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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:

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

o0 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

0 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

0 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 i as
s u ¢ h ,highlytret@mmended that technical support is sought in advance around
these times

0 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
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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
met hod, but i ftakeythe tollowimgetap8:t s ur e

=

Insert either the Memory Stick or the CD into your computer

2. Go down to the Start button H Sl or E in the lower left hand part of

your screen -right clickont he button and choose AExpl oreo

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

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 o RANDY (G2)
g AIM

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

a. Right click on the AIM folder and select

appear.

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

c. ClickonyourC\Drivei once selected, right «cli
from the menu that appears. See below:

a4 18 Computer

4 &, o5
| CAB Collapse
, Cones g WinZip '
, Dat
o Explore
| Dayd
, pELl  Open
; Dow Share...
J Drive
I Finat Format...
§ FT
Copy
| Girls -
 Heal aste
. Incol Rename
(Y-

5. The AIM folder and all its contents (i.e. the AIM tools/files) are now transferred to
your PC. Yourinst al | ation is complete! Now, I
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:

B 2003_ATMAnalysis. s NOTE: as these are all large, complex files do not have more
434 2007_AIMAnalysis.xdsm than one open at a time if possible. Each could slow your
B atMTracking. s computerods performance.

Z|reaDY.mdb

The TRACKING FILE AlMTracking.xls

What does this file do?

e The AlMTracking.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.

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

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

2003AIMAnNalysis.xls

T ANALTSIS HIH=S 2007AIMAnalysis.xlsm

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

e 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:youshoudd el et e the one youbre not going t

What does this file do?

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

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

o Initially, this document has no value as there is no data to analyze. Once you have input
somedata i nto your Al MTracking.xls file.youdl

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

NOTE: this file is large and calculates slowly.
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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?

e 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.

e 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:

T ATM Measurement Overview , pdFf

_‘; IJser Guide For AIM applications ., pdf

@Data Collection Toolkit Primary and Specialty, xls
)Database

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).

AIM Measurement Overview.pdf

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

This document contains information related to the
User Guide for AIM Applications.pdf | 9eneral setup and day to day use of the AIM collection
and interpretation tools [e.g. the AlIMTracking.xls and
the AIMAnalysis.xIs(m) files]

The toolkit contains forms that can be printed and used
Data Collection Toolkit Primary and for data collection.

Specialty.xls NOTE: There are copies of these forms in your AIM

Binder.
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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 Folder i OPTIONAL

For more information ask your dat abase c al | eid thef Fully Ridegnatedh

Facilitator to contact your AIM Review Environment. There is a risk that if this file is

Measurement Support Team opened, you may corrupt or lose your own data. You
will be able to report and view this data from
AREADY. mdbo in a safe mann

Getting Started

What Version of Excel Should We Use?

The AIM collection and interpretation tools [i.e. the AlMTracking.xls and
AlMAnalysis.xls(m) files] were developed in Microsoft Office - Excel 2003 and will work

best in that environment. I f your <clinicbds Exc
2002) both the AlIMTracking.xls and 2003AIMAnalysis.xIs files are compatible with these

older versions.

Conversely, if your clinicbds Excel version i s n¢
AlIMTracking.xls file, BUT you will need to run the 2007AIMAnalysis.xIsm file to see your

graphed data. Additionally, you will need to take an extra step to save your

AlMTracking.xls file in a format that is compatible with Excel versions 1997-2003.

Please refertothe i Of f i ceUn2i0g0u7e Consi der ati onsseciomr Excel
below for instructionsoniHow t o make EXxc eédin x6eD1997 0012002y s s a

for mat o

If you are not sure which version of Excel you have on your computer refer to the A Ho w
to Determine What Version of Mi c r oirsstou€tions Of f i ce E
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 AlM
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 menrugs cfetl e@ftf ificAd olIX c eMi &

Microsoft Excel - Example_xls

IEJ Fil=  Edit “iew Inset Format Tool: Data  Window | Help | Adobe FDF
EHS SR a6 EaR-F9- ||Q) Microsoft Excel Help F1 |z - @ H Fi
Avial -0 - | B I U|=E=E= E Microzoft Office Online Lty A 'B
== B & Snaglht |21 | Window - H Berlst Us
il - P~ Customer Feedback Options...
A B | C | D | E | About Microsoft Office Excel | J
1 ¥
|2
|3
| 4

