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INTRODUCTION 

 
The “MONTHLY FALLS TRACKING FORM” was developed to assist facilities with a way to track 
their falls on a monthly basis. It maintains an active list of all falls and any related aspects of each 
fall in “real time”. 
 
Version 5 of this tracking tool was developed to take advantage of increased functionality 
available in the Excel 2007 (and newer) software version.  Version 5 of this tracking tool will 
not function properly with an “older” version of Excel. (Version 3.1 of this same tracking 
tool is available to use with the versions of Excel prior to 2007.) 
 
Even though this tracking form is called the “MONTHLY FALLS TRACKING FORM”, you may 
use it to track and summarize whatever time frame suits your facility’s process. 
 
This guide will show you how to make the best use out of the Monthly Falls Tracking Form.  This 
guide will also serve as a troubleshooting guide to assist you with common issues you may come 
upon.   
 
The computer file is in an Excel format.  However, many of the components of the file are 
“protected” in an effort to both maintain the functionality of the program and prevent unintended 
changes by a new user. 
 
The process is simple.  You open the file... saving it to your computer in its present form as a 
“MASTER” file that you may always return to in the event of any sort of data loss or unintended 
deletion on a user’s part. 
 
 
 

OPENING THE FILE 

 
When you first open the file, you will probably get a pop-up message like the one displayed below, 
or a “Security Warning” banner towards the top of your screen.  You must “enable” the macros in 
the file to take advantage of the “automated” functions such as “sorting” and the “End of Month 
Routine”. 
 
 

 

You need to 
“click” on 

this button 
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Below is another example of a pop-up message (or banner) you may see depending on the version 
of Excel your computer is running… 
 

 
 
 
 

SECURITY SETTING IN EXCEL 

 
If you DO NOT see this pop-up message or “Security Warning banner” whenever you open the file, 
the worksheet may not function properly. 
 

 
 
 

You may see this banner.  
Click on “Options” and the 

Security Alert Box will appear 
(below). 

 
Click to “Enable this content”. 
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Your SECURITY SETTING in Excel cannot be set higher than “MEDIUM” to have the “automated 
functions” (macros) operate properly. 
 

 
 

 
 
Depending on your version of Excel, the macro security setting may also be under the 
“Developer” tab… “macro security”. 
 

 
 

If you find that your security setting has to be changed, you will need to re-open the Falls Tracking 
Form file (after you change your security settings) to see the required “pop-up” message to “enable 
macros”. 
 

This is an example of a window 
accessed through your “tool” 

drop-down…. Under “macros” and 
“security”. 

Make sure this setting is checked. That 
way, you will receive the “Security 

Warning” pop-up and be able to “enable 
the content”. 
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MASTER BLANK Falls Tracking (version 5.1) 

 

 
 
This is a sample of the screen you will see when you first open the MASTER BLANK file. 
 
Become familiar with the security warning that you may see as it will impact the functionality of the 
tracking form. 
 
See “OPENING THE FILE” and “SECURITY SETTING IN EXCEL” sections in this desk-side 
reference for any questions. 
 
Various cells on the Falls Data Sheet will have helpful “pop-up” boxes to guide your data entry.  
Some of the cells will only allow certain entries, or formats< as indicated in the “pop-up” boxes. 
 
 

SEPARATE SHEETS (or “tabs”) WITHIN THIS TRACKING FORM 

 
When you open Version 5 of this Falls Tracking Form, the illustration below is a “cut” of what you 
will see along the bottom of your screen. 
 

 
 
There are multiple sheets (or tabs) displayed along the bottom of your screen.  Each tab is clearly 
marked to correspond to the information contain within that tab. 
 
The “Entire Facility” tab contains ALL of your falls data for your whole facility in data summary and 
graph format. 
 
Each of the Location tabs (“Location 1”, “Location 2”, etc.) contain only the data identified for that 
facility-specific location as delineated on the “Loc Designation” tab (see Table of Contents). 
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MONTHLY FALLS TRACKING FORM (with sample data) 

 
Below is a sample of what your screen would look like after data has been put into the 
spreadsheet. 
 

