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Technical Support Contact Information 

 
Clinic Team Members - If you are experiencing difficulties using the AIM measurement 
tools (e.g. initial installation, setup and day to day use) it is highly recommended that you 
consult the table of contents of this document for support before contacting your 
assigned Facilitator. 

 
Facilitators - Similar to clinic users, Facilitators should consult the table of contents of 
this document for support before contacting their Regional Support Team member when 
experiencing difficulties using the AIM measurement tools.  If you do not know who your 
Regional Support Team member is or your region is currently without one, please 
contact the AIM Measurement Support Team at the email address below. 

 
Faculty Members - Faculty members should consult the table of contents of this 
document for support before contacting the AIM Measurement Support Team at the 
email address below. 

 
Regional Support Team Members - Regional Support Team members should direct 
their technical issues to the AIM Measurement Support Team at: 

 
measurement@albertaaim.ca 

 

Please NOTE: 

o To help us troubleshoot your issue better, please provide a detailed description of 
the problem(s) in your email 

o Emails received by the AIM Measurement Support Team at 
measurement@albertaaim.ca will, in general, be responded to in the order in which 
they are received 

o Requestors should expect a response to their issue(s) within one week 

o In the event that a solution to an issue requires greater exploration by the AIM 
Measurement Support Team, the response will inform the requestor of those details 

o The AIM Measurement Support Team experiences high volumes of support related 
emails in the 2 days prior to Learning Sessions and Monthly Report due dates ï as 
such, itôs highly recommended that technical support is sought in advance around 
these times 

o All users should check the Alberta AIM Website periodically to ensure they have the 
most recently updated copy of the User Guide for AIM Applications 

mailto:measurement@albertaaim.ca
mailto:measurement@albertaaim.ca
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How Do We Install These Tools? 
 
NOTE: you will have been given either a Memory Stick (a.k.a. USB Flash Drive or Jump 
Drive) or a CD Rom with an AIM folder which contains all the necessary files (tools) to 
be installed. 
 
There are a number of ways to install these files onto your computer.  Use your favorite 
method, but if you arenôt sure take the following steps: 

 

1. Insert either the Memory Stick or the CD into your computer 

2. Go down to the Start button  or  in the lower left hand part of 
your screen - right click on the button and choose ñExploreò 

3. Find the AIM Folder on the Memory Stick/CD ï   

a. Within the list of drives and folders that appears find the appropriate drive 
letter for the Memory Stick/CD which contains the AIM folder. 

b. Click on this drive to reveal the AIM folder within.     

 

4. Copy the AIM folder onto your C:\drive ï  

a. Right click on the AIM folder and select ñCopyò from the options which 
appear.  

b. Within the same list of drives and folders which appeared after completing 
STEP 2 (above) find your C:\ Drive. 

c. Click on your C:\ Drive ï once selected, right click on it and choose ñPasteò 
from the menu that appears.  See below: 

 

5. The AIM folder and all its contents (i.e. the AIM tools/files) are now transferred to 
your PC.  Your installation is complete!  Now, letôs move along to discover what is in 
the AIM folder é 
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What Are The Tools? 
The principal tools for data collection and interpretation are the AIM files within your AIM 
folder shown below: 

 

The TRACKING FILE  AIMTracking.xls 

What does this file do?   

 The AIMTracking.xls file is important.  As you move through the AIM process this is the file 
you will use to hold all the improvement data you collect. 

 As this file holds all of your clinicôs improvement data it is the most important one to back up 
(i.e. save to more than one location). 

 NOTE: this file comes with the ability to download into a database, if you have MS Access 
available (OPTIONAL). 

 

The ANALYSIS FILES 
2003AIMAnalysis.xls  

2007AIMAnalysis.xlsm 

Which one should we use - 2003AIMAnalysis.xls or 2007AIMAnalysis.xlsm? 

 You will only need to use one of these files - the version of Excel on your computer will 
dictate which one.  Those with Excel versions earlier than 2007 should use the 
2003AIMAnalysis.xls file. 

NOTE: you should delete the one youôre not going to use. 

What does this file do?   

 Regardless of the 2003 or 2007 designation, the AIMAnalysis.xls(m) file is an Excel 
application that links to the data from your AIMTracking.xls file and creates graphs for you to 
review. 

 Unlike the AIMTracking.xls file, this file does NOT hold your data ï it is through a link 
that the AIMAnalysis.xls(m) file carries out its function. 

 Initially, this document has no value as there is no data to analyze.  Once you have input 
some data into your AIMTracking.xls file youôll be able to review your clinicôs status. 

 The relationship between the AIMTracking.xls file and the AIMAnalysis.xls(m) file is outlined 
in the AIMAnalysis.xls(m) section of this document. 

NOTE: this file is large and calculates slowly. 

 

NOTE: as these are all large, complex files do not have more 
than one open at a time if possible.  Each could slow your 
computerôs performance.  
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The MS ACCESS DATABASE FILE READY.mdb 

NOTE: the use of this application is OPTIONAL.  It will function only for those that have MS 
Access on their computer. 

