UBC Department of Obstetrics and Gynaecology PhAIS —Outlook Calendar Data Download

PhAIS - Physician Activity Information System
Outlook Calendar Data Download

Monthly tasks items 1-5
(Training is strongly recommended — the notes are for reminder only)

1. Computer configuration & Login

The PhAIS application and live data reside on in folder \\srvnetapp01\Cwbc\cwbc_depts\OAG\PhAIS
Database (or V:\PhAIS Database).The data accumulates each month in order to perform annual statistics.

Computer Login: svcphais
Password :(ask Rosemarie)
We can access every PHSA Calendar only by using this superuser login.

The application is an MS Access database (PhaisDatabase.accdb) which is attached to a separate MS
Access datafile (PhaisData.accdb).

To run: double-click \srvnetapp01\Cwbc\cwbc_depts\OAG\PhAIS Database\PhaisDatabase.accdb
The Main Menu appears with access to useful System functions below

System Options -> About shows which application version is running and the name of the attached datafile

[22] Main Menu

PhAIS 4 Database

User: Admin Access Level: Version: 14.01

System Options

2] About PhAIS 4 — O x

Proces: | B I

Copyright © 2021 UBC Department of Obstetrics and Gynaecalogy

Artach Data
Tables

Version: 14.01

Repc

Data: Vsrvnetapp0 1\Cwbcowbe_depts\OAGPhALS Database \PhaisData. accdb

User: Admin

email: hdavies@ow.be.ca

System Options... 4
il |

Developed for PhAIS
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UBC Department of Obstetrics and Gynaecology PhAIS —Outlook Calendar Data Download

2. Upload Outlook Data

The upload imports data to a temporary table before appending to the live data in ‘Process Data’.

o Step 1 — ‘Refresh Names for Distribution List’ — re-read the definitive list * CW_NS_Calendar_Local’

e Step 2 — To run for all members - Check the ‘All members’ box

o Step 3 —click ‘Empty Entire Table’

o Step 4 — Date Range almost always = ‘Last Month’

e Step 5 — Click ‘Upload’ — progress can be tracked in the status bar — wait 1-3 hours

e (Step 6 — usually not needed unless errors — to repeat a single physician — unclick ‘All members’, pick
physician from ‘Names’, ‘Empty This Person’ — Click ‘Upload’ for the single physician)

:5] Upload Outlook Calendar = =] 3

| MONTHLY BY OFERATORS ONLY:
The upload process loads data from Outlook calendars info & Temporary table either
Individually or All {empty table for & new monith)

List |_CW_NS_CaIendar_anaI ~| Refresh Names for Distribution List ‘
r All members of Distribution )
list Empty Entire Table
hADES | | Empty This Person This Physician
Only From Table Report
i~ Date Range
" Annual

& | ast Month

™ This Month

" Date Range (mm/dd/yyyy) Log

01-May-2021

31-May-2021

Check Recurring | Excel Recurring | Lpload Exit

The status bar at bottom will show the progress made by displaying the physician name.

SPEED
— is hugely affected by Recurring appointments which continue > 1 year
— affected by Calendars with >3000 items — ARCHIVE Outlook Calendar regularly!

Occasionally the network errors and affects the download and a second attempt may just work without any
need for help from IT support.

Error messages may appear in the ‘Log’ — to check a physicians data downloaded successfully unclick ‘All
members’, pick physician from ‘Names’, click ‘This Physician Report’ — this should list Outlook calendar entries.
If there are none carry out Step 6 above.

Finally ‘Exit’
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3. Check Data

2] Check Data = B =

THE FOLLOWING USE THE CALENDAR TEMF DATA:
We can amend any errors highlighted here before appending the data to the cumulative table.

Either

Correct in Outloek - Empty that physician - uplead individual physician @ second time
or

Correct this temp data in Physician Records Check’

{Summary Report
i of Data Te
Append

Check for possible hours missing

Zero Length
Event Errors

Checking for possible Start/End
date identical

Potential
Category Errors

Checking for possible double
categories, Inactive Categories

Before appending - you can

Physician
amend errors in temp data here

Records Check

Exit

Summary Report of Data To Append shows a total of the hours counted for all activities by physician. Check
that this gives the hours you would expect from each physician. Any count of zero would be probably down to
an error during upload (for this step 6 above could be followed).

CalendarData To Append

CalendarNemne
Butler, Blsir

Conlon, Maursen
Dehlgren, Leanne
Ddisle, MarieF rance

Fime Spent

3535

146
B0
135

T30 8

Multiple Category Errors can be entered accidentally, only the first identifiable PhAIS category is accepted.
You can see how the conflicts have been resolved below. These can be adjusted in ‘Physician Records Check’
below. (The Minor Errors are for information only.)

