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Training Module Part I: Downloading Data from the OMT 
 

1. Login to the OMT at https://measure.aimalberta.ca  
 

 
 

2. Click the “Report” tab in the top header  
 

 
 

3. Run the “Clinic Raw Data” report. 
 

 
 

https://measure.aimalberta.ca/


4. Leave the date parameters blank and click “Run” again. Depending on the size of your historic data, the 
next page may take a few minutes to load. On this page, select Export to Excel.  
 

 

 

5. Save the QueryResult.xls to an appropriate location, such as your 
Desktop or shared drive. Ensure it is saved as an Excel Workbook (top 
of the list) and not a Web Page. 
 

6. Highlight the entire top row by clicking on the “1” and delete (either 
right click and Delete or find Delete> Delete Sheet Row in the top 
ribbon). Save the file. 

 
7. You’re done with the OMT! Now you have your clinic’s data saved, it 

can be transferred to AIM’s spreadsheet tools or into another online 
platform. There are a few more steps to making the data more usable, 
see below. 

 
 

 

 

 

Training Module Part II: Preparing the Data from OMT 
 

8. Open the Excel Workbook you saved with your Raw Clinic Data (see above instructions). 
 

9. Highlight all the columns by clicking on the little arrow at the top left of the spreadsheet 
between “A” and “1” 



 
 

10. Click on the “Insert” tab in the ribbon and click on “Pivot Table” and then OK. This will create a 
new tab in the Excel workbook called Sheet1. Don’t forget to save your work! 
 

 

 

 

Customizing a Pivot Table 
 

11. Click and drag the fields that are checked in the image into the boxes  
at the bottom (Clinic Provider, Measure, Data Type, Data Date, Value).  
Clinic can also be dragged into Filters if you are managing multiple 
clinics that need separate tracking files. 
 

*Later on you’ll need a provider list for the AIM Data Tracker, so first  
move only the Clinic Provider into the Rows Field, copy and save the list 
for step 23. Once that’s set aside, move the rest of the fields!  
 

12. Click the arrow beside the “Count of Value” in the Values box and click  
on “Value Field Settings”. 
 

13. Choose Sum instead of count and click OK.  
 
 

 
 



 
14. To make it resemble the table you will be copying the data into (using AIM’s Data Tracker 

Spreadsheet), click on the “Pivot Table Design” tab in the top ribbon. 
 

15. Then click on “Report Layout” and choose “Tabular”. 
 

16. Click the “Report Layout” again and select “Repeat All Item Labels” 
 
 
 
 
 
 
 
 
 
 
 
 
 

17. Right click on any cell with a date and un-check the “subtotal data date” to remove the subtotal. 
 

18. Remove the grand totals (the very last column) by clicking in the grand total column and choosing 
to remove it. 

 

 

Copying the data to the Data Tracker Spreadsheet 
 

19. Open the Data Tracker Spreadsheet or download it from 
AIM’s website under Measurement Tools. 

20. Enable Content by clicking on the yellow bar that appears  
at the top of the screen. 

21. Read the “Read First” tab 
22. We’ll go through the steps to copy data into each tab. 

 
 
 
 
 

23. Clinic Type & Providers Tab 
a. Choose whether you are a Primary Care or Specialty Care Clinic.  
b. Copy the Provider list from the OMT data Pivot table you created above (SEE STEP 8) and 

Paste Values (re: the general note above) into the Clinician list area in the AIM Data Tracker 
Spreadsheet.  

 
 
 
 

 

 
 

24. TNA Tab 
a. On the OMT pivot table click on the arrow beside Measure and uncheck all the options 

except “Delay”  
 

General Note using 
Excel 
Whenever you copy 
values into the Data 
Tracker Spreadsheet 
use “Paste Values” by 
clicking the arrow 
under the “Paste” 
button in the Home 
ribbon and choosing 
Paste Values, or right 
click and look for this 
exact icon in the Paste 
Options.  

https://aimalberta.ca/too/wp-content/uploads/Data-Tracker-DSA-No-Show-TNA.xlsm


 
 

b. The information in this table should now match what the TNA tab in the Data Tracker 
Sheet requires (Date, Provider, TNA Short, TNA Long). If they are in the wrong order you 
can drag the column over by clicking on the measure and hovering your cursor over the 
top edge.  When your cursor turns into the 4-arrow symbol, click and drag to the place 
you want it.  
 

 
 

c. Copy the values in the pivot table by highlighting all the values and clicking copy or use 
the “Ctrl+C” keyboard shortcut, then Paste Values in the TNA tab of the Data Tracker 
Sheet (do not use the CRL+V shortcut).  
 

25. DSA Tab 
a. On the OMT pivot table filter the Measure column again to choose Demand, Supply and 

Activity measures 
i. Again you will have to change the order of columns in order to easily copy and 

paste values into the DSA tab of the AIM Data Tracker Sheet.  
 
 

 

 

 

 

 
26. No Show Tab 

a. On the OMT pivot table filter the Measure column to “No Show” 
b. Sum the no show and the total appointment columns  
c. Change the order of the columns as described earlier if needed 

 
 



 
 

d. Copy down those formulas by highlighting them, clicking copy (or shortcut Ctrl+C). Then 
highlight the cells needing the formulas copied in and paste (or Ctrl+V) 

e. Copy and paste the Date and Provider Columns to the Data tracker sheet using Paste 
Values (not the shortcut) 

f. Then Copy and Paste (Values) the No Shows and Total Appointment values columns you 
generated with the sum formulas. 

 
27. Summary Tab 

a. Click the “Update data for all Graphs” button located at the top of the spreadsheet to 
view all the amazing graphs! 

b. At the bottom left of each graph there is a “Date” button which allows us to ensure it is 
sorted from oldest to newest. You can also filter providers, or any grey box with an 
arrow. 

c. Don’t forget to save! 
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