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HealthStream” Capacity Planner User Guide

Introduction

Introduction

This guide is intended to be a resource for Application Administrators who support and maintain the tables and reports
within Capacity Planner (CP).

This Admin Guide will provide step-by-step instructions to edit existing data elements, as well as adding new ones as
your organization changes and grows. It will also offer some tips for troubleshooting common issues, along with those
that require opening a Support ticket.

For information on the use of functions, please refer to the Capacity Planner User Guide. It is assumed that the users of
this guide understand how the features and functions within Capacity Planner are used.

The terminology used and seen on screen shots may differ from your environment based on the keywords that were
selected in the beginning of the implementation. Here are some of the terms that may be used interchangeably throughout
this guide:

e Ward = Unit or Department
e Specialty = [Patient] Service Type
e  Occupancy = Patient Census

e Theatre = Surgery or Operating Room
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Capacity Planner Viewer — Admin Function§§

This section documents the administration side of Capacity Planner (CP) Viewer. For explanations of the reports and
dashboards please refer to the CP User Guide.

NAVIGATION

Use the icons in the toolbar at the top to navigate to each of the key areas of the application.

ENE () Today %) Yesterday [5) Planning Statistics | |4fl Reporting [y SetBeds % Administrator

‘ CAPACITY

01 Hospital Wards Today

Ward View
loday Additional Reports: Daily Report Occupancy Matrix Status by Specialty
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HELP

The question mark in the top navigation bar opens link to Help documentation in another browser window/tab.

Manuals and User Guides

Capacity Planner Capocity
Flanne:

User Guide

Release 8.2.0

April 2021 .
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Capacity Planner Viewer - Admin Functions

REPORTING

There are three different sections under the Reporting icon. These should be visible to all users. Outlined in the
following pages are how each is configured and used.
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Reports can be set up in the Report Groups section for easy access. As Administrators, you can set up groups for others
or users can create groups themselves. Users may have access to one or more groups.

To open this section, click Reporting on the toolbar at the top of the screen then Report Groups. To create a new Report
Group or make changes to existing ones, click the Back to Report Groups link on the right.

Regional Report \.‘ Back to Rep -.-.r.-..;-.b

Capilal Genwral Princess Mary Hospial
DL L Py
Bets Open
By short Tontlary
Discharpes Toda;

Tidarribar & by Togmldiy
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Capacity Planner Viewer - Admin Functions

From here, you can:

. view reports in a report group

. add a report to a report group

. set or edit report parameters for a report

. set a report group to be visible by everyone (System Group)
. set a report group to be your default (individual users)

. delete a report or a report group (Admins only)

. view a report group in tabs or as a list

REPORT GROUP EDITOR

S)

terday [z} Planning E Statistics ﬁ Reporting  F— SetBeds Qg Administration

°

Report Groups I +  AddReport Group ]

Regional Report MyDefaut @ SystemGrouwe  p B (]

Regional Report - Regional Report -
Surgical Maternity +

- I

& [ ] 4 ]
Bed Meeting Reports MyDefault (@ SystemGroup B ]

Hospital Status Daily Report Projected vs Actual Projected vs Actual
Dis Provides ke Patients In - General Discharges - General
Inpatient Inpatients

© - < Q0 -

Patient Movements In Patient Movements Hours Per Patient Day
- General Inpatient Out - General Report
i o Inpatient e

ADD A REPORT TO A GROUP

1. Click the large + icon. A new window displays all available reports.

Report Groups | +  AddReport Group

Ragional Repart Myoetaull  ( Semcsne @ ] [l

Regional Report - Regional Report - ‘/
Sungical Maternity +

2. To see more information about any report, click the ° icon.
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Capacity Planner Viewer - Admin Functions

3. Selectareport from the list and click Add Report.

Patient Movements In Patient Movements Projected Patients In Projected vs Actual
Prosest Tt Out and Discharges Discharges

\, © © ° °

4. Tomove areportin the group, use the arrows.

Projected Patients In Regional Report Projected vs Actual Patient Movements In
and Discharges The reg:onal report provides Discharges Projecte out

<« @ < @ - @

EDIT A REPORT IN A GROUP

1. To edit or set report parameters for the currently selected report, click the pen icon:

Patient Movements In

2. Each report has different parameters, but they all work best when hitting ‘Tab’ on your keyboard after each
entry.

3. Once you have entered your parameters, click Save to keep the changes or click Cancel to revert to the
previous parameters.

Edit Report Parameters for Patient Movements In

Custom Name Patient 1

Lecations GH-Medicine % -
Show Chart es -
Show Detail nNo -

™~

e

4. Inany Projected vs Actual report parameters, enter "@today" to set "today" as your default start date so that
the report will always show data for the current day, not the date you created the report.

5. To delete a report from a report group, click the bin icon.

s o W
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Capacity Planner Viewer - Admin Functions
MANAGE THE CURRENT REPORT GROUP

1. Torun all reports in the current report group, click the arrow icon.

/ﬂ o

i !

-

My Default ‘ System Group [ 3

2. To export the current report group to an Excel spreadsheet, click the X file icon.
3. To delete the current report group, from your dashboard, click the bin icon.

4. Set My Default on the report group you wish to see run when you click Report Groups from the Reporting
icon on the toolbar at the top of the screen.

5. Only one default report group can be set per user.

REPORT GROUP VIEWER

When a report group is run, it can be displayed either as a list of reports (scroll down to see each report) or a series of
tabs across the screen. A user can select which view they prefer.

l‘ Today '7 ) Yesterday (5} Planning Statistics i Reporting  [i~ SetBeds {}g Administration
Regional Report Back to Report Group u i=
Last Updated Wed May 5, 2021 1100 AM
REGIONAL REPORT - SURGICAL ~ REGIONAL REPORT {TERNIT CONGESTION REPORT
Capital General Princess Mary Hospital
Occupancy 141 13
Beds Open 135 0
Admissions Today 1 0
Discharges Today o] o]
Transfers In Today 3 0
Transfers Out Today 0 0
Projected Patients In 52 3

SHOW IN TABS

Button to select Show in Tabs is shown in top right. Reports highlighted below, one report per tab, side by side.

(S) Today "-) Yesterday E-_',]. Planning Stalistics m Reporting Ij;| Set Beds ﬁg Administration

Regional Report Back to Report Groups u =
Last Updated Wed May 5, 2021 11.00 AM
Show in tabs
REGIONAL REPORT - SURGICAL
Capital General Princess Mary Hospital
Occupancy 141 13
Beds Open 135 0
Admissions Today 1 0
Discharges Today 0 0
Transfers In Today 3 Q
Transfers Out Today o] o]
Projected Patients In 52 3
Projected Patients Out 50 2
Facility Planning Group Ward Qccupancy Beds Open
~ Capital General 141 135
> Surgical 141 135
v Princess Mary Hospital 13 Q
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Capacity Planner Viewer - Admin Functions

SHOW AS LIST
Button to select Show as List is shown in top right. Reports highlighted below, one below the other.

l ) Today ‘7 Yesterday [} Planning Statistics Il Reporting [ SetBeds ﬂg Administration
Regional Report Back to Report Groups @E
Last Updated Wed May 5, 2021 11.00 AM
as list
I Regional Report - Surgical I
Capital General Princess Mary Hospital
Occupancy 141 13
Beds Open 135 0
Admissions Today 1 0
Discharges Today 0 0
Transfers In Today 3 0
Transfers Out Today 0 0
Projected Patients In 52 3
Projected Patients Out 50 2
Facility Planning Group Ward Occupancy Beds Open
~ Capital General 141 135
> Surgical 141 135
~ Princess Mary Hospital 13 0

Use side scroll bar to move to the next report(s).

" Today ¢ 7 Yesterday [} Planning Statistics il Reporting  [i~ SetBeds ﬂg Administration

700  Thu18:00 Fri 07.00 Fri 18.00 Sat 07:00 Sat 19:00 Sun 0700 Sun 1900 Mon 07.0 1on 19.0 Tue 07 Tue 18.0

Projected Oceupancy -4 Actual Occupancy - Beds Open  -i- Live Projection - Roster Bed Plan

Regional Report - Maternity

Capital General Coastal Princess Mary Hospital
Occupancy 28 2 2
Beds Open 25 3 0
Max Capacity 45 3 6
Admissions Today 0 0 0
Discharges Today 0 0 0
Projected Admissions Today 1 1 1
Projected Discharges Today 7 1 2
Facility Planning Group Ward Occupancy Beds Open
~ Capital General 28 25
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DASHBOARDS

Manning

01 Hospital Wards Today

10 ED Tocksy Adatceat Report= Doy Repcet  Qooupancy Matax
01 Hospital Wards Toda

12 Todky e § On Uemand eports

General
Inpatients

NICU

OCcupancy 255

1 Do s 21 Days

6 Cartdac Speciates T | Status By

Projoction vs, Acual Ocoupancy

Dashboards can be set up in the Dashboards section for easy access. As Administrators, you can set these up for others
to view. To prevent users from inadvertently deleting a Dashboard, they will not be able to create their own.

To open this section, click Reporting on the toolbar at the top of the screen and then Dashboards from the dropdown.

From here you can:
e add adashboard
e addareport to a dashboard
e setreport parameters
e remove a report from the dashboard

e view the dashboard

Yesterday Planning Statistics ,’.'\'\ Reporting l 1 SetBeds Og Administration

Dashboards [+  AddDashboard |
Hospital Status @ 5/stem Dashboard » i

Hospital Status

©

Emergency Status @ sistemDashboard  p ]

ED Status - Capital
General

HealthStream Inc 11
500 11th Ave N, Nashville, TN 37203 « HealthStream.com/contact « 800.521.0574 i




Health S‘Eream“ Capacity Planner User Guide o
Capacity Planner Viewer - Admin Functions e
ADD A DASHBOARD
1. To add a new dashboard, click + Add Dashboard.

2. The screen will not change, so you will need to scroll to the bottom to see your new Dashboard.

Dashboards 1
CH Howpisl Stabus Wl oeroetiesd g [] CH Urgent Care Skatun B cruevoskosd g i

Hospital Status I Urgaeil Care Status I

3. [Itis bestto rename the new Dashboard by clicking the title (for example “New Dashboard 2” becomes
“Christine’s Dashboard”).

/

Christine's Dashboard| =

ADD A REPORT TO A DASHBOARD
1. Toadd areport to the dashboard, click the large + icon.
2. Choose a dashboard report from the choices and click Add Report.

Add report to dashboard

Emengency Statis Hedpital Status Patient Movements In Patien! Movements
Gt

- -] - (-]
B

Prajection ve Actual Projection ws Actual Projection vs Actual
Chart - Specialty Chart - Ward View Charl - Ward View
View with Staffing

| Cancel
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SET OR EDIT REPORT PARAMETERS

1. Tosetor edit report parameters, click the pen icon. An Edit Report Parameters window opens.

Hospital Status

\, ©

Like the reports for the Report Groups, each report has different parameters.

Edit Report Parameters for Hospital Status

Custom Mame Hesaitsl States

Healthcars Facilitizs GH» | SHS & | UPH x

Locations Crit Care {GH) ® | CritCare{5HS) x | CritCare{UPH) = ||

coua(sHE| =
ICESSHED

|CMS [SHS)

10U UPHI

L
PR [LFPHI

save | [“Conen ]

DELETE DASHBOARD OR REPORT FROM A DASHBOARD

1. Todelete a report from the dashboard, click the bin icon on the individual report.

2. To delete an entire dashboard, click the bin icon at the top.

Chrizstine's Dashboard

Hoszpital Status
Dagnt ire oraettsishie o ime
-t WNREER L Ded - Dy - D8l

Byt Danhs sard [ ]
' 3

VIEW A DASHBOARD

1. To view the currently selected dashboard, click the arrow icon at the top right.

HealthStream Inc 13
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SET BEDS

Capacity Planner User Guide

Set Beds is where the number of beds open are defined for each ward. This was previously known as the “Beds Open

Centre”.
From here you can:
e setor change the number of open beds
e setthe beds open for wards in one or more planning group

e setstart and end dates to beds open for more temporary changes

) Yesterday (5 Planning  [Z] Statistics | Repoting | Bo SetBeds | 6 Administration I
Beds Open
Healthcare i @l ) cacisc1 @l ) cardiac:
Facility N
@l Medica @l tecicals
@ ' cCardiac Dtives ED
0 @) oo

1. To start, click Set Beds from the top toolbar.

2. Select a Healthcare Facility from the drop-down list.

a. Note: The Beds Open page will default to the only Healthcare Facility if just a single Healthcare Facility

exists.

Select one or more Planning Group(s) from the list displayed below the facility.

4. Select one or more wards from those displayed on the right.

(E) Today ‘D Yesterday E,] Planning Statistics l@ Reporting ij:| Set Beds

G: Administration

Beds Open
i i P
Heal?hcare Capital General . ‘ Cardiac 1 ( Cardiac 2 ( MARL
Facility
‘ Medical 3 ( Medical &
‘ Cardiac Delivery Suite ED
ED Observation ICU ( Medical
NICU Oncology Paediatrics
SAU Surgical Transit Lounge
Women's Health
Name From To Clear End Date Beds Capacity
Cardiac 1 May/05/2021, 12.00 37 37
Medical 3 May/05/2021, 12:00 12 12
HealthStream Inc 14
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5. Choose From date (if it should be different from the default of the current date and time).
a. Choose the date from calendar by clicking in the From field.
i. Usearrows to change month forward or backwards. -
ii. Click the date from the calendar to select.
b. Choose the time by clicking select time at the bottom of the calendar.

c. Slide the bar up or down to select the time and then click Ok at the bottom.

Name From To Clear End Date Beds Capacity
Carchac 1 Ape/13/2021,1500 37 37
Maacal 3 Ape feb 19 2020 12 12
Feb 200
0 U 'Y
Carcliac 2 Ape Sy MY e ™ F = 01 15 8 8
Medical 6 Apr ‘. 10 16
6. The To date can be left blank to indicate no end date.
7. Enter the number of beds open in the Beds field.
Ham# Fram Ta Clesr End Dabe Beds Capacity
Cardisc 1 ApeA 133021, 1500 \ a7
Medical 3 Apr/ 1372021, 1500 12
Cardisc 2 A/ 1372021, 1500 B
Madical 6 Apr/ 1372021, 1500 16 16
e

8. The Capacity numbers represent the max capacity (physical beds). If an entry in the Beds field exceeds that
Capacity, a message like this will display. To fix, just change the value so it does not exceed the Capacity.

a. Note: If the beds open truly should be higher but the Capacity is not set properly, the Max Capacity
must be changed in Application Setup first (shown later in this document).

Clear End Date Beds Capacity
5 E
5
Allocation is
more than
capacity
20 24

9. To confirm your changes, click Save.

Clear
/

10. To revert to the previous settings, click Clear.

HealthStream Inc 15
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ADMINISTRATION

The multiple functions under the Administration icon (for those with the appropriate access) are each defined on the
following pages.

PROJECTIONS

This function enables Admins to adjust and manage projections relating to the effects of unexpected peaks and troughs
in demand, such as a major accident or weather event. Planned and recurring events are managed in the Event Calendar
instead (see next section).

1. Select Administration from the top toolbar and then Projections.

2. Select the Healthcare Facility and Planning Group.

'-.-_ Yeshorcloy :: Flanning ,-l Ciatishics ._:"'-. deporiing i Sl Beds 'D: Acrwrrdrabnn

= Proectiors
] Evend Calerciar

3 Camhboae Solor

3. Choose the Start Date, any changes to Days To Project, Hours Per Day and click Load.

HealthStream Inc 16
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4. From here, you can increase or decrease the number of Patients In or Patients Out.

a. Toincrease the projected number of patients in or out for a group, enter the additional number of

patients in the Adjustments field for that date/time.

b. To decrease the projected number of patients in or out for a group, enter the value as a negative

number by adding a minus sign first (e.g., “-1.0”)

5. When finished, click Save.

Table Chart
e Occupancy Patients In
As At Projected |Adjustments  Total Projected
17.:00 137.7 a8 a3 01
Subtotals 23 ol | 0.2
Tusescay, 18 February 2020
2109 1335 0.3 Q3 01
100 1336 0.3 Q3 oz
500 13a.7 a6 13 o1
900 139.3 a6 \ 3 01
13:00 1396 11 =10 a1 00
17.00 1388 0.3 | ok | 00
Subtotals 1.2 -1.0 &2 &5
Wednesday, 19 February 2020
2100 1 o1 oo
100 4 04 01
500 o9 o9 03
00 1 16 o1
13.00 14186 a5 a5 oz
Refresh Data

Patients Out

|Adjustrents|  Tatal |

0.1

1.4 1.5

0.3
@1

0.2

Occupancy ;

PO Patients In

REQB 23

9.8

5

16

18

25

16

12.2

B0 09
5714

5729 22

5742 29

576.5 27

Comisined Planmng Groups: Cntical Care, Sungery, Medicine, Women's Health, Child Health, Chitd Adcl M, Mental Health, Rehab, Adul! ED

Save

Sor ornig oo

Patients Cul

(= TN R = B = R = R
R - T

w
I

o2
o8
07
13

Cancel

6. Click the Chart tab to view the changes in a chart format.

a. Note: Actual Occupancy and Actual Ins/Outs can only be viewed if including past dates.

b. Below are different views - one showing 4-hour increments and the other 24 hours.