What does this file do? 

 The READY.mdb file is a front end database which allows you to view your improvement 
data in alternative ways to how it is presented in the AIMAnalysis.xls(m) file. 

 For more information ask your Facilitator to contact your AIM Measurement Support 
Team 

 
What are the other files in our AIM Folder?  

The following documents can also be found in your AIM Folder: 

 

AIM Measurement Overview.pdf 

The AIM Measurement Overview.pdf contains similar 
information to this document (i.e. User Guide for AIM 
Applications.pdf) as well as information specific to each 
of the measures you will be collecting (i.e. measurement 
definitions/descriptions, collection/data entry instructions 
and tips). 

NOTE: There is a copy of this document in your AIM 
Binder. 

User Guide for AIM Applications.pdf 

This document contains information related to the 
general setup and day to day use of the AIM collection 
and interpretation tools [e.g. the AIMTracking.xls and 
the AIMAnalysis.xls(m) files] 

Data Collection Toolkit Primary and 
Specialty.xls 

The toolkit contains forms that can be printed and used 
for data collection. 

NOTE: There are copies of these forms in your AIM 
Binder. 
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Database Folder ï OPTIONAL 

 

For more information ask your 
Facilitator to contact your AIM 
Measurement Support Team 

This folder contains the core database where your data 
will download to if you are interested in generating 
reports from the READY file (MS Access). 

Please do not open this folder.  Within it is the core 
database called ñFIRE.mdbò ï the Fully Integrated 
Review Environment.  There is a risk that if this file is 
opened, you may corrupt or lose your own data.  You 
will be able to report and view this data from 
ñREADY.mdbò in a safe manner. 

 

Getting Started 

What Version of Excel Should We Use? 

 
The AIM collection and interpretation tools [i.e. the AIMTracking.xls and 
AIMAnalysis.xls(m) files] were developed in Microsoft Office - Excel 2003 and will work 
best in that environment.  If your clinicôs Excel version is older than 2003 (e.g. XP, 97, 
2002) both the AIMTracking.xls and 2003AIMAnalysis.xls files are compatible with these 
older versions. 
 
Conversely, if your clinicôs Excel version is newer than 2003 (e.g. 2007) you can use the 
AIMTracking.xls file, BUT you will need to run the 2007AIMAnalysis.xlsm file to see your 
graphed data.  Additionally, you will need to take an extra step to save your 
AIMTracking.xls file in a format that is compatible with Excel versions 1997-2003.  
Please refer to the ñOffice 2007 - Unique Considerations for Excel 2007 Usersò section 
below for instructions on ñHow to make Excel 2007 always save in Excel 1997 to 2003 
formatò. 

If you are not sure which version of Excel you have on your computer refer to the ñHow 
to Determine What Version of Microsoft Office Excel Your Clinic Is Usingò instructions 
below. 

NOTE: the OPTIONAL data collection/interpretation MS Access tools (i.e. READY.mdb 
and FIRE.mdb files) were also created in MS Access 2003 and will work best in that 
environment.  Regardless of the version of Access your clinic has, if you are interested 
in using these OPTIONAL tools you will need to ask your facilitator to contact your AIM 
Measurement Support Team to aid in the installation/day to day use. 
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How to Determine What Version of Microsoft Office Excel Your Clinic Is 
Using 

Excel 1997 to 2003 Users 

 
1. Under the Help menu, select ñAbout Microsoft Office Excelò 
 

 
 
2. The following window will open displaying which edition of Microsoft Office Excel is 

loaded on the computer you are using 
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Excel 2007 and Newer Users 

 
Follow the steps1 below to Determine What Version of Microsoft Office Excel Your Clinic 
Is Using. 
 

1. Click the Microsoft Office Button , and then click Excel Options 
2. Click Resources and at the bottom of the list that appears on the right hand side 

of the window the version of Excel should be listed as shown below 
 

 
 

3. If the version is not indicated - click the About button to determine which Excel 
version you have on your computer 

 

                                                      
1
 Steps adapted from http://office.microsoft.com/en-us/excel/HP100474501033.aspx  

http://office.microsoft.com/en-us/excel/HP100474501033.aspx
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The Initial Set Up ï Changing Your Security Settings 

 
Initially the security setting in Excel needs to be changed to ensure your AIMTracking.xls 
and AIMAnalysis.xls(m) files work properly.  Those with Excel versions earlier than 2007 
should follow the ñSecurity ï Excel 1997 to 2003 Usersò instructions to make the 
necessary changes.  

Security ï Excel 1997 to 2003 Users 

 
The security settings in your Excel may need to be changed.  They should be set to 
ñMediumò.   
 
To check on your settings, or to change them, follow these steps: 
 

1. Open your AIMTracking.xls file 
2. Under the Tools menu, click Options 
3. Click the Security tab 
4. Under Macro Security, click Macro Security 
5. Click the Security Level tab, and then select the security level you want to use.  

