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HIV Care Program (HCP) Clinical Quality Management (CQM)
Performance Measurement Tools Instructions

The Office of AIDS (OA) CQM program developed HCP CQM performance measurement tools to calculate performance measures as required by the Health Resources and Services Administration CQM Policy Clarification Notice 15-02 and the California Department of Public Health OA CQM Plan. The tools include one “HCP CQM Performance Measures” Workbook and five ARIES reports that work together to calculate performance measures for 
four primary services within Ryan White (RW) Part B programs (Outpatient/Ambulatory Health Services (OAHS), Medical Case Management (MCM) Services, Non-Medical Case Management (NMCM) Services, and Food Bank/Home-Delivered Meals (FBHDM)). HCP sub-recipients are required to monitor performance measurements outcomes for OAHS, MCM and NMCM.  HCP sub-recipients can use these tools to calculate performance measures and to identify and follow-up with clients who do not meet the performance measures. HCP sub-recipients are not required to monitor performance measurement outcomes for FBHDM but may use these tools as an option to identify and follow up with clients who do not meet the performance measure. 
 
Note: These tools are intended for RW Part B HCP only. The output does not include HCP clients served by the Housing Plus Program or clients who received Early Intervention Services and/or Outreach Services that are reported in the Anonymous Client Encounter Module. Please do not use these tools for other grants or contracts. 

[bookmark: _Hlk89954416]STEP 1: Save and prepare a copy of the “HCP CQM Performance Measures” Workbook

A. Open the “HCP CQM Performance Measures” Workbook.

B. If prompted, click the button to “Enable Content”.

C. Use the “Save As” function to create a new copy of this workbook.

D. On the “Instructions & Filters” tab, enter the dates that you will use for your ARIES reports in the Reporting Period cells. Enter the beginning date in cell E3 and the ending date in cell F3. 

Note: The worksheet will not function properly without the correct reporting period.  

STEP 2: Determine funded primary services by running the HCP CQM Export 2021 - Funded Primary Services Report

Note: If you would like to run the results for a subcontractor, emulate them in ARIES Client prior to running the reports.
A. Run the HCP CQM Export 2021 - Funded Primary Services report in ARIES which lists all services an agency funded during the specified reporting period.

B. Go to “Reports” and select “Management” from the dropdown and follow the steps listed below under Report 1. 
Note: You may search report names utilizing CTRL + F 

C. [bookmark: _Hlk89952174]OA recommends running each of the ARIES reports using a one-year time period. 

Report 1: HCP CQM Export 2021 - Funded Primary Services

I. Select the HCP CQM Export 2021 - Funded Primary Services report from the Reports>Management dropdown and enter the applicable filters:

· Contract Name
· Select “Like” from the dropdown. 
· Enter “HCP*” in the second field (Using an asterisk after HCP will capture all X07 and X08 contracts within the date range of the reporting period that you will define next).
· Leave the third field blank.

· Contract Start Date
· Select “Before” from the dropdown. 
· Enter the end date of the reporting period.
· Leave the third field blank.

· Contract End Date
· Select “After” from the dropdown. 
· Enter the start date of the reporting period.
· Leave the third field blank.

· Display - no action needed.


After entering your filters, click <Export>, not <Report> (screenshot below). 
[image: ]

II. Export report results: 


After clicking “Export” in previous step, you should see the following screen. For Export Format, select "Text, comma separated" from the drop down menu. Then click the Export button. 

 [image: ]

III. Download and save report results:

After clicking “Export” in previous step, you should see the following screen.
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Click “Download” and save the file in a secure location. For record keeping, name the file as the report name. You may include the reporting period.  For example, " HCP CQM Export 2021- Funded Primary Services 01_2020 to 12_2020".

· If Excel prompts the following message: “Some features may be lost do you want to keep using the same format”, select “Yes”.

· If Excel prompts the following message: “Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file format.”, click the “X” to close this message.

