
REPORTS USER GUIDE 

NB:  You can hover over the blue ‘i’ icons next to the date fields in each of the reports to find 

out which date in the database the fields use to filter the report data 

 

DATA ENTERED REPORT: 

 

 

The ‘Date Entered’ Report shows a count of records entered by your organisation (ie. Data entered 

under the same NACR code), broken down by record type. 

 

The date filter/period selected will filter records by: 

Initiating Event: IE’s created with an IE date between the dates specified. 

Assessments:  Ass (1,2, or 3) created with an Assessment Date between the dates specified. 

Phases:  Phase records (1,2,3 or 4) created with a Phase Start Date between the dates specified. 

Commissioning Pack (Early and Core) Commissioning Pack records created with a Start Date between 

the dates specified. 

 

 

  



DEMOGRAPHICS REPORT 

 

 

 

 

 

The Demographics Report shows a count of the Initiating Event and Treatments by gender and age 

range 

The report is split into 2 tables – one which shows data for Initiating Events created by your 

programme; a second, underneath,  that shows Initiating Events created by other centres, that your 

programme has had Rehab or Assessment record activity with. 

This report downloads into an Excel file. 

 

  



REASON FOR REFERRAL REPORT 

 

 

 

 

 

 

The Reason for Referral Report shows a count of patients by Initiating Event and Treatment.  As the 

Initiating Event is a shared record, and programmes may have rehab/phase activity with a patient 

but may not have created the Initiating Event Record, the report shows a count of IEs created by 

your programme (Column C), and IEs created ‘Elsewhere’, but where your programme has a rehab 

record attached/associated (Column D), and a Total count (Column E). 

The date range uses the Initiating Event date. 

This report downloads into an Excel file. 

  



REHAB SUMMARY REPORT 

 

The Rehab Summary Report shows Phase and Commissioning Pack data rehab record counts, by 

centre creating the IE, and by centre creating the phase record.  The date range calculates: 

The number of IE’s with an IE date within the period 

The number of patients starting the phase within the period 

The number of patients completing the phase within the period 

So the numbers may not ‘add up’ – ie. there may be patients who started in this period, but didn’t 
complete, or vice versa. 

This report downloads into an Excel file. 

 

 



REASON FOR NOT TAKING PART / REASON FOR NOT COMPLETING REPORTS 

 

 

 

 

The ‘Reason for Not Taking Part’ and ‘Reason for Not Completing’ reports both work in the same 

way.  The date filter for the Reason for Not Taking Part is by Initiating Event date and the Reason for 

Not Completing is by Start Date.  The reports show a count of each reason ‘type’ by rehab record. 

These reports both download directly into Excel. 

 

  



OUTCOMES REPORT 

 

 

 

The ‘Outcomes’ Report shows Outcome measurements for the Assessment Records you have 

recorded on NACR.  The date filter is by Assessment date and, using the ‘Time Period’ box, you can 

select to view either 12 week outcomes (Ass 1 and 2) or 12 month outcomes (Ass 1 and 3). 

Outcomes can only be reported where a patient has both Assessment records/values and where the 

later Assessment (2 or 3) has been created by your organisation. 

Outcomes BMI-Dartmouth COOP: The report will show a total count of patients with both 

Assessment values for the outcome measurements, the number of these with the outcome specified 

at Ass 1 (ie.  BMI <30; Exercise 150 mins per week etc), and what percentage this is of the total 

number; then the number with the outcome at Ass 2 or 3 (12 week or 12 month) and the percentage 

this is of the total number.  The final column shows the percentage point change between the two 

assessments. 

6-minute/Shuttle Walk tests: Again the report shows a total count of patients with both assessment 

values, then a mean distance, in Metres, for Ass 1 and Ass 2 or 3 (12 week or 12 month), followed by 

the mean change (in metres) between the two. 



Using the Extracts 

NB:  This guide uses Access 2010 

Note on the fields available: The HSCIC are due to update the contents of the Extracts, to 

reflect the changes made to the database back in April 2015.   For example, currently, the 

Referred Date is still showing on the Initiating Event Record, not in its new location in the 

Rehab Records; the Rehab Records are also not showing the split of the Commissioning Pack 

record into Early and Core.  This update is scheduled to happen soon, and we will keep users 

informed, and update this guide accordingly when it has been done. 

************** 

As well as the pre-written reports, which show patient counts, the NACR database also contains the 

facility to download raw data Extracts, which you can use to interrogate the data yourself.  Below 

you will find some basic instructions on how to use these files, and how to write basic queries.  

Going forward, we are planning to create an online resource containing examples of queries, to help 

you run reports you might need. 

NB:  You will need MS Access installed on your PC in order to use these extract files. 

Go to ‘Reporting’ on the database, and click on Extract: 

 

 

You will have a list of available extracts – you are interested in the 3 extracts, Patient, Initiating Event 

and Rehabilitation, which relate to 3 of the different file/record types on the database: 



 

 

Essentially what we are going to do, is download the data from these 3 files, import it into Access as 

3 tables, and join these tables together so you can look at all the data combined. 