2. The following window will open displaying which edition of Microsoft Office Excel is
loaded on the computer you are using

About Microzef! £xcel |

Microsoft@E Office Excel 2003 (11.6355.6408) SP1
Park of Microsoft Office Standard Edition 2003
Copyright €1 1985-2003 Microsaft Corporation. Al rights rese

i alling.cs an systern € 1993 by Letmout & Hauspie Speach
Praducts M5, F'.II nghts resenred Frenu:h spelllng checker and dictionaties & 1994-2000 SYHAPSE
Déwaloppernent, Toulouse (Francel, All Mghts reserved, Spanish Spelling Engine & 1992-2002 by
SIGHUM Cia, Leda, Quite, Ecuador, All rights reserved.

This product is licensed to:

keyliekidd
Capital Health
Product ID:  70141-640-3509396-57406

Wiew the End-Lser License Aqreement

Warning: This computer program is prokected by copwright law and international
kreaties, Unauthorized reproduction or distribution of this program, or anw portion of
it, may result in severe civil and criminal penalties, and will be prosecuted to the
maxirmum extent possible under the law,

Syskem Info., . |

Tech Support, ., |

Disabled Ikems. .. |
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Excel 2007 and Newer Users

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

[ Dn
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

about Microsoft Office Excel 2007

Microsoft® Office Excel® 2007 (12.0.4518.1014) M50 (12.0.8020,.5000]

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

! Steps adapted from http://office.microsoft.com/en-us/excel/HP100474501033.aspx
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The Initial Set Up i Changing Your Security Settings

Initially the security setting in Excel needs to be changed to ensure your AIMTracking.xIs
and AIMAnalysis.xIs(m) files work properly. Those with Excel versions earlier than 2007
should follow the fi S e ¢ uir Exdely 1997 to 2003 Userso instructions to make the
necessary changes.

Security T Excel 1997 to 2003 Users

The security settings in your Excel may need to be changed. They should be set to
AMedi umo.

To check on your settings, or to change them, follow these steps:

Open your AlMTracking.xls file

Under the Tools menu, click Options

Click the Security tab

Under Macro Security, click Macro Security

Click the Security Level tab, and then select the security level you want to use.
(Choose Medium)

Close Excel (save your changes)

Reopen your AIMTracking.xls file and the new security level should be in effect

agrwnNpE

No

NOTE: once you change your security settings, they are changed for Excel, not just for
the AIM files. They will steaely on AMedi umd until

Taking the steps above will cause Excel to present you with the Security Warning
message (below) each time you open vyour AlMTracking.xls file and vyour
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.
zl

"ENAIMYAIMTracking. xIs" contains macros,

Macros may conkain viruses, Ik is usually safe ko disable macros, but if the
mactos are legitimate, wou might lose some funckionality.

Disable Macros I Enable Macros Mare Info
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Security 1 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 AlMTracking.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 1
including the Toolbars).

What is a Trusted Location?? 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 AlIMTracking.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 steps®:

1. Open your AlMTracking.xls file
[ Dn

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. Inthe 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. Inthe 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 shou
Warning i MacrosHaveBe en Di sabl edodo 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 T Microsoft Office Access files (OPTIONAL)

If your team is interested in using the READY.mdb and FIRE.mdb files for data
collection and interpretation T 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
® Steps directly from 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 AlMTracking.xls file
as those with older versions of Excel a separate analysis file (i.e. 2007 AIMAnalysis.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
AlMTracking.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

{ -
— T

0 W) = 5 Bookl [Compatib
}x{ Home Insert Page Layout Formulas Dat
2 Office Button ar

~ Oa Click here to open, save, or print, b
Pas - and to see everything else you can
v j g do with your document. no
Cliph _3 - R
— H —
Fal
bl —
1 ===
2
—— | @) Press F1 for more help.
3

2. In the resulting menu, click the Excel Options button

23 Excel Optinns% 2 Euit Excel
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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"

Excel Options
Popular .
Customize how workbooks are saved.
Formulas
Froofing Save workbooks
[ Save ] Save files in this format: Excel 97-2003 Workbook EI
Advanced Save AutoRecover information every |10 =| minutes

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 -2®03naWorlsbsakad.l set to 7

Where is the Toolbar?