Potential Category Errors

ColendarName  Date Sart DateFnd NimelShan
Multiple Categories Error

TumeEnd IsRec Sibject Ciate gories

Dwinnell, Shannon aze0n 220011 FA0:004 50000 A 0 *HANDOWER CxIndirect > Cinl ConfyTeamiutg,
CrIndirect > CnlTeamCoverage
Iioadeder O Indirect= Cirl CorfiTearn Mg
Minor Cutlook Frrors
Gagnon, Aain SA92011 8192011 900:00 4 50000 Phd 0 *PHEATIME Personal, NC > Admin: Hospital busir
Ioaded ze HC=0dmin= Hospital busimess
Gagnon, Aain QL0201 2212011 200004 T3000 AW D Aheekend Call Birthday, C» Direct IP>Call

Ifoaded s C=Direct= P> Call

Physican Records Check — allows the Category to be adjusted. If it is a recurring event the contact the
outlook coder and adjust in the calendar also. Otherwise the error will occur next time also.

E frmPhysicianRecords : Form

=)

(38

Calendarhlame wainneII, Shannon ~ This Physician Report
Calenda ame DateStart DateEnd  TimeStart  TimeEnd uring Subject Calegories A
‘Dwinnell, Shannon [ sas2011 | sAzz0m] g:0000 AM| 3:30:00 PM 1] |‘STAT HOLIDAY [OtheDth> Oth Leave v
‘Dwmnell, Shannon [ 82201 | 8/2/2011] 8:00:00 AM[ 5:30:00 PM 1 ]*DAY CALL - August 02 2011 @ 17:00 "KG" 023E57E. [C>Direct: P> Call v
‘Dwmnell, Shannan | 8/2/20M ] 8/2/2m 1] 8:00:00 AM| 5:30:00 Phd 1) |*Taach|ng Pamela Yema [med student) ]NE>Tch>Undergradf’EII|mcaI teaching ¥
2 ‘Dwmnell, Shannon [ 82200 | 8/2/2011] 7:30:00 AM[ 8:00:00 &M 1 ]*HANDDVEH 2
= C:Direct>ACs clinics ~
‘Dwmnell, Shannon [ 8272011 /272011 5:30:00 PM| 6:00:00 PM a0 |*HANDDVEH C>Direct=ACs Patient care
= = CxDirect-ACy procedures
‘Dwmnell, Shannon [ 8/3/201 [ 8/3/2011] 8:00:00 AM[ 5:30:00 PM 1] ]‘Taachlng Pamelaeima [med student] C3DitectsIP>Call
s Mireebs| Py Patient - are
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4. Process Data

Summary Report of Data To Append shows a total of the hours counted for all activities by physician. Check
that this gives the hours you would expect from each physician. Any count of zero would be probably down to
an error during upload (for this step 6 above could be followed).

ES ProcessData E”El@

A d Batch v
appen {yyyymmddhhmm)

Delete Batch

Click ‘Append’ this adds the temp data table for this month to the historical data. It is given a unique batch
number (yyyymmddhhmm) & it is possible (but unusual) to delete if necessary.

&= ProcessDa AEH|

. d Batch ] v
appen {yywwmmiddhbimm)

Delete Batch

Microsoft Office Access rz|

Done - Batch Mo 201109280931

Exit

Finally ‘Exit’
The data should now be ready for reporting.
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UBC Department of Obstetrics and Gynaecology

5. Reports

PhAIS —Outlook Calendar Data Download

Physicians require a monthly summary of time spent on the various activities.

Select the required Date Range (default always Last Month). NB if you do reports BEFORE the month has

ended then you will need to click ‘This Month’.

Print Summary Chart Extended report for All Physicians first. Read the data totals to ensure it looks

plausible before printing individual breakdowns.

5.1 All Physicians Summary Reports for Last Month

=

=

| E2] Reports

£3

All Physicians W

Report |

Clinical Direct

Clinical Indirect

Mon-clinical Administration
Mon-clinical Personal CME
Men-Clinical Research

Mon-Clinical Formal Teaching
Mon-Clinical Subsets Clinical Teaching
Other

* Last M All Categories

Summary

Summary By Physician

Summary Chart Extended - Physician
Summary Chart Extended - Administrative
Fraser Health Summary

Mon-Clinical Personal CME Summary

| Excel Summary Chart By Month

Excel Summary Chart By DateRange

Search Text

({optional}
Date Rang
 Annua

" Preces

" This M
" Date R

Times
* Default

Excel Summary Physicians
Owverage All Categories
Overage =Weekends,Weekdays before 8am after 6pm (ignore perceniages!}'

il Print Preview Exdit

Overage Mo Call

All Reports will preview on screen, then click top print

icon.

