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Welcome to the Advancing Excellence Mobility Tracking Tool!
This Tracking Tool is an Excel workbook that you can use track your residents’ mobility, change in
mobility, timeliness of assessments, use of alarms and restraints, and frequency and severity of falls.
Your data will produce charts to help you identify patterns and track processes. Enter your outcome
measures on the AE Website each month to view trends of your progress over time.
Before you begin: This tool is designed to summarize information collected in monthly mobility
assessments that consist of 6 items from the MDS and 2 items similar to MDS items. You may wish to
download a form and complete several assessments first, before you begin working with the Excel file.
Please contact the Advancing Excellence Help Desk if you have any questions or would like support
getting started with this tool.
Thank you for participating in this important project!
Advancing Excellence Campaign Help Desk
help@nhqualitycampaign.org

This material was prepared by CFMC, the Medicare Quality Improvement Organization for
Colorado, under contract with the Centers for Medicare & Medicaid Services (CMS), an
agency of the U.S. Department of Health and Human Services. The contents presented
do not necessarily reflect CMS policy. PM-4020-052 CO 2013
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INSTRUCTIONS [QuickLinks] You may wish to print these instructions for easy reference as you access
the AE_MobilityTrackingTool.
DOWNLOAD the assessment form [QuickLinks] You may wish to use a pencil-and-paper form to gather data
before entering it into the Excel Tracking Tool. There are a total of 8 items. Six of these are MDS items,
and 2 are similar to MDS items. In contrast to MDS, the assessments for this goal will be done on all
residents you are tracking every month. A form for collecting this information is available on the AE
website in a PDF file on the same page you found these instructions, or within your Excel workbook, on
the MobilityAssessmentForm tab.
DOWNLOAD the tool [QuickLinks] Open the AE_MobilityTrackingTool (Excel workbook) from the AE
website. Save the file to a location on your computer. (Some people will get a message asking for a
username and password. This is not necessary. Simply click ‘Cancel’ once or twice until the file opens.)
Rename the file as you save it, adding the month for your data to the beginning of the filename. As with
any file, you will want to save the workbook periodically as you enter data. Importantly, please
download a fresh copy of the workbook from the website each month.
INTRODUCTION to the Excel tool [QuickLinks]
The file named ‘AE_MobilityTrackingTool’ is an Excel workbook.
Within the workbook are worksheets. Worksheets are accessed by clicking the tabs that appear at the
bottom of your Excel window.
Note: If you can’t see the tabs at the bottom of the Excel window,
make sure your window is maximized.
If that doesn’t work, or you can’t see the upper right corner, double
click the title bar.

Click on the named tabs at the bottom
of the window to move between
worksheets.

Or click the hyperlinked name in the
directory.

Sometimes there are so many worksheets in your workbook that you can’t see
them all. Use the scroll bar on the LEFT side of the window to see all tabs.
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Welcome [QuickLinks] The first worksheet (Welcome) provides an overview of the tool. Note the version
number and date – occasionally updates are posted to the website. You may access the website by
clicking the website address on this sheet. The table of contents indicates that there are two
informational worksheets (Welcome, Common Qs&As); The “Instructions” hyperlink will take you to
the document you are reading now. There is one data entry worksheet, MobilityLog. The next two
sheets have charts summarizing information from your MobilityLog. The DataforWebsiteEntry tab
contains your calculated outcome measures for the month. The last tab, MobilityAssessmentForm has
the printable form discussed above.

Website address.
Click here to go to
the AE homepage.

2 information sheets
1 data entry worksheet
Charts summarize data
Monthly outcomes for
website entry.
MobilityAssessmentForm
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INFORMATION Sheets
Instructions [QuickLinks]
A link to the document you are reading now is provided on the Welcome tab, so it is handy at all times.
Common Qs&As [QuickLinks]
This sheet contains important information about how to use the tool, covering topics such as how
outcomes are calculated, special instructions for copying and pasting data, and how to de-identify your
tool. Hyperlinks at the top of the page make it easy to jump to topics of interest.
GETTING STARTED WITH DATA ENTRY
Maximizing Your Screen Space [QuickLinks]
Go to MobilityLog. There are several things you can do to make the most screen space possible:

Make sure your
window is maximized.

If you can see the
formula bar, click
‘View’ and uncheck
‘Formula Bar’
This is the formula bar.

If you can see column and row headers,
click ‘View’ and uncheck ‘Headings.’