(Choose Medium) 
6. Close Excel  (save your changes) 
7. Reopen your AIMTracking.xls file and the new security level should be in effect 

 
NOTE: once you change your security settings, they are changed for Excel, not just for 
the AIM files.  They will stay on ñMediumò until set to another level.  
 
Taking the steps above will cause Excel to present you with the Security Warning 
message (below) each time you open your AIMTracking.xls file and your 
AIMAnalysis.xls(m) file.  Always click Enable Macros for the AIM Excel files.  For any 
other file (i.e. non AIM Files) from an unknown or untrusted source, click Disable 
Macros. 
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Security ï Excel 2007 (and newer) Users  

Unlike older versions of Excel, those using Excel 2007 will need to create a Trusted 
Location in order for the AIMTracking.xls file and the 2007AIMAnalysis.xlsm file to 
function properly (i.e. to allow all the programs that are part of these files to function ï 
including the Toolbars). 
 
What is a Trusted Location?2  A trusted location is typically a folder on your hard drive 
(C:\ Drive) or a network share. Any file placed in a trusted location can be opened and 
will be allowed to run without being checked by the Trust Center security system. As 
both the AIMTracking.xls file and the 2007AIMAnalysis.xlsm file come from a trusted 
source, allowing them to run without a security scan is safe. 
 
To create your Trusted Location follow these steps3: 

1. Open your AIMTracking.xls file 

1. Click the Microsoft Office Button , and then click Excel Options 
2. Click Trust Center and then Trust Center Settings 
3. Click Trusted Locations 
4. If you want to create a Trusted Location that is not local to your computer (i.e. not on 

your C:\ Drive), select the Allow trusted locations on my network (not 
recommended) check box 

5. Click Add new location 
6. In the Path box, type the name of the folder that you want to use as a Trusted 

Location, or click Browse to locate the folder (e.g. the AIM folder you installed onto 
your C:\ Drive) 

7. If you want to include subfolders as trusted locations, select the Subfolders of this 
location are also trusted check box 

8. In the Description box, type what you want to describe the purpose of the trusted 
location (OPTIONAL) 

9. Click OK (three times) 
10. Save the file.  Close and reopen it.  You should no longer receive the ñSecurity 

Warning ï Macros Have Been Disabledò prompt 
 

Important Consideration When Creating Your Trusted Location 

We strongly recommend that you do NOT make a location common to all computers 
(e.g. your entire C:\ Drive, your Desktop or your My Documents folder) a Trusted 
Location.  Doing so will put you at a security risk (e.g. make you vulnerable to viruses). 
 

 

Security ï Microsoft Office Access files (OPTIONAL) 

 
If your team is interested in using the READY.mdb and FIRE.mdb files for data 
collection and interpretation ï ask your Facilitator to contact your AIM Measurement 
Support Team for installation assistance. 

                                                      
2
 Description taken directly from http://office.microsoft.com/en-us/excel/HA100319991033.aspx  

3
 Steps directly from http://office.microsoft.com/en-us/excel/HA100319991033.aspx  

http://office.microsoft.com/en-us/excel/HA100319991033.aspx
http://office.microsoft.com/en-us/excel/HA100319991033.aspx
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Office 2007 - Unique Considerations for Excel 2007 Users 

 
As mentioned above, while Excel 2007 users can utilize the same AIMTracking.xls file 
as those with older versions of Excel a separate analysis file (i.e. 2007AIMAnalysis.xlsm) 
has been created for you.   
 
This section outlines features and considerations that are unique to you. 

How to make Excel 2007 always save in Excel 1997 to 2003 format 

 
For those using Excel 2007 (and future newer versions) you must save the 
AIMTracking.xls file in the Excel 1997-2003 format.  
 
To do so follow the steps below: 
 
1. Start by clicking that big round Office Button in the upper left hand corner 

 
 
2. In the resulting menu, click the Excel Options button 
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3. Lastly, click the Save tab, and then change the "Save files in this format" dropdown 
to "Excel 97-2003 Workbook" 

 

 
 
 
Why do we need to do this?  As the 1997 to 2003 editions of Excel are the most widely 
used amongst those involved in the Alberta AIM Initiative, saving your Tracking 
spreadsheet permanently in this format will make your data accessible/compatible for 
those external to your clinic (i.e. Faculty, your Facilitator, and those providing technical 
assistance) who will need to access your spreadsheet. 
 
NOTE: Each time your AIMTracking.xls file is updated to a newer version you will need 
to ensure that the file format is still set to ñExcel 1997-2003 Workbookò. 

Where is the Toolbar? 

The Toolbar is a customized feature within the AIMTracking.xls and 
2007AIMAnalysis.xlsm files.  Please refer to the AIMTracking.xls and AIMAnalysis.xls(m) 
sections below for more information about the helpful features offered through the 
Toolbars. 
 