Click All Physicians
Required Reports for Last Month on paper:

e Fraser Health Summary
Summary Chart Extended — Physician
Summary Chart Extended — Administrative
Clinical Direct
Clinical Indirect
Non-Clinical Administration
Non-Clinical Personal CME
Non-Clinical Research
Non-Clinical Formal Teaching
Non-Clinical Informal Teaching
Other
Summary
Summary By Physician

Non-Clinical Personal CME Summary (give to Chris)
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UBC Department of Obstetrics and Gynaecology PhAIS —Outlook Calendar Data Download
5.2 Individual Physicians Reports for Last Month

Unclick All Physicians and select an individual Name and Last Month on paper

2] Reports = =l EX

All Physicians [

Mames ‘Butler, Blair [CWBC] ~

Report | v

Clinical Direct
Search Text |Clinical Indirect
(optional) | Nen-clinical Administration

Non-clinical Personal CME
Mon-Clinical Research
¢ Annua Mon-Clinical Formal Teaching

Mon-Clinical Subsets Clinical Teaching
© Preces Other

i Date Rang

' Last M All Categories
. |Summary
" This M
Non-Clinical Personal CME Summary
" Date H Excel Summary Chart By Month

| 01-May-2021 | 5/1/2021

| 31-May-2021 | 5/31/2021

Times
* Default Overage All Categories s Overage No Call
Overage=\Weekends, Weekdays before 8am after 65pm (jgnore percentages!)

Print Preview Exit

All Reports will preview on screen, then click top print

icon.

Required Reports:
e NONE - available for individual reprints if required

5.3 All Physicians Excel Summary Reports for This Year To Date

Click All Physicians and select Annual. Save these to desktop & email to Maureen (examples section 6)

e Excel Summary Chart By Month
Excel Summary Chart By Date Range
Excel Summary Physicians (this takes a 10+ minutes) - An Excel spreadsheet will be created and
formatted with one worksheet per physician.

NB if you do reports BEFORE the month has ended then you will need to click ‘Date Range’ & enter specific
dates.
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UBC Department of Obstetrics and Gynaecology

5.4 OVERAGE REPORTS (for Ken Lim)

PhAIS —Outlook Calendar Data Download

Standard reports should use the Default setting.

However periodically Ken has asked for statistics on the Overage (defined as Weekends or Weekdays before
8am after 6pm)

Requests mostly for Excel Summary Chart By DateRange for specific dates.

5] Reports

= = E3

All Physicians ¥

xcel Summary Chart By DateRange |

~Date Range
" Annual
" Preceeding Last Manth
& Last Month
" This Month
" Date Range (mm/dd/yyyy)
ate | 01-May-2021 5/1/2021
] 31-May-2021 5/31/2021
imes =
& pefault Overage All Categories 2 Overage Mo Call

Overage =\Weekends, Weekdays before Bam after &pm {ignore |:|err3\2n'ﬁges!jé

_—

Print Preview

Exit
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6. Reports — Annual

PhAIS —Outlook Calendar Data Download

An individual specific ‘Date Range’ can be reported on at any time — but Annual Reports should be run for the

calendar year Jan — Dec.

Excel Summary By Date Range

o - T T ' L =
Excel Summary (By Date Range)- Physician
1/1/2009 1o 12/31/2009
Months

Physician Name Direct Direct %  Indirect Indivect %  Subtotal Subiotal Adminisirat Administrat Research  Research  Formal Formal Subiotal Suhioial

Clinical  Clinical % ive ive 0% % Teaching  Teaching NonClinical NonClinic

% %
Builer, Blair 1657 56% 62725 2% 2284257 78% 351 12% a’ 1% 26457 9% 6565 22
Dahlgren, Leanne 104" 49% sa0” 23% 16247 7204 453250 0% 26 4% oa92] % 634177 28
Delisle, Marie-France 13775 57% 607" 25% 19845 83%% 2345” 10% Fiig % 124257 5% 11575 17
Gagnon, Alain 1017257 8% 37" 13%  135425" 50% 126467 7% 1357 1% 5057 % 132867 50
Kent, Nancy 757 3486 24737 15% 114257 19%% 102667 4% 0 15325 7% 1179927 51
Lalji, Sayrin 5107 6% 257 itk 764" 8304 122257 13% & 1% a34z” % 161.67"° 17
Lim, Ken 146025 58% 517" 0% 1955427 7% a7anz” 19% 61l % 465 % 58158" 23
Liston, Rohert a0 16% 4157 2% 3515”7 18% 1474427 7% 1383 1% 79677 4% 1572927 82
Maryuette, Gerald 13777 52% 5457 0% 19227 7204 7205 7% 0 2050 1% 750" 28
Mayer, Chantal 1212] 53% 60267 9% 181467 87% 192757 % 2l 0% 7350 % 26825 13
Pressey, Tracy 1ozzs” 60% 650 T3t 1410" 8204 246750 14% i sz T an475" 18
Shaw, Dorothy i i 0 0 0 i 0
Skoll, Amanda 26057 47% 333257 183% 1102757 65% 553757 0% A 0% 7225] 4% 634" 35
Tessier, Francine 135157 53% 6250 25% 19947 78% a1’ 19% 125" 0% 63" % 5565" 22
von Dadelszen, Peter g60 " 35% 188357 10% 85725 15% 62002 3% 38257 0% 53 % 1065427 55
GRAND TOTALS 147335" 48%  591758" 1995  20651.08" 67% 82355 " 27% 67833 2% 119625 4% 1011008 3z
Excel Summary By Month
e Q - =Y s
‘ Excel Summary (By Month) - Physician
17172009 to 12/31/2009
Months
Physician Name Direct Direct %0 Indirect Indirect % Subiotal Subtotal Administrat Administrat Research  Research  Formal Formal Subioial Subioial Clinical
Clinical Clinical % ive ive %o %o Teaching  Teaching NonClinical NemClinical Teaching
% %