STEP 3: Determine which ARIES reports you need to run, and export based on the results from the HCP CQM Export 2021 - Funded Primary Services Report
.
A. The table below illustrates which data report/exports are required for each funded service category:

	Service Category
	HCP CQM Export 2021- Clients
	HCP CQM Export 2021- Services
	HCP CQM Export 2021- Viral Load
	HCP CQM Export 2021- Insurance

	Outpatient/Ambulatory Health Services
	Required 
	Required 
	Required 
	

	Medical Case Management Services
	Required 
	Required 
	Required
	

	Non-Medical Case Management Services
	Required
	Required
	
	Required 

	Food Bank/Home-Delivered Meals
	Required
	Required
	Required
	



B. Go to “Reports” and select “Management” from the dropdown. 
Note: You may search report names utilizing CTRL + F 

C. As a reminder, OA recommends running each of the ARIES reports using a one-year time period. 

D. All the steps needed to run each report are listed below. 
Note: For a quick reference, the steps listed below are summarized in the “Instructions & Filters” tab of the “HCP CQM Performance Measures” Workbook.

Report 2: HCP CQM Export 2021 – Clients

I. Return to the Reports>Management dropdown and select the HCP CQM Export 2021 – Clients report and enter the applicable filters:

· Service Line Item Service Date
· Select “Between” from the dropdown. 
· Enter the beginning date of the reporting period in the second field.
· Enter the end date of the reporting period in the third field. 
· Do not enter a future date – doing so will result in zero records.


· Client Latest Data Periodic Year
· Select “=” from the dropdown. 
· Enter the year of the reporting period end date in the second field.
· Leave the third field blank.
· Do not enter a future date – doing so will result in zero records.

· Client Latest Data Periodic Month
· Select “=” from the dropdown. 
· Enter the number of the month of the reporting period end date in the second field (i.e., enter “12” to represent December).
· Leave the third field blank.
· Do not enter a future date – doing so will result in zero records.

· Contract Name
· Select “Like” from the dropdown. 
· Enter “HCP*” in the second field (Using an asterisk after HCP will capture all X07 and X08 contracts within the date range of the reporting period).
· Leave the third field blank.

· Display - no action needed

After entering your filters, click <Export>, not <Report> (screenshot below). 
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II. Export report results: 

After clicking “Export” in previous step, you should see the following screen. For Export Format, select "Text, comma separated" from the drop-down menu. Then click the Export button. 

[image: ]  
III. Download and save report results:

After clicking “Export” in previous step, you should see the following screen.
[image: ]
 
Click “Download” and save the file in a secure location. For record keeping, name the file as the report name. You may include the reporting period. For example, " HCP CQM Export 2021 – Clients 01_2020 to 12_2020".

· If Excel prompts the following message: “Some features may be lost do you want to keep using the same format”, select “Yes”.
· If Excel prompts the following message: “Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file format.”, click the “X” to close this message.

Report 3: HCP CQM Export 2021 - Services 

I. Return to the Reports>Management dropdown and select the HCP CQM Export 2021 - Services report and enter the applicable filters:

· Service Line Item Service Date
· Select “Between” from the dropdown. 
· Enter the beginning date of the reporting period in the second field.
· Enter the end date of the reporting period in the third field. 
· Do not enter a future date – doing so will result in zero records.

· Display - no action needed

After entering your filters, click <Export>, not <Report> (screenshot below). 
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II. Export report results: 

After clicking “Export” in previous step, you should see the following screen. For Export Format, select "Text, comma separated" from the drop down menu. Then click the Export button. 

 [image: ]

III. Download and save report results:

After clicking “Export” in previous step, you should see the following screen.

 [image: ]

Click “Download” and save the file in a secure location. For record keeping, name the file as the report name. You may include the reporting period. For example, " HCP CQM Export 2021 - Services 01_2020 to 12_2020".

· If Excel prompts the following message: “Some features may be lost do you want to keep using the same format”, select “Yes”.
· If Excel prompts the following message: “Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file format.”, click the “X” to close this message.



Report 4: HCP CQM Export 2021 - Viral Load

I. Return to the Reports>Management dropdown and select the HCP CQM Export 2021- Viral Load report and enter the applicable filters:

· Service Line Item Service Date
· Select “Between” from the dropdown. 
· Enter the beginning date of the reporting period in the second field. 
· Enter the end date of the reporting period in the third field. 

· Contract Name
· Select “Like” from the dropdown. 
· Enter “HCP*” in the second field (Using an asterisk after HCP will capture all X07 and X08 contracts within the date range of the reporting period).
· Leave the third field blank.