In Excel 2007, the Toolbar can be found under the ñAdd-Insò ribbon (illustrated below).  
  

 
 
NOTE: Weôve had numerous issues with the Toolbars, especially in the 2007 
environment, so if you cannot find it or it doesnôt work for you, refer to the ñAlternate 
Startò Table sections for these programs described in the ñAIM Toolbarò and ñAIM2 
Toolbarò sections below. 
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The Alternate Start (Alt+F8) Function For The Toolbar Doesnôt Work 

 
If the alternate Alt+F8 function does not allow you to display the Toolbar functions in 
either the AIMTracking.xls or the 2007AIMAnalysis.xlsm files take the following steps: 

4. Click the Microsoft Office Button , and then click Excel Options 
5. Select the Popular option and check the box beside the ñShow Developer tab in 
the Ribbonò option 

6. Click OK 
7. Under the Developer Ribbon, select the Macro icon to reveal the list of Toolbar 

functions 
 

 
 

8. Within the Macro window that appears, select the Toolbar function of interest and 
click Run 
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Weôre Getting a ñSecurity Warning: Macros Have Been Disabledò Message 

 
The default security setting in Excel 2007 is ñDisable all macros with notificationò.  This 
setting will provide you with the following security warning each time you open either of 
the AIMTracking.xls or the 2007AIMAnalysis.xlsm files.  
 

 
 
Rather than selecting the Options button ï and choosing ñEnable this Contentò each time 
you open either of the AIMTracking.xls or 2007AIMAnalysis.xlsm files you will need to 
create a Trusted Location in order for these files to function properly.  Please refer to the 
ñSecurity ï Excel 2007ò section below for the necessary steps to create your Trusted 
Location. 
 
NOTE: It is NOT recommended that you change your default security setting to the 
ñEnable all macros (not recommended, potentially dangerous code can runò option 
as this setting makes your computer vulnerable to potentially malicious code (e.g. 
viruses).  
 

Weôre Getting a ñCompatibility Checkerò Message Each Time We Save Our 
AIMTracking.xls File 

 
This message indicates that Excel recognizes the AIMTracking.xls file was developed in 
a previous version.  ñSignificant Loss of Functionalityò is not an issue.  To avoid this 
message from popping up each time you save your file, uncheck the ñCheck 
compatibility when saving the workbookò box before clicking the Continue button. 
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The Linking Process ï How to Speed it Up 

 
2007 Users can speed up the process of linking their AIMAnalysis.xlsm file to their 
AIMTracking.xls file by having both files open at the same time. 
 
Please refer to the ñDay to Day AIMAnalysis.xls(m) File Considerations - The linking 
process takes a long time ï is there a way we can speed this process up?ò section 
below for more considerations on speeding up the linking process. 

 

We Want to Link a Single 2007AIMAnalysis.xlsm file to Multiple 
AIMTracking.xls files 

 
2007 Users who link their 2007AIMAnalysis.xlsm file to multiple AIMTracking.xls files 
MUST follow as specific procedure to do so. 
 
Please refer to the following ñDay to Day AIMAnalysis.xls(m) File Considerationsò 
sections below for more information: 
 

 ñWhat do we need to consider when linking a single 2007AIMAnalysis.xlsm file to 
Multiple AIMTracking.xls files?ò 
 

 ñWhen we change the link for our 2007AIMAnalysis.xlsm file to another 
AIMTracking.xls file we receive a ñA formula in this workbook contains one or 
more invalid referencesò error message ï what does this mean?ò 
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Using the AIMTracking.xls File 
 
This section applies to users of the AIMTracking.xls file in general ï regardless of the 
version of Excel you are using. 
 
As mentioned above, the AIMTracking.xls file is the file you will continually enter your 
improvement data into.  As this file holds all your data itôs important to ensure that it is 
saved to more than one location ï please refer to the ñDay to Day AIMTracking.xls File 
Considerations ï Where should we backup our AIMTracking.xls file?ò section below for 
ideas on where to back this file up. 

Customizing the AIMTracking.xls File 

Once you have completed the preliminary steps outlined in the above sections which are 
required for your Excel version to run your AIMTracking.xls file you will need to 
customize it. 
 

 
 
The Set Up tab (illustrated above) is available for you to customize the AIMTracking.xls 
file to your needs.  In this tab you provide details to make the application your own.   
 
NOTE: much of the information you enter into the Set Up tab is a one time entry.   
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The Initial Setup Data 

 
Specifically you will need to fill information into the following yellow fields within your 
Setup tab: 
 

 Name of Clinic 

 Name of PCN 

 Name of Zone 

 The list of Providers AND their Type (this is critical later on) 

 The Initial Tracking Day (it must be a Monday, even if no data or a holiday) 

 The Type of your Clinic (Primary or Specialty) 

 Operating Hours 

 Operating Days 

 Scheduled Arrival Time (i.e. how many minutes early patients are typically asked 
to arrive for their appointment) 

 NOTE: Information for the ñGenericò fields near the bottom of the Set Up tab do 
not need to be filled in initially as these are advanced functions you may never 
use.  If you feel you need specialized tracking as the AIM project progresses, this 
is where it is done. 