Tais Tl

K& E

L

B Priieited Des gty
At onpency

B Prejosted e Ttz
Hab PO

[ETT e

& e A

Em
v
rLm

Pagpachinn v At

el Dodaparery  — e o Pt Bl

Pomeited Ginagancy  — PR 1R Pog Deils — Eotwal Fin

— il Daits

— it DY
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EVENT CALENDAR

The Event Calendar is a way to best utilize the history in Capacity Planner to mimic the patient volumes from a past
event so they will impact Projections the next time the event takes place. This is an enterprise-wide tool, so anything -
other than an informational-only name or note on a day could impact Projections for that date across the organization.

The Event Calendar has the following multiple components:

e Daily Profiles: These allow you to change the Projections to match the typical patients in and out volumes on
that day of week over the last 12 weeks.

o Events: These are recurring events like holidays that behave the same each year.

e Isolated Days: These are ways to remove all projected patients in or out for that date in the past, so they are not
averaged into the Projections for the next 12 weeks. These can be single day anomalies that either greatly raise
or greatly lower the number of patients in or out due to an unforeseen event. Caution: These should never be
entered for dates in the future!

Click Administration from the top navigation bar and then choose Event Calendar from the dropdown. The Event
Calendar can be displayed in either Calendar view (shown below) or List view.

Calenciar Templates ) m Bis =1 =

Mhoyia, Bre L

Linsds Dol Dy

bucnaaen] [ el

NAME A DAY (INFORMATIONAL ONLY)

e This can be used to make a note for future reference (e.g. start of a change to volumes or to note a Training Day
as shown above) by single-clicking on the day and typing in the Name in the box below.

o Note: This will not impact Projections unless it is repeated on another day.

HealthStream Inc 18
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ASSIGN AN EVENT TO A DAY

1. Predefined Events can be assigned to a day by just dragging the Event to the calendar and dropping it on the i,
appropriate day.

2. Since this is the first occurrence of this Event, it displays with an asterisk. This is an indicator that you also
need to add it to the last time this event happened so there is a reference.

Calendar Templates @ m QL <l April 2021 =

*

Manday Ty Wadneuday Thusrgday Fricay Saturday Suaryday

day'sname |9 u]

Heliday Fr

Calendar Details

Mama

3. Click the double-left arrow next to the month to go to the previous year. This gives the system a frame of
reference and will use the previous year’s volumes for this year’s projected patients in and out.

El ¢ April 2021 » "

4. To add the same event to the following year, click the double-right arrow instead.
5. By adding this same event onto past year(s) and future year(s), only the first instance of the event will display
the asterisk.
Tips:

e Be careful when placing Events onto the Event Calendar for holidays that change day of the week. For example,
Christmas Day may that falls on a Wednesday may be quite different than one that falls on a Sunday.

o Forthese, you may be better off determining which day of the week’s volume best resembles this holiday
and then place that corresponding Daily Profile onto the holiday date instead.

e Since the days surrounding holidays are also often impacted, you may want to consider adding Daily Profiles to
the day(s) before and/or after a major holiday if it falls in the middle of the week.

o Another option is to define specific holiday surrounding days like the Easter ones shown in the example
above. This way, if these behave the same each year, they can easily be added to the calendar.

e [fthere are holidays that routinely fall on the same day but do not share the same patient volumes, it would be
better to have them listed separately.
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EDIT OR DELETE EVENT OR DAILY PROFILE

1. Ifan Event or Daily Profile has been added in error, it can be deleted by simply navigating to the date on the "
calendar and clicking Delete Event.

2. Ifitjust needs to be edited (e.g., to add notes), just click in the Event Notes box to add more information.

| Calendar Templates ) _ [ T w | [« January 2021 P m

(Bhieuliy Tisedidiy Wi Theifsdl Fibday Sl iy Sl ity
I = £} 3 2 3
L
H
il
i z 13 4
w Event B - I iy CH Wl i a 4
Crvishmas Dy
gl F J 1
o] Py
Fhodciery Finatry 1 4 =
Hiodicry Bcl- Ao
rioliclery Monclan
L i, Ui
Parw Yomars Gy Calendar Details

Vickeiy Dy Dwbs  Fricy 1 Januery 2021 Event W Years Dary
T Template Fioles
v iotaind Cervs R ‘/
solabed Event

ADD NEW TEMPLATE

1. Toadd anew template for a recurring event, simply click on the left under either Events.

v Events

Cheistrmas Day
I Chac Holiday

Good Fricay

Holiclay Friday
Holiday Mid-Weak
Holiclay Monday
Lowis Riel Day

MNew Years Day
Victoria Day

v |solated Days
lsolated Event

| ; e r ; |

-

T~

2. Toadd a non-recurring event, click on the left under Isolated Days.
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3. Then enter the name and any notes you may need to reference and click OK.

Add New Template

Capacity Planner Viewer - Admin Functions

Mame Victoria

Motes

Cancel

Capacity Planner User Guide

4. Once created, you can then navigate to the appropriate date and drag the new Event onto the calendar.

Calendar Templates €

~ Daily Prafiles
Monday Profile
Tuesday Profile
Wednesday Profile
Thursday Profile
Friclay Profile
Saturday Profile
Sunday Profile

~ Events
Christmas Day
Chvic Heliday
Good Friday
Holiday Friday
Holiday Mid-‘Week
Holiday Monday
Louis Riel Day
Mew Years Day
Wictoria Day

~ [solated Days
Isolated Event

& Calendar

< May 2021
Monday Tuesday Tr
26 27 28 29 30
3 4 5 & 7
10 11 12 13 14
17 18 19 20 21
24 25 26 27 28
Victoria Day

31 1 2 3 4
Calendar Details
Date:  Monday, 24 May 2021 Event Victaria Day
Name: Template Notes

B List ~

Event Motes

>

Friday

Saturday

Sunday

[+

5. Do not forget to add the new Event to the previous 2 years as well.

ADD NEW FOLDER

New folders can be added and named specific to the need. If adding a new folder, it will display under the ‘Isolated Days’

in the listing.

» Izolated Days
W Test
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DASHBOARD EDITOR

Dashboard Editor is where changes to the Viewer dashboards are carried out.

wiaslharcliny

Edit Dashboard

Capacity Planner Viewer - Admin Functions

Capacity Planner User Guide

1. To open Dashboard Editor, click on Administration from the top navigation bar and select Dashboard Editor

from the dropdown.

2. Select the dashboard from the listing on the left that is broken out into Today, Yesterday and Weekly (that
displays as ‘Planning’ dashboards).

3. After selecting the dashboard to be edited, several changes can be made. Each is outlined on the following pages.

Edit Dashboard - 01 Hospital Wards Today

AB9 Metrc A0S Content

Ad SRS Regpon

Reparting Services Report
Heport Serves Name

Nt /60 T I0emodt cappla
Repon Path

Melro f

chunnuv.uh Doty Beport  Occupancy Metree — Status by Specally
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ADD A HYPERLINK

1. Anew hyperlink can be added to a new or existing dashboard by clicking the Add Content button (unless this is
already part of the dashboard). '

2. You may need to resize or reposition the box to be located where you want it to display. To do this, just grab the
blank portion of the box and dragging it to the desired location or expand it by pulling on the bottom right corner.

Edit Dashboard - 00 HSC Today
AddWietic | [ Acd Corteni | [Add S5RS Fepori | [ Saes Daskboard |
B /X8 88 =55 5 Mimimomms 4
X
ing Services Report
v ot

3. To get the hyperlink, follow these steps.

a. From the ‘thick client’, click the link to Reporting Services from the Menu.

Application Satup

b. This will open the Report Manager. From here, click in the address bar and from the back of the address,
delete all after the word “Reports” and type “erver” so that it reads “ReportServer” at the end of the
address and click the Enter key.

& https:/‘mademo-sgl-vm2/Reportserver]

= Bhttps://nademo-sgl-vm2/Reports/Pages/Folder.asp)

2|

SQL Server Reporting Services SQL Server Reporting Services
Home “ Home
[_4 New Folder A New Data Source k. Report B
[ New Folder ), Mew Data Source By

c. From here, locate and open the folder that contains the report you want to add as a hyperlink.

i. Note, you may have to start with a Region or Facility named folder, and then Planning Group or
other subfolder(s) before you get to your report.

T T AAYE ST AU AANARL AR L AUC L ALET R

To Parent Directory

Thursday, August 22, 2019 4:47 PM <link> Daily Staff Projection Report
Thursday, Zugust 22, 2019 4:50 BPM <link> Discharge Time Of Day Report

Saturday, September 14, 2018 11:13 &M <link¥ Ins and Outs - Ward View
Thursday, August 22, 2019 4:43 BM <link> BG Wards Today Dashboard
Thursday, Zugust 22, 2019 4:49 PM <link> Yesterday Ins and Outs

d. Once you have the report located, select it so that it runs.
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e. Click in the address bar and copy the link.
i. Ctrl + C or right-click and choose ‘Copy’.

[27/04/2021 |E Time [14:00
jcare Fadility |GH |" Units :CIin Assess, Cr|
s |Chn Assess, Crit Care, DlagnosUIV Show Active Only [ves
d/Collapse All
[t Joft b b1 [100% v| |Fnd [ Next W+ @& &
Matrix Tuesday, 27 April 2021 14:00
erlll E'I_Eﬂl [H surgery B Medicine l.il.fllf. Pell_ajﬂue [H Emergency 'E\

4. Next, go back to Dashboard Editor in the Viewer.

5. Click into that content box.

6. You may want to add an intro (e.g., “Additional Reports” first). To make it visible, you may want to first click
“H3” (Heading 3) so it is sized to make it more visible.

7. Next, paste that hyperlink that was copied.

[ Add Metric ::\And Content | | Add SSRS Report || Save Dashboard |
B I X 4 _& d=EFEEFIANmM u.I |u|m s

Additional Reports: http:/inademo-sql-vm2/ReportServer/Pages/ReportViewer.aspx % 2fReqgion’s

2f0ccupa ncy*-Matrjl&rs:C ommand=Render

8. Putyour cursor at the beginning of the hyperlink and delete (not backspace) all the text before the actual report
name itself (shown above between the two arrows).

9. Next, use your arrow keys on the keyboard to get to the + sign right after the first word. Anyplace there are plus
signs (+), replace them with a space by hitting the space bar and then Delete.

10. Inthe above example, the report name only has two words. At the end of the report name, continue to hit Delete
until all the additional letters and symbols are removed.

11. The end result should look something like this.

| AddMetric || Add Content || Add SSRS Report || Save Dashboard |

= N HI H2 H3 H4 H5 X

B/XP e mEd =

’Additional Reports: Occupancy Matrix

0]
ijif

X
Reporting Services
Report

12. Note: You do have the option of renaming the report if needed by adding the new name in the middle of the
hyperlink itself and deleting all around it by using the arrows and delete key.

13. You may need to resize the box (by grabbing the bottom right corner).
14. Note, elements on the dashboard cannot overlap or an error message displays.

15. If more links are to be added, be sure to add spaces in between each so they can be easily clicked separately.
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ADD SSRS REPORT
1. To add an SSRS report to display full screen, click the Add SSRS Report button.

- T
| AddMetric || AddContent || Add SSRS Report || Save Dashboard |

P At

2. An Add Capacity Planner content box pops up.

Add Capacity Planner content | % |

Please enter report server path e.g. http:/ /{machinename}/reporiserver

|
Please enter report path e.q. /CapPlan Standard Reports/Hospital Mame/General Inpatient/Daily Report

|

3. Inthe first field, enter the beginning of the report address (through “Report Server”).

4. Inthe second field, enter the location of the report (folder and report name). It should look something like this:

Add Capacity Planner content E

Please enter report server path e.g. http://{machinename}/reportserver
_whittpes S nademo-sql-vm2 /ReportServer/

< Please enter report path e.g. /CapPlan Standard Reports/Hospital Mame/General Inpatient/Daily Report
\&giﬂnfﬂccupancy I'~--‘.|a|tri):1g

" Save] Cancel

5. Click Save.

6. The report will automatically be placed in the top left corner of the screen. It only needs moved if you want to
add something like a Content Box above it. There is no need to resize the box.

| AddMetric || AddContent ||Add SSRS Report|| Save Dashboard |
X

Reporting Services
Report

Report Server Name !
http:/ /nademo-sql-
vm2/ReportServer/
Report Path :
Region/Occupancy
Matrix =
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ADD METRIC VIEW
Metric Views can also be added to dashboards.

1. Click Add Metric and the box showing all the available Metric Views and their folders displays.

[ Acameric || Add Content |

Base Folder
* 00 REGION
: 01 Community Hospital Base Folder
2 02 General Hospital 1 00 REGION

t 03 Midland Health Partners % Occ.,
* 04 Northside Health System « Critical Care
+ 05 Southern Health Partners « Medicine
1 06 University Park Hospital * Surgery
: Combined

2. Expand the appropriate folder to show the Metric Views.

3. Drag and drop the Metric View onto the dashboard behind and then click the X to close the box that shows all
the Metric Views.

4. Anew box will display on the Dashboard.

You can change the direction of the display (Vertically vs. Horizontally) and resize or reposition the view if
needed.

| Add SSRS Report || Save Dashboard |

X
List By: Meliic v
Display:
Aggregate View: |

Display Status Bar :

6. When all changes are made to this dashboard, click Save Dashboard button.

7. If any elements overlap, you will see a message like this. Just close the box and move the data elements around
on the page so they do not overlap.

Error Message

Dashboard not saved, The
[ Mellowing items overlap :
ReportngSarnicesReport,
Masdiciru

—t—

8. If placed correctly, the Status Message will show “Dash saved successfully”.

Dash saveed scoasshully

»
(I —

9. Next, view the Dashboard and make sure it displays as desired and all elements fit on the page appropriately.

10. The last step is to test the hyperlink and make sure it can be clicked and the correct report displays.
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Capacity Planner (Thick Client)

Capacity Planner

NAVIGATION

Select an item from the menu on the left

HealthStream Inc
500 11th Ave N, Nashville, TN 37203 « HealthStream.com/contact « 800.521.0574



HealthStream™

APPLICATION SETUP - GENERAL

Application Setup is the control room that drives Capacity Planner and is where Administrators can enter, maintain and

adjust information.

Capacity Planner User Guide

Capacity Planner (Thick Client)

Application Setup

General

Menu

Application Sohup

Staff

HEALTHCARE REGIONS

Application Setup x
Ganeral

sowrch
[ Application setup |

Application Setup

By default, there is a single Region already defined. The name of this region can easily be changed by double-clicking

the “Default Region” and changing the name.

To add a new region:

1. Click Add a Healthcare Region to create another new region name.
— e . P Tasks
Crag & column haader herd 1 group Dy that column
= 7! /
2.

necessary if multiple regions are needed to group facilities by regions.

Healthcare Regions

B 2 & X

Crag a column header here to group by that column.

Name |

Default Region

Mew Region

Enter the name and click Save and Close and it will then display (alphanumerically) in the list. This is only

HealthStream Inc
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HEALTHCARE FACILITIES

Each hospital or Healthcare Facility (HCF) needs to be defined. If there is only a single facility, it is likely there will only

be a single entry. If there are multiple facilities, they can be added and attached to the appropriate Region. There is also -

an Order Index if the display should be anything other than alphabetic.

Capacity Planner User Guide
Capacity Planner (Thick Client)

Application Setup x

Healthcare Faciliies

#

st | %

Drag a column header here to group by that column

H

MName * 7

Active v| LU HCF Code ?I Region | Order Index w7

b Default Hegion A

GH True Default Re 10
HP True Default Re 20
NHS True Default Re 30 o
EHS True Default Re 25 RETEER .
UPH True Default Region 15
1. Click Add a Healthcare Facility to add a new one.
2. Each of the fields should be addressed except for the two with default entries shown below. The only required

field is the Name, but no information will be seen without also having the LU HCF Code defined.

Healthcare Facilities —
e | "‘-\‘

Settings
Active D‘.--' ‘\
LU HO Code B
Reg Default Reg w

£ X

Drag a column header here to group by that column

Region

W] COrcler Ince ‘?I

e

- ?l;.:t-.\& v| LU HCF Code 7

L

Healthcare Facilibes

Below are the data elements and recommended naming conventions.

Name: Since the Name is what displays on many reports, it is best to use an abbreviation.

Active: Facilities can be defined prior to becoming active if necessary; otherwise set to True by checking the box.

LU HCF Code: This is the code that ties the registration system to Capacity Planner. If information has been
received in Capacity Planner, any new facility codes would display in the dropdown. Note: If no code is selected,
it can be added later. Once a code is selected and saved, it cannot be changed. Contact Support if a change or

correction is needed.

Region: “Default Region” will display unless another Region is defined and selected.

Order Index: Set these with some space in between to make it easier to change the sort order if needed. If no
changes are made, “0” will display and they sort alphanumerically (as seen above).
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Capacity Planner (Thick Client)

ADMISSION TYPES

Application Selup X

Manu

Admission Types are defined to separate out patients coming into the hospital via Emergency or Urgent Care versus
direct admit or transferred in from other facilities.

The two groupings of Admission Types will then be used for long-range planning. They may display with different names
that are chosen for each instance of Capacity Planner (same for the entire enterprise). Here are some examples of those
master Admission Types:

e Acute and Elective
e Unscheduled and Scheduled
e Emergency and Non-emergent

Admission Types must be defined for each facility using Capacity Planner - even if the choices are standard across the
entire Region.

Note: The [master] Admission Type cannot be changed once saved. The entire entry would need to be deleted and
recreated. This type of change must be done prior to productive use.

Application Setup x

B 3| %

Drag a column header here to group by that column.

