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Workload Summary Reports

Rehab/Therapist Workload Summary (by Provider) - find report under ITS>Reports>Custom Reports>Provincial
Reports

Custom Reports
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This report allows a therapist to view a summary of the workload entered per patient over a specified date range. This
list also includes both service date and revisit date, so a comparison can be made to ensure revisits have been entered
for each outpatient visit.

* From Date: * Category: * Facility * Location
From Date *Thru Date:
and Thru
Date: enter
the date range
* Status

Category: ALL will default, enter the Category mnemonic or use the lookup. You can enter more than one Category (i.e.
if you are both an OTA and PTA, enter both OT and PT if you want to get all your workload on one report. If you want to
have each Category separate, run 2 reports, one for OT and one for PT).

Facility: ALL will default, if you want to narrow the report, than delete ALL and enter Facilities” mnemonics or use the
lookup.

Location: ALL will default, if you want to narrow the report, than delete ALL and enter Locations or use the lookup. i.e.
NNLAPT is the PT outpatient location in Fort McMurray

Status: Enter “C” for Complete — you are only searching for complete orders in this report to verify, however you can
run it again for “logged” or “cancelled” if you wish to check.

The report will sort by facility and locations and provide subtotals. At the end of the report, total numbers are provided
for each facility re: Assessment minutes, Treatment minutes and Consultation minutes.
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Rehab/Therapist Workload Summary- Manager._- find report under ITS>Reports>Custom Reports>Provincial
Reports

This report allows managers to run the workload report for any of the providers. There are 2 versions of the report,
regular output that can be previewed and/or printed. There is also a download version to allow managers the option to
download report data into Excel.

This report is most useful for outpatients, but it will pull inpatients as well if the user provides service to both inpatients
and outpatients at the designated facility/location.

This report allows a manager to view a summary of the time spent per patient over a specified date range for a specific
provider. This list also includes both service date and revisit date, so a comparison can be made to ensure revisits have
been entered for each outpatient visit.

* From Date *Category: * Facllity * Location

From Date and Thru Date: enter the * Thru Date:
date range

' Status Provides

Category: ALL will default, enter the
Category or use the lookup. You can
enter more than one Category (i.e. if provider is an OTA and PTA, enter both OT and PT if you want to get all the
workload on one report. If you want to have each Category separate, run 2 reports, one for OT and one for PT).

Facility: ALL will default, if you want to narrow the report, than delete ALL and enter Facilities or use the lookup.

Location: ALL will default, if you want to narrow the report, than delete ALL and enter Facilities or use the lookup. i.e.
NNLAPT is the PT outpatient location in Fort McMurray

Status: Enter “C” for Complete — you are only searching for complete orders in this report to verify, however you can
run it again for “logged” or “cancelled” if you wish to check

Provider: enter the 6 digit number of provider, or type ‘N/lastname’ and do a lookup

The report will sort by facility, location, category and provider subtotals (as determined by parameters entered when
running report).

At the end of the report, total numbers are provided re: Assessment minutes, Treatment minutes and Consultation
minutes for each provider by facility and category
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Download Option

After entering the fields in the report, and

filing, when the Preview screen pops up, =
Click on Download instead of Preview Doynkoin o
Printer: Preview Hall a9
Descrption: Document Manager Praview
Coples: 1 Browses L)

Print Destination screen will displays, will display

recent targets. Click on the arrow to choose
location, i.e. document folder.

| Recent Targets
C\Documents and Settings |t yior\ Desktop \WORKLOAD TESTZ . txt
C\Docaments and Settings)jtaylon Desktop \WORKLOAD TEST fat

Name the file With the eXtenSion Axt LCH\Docstmwmts dnvd Sedtingestaybor\ Desktop\ WORKLOAD TEST

i
Can choose to enter a Password — if enter a e
password, needs to be at least 8 characters in ol
length. Then will be required to re-enter the frovent
password. Click ‘OK’ Irotesutacas

Refresh
NOte: System Creates and dOWnIOadS the file aS a ;.::?::‘hmm' Decimonts and Semngs\jtayloc Desitog Y\WORKLOAD TEST rot R4

fu-enter Pad

password-protected zipped executable file. After
the file is downloaded to the selected location,
users can access and unzip the file with the
selected password.