 
 
 
 
 
 
 
 

NAMING YOUR FILE 

 
This file is set up to automatically display a header on each printed sheet of the file.  That header 
will display the “file name” that you have used to save the file. 
 
With that functionality in mind, the suggested naming convention of the file would be the time 
period for the data displayed on the tracking form (i.e. February 2011). Using this type of naming 
convention would make it clear as to what data you are looking at. 
 
For “multi-facility” situations, the file name could easily include the facility name, month and year 
(i.e. ABC Facility March 2013) to identify each facility’s data and graphs. 
 
 
 
 
 
 

These “tabs” at the bottom of the screen represent different worksheets within 
the file.  Most of these tabs represent the information entered on the  

“Falls Data Sheet” worksheet. 
Each tab contains a data exclusive to the facility location designations. 
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AUTOMATIC CALCULATIONS AND GRAPHING 

 
As data is entered into the “Falls Data Sheet”, all other “sheets” within the file are automatically 
calculated and the corresponding bar graphs are instantaneously built with the information.  Both 
the individual “summaries” and the various bar graphs will provide instant visual tools for 
monitoring, communication and staff education. Samples of a corresponding summaries & graphs 
are shown below. 

 
 

 



 
 

7 

 

LOCATION DESIGNATIONS 

 
With this latest version of the Falls Tracking Form, each facility has the opportunity to designate or 
define specific locations (i.e. units, floors, etc.) to isolate, summarize and graphs their data. 
 

 
 
 
 
 
When you choose this tab, you will then see the screen below….. 
 

 
 
Within the “yellow” cells, you are allowed to enter whatever “text” that best describes your facility-
specific location designations for your data split.  As in the example above, this is a simple “1st 
Floor”, “2nd Floor”, etc…. description.  However, you may enter your own “label” for your different 
units or floors if that makes your data more easily defined.  Some facilities have names to 
designate their separate locations.  Whatever is entered in the yellow cells on this tab will 
automatically label and data and graphs on the corresponding Location Tabs. 
 
This Falls Tracking Form has the ability to isolate, summarize and graph separate data for up to 10 
different facility-specific locations. If you only need 3 or 4 separate locations designated, the rest of 
the location tabs will be blank. 
 
It is recommended that you “assign” the facility-specific location names on this tab in your 
MASTER FILE and save it.  That way, when you start a new tracking period, the location 
designations will be automatically carried into your tracking sheet for the new period. 

On the bottom of the screen, there is a “Loc Designation” tab, or sheet, that you need to select. 
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SAMPLE SUMMARY SHEETS WITH GRAPHS 
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POST FALL EVALUATION COMPONENTS 

 
One of the summary sheets offered in the file is the “Post-Fall Evaluation” sheet. 
 
An enhancement in version 5.1 is the avilability of “user-defined” falls evaluation components.  This 
functionality allows the user to either choose and enter post fall evaluation components from the 
AMDA Clinical Practice Guidelines tab or enter post fall components that the facility has idenified to 
monitor and track.  All entries indentified in the column headers on the Falls Data Sheet for post fall 
evaluation components will instantly populate to both the data summary and graph. 
 
This summary lists the “Potential Causal Factors” as checked on the “Falls Data Sheet” with both 
a summary of both the # and % of Falls with each Potential Causal Factor. 
 
The sample below is an illustration of such a summary sheet… 
 

 
 
The data on this summary sheet is also displayed on a graph with the axis labels populating from 
the “Falls Data Sheet”.. 
 
 
 
 
 



 
 

10 

DETAILED COMMENTS 

 
There is 1 “free text” (“Comments”) field for each fall that you may use for any purpose you see fit.  
 
Many have used this field to indicate the most current fall intervention.  A copy of the 
current spreadsheet could streamline communication, compliance and increased accuracy 
of documentation. 
 

