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Time Management for Providers
Jeff:
Thank you very much.  I'm going to be talking about time management for providers.  And, one of my favorite quotes defines success as depending on how much effort you put into controlling the sail rather than how much effort you put into controlling the wind.  Sail is something you can control.  Wind is something you can't control.  Our work is finite.  How we react to it determines our stress ultimately.  I choose to use the tools that I have to reduce my stress as much as possible.  And, Outlook is one of those tools that I use on a regular basis to reduce the amount of stress by improving my efficiency.  And, so what I'm going to do is I'm going to show you some of the things that will allow you to make your lives more convenient, to get more work done, and to hopefully reduce your stress a little bit.  

So, what we're going to be talking about in brief is managing multiple emails.  We are inundated with emails.  And I'm going to show you some tricks on how to identify those emails that you can very quickly get rid of, delete.  And, also how to manage the space that your emails take up on your computer.  Because ultimately we get these messages that tell us that we have too much stuff on our computer and we don't know where it is necessarily.  We're going to talk about reading panes; signatures - so that you don't have to sign an email every time you do one; marking messages - and that's really important, that has helped an enormous amount, especially the read receipt component; your personal folders, as well as your regular folders; attachments; how to deal with trash and archiving, which are two ways of moving things off of your computer; and calendar functions which is another very exciting function for me.  I'm able to use the calendar function, because as I get less young - I'm not getting older and none of you are getting older either, but we are getting less young - and as I get less young, I seem to need to write things down a lot more.  And, the calendar function allows me to not only document things that I need to look at in the future, but I can also transmit that information to my home computer.  And, so, I can with one process put it on two computers.  So, I can be reminded at home and at work, because again that memory thing.  Recurring appointments and events, delegates, and then other tools, voting buttons - when you are sending an email out that you want some feedback on.  Rather than getting a message that says, "Yes, I agree," "No, I don't agree," they can push a button, "Yes, no, agree, disagree, approve, disapprove," and so on.  Flags, again which identify that an action is required.  And, out of office assistant, which if you email me today a little blurb comes up automatically that says I'm not there and when I'm coming back and contact information if you need to get in touch with my office.  And, finally, and this one - all of us get emails and we're on these strings that people seem to continue to answer somebody's query and we get tons of emails from somebody who's on a string and we just can't stop them.  And, then of course we get the emails saying, "Please stop sending these emails.  Don't reply to all." And what have you.  There is a do not reply to all function, where you send it out as a courtesy to all the people on your distribution list so that nobody can send it out to everyone.  And, so we're going to go through a lot of that stuff.
I want to talk about some basic principles - and pardon me if I walk around a little bit - some basic principles of organizational skills.  And, these are I think very important, again for reducing stress in your life.  Many of these things you may recognize from other courses you took on organizational skills and what have you, but handling things once if at all possible.  That includes whether it's a piece of paper or an email.  If you can handle it once and dispose of it, you're always better off doing that.  Because then you don't have to think about what it is that you need to go back to.  There are instances where you may need to do that and I will show you how to organize that on your email.  
Number two, use the reading pane to scan emails.  Reading panes are phenomenal.  There is an issue with the reading pane regarding a read receipt that we'll talk about as well.  But, you can, without opening up an email, you can get a sense of what it is, and decide whether or not it's worth opening.  If it's not, get rid of it, delete it.  We're also going to talk about a soft delete and a hard delete.  Now, I see some of the people in the back there starting to fall asleep.  So, I'll try to keep this a little bit more exciting as looking at Outlook computer programs on slides I know is not the most exciting thing in the world.  But, if you follow me here, I think that you're going to find some real pearls here.  Some of them you're already doing I'm sure.  But, other things that will really help you to organize your life.  One screen rule when writing emails.  If any of you - and I know that I have some people in my field who are here - know that if at all possible, if I send you an email, you'll be able to read almost the entire thing in that one reading pane.  You won't have to open it up.  And, I have a one-screen rule.  If I can't write it in one screen, I generally will send an attachment if I think it's important enough, but I don't write seven-page emails.  I don't cut and paste all that information so you have to scroll down and down and down and down.  Emails should be short, crisp, to the point, and should communicate something.  Personal emails at home are a different thing.  If you're writing to a friend in a faraway place and you want to write a letter, write a letter by all means.  But, at work, it should be crisp, clean and no more than one screen if at all possible.  Organize your folders for easy access.  You can add folders from today until tomorrow and I find doing that is remarkably effective in being able to find emails quickly and information quickly.  Because, remember sometimes you'll receive emails with attachments.  And, you can save those attachments on your hard drive, but you can also save them within your personal folders as well.  And, so we're going to talk about how to organize folders for that easy access.  Use a read receipt function for tracking.  Those of you who send emails that are very important and most of us do want to make sure that the person has read the email.  And, I also have a folder for read receipts.  The reason I do that is that when somebody calls me up and said, "You never sent me that," and, I'll as we're on the phone, I'll look and I'll say, "You need to call your ISO."  And, they'll say, "Why do I need to call my information security officer?"  I say, "Because someone has accessed your computer and read your email, because I have your read receipt here."  "Well, let me go back.  Maybe I did see it."  The point is that usually the ISOs don't get that call.  Use the calendar for reminders and alerts.  And, they can really help to organize your life as well.
