Procedure Manual

Below Deductible Database

Before Beginning:

1. If you do not have Access installed on your computer, you will not be able to open this database.  If this is the case, please see the IT unit, LAN Administrator, or others in your agency for assistance with getting Access installed.  

2. Determine the version of Access that is currently being used on your computer.

· There are two versions of the database available: Access 1997 and Access 2000.  Make sure you know which version you are working on before opening the database.  If you open the database in a different version, you won’t be able to make changes in the design mode.

3. If you are not familiar with Access, you may want to work with your IT unit or person, take a beginning Access class, talk with others who know how to use Access, refer to an Access User Manual, or find other ways of getting familiar with the software prior to using the Database.  

Step #1:  Open and save the Database on your computer.

Step #2:

2.0 Click on the Forms Tab down the left side of the page.
2.1 As seen below, (Figure 2.01) the Directory currently contains: Two different input forms – both have the same information, just different formats (Figure 2.02 and 2.03).  

2.1.1 If you choose the form titled “Deductible Form” (Figure 2.03), you can manually look at the pages in this form by using the Tabs across the top of the form page.

2.2 Double click on the icon for the form you would like to use, and enter the claim information (you use both; the same information will be saved to the Table.

2.2.1 You can use the Tab key to move down the form page.

2.2.2 When you get to the end of the claim input form, if you press the Tab key it will take you to a new form page and you will be ready to input the next claim.  

2.2.3 If you are finished inputting all claims, use your mouse to click the lower of the two “X’s” in the right hand corner of the screen.  Hitting the upper “X” will cause you to exit Access.

2.2.4 Once you have entered the claim information, it will be stored in the Deductible Database Table.

2.3 The fields in the form is the information Risk Management projected state agencies may want to collect concerning below deductible claims.  If you need additional or different fields, you need know how to work in the Table Design Mode.  We do not recommend this unless you have knowledge of Access Databases.

2.4 Your agency will need to decide how your claims will be numbered, identified, etc.  Currently the database will accept whatever number, letters, etc. that you input into the Claim Number field.  However, the database will not allow you to input duplicate Claim Numbers.  

2.4.1 Your agency may choose to change this criteria so that your database only accepts certain characters i.e., alphabet, numbers, etc.  If so, you will need to change this information in the Table Design Mode.  We do not recommend this unless you have knowledge of Access Databases.   

Figure 2.01
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Figure 2.02
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Figure 2.03
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Step #3:  Viewing the Deductible Data Base Table of your agency’s claim data (see Figure 3.02 below for a picture of the Table):

3.0 This is not a necessary step, but will help you review the claim information you have input in a spreadsheet format.  Remember, all data input into the forms is stored in this Table.
3.1 From the database menu, click on the Table Tab located on the left side of the page (see Figure 3.01).  Then, double click on the icon “Deductible Data Base Table”.  
3.2 You can amend records in the Table.  However, make sure make changes to the correct record and save the table prior to exiting the database.  
3.3 When exiting the table, if you have made changes, you will be asked if you want to save the changes, or if you want to save the changes without exiting the table, click on the diskette picture on the left side of the toolbar.
Figure 3.01
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Figure 3.02

[image: image5.png]Microsoft Access - [DEDUCTIBLE DATA BASE TABLE : Table]

@"‘H%a \ew M2 A =R=R

'AGENCY CODE| CLAIM NUMBE|_TYPE CODE | LOSS DATE | CLAIM STATUS | CLOSE DATE | ACCIDENT LOCATION =

>
o T

—- EINP =T ]




Step #4:  Reports

4.0 To view the Report Directory, click on the “Reports” Tab located on the left hand side of the page (see Figure 4.01).

4.1 Reports can be opened to review the formatting, but they will not have data until your agency has input claims.  The information input into the forms, and subsequently saved in the Deductible Data Base Table, will be the data in the reports.

4.2 To open or view the reports, click on the icon next to the report title (see Figure 4.01)

4.2.1 Agency Claims Detail Report (See Figure 4.02) – is a report containing all fields in the Data Base.  This report is a replica of the Semi-Annual Claim Detail Report that is sent to your agency twice each year by RMD.

4.2.2 Agency Closed Claims Report (See Figure 4.03) – is a report that will provide you with the claims that are in the Deductible Data Base that have been closed.  This report is a replica of the Quarterly Closed Claims report that is sent to your agency each quarter by RMD.  

4.2.3 Agency Employee Claims Report  (See Figure 4.04) – is a report that sorts the claims in the Data Base according to the Employee’s Name.  

4.2.4 Agency Open Claims Report (See Figure 4.05) – is a report that will provide you with the claims in the Deductible Data Base that are open.  This report is a replica of the Quarterly Open Claims Report that is sent to your agency each quarter by RMD.

Figure 4.01
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Figure 4.02
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Figure 4.03
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Figure 4.04
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Figure 4.05
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Step #5:  Queries

5.0 To view the Query Directory, click on the “Query” Tab located on the left hand side of the page (see Figure 5.01).

5.1 Queries are summary reports that assist in the analysis of various fields within the Data Base.  They cannot be opened to review the formatting until your agency inputs claims into the Data Base.  The information input into the forms, and subsequently saved in the Deductible Data Base Table, will be the data in the queries.  For Example, the Annual Crosstab Query by Type Code will provide you with the number of claims each year by the Type Code.  The Annual Crosstab Query by Agency will provide you with the number of claims each year for the various sub-numbers within your agency.

5.01 Figure
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