ADDING NEW CASE 

 
When you need to add the data for a new fall, simply “click” on the button for “Add New Case”.  
This macro will automatically insert a new line, with all appropriate formulas and formats, and take 
you to the first cell to enter your new data. 
 

 
 
 
 
 
 
 
 

SORTING BY DATE OF FALL 

 
This current version of the Falls Tracking Form will automatically sort all of your falls by “Date of 
Fall” each time you click on the “Add New Case” screen button. 
 
 
 
 
 

This cell will automatically be chosen 
for you to start entering the data for a 

new fall. 

Simply click on the “Add New Case” 
screen button to automatically insert a 

new row. 
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SORTING BY RESIDENT NAME 

 
There is a macro built into this Falls Tracking Sheet that will automatically sort your entered data by 
Resident Name.  This is a very simple way to see any residents who have fallen more than one 
time during your tracking period. 
 

 
 
 

FALLS DATA SHEET PROTECTION 

 
Under normal circumstances, you want to use the Falls Data Sheet when it is “protected”.  
Thereby, you may only enter (or change) data in appropriate cells without inadvertently changing 
items like “header row”, etc. 
 
This current version of the Falls Tracking Form is “protected” in an attempt to avoid unnecessary 
changes to items or fields within the file. Such changes could adversely effect the built-in 
functionality of the Falls Tracking Form. 
 
For built-in security, if your sheet becomes unprotected, utilizing the macro function of “Add New 
Case” will re-protect the sheet. 
 
 

PRINTING REPORTS 

 
By simply prompting your “print” command on each tab, you will print a series of data summaries 
and graphs specific to the tab selected. 
 
Each printed page will be clearly identified with both the “file name” and specific “location” for falls 
data being summarized. 
 

Simply click on the “Sort by Resident” 
screen button to automatically sort all of 
your data by each resident’s last name. 



 
 

12 

DATA “DRILL-DOWN” OPPORTUNITIES 

 
Once data is entered into the “Falls Data Sheet”, all of your data is instantaneously separated, 
summarized and graphed for each of the designated locations you have chosen for your facility. 
 
All data and graphs are clearly identified with the facility-specific “location designation”. Whatever 
“text” is entered for each location on the Loc Designation tab will be automatically displayed on the 
appropriate summaries and graphs. 
 
 

 
 
 

EDUCATIONAL OPPORTUNITIES 

 
Comparisons between locations or units could be easily made on such focus areas as: 

 “Falls by Shift” or “Time Block” by Unit/Floor 
 “Falls by Location” by Unit/Floor 
 “Falls by Day of the Week” by Unit/Floor 
 “Falls by Injury” by Unit/Floor  

 
These comparisons and “drill-downs” could prove to be invaluable in identifying or isolating 
opportunities for additional education, equipment/treatment needs, and the sharing of “successes” 
within your facility’s efforts in fall prevention.  
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FALLS STATISTICAL TRENDING REPORT 

 
There is an additional report available that has been developed to allow you to track and trend 
summarized data over a series of months. 
 
At the end of the month, you can enter your summarized “end of month” data under the specific 
monthly column and your individual monthly data will be graphed over an extended period of time.  
The one-time entry of the monthly data is very quick with the way the file has been designed. 
 
This is a separate Excel file that is available. 
 
 

FOR ADDITIONAL INFORMATION 

 
PLEASE CONTACT..... 
 

David L. Johnson, NHA  RAC-CT 
Senior Quality Improvement Specialist 
Direct Line- 518.320.3516 
Fax-  518.426.3418 
E-Mail-  djohnson@nyqio.sdps.org 
 
Maureen Valvo, RN, BSN 
Senior Quality Improvement Specialist 
Direct Line- 516.209.5308 
Fax-  516.326.0434 
E-Mail-  mvalvo@nyqio.sdps.org 
 
Dan Yuricic, MA 
Senior Quality Improvement Specialist 
Direct Line- 516.209.5458 
Fax-  516.326.0434 
E-Mail-  dyuricic@nyqio.sdps.org 
 
 