Janvary 2009 SUMMARY
Builer, Blair 177 [ 343 1% 14157 8504 53" 15% i i 255" 15% 30,
Dahlgren, Leanne 1237 543 525 3% 17557 7% 333 15% 167 7% Eid 1% 5257 23%% 2
Delisle, Marie-France 13957 6% s15] 3% 1977 T8%% 35757 14% 250 1% 167 6% 54257 2204 4
Gagnon, Alain 1557 5% a175" 16% 199.75" T0% z4” 2% 0 25 1% 865" 30% 7
Kent, Nancy id 8% 25" 12% 965" 41% 13357 56% i Hid 3% 14057 5904 4
Lalji, Sayrin 595" T1% R 7% 82" 98%% af % i i F] 20% 1
Lim, Ken 1327 0% kg 3% 1827 8209 ji2g 13% 14 k) 45" % 365" 17% 2
Liston, Rehert k4 19% 6 I 128 2204 15158” 5% 0" % 05" i3 15258 7804
Marquetie, Gerald 4557 8% a5 7% 107" 6690 56257 24% i i 56257 349
Mayer, Chantal 13657 3 6z 2% 20457 9694 as” % i i 95" 19 10
Pressey, Tracy a a 0 1} 0 a [1]
Shaw, Dorothy i i 0 0 i i 0
Skoll, Amanda iiid 55% kg 24% 1o” 7904 315" 17% af k) FE % 20.75" 21%
Tessier, Francine 12057 a5% E 0% 211" 78% a1’ 15% i [tid 63 58" 2204 2
von Dadelszen, Peter fid 44 1257 12% 885" 569 g 6% 253 16% B 1% 695" 44% 3
TOTALS Jamuary 127857 % 575 % 1837257 0% el 259 545”7 T b T 773337 0% 452
February 2009 SUMMARY
Builer, Blair 10457 45% sazs” 24% 158.75 69%% 575" 1% 4 it 43" 19% 69.75 " 31% 45,
Dahlgren, Leanne 2" 8% 5" 26% 13557 73% 5" 13% Eid % 357 2% 40" 27% 6.
Delisle, Marie France 4 9% 24 3% 163" 810 147 % [ 1% kiid 11% 375 19% 2
Gagnon, Alain g 5% 197 1% 60 3695 o350 0% 05 0% a5 4% 10557 64% I
Kent, Naney 5557 323 32757 10% 8825”7 5194 75757 4% i 14 5% 84757 1994 22
Lalji, Sayrin fild 54% Fld 1% 1na’ 88% a" % id 1% 4 5% 16" 12% )
Lim, Ken 1o’ 5T% w35’ 15% 1395 7296 a3’ % m” 5% [id 1% 535" 2804 7
Liston, Rebert [ 10% [Ed 1% 185" 11% 15067 " 20% i i 15067 8904
Marguetie, Gerald 1557 59% 5057 19% 2055 78% Eld 1% i 1 0% 50" 22% 7
Mayer, Chantal 1207 57% 74177 35% 194177 920% 147 % i FEid 1% 1657 8% 3
Pressey, Tracy i i i} 1 100% i il 17 100%
Shaw, Dorothy i i 0 ] i i 0
Skoll, Amanda 730 9% T35 2% 165" 719 45 8% i 15" 1% 43’ 2904 1
Tarciaw Friseina 1Al Aat. TR TS 1caz’ EETYY anasl e, n [id nos. &1 " 706 1%
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UBC Department of Obstetrics and Gynaecology