Name Y| LU Admission Type Code | Admission Type w| Healthcare Facility <7
2 Emergent l=d UPH

2Em SHS

2Em GH

CH

VAP Refresh List

Unsc

Admission Typs

NHS
UPH
SHES
GH
MHP
CH
NHS
UPH
SHES
GH
CH
MHP
NHS
UPH
SHES
GH

R e R R e e At e A A A

To add a new entry, click Add an Admission Type.
Enter the Name.

Choose the Healthcare Facility from the dropdown.

W o

Choose the LU Admission Type Code from the dropdown. This is the code that ties back to the registration or
ADT system.

vt

Choose the [master] Admission Type.

6. Click Save and then Close.
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Admission Types - Walkin

Capacity Planner User Guide

Capacity Planner (Thick Client)

Name Walk In|

Settings
Hzalthcars Facility
LU Admission Type Code

Admission Type

Note: After saving, the only field that is editable is the Name. The rest is view only. So, if changes are needed, the entry
needs to be deleted and recreated correctly. These changes should all be completed prior to productive use. If changes
are needed after this time, contact Support prior to deleting any entries.

WARD TYPES

Ward Types are ways to group similar wards or Planning Groups. Each is tied to a Master Ward Type. These separate
patient volumes in the areas and length of stay tied to each. The naming of these Master Ward Types may vary (e.g., Acute,
and Inpatient; Emergency and Inpatient).

There will be several populated by default. DO NOT DELETE these! Instead, you can add new Ward Types as needed.

Application Selup x

CTE—

Application Setup x
Ward Types

B 2 | X
Drag a column header here to group by that column
V| Master Ward Type w|Shift Start Time
Inpatient 00
uite Inpatient
Emergency Department | Acute
Inpatient Inpatient
Intensive Care Inpatient
Leave Inpatient
Maternity Inpatient
Mental Health Inpatient
Chbszervation Area Inpatient
Cther Inpatient
Pazdiatric Inpatient
Pr=0p Inpatient
Recovery Inpatient
Wirtual Inpatient

Each Ward and Planning Group needs to be assigned to one of these Ward Types and each Ward in a Planning Group
needs to share the same Ward Type.

1.

2
3.
4

To add a new entry, click Add an Ward Type. e |
Enter the Name.
Choose the Master Ward Type from the dropdown. el
If the first shift of the day varies from “0700”, change in the Settings
Shift Start Time dropdown. Master Ward Type [Inpatient o
When finished, click Save and Close. Shift Start Time 7

Ward Type Tips:

e [fCritical Care wards use some of the same Specialties as others like Medicine or Surgical areas, you may
want to create a separate Ward Type for Critical Care. This will allow you to do Forecasting for all the
Critical Care volumes instead of including Medicine Critical Care patient volumes in with all other

Medicine volumes.

o If mistakes are made, it is better to just add a “z” at the beginning of the name so it would sort to the

bottom and not be as visible. Deleting entries may cause issues after productive use.
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WARDS :

Wards should already be defined but can be edited as needed. This build has several fields, and each will be detailed on
the following page.

Application Setup =
Ceaprvipral I
I ion Setup x | I

g | %

Drag a column header here ta group by that column

Name # 77| Description | Ward Type | Max Capacity | Healthcare Facility [ Active w|LU Ward Codes

ZNorth Ward (Eabies) 2 North Ward [Babies) Virtual 10| Capital General True INWIA.
Applicaton Setup 6 Annex Ward Inpatient 10| Capital General True BAW

7 South Flexi Ward 7 Scuth Flesd Ward COther 0| Capital General False 7SF

AC AC Ensrgency Departmant 30| Capital General Trus AC

B Corridor B Corridor 5| Capital General True BCBCIEC2EBC3EC4

BB B8 Y 30| Capital General Trus BB

T Cormdor T Comdor Emergency Deparment [ Capital General Trie |cC

CAMU Inpatient ﬁ‘ Capital Genaral Trus CAM

Tardiac 1 Cardiac 1 Tnpatient 37| Capital General Trie |65

Cardiac 2 Cardiac 2 Inpatient _B‘ Capital Genaral Trus IRV

TATT TATT Emergency Department 30| Capital General Trie  |CATT

CGH-Dalivery Suite CGH-Delivary Suita Delivary Suits 17| Capital Ganaral Tris | DLV

Children's Dayward Children's Dayward Tay Say O Capital General Trie  |COW

Clinical Trials Unit Clinical Trials Unit Other 14| Capital Gensral Trug CTR

CMU Treatment Roem CMU Treatment Room COther 0| Capital General False MU

Coastal Maternity Coastal Maternity Maternity 3| Coastal True PEM

ADD A WARD
1. To create a new Ward, click Add a Ward on the right.

Tanks

Enter the Name to be displayed on reports. You may want to use more abbreviated names for better display.
The Description can be used to include the ward’s full name or to track changes (e.g. “Closed Feb 2021").
Choose the Ward Type that matches the intended Planning Group.

Choose the Healthcare Facility from the drop down.

Enter the total number of physical beds in the Maximum Capacity field.

A -

Make sure to check the box next to Active.

Application Setup x

Wards —Medical 3
Name Medical 3

Settings “Ward Roles | Roster Wards | Procedurs Groups
Description Medical 3
Ward Type Inpatient E
Healthcare Facility

Maximum Capacity |12 2

<

Active
LU Ward Code

[]=sU
M wod

8. Choose the correct LU Ward Code that ties this ward to the registration or ADT system. There may be a need to
include multiple LU Ward Codes (as shown in the screenshot below). Note: If this needs changed after saving,
contact Support for assistance.

9. These are the required fields when creating a new ward. Additional fields for staffing are outlined on the
following page.
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Capacity Planner (Thick Client)
WARD ROLES

ADD A WARD ROLE

For those including staffing in Capacity Planner, the following tabs need defined for each ward.

1. Open the Ward Roles tab for the ward and click Add a Ward Role on the right.

2. Choose the Role from the dropdown.
3. The Staff Available and Budgeted HPPD fields are optional (as they do not have any true impact on staffing.

a. Tip: Customers have used the Staff Available to reflect the Max Capacity to use as a reference when
copying from one ward to another.

4. Choose either “Planned Bed Ratio” or “Patient Activity Ratio” in the Staff Calculation Method dropdown. Note:
Using ‘Patient Activity Ratio’ provides more reporting opportunities.

Units — 3NMED — NURSE |
Name

Settings| Shifts | Planned Bed Ratios | Patient Activity Ratios

Rols NURSE ~

Staff Available 17

5]
=]
]
Alv]| [y

HPPD 000

Staff Calculation Method | Planned Bed Ratio w

SHIFTS
1. Next, open the Shifts tab.

hift

i

A0d a

Click Add a Shift on the right.

2

3. Enter either a Name for the shift or the start and stop times (e.g. “0730-1945")
4. Enter the Start Time and End Time for the shift.
5

Be sure to enter the number of Non-Productive Minutes for more accurate reporting.

Units - BNMED - NURSE-D12 Units - 3NMED - NURSE

Nams D12 Nams

N Settings | Shifts| Planned Bed Ratios | Patient Activity Ratios
Settings

Bz X
Start Time 07:30 = Drag a column header here to group by that column
End Tima 1845 = Name v|5tartTime 7| End Time | Non-Productive Minutes w7
D12 0730 1545 304
Nen-Productive Minutes |30 2 [5E] 1530 745 W)

6. Click Save and Close when finished.

7. Repeat these steps for each additional shift that staff with this role work.
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PLANNED BED RATIOS
1. Click the Planned Bed Ratios tab to define the staffing ratios for this role.

e

Settings | Shifts | Planned Bed Ratios.  Patent Activity Ratos
£ | K
: Tasks
Draeg & columm haadar hers i3 Group by that Solumea I
Bods Opan Fro | Beds Open Up To 7| 'Weskday 7] 07 30=-1845 ] 1930-0745

Be sure to include a row that shows Beds Open From and Beds Open Up To both as “0”. This way, if there are
no patients, the reports will reflect no staff are needed and the ward can be closed.

Click Add a Planned Bed Ratio on the right to add more levels. A separate entry is needed at any patient census
level where the number of staff are different for any shift defined.

PATIENT ACTIVITY RATIOS

1. After all the Shifts and Planned Bed Ratios are defined, click the Patient Activity Ratios tab.

2.
3. Two messages will display. Click Yes and OK.

Click Generate Patient Activity Ratios on the right if any changes are made to the Planned Bed Ratios.

Linils ~ INMED — NS

Settings Shifts  Planned Bed Ratics | Patient Activity Ratios

-

- - - Tasks
Crag & column haader hers b group by that Salumn
on T

?ia-' ft ] Weskdary 7] Start Tima: | Finish Time ) Mins # Unscheduled Admissicn

Hama

Delefe exmting Pafenk Activity Ratios

Thare are exinting Patien Activity Ratios for this unit and robe which will
be dedeted. Would you like to contnue!

= =

o

ecms

Fabient dctreity Ratios seccessilly generated from the selecied Planned
Eaed Ratica

4. Repeat each of the steps above for each different role and be sure to click Save and Close on each page as you

build to make sure not to lose any changes.
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SPECIALTIES

Capacity Planner User Guide
Capacity Planner (Thick Client)

Specialties are populated from patient assignments in the ADT or registration system. The codes for these will come into

Capacity Planner automatically but need to be defined and then mapped to Specialty Groups and Planning Groups. These -

Specialties are used to display census and activity on reports.

Appdication Setup =
Gararal

Healtrcans Oegeons

Ei # & X

Application Setup X

Drag a column header here to group by that column

Nama | Healthcars Facility | LU Specialty Codes | Replace projections with Theatrs bookings |
Anaesthesiology Princess Mary Hospital | 505 ]
Anassthesiology Capital General S05 O
ATR Geriatric Princass Mary Hespital | DOT [}
ATR Geriatric Capital General Dol O
ATR Phys/Disability Princess Mary Hospital | D41 O
ATR Phys/Disability Capital General D41 [}
ATR Psychogeriatric Capital General D21 O
ATR Psychogeriatric Princess Mary Hospital | D21 O
Card - Angiogram Capital General BS2 [}
Card -EP Capital General BEZ O
Card - Pacing Capital General BE1 O
Card - PCI Capital General Bs1 [}
Card - PTCA Capital General Bs1 O
Cardio Acrtic Stencs Capital General BS54 O

1. Toadd a new Specialty, click Add a Specialty on the right.

Cpen the selec
Specialty

e the selected
Specialty

Befresh List

Specialties with Movements

Specialties — Cardiology

Name ‘Card\'ol.oggd

;Settings[l Procedure Groups |

Hezalthcars Facility

LU Specialty Cods

‘CapitalGeneraL

[+]

Replace projections with Theatre bockings [

[v] M 10

2. Enter the Name for the new Specialty.

Select the Healthcare Facility from the dropdown.

4. Check the appropriate LU Specialty Code (the code that identifies the specialty in the ADT system) and click

Save and Close when finished.
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SPECIALTY GROUPS

After a new Specialty is defined, it needs to be added to a Specialty Group. Specialty Groups allow streamlining report

and Planning Group setup. Specialties should be grouped according to how patients are cared for in the hospital (e.g., " -

Medicine patients go to the same units, cared for by the same nursing staff).

Specialty Groups often match Planning Groups, but there can be multiple Specialty Groups in a Planning Group if needed.

Application Setup x

Manu

Applicahon Sotup

1. Toadd a new Specialty to an existing group, double-click the Specialty Group from the listing.

Application Setup X |

Drag a column header here to group by that column

Name 7]Haa:*ca'€- racility 7} Order Index ¥

Cardiac Capta

era &

2. Click the Specialties tab, select the new Specialty, and click Save when finished.

3. Thisis also where you can remove a specialty by unchecking the box next to the choice.

Application Setup x
Specialty Groups — Cardiac

Mams Cardiac

Settings | Specialties

[] Anaesthesiology

[[] ATR Geriatric

[[] ATR PhyssDizability
[[] ATR Pey<hogeriatric
Card - Anglogram

[ Card - EP

[[] Card - Pacing

[ Gard - FCI

Card - PTCA

[ Cardio Aortic Stenas
Cardio Acrtic Valve
Cardio CABG

Cardlio Mitral Stenos
Cardicloay
Cardicthoracic Surge
Cardicthoracic Surgery
[] Dental Surgery
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4. To add a new Specialty Group, click Add a Specialty Group on the right.

Tasks:

pecialty Group

%3]

AO0 8

COpen the selected

Specialty Group

Delete the selected

Specialty Group

Befresh List

5. Enter the Name and select the appropriate Healthcare Facility from the dropdown.

Application Setup x

Name Cardiac|

Settings Specialties

Healthcare Facility |Capital General |1|

Order Index 4 -

6. For each facility, the order Specialty Groups display on some reports is determined by the Order Index. Since
new groups may be added at any time, it is recommended that they be spaced out with room to add new ones in
between without having to change the order of other groups.

Note: Each specialty can be attached to only a single group for each facility.

PLANNING GROUPS (PGS)

Planning Groups are a way to group like-wards that may share patients and/or staff.

Application Setup x

Applicaton Setup

1. To create a new entry, click Add a Planning Group (PG) on the right.

Tasks:
Add a Planning Group (PG)

Cpen the selected Planning
Group PG)

Delete the selected
Planning Group (PG)

Refresh List

2. Enter the Name (abbreviation) and Description (can be a longer name). If appropriate, have the Name match
that of the corresponding Specialty Group name.
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Choose the Ward Type from the dropdown.

a. Note: Emergency PGs must have a different Ward Type than inpatient ones.

[T Planning Groups (PGs) - Cardiac

Name | cCardiac|

l. Setting:‘;ll Specialties [ M|
Dascription | Cardiac |
Ward Type | Inpatisnt E|
Healthcars Facility |CapitaLGeneral E|
Over Resourced Percentage |0 oo
Under Resourced Percentage |0 oo
Beds Required - Occupancy Type |»‘werage E|
Beds Reguired - Proportion Buffer |0 oo
Beds Required - Bed Granularity |1
Allow Elective Forecasting
Retain projactions whan Beds Cpen = 0
Order Index |4
Display Colour l:l El

Choose the Healthcare Facility from the dropdown.
Check the box for Allow Elective Forecasting for inpatient PGs with elective patients.

For PGs without any Beds Open defined (e.g. Assessment or Emergency PGs) that still need to be included in
Projections, check the box for Retain projections when Beds Open = 0. Note: this is not used for most PGs.

Select the Order Index that should be used on reports. Leave space between entries.

Select the Display Colour that will represent this PG’s Specialties on the Hospital Status report. Note: Each PG
for a facility should be different colour.

The next step is to select the Specialties tab to assign the appropriate specialties for patients in the PG. To
include all specialties in a group, just select the group (see “Cardiac” in the example below). Note: Each Specialty
Group can be attached to only one PG with the same Ward Type. For example, if “Cardiac” is selected for this PG,
it cannot also be attached to any other PGs with a Ward Type of “Inpatient” (like Medicine).

Planning Groups (PGs) - Cardiac

Cardsac

Setings | Specialties| Wards

=

Planning Groups (PGS) - Candese

Y QR Y

10. The last step before saving is to click the Wards tab so the appropriate wards are selected. Only those with the

same Ward Type and not assigned to other PGs will display.
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11. To make a change to an existing Planning Group, double-click the one to change and edit as needed.

2

Ej

Planning Groups (PGs)

B %

Capacity Planner User Guide
Capacity Planner (Thick Client)

Drag a column header here to group by that column.

Name + =r| Description | Ward Type «| Healthcare Facility +w|Qver Resourced % | Under Resourced % | Allow Elective Forecasting | Retain projections when Beds Cpen
Acute MH 1 Acute MH T Mental Health Hillview Hospital [ 0%(True True
Cardiac Cardiac Inpatient Capital General [ 0% |Trus Trus
Coastal Maternity | Coastal Matermity | Maternity Coastal 0% 0%|Trus Trus
Delivery Suite Delivery Suite Delivery Suite Capital General 0% 0%|Trus Trus
ED ED Emergency Departmant | Capital General 0% 0%|True True
ED Chservation ED Chservation Cbservation Area Capital General 0% 0% |Trus Trug
Hillview Forensic Hillview Forensic Mental Health Hillview Hespital 0% 0%(True Trug
HV MentalHealth | MentalHealth Mental Hezlth Hillview Hospital [ 0% |Trus Trus
[} ICU Intensive Care Capital General 0% 0%|Trus Trus
Medical Medical Inpatient Capital General [+ 05| Trug Trus
Mental Health Mental Health Mental Health Capital Mental Health ] 0% True True
NICU NICU Intensive Care Capital General 0% 0% |Trus Trug
Cbservation Chservation Inpatient Hillview Hespital 0% 0%(True Trug
Clder Persons Peyc | Older Persons Psyc | Inpatient Princess Mary Hospital [ 0% |Trus Trus
Oncology Oncology Inpatient Capital General 0% 0%|Trus Trus
Pasdiatrics Paediatrcs Pasciatric Capital General 0% 0%|Trus Trus
PM Mental Health | PMH Mental Health | Inpatient Princess Mary Hospital ] 0% True True
PM Surgical Surgical Inpatient Princess Mary Hospital 0% 0% |Trus Trug
PMH Matarnity PMH Maternity Maternity Princess Mary Hospital 0% 0% |Trus Trug
SAU SAL Day Stay Capital General [ 0% |Trus Trus

PROCEDURES

No longer used.

