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Quality Assurance Database Guide
· Double click on the Quality Assurance  icon, located on your desktop -  

· Login using your assigned User Name and Password (if you don’t have a username and password, contact the QA Manager at 507-775-6586)
This will take you into the Home page.  

1. You may see a list of Voice Reviews needing approval as of the current date.

2. On the left side of window, you will see two links that access sections of the Quality Assurance tool.
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Creating a New QA Review 
Click on Client Link – you are now in the Client Search screen
1. In the Search field, type in the Participant’s last name and click on the Search button.  You will see a list of people with that last name.  

2. Highlight the participant that you are doing the QA on. 

· Click on the Work With QAs button

· Click on the Add New button

3. You will now be in the QA New Workbook screen with the Meeting Info tab selected- see below
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Meeting Info Tab - similar to Workbook Summary
· A Preliminary Meeting date is not required.  Update the Feedback Meeting field with the correct date and check the box next to the date.   Please Note:  It is important that you put a check in the little box next to the date in the Feedback field. 

· The Team Members section should already be populated.  If it isn’t, please add the appropriate members by clicking on the Add Member button.

· In this same tab (Meeting Info), on right side are additional tabs to populate information.  This area is similar to the Basic Information sheet:

·  Family Members – click on Add Family button and type in a member’s name and relationship, click Save.  Continue on with this until all members are added.
·  Informal Support – click on Add Support button, select the correct person using drop down, click Save.  Continue on with this until all persons are added.
·  Other Supports – click on Add Other button, select the correct person using drop down, click Save.  Continue on with this until all persons are added.
·  Licensed Provider Info – click on Add Licensed button, select the correct person using drop downs, click Save.  Continue on with this until all providers are added.
Note:  If, in any of the fields that have drop down options, you do not find the correct person to select, please contact Leann Bieber at 775-6586.
Learning Summary Tab - similar to the What We’ve Learned Document
· Learning Summary Notes - Document appropriate information here, click Save
· Overall Value Experience – Please populate all fields. 

· In the General Findings Contribution Chart, if you come up with a different finding (split finding) for the “Home Life” and ”Family” it is recommended that you go with the General Finding for that area and document the discrepancy in the “What We’ve Learned.”  Click Save
Notes Tab – from Workbook Summary
· Feedback Meeting – Document notes from the final Quality Circle feedback meeting
· Barriers – Document any barriers determined in above meeting.  – Click Save
Provider Value Contribution Tab – Anyone paid to provide services this includes schools
1.
Click on the New Provider button – You will now be in the QA Add Provider Contribution screen. 
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· Provider:  Populate this field with the same Provider you selected in the License Provider tab located on the Meeting Info tab.
· Populate all eight tabs with appropriate information.  

· Click Save
Continue to add all additional providers, following step one above.
Printing a Quality Assurance/VOICE Review

After you have finished the QA Workbook on-line, please email or call LeAnn Bieber for approval before printing.

While still in the QA Workbook screen, click on the Print button located on the menu bar.
This will take you into a print preview of your review – see below:

You can now click on the Print button here and get a final hard copy.

· To Close, click on the X on the top right corner
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Note:  You will need to add additional sheets from the workbook to this print out.  

They are:  The Findings, Life Area Descriptions and if needed, the Respond to Action Plans.
If you were not able to finish a review, you can always save what you have and complete it at a later time.

Editing a Quality Assurance/VOICE Review

Click on Client Link – you are now in the Client Search screen

1. In the Search field, type in the Participant’s last name and click on the Search button.  You will see a list of people with that last name.  

2. Highlight the participant that you are doing the QA on. 

· Click on the Work With QAs button

· Select the QA you need to edit and Click on the Edit button

Continue with where you left off following the directions documented under the Creating a New QA Review section.  

Generating Reports

The Reports option is located on the Home screen Menu Bar, noted with white arrow.
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To generate a report:

1. Click Report on the menu bar

2. Depending on which report you are trying to run, you will have different data input fields i.e.; date range request, provider name etc.  You will need to complete the necessary fields in order to run the report.

3. Once these fields are populated, click on the Display button to run.

Example of the Composite Report
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4. Click on the Print button to get a hard copy of the report.
5. To Close, click on the X in top right corner.
Note:  Not all Quality Assurance Team members will have access to the same reports.
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