PhAIS —Outlook Calendar Data Download

Data Backup

Excel Summary Physicians
Butler, Blairr 12-Jan-10
01-Jan-2009 - 31-Dec-2009
12 Monihs
Month Direct Direct %0 Indireci Indireci 0  Subtotal Subiotal Admin Admin %  Research Research Formal Formal Subietal Subiotal Clinical Personal Non
Clinical  Clinical %o 9% Teaching, Teaching MNonClinical NonClinical Teaching CHME Worked
Wi i Time
January 2009 107.0 64.1% 345 20.7% 1415 84700 255 153% 0% 0.0% 255 153% 505 70 750
February 2009 1045 45.7% 4.3 23.7% 1588 69509 258 11.3% 10 0.4% 43.0 18.8% 698 305%% 455 415 375
March 2009 1880 52.0% 380 16.0% 2460 68,000 325 0.0% 0.0% 3.0 23.0% 1155 3200 1165 51.0
April 2009 110 44 0% 810 32.1% 1920 T62% 505 200% 60 24% i 14% 600 238% 285 215 300
May 2009 1205 51 5% T0.0 27 8% 1995 T93%% 320 12.7% 40 16% 160 4% 520 20.7% 390 170 25
June 2009 1430 58 7% 515 21.1%% 1945 TR 308 16.3% 10 0.4% 235 35% 493 202% 515 100 375
July 2009 1260 61 6% 0 18.9% 2430 805%% 205 Q5% 13 0.5% 280 P3% 590 195% 245 145 465
August 2009 1650 64.0% 315 20.0% 2165 8390 100 39% a0 3.5% 25 87% 415 16.1% 45 315 300
September 2009 100 62.3% 335 20.9% 1335 832% | i 2.4% 0.0% ik [ 4% 270 168% 2ES 21.0 7.5
October 2009 1220 52.0% 385 24.9% 1805 T70% 415 17.7% 40 1.7% g3 36% 540 230% 100.5 83 320
November 2009 1215 529% 270 11.8% 1485 64.7% 360 157% 100 44% 350 153% 810 353% 44 5 300 150
December 2009 1795 T13% 505 20.0% 230 913% 145 58% 45 12% 5 13% e 8.70% 1085 115 54
Total 1657.0 6273 22843 3510 410 2645 656.5 7805 2650 4475
Average 138.1 56.7% 523 21.5% 1904 782% 293 121% 1.4% 20 23% 547 21 8% 659 21 373

On completion the live data file (V:\PhAIS Database\PhaisData.accdb) can be copied to a backup folder.

The latest version on the application (PhaisDatabase.accdb) can always be reinstalled from V:\OBGYNIT\Phais

4\Version nn — where nn is the largest (eg 15.00

Do you want to add the PhAIS categories into Outlook? It may take up
to 90 seconds and you will be notified upon completion. Click 'Yes' to
proceed, 'No’ to abort.

Yes

Mo
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UBC Department of Obstetrics and Gynaecology

PhAIS —Outlook Calendar Data Download

8. NEW PHYSICIAN - Include/Exclude Physicians for Upload

To change the physicians on the list you need to edit the distribution list°_CW_NS_Calendar_Local’ (owner
svcphais), Add/Remove Physician names.
Then ‘Refresh Names from Distribution List’ above before uploading.

Folder

View

BAcrobat

T Tell me what yau wi

aisBehe net phaa,es - O

& 85 e x n,
= ass  IT) sl A
New MewContact New  Delete | Mesting Mone
Contact  Group  fems - >
M Delele Communicale

<
4 My Contacts
Skype for Business Contacts
Ceilacts
« Shared Contacts
e, imr d
. A
[
9 A
¥
s
1 I
i
"
o
4
i
= e
tems 5

Prope

L= B

Business ... Card

Curienl Visw

_CW_NS_Calendar_MailingList

CW_Phais_MedGen

H.'  PhaicTest

Phais_Individual

e
Phons

G @

Maove Ml Onehinte

=

Ta=i o gl n
PENEC

Farward  Share  Open Shared

Merge Contact ~ Contacts  Centacts Y Up
Actiona Shaie Fags
W _CW_NS_Calendar_Local
|
i.'

MEMBERS NOTES

Buthes, Blair [CWBC

Coad, Sarsh JCWAC)

Debsle Marie-France [CWBC]
Gagnar, Alain [CWET]

Kent, Mancy [CWEBC]
Knutaen, Liv [CWEC]

Lalji, Saprin [CWEC]

Linuw, Jessics [PHSA]

Wayer, Chantal [CWBC]
Mowik, Christina [CWBC]
Rotertsnn, Julie [CWEC]
Faugerie, Michelie [CWET]

Tessier, Francine [CWEC]

®

Parinato

MM P
Penngtole

Chief Medicz! Infs

Physiciar
Perirat ologrst

Perinntningrs

Dirvisenn Hesd, Matam

Pennato ogest Matemal

Perinateiegst
Lecur

Perirmatologist

Onlne withs Mioosalt Bichange ,[_l

Categorize Follow Private

rration Officer - PHSA

2 Bddracs Goak

Fined ~

1af Fetal Medioine

Fetal Medicine
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9. NEW PHYSICIAN - Map V: Drive

V drive should be configured by all new MFM physicians (this will ensure pathnames work well for category
configuration)

Double-click ‘My Computer’ and ‘Map network drive’

_-_—

Computer
A

| [} | = | Computer PCO37976 =

Computer View
— W @ @ Uninstall or change a program
Ty =

]
\H‘ System properties

Properties Open Rename  Access |Map netwurk Adda network Open
media~ d Settings 51 Manage