The Toolbar is a customized feature within the AlMTracking.xls and
2007AIMAnNalysis.xlsm files. Please refer to the AIMTracking.xls and AIMAnalysis.xIs(m)
sections below for more information about the helpful features offered through the
Toolbars.

In Excel 2007, the Toolbar can be foundund er t hlen$id&dddi bbon (il l ustrate

3
_./I Home Insert Page Layout Formulas Data Review Wiew

Data Status ~ [ Link2Data
Tabs Show and Hide = Customize Layout ~ Tab Specific Help 23
& snagit ' | Window -

Custom Toolbars

NOTE: We 6 v e had numer ous i ssues wi t h t he Too
environment, so if you cannot find it or it do
St a Tablé sections for these programs described in the A Al M T oamd foAlr M2

T o ol beationg below.
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The Al tern

ate Start

(Al't+F8) Function

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

(Ba
4. Click the Microsoft Office Button “~* , and then click Excel Options

5. Select the Popular option and check the box beside the i Show Devel oper

t he Ri bptiomn 0
6. Click OK
7. Under the Developer Ribbon, select the Macro icon to reveal the list of Toolbar
functions
R |
—-/ Home Insert Page Layout Formulas Data Review View Add-Ins

Vis\al Macros ;

N\ Record Macro |'.\-§_'1 & %0 Properties == J Map Properties :]'Jlmport
E Use Relative References B E - Q.,i]‘u"iew Code fﬂ.'_ij Expansion Packs J,,' Export
. Insert Design . Source .
Macro Security - Mode # Run Dialog “¢ Refresh Data
Code Controls XML

8. Within the Macro window that appears, select the Toolbar function of interest and
click Run

ALBERTA AIM

Macro name:

AIMTracking

AlMTracking
AIMTracking
AIMTracking
AIMTracking

AIMTracking
AIMTracking

AIMTracking

AIMTracking.
AIMTracking. xls!RICAddOn.RevealPrimaryPagelnstructions
AIMTracking. xls!RICAddOn. RevealServiceCycleData

XsIRICADdON. Reveallntro

xlsIRICADdOn, HideGenericl
JlsIRICADdOn, HideGeneric2
JlsIRICADdON. HideGeneric3
XsIRICADdOn, HideIntro

AIMTracking. xIs!RICAdJdOn. HideServiceCydeData

lslLoadAndOpen
SR ICADdOn, RevealGenericl

AIMTracking. xIs'RICAJdOn.RevealGeneric2

lsIRICADdOn, RevealGeneric3
wlsIR ICADdON, Reveallntro

Macros in:

All Open Workbooks

Description
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We 6 Gettingain Secur i ty Méarrmisn dgfav e

The default securit y setting in Exce

| 2007 is ADi

setting will provide you with the following security warning each time you open either of

the AlMTracking.xls or the 2007AIMAnNalysis.xlsm files.

A =  Microsoft Word

Home

Cin
o

Insert Page Layout

- 12 = —

—

Times Mew Roman
B I U -abe x, x'||2,
B-A A AN

Font P

Paste

‘;.

Clipboard

References

oy -

p - h—
- = =
=

=il
ol
> M

Paragrap

I:_Q Security Warning  Macros hawve been disabled.

Options...

Rather than selecting the Options buttoni a n d

choosi

ng AEnabl e t

you open either of the AlIMTracking.xls or 2007AIMAnNalysis.xlsm files you will need to
create a Trusted Location in order for these files to function properly. Please refer to the

ASecUurEkcely00 70 secti bel

Location.

on

ow

for t he

NOTE: It is NOT recommended that you change your default security setting to the

AEnabl e al/l macros (not

recommended,

as this setting makes your computer vulnerable to potentially malicious code (e.g.

viruses).

