Guide to 
(i) importing CSV files into MS Access and 

(ii) using the standard data analysis queries
Introduction

1. This guidance provides instructions for users on how to import the CSV files into MS Access 2002 and then use the data analysis tool.  Please note that the process required for other versions of Access may differ slightly.

2. There are six CSV files which can be imported. The table below shows the contents for each. 

	CSV file name
	Contents*

	1 Data
	All organisation level data. Means, actual cost, expected cost and Mapping pot

	2 Organisation description
	Data provider code and name, SHA code and name, organisation type and MFF value

	3 Department description
	Department code and name 

	4 Service description
	Service code and name

	5 Currency description
	Currency code and name

	6 Units
	Shows unit of data


*Annex A contains details of the fields contained in each file. 

Stage 1 - Importing CSV files into Microsoft Access

Instructions

1. Download the documents from the DH website and save the CSV files somewhere easy to find (eg your desktop).  Please do not open the CSV files.

2. Open up Microsoft Access.
3. From the menu bar at the top of the screen, click: “File”, “New”. A new pane will appear on the right hand side (see picture below). ]
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4. Click on “Blank database”. A “File New database” window will appear (see below). 
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5. Save the database where it is easily accessible (eg your desktop).
6. Click: “Create”.

7. From the menu bar at the top of the screen, Click “File”, “Get External data”, “Import”. An “Import” window will appear (see  picture below). 
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8. Change the “Files of type” box (at the bottom of the window) to “Text Files (*txt; *csv;*tab;*asc)”.
9. Change ‘Look in’ box to the folder where you saved the CSV files. 

10. Select the “1 Data.csv” file from it (so that it appears with a blue background).
11. Click: “Import”.
12. An “Import Text Wizard” window opens up (see below).
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13. Click: “Next”.

14. Tick: “First Row Contains Field Names” (see below) 
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15. Click: “Finish”.

16. “1 Data” will appear in “Tables”
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17. Repeat steps 7 to 16 above for the other five CSV files.  
Stage 2 – Creating the standard queries for data analysis
1. This process will create standard queries, users are able to create other queries, as required. These standard queries allow organisations to compare their data against the national averages and calculate the RCIs. 

Instructions

2. Go into the Queries, and then Click on New (see below)
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3. A New Query window will pop up, click OK (see below). 
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4. A New Query window will pop up, click Close (see below). 
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5. Click on ‘SQL’ in the top left hand. 

[image: image10.png]12 Microsoft Access - [Query2 : Select Query]

6 Fle Edt Vew Imet Query Took Window el

wl@e [ -] !9

et [T =
Table
Sor:
show n] u] 00
Grteria





6. A new window will appear. 
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7. Paste the SQL text in the 1st line of the table below into the window. 

	SQL Text
	Query name

	SELECT [1 Data].[Org code], [1 Data].Mapping_pot, Sum(Round([Actual_Cost],0)) AS [Actual cost], Sum(Round([Expected_cost],0)) AS [Expected cost], Round(Sum([Expected_cost]-[Actual_cost]),0) AS [Cost variance], Round(Sum([Actual_cost])/Sum([Expected_cost])*100,2) AS RCI

FROM [1 Data]

GROUP BY [1 Data].[Org code], [1 Data].Mapping_pot

HAVING ((([1 Data].[Org code])=[Enter Org code]))

ORDER BY Round(Sum([Expected_cost]-[Actual_cost]),0);
	1 By Org and RCI pot

	SELECT [1 Data].[Org code], [1 Data].Mapping_pot, [1 Data].[Department code], Sum(Round([Actual_Cost],0)) AS [Actual cost], Sum(Round([Expected_cost],0)) AS [Expected cost], Round(Sum([Expected_cost]-[Actual_cost]),0) AS [Cost variance], Round(Sum([Actual_cost])/Sum([Expected_cost])*100,2) AS RCI

FROM [1 Data]

GROUP BY [1 Data].[Org code], [1 Data].Mapping_pot, [1 Data].[Department code]

HAVING ((([1 Data].[Org code])=[Enter Org code]) AND (([1 Data].Mapping_pot)=[Enter Mapping pot - 01_EI, 02_NEI, 03_XS, 04_CCS, 05_OP, 06_OAS, 07_Com, 08_MH, 09_Trans, 10_PAR, 11_A&E, 12_UB, 13_Excl]))

ORDER BY Round(Sum([Expected_cost]-[Actual_cost]),0);
	2 By Org, RCI pot, Dept

	SELECT [1 Data].[Org code], [1 Data].Mapping_pot, [1 Data].[Department code], [1 Data].[Service code], Sum(Round([Actual_Cost],0)) AS [Actual cost], Sum(Round([Expected_cost],0)) AS [Expected cost], Round(Sum([Expected_cost]-[Actual_cost]),0) AS [Cost variance], Round(Sum([Actual_cost])/Sum([Expected_cost])*100,2) AS RCI

FROM [1 Data]

GROUP BY [1 Data].[Org code], [1 Data].Mapping_pot, [1 Data].[Department code], [1 Data].[Service code]

HAVING ((([1 Data].[Org code])=[Enter Org code]) AND (([1 Data].Mapping_pot)=[Enter Mapping pot - 01_EI, 02_NEI, 03_XS, 04_CCS, 05_OP, 06_OAS, 07_Com, 08_MH, 09_Trans, 10_PAR, 11_A&E, 12_UB, 13_Excl]) AND (([1 Data].[Department code])=[Enter Department code]))

