[image: ]
[bookmark: _Toc380412284][bookmark: _Toc382897828][bookmark: _Toc382909580][bookmark: _Toc384108076][bookmark: _Toc447108719][bookmark: _Toc447112672][bookmark: _Toc518910452][bookmark: _Toc31391052][bookmark: _Toc111815100][bookmark: _Toc111815202][bookmark: _Toc152931445]Sight Loss Data Tool Version 5.3 User guide: How to use the data tool





December 2023


[bookmark: _Toc111815101][bookmark: _Toc111815203][bookmark: _Toc152931446]Contents
1. Introduction	3
1.1. References and further information	3
1.2 Updates	4
2. How to find what you want	4
2.1 Step by step guide to finding MS Word reports	4
2.2 Finding the data	5
3. Excel tool and enabling macros	5
4. Excel tool custom tables	5
5. Excel tool datasets	5
6. Exporting to other formats	6
7. Feedback and further information	7
Further information	7




[bookmark: _Toc31391054][bookmark: _Toc111815102][bookmark: _Toc152931447]1. Introduction
‘How to use the data tool’ is a user guide offering a short introduction to RNIB’s Sight Loss Data Tool. It will help you to make the most of the features in the data tool and to access the information you need. There have been no significant changes to how the data tool is accessed from version 4 to version 5.

RNIB’s Sight Loss Data Tool provides information about blind and partially sighted people and those at risk of sight loss at a local level throughout the UK. 

The data tool is aimed at supporting expert local knowledge by providing a range of different indicators. These indicators are broadly either based on official statistics (for example, Office of National Statistics population projections) or modelled estimates based on existing research (for example, number of people living with sight loss). 

These indicators can support different activities, including: 
Improving our understanding of blind and partially sighted people and those at risk of sight loss in your area. 
Accessing local, relevant, evidence based statistics to engage with funders or commissions.
Accessing population data to use in planning services or strategy development.

We have tried to ensure that the data tool is as accessible as possible. However, we are limited by the functionality of MS Excel. If you have any problems in accessing the information, please do contact us at research@rnib.org.uk and we will be happy to help. 
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A separate document with a comprehensive set of references is also available. It provides further details of all sources used and any calculations involved. The document also provides information on how best to interpret the data and describes and limitations that may need to be considered.   

A copy of the references and further information document can be downloaded from www.rnib.org.uk/datatool. 
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RNIB will publish amendments to the Sight Loss Data Tool throughout the year as new evidence becomes available. We recommend that you check to see that you are using the most up to date version. The latest version of the Sight Loss Data Tool can always be found at www.rnib.org.uk/datatool.
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On downloading the Sight Loss Data Tool Version 5, a zip folder will become available. This contains all the Microsoft Word reports for local authorities, regions and countries. These can be navigated, by country and region, in the zip folder. The excel file, References and Further Information document and this User Guide can be accessed from the landing folder.
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Open the zip folder
The ‘read me’ file contains these instructions
To find a report, the easiest method is use the folder search function, typing the name of your desired local authority, region or country. The search will return relevant reports.
Alternatively you can click into the 'Local authority reports' folder. 
Within this folder, there is a folder for each UK nation. Click into the desired country.
Within England, there are folders for each of the nine regions. There is also the England national report. 
To find English local authority or region reports, click into the desired region and navigate to your desired report.
Within the Scotland, Wales and Northern Ireland folders sit all relevant local authorities and the national report.

Each MS Word document provides a tailored report based on the local area. A summary of all the information in the Sight Loss Data Tool will be displayed, in text and table format, with comparison to the relevant region and country. 

For some indicators, local authorities have been linked to administrative health areas due to the format in which the data was published by official statistics agencies. The names of these agencies can be found in the sources/references sections for the relevant indicator in the data tool and the guidance notes.
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The data tables with a custom report remains available alongside the MS Word reports.

To find this file, simply select the Excel File from the landing folder in the zip folder.

[bookmark: _Toc31391060][bookmark: _Toc111815108][bookmark: _Toc152931453]3. Excel tool and enabling macros
Due to updates in Microsoft Excel, we have now removed all macro-enabled content from SLDT. This will be reviewed in 2024 pending a full refresh and publication of version 6. 
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Custom tables have now been removed as these relied on macro-enabled content to function. T
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The raw datasets remain available in Version 5 of the data tool for users who would like to access them. The reports are all based on data in these worksheets. 

The raw datasets can be found in worksheets numbered 3 to 4. They are arranged by types of geography including administrative health areas. The first sheet contains all local authority level data. The second sheet contains data by NHS Area Team in England and Health Board / Health and Social Care Board in the other nations. The third sheet contains data by NHS Trust in England, Health Board in Scotland and Wales and hospital in Northern Ireland. The fourth sheet contains data by Clinical Commissioning Group in England and Health Board in the other nations. 

For users with screen reader software, the screen reader should read the indicator heading when moving through the cells in the raw data worksheets.

Local authorities have been automatically linked to the appropriate administrative health geography in the MS Word reports and custom tables report. Tables linking local authorities to administrative health areas can be found in appendix B of the guidance notes which can be downloaded from www.rnib.org.uk/datatool. 

Two conventions have been used in the datasets: 
X = Data does not exist for a specific area
- = Data has been suppressed because of small values

The contents and structure of the data tool have been protected. This means that users cannot inadvertently change or edit formulas, code or data. If you do want to manipulate the data for whatever reason, you can copy and paste it into your own separate spreadsheet. 
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You can use one or a number of tables and charts from the Excel tool in MS Word, PowerPoint, HTML email or a number of other formats by copying and pasting the information you require. 

If you want to save a copy of an entire copy of the custom tables report on MS Word then you will need to do some editing in your word processor in order to make the report readable. This is due to the margins, page breaks and hidden rows used in the spreadsheet. For this reason, we would recommend copying and pasting the individual required tables, charts and sections. 

Alternatively, the custom tables report can be saved as a PDF file. From the worksheet, go to 'save as' and in the 'save as type' drop down box, select PDF. The PDF is accessible by screen readers however it does not include styled headings.

MS Word reports are available as an accessible way to view the information. However we do offer the option of converting required custom table data to alternative formats for users who are unable to access the report in excel and who require figures for multiple areas. To discuss this option, please contact us on research@rnib.org.uk. 
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Your feedback is extremely important to RNIB. Prioritisation of the development of features included in Version 5 of this data tool was based on the feedback we received for Version 4. If different geographical boundaries would be helpful, or if publically available information you would like to see included is missing, then please let us know. 

We would also like to hear which aspects of the data tool you find most useful and how you are using the evidence to have a positive impact on the lives of blind and partially sighted people in your area.
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If you have any questions about the Sight Loss Data Tool or require any additional statistics or evidence related to blind and partially sighted people or those at risk of sight loss, then please contact research@rnib.org.uk. 
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