responses are
entered into the 'BDI2' and 'SF36' sheets. The 'SFBDIs' sheet is used to produce a 1-page report for
each participant. (It is best not to attempt using these forms with the first use of the software since it
makes the learning curve considerably steeper.)

There are, of course, more features and functions not described in this brief summary but they are
optional and not likely to be something to attempt using with your first CHIP program. Two features
are worth noting that can save time.

a. "Short-cuts" are provided for entering addresses. Common cities entered in the Short-cut table
on the ‘Session’ sheet can be entered on the Registration form by entering a digit from 1-5 in
the “city” field. (Entering the ID# number of a registered participant in the address field will bring
up that participant's complete address. This is especially helpful for couples.)

o) = 9 - 5 Ga [® = O &y )= CHIP13 Sep 2010.xlsx - Microsoft Excel
—-'/l Home Insert Page Layout Farmulas Data Review View Developer
| city3 - F | =IF{ OR{ISBLAMK({SF516) AGLA="85"),"" AG16)
A B G D E F G H I J | KL M M 0 =
ar
1 CHIP Chapter and Session Descriptive Information C'j'?;" Program Info Tables
Suide
=
& _ bl -
4 |Chapter Infermation Chapter code: 10141 City Short-cut Table
= p Ul |
| |
(=] Chapter name: Rocky Mount SOA CHIP CHIP Director: Code City State  Zip
| |
T Organization: BEM LHC Phone number: 1 Rocky Mount| WA | 24151
| |
= . - T wtensinn "
5] Address 1: PO El_cxu. . Fxthnslcn. . S = P p——— dig'rt 3z H
o Address 2: 350 Tanyard Road . E-mail address: . 3 ,l_assigned to this |
10 City: Rocky Mount Print Headings 4 City, State & Zip |
| o
11 State: W& Lak units in: mg/dL Left Center Right 5 | |
. v _ B FockyMount  ©  CHIFLifortyle 50 Tangar
12 Zip code: 24151 Ht & wagt in: inchilbs. SDACHIF Evaluation Finad
- T MFk:oog-ooon W A Fiozky Moune, V)
13 Country: USA Paper size: 8.5x11 24151
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b. The sheet names A B C [ D E F G
listed on the 'Panel’ Help® %‘ (glicle painter over cell A1 to view helpnote ) UserGuide

1 Note &
sheet may be usedt0 = > step @ Function description Participant Counts
tab to the sheets in 3 | 1 |V EGEVECEHECE Maximum capacity:‘ 50
the workbook. Just 4| 2 i Partial Complete Dropped  Unused]
lick on th 5 3 Register Participants | 0 0 0 50
clickonthe nameto 5= 4 Enter HeartScreen #1 | 0 0
tab to the sheet. This 7 5  EnterLabs#1 | 0 0
is often easier than 8 6 Print Lifestyle Evaluation #1 0 0
. 9 | 7 Enter HeartScreen #2 0 0
flndlng the sheet tab 10| 8 Y Enter Labs #2 3 0 0
at the bottom of the 11 9 PrintlLifestyle Evaluation#2 0 0
workbook. (The color 121 10 | Print Group Summary i
Of the sheei names 13 11 - EXDOH CHIP data - Glide the pointer over the number of thie
14| No. Spreadsheetsinthis workbook No.  §|spreadsheets listed below to view a
corresponds to the 15 1 14 ‘hrle'r description of thelr Content ang
function. They are listed here with the
tab color of the 16 2 15 « |tab colors in the order they appear in
Sheets.) 17 3 16 « [|the workboek. (L to R) All spreadsheets
18 4 17 are protected (no passwords) to avoill
19 5 1.2. 3 etc. 18 7 |unintended changes. The hidden
20 A Labs 19 % |worksheets are listed last.
21 7 20  Survey
2 8 21 " USurveys
23 9 22 " Data
24 10 ° Group 23
25| 11 " Chars 24 UserGuide
27 13 WXELE 26 0(hidden)
28 27 " Stratify (hidden)
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