Map network drive System

=R Disconnedt ne

Location

4+ E 5 Computer v | O O Search Computer
y * - Devices and drives 2)
3 Quick access
B Desitop L Windows ) DVD RW Drive (D:)

JJ I
"‘1 33 GB free of 237 GB

o

1‘ Downloads
|| HDavies + ~ Network locations (5)

o

o

=] Pictures root (\\phsabc.ehcnet.ca) (0:)

. - I o hes
b Music E‘ ST RE S AnhEE Q‘_ (\\cwapD1.PHSARC.EHCNET.CA) ..
Vid *
W Videos HDavies oag
== HDavies (\'\Pt 4 2. © (\\PHSAhome2.phsabc.ehcnet.ca... Q- (\iphsabc.ehcnet.calrooticwbcd..
| B |

== oag (\\phsab #

Select Drive V:
Paste Folder location  \\phsabc.ehcnet.ca\root\CWBC\Departments\OAG

*

m_, Map Metwork Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Drive: t hsabc ehcnet.ca\rootic v

I
Folder: &Ephsabc ehcnet.catroot\CWEBC\Departmentsh QAL > Browse...

Example: \\server\share

@c onnect at sign-in

[l Connect using different credentials

Connect to a Web site that you can use to store your decuments and pictures,

\L_Finish )| Cancel
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10.NEW PHYSICIAN - Add categories to Physician Outlook calendar

The following steps add the PhAIS categories to Physician’s Outlook account and can be viewed on network
computer AND Webmail.

Logged in as the physician!
e On the hospital network - Go to folder - V:\\OBGYNIT\Phais_Update_Outlook_Categories
e Copy ‘PhAIS_Outlook_Categories(.vbs)’ to Desktop
e Double-click to run.

Do you want to add the PhAIS categories into Outlook? It may take up
’ to 90 seconds and you will be notified upon completion. Click 'Yes' to
proceed, 'No' to abort.

Yes I No

e Click Yes.

'0 All PhAIS categories are successfully added into Outlook! Click 'OK' to
exit.

e Click OK.

Open Outlook Calendar — ‘Categorize’ — ‘All Categories’ to verify.

Calendar Tools Calendar -
Home Send / Receive Folder View Acrobat Appointment Q Tell me what you want to de
x C.ﬂ @ % Z show As: M Bus) A q B L
Lé ke “'.I‘-‘— ) Y L L High Importa
Open Delete Forward Meeting Invite e | D R . Recurrence} Categorize o
- Motes Attendees = ow Importat
Actions Meeting Motes Attendees Options Tags
] June 2021 *: - .
Color Categories *
SU MO TU WE TH FR SA
303 1 2 3 4 5 To assign Color Categories to the currently selected items, use the checkboxes next to
each category. To edit a category, select the category name and use the commands to the
6 7 8 9140 1 2 right,
13 RER 15 16 17 18 19
Name Shortcut key 5 New...
200 21 22 23 24 25 26 :
1 aaPr is_"led"e =
27 28 29 30 D"waay L
1[0 Birthday Delete
July 2021 1 Blue Category Color:
50 MO TU WE TH FR SA O
Shortcut Key:
P [ C=Direct= AC> Patient car, i
4 55 6 & 8.4 1/ C>Direct> AC> procedures il =
11 12 13 14 15 16 17 DE C>Direct= P> Call
18 19 20 21 22 23 24 17 c=Direct>IP= Patient care
25 26 27 28 29 30 3 eaith
T E o R g f mitg v

coce

4[] My Calendars
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11.NEW PHYSICIAN — Delegate Calendar Access To svcphais

Although we are not making any changes, in order to view regular appointments and calculate recurring
appointments svcphais needs access to Read AND Edit a Physician calendar.
Delegate access

11.1.  Locate Delegate Access

Temd Al pive Faddhet View Devripgen Afodes FLA

el S As :
Account Information
o e b Adebe PDF
HE S ow. oo

d E Whagrond#l [asmar
rﬁ, ¥ s aciount

e

ot Assount Settingd
Print 'ifl Ihastify 1eiinga for thea docpunt, bad poafigue
e TE pdddonal comnectioe.

A x
A0S TN BCCOAENT Df TR wli.
o HLE
bty el Pagbc cas sl

1 .
s} Optize ,.-L:". MAccount Settings.
MY Lodand rerseee BLCOUTS D RN
E Lk STy CONMNEEs 1tling

of Qfficel
iy it Thaet yeu
Fespana i -

11.2. Add svephais — if already exists go to step 4 -—=>
[ = |

Delegates

Delegates can send items on your behalf, induding creating and responding
to meeting requests, If you want to grant folder permissions without giving
send-on-behalf-of permissions, dose this dislog box, right-dlick the folder,
dick Change Sharing Permissions, and then change the options on the
Permissions tab.