When you have completed the Set Up tab page press F9 to update the rest of the tabs 
in your AIMTracking.xls file.  Now you are ready to start tracking! 

 

The F9 Function ï What is it? 

 
Both your AIMTracking.xls and your AIMAnalysis.xls(m) files contain numerous formulas 
and functions that are working behind the scenes.   

Anytime you enter new data into a yellow field or change data that was previously in a 
yellow field you need to recalculate (i.e. press F9) the file to essentially tell Excel that 
there is new information to process. 

NOTE:  Moving onto another task before your calculation reaches 100% (see either the 
bottom left or right hand corner of your screen for the % completion value) may cause 
Excel to abandon the calculation process. 
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Special Features in the AIMTracking.xls File 

The Yellow Fields 

The yellow fields are a consistent feature you will see throughout both your 
AIMTracking.xls file and your AIMAnalysis.xls(m) file ï You fill information into yellow 
fields, nowhere else. 
 
When recording information or data into a yellow field note the ñpop-up helpò for 
guidance and look at your options when a drop-down list is available. 

Pop-Up Help 

The AIMTracking.xls file will do its best to aid you as you fill in the yellow fields.   

Example 

In the Setup tab portion shown below, notice how the ñpop up helpò appears when the 
yellow field is selected (i.e. you click on it): 

 

Formatting Error Messages 

In addition to ñpop-up helpò, your AIMTracking.xls file will check that information is 
reasonable and correctly formatted.  When formatting is an issue, it will be corrected 
automatically if possible ï this is especially noticeable with dates.   
Alternatively, if your AIMTracking.xls file finds questionably formatted information that it 
cannot correct automatically, you will get a message to alert you to the issue.  This 
immediate response methodology will save you a lot of time later on when we begin 
reporting. 

Example 

Below we see a Setup tab example where the question is ñWhat MONDAY will your 
tracking begin?ò As your AIMTracking.xls file uses this information to set all the date 
fields across the application itôs important that this information is correct.  In this 
example, the word ñYellowò was entered into this field and the following formatting error 
message appeared. 
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The AIM Toolbar  

 
The AIM Toolbar (shown below) contains a number of options to help you utilize the 
AIMTracking.xls file more effectively.  The Toolbar is named ñAIMñ within Excel if you 
wish to turn it off. 

 

 

NOTE: there have been reported difficulties in getting the Toolbar to function properly.   

For all Toolbar functions described below, an alternate method of initiating these 
programs is given.  Look at the Alternate Start options below. 

In the event that the Alternate Start does not work for 2007 users, there is an additional 
option outlined in the ñOffice 2007 - Unique Considerations for Excel 2007 Usersò 
section above. 

 

The following tables outline the features offered through the AIM Toolbar: 

Clicking the ñTabs Show and Hideò button reveals the following options for the user 
within their AIMTracking.xls file.   

 

 
Customized AIM Toolbar 

Options 

 
Alternate Start 

 
 

Hide Intro/Tracker hides the 
Intro and Tracker tabs if they 
are showing.  It will also 
remove the Continuity tab if 
the group has been identified 
as Specialty on the Set Up 
tab.  

Alt+F8,   then choose 
ñHideIntroò,   and then click 
ñRunò. 

Reveal Intro/Tracker causes the Intro and Tracker tabs 
to display themselves.   

NOTE: different Intro and Tracker forms will be revealed 
depending on the groupôs type: Primary or Specialty.  

Alt+F8,   then choose 
ñRevealIntroò,   and then click 
ñRunò. 

Hide Generic 1 hides the ñGeneric 1ò tab if it is presently 
displayed. 

Alt+F8,   then choose 
ñHideGeneric1ò,   and then click 
ñRunò. 

Reveal Generic 1 is for advanced groups who are later 
into the AIM program and wish to track their own, 
optional data outside the AIM program requirements. 

Alt+F8,   then choose 
ñRevealGeneric1ò,   and then 
click ñRunò. 

Hide Generic 2 hides the ñGeneric 2ò tab if it is presently 
displayed. 

Alt+F8,   then choose 
ñHideGeneric2ò,   and then click 
ñRunò. 
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Reveal Generic 2 is the same as Reveal Generic 1, but 
a different tab is displayed.  

Alt+F8,   then choose 
ñRevealGeneric2ò,   and then 
click ñRunò. 

Hide Generic 3 hides the ñGeneric 3ò tab if it is presently 
displayed.  

Alt+F8,   then choose 
ñHideGeneric3ò,   and then click 
ñRunò. 

Reveal Generic 3 is similar to Generic 1, but a different 
layout for data collection is displayed. 

Alt+F8,   then choose 
ñRevealGeneric3ò,   and then 
click ñRunò. 