OK.  So, let's take a look very briefly at the email basics.  Reading panes.  This is how my computer is set up.  I like to have my reading pane on the right side and the email information on the left side as you can see.  And, just so that you can take a look here, here are some of my folders.  

You'll look down here where it says personal folders, and there are several personal folders and we'll talk a little bit about that later.  But, you can see at one glance, there's an enormous amount of information that you can glean from your computer.  Who sent it, when they sent it, this has been redacted, what the topic is, and then I can see here and this was a very nice person who sent a one-screen email and sent attachments which I can decide what I want to do with in one screen.
You can if you want, if you prefer, you can change the reading pane by going up to views, reading pane, and choosing either the right, the bottom, or off.  You can choose not to have a reading pane.  I don't recommend that.  I think reading panes are terrific.  And, fortunately, I don't get many Viagra and Cialis ads anymore through the VA.  They've taken care of most of those, or Rolex watches is the other one that we used to get a lot of.  We don't get those anymore.  But, we still do get some junk.  And, I can see the junk very quickly and delete it very quickly without wasting time.  I can do that on my BlackBerry as well.
This is where I've chosen the bottom pane.  I don't like this one necessarily, but some of you may already have the bottom pane and that's perfectly fine if you like that.  But, there are options and how you set up your email as your comfort level and you need to be comfortable with that.
So, the other thing that you want to do is you would like to have on your emails, you would like to have yourself identified with some of the contact information.  I like to put my name, my title, my medical center because I'm field-based although I'm central office, the address, the phone numbers for both voice and fax, and also of course VA famous disclosure about confidentiality, which you'll notice is in red and in smaller font.  That's just so my one reading pane and my one screen, that doesn't take up too much of that one screen.  And, I'm trying to be nice to my audience.  
And, to do that is actually fairly easy.  You go to tools and you go to options.  You see tools up here, options.  Mail format.  Email options.  
And, then you want to go create signature.  And, here is where that would be in terms of Microsoft Exchange Server.  And, you'll see there's nothing here now.  
What I'm doing is I'm creating this signature.  So, I've put your name, your address, your station, telephone number, fax number, and your confidentiality statement.  And, you can use the same functions as you use in Word to change the fonts, to change the color, whatever you want to do with it.  You want to add some personality, that's perfectly fine.  I choose to have the plain white.  There are themes where you can have it look like a wood pane and flowers and all kinds of other stuff.  I choose not to do that because that also takes up space on the computers you're sending them to.  Every time you add something like that, a background, it adds volume if you will to the email itself.  So, I choose not to do that, but you can certainly do that if you like.  And, then of course you name it.  And, I've named it JMR, which are my initials.  And, I have elected to have the signature there for new messages and for replies.  So, that when I'm replying to an email, it just makes it that much easier.  I don't have to sign it.  I can write out whatever I need to write out and send it very quickly.  And, so you have those options.  Now, fortunately, you have these notes.  So, we're going to go through these fairly quickly, but you can always review those and now of course you have all my contact information and you can contact me as well if you have any additional questions.  

The important sensitivity of receipts.  You'll notice that on this bottom bar, just above the two area, there's an options section.  And, the options section has a lot of stuff in it.  Now, every time Microsoft comes out with a new version, they update them. One of the things that I like about Microsoft and Outlook is that a lot of these things are automated.  The one thing unfortunately that hasn't been automated yet is the read receipt function, which I have to do every time.  And, there's a read receipt here that "request a read receipt for this message" which I have to check every time.  And, I do.  I check it every time I send out an email that I want to know the individual received and that they read.  And, we'll talk about that in a minute as well.  So, the importance you see here both these are importance and sensitivity are both in the normal.  Here we have voting and tracking options, because there's options for voting, and then delivery options as well.  

