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Overview 
 

Welcome 
Purpose of a Master Spreadsheet 
Demonstration  
 Create, modify, update a master 

spreadsheet 
Questions 



Master Spreadsheet 
 

 Lists clients identified as having a quality concern  

 Share with clinical staff to ensure that they are aware 
of any quality concerns to be addressed during a 
client’s appointment 

 Track client status 

 Provides data about progress towards project goals 



 
Master Spreadsheet 

 Use PSYCKES and other sources to create a master 
spreadsheet of clients with a quality flag 

 Update spreadsheet to track 
 Client risk factors 
 Interventions delivered to clients 
 New clients  

 Data sources for creating/updating spreadsheet 
include e.g. PSYCKES, client self-report, EMR, 
clinical case reviews, information from other 
providers 

 
 



Data Management Flow 

Master Spreadsheet  
create, update & 

utilize  

QI team identifies 
clients with quality 
concerns; informs 

clinical team 

Clinical team 
evaluates clients; 

develops treatment 
plan, and delivers 

interventions.  
Documents outcome 

for QI team 

QI team reviews 
data; assesses 

project 
progress/status 

QI Team gives 
feedback to 

leadership & clinical 
staff. 

QI Team submits 
monthly data to OMH 

via survey 



Create Spreadsheet 
 

 Using PSYCKES, export the list of unduplicated 
recipients for the summary indicator into Excel (do this 
once) 
 

 See PSYCKES website 
 Sample Master Spreadsheet 
 Detailed Instructions 

 
 

 



Sample Master Spreadsheet:  
Project Tools  Master Tracking Spreadsheet 

 



Sample Master Spreadsheet 



Detailed Instructions 



 
My QI Report  

Quality Indicator Overview 
 



Filter by Program Type 



Report Filtered by  
“Program Type” 



Behavioral Health Care Coordination  
Indicator Set 



Unduplicated Recipients Report 



Unduplicated Recipients Report 
Export Option 



Data exported to Excel Spreadsheet  



Modify Spreadsheet 
 Make necessary corrections  

 e.g., adjust column width, hide unwanted rows/columns, 
format column headings, wrap text 

 Add columns for additional information of interest  
 e.g., indicators, clinic name, therapist name, date identified, 

date evaluated, intervention, outcome of clinical evaluation 
 Use additional methods to identify positive cases, if 

applicable; add these names to the list 
 Delete clients discharged and not served at your clinic 

(or save on separate sheet for reference) 
 The list is sorted by clinic and/or clinic staff and 

distributed to appropriate staff 
 
 



Update Spreadsheet 
 QI team updates the spreadsheet to incorporate 

any changes in positive case status 
 Date evaluated 
 Intervention; start and completion dates 
 Outcome of evaluation 
 Notes 

  Each month, check the “New QI Flag” tab in 
PSYCKES; check other sources 

 Provide updated list to clinical staff monthly  
 



New QI Flag 



Contact Information 
 PSYCKES application and questions 

about monthly reporting  
PSYCKES-Help:  

PSYCKES-help@omh.ny.gov 
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Your Questions 
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