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Introduction 
 

Where to find the tools 
 https://aimalberta.ca/too/resource-library/access-improvement-work/measurement/#tools  
 The instructions will also be permanently located in this list 

 

 
Getting started: Excel permissions  
Each time you open these documents you will be prompted to “Enable Content” as these workbooks 
rely on macros to function; you will also usually be prompted to “Enable Editing” in order to enter data; 
and “Make this file a Trusted Document”, which we recommend doing. 

 

 
 
 
 

 

 

 

 

 
 

 
Important Notes 
 Each spreadsheet will open to the Read First tab – here you will always be able to  

refer back to the purpose of each tool, keys to success, where to find more resources, 
 and the steps to use the tool.  
 

 Anytime you are copying and pasting data using these spreadsheets we recommend  
using “Paste Values” in order to maintain formulas & functions. Do this by right-clicking  
and selecting this exact icon in the Paste Options, or clicking the arrow under the “Paste”  
button in the Home ribbon and choosing “Paste Values”. 
 

 Generally for each spreadsheet we will be working in the tabs from left to right and  
each SUBHEADI NG below will indicate which tab we’re working in. 

 

https://aimalberta.ca/too/resource-library/access-improvement-work/measurement/#tools


 
 
Copyright 
Please note these tools are copyright-protected and licensed under the Creative Commons Attribution-
NonCommercial 4.0 International License. For more information on terms of use please read the 
Copyright tab that’s included in each tool. If you would like to make improvements to the tools you will 
need to select Unprotect Sheet (no password) to be able to edit the locked parts of the spreadsheet. We 
ask that you share it with AIM Alberta at Measurement.AIM@AHS.ca so that the product can continue 
to improve. 

 
 

Training for… 
Data Tracker – DSA, No Show, TNA 
Purpose of the tool:  This spreadsheet tool is useful for Primary Care and Specialty Care clinics.  By using 
it to enter a clinic’s data, it helps track multiple measures including Third Next Available Appointment.  
The measures captured provide the vital signs of a clinic and allow you to visualize your data using 
graphs.  

CLI NIC TYPE A ND PROVI DER TAB :  

1. Select whether your clinic is Primary Care or Specialty Care – once this is selected (and macros 
are enabled) the remaining tabs will automatically populate. 

2. Enter the names of the clinicians who offer appointments (eg. physicians) in the green column. 

 

 
 

TNA, DSA, No Show Tabs:  

3. Enter the applicable data for each of the remaining tabs 
a. the providers will be brought over in a drop-down from the first tab so be sure to 

update it if necessary. 
b. Check out the tips and tricks on the side for more detailed information and resources on 

the measures you’re tracking. 
c. Tip: Freeze panes if you are entering data from oldest to newest and scrolling to the 

bottom. 

  

mailto:Measurement.AIM@AHS.ca
https://creativecommons.org/licenses/by-nc-sa/4.0/


Summary Tab: 

4. This tab will allow you to visualize your data, find answers to your questions, and generate 
conversations with your team.   

a. To update the graphs, click the "Update all Graphs" button at the top and be sure to 
Sort Oldest to Newest by clicking on the “Date” button in the bottom left corner of each 
individual graph. You can also filter by Provider and Day. 
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Keys to success:  

• Demand, Supply, and Activity, as well as no-show rates should be collected daily.  
• TNA is measured weekly and should be measured at the same time, on the same day of 

each week and is measured in calendar days (including days the clinic is not open). 

 
Aggregate Data – from multiple Data-Tracker Spreadsheets 
Purpose of this tool: Built to allow users to aggregate the data from multiple AIM data tracker tools 
easily (TNA, DSA, No Shows). This can be useful for PCN staff needing to report with data across a PCN or 
for managers who oversee multiple clinics. PC is for primary care and SC is for specialty care. 

1.  The individual Data Tracker Spreadsheets that you are aggregating into the master Aggregate 
Spreadsheet must be saved in a folder on your network or computer drive (note that this will not 
work using cloud storage such as Google Drive or Dropbox). If possible, use the clinic name as the 
name for each Tracker file. Ensure the aggregator spreadsheet is not in the same folder as the 
individual tracker sheets. 