Wedre Getti
AlMTracking.xlIs File

ng a

ACompatibility

This message indicates that Excel recognizes the AIMTracking.xls file was developed in

aprevious version. iSigni

ficant Loss of

sabl

hi

Checkero

S

e

necessary

Be Messdge sabl edo

al

Cor

S |

optort ent i al Iy

Me s s

Functi

message from popping up each time you save your file, uncheck the i Ch e c k

compatibility when

s a v before clicking thewCortikule buttdn.o

icrosort Office Excel - Compatibily ecker

1 one of the new file formats.
Summary
Significant loss of functionality
This workbook contains data in cells outside of the row and
column limit of the selected file format. Data beyond 256 (IV)
columns by 85,536 rows will not be saved. Formula

references to data in this region will return a #REF! error.
Location: 'Cyde_Data'

Check compatibility when saving this workbook.,

The following features in this workbook are not supported by earlier versions
of Excel. These features may be lost or degraded when you save this
workbook in an earlier file format. Click Continue to save the workbook
anyway. To keep all of your features, dick Cancel, and then save the file in

Mumber of occurrences

Eind

afr5),

Q

39
Help

Copy to New Sheet

E Continue i Canicel
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The Linking Process i How to Speed it Up

2007 Users can speed up the process of linking their AIMAnalysis.xlsm file to their
AlMTracking.xls file by having both files open at the same time.

Please refer tothe i Day t o Day Al MAnal ysi s.XTheslipkmy Fi | e
process takes alongtimei i s t here a way we <canh sechoeed t hi s
below for more considerations on speeding up the linking process.

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

2007 Users who link their 2007AIMAnNalysis.xlsm file to multiple AIMTracking.xls files
MUST follow as specific procedure to do so.

Please refer to the following iDay t o Day Al MAnalysis.&xI| s(m) F
sections below for more information:

e AWhat do towcensigeevehen linking a single 2007AIMAnNalysis.xlsm file to
Multiple AIMTracking.xls files?0

e fWhen we change the link for our 2007AIMAnalysis.xlsm file to another

Al MTracking.xls file we receive a fAA for mul ;
moreinvali d ref erencesdowkharodoemesshige mean?o0
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Using the AIMTracking.xlIs File

This section applies to users of the AIMTracking.xIs file in general T regardless of the

version of Excel you are using.

As mentioned above, the AIMTracking.xlIs file is the file you will continually enter your

i mprovement

dat a i

nt o.

As t hi

saved to more than one location i please refertothei Day t
Considerations i Where should we backup our AIMTracking.xls file?0section below for
ideas on where to back this file up.

Customizing the AlIMTracking.xls File

S
(0]

Day Al

il e hol

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

customize it.

A B C D E F G H | 1| K

1 | This worksheet allows you, the user, to define how the worksheet functions and is used ¢
2

32 TolUse: Forthis entire excel workbook, Yellow fields are for your data input. On this sheet, you can define how the she
= Mame of Clinic: | Clinic Name | Security Issues
g This tan alo be If you are having mac
7 |Mame of PCH: | NOl the name of your see “The Initial Setup
g Speci_alt;—'Gr-_:lup_. in the Uzer Guide for
3 MName of Zone: | Hospital Unit, etc, ¥ou may download a
10 {and ether measurem
11 |List kelow Providers who will be tracked:
12 Who Type
13 Provider 1's nams: Provider 1 Physician
14 Provider 2’2 nams: Prowider 2 NA
15 | Inthe yellow fieldz to | Provider 3's name: Provider 3 MA
16 | the right, pleaze enter | Provider 4's name: Provider 4 MNA

I the name of gach Provider 5's nams: Provider 5 NA Defing your own Provider Types hers:
128 | provider and they will |Provider 8's name: Provider & NA Customi
19 | be populated ameng | Provider 7'z name: Provider 7 MNA Cuzstem2

0 the required Provider &'s nams: Provider MA Cugtom3

1 | workshestz, They de Provider 9's name: Provider 9 MNA Customs

2 | nothaveto be fullor  Provider 10's name: Provider 10 NA Cugtoms

3 | proper namez as there | Provider 11's name: Provider 11 NA

Provider 12'2 name:
Provider 13's name:
Provider 14’z name:
Provider 15'= name:

B

iz 4 gpace

consideration.

o | Lh

=i

VWhat MONDAY will your tracking begin?

£ Pl | = 2 K0 [ Ca

Primary Care, Specialty or Hospital?

Ead |00 | Cad | £ad | a0 | €3 | Pud (B | P3| Fud [Fod | P3| Fd | Fod | P3| T3

on | =

Haz zyztem locked the clinic type?