& Message

Text data will be saved in the location you chose, and once completed, user will get a message
pop up that report is finished. Click Close.

-9 Home Insert Page Layout Formulas . Review View Developer Add-Ins

Open Microsoft Excel — Click data tab:

o CELL
j Calibri i~ ARSI l ‘J" General ~ m =
=2
Paste B I U - &+~ === §'§ g: ~ | $ v % 9 |[%2 5% Conditior
2 ‘; ‘ H | A. == Ele=ca E | o || %a a.n‘ Formattin
Cliphoard = Font i Alignment F] Number 3
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Click From Text: Ca )
j" Home frrymnt Page Lagnut Formule Data Resew Aew o
: trom Accedl L 4 | Connections p—— P
1% o i s g =l SRR (
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An Import Text file box will display. Find the location of the .txt file you saved — select the .txt file and select Import
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"
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed \Width,
If this is carrect, choose Mext, or choose the data bype that best describes vour data.
Criginal data bype

Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in colurmns with spaces between each field.

Start import at powe: File origin: 437 1 OEM United States R

Preview of file Ci\Documents and SettingsjtayloriDeskiop\WORKLOAD TEST3 txt.

rovider, Facility,Site,Location,Category, ClientMNane  Account , Sexrvicelate,
"Jodie A Taylor","HNorthern Lights Health Centre" "NNLA" K "NMNLAZN" "OT"_ "
"Jodie A Taylor","Horthern Lights Health Centre", "NNLA" "NMNLAZH" "OT","
"Jodie A Taylor","Northern Lights Health Centre", "NNLAY, "NNLALZN", "0T","
"Jodie A Taylor", "Northern Lights Health Centre" “NNLA" "NNLAZSZW" “OT", "

< |

| mext= | [ Enish

>

| £

|
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The screen will display with Tab auto checked, ensure to also choose Comma and Click Finish

Text Import Wizard - Step 2 of 3

This screen lets vou set the delimiters wour data contains, You can see how your text is affected in the preview
b,

Deelimiters
Tab

[ semicalon
Comma
|:| Space

[ other: l:l

[] Treat consecutive delimiters as one

Daka prewview

ite [Location [Category Client ﬁ
odie A Taylor Morthern Lights Health Centre L& MNLAZN T 0E D] =
odie A Taylor florthern Lights Health Centre LA MNLAEN T ITSD]
odie A Taylor florthern Lights Health Centre LA MNLAEN T ITED
odie A Taylor Morthern Lights Health Centre L& MMNLAZSW T ADHM
< 1 | >

[ Cancel ] [ < Back ] ‘ Mext = ] [ Finish

Then click on Finish

Iui i_apm Wizard - Step 3ol 3.
This screen lets you sslect each column and set the Data Format.

9’_—_

Cokumn cata farmat

%) Geneval

2 ‘General’ cocents numernic values o rumbers, date vakues to dates, and o .
O Tent romakning vahaes to text

Cume: for &

O Do nok yepart cobumn (shp) |
Data greview

horczal |
Fategory

Lights Healeh Cursce
lighcs Bealth CTencre
lights Mealth Cercre
Lights Health Cutt:ze

DY
pY
pT
pr

Import Data pops up - asking where on the spreadsheet you want to start the data — Click OK. (If you click ok the data
will start in cell A1, otherwise indicate which cell you want to start)

Import Data

Where do vou want ko put the data?
(%) Existing workshest:

=$A%1
7 Mew worksheet

Fi

[P[Dperties... ] L 64

][ Cancel ]
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