If we look at the level of importance, we see that there's low, normal and high.  And, there's also, because it's a Microsoft product, lots of ways of doing everything.  So, I'm going to show you a few ways of doing all these things.  But, since I'm going to have to come here anyway to do my receipt, I do everything in this pane since it's available to me.  It just makes good sense for me to do that.  So, I'll identify whether it's high or low or normal.  Then in sensitivity, it's either normal, personal, private or confidential.  Each one of those carries with it something else and for example, if there's a delegate on your email, if you have determined that you want your assistant, your office assistant or another clinician or somebody else to also receive all of your emails, if it's sent to you as private it will only go to you, it will not go to your delegate.  The other ones, it will come to the delegate as well.  But, if it's private, it's marked private, it only goes to that individual. How many of you have PKI on your computers?  Oh good most of you.  And, the rest of you will be raising your hand in about a year.  Because you need to have PKI.  As you know the VA is very security conscious.  We have a duty to protect the charges that we have been assigned.  And, so, PKI is a method by which we can further encrypt email.  One of the things that they will tell you or the ISO will tell you every time is that anything you do on the internet is not private.  If you send out an email, it is not private.  It's discoverable.  Potentially people can read it.  Even with the government security.  PKI is another level of security that is even more encrypted and much more difficult to access, but still can potentially be accessed, but certainly much better. So, again using the sensitivity as either normal, personal, private or confidential is another option. 
So, the read receipt again, just to review that very quickly, is right here.  Request a read receipt for this message.  You can also receive a delivery receipt for the message.  I very rarely use this anymore as I'm not really interested whether they get it or not, I'm more interested if they read it.  Plus since I store all those, I don't want to have to store a read receipt and a delivery receipt.  Again, they take up space and so I want to limit the amount of space that it's taken up.  So, I will generally not do that.  I do use the read receipt an awful lot, almost daily.
So, let's look at read versus not read.  And, in this particular case on the left side of my inbox, I see that this person who has been redacted on this date read this particular email.  So, this is a read receipt, report of contact on the sender's name, recipient's name, again those have been redacted.  They're actually people there.  And, it was read on 4/25/2008 at 2:26 p.m.  I know exactly when this individual or the person accessing their computer illegally read their email.
Not read.  Now, as I said, there are glitches in every program and I told you about the reading pane.  Now the reading pane is terrific.  And, if you read like I do the one screen, OK, I read it, great, and you can delete it, you can move it over to somewhere else, it will tell me that you didn't read it if you don't open it.  If you read it in the reading pane and don't open it the read receipt comes back as not read.  And, we have a doctor here who has been the subject of several of those from me and asking why didn't you read - well, I did read it, I just didn't open it.  And, so that is certainly a glitch in the program that is what it is, but it allowed me to follow up, because what I wanted - the information that I wanted to give to that individual was important.  And, it was important for me to follow up and to find out exactly what was going on.  After that, however, I asked him to open up very quickly, because you can open up and escape and it opens up for a second and then it goes back down so you don't have to fumble through several keystrokes to do that.
The importance, as I said before, there are more than one way of doing things.  So, when I have the options area open, I can certainly click on the importance and identify that.  Or, I can simply go to the icon, which is this exclamation point, which is Microsoft's way of saying this is really important, high importance, or the thumbs down arrow here, which is low importance.  And, so, if you really don't need a read receipt, you can click one of those or if you don't click anything, it defaults to normal, both are normal.
OK.  Now to organize all that stuff, because now you're sending all these emails out to all these people and all these people are sending you back emails and you want to be able to access that information as quickly as possible so that when someone calls you on the phone, I need this information, and you want to get to that information, you need to organize in folders so that you can do that.  So, you can have folders that you'll use very soon and folders that you can access from your BlackBerry.  Those of you who have  BlackBerrys know that your personal folders aren't available on your BlackBerry.  They are but it's much more difficult and way too long to do.  So, you want to stick with the folders in your inbox.  Personal folders, folders that you want to quickly access but have already addressed.  So, those are things that you've looked at and you're now going to file them for later, because you may need them later, or you just want to keep them.  Not necessarily things that you need to do an action on, and we'll talk about that in a second as well.  And, then archive folders, folders and emails that can be archived.  You don't need them anymore, but you don't want to get rid of them.  So, you can archive them and what the computer does is shrinks them down into smaller components, and yet you can still access them.  But, again, to access them takes a few keystrokes as well.