 

Step 1: Click on ‘Patient’ and select a date range – remember that this date range uses the date the 

record is created, so it’s best to make the range larger than you think you might need, as you can 

always filter the data better later on when it’s in Access.  Then click on Export: 

 

 

 

If you are doing this in Internet Explorer, it will ask you if you wish to open or save the file.  Choose 

‘open’ and it will open in Excel: 

 

 

 



If you are using Google Chrome, it will just download it, and you will need to open it from the 

bottom bar of your browser: 

 

Your file is a .csv file, but you need to save it as an Excel Workbook in order to use it in Access.  So, 

decide where you want to save it – if this is something you’re going to want to do regularly, then 

perhaps create a folder somewhere so all these files are in the same place – then click on ‘Save As’, 

select your location, save it with a unique name – we would suggest Patient followed by today’s date 

– and select ‘Excel Workbook’ from the ‘Save as type’ dropdown list: 

 

Step 2: Repeat Step 1 for the Initiating Event and Rehabilitation Extract files.  Make sure you use the 

same date range for each as you did for the Patient file.  And save them, in the same folder, as the 

Patient file, using the ‘extract name + today’s date’ format, as an Excel Workbook. 

Open Access, and double click on ‘Blank Database’ : 

Step 3: Click on ‘External Data’ and ‘Excel’ 

 

A ‘Get External Data’ box will appear.  Click on ‘Browse’ next to the ‘File Name’ box and find the 

Patient extract file you saved earlier, and click on ‘Open’: 

 

 



 

Keep the selections on the next pop up box, and click ‘OK’ 

 

 



Make sure ‘First Row contains column headings’ is ticked, and click on ‘Next’: 

 

You shouldn’t need to change anything on the next screen, so click ‘Next’again: 

 



In the next table, you need to select a Primary Key for the table.  We recommend you use NHS 

Number (but you can use others, like the Patient ID).  Select this, as shown below, and click on 

‘Next’: 

 

The data will import into an Access Table called PatientExtract (unless you give it a new name).  Click 

on ‘Finish’:

 



A ‘Save Import Steps’ box may appear – click on ‘Close’ on this box, at this point we don’t need to 

save import steps.  It may also say not all the data has imported – this will likely be unusable records, 

so don’t worry about this. 

In the Navigation Pane to the left hand side of Access, you will see your Table listed (if they don’t 

show, click on the arrow to the right of the column): 

 

 

You now need to repeat ‘Step 3’ to import the InitiatingEvent Extract, and the RehabilitationExtract 

into your Access database.  You may get error messages saying you have duplicate data – just click 

OK on these, and move on, they don’t affect the imported data. 

 

When you have imported all 3 tables, they should all show in the Tables list in the navigation pane 

(nb. The ‘Import errors’ table has been deleted) 

 

You can now use the Query Design function to link the 3 tables together so you can pull data out of 

them. 

Step 4:  Click on ‘Create’ and ‘Query Design’ 

 



This will open a blank query.  You need to ‘Add’ all 3 tables.  Highlight each table one by one, and 

click on ‘Add’, then ‘Close’ the ‘Show Table’ box : 

 

You can move the boxes around, and drag the edges to expand the size so you can see all the fields 

listed in each one.  You will notice there is an arrowed line going between each of them.  This links 

the NHS number field in each table, making it possible to build a query using data from the 3 

different tables: 

 

You can now combine fields, put in date ranges / specific criteria in order to have a look at your data 

in more detail.  Double click, or drag and drop a field to add it to the query criteria box below the 

tables. 



 

Here’s a simple example: 

A list of patients and their Initiating Events / Treatments, between specific IE dates: 

 

 

Fields selected are NHS no. and Surname from the Patient Extract, and Initiating Event, Initiating 

Event Date and Treatment from the Initiating Event Extract.  The date range has been put in the 

‘criteria’ line under the Initiating Event Date column (NB. If you don’t put a date range in, the query 

will pull patients from all the data in the tables). 

 

 

 

Back in the top LH corner of Access, click on the red exclamation mark to run the query: 

 

Your query will run, and you’ll get a table showing results, similar to this: 

 

How to Filter your results 

When you’re putting in ‘criteria’ to filter your results, you need to use very specific language and 

make sure that, if for example you’re wanting to look for a specific Initiating Event, or Phase, that 



you include the name exactly how it is in the database.  For example, if you look at the table above, 

to search for all MI non-stemi initiating events, you would have to use the criteria term: 

= ‘3_MI (NStemi)’ 

For all MI Stemi patients it would need to be: 

=’2_MI (Stemi)’ 

Similarly if you wanted to look for Phase 3 Rehab Records, you would need to use the criteria: 

=’ 3_Phase 3’ 

Or for Core Rehab: 

=’ 6_Comm Pack Core’ 

To search between two dates, you need to use the following format: 

Between dd/mm/yyyy and dd/mm/yyyy 

Please note, remember that any organisation can create a part of a patient’s record.  Therefore, 

more than one organisation can be involved in the patient’s care.  You need to make sure that you 

include the ‘Created By Organisation’ field, and filter those created by your organisation, so you are 

only looking at your own Rehab Records in order to get an accurate count eg: 

 

Instead of RCB55, you would put your own organisation code in. 

A useful online page to bookmark, which has a list of some of the most common criteria:  

https://support.office.com/en-us/article/Examples-of-query-criteria-3197228c-8684-4552-

ac03-aba746fb29d8 

 

 

Any queries re: using the reports, or using the Extracts via Access, 

please contact the NACR team:  01904 321326 

https://support.office.com/en-us/article/Examples-of-query-criteria-3197228c-8684-4552-ac03-aba746fb29d8
https://support.office.com/en-us/article/Examples-of-query-criteria-3197228c-8684-4552-ac03-aba746fb29d8