ACCESS LEVELS

There are three pre-defined Access Levels that cover the main user groupings. Other entries can be added if needed (e.g.,
to limit access to other facilities). These each control which features are accessible by users.

Applicaton Sotup

Application Setup x

Goneral

B

Add an Access Level

Open the selected Accass

Delsts the selected Access

Application Set

B 2 3| X

up X

Name

: VI Description

Drag a column header here to group by that column

V|

Administrator | The cefault administrator access level

Operator
Planner

The default operator access level
| The default planner access level

To add new, click Add an Access Level on the right.

Name :

Description

Operator

Settings| Healthcare Facilities

The default operator access level

Members

Features

1.
2.
Tasks:
Leval
Laval
Befresh List
3.

reflect any facility restrictions if for a single facility.

To make changes to existing Access Levels, double-click the one to be changed.

If creating new, you may want to enter a brief Description to identify the differences and the Name should
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4. Click the Healthcare Facilities tab to add or change the facilities included for access.

Setings | Healthcare Falilibes Members | Features
Sattings  Healthoars Faclite e
# :: ™
) Capital Genorl
w Capdtal Menial Heallh Crag 8 column haader hare b group By et oclumn
Coastal
o Hilksew Hoapilal Hame "7 el Ty
& Frincess Many Hosplal o | L res

5. Click the Members tab if needing to remove a group from an Access Level (rare). Note: This is generally all
managed within Active Directory. The Name of the Access level is provided to those to map users to that Access
Level and what displays on the Members tab are the Active Directory Group(s) linked to the Access Level.

6. Next, click the Features tab to view or edit any permissions to features. There are two choices - ‘View’ or
‘Modify’.

Oporator

Cautions: One of the most impactful choices shown above is “Reporting Centre”. Here are some tips to help with
this feature.

Setting Impact

None On Demand Reports are not even listed in the "Reporting” dropdown, and Report
Groups and Dashboards cause an Error loading reports message.

View Users can view Report Groups, Dashboards and On Demand Report, but cannot
create or edit their own.

View and | Users can view, edit, and even delete System Groups for both Report Groups and
Modify Dashboards -- not just those they created. A warning will display but will not
prevent users from removing groups from view for others.
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ACTIVITY LOG .

The Activity Log is used to search for changes made to the build. The results of any search will display when a change
was made, who made the change, where in the application it was made and, in some cases, it will also add more -
information as to the data that was changed.

Application Setup x
Guprvirral

Each column of the results can be filtered to limit the results a bit more.

Application Setup x
View an activity log of data items that have
been added, changed or deleted within the group by that column
Planner for a selected date range and
specified item typss Date Time 7 User v Application ¥ Activity 7 Item Type ¥ Healthcars Facility ¥ Item Name w Data ~
N _ 05/03/2021 1541 CAPPLAN\nzcpuser Planner Update  Planning Groups Capital General Medical Wards
Date Range 05/03/2021 1536 CAPPLAN\nzcpuser Planner Update  Planning Groups Capital General Medical Wards
0411312020 04/14/2021 IE 05/03,2021 1525 CAPPLAN\nzcpuser Planner Delste Planning Groups Capital General Other
Features 05/03/2021 1505 CAPPLAN\nzcpuser - Planner Create Planning Groups Capital General Other
05/03/2021 1504 CAPPLAN\nzcpuser - Planner Update  Planning Groups Capital General Medical Wards
28/01/2021 1203 CAPPLAN\nzcpuser - Planner Update  Forecasting Capital General Medical Acute Part, R
28/01/2021 1203 CAPPLAN\nzcpuser Planner Update  Forecasting Capital General Medical Elective Part,
Ackmission Types 13/01,2021 11:50 CAPPLAN\nzcpuser Planner Delete Healthcare Regions N/A My Region
application Settings 13/01,2021 1149 CAPPLAN\nzcpuser Planner Create Healthcare Regions N/A My Region
Beds &pen 12/01/2021 15:16 CAPPLAN\nzcpuser - Planner Update  Specialties Capital General Card - Angiogram
Care Paths = 12/01/2021 15:16 CAPPLAN\nzcpuser - Planner Update  Specialties Capital General ATR Phys/Disability
Contracts 12/01/2021 15:16 CAPPLAN\nzcpuser - Planner Update  Specialties Princess Mary Hospital : ATR Geriatric
Dashbeard Templates 12/01/2021 1516 CAPPLAN\nzcpuser Planner Update  Specialtiss Capital General Card - Angiogram
Dashboards 12/01/2021 15:16 CAPPLANNnzcpuser  Planner Update  Specialties Capital General ATR Phys/Disability =
gitﬁ‘zﬁg:: 12/01/2021 15:16 CAPPLAN\nzcpuser Planner Update  Specialties Princess Mary Hospital ATR Geriatric
Fuent Calendar 03/12/2020 1405 CAPPLAN\nzcpuser : Planner Update  Resource Planning (Beds Planned)  Capital General Medical Annual
Forecasting 03/12/2020 1405 CAPPLAN\nzcpuser : Planner Update  Resource Planning (Beds Planned) | Capital General Oncology Annual
HEP Availatility Cycles 03/12/2020 1404 CAPPLAN\nzcpuser - Planner Update  Resource Planning (Beds Set) Capital General Medical 6 Roster
Healthcars Facilities 03/12/2020 1404 CAPPLAN\nzcpuser - Planner Update Resource Planning (Beds Set) Capital General Medical 5 Roster
Healthears Professionals 03/12/2020 1404 CAPPLAN\nzcpuser Planner Update  Resource Planning (Beds Set) Capital General Medical 3 Roster
Healthars Regiens 03/12/2020 1404 CAPPLAN\nzcpuser Planner Update  Resource Planning (Beds Set) Capital General MAPU Roster
Historic Data 03/12/2020 13557 CAPPLAN\nzcpuser - Planner Updatz  Resource Planning (Beds Planned)  Capital General ED Annual
Metric V!ewTempIates 03/12/2020 1357 CAPPLAN\nzcpuser : Planner Update  Resource Planning (Beds Planned) | Capital General Medical Annual
Metric Views e 03/12/2020 1356 CAPPLAN\nzcpuser = Planner Update  Resource Planning (Beds Planned) Capital General ED Annual
03/12/2020 1356 CAPPLAN\nzcpuser : Planner Update  Resource Planning (Beds Planned) ‘ Capital General Medical Annual
03/12/2020 1356 CAPPLAN\nzcpuser Planner Update  Resource Planning (Beds Planned) Capital General Oncology Annual
03/12/2020 1244 CAPPLAN\nzcpuser Planner Update  Forecasting Capital General Medical Acute Part, A
03/12/2020 12:44 CAPPLAN\nzcpuser Planner Update  Forecasting Capital General Medical Elective Part,
03/12/2020 12:41 CAPPLAN\nzcpuser - Planner Update  Forecasting Capital General Medical Acute Part, A|
03/12/2020 1241 CAPPLAN\nzcpuser = Planner Update  Forecasting Capital General Medical Elective Part,
03/12/2020 12:30 CAPPLAN\nzcpuser : Planner Update  Forecasting Capital General Medical Acute Part, A|
03/12/2020 12:30 CAPPLAN\nzcpuser Planner Update  Forecasting Capital General Medical Elective Part,
03/12/2020 1142 CAPPLAN\nzcpuser Planner Update  Forecasting Capital General Medical Acute Part, R
03/12/2020 11:42 CAPPLAN\nzcpuser Planner Update  Forecasting Capital General Medical Elective Part,
18/11/2020 22:02 CAPPLAN\mcksup  Viewer Update  Dashboards N/A 01 Today Ward View\01 Hospital Wards Today - Dashboard It
22/08/2020 1132 CAPPLAN\nzcpuser = Planner Update  Wards Capital General 6 Annex Ward Ward Roles, |
08/06/2020 20:06 CAPPLAN\nzcpuser - Planner Update  Resource Planning (Beds Planned) | Capital General Medical Roster
08/06/2020 20:05 CAPPLAN\nzcpuser Planner Update  Resource Planning (Beds Planned) Capital General Surgical Roster
08/09/2020 1938 CAPPLAN\nzcpuser Planner Update  Resource Planning (Beds Planned) Capital General Oncology Roster
08/06/2020 1937 CAPPLAN\nzcpuser Planner Update  Resource Planning (Beds Planned) Capital General Cardiac Roster
08/06/2020 1936 CAPPLAN\nzcpuser - Planner Update  Resource Planning (Beds Planned)  Capital General Surgical Roster
08/08/2020 1936 CAPPLAN\nzcpuser = Planner Update  Resource Planning (Beds Planned) Capital General Medical Roster
NA/00/2020 1927 CAPPI ANnzcnusar - Dlannar Undate  Resource Plannina (Beds Saf) Canital General Materniby Ward Annual hd
< >
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APPLICATION SETUP - STAFF

Under the Staff header are all the tables that control staffing resources.

HEALTHCARE PROFESSIONALS

The first one is Healthcare Professionals and should generally reflect Attending Physicians or practitioners responsible
for a patient’s care throughout their stay.

Application Setup x

1. [If displaying Healthcare Professionals (HCP) on Metric Views, these should be kept up to date. (Note: If not
displaying HCP on Metric Views, no intervention is necessary.)

2. Toadd anew HCP, click Add a Healthcare Professional on the right.

Open the selected
Healthcare Professional
Delete the selected

Hzalthcars Professional

Befresh List

3. From here, enter the Surname of the HCP. (Note: Recommend entering name that would display in a metric
view, e.g., STEVENS, MARK A. This way, you have the ability to sort by HCP last names.)

Fioa i e Py clonssomds, - 179 Healhea e Professcrnk — Dehouty, Zohis
79 ‘,.r"'#
SLIT@me Bshauly. Johear
Sellings Soecalies Frocedure Groups - i
9 Sallings Seraces | Prosedurs Oroups
armae
v
H w
[
— LUK He
¥ lf— B “
+
A P w

4. The other fields that are required are Healthcare Facility, LU HCP Code (unique identifier in the ADT or
registration system) and the Active checkbox. All other fields on this tab are optional.
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Next, select the Specialties tab to select their primary specialty. Do not select multiples.

Healthcare Professonals

Bshouty, Zohesr

Bshouty, Zoheir

Sumame

Settings | Services Procedure Groups

[[1 HEC Medizing ¢ Intemal Medcine

[[] HSC Medicing « Hephrology

[] HEC Medicine & Meurclogy

1 HSC Maedizing # Mon Teaching Med

[] HSC Medizine # Clolaryngology
HESC Medicing / Renal

Wi HSC Medicing / Respiratorny

[] HSC Medicine  Rheumatology

[[] HEC Medicing # Unknown Medicine

[] HEC Medicine Clinas /# General

[1 HSC Mental Health # addictions

[[] HSC Mental Health « Adult General

Note: If HCP has privileges at multiple facilities, they will need to be added for each one separately.

Click Save and Close when finished.

Below are a couple examples. The first shows recommended entries for those displaying HCP names in Metric
Views. The second shows a listing just displaying their unique identifiers as the names.

Healthcare Professionals

&

Ei =2 3| X

Drag a column header here to group by that column.

Name + | Title 7| Firstname | Initials | Gender | HCP Type | Healthcare Facility w| LU HCP Code | Level 7| FTE w|Availability Cycle | Active 7|
Evan, MichazlB. Unknown | Clinicians | UPH 3 0.0 Trug
Evan, MichaslB. Unknown | Clinicians | SHS 4 0.0 True
Evan, Stephen Unknown | Clinicians | MHP 5 0.0 True
Huang, P. Unknown | Clinicians | NHS 5 0.0 True
Stevens, Mark A Unknown | Clinicians | Cl 1 0.0 Trug
Williams, Mary R. Unknown | Clinicians | GH 2 0.0 Trus

Healthcare Professionals

2 & X
Drag a column header here to group by that column.
MName | Title | Firstname 7| Initials | Gender 7| HCP Type | Healthcare Facility | LU HCP Code w|Level |FTE | Availability Cycle | Active |
3634 Unknown | Clinicians | Capital General 3634 0.0 Trus
364 Unknown | Clinicians | Capital General 364 0.0 True
3645 Unknown | Clinicians | Capital General 3645 0.0 True
3651 Unknown | Clinicians | Princess Mary Hospital | 3651 0.0 True
3651 Unknown | Clinicians | Capital General 3651 0.0 True
3657 Unknown | Clinicians | Capital General 3657 0.0 True
3665 Unknown | Clinicians | Hillview Hospital 3665 0.0 True
368 Unknewn | Clinicians | Capital General 368 0.0 True
368 Unknown | Clinicians | Princess Mary Hospital | 368 0.0 True
3682 Unknown | Clinicians | Princess Mary Hospital | 3682 0.0 Trus
3682 Unknown | Clinicians | Capital General 3682 0.0 Trus
3688 Unknown | Clinicians | Capital Mental Health | 3688 0.0 True
3771 Unknewn | Clinicians | Capital Mental Health | 3771 0.0 True
378 Unknown | Clinicians | Princess Mary Hospital | 379 0.0 Trus
379 Unknown | Clinicians | Capital General 3759 0.0 Trus
3882 Unknown | Clinicians | Coastal 3882 0.0 True
3882 Unknown | Clinicians | Capital General 3882 0.0 True
389 Unknown | Clinicians | Capital General 389 0.0 True
38g7 Unknown | Clinicians | Capital General 3857 0.0 True
NEEEE] Unknown | Clinicians | Princess Mary Hospital | 3869 00 True
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ROLES
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Applicaton Setup

Application Setup =
GaEriral

The next table in the list under Staff is Roles. This is where each different Role is defined. This is an enterprise-wide table,

so there should not be separate listings for each facility.

1. Tocreate a new role, click Add a Role on the right.

2. Next, enter the name or widely-known abbreviation for the role in the Name field.
Name MURSE
Settings| Roster Roles
Hours per Shift 12.00 =
Shifts perwWesk 0.00 "
Shifts of Annual Leave per Year c.oo =
Shifts of Stuchy Leave par Vear coo z
Shifts of Backlog Leave per Year 0.00 =
Shifts of Public Holidays pervear  |0.00 =
Shifts of Sick Leave pervear 0.00 =
Shifts of Parental Leave per Year 0.00 2
Percent of Sick Leave Used 0 =

3. The only other field that needs to be addressed on this tab is the Hours per Shift. It does not need to be the same
for all areas with this role, but it does need to be populated.

4. Note: If using ANSOS, it is best to have any nursing roles defined separately (instead of combining RN and LPN
into a single role named ‘NURSE’). Otherwise, the projected staff requirements may send over duplicate needs
to ANSOS - same for both RN and LPN Skills.

5. Next, select the Roster Roles tab. This is where the individual role identifiers are added.

| Crag a column header here to group by that calumn

Marne vll-e:urs Per Shift | Shifts Per Week | Shifts Annual Leave / Year | shifts Study Leave / Year

R »
o . E
P B A » u

E I
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6. Click Add a Roster Role on the right.

7.

Capacity Planner User Guide
Capacity Planner (Thick Client)

Parne MURSE

Samngs | Roster Roles
| # X
Crag & column headar hare to growup by that column

Mame - | Healihcans Facility ?1
3 =2

LiPH
LIPH
urH
WHE
WHS

GoH

cH
cH
HP
MHP

SHE

SH5

Choose the Healthcare Facility from the dropdown.

Raoles - NURSE

Mamea
Setlings

Healthoars Facility \l -
H 1

LI Cochs :-.-
AP
MNHE
M5
LIPH

8. Next, choose the LU Code that links back to the staffing application. This may be known as a Job Code or for
ANSQS, it is a combination of Division and Skill Code. Note: There may be multiple selections for each facility.

Rolies - NURSE

A e

Sattings

Healthcare Facilty | GH \u
LU Code | o

9. Thisis also an easy place to make changes to existing roles (e.g., add or remove a LU Code).

10. Click Save and Close. When finished and repeat for any additional roles.
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ACTIVITIES

The next table under Staff is the Activities table. This is where both productive and non-productive activities are defined
(e.g., Pay Code or Workshift Codes). Some entries will default in and can be utilized. Like the Roles table, these are

enterprise-wide and do not need listed separately by facility.

Application Setup x
Garrueeral Stalf

Applicaton Setup

1. For anew entry, click Add an Activity on the right.

Openth
Delste th

Refresh List

Enter the Name of the activity and then add a Description.

If this is an activity that is scheduled, check the box for Roster Activity.

Name Overtime

Settings| Roster Activities

Description Scheduled as Ovartime
Roster Activity

Activity Typs

Productive

Unmanageabls Leave
Work

Note: Do not check the box for things like Leave or Non-Work activities.

Activities — OT

Mame oT Arrual L

Next, choose a [master] Activity Type from the dropdown. Each Activity must fall under one of these types.

Then, check the box next to Productive if it should be counted in the scheduled times and displayed on reports

Settings| Roster Activities

Description
Roster Activity
Activity Type

Productive

Scheduled as Overtime
Work

HealthStream Inc
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Tasks:

2cdd & Roster Activiby

Activity

ctivity

(Open the selected Roster

Delete the selected Roster

6. Next, select the Roster Activities tab on the right.

From here, select the Healthcare Facility from the dropdown.

Next, choose the LU Code that identifies this activity from the dropdown. There may be multiple choices for each

Capacity Planner User Guide

Capacity Planner (Thick Client)

activity defined. Each one will needs added separately, but multiple choices can be selected.

Settings

P
LU Code

9. Be sure to click Save and Close and then repeat for any additional codes.

B & X

Drag a column header here to group by that column.