If you have a wide ribbon of
menu options visible, as shown
here, place your cursor in the
top row, right click, and click
‘Minimize the Ribbon.’

These are column headings
(letters).

These are row headings (numbers).

Set your zoom to a smaller
percent. 80% often works well.
Use the slider bar to increase
or decrease your zoom.
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These black lines indicate that there are “frozen”
panes. This allows you to scroll to the far right and still
see the resident’s name. It allows you to scroll far
down in the list and still see the column headers.

Most data entry fields have reminders or instructions that will pop up
when you click the cell.
These can become annoying and/or get in the way.
Solutions:
1. To make the message disappear just once, hit the escape key.
You will need to repeat this each time the message is in your
way.
2. Move the message box away from your work area: click on the
box to select it and drag it to an area on your screen where it
won’t be in your way.

Then select the month and
year for this data.

When you click on a cell, you may see
an arrow to the right of the cell. This
indicates a dropdown list is available.

Begin by reading the onscreen instructions.

Red triangles in the corner of a cell
indicate there is a comment – on
this sheet these are activity
definitions. Simply move your
cursor over the cell and the
comment will appear.

Most fields except dates can be completed using the dropdown lists. Once a response appears in a
particular column, you can enter it again by typing the first letter of that response.
For example, once the response ‘Long-Term Care’ has been entered in the ‘Purpose of Stay’ column,
you may simply type ‘l’ and the response will auto-complete.
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DATA ENTRY
Step 1: Mobility Log [QuickLinks] Select the month/year for this workbook. Then, begin by listing all the
residents you want to track for this project. You may copy and paste the names from another source.
Please see the Tips and Tricks section in the Common Qs&As tab for detailed instructions on how to do this.
As you complete mobility assessments each month, enter the information into this spreadsheet. There
several additional fields on the use of alarms and restraints, and also the occurrence of falls.

1.

Select month and year
for this workbook

2. Enter names, stay type, and date of most recent mobility assessment for all the residents you are
tracking. This may be copied from another source. Please see instructions in the Common Qs&As tab.

3. As you complete mobility assessments throughout the month, update the date of most
recent assessment and enter the detail for each resident.

About the highlighting [QuickLinks]

If a resident’s last assessment is more than 30 days
from today’s date, the date will be highlighted
yellow.
After the last day of the month (the one you select
from the dropdown list in the upper left of the
sheet), any remaining yellow dates will turn red.
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When a resident is discharged or dies [QuickLinks] before the end of the month, use the Close Record field
to record this information and remove the resident from calculations. A space for notes is also provided.
Use drop down list to close record.
The notes field will
take any text you want to enter.

Hyperlinks at the top of some columns link
to definitions, instructions, information and
resources.

Use the scroll bar in the lower right of the
window to move to the far right of your
sheet to view the remaining columns.

Composite Scores [QuickLinks]

As you enter scores for individual mobility items,
composite scores will be calculated in the first of
each of the sets of gray columns.
The scoring algorithm is provided in the About
the Outcomes section of the Common Qs & As tab within
the workbook. Click the hyperlink in the columns
header to jump to that discussion.

Gray cells are automatic.
No data entry here. (Change Scores are discussed below.)
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REPORTS MobilityProfile, AlarmsRestraintsFalls [QuickLinks]
These sheets will display graphs with details on your residents’ mobility this month, and your use of
Alarms, Restraints, and the occurrence of falls. No input is needed on these sheets. You may print the
sheets as a whole, or copy the graphs into another program, such as PowerPoint, to share with your
staff, leadership and other stakeholders.

This is a reminder
about not moving the
graphs. This message
will not print. You may
delete this reminder.
(Click on the edge of
the box to select, and

Note: Sometimes the graphs on this page
(and AE logos on all sheets) may appear
out-of-place or mis-sized. Please don’t try
to move or resize them. Simply use your
zoom bar to zoom in and out, and they will
snap into place.
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COPYING & PRINTING Graphs [QuickLinks] To print the entire sheet, including the tables of numbers,
simply select ‘Print’ from the Excel menu as you would with other Microsoft documents. It’s always a
good idea to check ‘Print Preview.’ To copy or print individual graphs, follow the instructions below.
To select a chart to copy or print, simply click on the edge of the graph. Confirm the selection by
looking for a pale blue border around the chart.