· Viral Load Date
· Select “Between” from the dropdown. 
· Enter the beginning date of the reporting period in the second field. 
· Enter the end date of the reporting period in the third field.

· Display - no action needed

After entering your filters, click <Export>, not <Report> (screenshot below). 
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II. Export report results: 

After clicking “Export” in previous step, you should see the following screen. For Export Format, select "Text, comma separated" from the drop down menu. Then click the Export button. 
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III. 
Download and save report results:

After clicking “Export” in previous step, you should see the following screen.
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Click “Download” and save the file in a secure location. For record keeping, name the file as the report name. You may include the reporting period.  For example, " HCP CQM Export 2021- Viral Load 01_2020 to 12_2020".

· If Excel prompts the following message: “Some features may be lost do you want to keep using the same format”, select “Yes”.

· If Excel prompts the following message: “Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file format.”, click the “X” to close this message.

Report 5: HCP CQM Export 2021 - Insurance

I. Return to the Reports>Management dropdown and select the HCP CQM Export 2021- Insurance report and enter the applicable filters:

· Service Line Item Service Date
· Select “Between” from the dropdown. 
· Enter the beginning date of the reporting period in the second field. 
· Enter the end date of the reporting period in the third field. 

· Contract Name
· Select “Like” from the dropdown. 
· Enter “HCP*” in the second field (Using an asterisk after HCP will capture all X07 and X08 contracts within the date range of the reporting period).
· Leave the third field blank.

· Insurance Start Date
· Select “Before” from the dropdown.
· Enter the end date of the reporting period in the second field. 
· Leave the third field blank.

· Display - no action needed.

After entering your filters, click <Export>, not <Report> (screenshot below). 
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II. Export report results: 

After clicking “Export” in previous step, you should see the following screen. For Export Format, select "Text, comma separated" from the drop down menu. Then click the Export button. 
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III. Download and save report results:

After clicking “Export” in previous step, you should see the following screen.
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Click “Download” and save the file in a secure location. For record keeping, name the file as the report name. You may include the reporting period.  For example, "HCP CQM Export 2021– Insurance 01_2020 to 12_2020".

· If Excel prompts the following message: “Some features may be lost do you want to keep using the same format”, select “Yes”.

· If Excel prompts the following message: “Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file format.”, click the “X” to close this message.



STEP 4: Combine exported reports. 

A. Copy exported report data and paste in the “HCP CQM Performance Measures” Workbook. Each of the data report has a matching tab within the “HCP CQM Performance Measures” Workbook.   

B. Open the data report and select the required columns, copy and paste them to the corresponding file tab as shown in the table below without clearing the columns.  CAUTION:  Do not select and copy any columns that do not have data. Paste the data into cell A1. 

	Report Name
	Columns Copied
	File Tab Name

	HCP CQM Export 2021- Funded Services
	A- B
	Funded Services 

	HCP CQM Export 2021– Clients 
	A-L
	Clients

	HCP CQM Export 2021– Services
	A-E
	Services

	HCP CQM Export 2021– Viral Load 
	A-D
	Viral Load

	HCP CQM Export 2021– Insurance
	A-F
	Insurance 



STEP 5: Review results. 

After pasting all the data into the “HCP CQM Performance Measures” Workbook, your results will be shown in the following tabs:

· Summary – includes agency summary for performance measurement results

Note: A “Data Overload” message may show up when there are over 3,000 records in the Clients tab, or over 10,000 records in the Insurance tab of the “HCP CQM Performance Measurement” Workbook. Contact the ARIES Help Desk for assistance if you see the “Data Overload” message.

· OAHS Strata – includes performance measurement results for clients received OAHS services, stratified by priority populations

· [bookmark: _Hlk75258734]MCM Strata – includes performance measurement results for clients received MCM services, stratified by priority populations

· NMCM Strata – includes performance measurement results for clients received NMCM services, stratified by priority populations

· FOOD Strata - includes performance measurement results for clients received FOOD services, stratified by priority populations

· Client Follow-up – includes names and ARIES IDs for clients not meeting certain performance measures. Select filters in columns C–F to filter on an individual measure to see only clients needing follow-up on that measure. To see a list of all clients who require follow up among all services, filter on column A by unchecking the box that says “(Blanks)”.

· Technical Description – includes performance measures definitions and the ARIES reports data elements used to calculate the performance measures
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