 

Clicking the ñCustomize Layoutò button reveals the following options for the user within 
their AIMTracking.xls(m) file.   

 

 
 

Customized AIM Toolbar 
Options 

 
 

Alternate Start 
 

Show Service in Cycle Data causes the three additional 
services and their start and end time fields to display.   

Alt+F8,   then choose 
ñRevealServiceCycleDataò,   
and then click ñRunò. 

Hide Service in Cycle Data causes the 9 columns to hide, 
reverting the Cycle Data tab back to its original layout.  
Information is stored, not deleted, in the hidden columns.  

Alt+F8,   then choose 
ñHideServiceCycleDataò,   and 
then click ñRunò. 

Speak Cells is a program that will cause the computer to 
speak the highlighted selection of yellow cells to you in 
order to proofread your data entry.  Make sure you have 
initiated your computer to speak with the steps in the ñDay 
to Day AIMTracking.xls File Considerations  - Excel, Read 
To Me the Data I Enteredò section of this document.  Then 
highlight a section of yellow cells and click this button. 

There is no Alternate Start for 
this program. 

 

Clicking the remaining Toolbar buttons reveals the following capabilities within the 
AIMTracking.xls file.  

 This button causes a large dialog box to appear with help for each of the 
data collection tabs.  The dialog box has a number of tabs along the top of it matching 
the tabs available for data collection on the bottom of the screen.  View the dialog box as 
you wish and then click ñClose Page Instructionsò when you are complete.  (Alternate 
Start:  Alt+F8,   then choose ñRevealPrimaryPageInstructionsò,   and then click ñRunò.) 

 This button runs the ñClean Upò program.  This program locks your selection for 
Primary or Specialty and the accompanying style of your worksheet.  You will be 
prevented from (accidentally) changing the type of your clinic in the future.  It also finds 
and deletes hidden pages held for the other type of clinic ï resulting in a slightly smaller 
and slightly faster worksheet.  Only make use of this program when you are sure you 
have the right type of clinic on the Set Up tab.  (Alternate Start:  Alt+F8,   then choose 
ñCleanUpò,   then click ñRunò.) 
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Day to Day AIMTracking.xls File Considerations 

Excel, read to me the data I entered 

 
What?  Excel will read to you?  Do you hate proofreading?  Read on!! 
 
You have just finished keying a weekôs worth of Activity for 5 doctors from a large 
number of tick sheets or a paper summary.  Your eyes hurt and you donôt think itôs 
possible to accurately proofread. It would help if you had someone to read the numbers 
so that you could cross-check them against the piece of paper. 

 
 
Weôve added a feature where you can highlight a range of yellow cells and have Excel 
speak the values in those cells. This will allow you to listen to the numbers while you 
compare them to the printed paper. When you involve two senses (hearing and sight) in 
a task, you will be more accurate and the process will be less tedious. 
 
To turn this feature on: 

                                                                   
 

 

1. Go to the Start menu ï under Settings 
select Control Panel - find Speech and 
double click it.   
 

2. Then go to the Text to Speech tab and 
select your favorite of the three voices 
available on the Text to Speech tab ï Click 
OK. 

 
3. Select the data in your AIM file that you 

would like read to you. 
 

4. Under the Data Status Toolbar button 
select the Speak Cells option and listen. 

 
NOTE: ensure the volume is turned up on your 
computer. 

 
5. See the specific button under the ñAIM 
Toolbarò or ñAIM2 Toolbarò called ñSpeak 
Cellsò for details on getting the function to 
work for a specific area now that youôve 
turned on the voice capability of your PC. 
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Our clinic has more than 15 providers ï how is the tracking done? 

 
For a few clinics, you will want to collect data for more than 15 providers.  In these 
cases, you will need to split the providers into groups that will each have their own copy 
of the AIMTracking.xls file.   

Rename each file so that you can easily identify the different files and know who is in 
each group.  The clinic name on the Set Up tab should be identical to allow the data to 
be combined later on.  

For those clinics that have MS Access, you will have the ability to download each of your 
AIMTracking.xls files into a common database to allow combined reporting. 

 

Does the AIMTracking.xls File have to be open for the AIMAnalysis.xls(m) 
File to work? 

 
No.  In fact, to speed up the functioning of these files it is best to only have one file open 
at a time.   

If you would like to review the data you entered into the AIMTracking.xls along with your 
graphs in the AIMAnalysis.xls(m) file ï try using the Toolbar function ñReveal Data Tabsò 
under the ñData Statusò button in the AIMAnalysis.xls(m) file. 

This feature will reveal data that is similar to that which was recorded in your 
AIMTracking.xls file within your AIMAnalysis.xls(m) file. 

 

 

How can we set the calculation function to manual (F9)? 

 
As your dataset grows you may notice that your use of the AIMTracking.xls and 
AIMAnalysis.xls(m) files is interrupted by the files wanting to recalculate.  To remove this 
interruption you can change the calculation settings in Excel from automatic to manual.   
 