7
Add Users

Dellver meeting requests addy

requests where T am the org) :
My delegates only, but s Mame Title Business Phone Loca
to me (recommended) = svephais
(@) My delegates only & svephais_medgen
My delegates and me § sveQes
& sveQmmMig
& svcQmmMig

& svcQuestAMEsm

& svcQuestAMIournal
& svomw

& SvcvCHDoMotReply
& Sved, Jacqueline

& Sved, Jacgueline [NS] 604 984 5775

flp Svehla, Christine SPD Technician

% Svehla, Monigue Public Health Murse

@ Sveinbjornson, Timothy 604-520-4211 Royal
@ Sueinenn Giman Seninr AA_Carnar Mamain N

4| I

[ Add - .'"v ais

=
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11.3.

Set Permissions

Delegate Permissions: svcphais

PhAIS —Outlook Calendar Data Download

This delegate has the following permissions

7] s [none -]
[ 7 mbox  [none =
82| contacts [None )
| et o il
E Journal | None -

[] Automatically send a message to delegate summarizing these permissions
D Delegate can see my private items

Delegate receives copies .... UNCHECKED

11.4.

Delegates

Adjust Permissions

8

dick Change Sharing Permissions, and then change the options on the
Permissions tab.

Delegates can send items on your behalf, induding creating and responding
to meeting requests. If you want to grant folder permissions without giving
send-on-behalf-of permissions, dose this dialog box, right-dick the folder,

| Delegate Permissions: svcphais

1 man

This delegate has W

;L.T_'.i:l g endar( Editor {can read, crsam and modify items) v‘

S=gate receives copies of meeting-related messages sent to mi

™ = -]
| mbox  [Nene v]
—————| 8= contacts [None -]
o | votes  [rone <]
@ Journal | Nane -

Note: Delegate receives copies... UNCHECKED

|:| Delegate can see my private items

= =

[7] Automatically send a message to delegate summarizing these permissions
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12.PHYSICIAN OUTLOOK ANNUAL ARCHIVING — Very necessary!

Use Outlook Archive functions to purge calendar appointments.

Also break & restart recurring appointments annually.

SPEED

— is hugely affected by Recurring appointments which continue > 1 year

— is affected by Calendars with >3000 items — ARCHIVE Outlook Calendar regularly!

From Outlook ‘File’ -> ‘Cleanup Tools’ -> ‘Archive’ . Archived appointments can be viewed in an attached .pst
file.

C)

Account Information

Open & Export
T/ Hin s@awbcca o
S LA Wicrosoft Exchange
+ Add Account
Save as Adobe
PDF 1 Sl Archive
E‘ Account Setting
Py
S Mt - Change settings for this| () archive all folders according to their AutoArchive settings
Account connections, }
fori @ Archive this folder and all subfolders:
o Access this accoun| o
Print o | v E3HD v s@cwbeca S
https://webmail.hst il |
7] Drafts [5] [32 Open Outlook Data Files

=7 Sent Items

Office Account mi (] 4 ||« HC res » Outlook v o Search Outlock
[£=] Contacts A==

Optians " { =] -
L Automatic Repli % Joumal Drgaciee hieitckie
B Use automatic replies to [g Juni Emal [1] 2 Windows (C) A Name Date modified Type
Automatic not available to respond Hote b2 S
Replies & root (Lipheabic.e, Archives File folc
Archive items olderthan: | Mon 3/15,2021 v = apps (Newap0l Gonfiguratior Filefolc
[Jinclude items with Do not AutoArchive® checked = HPas QAPHSS archivepst Outlool

ailbox Cleanul ;e e

et 1 == 0an Mnhsahc el ¥ €
prege he s of Yoot [\rsanonephasbcenanet o v 50wt Tamre )
File name: | RGN
Sams Save s type: | Outlook data files (*.pst)

8 Rules and Alerts
E] A Hide Folders Tools Can

| Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules | updates when items are added, changed, or removed.
& Alerts

Manage Add-ins

10 May 2023



UBC Department of Obstetrics and Gynaecology PhAIS —Outlook Calendar Data Download

13.Install Info - To re-attach the PhaisData datafile

On installation of a new application version or relocation of data the datafile may need to be reattached to the
application.

[5] Main Menu 3 ]

User: Admin System Options

l Access ]
About Reoeforancos
=5| Load Data Tables *
Proc Artach Data
= .. lables

S ystem Opr."ons.