Name | Description 7| Roster Activity 7| Activity Type | Productive |
Admin Admin tasks Trug MNon-Wark False
Annual Leave Full shift Trus Non-\Work Falze
Available Employee is available to work True Non-Work False
Bereavement Leave | Full shift Trus Non-"Work False
Break Lunch breaks, etc - within the working shift | Trus MNon-Work Falss
Clinical Normal patient care True Patient Care Work |True
Coordination Managemeant tasks Trus Non-Work Falze
Meeting Meeting on site - during working shift True Non-Work False
Orientation Support new staff Trus Non-\Work Falze
oT Scheduled as Overtime True Work True
Parental Leave Full shift Trus Non-"Work False
Patient Transfer Transfer patient to other areashospital Trus Work Trus
Sick Leave Full shift Trus Non-Work False
Study Leave Full shift Trus Non-Work Falze
Watch 1:1 patient watch True Patient Care Work |True
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STAFF DATA e

Staff Data is an alternate location to map LU Codes for Roles, Activities or Cost Centres. It is also where Admins can
troubleshoot build or staffing numbers on reports further. :

Application Setup x

VIEW STAFF ALLOCATIONS

The staffing information coming into Capacity Planner displays by default showing the last 4 weeks Actual data. This page
can be sorted or filtered by any of the columns displayed.

. The Date Range can also be changed to look in the past or the future as needed.
. Select Rostered to see future scheduled information.
. Click Extract Data if any changes have been made to display the new date range.
Application Setup X
Shows the staff data as loaded into the
Capacity Planner system Sort, group, Drag a column header here to group by that column
zﬂscgﬁgnt:; sf'lftgotﬂr:ﬁz“"f;;imﬁ Staff Count | Heslthcare Facility | Unit | Role | Activity v|CapPlanunit  |CapPlanRole | CapPlan Activity +|Start | Duration | End 7|
member level 1 GH| 186 30003278 HPAL NURSE Clinical| 2021/04/050300 0054| 2021/04/050354
1 UPH| 38 30000140 SNMH UA Clinical| 2021/04/05 06:00 0745 2021/04/0514:15
Date range 1 UPH| 199 30000436 LDWH MNURSE Clinical| 2021/04/05 0630 0745| 2021/04/05 1445
1 UPH| 2¢ 30001247 TWCH CRN Clinical| 2021/04/05 0630 0745| 2021/04/05 1445
04052021 [v] =| 050032021 [~ 1 UPH| 38 30000140 SNMH UA Clinical|  2021/04/05 0645 0500| 2021/04/05 1145
Data Source: 1 UPH| 188 30000143 LDWH ] Clinical| 2021/04/0507.00 0745| 2021/04/05 1515
@Amua\ 7 UPH|5 N 5ESUR NURSE Clinical| 2021/04/0507.00 1137 2021/04/05 1915
ORDS|ETEI1 1 UPH| 10 BNSUR NURSE Clinical| 2021047050700 1137 2021/04/05 1915
] UPH| 10 BNSUR NURSE 2021/04/05 0700 1137 2021/04/051915
ExEaciGat) 5 UPH| 11 SWSUR NURSE 2021/04/05 0700 1137 2021,04/05 1915
6 UPH| 13 BESUR NURSE 2021/04/05 0700 1137 2021,04/05 1915
Related Tasks: 6 UPH| 14 BWSUR NURSE 2021/04/05 07:00 11:37| 2021/04/0518:15
" Stmtisti 7 UPH| 15 6SSUR NURSE Clinical| 2021/04/05 0700 1137 2021/04/05 1915
B 1 UPH| 17 EBNSUR NURSE Clinical| 2021/04/05 0700 0745 2021/04/0515:15
Client Code Mapping 2 UPH| 17 BNSUR NURSE Clinical| 2021/04/05 0700 1137| 2021404705 1815
. The first column may show “Staff Count” (see above) or if individual staff IDs are being sent, the first column

would display as “Individual” (as shown below).

CLIENT CODE MAPPING

This section allows mapping Cost Centres, Roles and Activities using more of a ‘drag-and-drop’ method (multiples at one
time).

1. Click Client Code Mapping on the left.

Application Setup x

Shows the staff data as lcaded into the
Capacity Plannar systam. Sort, group,
and filter the data to pinpoint staff
allocations down to the individual staff |
member level

Date range:
04/05/2021  [v| —|05/03/2021 |v| |
Data Source:

® Actual
ORostered

Extract Data

Related Tasks:
Usage Statistice

Client Code Mapping
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Capacity Planner (Thick Client) . :

2. Choose the Data Type to be mapped (Activity, Role or Ward), choose the Healthcare Facility and then Cltck
Show Mappings. :

Application Setup x |
This page provides a mechanism for Allocated Client Codes
mapping the codes used ina client
rostering system to the code used in
Capacity Planner Selsctthe typs of
ty, Role, or Unit)

e client codes toand
from the un-allocated list intc the
appropriate Capacity Planner code.
Note that clicking 'Save' will save
changes to all of the mapping types as
a group.

Data Type
®) Activity
ORole
Ounit

Show Mappings

M | Healthcare Facility:

l CH ~

3. Any unmapped codes display under “Unallocated Client Codes” on the right.

4. To map any codes to a Data Type, select it, drag from Unallocated column, and drop it to where it should be
mapped.

5. Click the + sign to expand any of the Allocated Client Codes.

Appl-cahon Setup x

Unallocated Chient Codes

Show Mappng

Heakhcare Facilzy

HSC [wl

6. The same process is used for Roles and Units.

Application Setup *x
This page provides a mechanism for Allscated Client Codes Unallocated Clent Codes
mapping the 6% used in a clent [ — _—
rostering system to the code used in I |[CRN I00O3ETS
Capacity Pla Select the type of - HCA
code to map vity, Role, or Llrut LPM
and then d he client codes to and HA
from the un=allocated st mic the HC
appropnate Capacity Planner code HE
Mote that clicking Save’ will save S MURSE
changes 1o all of the mapping types as
a group 0003401
30003404

PHY
- _ Ra
Cata Type: BPH
O Activity TA
® Role N TTY
Ciunit £ uC

Show Mappings
Healthcare Facibity
CH h
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7. Any unwanted codes can be removed the same way in reverse.

8. Drag from Allocated to Unallocated column.

Capacity Planner User Guide
Capacity Planner (Thick Client)

Application Selup X

This page prowedes a mechanism for
mapping the codes used in a chent
rastenng system to the code usad in
Capacity Planngr Select the type of
code to map lActivity, Role, or Unit)
and then drag the clent codes to and
from the un-allocated kst into the
appropnate Capacity Planner code
Mote that clickeng “Save’ will save
changes to all of the mapping types as
3 Qroup

Data Type
O Activity
I Role
@ Ut

_Shwrh'lapp-m_

Healthcare Facility

GH bl

Allocated Chent Codes

o EE

-B-m

JESUR
INSUR
178
3I55UR
IWBUR
4HMED
176

t- ASMED

4\wMED
Cau

P
>

Unallocated Clent Codes

1 [174
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BEDS OPEN

Changes to the Beds Open can be made right in the Viewer, but they can also be set for shorter defined date ranges from

within the Thick Client.

Capacity Planner User Guide
Capacity Planner (Thick Client)

e
f—

Bods Open x

Filtor wards

/’

Ged T

© N o 1k w e

9.

Click Beds Open from the Menu.

Select the Healthcare Facility from the dropdown.
Choose a Ward Type from the listing.

Choose one or more Wards from the listing.

Choose a starting date and time in the From section.
Choose the ending date and time in the To section.
Click Save when all changes are completed.

If the entry exceeds the Max Capacity, a message like this will display:

Confirm Save

The following wards have adjustments greater than their maximum
!"\ capacity.
Medical 3 Max Capacity = 12, Beds Open = 50

Are you sure you want to save these adjustments?

[ x]

Click Yes to accept the incorrect value or No to cancel.

Differences between ‘Set Beds’ and ‘Beds Open’:

Setting Beds Open here requires a beginning and an ending date/time.

Ward choice is limited to only filter by Ward Type instead of Planning Group.

There is no information about the Max Capacity in this view, so it is easier to exceed that value.

Even if the value entered exceeds the Max Capacity, it can be saved. If this is done, the Max Capacity needs

to quickly be corrected to accommodate this.

HealthStream Inc
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FORECASTING o

Capacity Planner provides tools to create long-term plans using forecasts based on historical data and anticipated
changes to trends or processes. .

Access Forecasting from the Main Menu of the Capacity Planner application.

Forecasting X

P Click a forecast and choose a task or double—click a forecast to open it.
|:| Drag a column header here to group by that column,
Description WWard Type Healthcare Facility ~
_ Inpatient Capital General
Application Setup Coastal Maternity Coastal Matemity Matemity Coastal
Bed! Delivery Suits Delivery Suite Delivery Suite Capital General
[E ED ED Emel v Department Capital General
. - ED Observaticn ED Observaticn Observation Area Capital General
o Hill Foransic Hillvigw Forensic Mental Health Hi Hospital =
HV Mental Health Mental Health Mental Health Hi Hospital
= [=N] Icu Intensive Care Capital General
Resource Planning Medical Medical Inpatient Capital General
. Mental Health Mental Health Mental Health Capital Mental Health
— NICU MNICU Intensive Care Capital Gensral
Chservation Observation Inpatient Hillviw Hospital
OClder Persons Psyc Older Persons Psyc Inpatient Princess Mary Hospital
Oncology Oncology Inpatient Capital General
Pasdiatrics Pasdiatrics Pasdiatric Capital General
PM Mental Health PMH Mental Health Inpatient Princess Mary Hospital
PM Surgical Surgical Inpatient Princess Mary Hospital
PMH Maternity PMH Matarnity Matemity Princess Mary Hespital "

Forecasting Tasks...

Open the sslected forecast

Forecasts are done at Planning Group level. A Planning Group is a group of one or more specialties and units within a
Ward Type, for example patients in a Medical specialty in a general inpatient bed. See Ward Types and Planning Groups
in the Application Setup - General section above for more information on how these are defined.

All Planning Groups are listed in the Forecasting Centre though there are some you may choose not to forecast (like

non-inpatient areas like Delivery Suite or Observation-type groups).

One of the main purposes of Forecasting demand is to be able to staff appropriately and proactively. The forecasted
census flows through to Resource Planning, where we set the beds to accommodate the predicted demand. Then, we
apply our staffing matrices (Planned Bed Ratios in Capacity Planner Ward build) to determine the staff required to care
for the predicted demand.

HealthStream Inc
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OPEN FORECAST

Capacity Planner User Guide
Capacity Planner (Thick Client)

To view or edit the forecasts for a Planning Group, double-click on one from the list or single-click and click Open the

selected forecast at the bottom left of the screen.

Forecasting x

cka forecast toopen it

and choose a taskor d

LUCK a Torecast

Drag a column header here to group by that colurmn

| Description

Forecasting Tasks

PREVIEW FORECAST

From the Forecast Preview page, it's possible to view or edit an existing forecast or create a new forecast.

Reports X | Forecasting X

Surgery

Date range

1770572021 || -|01/12/2021 |v

Forecast Preview
Preview Series

— Actual This Year — Actual Last Year

(Elective @Acute OBoth

140
] Annual ?
[ Roster 3
[ Cperational o
[ This Year Y
% : 120 s
edls Of 3
[] Beds Open z
@
®
ey
g
2 100
Time of Da §
Average v o
Apply ct
80
60
O e May '21 Jul'21 Sep ‘21 Nov 21
Date
o 4 Make final adjustme
¥ 5 Save rance to forecast — Annual Forecast — Roster Forecast Operational Forecast

Close

HealthStream Inc
500 11th Ave N, Nashville, TN 37203 e HealthStream.com/contact « 800.521.0574

53



Health S’U‘eam" Capacity Planner User Guide =~ '
Capacity Planner (Thick Client) e

Previewing a Forecast:
e Date range: Set the start and end dates for the forecast you want to view, edit, or create.
e Preview Series: Select which chart series you want to display in the Preview Pane.
o Annual - usually the first forecast created, the annual forecast often aligns with the budget period

o Roster - usually a shorter-term forecast adjusted to reflect current trends. The roster forecast can be
run to align with staffing roster periods.

o Operational - a spare forecast series that can be used to model alternative scenarios
o This Year - occupancy for the current 12 months up to the start date of the forecast
o Last Year - occupancy for the corresponding period 12 months in the past
o Beds Open - the number of beds recorded as open across the forecast period

e Time of Day: Average is the default and what Forecasting uses for calculations.

e To update the preview chart after any series have been changed click Apply changes.

Editing an existing forecast or creating a new forecast:

Reports X Forecasling X

Surgery

Date range
T otacast Prewew
SENES A2

Forecasting

ancy
e goﬁun aep jo uws

Add to Forecast

4 | OpenExisting Forecast  » | Annval
Help ) Create New Forecast * | Roster May ‘21 Jul 21 Sep ‘21 Nov ‘21

Operational Date

- Annual Forecast — Roster Forecast Operational Forecast
- Actual This Year Actual Last Year
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e From the Add to Forecast list, click 1. Select forecast source.

e Forecasts already created for the period (Annual, Roster or Operational) show under Open Existing Forecast
and can be selected. If there is no forecast for all or part of the date range set, the Open Existing Forecast option .
will not display any choices and the forecast will need to be created from the Create New Forecast option. =~~~ °°

e Once a forecast source has been selected, the Add to Forecast options will activate.

Add to Forecast

v

¥ 4 < <

FORECAST ACUTE VOLUME

Add to Forecast:

1. Select forecast source /
2. Forecast acute volume

Y
Y
¥ 3. Set elective volume
+

4. Make final adjustments

* S. Save range to forecast

The first step of creating an Acute forecast is to select the forecast methods to use. There are 17 methods A to Q.

Resource Planning  x | Forecasting x
Forecasts are generated using a combin willd wracy
of your forecast. On urate fo st then save
that combinaticn. T @ histeric actuals
Forecasting Algorithms Daily Test \Weakly Test
Vanance Shortfall
Al 773 1.09 120
B| &&2s
El 110
D] &1 100
E =
2 g
E 4 g 9
—
8] = =
e g 8o
H| 5e& o
I'| 612 8 70
J| 640
K| 6ss 60
L] &2z
- . 50
M| 652 2.12% Mon 0B/03/2021 Mon 05./04/2021 Maon 03/05/2021
Mon 22/03/2021 Mon 19/04/2021 Mon 1770572021
E Date
lo]
P| 580 -# Actual B Forecast
Q| 503
Sort methods by
Method Mame v | Extreme Occupancy Options
140 [
Tetal Variance:
10 o
Weeks Preview -
Cancel |

The complete set of forecasting algorithms is displayed on the left-hand side of the window.

Tooltips describing the algorithm can also be viewed by hovering over the alpha buttons or clicking the Understanding
algorithms link under the Sort methods by field. The forecast values (based on the selected algorithms) versus actuals,
for the period leading up to the forecast date range, are shown on the right-hand side of the window.
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Because different algorithms may have been set in the past for different dates within the current date range, the default
is based on the algorithms used for the last day within the forecast date range (where forecast values are defined).

Other options in the forecasting screen are:

e Weeks Preview: Change to view forecast performance over a greater period (more than the default 12 weeks)
and see how the mix of algorithms perform.

e Extreme Occupancy Options: Since many of the algorithms use a moving or rolling average, you can use this
option to remove extreme values from these calculations that can easily skew the averages. You can use Total
Variance on the bottom left as a test to see whether this is beneficial for your Planning Group, by clicking the
Replace Extreme Census box and setting your Target Multiplier to 2 and your Replacement Multiplier to 1.

Once you are satisfied with the algorithm(s) chosen, click OK to move to the next step.

FORECAST ELECTIVE VOLUME

Select the Set elective volume option.

Add to Forecast:

Y 1. Select forecast source

Y 2. Forecast acute volume

Y 3. Set elective volume /
o 4. Makefinal adjustments

* 5. Save range to forecast

Capacity Planner can generate the elective volume part of your Forecast in one of several ways. You may elect to generate elective volume for some specialties using a Theatre Scenario (when available).

How would you like to generate Elective Volume?

Theatre Contribution

[C] Use a Theatre Scenario to simulate some Specialties' Yolume

‘ |:‘| Refresh List

Remaining Contribution
(@ Don't generate any Elective Volume
(@) Generate Elective Volume that fills up this PG's capacity (Acute Volumes having already been added)

(@ Use Elective Volume from previous year

@ Use Forecast methods to predict Volume Choosz Methods...

There are four available options for generating an elective forecast under Remaining Contribution:
Don’t generate any Elective Volume

e No elective forecast will be created (used for Emergency or other areas with no elective volumes)
Generate Elective Volume that fills up the PGs’ capacity

e An elective forecast will automatically be generated that fills all available capacity in the home units/wards of
the Planning Group.

Use Elective Volume from previous year

e The previous year’s elective occupancy will be used. Used for specialties that have very small daily elective
occupancy or little variance year-over-year.

Use Forecast methods to predict Volume

e Elective volumes can be predicted based on the same set of forecasting algorithms as used for forecasting acute
volumes. Selecting this option enables Choose Methods. Using this option brings up the same forecast methods
page used in the Forecast acute volume step.