Please note that making this change means you will need to remember to recalculate 
your file to update it when youôre finished making your desired changes to information in 
a yellow field.   
 
To change your calculation settings to manual do the following: 
 
In Excel 2003 (or earlier versions) follow these steps: 
 

1. Under the Tools menu select Options 
2. Select the Manual option in the Calculation tab 
3. Click OK 
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In Excel 2007 (or later versions) follow these steps: 
 

1. Select the Formulas Ribbon 
2. At the far right hand side of the tool bar check Manual under the Calculation 

Options button 
 

What about Copy and Paste? 

If you would like to move around or duplicate yellow field data in either of your 
AIMTracking.xls or AIMAnalysis.xls(m) files do NOT use the traditional Copy - Paste 
function.   
 
Instead use Copy - Paste SpecialéValues.   
 
As all the yellow fields within your AIMTracking.xls file and your AIMAnalysis.xls(m) file 
have associated formatting, data type and data validation instructions, using the 
traditional Copy-Paste function may result in undesired functionality of these files. 
 

I think we have the wrong Intro and Tracker tabs ï how can we fix this? 

If you have the wrong Intro and Tracker tabs displayed (e.g. the primary tabs are 
displayed, but you specified in the Setup tab that you are a Specialty clinic), simply run 
the ñHide Intro/Trackerò and then the ñReveal Intro/Trackerò Toolbar options and the 
correct tabs (based on the information you have provided on the Set Up tab) should be 
displayed. 

 

The ñContinuityò tab is displayed and we donôt need it - how can we fix 
this? 

While Primary clinics track Continuity data, Specialty clinics do not.  If the Continuity tab 
is showing incorrectly, first check that you have selected the appropriate clinic 
description (i.e. Specialty) in your Setup tab.  If this information is not correct, change it 
and press F9.  If the correct clinic description is not the issue, run the ñReveal 
Intro/Trackerò and then the ñHide Intro/Trackerò Toolbar options and the issue should be 
resolved. 

 

Data we entered into the AIMTracking.xls File has disappeared ï whatôs 
happening? 

This scenario is often experienced by clinics that have more than one person entering 
data into their AIMTracking.xls file which is saved on a shared drive.   

If person B opens the AIMTracking.xls file to enter data while person A already has the 
file open at his/her workstation, entered data will go ñmissingò even after it has been 
saved.  

 To avoid this it is recommended that multiple data entry people make a schedule to 
ensure that the AIMTracking.xls file is only open at one location at a time. 
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Alternatively, you may experience the same scenario if: 

 you are entering data into multiple AIMTracking.xls files (e.g. older and newer 
versions) 

 you do not choose to ñSave Changesò when closing the file 

 Excel has to shutdown unexpectedly 

 

Where should we backup our AIMTracking.xls File? 

Depending on how your clinicôs computer system is setup there are a few different 
options to consider when backing up your AIMTracking.xls file.   
 
(NOTE: as your AIMAnalysis.xls(m) file does not hold any of the data inputted into the 
AIMTracking.xls file it is not necessary to back this file up).   
 
The following are a few backup options you may want to consider: 

1. If you have your AIMTracking.xls file on a local drive (e.g. your C:\ drive) from 
time to time you could: 

a. Email the file to yourself or to the Listserve (where it will be stored in the 
archives) 

b. Save it to another source (e.g. another computer in the office or to a 
Memory Stick) 

2. If you have your AIMTracking.xls file on a shared network drive then your file is 
automatically backed up on a server ï however, it does not hurt to apply the 
options listed above 

 

What is the protocol to have our AIMTracking.xls file updated? 

When updates are available the most common protocol to get these updates to your 
clinic is as follows: 

 Your AIMTracking.xls file(s) will be pulled off the Listserve by the AIM 
Measurement Support Team when submitted along with your Monthly Report. 

 Prior to the update you will be notified and asked not to enter anymore collected 
improvement data until your updated file(s) have been returned to you. 

 Your updated AIMTracking.xls file(s) will be returned either directly to you or to 
you through your Facilitator.   

 Once youôve received your updated file(s) back: 

o Either delete or archive your previous file(s) (See the ñOnce we receive a 
newly updated AIMTracking.xls file, what should we do with the old 
version(s)?ò section below for suggestions) 

o Continue to enter your collected data into the newly updated file(s). 
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NOTE:  Excel 2007 (and newer) users will need to ensure that their updated file 
is saved in the 1997-2003 file format.  See the ñHow to make Excel 2007 always 
save in Excel 1997 to 2003 formatò section above for instructions if needed. 

 

Once we receive a newly updated AIMTracking.xls file, what should we do 
with the old version(s)? 

There are two common options to deal with old AIMTracking.xls files.  You can either 
keep the old files or delete them.   
 
The updated version returned to you will contain all the data that was submitted in the 
previous version so itôs not necessary to keep both assuming new data hasnôt been 
entered into an AIMTracking.xls file since you submitted it for the updates. 
 