Graph Not Selected

Graph Selected

Once the chart is selected, you may right click and copy & paste the chart into a document or presentation.
Or, if you’d like to print, access your print options (e.g., for Excel 2007, select “Print” from the round
Microsoft logo in the upper left corner), and the option “Selected Chart” should already be chosen for you
(if not, click that option).

Confirm or select the
option “Selected
Chart” in your Print
options.

Clicking “OK” will print
the Post-Acute pie chart
for percent of residents
with assessments this
month.
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GETTING YOUR CHANGE SCORES
Change Scores [QuickLinks]
An important outcome calculated by this workbook is change or stability in functioning from one month
to another. The first month you collect data, you will have no change scores. Download a fresh copy of
the tool for your next month, renaming it to include the month of data at the beginning of the filename,
and when you have completed data entry for the second month, follow these instructions to obtain
change scores:
1. Open both of your workbooks. You should be able to tell them apart by their file names at the
bottom of your screen. In this example, April was our first month, May is the next month.
Always include month at
the beginning of the file
name for your Mobility
Workbooks.

This is the May
workbook.
It’s easy to tell the files apart because the
month is at the beginning of the file name.

2. RENAME 1st MobilityLog Go to your 1st workbook (in this example, APRIL). Right click on the
tab named “MobilityLog” and select “Rename.” The tab itself will become active: Change the
name to the month (in this example, APRIL).

This is the
MobilityLog tab
name, where you
should right click.

Right click on the MobilityLog tab and
select ‘Rename.’ Rename the
MobilityLog to match the month of the
workbook, for example, April.
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3. COPY the 1st MobilityLog worksheet into the 2nd workbook.
a. Right click the tab, now named “April.”
b. Select “Move or Copy…”
c. Check the box “Create copy”

d. Use the dropdown list to indicate that you want to move the book to the “May”
workbook (or whichever month is your next month).

1. Check Create a copy

2. Select next month’s
workbook from the list.

3. Click “OK”

After you click “OK” check the file name at the top of your screen. You should
have automatically been moved to your “next” month (May, in this example).
4.

RECOGNIZE the newly added tab in your current workbook. Check that you are in your May
workbook. Go to your MobilityLog (for May, which is still named ‘MobilityLog’), scroll to the
right hand side of the sheet, and select the month that matches the sheet name you just copied
over (in our example, ‘April’).

1. Check you are in the current
month’s workbook (MAY)
AND

That you are in this month’s log
(May), which is still named
‘MobilityLog.’

2. Use the dropdown to select the
month matching last month’s data
(April).

Here is my last month’s MobilityLog I’ve
renamed (April) and copied over. (I’m not
in this tab.)
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Most recent month completed.
Previous month.

Now your change scores will appear in the second of each of the pairs of
gray columns.
Green means the score improved since last month.
Red means the score declined since last month.
0 means there was no change
The number is the simple difference between this month and last month. For
example, -1 means the Personal Movement score in May is one point lower than in
April.

Some residents will not have a change score. Change scores are only calculated for
those residents that have two consecutive assessments that are separated by no
more than 30 days.
NOTE: Only entries for assessments that are current for “this month” are used in any
of the calculations.
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Data for Website Entry [QuickLinks]
▪

This sheet provides a monthly summary of your outcome measures.

▪

▪

No data entry is required.

Enter these numbers on the Advancing Excellence Website and access real-time trend graphs of
your progress over time. Submitting your data every month fulfills participation requirements
for the Campaign. This step will take just a few minutes. Instructions are provided on this tab in
your workbook.

Click the link to log in, and follow
these instructions.

Entering the data on the AE
website fulfills
‘participation’ requirements
AND gives you access to
real-time trend graphs.

Note: You will not have
change scores (IMPROVED,
STABLE) in your first month of
data collection.

Numerators and denominators
for calculated rates are
displayed in a table below. Scroll
down to see the lower table.

Thank you for working on this important goal and participating in the Campaign!
help@nhQualityCampaign.org
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Starting Your Next Month
STEP 1 Please download a fresh copy of the tool each month and save it with a name that makes
sense to you and includes the name of the month that matches your data. Do not re-use an old
workbook. Some functions in the tool will not work properly if you have erased data. This will make it
harder for you to use. Also, we sometimes incorporate changes and enhancements or post messages
for users on the tool page of the website. Downloading a new workbook each month will ensure that
you are using the most recent version and see any messages we have for you.
Get a fresh copy of the tool!
Please follow the detailed instructions below.
STEP 2 Updating your data before copying: Removing records for residents who were discharged or died
1. Save a copy of the workbook you've been using (you won't copy directly from that workbook).
THEN save it again, and include the word 'transfer' in the filename of the copy.
2. Go to the TransferLog, and unprotect the sheet using password AE2012.
1.

