
AQI New Participant Checklist 

Thank you for completing a business agreement with the Anesthesia Quality Institute.  This checklist will help you 

complete the next steps in the process, contributing practice information and individual case data to the National 

Anesthesia Clinical Outcomes Registry (NACOR). 

Completing the Practice Survey 

Log on to the AQI website www.aqihq.org under the Members Only area of the homepage.  An email was sent to the 

AQI Champion designating a username and password along with some brief instructions for accessing the site. 

 Click on the gray box entitled MAIN at the top of the page.  A brief explanation is provided about each of the 
4 Sections of the survey: PRACTICE, PROVIDERS, FACILITIES, and TECHNOLOGY. 

 

 Determine if there will be other users and assign appropriate permissions within the USERS box at the top 
of the page.  The Members Only practice login permits editing of the PRACTICE, PROVIDERS, 
FACILITIES, and TECHNOLOGY section as well as access to REPORTS.  Practice data uploaded to AQI 
will appear in the REPORTS area along with national aggregate data (where available).  The NO REPORTS 
box may be checked to prevent access to practice reports for a given user. 
 

 Complete the PRACTICE Section which includes information about your staff and services. 
 

 The registry does not collect names of any provider or facility.  Each of your providers and facilities will need 
an ID (preferably not an NPI number).  Contact your billing vendor and discuss the assignment of an ID to 
each facility and provider.  This is the same ID you should use in the next step when entering your Providers 
and Facilities. 
 

 Complete the PROVIDERS Section which includes information about your other anesthesia providers 
(including MDs, DOs, CRNAs, SRNAs, AAs, Residents, Fellows, and Other).  MDs, DOs, and CRNAs are 
required providers.  AAs, SRNAs, Residents, Fellows, and Other are recommended entries if your billing 
system captures their participation in a case.  Remember to Save after each Provider entry.  NOTE: If you 
have any providers, you may complete the spreadsheet and email it to AskAQI@asahq.org.   AQI will 
upload the spreadsheet for you. 
 

 Complete the FACILITIES Section which includes information about each of the facilities in which you 
practice. Just like providers, the registry does not collect names of any facility.  Each of your facilities will 
need an ID.  Remember to save after each Facility entry. 
 

 Complete the TECHNOLOGY Section which explores what data you are collecting, your software vendors, 
and whether or not you are collecting quality data.  Click Save at the top of the screen. 
 

            
            
             
 
 
 

Congratulations on completing the AQI Practice Survey!  You have provided the first tier of data which is 

important contextual data for the case date you will be uploading to the registry in the near future. 

http://www.aqihq.org/
http://www.aqihq.org/files/Check_List_for_New_Participants(2).pdf
mailto:AskAQI@asahq.org


Preparing to Upload Billing/Case Data 
 

 Contact your billing software vendor and inquire whether or not they have an AQI data extract.   
Scenario A: Software vendors that have worked with AQI to develop an extract may perform the data 
upload directly to an FTP site established for them.  Request files back to January 2010 to obtain a historical 
perspective.  If the vendor’s extract requires that you perform the upload, please contact 
l.mueller@asahq.org for further instructions. 
Scenario B: Your billing software vendor has not yet developed an AQI extract.  Request that the extract be 
developed according to the Guidelines for Submitting Data to AQI.  Vendors who develop AQI extracts are 
designated as AQI Preferred Vendors. 
 

 Contact l.mueller@asahq.org once the new extract is validated according to the guidelines above.  You 
and/or the vendor will be set up with an ftp folder for submitting files on a monthly basis.  Again, submit files 
back to January 2010. 
 
            
            
            
  

Preparing to Upload Quality and AIMS Data: 

 Once your billing/case data is uploaded on a monthly basis, we will work with you to obtain deeper and 

more useful information.  This can include data from hospital electronic records, Anesthesia Information 

Management Systems, or quality capture programs.  Contact l.mueller@asahq.org to discuss what data you 

are collecting, the methods you are using, and where the data resides.  We will work with you to facilitate 

the transfer of data from your current systems to AQI. 

Viewing Your Practice Report: 

 Your practice report is accessible at any time by logging on to the Members Only section of our website. 

The monthly data uploads are not live transactions.  There is work that AQI needs to do on our end to load 

your data.  There will be several weeks delay between the date you upload your file and the date you are 

able to view the data. 

 

 Click on the REPORTS box.  Navigate the document map on the left side of the page for each of the four 

modules: Practice, Patients, Cases, and Outcomes.  Refer to the Practice Report Table of Contents for a 

quick view of the Report content for each module.  More detailed reports can be accessed by expanding 

data rows (click on the “+” signs on the left-hand side) and using the filter buttons (where available) at the 

top of the page.  When changing filters, click off the drop-down box to close it, then click “View Report.” 

 

 

 

 

 

Congratulations on becoming a regular monthly data contributor to AQI.  You are officially designated as an AQI 

Member Practice.  Email AskAQI@asahg.org for the paperwork to authorize use of the AQI logo. 

mailto:l.mueller@asahq.org
file:///C:/Users/a.jones/Documents/GUIDE%20FOR%20SUBMITTING%20DATA%20TO%20THE%20NATIONAL%20ANESTHESIA%20CLINICAL%20OUTCOMES%20REGISTRY.docx
http://www.aqihq.org/preferred-vendors.aspx
mailto:l.mueller@asahq.org
mailto:l.mueller@asahq.org
http://www.aqihq.org/
http://www.aqihq.org/files/Practice_Report_Table_of_Contents_Chart.pdf
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http://www.aqihq.org/contributors-list.aspx
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Maintaining Your Provider Facilities Lists: 

 The web survey Providers and Facilities list is maintained by the practice. We encourage maintenance a 

minimum of once a year.  Data uploads will contain new Providers and Facilities and the lists will not have 

the same information if no edits are made.  AQI will create a default record but it will not contain any of the 

other informational fields provided by the practice. 

 

 Verify the ASA Membership field for each Provider before December 1st of each year.  Invoices for non-ASA 

members are emailed to the AQI Champion each January according to the terms of the AQI Participation 

Agreement in force.   

 

We want your experience with the AQI to be a good one, and we are interested in any feedback you might have on 

the best way to collect and report on your practice’s data.  Please don’t hesitate to contact us at any time if you have 

questions or concerns. 

Richard P. Dutton, MD, MBA 

Executive Director 

r.dutton@asahq.org 

 

Lance Mueller 

Business Manager 

l.mueller@asahq.org 
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