So, let's take a look at the current inbox folder.  So, on my computer, I have five.  I have inbox, action items.  Action items are for those things that I can't just handle once.  And, usually, they're from my BlackBerry.  Sometimes they're not.  Sometimes they're from my computer and I want to remind myself that in three days I have something I need to do so I'll move it over to my action folder which I look at every day.  If I'm on the road, like I am now, when I go back to the airport, if there's something I really need to act on and it's an email, I don't like using - I'm not a child of the 80's, so I don't use my thumbs very well.  I prefer typing.  I'll move it over there and tomorrow I'll type out the answer to that email.  If I can do it very quickly, I will do that on my BlackBerry.
Pac report happened to have been a report that I had requested from the field.  They were coming in fast and furious and because of my travel schedule I wanted to be able to take them off of my inbox and put them in that folder so I can look at them later and then read receipts.  I am very serious about read receipts as you can tell.  And, I have read receipts in my inbox and then I move them into my personal folders.
So, how do I create an inbox folder?  And, that's actually also fairly simple.  In this particular case, you can click on the inbox with the left mouse button and then right click.  And, when you right click, this pull down menu comes down and you'll see the red arrow pointing to new folder.  And, then the new folder will come up and you'll see this menu and what I did is I put current work and where it's going to reside is going to be here.  Now, if I decided I wanted it to be someplace else, even though I had highlighted inbox over here on the left, I could change it to anywhere I wanted - wherever I wanted it to be.  But, I want it to be in the inbox.  
And, so, I click OK, and now I have added under action items, current work, just to give you an idea of how to create these folders on your computer and this is in the inbox.
Now, there's another way of doing this as well.  And, you can go up to file up on the top, to new, to folder, and then basically it's the same process.  So, what you saw was when you went up to file, new, folder, that's basically three mouse clicks and then you put the information in.  Right mouse click, new folder was two mouse clicks.  Big deal, no not really necessarily, but if you're really comfortable with it, it does make a difference.  Those of you who work on your computer a lot, if you've ever done a time study or thought about a time study, how long it takes you to move the mouse from one part to another.  We're talking about seconds.  But, if you're handling hundreds of emails a day, those seconds for each one of those clicks add up, they do, they add up.  Which is why we seem to spend an hour at our computers going through our emails and not realizing that we've spent an hour doing that.
So, personal folders, now a little bit different than the inbox.  And, the inbox resides on the drive that the medical center has created for you.  And, I have two personal folders.  I have one in the inbox and I have one on my personal computer.  What the VA now wants you to do is to keep everything on your M drive.  In our medical center, it's M drive.  Sorry about that.  Wherever the drive is that the medical center has chosen for you, that's fine, that's where you want to keep it.  Why?  It's secure.  And, you're not responsible for anything that happens from data that you have appropriately placed on the network drive.  And, it's much more secure than it is on your personal computer.  If somebody comes into your office and you've left your computer on and logged in, they can access what's on your computer.  And, so you want to make sure that when you log off, make sure that you log - when you leave your computer, make sure you log off.  So, personal folders reside on your desktop computer and not on the server.  And, again, that's changed and I'll show you how to put them on your server.  Remember that sent items and deleted items also take up space on the server.  So, that's also very, very important for you to understand. 
OK.  So, in order to look at and to assess where you want to place those folders, you want to go to tools, options again, internet - I'm sorry, email options, and then data files.  
And, then here you want to go to the add.  And, you'll see personal folders, M drive, and Robin's mail.  And, you can add your personal folders.  
Now, I think here I'm also going to show you - yeah - so, you're going to choose the version of Outlook that you have.  Most of us are going to have the 97 to 2003 version.  That's the one you choose.  
And, then it shows you where it's going to go.  
And, what you're going to document it and you'll see that in this particular case, I've created it on the C drive.  So, I'm going to move things to my C drive.  And, again, I'm protecting my computer every time I leave it by logging off.
And, here you see I now have personal folders on my M drive and my C drive.  