The data should be \\srvnetapp01\Cwbc\cwbc_depts\OAG\PhAIS Database\PhaisData.accdb

Select Database File to Attach

< ¥ » Metwork > srvnetappll » Cwbc » cwbc depts » OAG » PhAIS Database » v |0 O Search Phals Database
Organize = Mew folder == ~ [H
0 Marne Date modified Type Size
uick access
* Q Skoll 12/6/2017 3:38 AM File folder
£ ThisPC 2 Computer PCO36130 - Shortcut 10/19/2016 8:26 AM  Shortcut 1 KB
¥ 3D Objects 7 PhAIS Database Shortcut 5/4/2015 4:04 PM Shortcut IKB
i /1072027 B:23 A Viicrosoft Access .., 27,052
B Desktop @ PhaisData.accdb 61072021 8:23 AM  Mhicrosoft Acce 127,052 KB
I " @_j PhaisDatabase.accdb 6/10/2021 10:00 AM  Microsoft Access .. 4508 KB
File name: |PhaisData.accdb v| | Databases

14.Upload PhAIS Data to Education Database

Another MS Access application attaches to the live data file & converts PhAIS teaching activities into valid
Education Database Program/Category/Subcategory combinations. The output data is uploaded to Education
Database (MySQL)

Steps (described briefly)
1. You need some MS Access familiarity & Login as Helen (not for the non-technical)
2. Run Application V:\OBGYNIT\PhAISUpload\2021Jan_Apr2021PhaisUpload \...\PhaisUpload.accdb
3. Attach Table CalendarData to the latest datafile (PhaisData.accdb) using MS Access Linked Table
Manager
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4. Maintain Physicians — map Physician Name onto Education Database PhysicianID (number)
5. Maintain Categories — check the category mapping still has valid PhAIS categories
(Table:Categories_LookUp) mapping to valid Education Database Program/Category/Subcategory
combinations (Table:ProgramGroupsAndLevels).
6. click Empty Entire Table
7. Select required Date Range (maybe sufficient to just do this in Jan in time for Staff Review)
8. Click Upload
9. The results are output to Table CalendarDataToUpload —
10. Export CalendarDataToUpload to Excel
11. Within Education Database MySQL database empty table CalendarDataToUpload
12. Import Excel CalendarDataToUpload into MySQL CalendarDataToUpload
13. Append contents of CalendarDataToUpload to EduEntry using SQL
Main Screen
~loix]

Master copies of two very important items to maintain here:
List of names tblPhAISNames must contain the EducationDb PhysicianID and name (Surname, FirstName)
Category mapping Categories_LookUp for PhAIS lookup related to Program, Category, Subcategory levels

Maintain Categories |
Empty Entire Table |

Names j Empty This Person This Physician
Only From Table Report
—Date Range
C Annual
@ Last Month
' This Manth
C Date Range
Start Date
End Date 31-Dec-2009
Upload Exit

Maintain Physician

_loix]

Name

PhysicianlD i|

350

|Conlon, Maureen

0

|I_Jahlgren, Leanne

63

If)elisle, Marie-France

66

70

a1

a3

a7

88

a9

92

260

I
I
I
I
I
I
| 127
I
I
I
I
I
I

PhysicianlD=zero not
uploaded

Exit |ﬂ

Maintain Categories
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EE Categories_LookUp 0 =10 x|
Categories
levell |Nen Clinical
level2 |Teaching
level3 |Undergraduate Formal Teaching
leveld |
levelS |
Description  [PBL, Seminars, DSCE, lectures
ReportlD |F
ProgramLevel JUndergraduate - PhaIS J= | Piog G hIledaategi:?‘ry
AndCats Report I3 Pping
eport
CategoryLevel |Formal J= |
SubCategoryLevel  [PhaIS import =1 Ext |
Record: 14| < || 47 |1 [p#] of 51
Category Mapping Report (example)
Categories ProgramLevel CategoryLevel SubCategoryLevel
NC>PrsnlCME? Self-assessment programs
NC>PrsnlCME? Structured leaming
NC>Rsrch>Collab oration
NC>Rsrch>Oth
NC>Rsrch>Preszntations
NC>Rsrch>Wiriting and documentation
NC>Teh>Fellowship/ Evaluations Fellow - M Admin Ewaluations
NC>Teh>Fellowship/Formal teaching Fellow - MW Formal PhAIS import
NC>Tch>Fellowship/informal teaching Fellow - M Clinical PhAIS import
NC>Tch>hed/OthPhye/Other S pecialties Other Teaching/CME Teaching Physicians
NC>Teh>Multidisciplinary Other Teaching/CME Teaching hterpro ®ssional Team Members
NC>Teh>Nursing Other Teaching/CME Teaching hterpro ®ssional Team Members
NC>Tch>Postgrad / Formal teaching Resident Formal PhAIS import
NC>Tch>Postgrad / hfrmalteaching Resident Clinical PhAIS import
NC>Tch>Postgrad/ Evaluations Resident Admin PhAIS import
NC>Teh>Undergrad £ Informal teaching Undergraduate - PhAIS Clinical PhAIS import
NC>Tech>Undergrad! Evaluations Undergraduate - PhAIS Admin PhAIS import
NC>Teh>Underarad/ Formalteachina Underaraduate - PhAIS Formal PhAIS import
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