Provider 12

N&

Provider 13

NA&

Provider 14

N&

Provider 15

HA

01-Jun-200§

rrrrr

Primary

Thiz area for office uze only.

Collabrative Name: Supplied b

Learning =

szzion Completed:

hote: changing the above requires you "Hide Intro/Tracker” then "Reveal Intro/Tracker” off of the AiM foolbar.

The Set Up tab (illustrated above) is available for you to customize the AlIMTracking.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:

e Name of Clinic

e Name of PCN

e Name of Zone

e 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)

e The Type of your Clinic (Primary or Specialty)

e Operating Hours

e Operating Days

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

e NOTE:I nf ormation for the fAGenerico fields near
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 i What is it?

Both your AIMTracking.xls and your AIMAnalysis.xIs(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.

ALBERTA AIM 20 USER GUIDE FOR ARPRICATIONS



Special Features in the AIMTracking.xIs File

The Yellow Fields

The vyellow fields are a consistent feature you will see throughout both your
AlMTracking.xls file and your AIMAnalysis.xls(m) file 7 You fill information into yellow
fields, nowhere else.

Wh e n recording information or datugp ihret@doaf gel |

guidance and look at your options when a drop-down list is available.

Pop-Up Help
The AlMTracking.xls file will do its best to aid you as you fill in the yellow fields.

Example

In the Setup tab portion shown b e | o w, notice how the fApop up hel

yellow field is selected (i.e. you click on it):

Name of Clinic: || Clinic Name ﬂ

This can also be
Name of PCN: ‘ PCN Na| the name of your |
Specialty Group,
Hospital Unit, etc. |

Name of Region: \ Capital

Formatting Error Messages

I n additi-om hel pidp,0 py ogixis filLAwilMchecla thdt information is
reasonable and correctly formatted. When formatting is an issue, it will be corrected
automatically if possible i this is especially noticeable with dates.

Alternatively, if your AIMTracking.xIs 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 wher e the question is MAWhat
tracking begin?0 As your Al MTracking.xls file
fields across the application itos i mportant

exampl e, the wortdrediind ¢hls fietd\ard the ®lwing formatting error
message appeared.

What MONDAY will your tracking begin? Yellow |

Microsoft Excel [ih,l

Is —
|8l You must enter a date in this field. It should be a Monday to allow the weekly caloulations to occur correctly.

[ Retry | | Cancel
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The AIM Toolbar

The AIM Toolbar (shown below) contains a number of options to help you utilize the
Al MTracking. xls file more effectivellyfyou
wish to turn it off.

§|Ta|:|s Showe and Hide - | Custorize Layout ~ | Tab Specific Help | = E

£

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 i Of f i ce URDQUe Considerations

section above.

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

Cl i cki Tabs ShdweandiHidedo butt on reveals the foll
within their AIMTracking.xls file.

Tabs Show and Hide = || Cust _
, Customized AIM Toolbar Alternate Start
Hide Inkra)Tracker .
Options
Reveal Intro)fTracker
Hide Generic 1
Reveal Generic 1 Hide Intro/Tracker hides the
_ i Intro and Tracker tabs if they
Hide Genetic 2 . .
are showing. It will also | Alt+F8, then choose
Reveal Generic 2 remove the Continuity tab if |g Hi del ntr oo,
Hide Generic 3 the group has been identified | g Ry n ¢ .
as Specialty on the Set Up
Reveal Generic 3 tab.

Reveal Intro/Tracker causes the Intro and Tracker tabs

to display themselves. Alt+F8, then choose
NOTE: different Intro and Tracker forms will be revealed 2 EE \r: g allntroo,

depending on the groupds t

Alt+F8, then choose
AHIi deGenericlo,
AfRuno

Hide Genericlhi des the AGeneric
displayed.

Reveal Generic 1 is for advanced groups who are later | Alt+F8, then choose
into the AIM program and wish to track their own, | i Rev eal Ge andthenc 1
optional data outside the AIM program requirements. click ARuno.

Alt+F8, then choose
AHIi deGeneric2bo,
iRuno.

Hide Generic2hi des t he fAGeneric
displayed.
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Reveal Generic 2 is the same as Reveal Generic 1, but | Alt+F8, then choose

a different tab is displayed. iReveal Generic2
click ARuno.