File Path tab 

2. Copy the file path from where the individual tracker sheets are saved and paste into the green 
cell. 



 

Remaining data tabs (either PC or SC) 

3. In the remaining tabs that apply to your clinic, you will navigate to that tab and click the grey 
“Import Data” button. 

 
 

Cycle Time Spreadsheet 
Purpose of the tool:  This spreadsheet allows for the measurement of cycle time of a large number of 
appointment types involving up to 4 different providers per appointment.  Cycle time is the length of 
time that passes from the time a patient enters a clinic/office until they leave the clinic/office. 

Template tab 

1. The template tab contains a Cycle Time Collection Sheet that you can print off and give to clients 
in order to track their appointment from start to finish. Once the appointment is finished, collect 
the sheet from the client and input the data into this green tabs in the spreadsheet (see steps 
below). 
 

Enter Data tabs 

2. The green tabs (2) in this tool are where you will enter your data:  
a. "Appointment Names" tab is where you enter all of the types of the appointments 

scheduled in your system (eg. New, Return, Treatment, Follow-up assessment, etc.). 

 

 

 



 

 

b. “Cycle data” tab 
i. Refer to the red text in each column for proper formatting help. 

ii. Don't forget to complete columns T and U (Time client left the exam room and 
time they left the clinic).  

iii. A "New" appointment is when the client is being seen in this clinic/program for 
the first time and “Return” is when the client has been seen prior to today’s 
appointment. (Refer to the Glossary tab for more definitions). 

iv. Input the data you collected from the Template into the cells with blue shading 
only. The other coloured cells will automatically calculate based on the data you 
enter in the blue cells. 

v. Don’t forget to save your work 
vi. Once your data is entered click on the grey “Update Graphs” button at the top 

of the sheet. 

 

 

 

 

 

Graphs Tabs 

3. The blue tabs (3) in this tool will allow you to see the graphs of your data: 
a. Use Ctrl+Alt+F5 to update the graphs with new data. You can also click the "Update 

Graphs" Button on the Cycle Data Tab. 
b. Each graph will have grey boxes on the top and bottom where you can filter your data - 

Click on these boxes to choose what data you want to see. 

 

  

 

 

 

 

 

 

 

 
 
Keys to success: 

• Collect a few cycle times per appointment type for a few days each week for a couple weeks.  
This gives a small sample of timings to act as a baseline. 

•  Repeat the collections every so often (quarterly or annually) to check things haven’t changed. 
•  If you change something during the appointment, collect more cycle times for that appointment 

type to see the impact. 
• Use the data to help adjust appointment lengths for your appointments. 

 
Care Team Workload Analysis Spreadsheet 
Purpose of the tool:  When looking to improve efficiency this spreadsheet can be useful in determining 
how much time is being spent by each staff type on specific tasks. This tool will also generate graphs 
based on the data entered, which can help your team to improve access and efficiency. 

Clinic Demographics tab 



1. Work as a team to generate a list of staff and what type of role they have (Staff Information), and 
then do the same to generate a list of tasks that occur in your clinic/office (Task Information). See 
a list of definitions on the right side of the tab. 

2. Once this is done, click the “Sort My Info”   button on the right to group like categories of tasks 
and sort alphabetically. This will help with the following tabs. 
 

Template tab 

3. Have each staff member use their own template to track the number of minutes spent on each 
task, each day for up to 7 days. 

Data Entry tab 

4. You will have multiple Template sheets (one per staff member) that you need to now enter into 
the "Data Entry" tab.  

a. Tip: Copy the list of tasks over from the Template tab first, using Paste Values. Then 
copy the data from Day 1-7.  Do not copy those at the same time as there are hidden 
columns on this tab. 

b. The staff name will have to be selected from the dropdown but you can drag and copy 
or copy and paste for the remaining rows. 