2. Click ‘Review’ and
then ‘Unprotect Sheet’
password AE2012

First save a copy of

your workbook with
new name
‘TRANSFER…’ (Don’t do
this on your original
workbook!)

3. If you cannot see the row (numbers) and column
(letters) headers, click 'View' from the Excel menu at
the top of your screen, and check the box 'Headings'

4. If you click on the Excel row number, the entire row will automatically be selected. Then,
right click, and select 'Delete.' Do this until you have removed rows for any residents you
will not be tracking in the next month.
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STEP 3 Optional: Sort your data by name (and stay type)

1. Select the first three column headings:
Resident Name, Purpose of Stay, and
Date of Assessment. Then select down,
being careful to include all residents.
Look for the black box around the
selection (see screenshot).

2. To sort only names:
Excel 2007 and higher: Right click
with your mouse, select ‘Sort’ and ‘A
to Z.’ checks your results – names
should have sorted.

Or, 2. To sort by name AND stay
type:
Excel 2007 and higher: Right click
with your mouse, select ‘Sort’ and
‘Custom Sort.’ A dialog box will
appear.
Use the dropdown list in the ‘sort by’
field and choose ‘Purpose of Stay.’
Then, click the button ‘Add a level’
and select ‘Resident Name.’
Excel 2003: Instead of right clicking with your mouse to get the
Sort dialog, click ‘Data’ at the top of your Excel window, and
then select ‘Sort.’ Your dialog will look a little different, but the
steps are the same.

This will group your residents by stay
type, and sort them alphabetically
within stay type groups.

STEP 4 Move your data
1. Beginning with your first resident, select that resident's name, purpose of stay, date of most recent
assessment, and then continue selecting down so you have these three pieces of information
selected for all of your residents. [DO NOT select the headers, only the data you previously entered.
DO NOT select the ‘r’ numbers in the yellow column to the left. ] There will be a bold black line
around your selection (the first cell will be a lighter shade -- don't worry about that).
2. Right click and select Copy (the bold black lines should now be 'marching ants' -- a flashing dashed
line.)
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3. Move to your new workbook (the one you just downloaded from the AE website), go to the
TransferLog, and click in the cell for the first resident's name. Right click, select Paste Special, and then
choose Values.
4. Don't forget to select the month for your new workbook, and save your work!

How to De-identify Your Workbook for Sharing
Your Mobility Tracking Tool will contain information that can identify residents. This personal identifying
information must be treated with the same protection as any other confidential data you maintain. It is
currently not possible to de-identify a workbook with change scores. Please delete your
previous month tab before sending (right click on the tab name, and select ‘delete’).

1. You will not be able to recover the identifying data once you have de-identified the file, so save a
copy of your original file with the names, and then save another copy of the file to de-identify.
Change the file name on your copy to include the word 'de-identified' or just 'de-id' at the beginning of
the file name. (This makes it easy to choose the correct file to attach to an email).

2. Go to the MobilityLog. Select the column beginning with
'r1' down to the last row in which you have entered a
resident's name (Do not select the residents' names -- just
the 'r' numbers to the left of the names). Right click for a
menu, and left click 'Copy.' You should see a 'line of
marching ants' (flashing dashed line) around the list of 'r'
numbers.

3. Click on the cell with the first resident's name. Right click
for the menu again, and select 'Paste Special' and 'Values' and
then 'OK'.

4a. CHECK – no resident names appear in your workbook.
4b. CHECK - the file name includes 'de-id' and then save the
file.
Your workbook is now de-identified and appropriate to
transmit. When you attach your file to an email, double
check that you are transmitting the de-id version of your
file.
IMPORTANT: Delete a previous month’s tab, if it exists.
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Disclaimer:
As of September 2020 the Quality Campaign has been picked up by a
concerned group of citizens, doctors, providers, researchers and consumers
who want to see the good work of the past live on and help collect more info
to shape the quality of healthcare in America. If you would like to join the
effort, please call: 972-800-6670.
https://nhqualitycampaign.org/resources-downloads/