ORDER BY Round(Sum([Expected_cost]-[Actual_cost]),0);
	3 By Org, RCI pot, Dept and Service

	SELECT [1 Data].[Org code], [1 Data].Mapping_pot, [1 Data].[Department code], [1 Data].[Service code], [1 Data].[Currency code], Sum(Round([Actual_Cost],0)) AS [Actual cost], Sum(Round([Expected_cost],0)) AS [Expected cost], Round(Sum([Expected_cost]-[Actual_cost]),0) AS [Cost variance], Round(Sum([Actual_cost])/Sum([Expected_cost])*100,2) AS RCI

FROM [1 Data]

GROUP BY [1 Data].[Org code], [1 Data].Mapping_pot, [1 Data].[Department code], [1 Data].[Service code], [1 Data].[Currency code]

HAVING ((([1 Data].[Org code])=[Enter Org code]) AND (([1 Data].Mapping_pot)=[Enter Mapping pot - 01_EI, 02_NEI, 03_XS, 04_CCS, 05_OP, 06_OAS, 07_Com, 08_MH, 09_Trans, 10_PAR, 11_A&E, 12_UB, 13_Excl]) AND (([1 Data].[Department code])=[Enter Department code]) AND (([1 Data].[Service code])=[Enter service code]))

ORDER BY Round(Sum([Expected_cost]-[Actual_cost]),0);
	4 By Org, RCI pot, Dept, Service and Currency


8. Close the window - 
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9. A new window will appear, click ‘Yes’. 
[image: image13.png]LA\ oo o sovechngestothe s ofqry Qery2?

Vs No Cancel





10. A new window will appear, type in the name from the table above in step 7, then click ‘OK’ (see below). 
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11. Repeat this process for the other three queries listed in step 7 above. 

Using the standard queries 

1. The standard queries are designed to allow organisations to drill into their data. Organisations may want to use this to highlight areas in which they have substantial activity and where their costs are much higher / lower than the national average. 

2. The four standard queries all show actual cost, expected cost, cost variance (Expected cost – Actual Cost) and RCI. The cost variance is similar to the RCI, however it takes activity into account. The queries are sorted by cost variance – ascending. 

3. The amount of detail shown, increases with each standard query. The table below shows how the detail builds up. 

	Query
	Org code
	RCI pot
	Dept
	Service
	Currency

	1 By Org and RCI pot
	(
	(
	
	
	

	2 By Org, RCI pot and Dept
	(
	(
	(
	
	

	3 By Org, RCI pot, Dept and Service
	(
	(
	(
	(
	

	4 By Org, RCI pot, Dept, Service and Currency
	(
	(
	(
	(
	(


4. The standard queries require some of the variables to be selected after running the query. E.g. the “1 By Org and RCI pot” query requires org code to be selected. These pre-selected fields are shown with a red tick in the table below. 
5. Once the query has been set up, it can be run by double clicking it. A new window(s) will appear. Enter the information required and click on OK. 
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Annex A: CSV file field names

1 Data
	Field name1
	Description

	Org code
	Organisation code

	Org type
	Trust, PCT or PMS

	Supplier type
	Type of data (own, commissioned or contracted out)

	Department code
	Department code (e.g. EI)

	Service code
	Service code (e.g. 100)

	Currency code
	Currency code (e.g. AA01Z)

	Unit Cost
	Average cost of providing the activity

	Activity
	See units table for details

	Bed days
	Number of inlier beddays

	Mean2
	The national average unit cost by org type

	Actual_cost
	Organisation’s activity multiplied by Organisation’s unit cost

	Expected_cost
	Organisation’s activity multiplied by the mean 

	Mapping_pot3
	Maps all activity to one of 13 groups. Up to 7 character code – e.g. ‘01_EI’. ‘01’ refers to pot 1, EI is a description of the pot – Elective Inpatient.


1 Activity P2, Activity P3, Activity P4 and flag fields have not been shown in the table.

2 DC and EI are combined. The service code is not taken into account when calculating the means for DC, EI, NEI and DCRA data. 

3 Contracted out, Commissioned, UZ01Z, WD11Z, WD22Z and WD11Z data, are not included in the published RCI calculation. Therefore, they are allocated to the ‘13_Excl’ pot. 

2 Organisation Description
	Field name
	Description

	Org Code
	Organisation code

	Organisation name
	Organisation name

	SHA Code
	SHA code of organisation

	SHA Name
	SHA name of organisation

	Ref Cost Org Type
	Type of organisation submitting data (Trust, PCT or PMS)

	MFF1
	Market Forces Factor for the organisation, specifically used for calculating the RCIs (this differs from the MFF used for payment purposes).


1Organisations who didn’t report any activity used for calculating the RCI (i.e. Own data excluding UZ01Z and WD HRG codes) have not been assigned a MFF value for Reference Costs purposes. 
3 Department description
	Field name
	Description

	Department code
	Department code (e.g. EI)

	Department name
	Department name (e.g. Elective Inpatient)


4 Service description

	Field name
	Description

	Service code
	Service code (e.g. 100)

	Service name
	Service name (e.g. General Surgery)


5 Currency description

	Field name
	Description

	Currency code
	Currency code (e.g. AA01Z)

	Currency name
	Currency name (e.g. Intracranial Procedures for Trauma with Major Diagnosis)


6 Units

	Field name
	Description

	Department code
	Department code (e.g. EI)

	Service code
	Service code (e.g. 100)

	Currency code
	Currency code (e.g. AA01Z)

	Units
	E.g. FCE
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