** The real concern is that you are backing up your most recent AIMTracking.xls file that 
contains all the improvement data youôve been collecting to date.  Please refer to the 
ñWhere should we backup our  AIMTracking.xls File?ò section above for guidance if 
needed. 
 
If you do choose to keep previous versions of your AIMTracking.xls file itôs best to 
develop a system that will allow you to distinguish the old ones from the most recently 
updated one that contains all your data to date.  For example: 
 

1. Rename each Old AIMTracking.xls file (e.g. change the file name to 
ñAIMTracking ï OLD ï June.22.09.xls ò) 
 

2. Create a new folder (e.g. Old Tracking Files) within your AIM folder to hold your 
older files 

 

How do we install our newly updated AIMTracking.xls file? 

Take the following steps: 

 

1. Save the updated file to the same location on your computer (e.g. your AIM folder) 
where your older version of the AIMTracking.xls file is kept 

2. If you choose to rename this new file and would like to keep a copies of your older 
files, ensure that the file names are not the same 

3. Either employ the steps above to archive your older AIMTracking.xls file OR delete it 

NOTE: when updates are available you will be notified and asked not to enter 
anymore data into your AIMTracking.xls file until the newly updated copy has 
been returned to you.  Assuming this instruction has been followed, your newly 
updated AIMTracking.xls file will contain all the data you had up to the time you 
submitted it for the update.  As such deleting your older copy will not cause you 
to lose any data. 

4. Open your AIMAnalysis.xls(m) file and link it to your newly updated AIMTracking.xls 
file.  See the ñLinking Your AIMTracking.xls file to Your AIMAnalysis.xls(m) fileò 
section below for instructions if needed 
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Using The AIMAnalysis.xls(m) File 

 

The Basic Concept 

While the AIMTracking.xls file is used to collect and hold your improvement data, the 
AIMAnalysis.xls(m) file is used for the analysis of your improvement data.   

Through a link the AIMAnalysis.xls(m) file takes your AIMTracking.xls raw data and 
presents it in graphs such that your team will be able to view how the various measures 
change over time.   

On this note, it is important to distinguish that unlike the AIMTracking.xls file the 
AIMAnalysis.xls(m) file does NOT hold any of your data.  It is through a link to the 
AIMTracking.xls file that the AIMAnalysis.xls(m) file functions. 

As mentioned above in the ñWhat Are The Toolsò section, you only need to use one of 
these files (i.e. either 2003AIMAnalysis.xls or 2007AIMAnalysis.xlsm) ï the version of 
Excel on your computer dictates which one.   

 

Initial Setup 

Linking Your AIMTracking.xls file to Your AIMAnalysis.xls(m) file 

 
Within the AIMAnalysis.xls(m) file you chose (based on your version of Excel), the 
Toolbar button below has been created to help you with the linking process.   

 

 

This Link2Data button will allow you to establish the link between your AIMTracking.xls 
file and your AIMAnalysis.xls(m) file. 

To do so, take the following steps: 

1. Click the Link2Data button (see the ñOur ñLink2Dataò Button Doesnôt Workò section 
below if needed) 

2. The following Edit Links Window will appear 
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3. Select the Change Source button 

4. Within the Change Source Window that appears, browse to find the AIM folder 
where your AIMTracking.xls file is kept on your computer (e.g. your C:\ Drive)  

 

5. Once you have found your AIMTracking.xls file, select it and click OK 

6. You will return to the Edit Links Window and will see an image (e.g. an hourglass or 
a circle) which indicates that the link is being established ï this may take several 
minutes 

7. When the link is established the image will disappear ï click Close 

8. Next you will notice the screen flashing a few times ï this is standard as security is 
being reset 
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9. You are done and your AIMAnalysis.xls(m) file is now linked to your AIMTracking.xls 
file 

10. Press F9 to calculate the file (see the ñUsing The AIMTracking.xls File - The F9 
Function ï What is it?ò section above for information about this function if needed) 

11. Save the file ï doing so will establish the link permanently between your 
AIMTracking.xls file and your AIMAnalysis.xls(m) file (i.e. you wonôt have to re-
establish the link between the files each time you want to view your graphs) 

NOTE: this does NOT mean that the graphs will magically populate.  Please refer to the 
ñHow do we set up our graphs?ò section below for more information. 

 

Our ñLink2Dataò Button Doesnôt Work 

If the Link2Data button does not work take the following steps: 

1. Use the Alternate Start - Press Alt+F8 

2. Select the  ChangeLink option in the window that appears 

 

3. Click the Run button 

4. Continue on with steps 2-11 in the ñLinking Your AIMTracking.xls file to Your 
AIMAnalysis.xls(m) fileò section above 

 

NOTE:  For Excel 2007 and newer users, if the Alternate Start does not work - follow the 
steps outlined in the ñThe Alternate Start-Up (Alt+F8) Function For The Toolbar 
Doesnôt Workò section below. 




