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CFRC’s Productivity System

Brief Overview – the therapists turn in their daily activity logs to the front office who enter their hours and keep their goals in the Therapist Productivity Workbook. The case managers turn in their biweekly one-stops to the front office who enter their hours and keep their goals in the Case Manager Productivity Workbook.

Access live links to these two workbooks and calculates the combined productivity of both groups – therapists and case managers. At the end of each month, the executive director views and prints a report and charts for the Board of Directors.

System Components:

Excel Workbooks
1. Therapist Productivity.xls – Therapist Productivity Workbook in Excel

2. CM Productivity.xls – Case Manager Productivity Workbook in Excel.
3. Pam’s Chart – Workbook for charting Combined Productivity in Excel (access appears to have somewhat limited charting features).

Access Tables

1. Case_Manager_Summary_Table – Live links Access to a table in the Case Manager Productivity Workbook CM Productivity.xls.
2. Therapist_Summary_Table – Live links Access to a table in the Therapist Productivity Workbook Therapist Productivity.xls.

Access Queries
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Union of Summary Tables - Combines or merges the Therapist_Summary_Table and the Case_Manager_Summary_Table into one big table (but does not JOIN  the rows of employees who are in both tables). 




A Union looks like this:
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Contact Hours Query – JOINS the contact hour rows from Union of Summary Tables for the people who were in both workbooks (summing their hours) (minus the “keep this blank” rows in the workbook) and includes the Contact Hours rows of people in each workbook as well.


A Join looks like this:




3. Goals Query – JOINS the goals rows from Union of Summary Tables for people who were in both workbooks (summing their hours) (minus the “keep this blank” rows in the workbook) and includes the Goals rows of people in each workbook as well.






4. Calculate Productivity Query - calculates each person’s productivity using the Contact Hours Query and the Goals Query.

5. Months Worked Query – JOINS the productivity rows from Union of Summary Tables but only to get the number of months worked field.

6. Productivity Query – JOINS the rows in the Periods Worked Query and the Calculate Producivity Query.

7. Union of Stats – Combines or merges the Contact Hours Query, the Goals Query, and the Productivity Query into one big table.
8. Report Totals Query - extracts all the Totals rows from the Union of Stats for the bottom of the report.
9. Report Detail Query – extracts all the rows except the Totals rows from the Union of Stats for the body of the report.
Access Reports

1. Pam’s Productivity Report in Access – you must run Access to view/print this report.

2. Pam’s Report Detail Data Access Page – Opens up in your browser.

3. Pam’s Report Totals Data Access Page.htm – Opens up in your browser.
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caveats – 
· staff may not be able to open or use the workbooks in Excel while these reports are open.
These reports and data access pages may not work if staff have the workbooks open in Excel.
· You may need to go into Access and use the links manager to tell Access where the Excel Workbooks are when you set up a folder for the new year. If the links need updating the Links Manager will open a browse window for you and allow you to browse to the workbooks. See screen caps on next page.
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if a person exists in both the Therapist�Summary Table and in the Case Manager�Summary Table, their records from both tables will appear in the Union of Summary Tables





Union of Summary Tables





if a person existed in both the Therapist�Summary Table and in the Case Manager�Summary Table, their records from both tables will be combined. You can join duplicate rows within a table or you can join duplicate rows from two different tables. 
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