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1. Where to Find the Access Query Builder 

 
The Access Query Builder is downloadable from the NACR website: 
 
www.cardiacrehabilitation.org.uk/nacr 
 
Go to óDownloadsô and save the Access file to your computer. 
 
 

2. Exporting the Data from the NACR Database 

 
1 Firstly, you need to Open Lotus Notes / the web page and click on Export 

Data which is under Tools down the left hand side  
 

 
 

Lotus:       Web: 

                             
 
 
 
 
 
 
 
 
 
 
 
 

http://www.cardiacrehabilitation.org.uk/nacr
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2 A box will appear to give you the location where the file will be saved.  If you 
wish to change where it will be saved click on the yellow folder icon and 
choose a different location (make a note of where youôve saved it, if 
necessary) 

 

 
 
3 Then put a tick in the box next to 'Include view column headings' and click OK.  
 

 
 
4 The data will then be downloaded.  When the process is complete a box will 

appear which will give you two options, 1) to open the file in excel, or 2) to 
open the folder.  Ignore these and choose OK.  

 

 
 
5 You can then close down Lotus Notes or the Web database.  
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3. Opening the Access Query Builder 

 
1 Open Access and open the Cardiac Rehab Query Builder file.  
 
2 You may get a security warning as the file opens dependent on how your 

Access is set up.  Just click OK or Open 
 
3 When the file opens you will have four grey option buttons.  Click on the third 

option óImport Dataô. 
 

 
 
4 Find the .csv file which you exported from NACR (if you didn't change the 

destination it usually saves it in the temp folder on your C: Drive) and then 
click OK 
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5 The data will then import.  When it has finished it will display an import 
complete box.  Click OK. 
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4. Using the Patient Count Function 
 
 
NB.  Due to the changes to the database made in April 2009, some data has moved 
location ï ie. Before April 2009 it would have been found in the Rehab record; post 
April 2009 it will be found in the Initiating Event record ï for example, 
Menu/Sessions/Referrals information.  You will need to remember this when selecting 
the data type you wish to use for your query.   Please also remember that the 
Treatment box (Initiating Event tab) and the Phases tab were only introduced in April 
2009. 

 
 
1 There are two types of data you can view ï Patient Counts or individual 

patient Rehab Progress.  To calculate the number of patients by individual 
fields (patient counts) click on the Patient Counts button. 
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2 First click on the drop down list box next to Data Type and choose either the 
Initiating Event Record or the Assessment Record to specify where the data 
will be coming from. 

 

 
 
3 Next click on Field and choose a field which you wish to run a count on e.g. 

Gender.  When you have chosen the field click on Add. 
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4 The description of the field will be shown above View Data.  If you change 
your mind and wish to remove this field click on Remove. 

 

 
 

5 If you wish to add another field to count the data by e.g. initiating event, just 
click on Field again find the field you wish to add and click Add.  It will then be 
added above View Data.  You can mix Initiating Event and Rehab Record data 
if you wish 

 

 
 

When you have the fields you want in your query/report, click on View Data.   