 

Graphs tab 

5. Click the grey button “Update Data for All Graphs”. Here you can visualize your data, find answers 
to your questions, and generate conversations with your team. As usual, you can also sort the 
data from oldest to newest and filter out any specific variables of your choice. 

Keys to success:  
• Capturing staff activity with this type of analysis requires a commitment on the part of leadership, 

a tool that captures the correct categories of workload, and a willingness on the part of staff 
members to commit to doing a daily diary/journal for a period of time. Leadership engagement 
and a discussion of “What’s in it for us? For patients?” is key. 

• One to two weeks of data generally provides a good sample.  
• Most teams come up with a total of about 15-20 tasks across the three categories. 
• Most teams find it helpful to count in 15 to 20-minute chunks of time. 
• Ensure the total time at the end of each workday adds up to your worktime (e.g. 7.75 hours) – 

unless of course you worked overtime or only a half-day, for instance. 

 
Caseload / Panel Identification 
Purpose of this tool: This spreadsheet helps balance panels and caseloads among providers in a clinic 
and also can help identify if individual providers are under- or over-paneled. *note: this spreadsheet tool 
is not unlocked for users to make improvements. 

1. For this workbook yellow cells are for your data input and blue are calculated automatically. Note: 
all fields must be completed in order for all values to be calculated and populate. 

Set Up tab 

2. Fill out all the yellow cells in this tab including: interchangeable providers (max 12 characters per 
name), provider type, FTE equivalent, and select Clinic Type.  

3. You can also click the Print Narrative button, which will take you through what each of the 
columns in the spreadsheet (ID Worksheet tab) are, what they mean, and how they’re calculated. 
If your printer is not set-up and you want to save as a separate PDF file, click File > Print > set 
Printer as Adobe PDF instead, and then click the Print Narrative button.  

Identification Worksheet tab 

4. Again this sheet will be for entering data in the yellow cells.  
5. Calculations that will be particularly useful based on the data you’ve entered: 

a. Ideal Panel/Caseload Using Individual Visit Rate is based on the visit rate, number of 
working days, and direct patient care percentage. The Current Panel/Caseload Over 
(Under) Ideal tells us whether we are exceeding capacity or if we have unused capacity 
based on current state. The goal is to apply strategies to ensure individual and system 
capacity is being utilized to its fullest potential (e.g. manage backlog). 

b. Clinic Average Patient Visit Rate deals with eliminating variation between providers. 



6. The grey “Click to Hide” buttons underneath the last 4 columns, and “Unhide” button to the right, 
may make it easier to view only the calculations you’re focusing on. 

Keys to success:  
• Your goal in calculating your caseload is to balance the demand for appointments from the patients on your 

panel, with the supply of appointments that you can provide.  This accounts for your current supply (how 
many appointments each provider can comfortably and safely provide) and how you currently work.  If you 
exceed this number of patients you will have a growing backlog. 

• When calculating your caseload, use the return visit rate (RVR) for your patients.  This is the 
number of visits patients returned to see you in a 12 month period. Considering your RVR when 
setting limits on the number of patients on your panel will prevent having more patients on your 
panel than you can provide appointments for.  This will prevent a backlog of patients waiting for 
an appointment. 

• Don't aim for 100% full panels/caseloads as it will limit your ability to cope with variation.  Instead 
aim for around 90% full (Erlang’s law). Your panel size may fluctuate over time if availability 
changes, or the average RVR of the patients on your panel changes in any significant way. 

 
 
Other tools not covered here:  
Octane Spreadsheet: https://aimalberta.ca/too/wp-content/uploads/Octane-Spreadsheet-2019.xlsm  

Calculate Days between dates: https://aimalberta.ca/too/wp-content/uploads/Calculate-days-between-
dates.xlsx  

https://aimalberta.ca/too/wp-content/uploads/Octane-Spreadsheet-2019.xlsm
https://aimalberta.ca/too/wp-content/uploads/Calculate-days-between-dates.xlsx
https://aimalberta.ca/too/wp-content/uploads/Calculate-days-between-dates.xlsx
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