(Note: Some of the terms may vary from what is displayed (e.g., ‘Scheduled’ instead of ‘Elective’, etc.). Also, the displayed
option Use a Theatre [Surgery] Scenario is no longer used in Capacity Planner.)
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Capacity Planner (Thick Client)

MAKING MANUAL ADJUSTMENTS

v
Y
Y
+

*

Add to Forecast:

W

N

5

. Select forecast source

. Forecast acute volume
. Set elective volume /
. Make final adjustments

. Save range to forecast

The Make final adjustments screen provides three means of making adjustments:

THE PATIENT TURN & VOLUME TAB

The Patient Turn & Volume tab allows the user to enter expected high level assumptions for each specialty. Adjustments
in the Patient Turn & Volume tab can be locked when used in conjunction with Timeline View adjustments. (See
“Compensate for Manual Adjustment Volume” for more details.)

Patients In - how many are expected / planned for the period and

Capacity Planner User Guide

Patient Turn - how long, on average, patients are expected to stay in the specialty within the Ward Type

The difference between Patient Turn and Average Length of Stay:

Patient Turn = sum of the total occupancy over a specific period divided by the number of Patients In over the same
period.

Allows you to measure capacity for specialties that transfer patients to other specialties

Less volatile when including long-stay patients

Excludes portions of stay in other ward types, e.g., ICU

Average Length of Stay (ALOS) = sum of the length of stay (time between admission and discharge) for each patient
discharged within a period divided by the number of patients discharged

Allocated to specialty at time of discharge
Volatile when including long-stay patients
Includes other ward types e.g., ICU

Length of Stay is still an important overall measure for hospitals.

Forecasting x

“Surgery® Forecast01/07/2021 - @1/12/202

Patient Turn & Volume Timelne Viaw Gnd View
n

\:‘c‘:_:.::r-:, | Patients in Patant Tum In [Days) ~oc e

otal 2 ctal 2Years |Las ast3
| B e Patient Ty
Years Ba |Last Year| Back J-e.\’ Morths

@
O
q
)
L
- e e
J D O oD e

Grand Summaries

NN
0 b O W
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THE TIMELINE VIEW TAB
This allows data points to be dragged and dropped to the desired values.

Forecaaling x

¥ 15 Sytedsy 32

3
Craats naw ik

Fanant Turn & Yoluma | Timaling Verw | Ond Ve

Satuesay 9 Sadurciay 5

“matednal Medicine® Fadacast 10/05/2001 - 14072021

Adjustmenis

]
i Sabuedey 19 Satupday 28 Sabrsary 10 Savrd

Labedny 11
TR Wigel 1

Stored
adjustments

Manage acjusironi

et T Compensate

Timeline settings for manual

selector / Chart axis adjustments

parameters :

Ranges can be chosen by selecting the start date from the top of the adjustment pane, holding the left mouse button down,
and dragging across to the end date of the adjustment period. Data points within the selected range can then be selected

and used to drag the series up or down.

There are 4 options for choosing how the selected range will behave when dragged to a new position. Click on the small

grey icon at the bottom left corner of the adjustment pane to open the Timeline =
. Timeline Settings
Settings selector. 2
. L. ; } ) Selection Drag Mode || Axis
Smooth (Linear) keeps the overall pattern of the original series with the series Tness astions determine how other data poits
moving depending on whether it was selected from the start, middle or end. '”S'd”;ﬁﬁ‘“”””“ R e
@ Smooth (Linear)
Smooth (Exponential) the overall pattern of the original series distorts as the © i smootn ©xponentan
series is moved depending on whether it was selected from the start, middle or end. Y T——
Translate moves the entire series up or down equally. © Hif Fateen
Flatten changes the selected range to a flat line. This option can be useful for flatten

period of the forecast to zero.

To maintain values entered in the Patient Turn and Volume pane while making Timeline View adjustments, click on
Compensate for Manual Adjustment Volume once you have finished moving the timeline within a selection. This will
adjust unchanged data points to compensate for the adjustments made and maintain the Patient Turn and Volume values.

Click on the small grey icon at the bottom left corner of the adjustment pane to change the axis values of the Timeline

View pane.

Timeline Settings X

Selection Drag Mode | Axis
These options determine how the timeline
determines the minimum and maximum axis value

(O Fit axis values to the data

(@ Use these axis values

50.00

130.00

Minimum

O

Maximum

Cancel !
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ADJUSTMENTS:

An 'Untitled Manual 1' box will appear in the Adjustments area on the right-hand side of the screen anytime an adjustmér{t
has been made. '

Adjustments:

™ Untitled Manual 1

Click the “Untitled Manual” adjustment to rename it something meaningful.

Right-click the manual Adjustment in the Adjustments area to display the pop-up menu below:

| Jump To Adjustment
Merge Manual Adjustments
Invert Manual Adjustments

Create Adjustment Template

Edit

Delete

Jump to Adjustment displays an enlarged view of the adjustment.

If multiple adjustments are selected, they can be merged into a single adjustment using the Merge Manual Adjustments
function. This can be helpful when multiple separate adjustments were made for a single purpose e.g., adjusting multiple
days across the Christmas period.

Invert Manual Adjustment displays the adjustment in its inverted form.

Edit allows changes to existing adjustments.

Delete removes selected adjustments.

Create Adjustment Template creates a template based on the manual adjustment that can be reapplied. The template
is given the same name as the manual adjustment but can be renamed and managed independently of the original manual
adjustment. Templates are available to all Planning Group forecasts.

APPLY AN ADJUSTMENT TEMPLATE

Click Apply an Adjustment Template from the Create new adjustment list at bottom left of the window.

A list will appear showing all the available templates.

e snssssmn v ey wre: | DFAG and drop the selected template onto the chart making
MM mes [ gUTE that the mouse is released over the first date where the
. OB B © st g | template should be applied.
This creates a new adjustment.
/ Click the Close button to hide the list of Adjustment
Templates.
: | defasmas Saayphua o
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THE GRID VIEW TAB
This displays data in a table format and allows daily adjustments to be typed into the Adjusted columns.

Forecasting x

Patient Turm &

UreCast cala

Volume

Tmelne View Grid View

*Surgery” Forecast 0170772021 - 0171272021

Qicuts @ Electne

Dats

Ongnal A Adusted A

Orignal Eie

Agusted Ele. ACute AdsIm Esctive Agjust.

-~

ea73 2428 :;:3/

On this tab, changes can be made to individual dates for both acute and elective patient volumes. This can be particularly
helpful if volumes slip to reflect a fraction less than 1. These can display incorrectly on forecast reports, so they can be
changed to a whole number on this tab.

To Convert a Manual Adjustment to an Adjustment Template:
Right-click on the manual adjustment and select Create Adjustment Template.

The manual adjustment is now saved as a template with the same name as the adjustment. The template is available to
all Planning Group forecasts and can be renamed and managed independently of where the original manual adjustment
was created (click the Apply an Adjustment Template link at the bottom of the Forecasting window to display the
Adjustment Template Tasks list).

Click OK to return to the Forecast Preview screen.
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SAVE RANGE TO FORECAST

To Save a Forecast

Select Save range to forecast. e

Add to Forecast:

1. Select forecast source
2. Forecast acute volume

Y

Y

¥ 3. Set elective volume

# 4. Makefinal adjustments

* 5. Save range to forecast /

This displays a window where a sub-date range can be chosen within the current forecast date range and forecast type.

Forecasting x
Select the date range that will be saved and used in the Forecast.

Date Range: 26/07/2021 |wv| -|09/10/2021 |v

Legend

B Acute
[l Elective Fo

1 |
Tue8 Tuel5 Tue22 Tue29 Tue6 Tuel3 Tue20 Tue27 Tue3 Tuell Tuel7 Tue24 Tue3l Tue7 Tueld Tue2l Tue28 TueS Tue12 Tuel9 Tue26 Tue?

—120

e WW\AN\/VVJ\/ \/\fﬂvm

WAYAVAV - oAV ATATATAAVA A A YaYaVat:

Forecasttype |Roster ~

*Note: This forecast type has data in the selected date range. Clicking save will overwrite this data, and cannot be undone.

Save Forecast Cancel

To save a smaller portion of the forecast, change the dates in the Date Range at the top or left-click and drag on the graph
to highlight a date range.

Select the Forecast Type (see Forecast Types) from the drop-down box.

Clicking on Save Forecast will save the acute or emergency volume, elective volume, adjustments, and accompanying
settings, for the specified forecast type for the specified date range. If a forecast has previously been saved against that
forecast type, the new forecast will overwrite the old forecast for the specified sub-date range.
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UNDERSTANDING FORECAST METHODS

A

Median
Weekly and yearly patient data contains little variation and is stable in all aspects.

Average Weekday
Patient numbers, by day of the week, is consistent with little seasonal or event driven patterns.

Weekday Last Year
Daily patient numbers within a week contains little variation and is stable in all aspects.

Average Weekday Month
Patient numbers year on year are reasonably stable. Daily patient numbers within a week contains little
variation. Events and cycles happen at the same time each year.

Moving Median
Daily and weekly patterns are stable with little daily variation. Over the course or a year patient numbers are
increasing and decreasing.

Moving Four Week Weekday Percentage

Patient numbers are subject to medium term cyclic fluctuations. The proportion of patient numbers each
weekday is reasonably consistent, but overall patient numbers are increasing or decreasing over the course of
the year.

Moving Two Week Weekday Percentage
Patient numbers are subject to short term cyclic fluctuations. The proportion of patient numbers each weekday
is reasonably consistent, but overall patient numbers are increasing or decreasing over the course of the year.

Moving One Week Weekday Percentage
Daily and weekly patient numbers are highly variable. The overall patient numbers received year on year does
not vary greatly.

Moving Two Year Four Week Weekday Percentage
Patient numbers year on year are reasonably stable. Daily patient numbers within a week contains little
variation. Events and cycles happen at the same time each year.

Moving Two Year Two Week Weekday Percentage
Patient numbers year on year are subject to some volatility. Daily patient numbers within a week contains little
variation. Events and cycles happen at the same time each year.

Moving Two Year One Week Weekday Percentage
Patient numbers year on year are highly volatile. Daily patient numbers within a week contains little variation.
Events and cycles happen at the same time each year.

Moving Two Year Four Week Rolling Weekday Percentage
Daily patient volumes are consistent. Total weekly patient volumes have some variability and seasonal patterns
are evident. Detects medium to short term changes in behaviour.

Moving Two Year Two Week Rolling Weekday Percentage
Daily patient volumes are consistent. Total weekly patient volumes have noticeable variability and seasonal
patterns are evident. Detects short term changes in behaviour.

Moving Two Year One Week Rolling Weekday Percentage
Daily patient volumes are consistent. Total weekly patient volumes have significant variability and seasonal
patterns are evident. Detects recent short term changes in behaviour.

Moving Four Week Rolling Weekday Percentage
Daily patient volume patterns are consistent, but total weekly patient volumes have some variability. Detects
medium term changes in behaviour.

Moving Two Week Rolling Weekday Percentage
Daily patient volume patterns are consistent, but total weekly patient volumes have noticeable variability.
Detects short term changes in behaviour.

Moving One Week Rolling Weekday Percentage
Daily patient volume patterns are consistent, but total weekly patient volumes have significant variability.
Detects recent short term changes in behaviour.
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HISTORIC DATA

From time to time, events can impact the historical data making it unsuitable for using when forecasting future
occupancy. The impact of Covid-19 in 2020-21 is a good example. Historic Data can be used to adjust the data a forecast ™ . . . . .
uses. Adjustments to Historic Data do not adjust the actual history, just the Data used by the forecasting algorithms. When

viewing historical data in the Forecasting Centre the original history is displayed even after it has been adjusted.

Cleaning Historic Data

From the Menu, select Historic Data.

Historic Data x

Use this page to choose which historic data you want to edit.

Date range UGN [~] -|osi0512021 [v]
Healthcare Facility Capital General E
Planning Group: Cardiac E

About

Select Date Range, Healthcare Facility and Planning Group.

Historic Data x

Use this page to choose which historic data you want to edit
Date range 01/01/2020 |v| - |b1/07/2020 |v
Waikato bof

Planning Group Cardio Respiratory Services v Open

Click the Open button to view the chart. Adjustments are made in Historic Data the same way that manual adjustments
are made to Forecasts.

Histonc Deta x

< Parre
Yimetine View' Grd View "Cardio Respiratory Services® History 01/01/2020 - 01/07/2020 Adjustments

Craato now adjustment

Manage sdpistments

Select the Acute or Elective radio button at the top right of the chart. They must be adjusted separately.
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Adjust the historical data by any of the following methods:
e Dragging data points with the mouse

e Applying an Adjustment template

e Adjusting numbers directly in the grid view tab - this also creates a new adjustment template.

Historic Data x -]
Use this page to adjust your histonc data in preparation for forscasting. Once created, adjustments are automatically applied toyour Vo
- 1 i Lot Jump To Adjustment
15 Sun 22 Sun 2% SUNS Sun 12 Sun 19 Sun28 Sun3 Sum 10 Sun 17 Sun 24 Sun3l Sun? . )
Untitled Manual { Merge Manual Adjustments
5 Irvert Manual Adjustments
20 See note “b” below Create Adjustment Template
N Edit
y 4l ,'.\, |'1| Delete \
a0 ) ] I f1 - -
W LY. AV AN
WA AW ERVINERAYRNE an
25 f VRWRY; WRA [ See note “a” below
| / ¥ L |
L 20 A A TEEE VA \ [ M \ f
LAl \f 1] W Y
15 A | I \f i
¢ | V
- R |
—* I.'I \ | | J.
5 : i *
< >
Create new adjustment / Manage adjustments
Click and drag down to
enlarge the chart window
Save All Admsstroents Close Data

a. Right-click the adjustment name to access this pop-up menu. Left-click the adjustment name twice to
rename it.

b. This is an area to which adjustments are made using drag and drop. The light grey line shows the original
forecast data.

Click Save All Adjustments when done.

Caution: Adjusting historical data will impact all future forecasts and may impact existing forecasts if they are rerun.
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CREATING AN ADJUSTMENT TEMPLATE

Make an adjustment using the methods outlined above.

Right click on the adjustment and select Create Adjustment Template

Repots X Histonic Dota x
parts of Capacity Plannee

Timeline View Grd Vew

50 this DagR 10 BCSL your Pistonc Gath 1 preparation for Krecasteg Once Crated, aduStTents &

O Bectve Adpustments

Manage adjustments

Mw
L February 2 o ¥ Jne st September Ny et
REseE G T MU — -
<5 ~ Invvert Manual Adpustments
L :’ : A ‘. Creste Adpnement Tomplate
Rent IR It 1" 7
- } s L T AT e
L N T ERE Lad ]
fand W 1Y i RLEY WL, o
AN WA J S0 AT
he ‘“‘ ¥ ’P | ! . | ¥ s
. { J |
Lo | I} Y !
i Yl
- ¥
< >
Create new adjustment

S All Adpastrments Cicse Dats

New templates show in Apply an Adjustment Template from the Create new adjustment at bottom left of the window.

Name the Adjustment Template with a relevant name including the Planning Group name and Admission Type.

Adjustment Templates can be selected and used for other Planning Groups.

Adpustment Templates
The adjustment tempiates that you have created are bsted below Apply & tempiate to

&, Undtied Manual 1 Template Adjustmont Template Tasks

your data by draggng and dropping it oo the tmelne
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APPLY AN ADJUSTMENT TEMPLATE
Click Apply an Adjustment Template from the Create new adjustment list at bottom left of the window.

A list will appear showing all the available templates.

Wiewer X Apphcation Setup X Hiistoric Data x
Lige this page Lo Sdjiist yoir Besbens dals in préparatesa fof forecisling. Once created, Sdjuitiments sre sulaomatically sppked b your Festand da
Timeling Wiew  Grid View “Assassmant Unit™ History 16/01]:
|| | | 1 ] |
B 17 18 19 20 21 22 33 34 26 26 37 28 29 30 31 01 &2 00 0 06 06 OF 08 08 10 11 12 13 14 18 16 17 12 19 20 21 23 23 24 26 26 30 38 00 02 0
Usbded Marasal 1 Nersarus Termgdbls
— i
18
R
-0
N I
16 f | ("
\
| \ \
L Iu' | (R | y
| \ W L |
i ] | L] |
=T i \ | ! | |
"—1 Fu | I|I I|I |I ] ¥
13 1 f "-\. | \ 1 . \ 4
F | | \ r | (i
I| II ! '1 l' | | I' W
1z \ f | | | I | 1
1 | | | | | | |
A | \ | \ | | |
| \ | \ | {
| | Y | |I | | | | J
Lho | h { \ [ 1 | |
|
(| | Y | [
i I| | f | I | |II
Bl \ \ L |
\ | | Vo
al| [ | \
! | | N
7 | N
1
|
Ls |
Ll m
Adjustment Templates
The adjustment bemplates thatsow have creabed are Rated below. &pply & tempdate 1o your dats by dragging and Sropping it on the brmelne.
|'5 Lintitbed bianeai 1 Temglt Adjustment Template Tasks
Create new grossp under selected
Creale new mot g
Delete selefted template
Rename selected templabe
Close

Drag and drop the selected template onto the chart making sure that the mouse is released over the first date where
the template should be applied.

This creates a new adjustment.