Hide Generic3hi des the fGener i c |Alt+F8 thenchoose )

displayed. fiHi deGeneri c30,
ARunNno.

Alt+F8, then choose
i Reveal Generic3
click ARuno.

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

Cl i c ki @Qugtonize eaydutd b ut t on ollewing aptions fdr theeuser within
their AIMTracking.xIs(m) file.

Custanize Layout = || Tab Specific |

Shows Service in Cvcle Data

Customized AIM Toolbar Alternate Start
Options

Hide Service in Cwcle Data

w Speak Cells

Show Service in Cycle Data causes the three additional Alt+F8, - then choose

. . . . ; fReveal Servi cet
services and their start and end time fields to display. and then click
Hide Service in Cycle Data causes the 9 columns to hide, | Alt+F8, then choose
reverting the Cycle Data tab back to its original layout. AHi deServiceCy
Information is stored, not deleted, in the hidden columns. then click ARU!I

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 fDay
to Day AlMTracking.xls File Considerations - Excel, Read
To Me t he D a seationlof tlisndocamest.d 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
AlMTracking.xls file.

Tab Specific Hel . i i
LR TR | 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
youwishand then click AClI ose Page | ns (Alterratei
Start: Al t +F8, then choose fiReveal Pri mar

L. This button runs the @AClean Upo progr
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 i 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
AiCl eanUpo, Yhen click ARuno.
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Day to Day AIMTracking.xlIs File Considerations

Excel, read to me the data | entered

What? Excel will read to you? Do you hate proofreading? Read on!!

You have just finished keying a weekodés worth o
number of tick sheets or a paper summary. Your eyes hurt and you d o n 6 t think it
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.

Dr Green

3
24
42
33
40
39
a3
a1
a0
47

Webve added a feature where you can highlight a
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 i under Settings

select Control Panel - find Speech and

double click it. Speech Recognition | Text To Speech

2 Then go to the Text to Speech tab and Y'ou can control the voice properties, speed, and other options for
. A R text-to-speech translation
select your favorite of the three voices . .
available on the Text to Speech tab i Click Aol
OK. LH Michael v
. . LH Michelle
3. Select the data in your AIM file that you Microsoft Sam
would like read to you. Use the Fallowing text ta preview the vaoice:
|You have zelected LH Michael ag the computer's default voice.
4. Under the Data Status Toolbar button —
select the Speak Cells option and listen.
. Yo d
NOTE: ensure the volume is turned up on your i
Computer. J
Slow MHormal Fast

5. See the specific bu
Tool baro or AAl M2 Tc .
Cellso for details o
work for a specific
turned on the voice capability of your PC.

ak. H Catcel ]
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Our clinic has more than 15 providers i 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
AlMTracking.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 T try using the Toolbarf uncti on AReveal Dat a

under the AData Statuso button in the AI

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

Data Status = | [&] Link2Data

Hide Data Tabs C
Reveal Data Tabs
W, Speak Cells i

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

As your dataset grows you may nhotice that your use of the AlMTracking.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

MAnal ysi

yourflet o update it when youbre finishediommki ng yol

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
AlIMTracking.xls or AIMAnalysis.xls(m) files do NOT use the traditional Copy - Paste
function.

Instead use Copy - Paste Specialé Values.

As all the yellow fields within your AIMTracking.xls file and your AIMAnalysis.xIs(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.

| think we have the wrong Intro and Tracker tabs i 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 AHide Intro/ Trackero and then the HfAReveal
correct tabs (based on the information you have provided on the Set Up tab) should be

displayed.

The AContinuityo tab is di showegwafixand we don
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 Fo. | f the <correct clinic descript
Into/ Trackero and then the AHide I ntro/ Trackero T
resolved.

Data we entered into the AIMTracking.xls File has disappearedi wh at 6 s
happening?

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

If person B opens the AlMTracking.xIs file to enter data while person A already has the
file open at hi s/ her workstation, entered dat a
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:

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

e you do not choose to ASave Changeso when cl o

e Excel has to shutdown unexpectedly

Where should we backup our AIMTracking.xls File?

