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General Instructions

The enclosed flash drive contains an Excel spreadsheet with your facility sample already entered. Please do not delete patients or enter additional patients onto the spreadsheet. 
CMS regulations require us to encrypt these files to protect the patient information. Several additional steps are now necessary before accessing the spreadsheet.
You will receive a fax from Network 18 with the password needed to open the program.


Insert the enclosed flash drive into a USB port on your computer and open the .exe file for your facility.










A Pointsec Media Encryption window will appear. Enter the password provided in the separate email and select OK. This will release your facility’s Excel spreadsheet.










The next window asks where you want to save the file. Save the spreadsheet where you’ll be able to find later such as your My Documents folder or the Desktop. Do not save the blank spreadsheet back onto the flash drive. The name of the file will be your facility’s provider number followed by .xls.  










Now that the facility spreadsheet is saved to your computer, you can remove the flash drive. Follow your computer’s instructions for removing the flash drive safely.  

When you’re ready to begin entering information, open the .xls file that was saved on your computer. A window will appear saying that the file is protected. Enter the password provided and select OK. You will need to enter this password every time you open the file.



Enter the appropriate information/lab results into the columns as indicated. Please see Data Entry Instructions.



Encrypting Lab Data Files Before Sending to Network

Once your data is entered into the spreadsheet, save it to your desktop and also to the USB drive.
Open the file on the USB Drive
Go to “My Computer”


Double click on the “Removable Drive”


You should see two files; the original file sent by the network in its encryption package, and the file you have updated.
Double-click on the Excel file to confirm your updates and information are there.
Now that it is open, you will save it as an encrypted file.

For OFFICE 2007 Users
Click on the “Office Button” 


Click on “Save As”


Click on the “Tools” button


Click on “General Options …”


Enter the “Password to Open” this will be the SAME password you used to open the original encrypted file – “Nw!xxxxxx”, where ‘xxxxxx’ is the name of the original file (your provider number.)



Press Enter and re-enter the password to confirm on the next screen


Enter the name of the file.  It should be your provider number.
Set it to be saved as “Excel 97-2003”


Click on “Save”
Click on “No” on the next screen

Close the file and reopen it to ensure that the password is working correctly.
Return the USB drive to the Network




For OFFICE 2003 Users
The process is very similar to the process for “Office 2007”; however, the screens may look a bit different. Here is the process as outlined on the Microsoft website.
On the File menu, click Save As. 
On the Tools menu, click General Options. 
Type a password in the Password to open box, and then click OK. This will be the same password used to open the original encrypted file: Nw!xxxxxx, where ‘xxxxxx’ is the name of the file (your provider number.)
Click OK. 
When prompted, retype your passwords to confirm them. 
Click Save. 
If prompted, click Yes to replace the existing workbook. 

Please call the Network if you have any difficulties.




Mission Statement
To provide leadership and assistance to renal dialysis and transplant facilities in a manner
that supports continuous improvement in patient care, outcomes, safety and satisfaction.
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