Click the Close button to hide the list of Adjustment Templates.
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Live Centre is where Viewer Dashboard creation and access is established. Metric Views are also created and
maintained in this location. The default view is Metric Views.
_ 3 by talecting sl s ratie e’ Fram tha teck it -
- Larmnc
¥ D brvmry B ortvory Surte ==
N -
hilvas Arime Roslssceni E} Crmaratm Frae WHILE
e e iy il s okatan | Fode TUATN
i e Watart e 2in
i P taf it Hegice Foide (51
1 e Fateih il Wy s P
B o i Fildw Ak
5 P el i
Rawwe" S oL =
assusta Sunn e Fadw T
Farsgu Mat IC Ve e Gl | Sy
Live Centre x
Metric Views are used on the dashboard and can be viewed via the Capacity Planner Viewer statistics page. A new metric view can be created by selecting Add a
metric view' from the task list. You can also edit existing metric views by double clicking on the metric view Name or selecting the metric view and clicking on the
'Opan the selectad metric view' task
E 3 Type |Healthcars Facilities | Load Factor | Security
! Cardiac
Dashboard ] i i -
ashboards = Ete)lwen; Suite | Delivery Suite Foldar 3540
-7 ED Observation JED Folder 13520
~_] Hillview Acute Adolescent ||_J ED Cbservation Folder 35849
s i (o] [ Hillview Acute Adolescent | Folder 21023
~1J Maternity ey Folder 39638
e ) Matemity Folder 27639
L Men ea - =
Refresh All -1 NICU ) Medical Folder 60375
-] Oncology ] Mental Health Folder 43637
- Paediatrics LI NICU Folder 35635
----- ) Surgical J Oncology Folder 45636
(] Paediatrics Folder 45551
[ Surgical Folder 77182
Manage Metric Views Used Calculator Capacity
Add a new folder Add a new mefric view Generate metric view from temolate AUXEEETE
Coen the selected folder Manaae metric view temolates Selected [tems
Open metrics viewer Rename the selected folder Save as temolate |
Set access for selected folder Delete the selected folder
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1. To edit an existing Metric View, single-click the folder and double-click the Metric View to edit (or smgie- '
click and click Open the selected below). :

Live Centre x
Metric Views are used on the dashboard and can be viewed via the Capacity Planner Viewer statistics page. A new metric view can be created by selecting‘Add a
metric view' from the task list. You can also edit existing metric views by double clicking on the metric view Name or selecting the metric view and clicking on the
'Open the selected metric view' task.
Metric Views =] Base Folder Name Type Healthcare Facilities | Load Factor | Security
. Cardiac MAPU MetricView | Capital General 4550 Administrator, Planner, Operator, Mck_Cor|
Dashboards Delivery Suite — — e e — vy —
i 4, Medical r | Capital General 45205 Administrator, Planner, Operator, Mck_Cor
E£D Observation Mad!csLE 0 (‘.ap!tal General 3540 ;‘-dmm!stlstom Planner, Opsrator, Mck_Cor
Hillview Acute Adolescent L= Medicals r | Capital General 3540| Administrator, Planner, Operator, Mck_Co
Icu Medical & w | Capital General 3540| Administrator, Planner, Operator, Mck_Col
Refresh All NICU
Oncology
Paediatrics
1. Surgical
< m >
Manage Metric Views Used Calculator Capacity
Add 2 newfolder Add a new metric view Generate mefric view from temolate |M
I Open the selected folder I Manaae metric view templates Selectad ltems
Qoen metrics viewer Rename the selected folder Save as temolate . 10%
Setaccess for selected folder Delete the selected folder
2. From here, you can change the Name if needed.

3. Otherwise, click the Metric Groups tab.

Live Centre x

Metric Views - GH Emergency Total LOS
Name GH Emergency Total LOS|

Settings| Metric Groups
Group Aggregate View [
List By Metric -

Display In Ticker O

4. From here, you can edit an existing Metric Group (by double-clicking an entry) or click Add a Metric Group to
create a new one for this view.

BAGAre Viawn - O L mangensy Tadal LOE

e CEmepany Totsl LOG

Semnge | bniees Graunps

RAE
Crag a ealumn Feader here in group by el solums Tadks
Mamn vk | Eller Bouroe Type 7 L By 7 Sowroe Sort e IPoe | Loed Facior m
[Trrgney Tid o End AL0T T =ML "T[ I -'-.'?'-'| e
5. To change the source, click the Sources tab.
Matne Views - GH Emergency Tolal LOS - Emergency Erd o Bnd ALL
AT Emergency End to End ALOT
Satungs Filbgr Sources | Malrics
SoUECe Type Uirst ("
Filier Source Type Hone b
gt By SoLITCE (¥
Source Soet By End to End ALDE W
Srger ingex 1 3
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6. Check new or uncheck any to be removed and click Save when finished.

7.

11.

Metric Views - GH Emergency Total LOS - Emerges

Name Emergency End to End ALOS

Settings | Sources| Filter Sources | Meatrics

Capacity Planner User Guide
Capacity Planner (Thick Client)

Hipine Werar - GH Emergency Tobsl L0 - Emmergency B e B ALDG

g Lmesl 7] Target Dimsction

Tadki

4| Trime lgiemr o I-dmeenl Bacd

If selecting an individual Metric to edit, you can change the Warning Level or Danger Level, change the sort

order (Order Index).
To add a new metric, click Add a Metric on the right.

. Enter the Name to display and choose a Metric from the dropdown. Those specific to individual patient-level

data begin with “Encounter”. The rest are summary-level metrics.

Metric Views — GH Emergency Total LOS - Emergency End to End ALOS -

Mams Enter name here

Settings

Metric

Format String

upants End To End ALOS
upants With End To End LO

Target Dirsction
Warning Leval

Danger Level

Order Index -

Interval Parameter o =

Time Meaasure days v

Be sure to click Save when finished editing.

METRIC VIEW TIPS

On the “Settings” tab, the Group Aggregate View controls whether a metric view displays as a total value

(checked) or separately (unchecked).

o It should be checked for summary-level data.

Settings| Metric Groups

Group Aggregats View
List By Source

Display In Ticker O

V]

List By controls whether the metric view is listed by Metric or Source.

o For summary-level ones, choose “Source”.
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METRIC VIEWER
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Capacity Planner (Thick Client)

1. Toview a Metric in Live Centre, click Open metrics viewer at the bottom.

2. From here, expand the site folder until the Metric Views are listed.

3. Check the box next to the one to be viewed and click Calculate at the bottom.

Live Contve x

Mannge Matee Views

31 Comnan by Fawp
02 Govessl Hosptd
15 Mutard Hoaw P
A e

xcArwrm Haatn

06 Unssraty Pack

Live Centra |

O5MAI02T 16:42 5

&[] 00 REGION
&[] 01 Community Hospital
[w] 02 General Hospital
[ &l Currerit Patierts
[ GH Emargency Toml LOS
O GH COVID-15 Patierts

GH Emergency Total LOS

B u 045 University Park Hosgilal
&[] 03 Midlsnd Heaalth Partnsns
5l [ 05 Sowthern Healih Parinems
&[] 04 Norhssde Healh System

Back Calculsts

4. Forlonger Metric Views, you can sort by any of the columns by just clicking on the header.

METRIC VIEW ACCESS

Each Metric View can have different Security defined, based on who should be able to view. encounter-level views may
be more restricted than summary-level views.

1. To change Metric View access, single-click the Metric View to set or change and then click Set access for
selected metric view at the bottom.

2. Select any Access Levels that should have access and click OK. Then click Yes on the pop-up box that confirms

the change.

Live Centre x

5el

Metric Views

Dashboards

Refresh All

Metric Views are used on the dashboard and can be viewed via the Capacity Planner Viewer statistics page. A new metric view can be created by
g Add a metric view' from the task list. You can also edit existing metric views by double clicking on the metric view Name or selecting the matric
vigw and clicking on the 'Open the selected metric visw task

=] Base Faolder
B 00 REGION

Name

/ 01 Community Hosp

. 02 General Hospital

| 03 Midland Health P

Type Healthcare Facilities | Load Factor | Security
4. AllCurrent Patients Matri ' | GH 3848| Administrator
i, GH COVID-19 Patients Matri w [ GH 50138[ Administrator, Plann|
- GH Emergency Total LOS MetncView | GH 27| Administrater, Plann

| 05 Southern Health

| 04 Northside Health
06 University Park H

£\ Select Access Levels...

Administrator
Operator
Flanner

@

to continue 7

Setting Multiple ltem Access

X

You are about to apply access settings to multiple items. Do you wish

L¥s [ o ]

< >« >
Manage Metric Views Used Calculator Capacity
AllMetnc Visws
Add a new folder Add a new metric view Generate metric view from templ - = =
163%
Coen the selected metric view Manaae metric view temolates Selected Items
Ooen metrics viewer Rename the selected metricvie  Save as temolate 0%

Set access for selected metric
view

Delete the selected metric view
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DASHBOARDS
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This is where new Dashboard folders are created, change the name, or change the Security.

Live Centre x

the selected dashboard' task

This dashboard setup page defines the metrics and reports that will be displayed in the Capacity Planner Viewer. A new dashboard can be created by selecting iAdd a
new dashboard' from the task list You can alse edit existing dashboards by double clicking on the dashboard or selecting the dashboard and clicking on the '‘Open

Metric Views E-
! 01 Today Ward View
01 Wards Yesterday
02 Specialties Yesterday
02 Today Specialty View
Ld 03 Weekly
""" . Hillview Hospital

Refresh All

Name Type |Security
| 01 Today Ward View Folder
[ 01Wards Yesterday Folder
[ 02 Specialties Yesterday | Folder
[ 02 Today Specialty View | Folder
(] 03 Weskly Folder
| Hillview Hospital Folder

Manage Dashboards

Add a new folder

Set access for selected folder

Add a new dashboard
Ooen the selected folder
Rename the selected folder

Delete the selected folder

Save as temolate
Generate dashboard from temolate

Manaae dashboard templates

1. Click Dashboards to make any changes.

2. Click the facility folder to display the individual Dashboards created under that folder.

3. To change the name, single-click a Dashboard and click Rename the selected folder at the bottom.

4. To change the access (shown under “Security”) to an individual Dashboard, single-click the Dashboard and click
Set access for selected folder at the bottom. Just like the Metric Views, you can select or deselect any of the
Access Levels as appropriate.

Live Contie =
> oo s
4 v b= .
00 G Mgt Ty 2 >¢~v.:¢.w«
. : ‘ : talinng Midgs tom Ao
,- o :::,':“'T-“v e e e L e
=
5. To set the security for an entire folder, select the folder on the left and then click Set access for selected folder

and all the Dashboards in that folder will be granted the same access.

HealthStream Inc

500 11th Ave N, Nashville, TN 37203 e HealthStream.com/contact « 800.521.0574

71



HealthStream™

REPORTING SERVICES

This Reporting Services link from the Menu will open SQL Server Reporting Services (SSRS) using Internet Explorer.

Capacity Planner User Guide

Capacity Planner (Thick Client)

The majority of what is seen on the Viewer Dashboards are created and maintained here.

Manu

SQL Server Reporting Services
—= Home
4 New Folder ., New Data Source ESj Report Builder [ Folder Settings
il i 1 .
) Hospital TEST L Metro Region
] |
|z} Reports 3 |2y Reports 8.1
] |
L Reports Backup 8.1 [ Reporis DNR

4t Upload File

J

] Reporting Centre
J

] Reports Backup 2

—;‘ﬂ Transfers Matrix Training

Home

J
(S Reports

J
(S Reports Backup 3

REPORT FOLDER STRUCTURE

1. The “Reporting Centre” folder contains the base reports for the Web Portal reports. The “Reports” folder contains
all the base SSRS reports. These are the source of the linked reports seen in the facility folders. Do not edit any

of these.

¢ Note: The Reports folder also has the “Parameter Values” report that lists all the parameters for each

data element included in the reports.

2. Generally, each facility will have its own folder, but this may vary. There may also be separate folders by Region
if multiple Regions exist in the same database. Here is an example of a multi-facility folder hierarchy:

e Region1l
i.  Facility 1
1. Planning Group 1
2. Planning Group 2
ii. Facility 2
1. Planning Group 1
2. Planning Group 2
e Region 2
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CREATE A LINKED REPORT

1. Open the Reports folder.

Capacity Planner User Guide
Capacity Planner (Thick Client)

2. Locate the base report to use for the link and hover over the dropdown arrow.

3. Select Create Linked Report from the dropdown.

Home
i SQL Server Reporting Services
“d Reports
B2 Ins and Outs - Ward View -
[Za New Folder | ) Mew Data Source |l Report Buider mil| When run as a “Today™ view, this report a
= Annual Planning Summary Repon = Anrual
il Usad for ..|:..|Tm.-:“.r - R AT h-g U o Move
. “ Patient Expg Delete
. * Conges Prowdes pat
CapPlan Souwce [ el ) . .
1"— Bl Provide 2\ Subsaibe ppe
— -
\ Discharga Time Of Day Report LEDTed i Create Linked Report
“'u_j Useful to visualise the patiem of discharg %_ Presen B Planning Ast
mll| Used for ang View Repon History
G Emcounier Detail LOS Repont W= E a4 Sacuri
%.I_ Acts as ?" fl through report o tha Encou ﬁ‘nll_ l:.?f—?‘llr.‘ — Ry T
b Projecled Vg Manage
; - - E a‘li_‘l Shows [Io
S| vsed 1o con Rf_m- salf requined, cabu L ey § Download 4
b Editin Repon Builder
2y Historic Paitem Charl a3 Historic %qﬂ\
mill| Useful 1o identify peaks and roughs in a Shows aver] ER U5t Tof reriawaneg T LTnsimas perior
& Secuty
| = Hospital Dash Ingatient Report - Ward Vi | oy Hospal Stal  Manage Ji [y Hours Per Fatient Dy Repor
| Prasants an ceeniew of the curent slah Wl Desplays t Sal| Shows a view of occupancy and budget v
Diringd
Edtin R Bubidei
i s and Outs - -|rumd0.nnh‘.i.__.'.‘_..m 'S 5 Decupancy Matriz
mill| When run as a “Today” view, this report a mil| VWhen nan as a “Today” view, this repot a ﬂ Koy report thal provides wisibility of patie

4. If any change is needed for the report name, change it in the Name field. Any other comments or notations can
be made in the Description field (though neither is required).

5. Click Change Location.

Home > Reparts

S0L Server Reporting Services

Pmocessing Options

Cache Refiesh Oplions

Create a rew linked repon ihal is based on /Repods/ing and Ouls - Ward View.

Today's Ins and Outs

Descrpon: |ing and Outs - Wasd View|

' .

= Ins and Quts - Ward View
Properties
Parameters Namie
Dila Sources
Subscriplions

Location: mﬂmsl Change Location

oK | cancet

6. Expand the higher level folders to locate the correct subfolder.

7. Single-click the destination folder and click OK.

Sefec & fder 1o QoA TS e
Locahon | Feporis

- LR

& L Fapitag Cardes

L
L
= [l W5t
<[ Faalth Scamcas Carirs
#d Onle dalol Me
& Ty Hembh
& [ Cna Azsevumant
b CWealCan
Bl By
& [ Mabamity Tisgs
& L3 vadaine
& 4 el ra et
o W
® _J Ssrgery
& momars sapth
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8. Confirm the location and click OK.

Capacity Planner User Guide i
Capacity Planner (Thick Client) Ce

Create anéw Inked repon (hat is based on /Reportsing and Culs - Ward View

Hame [Ins and Cuts - ward View x|
Deser plian
Location:

HECHealth Scences Centre/Clinical Assessment Change Location l

9. Click Parameters.

S0L Server Reporting Services

Ins and Outs - Ward View

[vesterday ins and Cus
DesCplion | ns ang Outs - Ward View

Name
Cache Refesh Options

¥ Delete | f"Move | Create Linked Report
Froperties
Modited Date: S1472019 1113 AM
ety
Creation Date:
Subscriplions Crealed By
Processing Oplions Propertes

Apply

Report History
AR e [ Hige In tile vew
Security Link fo /Repois/ins and Outs - Ward view | Change Link

10. Change any parameters as necessary and click Apply.

11. Refer to the “Parameter Values” report for the appropriate parameters for each report. Here are some examples

of this report’s key pages (Ward Planning Group and Specialty Group).

a. Note: For the Specialty Groups, replace the “G” with an “S” when entering in the report parameters.

b. Where locations are included, an entire Planning Group can be selected by using the PG Parameter

(e.g., P7, P6,and P33).

Hame > Reperis » Parameler Vi lues Specialty Group
aithemre Fuciity [Heakh Scances Corire v Specialties Value
e e — e ;
Arzemhesa G5
o4 ofs b Bl [100% o HSC An sestbesia | Pain
‘_ Gardac Scance
Wasd lmning Group rﬂ:(z;i-ac Sciences | £
Wands Value Gedobgy
Hide Table B HSCCrdar Sciences | 183
Health Scances eeme E Dagnosics
Chid Haath i L)
*Chid Haakh HECChid idal Peye [ Chid 75
o L, H'PC
= T o Haaith @
A ry HSChid Hezkth | Allergy 75
EWTL I3 HSCChid Heakh | Ansesthesa 157
ouC k] HECChid Heakh [ Bone 6
may n Miarraw Transpl
PsQU k] HEChid Heakh | Cordoioay 134
Contents Page il Adei MH Wil HSCChid Heskh [ Chid 134
" Ada| M Deveopment
PN I HECChid Heskh | Dentatry 14
e s 4. HSCChid Heskh | Demzoiogy 266
S Grougp CaLl [ HSCChid Heskh [ Bm B9
Unitt Planaing Group e 8 Macicing
[ ¥ HECChid Heskh [ &4
Citca Qre ws? Endocrincioay
Sumeny *Grtical Gire HEC Chid Heskh | 47
et 1 Gt o ta oy
Hsodlanco us MRCL 2 HECChid Heskh | Genard 136
Start. Tames; LS : Surgery
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12. Some parameters have defaults (e.g. “Today” and “Admissions/Discharges” in the example below). These have’
dropdowns with other choices. .