Dependingon how your cl i ni c6s upcteera@ne ta dewv diffeyestt em i s S
options to consider when backing up your AIMTracking.xls file.

(NOTE: as your AlIMAnalysis.xls(m) file does not hold any of the data inputted into the
AlIMTracking.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 AlMTracking.xIs 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 AlMTracking.xIs file on a shared network drive then your file is
automatically backed up on a server i 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:

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

e 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.

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

¢ Once youbve received your wupdated file(s) ba

o Either delete or archive your previous file(s) (Seethei Once we ‘recei ve
newly updated AlMTracking.xls file, what should we do with the old
v er s i osection hbetow 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 fi H otavmake Excel 2007 always
save in Excel 1997 to 2003 formatd s ecti on above for i

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.xIs 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 s 0 s nat Becessary to keep bothassumi nhg new dat a

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 t he i mpr ove me totdated #leage refen 10 dhe e

i Wher e wehmacklipdour Al MTr ac ki n gsectidn @bove ifok guidlance if
needed.

If you do choose to keep previous versions of your AIMTr acki ng. x| s
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 OIld AIMTracking.xls file (e.g. change the file name to
AAlI MTr 4 OKDii dune.22.09.xls 9

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 AlIMTracking.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 AlMTracking.xls file until the newly updated copy has
been returned to you. Assuming this instruction has been followed, your newly
updated AlMTracking.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 AlMTracking.xls

f

nstructi

hasnt
been c
| e it

fle. Seethe iLi nking Your Al MTracking. x| sfiflieloe t

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.xIs(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
AlMTracking.xls file that the AIMAnalysis.xIs(m) file functions.

As mentioned above in the i Wh are ThA T 0 o lsestion, you only need to use one of

these files (i.e. either 2003AIMAnNalysis.xls or 2007AIMAnalysis.xlsm) i the version of
Excel on your computer dictates which one.

Initial Setup

Linking Your AlIMTracking.xls file to Your AIMAnalysis.xIs(m) file

Within the AlIMAnalysis.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.

| [ LinkzData

This Link2Data button will allow you to establish the link between your AlMTracking.xls
file and your AIMAnalysis.xIs(m) file.
To do so, take the following steps:

1. Click the Link2Data button (seethe @Dur ALi nk2Dat ad Baséecioon Doesnb
below if needed)

2. The following Edit Links Window will appear
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X

Edit Links
Source Type Update Skatus Update Yalues
AlMTracking. xls  “Worksheet A Lnknown

_hange Source. .. )

Open Source

Break Link

Check Status

Ikem:

Location:

Update:

3 AIM

@ Bukamatic

Startup Prompt...

Close

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)

Change Source: AlMTracking.xls

a/

- Y
My Documents

My Computer

=

Ml Mebwork,
Flaces

Look in: |[E| AIM 2,00 v @-3|Q X i B - Tools-
A (Datahase:
4 @_].ﬁ.dvanced Access Toolkit Primary and Specialky. xls
My Recent | B a1Manalysis. xls
IR B alMTracking. xls
Desktop

File name: |

vl

Ik

Files of bype: |Miu:ru:usu:uFt Office Excel Files (*.xl*; * xls; *,xla; *.xlk; *,«dr V|

l

Zancel

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

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 i this may take several

minutes

When the link is established the image will disappear i click Close

Next you will notice the screen flashing a few times i 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 fAJsing The AlMTracking.xls File - The F9

Functioni Wh a t

11. Save the file i

Al MTr acki X1l s

ng.

e

an

d

isection ab@vé for information about this function if needed)

doing so will establish the link permanently between your
fi

your Al MAnal ysi s.

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

AHow do we set

Our ALi nk2Dat abo

Button

Doesnot

sacpon below forgnora ipforreatio.

Wor k

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

-
Macro

Macro name:

HideData
RevealData
Sheet?3. LoadAndCpen

Macros in: | All Open Workbooks

Description

Cancel

3. Click the Run button

4. Continue on with steps 2-11 inthe ALi nki ng

Al MAnal y s i ssectidnsbowe)

fi

| e o

Your Al MTr acki

ng.

NOTE: For Excel 2007 and newer users, if the Alternate Start does not work - follow the

steps outlined inthe A T h e
Do e s n 0t seciitm bekow.
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