Select [he parameters el dl e can crange, and chocse adetadtaledorech b e e e e s
Parameter Name Cefa Type FHas Defaul Dot Ve Null Hige PromplUser Display Tesd
SnagsnolUsemame  Sling ¥ P AN SN GRS e 0y I

NULLY alue Sining r ¥ =

Runés Sinng ¥ Today v A-""f =

DaleToday CateTime r . mumen.e:um =

Dale sl eriay Dt eTime 1 Chamide Default =

SlatDae DateTime # Cvemae Dotaut | O = Start Dale
StatTime String 7 [oron — ] = |tart Time
ReporiSlanDaeTime  DaleTime - Crapmici: Dhetauit = [

Today CateTime ] (rmide Detaul ] o

HemreareFacnty  Sling v & = O = [Heamncam Facany
Plarmingioups Siring ¥ [P [= ‘/ DO = |Prarring Groves
Projecton Type String v Admiss kons Tischages O = [Projecton Type
Ot efred, Slring I [1100 | O = [outs Beome )
B eten Stiing 4 1400 | O ¥ [ouws Bele @)

Ex paraCollagse Slring = | conagee O = :k xpand Collas e Al
[ Apey

13. The ones showing as Override Default should not be clicked or changed.

14. To enter multiple parameters, click “Enter” on the keyboard after each. There can be no extra spaces in
between or after entries.

;1 SOL Server Neposag Services
= PG Wards Today Dashboard
Salect Ta prameie el ol mes can Serge. ind chooie § Seleol sl B e
Para=abr ki Dt Typss  Hii Darlbalt Dafsul Vlus _
Ssprctinemems g = P —— e R Tpp——
UL L Shing =] e .

. . Suw vt ow
- — 8 s
CntaToday Caafrra Crarrice Dt T ;

.
Crmta'y s by Dot Tirran = Crasrricts Dhat st Nacon sanary . .
Saalia Dot Tirrma = [ ——— Srmortet Optom - M
SttTea Sxing B mm Soviy \ dal
a gl.ﬂ-.Tr[- hrﬂ" .:.‘: .7‘:‘.!‘. regn® Som 8 reoot 1 e b
L Us e 1he Blowng s chedue 10 Cres epaT 1NAE RO

Toray Dot T = Crasrricis Gl
HeastheaaFaclly  Swng = 3 - .

L v
P ingOeoups Bwing = 7. P, P, e, Pn F= \ .
PrejactienTyps Ewing =] W | == A Conate 0 mprt Lonim Nt wiwn yins G0k i Aggity nles on B page

Pa — -
CumBere ey B |es *_"-"":-' Ragot Trewat

I ' W U e the 50 e el § atting
Cots B8 Baring 1= A

O rot | imanst repmt

Expanolags s Bwing = | Cofmcnw ""i 7) Lt rapart procens ing 4 the Sibwing rumier of s sconds

15. When finished, click Apply.

16. Next, click Processing Options.

17. Select Render this report from a report snapshot.

18. Check Create a report snapshot when you click the Apply button on this page (to refresh report)
19. Click Apply to save changes.

EDIT EXISTING REPORT

1. To edit an existing report, select the report from the correct subfolder and follow steps 9 through 19 above to
update the report.
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RESOURCE PLANNING

Resource Planning allows hospitals to plan beds from both a Specialty and Ward perspective. Planning Groups often have
sufficient beds to accommodate their own patients and the Specialty and Ward plans contain the same number of beds. " . . . . .
There can also be times when there is a mismatch between the forecast requirements and the Planning Group’s ability to

supply beds. In this case, separate bed plans can be made showing the number of beds allocated for the Specialty (Service

Bed Plan) and a separate plan showing where the beds will be supplied (Roster Bed Plan).

1. Access Resource Planning from the main Menu of the Capacity Planner application.

"R%uurce Planning x |

Date rangs:
| | [os/01/2021  [v] -[08r0t/2021  [v]
L / Planning Groups

®-[] Capital General
- [] Capital Mental Health
[] Coastal
bl - &[] Hillvisw Hospital
Application Selup &[] Princess Mary Hospital
Beds Cpen
Forecasting
Historic Data
Live Centre
Reporting Services
I
Resource Planning
|
Vigwer
|,1nnu.al E"
Yser Manual Series to display:
Suppert Contacts SericaEedFan
About Beds Set
; [ Actual Cocupancy

Apply changss to chart

Add to Resource Plan:
1. Plan sarvice bads by Planning Group
2. Set bads by Ward

2. From the Resource Planning menu, set the Date Range, Planning Groups and Planning Level then select
Apply changes to chart.

3. Please note: Dashboard reports displaying Forecasts and Roster Bed Plans default to the ‘Roster’ Planning
Level.

4. Apply changes to chart needs to be clicked to update charts and data following any parameter changes.

Resource Planning X

Date range

[

Add to Resource Plan
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PLAN SERVICE BEDS BY PLANNING GROUP

Service beds are the number of beds allocated to the Planning Group’s specialties - regardless of how many beds the PG

supplies.

Capacity Planner User Guide

Capacity Planner (Thick Client) Ce

Bed granularity can be set in increments ranging from 15 minutes to multiple days. Service Bed Plans are most often set
at a daily level unless there are regular bed closures, e.g., Surgical beds that close during the weekend.

Resource Planning =
Dt rang:

| essols2021
Plarning Groups

[+] - [ceotrz0ar V]

&[] Captal Ganaral

B[] Capital Mental Heskh
&[] Coastal

B[] Hilhigewr Hospital
&[] Princess Mary Hospaal

Planning Level
Apenal
Senes 1o display

[ Senvice Bed Plan
| Bock St
|0 Actasl Cxcupancy

Add o Resource Plan

Apply changss o cham

| 1 Plan sensce beds by Planning Group |

2 5et bads by ‘Ward

Resource Planning X
Set beds by Ward (Roster)

Planning Group

Intemal Medicine

From 01/05/2021 0000

To 01/08/2021 0000

Atevery |1 24 days
0 t24 hours
0 v | minutes

o

‘ib

Planned Beds values can be typed in or copied and pasted using standard controls; ctrl+C (copy) and ctrl+V (paste).

Edited beds turn red until saved.

Resource Planning x

From 0 /2021 0000
To 01/08/2021 0000
AL every 1 =4 days
0 24 hours
0 vl minutes
Apply
Revert to Generated

Planned Service Beds by Planning Group (Roster)

Resource Planning X
Planned Service Beds by Planning Group (Roster)
From 01/05/20210000 f3| | e Intemal Medicine |
To. 30/06/2021 0000 |54 ‘ SR
= =P (P Forecast | Planned | Plamned - | goge
Al every 151 cays Beds Beds Diffarerice
0 5] hours Sat01/05/2021 0000 o1 120, a 29
Sun 02/05/2021 0000 | £l 20| 24|
0 v | minutes — e
| Ay [
Wed 05/05/2021 000.
Forecast Thu 06/05/20210000 |
Date Bods Fri 07/05/2021 0000
Sat08/05/2021 0000
t01/05/2021 0000 ¢l Sun 08/05/20210000 |
Sun 02/05/2021 0000 6 Mon 10/05/2021 000_ |
Mon 03/05/2021 000 102] Tue 11/05/20210000
Tue 04/05/2021 0600 | 2l Sredyle /S T
1 T Thu 13/05/2021 0000
Wed 05/05/2021 000, ] 97, Fn 14/05/2021 0000
Thu 0870572021 0000 a2 < 503160,
Fn 07/05/20210000 | €0 Sun 16/05/2021 0000 |
Sat 08/05/2021 0000 89 Mon 17/05/2021 0000 |
Sun 0970572021 0000 | o4l Tue 18/05/20210000 | 1o1]
Von 10/05/2021 000 00 Wed 16/05/2021 000 %] % 124 110
+ + Thu 20/05/2021 0000 o3 93 124 110
Tue 11/05/20210000 | 02 771 2170572021 0000 %] % 24 110|
Wed 12/05/2021 000. | 90| S3122/05/2021 0000 o1 S 10|
Thu 13/05/2021 0000 92 Sun 23/05/20210000 | 98| | f24 10|
Fn 14/05/2021 0000 8% Mon 24/05/2021 000_| 103 103 124 110|
Sat 15/05/2021 0000 o1 Tue 25/05/20210000 | 101] 101 124] 1io|
Sun 16/05/2021 0000 | o5 |Wed 2670572021 000_ | %] % f2a] 110
o 1770573051 6000 1 103! Thu 27/05/2021 0000 | &5 f2a 1m0
TUe 18/05/2031 0000 4 01 Fn 28/05/2021 0000 95' 95 12_4_ HO'
| { Sat 26/05/2021 0000 o4 g4 4 110|
Wed 19/05/2021 000. | e Sun 30/05/2021 0000 | % % 110
Thu 20/05/2021 0000 93 Mon 3170872001 000 £ — 08 122110l
Fn 2170572021 0000 | 0 ¢
3t 33705/3021 0000 ot | ReverttoGenerated | Key Generated Saved [ESite8|
Sun 23/05/2021 0000 | o8 — —_— = - —_—
Mon 24/05/2021 000 | 103] 124 ar 21| 110] v 103] 110 ar 2l
Tue 25/05/2021 0000 | 101] 122 ar 23 110 v 10| 110 A" 23
Wed 26/05/2021 000.| 2 124 A 25 110 v og] 110 A 25
Thu 27/05/20210000 | o5 124 v 29 110] v 5 0] A 29
Fn 28/05/2021 0000 o5 128 o 20 110 v o5 fio] ar 29
Sat 20/05/2021 0000 8! 28 v 30| 110 v 94 g 110 4 39|
Sun 30705/20210000 | % 24 o 25 110] v (2 —'fﬁ[ i & 25
Mon 1 /708/2021 000 | 108 174l PO L U A 1] v 108l 12al 110! PUa i
Key Generated Saved Edited Save Close
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SET BEDS BY WARD

will be primarily for the patients of the Planning Group but in times of high demand, e.g., winter beds from one Planning - -

Group may be used for patients from another specialty.

Capacity Planner User Guide

Capacity Planner (Thick Client)

Bed granularity can be set in increments ranging from 15 minutes to multiple days.

Resource P x
Date rangs
[oaovz021  [v] - [ommuzoar  [v]
Planning Groups:
=] Captal General
= [ Capital Mental Health
&[] Coastal

5[] Hilliew Hospital
& [ Princess Mary Hesgetal

'Resource Planning x |
Set beds by Ward (Roster)

Planning Group:

Add to Resource Plan
1. Plan senace beds by Planning Group

[Planning Level Internal Medicine :‘
o &l
Seriss to display From 01/05/20210000 |2
Serace Bed Plan To: 01/08/2021 0000 i‘
= Atevery = /
ry: |1 =] days
Actual Cocupancy I:':'
0 [g] hours
Apply changhs to chast
m minutes

Resource Planning x

Set beds by Ward (Roster)
Prinh Group l Drag a column header here to group by that column
Intemal Medicine [ ‘
intemal Medicine PG OU;S’M Interns! Medcine Wasds - Beds Set I < [
From < Date WrA2 WKAZ WKAS wiaMy | wioa0s
T8 {a Capacity25 | Capacity26 | Cspacity26 | Capaciy26 | Capacty 16
= i Tat OL/08/2021 000 v 3 R £-4)
e Sun 02/05/2021 0000 | 25 i 18
J Mon 03/08/2021 000. | 25 9 18
TUs 04/05/20210000 | 25 = 15
. Wed 08/05/3023 060.| I 25 ) 18
[ *,“;, =] Tho C8/08720210000 | 25 e 16 ‘
: ¥ OISR/ 6508 : L) 1% 16
Sat GA/0R/ 2021 0600 | 2l 28 19 1%
Sun 09/0872021 0060 | &l 25 & 18
) ) Mion 10/05/2021 060 | 16| ] 25 { 1%
LonViasdfimsts ey _ [Tue 1170572021090 102 O 5 25 19 16
Parning Group Capac. | |Wed 1270572631 560 E) I § (1) v -4 = E2 25 ) 1%
wheinel MedCne 120 Thu 13/05/2021 0000 5] 2 k37 i 1 = 5 5 19 G
P E7S87 8831 0500 | WHA2 WKAZ WAAMU wimea || 1% Ly
S3t 1808720210000 | Capacity 26 | Capscty26 | Capacity28 | Cacecey26 | Capacity 16 (|25] K 19 15
Sn .uoe_/_mnoooo | o ,q & 25 19 18
Mion 17/05/2021 0000 3 %% % wl = 25 18 18
Tue 18/0572021 0000 | = —25 o = 25 kS 19 —_ 1§
m 1_9'{“’5/2_021909_ 25 28] i 18 _"5 2y = 16_
Thu 2070572021 0900 } =il 25 25 19 16
Fii 21/08/2621 0000 B M cipachy micaeded X et 35 @ 15
SR TL/OBEGI 0000 | { j: “&'{ i!A’ ﬁ] 16
Sun 33/08/2021 0000 | o 33 s grester than the manmum capacity of the ward (25) - i‘l %) % 10 16
Mion 24/05/2021 050 25 25 16 16
Yie 3570875031 6560 | 1055 35 % 1%
Wes 26/05/2021 000 || N S 5 T 15
Th 2776872021 6596 | [ II] 16173 3 1% &
n 28/06/20210000 | || | - o | oy L K5 25 19 16 |
R e U e e | 23 23 25 pat R Bl LY W L vI

Koy Gerdrated Seved

Save

Cancel

Beds can be typed in or copied and pasted using standard controls; ctrl+C (copy) and ctrl+V (paste).

Edited beds turn red until saved.

Beds cannot be planned above the maximum capacity set for the Ward (see inset message above).

Maximum capacity is set individually for each Ward in Application Setup - Wards. Resource Planning needs to be closed

and reopened to update any changes to maximum capacity. Click Save when finished.
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VIEWER

Opens Capacity Planner Viewer in an internet browser window.

Capacity Planner User Guide

Capacity Planner (Thick Client)

y Adrranistratc

Today
01 Today Ward Viewr

00 ED Today
01 Hospital Wards Tod
02 Todays Ins and Outs
03 Madical Wards Toda
04 Surgical 'Wards Toda
05 Oncology Wards Toc
06 Cardiac Wards Todm
OF Waomaen's Health 'Wa
08 Paadiatne Wards Tog
Ot Mantal Haalth Wands
10 1CU Today
11 NICU Today
12 Tramsfers Matrix

A3 02 Today Specialty View
01 Hospital Specialties
02 Todays Ins and Outs
03 Medical Specialties 1
04 Surgical Specialties 1
05 Oncology Specialtie:
0 Cardune Specialties T
OF Woman's Health Spa
08 Paediatne Specialtie
Of Mental Health Speci
10 ICU Spaciatties Toda

01 Hospital Wards Today

Additional Reports:  Dally Report  Occupancy Matrix

Ganaral Inpatients
Ocoupancy 248

Beds Opan 2

Max Capacity 282

sdmissicns 2
Discharges 9
Pta In &
Pta Out 15
MLOS (Do) a5
Pt >21 Days 15
Status By

Ward Oee

Medical

O cupancy
Bade Opan
Max Capaoty
Admessens
Dischargas
Pts In

Pty Ot
ALOS [Darys)
Pts >21 Days

Bads  Ward
Open  Bed
Plan
31 40

41
L1

¥4

1%
290
265

Surghcal
Oecupancy
Bede Opan
Max Capacny
AdmEssans
Disthargas
Ptz In

Pis Ot
ALOS (Days)
Pts =31 Days

Status by Speclalty
Oncology
137 Occupancy
135 Dade Opan
144 Max ‘:Jpl[ﬂlp

2 hdmissiens
3 Discharges
% Ptaln
5 Pty Out

9.0 ALOS (Days)
@ Pta »21 Days

%
%

41
o
)
o
2

124
+

Cardlac HICWY
Decupancy 20 Occupancy
Bady Dpen 45 Bede Opan
M Capacity 45 Max Capacity
Admissiong 0 Mdmiissons
Discharges 6 Diecharges
P ln 1 Pz ln

Fis Oul B Pis Out

ALDS (Days) 7B ALDS (Dayi)

Pls =21 Days 2 Pes =21 Days

Projection v, Actual Oocupancy

3
126
20

Women's Health
CLCUp ANy o]
Badd Open 5

Max Capacity 45

Admissions L]
Duscharges L]
P In .
PR Qut [
ALDS (Daye) 140

Fis >21 Duys L]

Pasdiatrics
Ocoupancy
Bads Cpan
Max Capacty
Admissicns
Discharges
Pts In

Pts Ot

ALOS [Days)
Ps >21 Days

For further information please refer to the Capacity Planner User Guide.

USER MANUAL

Opens a link to the user documentation in a browser window.

Search

Help

HI

Select an item from the menu on the left

Manuals and User Guides

Capacity Planner
User Guide
Release 8.2.0

April 202

Capacity
Planrer
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SUPPORT CONTACTS

Opens a link to the support contacts in a browser window.

Saarch

Select an item from the menu on the left

If asked for the current version and you are unsure, click About under Help.
About Capacity Planner™
Capacity Plannes
o <
odules installed: Con 8.2 Emengency (v3.2 Inpati 8.2
on the left
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