OK.  And, now you can add folders the same way you did in the inbox.  And, you can right mouse click and go to the create new folder or you can go up to file, new, create new folder.
Now, as you can see, and you're not even seeing all of these, you're seeing down to the K's, my inbox or my personal folders, I have a ton of personal folders.  Organizations, my local station, CME, and CME you'll notice that I have - I'm not going to open these certainly - but you can see that lots of them have subfolders as well, because there are certain things and I do some public speaking.  So in my CME folder, I might have five or six current programs that I'm doing.  There's a VeHU program on that folder as well, on that personal folder.  It allows me to access them very quickly.  So, when Connie Link calls me up and says we need to go through the presentation that I just sent you, click, click, boom, open and I'm there.  And, it's very, very convenient to do.  I don't have to fumble through my M drive.  I don't have to fumble through trying to find something on my computer.  I know exactly where I put it.  And, so, I keep a lot of things on the - on Outlook so that I can access them quickly.
So, moving email to folders is also fairly easy.  There are three options to do that.  I think this is fairly straightforward and I think most of you know how to do this.  The first is to click on the email that you wish to move to a folder and hold on the left mouse button.  Then you simply drag it over to where you want to store the email.  Make sure that where you drag it is highlighted and then release the button.  Fairly easy, I think most people know how to do that.  

The second option is to click on the email that you wish to move while you have the email selected, click the right mouse button one time, then click the move to folder option as you can see here.  A box will appear that lists all the available folders.  Now, here if you want to, you can create a new folder.  And I will do this when I want to create a new folder.  So that someone sent me something, I have a brand new friend here and you sent me an email and I want a folder with your name on it and so I'll choose that and then I'll create a folder with your name on it so that all the emails that you send me will go into that folder.  And, it's a more efficient way of doing it and a quicker way.
And, the final way is to click on the email that you want to move and then click on the move to folder button on the shortcut.  There's a move to folder button.  If that's for me, tell them I'm giving a lecture.  The move to folder button up here will allow you to again access this menu and the same menu that we just showed you in the other scenario and you can again create a new one if you want or simply move it.
Attachments.  People send you attachments.  You're going to get tons of attachments.  From VeHU you got attachments about the brochure and all these other things.  They take up space on your computer and they take up a lot of space in some cases.  So, you want to make sure that you put them someplace where you can access them.  If they're important enough for you to save on your computer, we're going to show you how to do that.  You can save from the document once you open it making sure you know where it will be saved and you can save it by right mouse clicking and use the save as feature right from the email without even opening it.  

So, let's look at that and see how to do that.  So, here's an email with an attachment.  I right mouse click.  There's a save as function.  I can open it, print it, save as, copy and select all.  I can save as.  And, then it simply tells me where - I simply tell the computer where I want it to go and it will save it wherever I want it to go, my M drive, my C drive or what have you.
Where does it all go?  Inbox email will stay in your primary reader until it's deleted, moved to a folder, or archived.  Personal folders will remain in personal folders for future reference unless you decide to delete the email or archive it.  Sent items, emails that you compose, forward, or reply to will all be saved until they are manually deleted or archived.  And, trash contains emails that you have deleted from any of the above locations and it will remain there until you manually delete it or you set up your account to automatically empty after, every time you close out of Outlook.  So, every time you close out of Outlook it will tell you, "do you want to delete everything?" and it will give you that warning.  All these areas affect the size of your mailbox. 

Now, I said before, there are two types of delete, there's a soft delete and a hard delete.  We all know the soft deletes.  Right mouse click, delete, hit the delete button, those are soft deletes.  A hard delete is when you shift delete.  So, you can permanently remove an email in two keystrokes, shift delete.  Three strokes because now a folder comes up or a warning comes up and says "do you want to permanently delete this?" and you have to say yes.  So, it gives you the warning that you're going to permanently delete the email.  And, that's perfectly fine.  And, it's important that you do that, because the sent items and the trash items stay there until you get rid of them and they're just filling up space.  
And, this is what comes up.  Are you sure that you want to permanently delete the selected items?  This is also what comes up when you tell your computer to delete everything on exit and before it will delete everything, you have to give it the go ahead to do that.  So that, oh, you know what, I got something today, I think I might need.  I'm not sure if I need it or not.  So, I can click no.  And, so, it'll save all my deleted items for the next day.  And then if I decide that I don't need that anymore, then I can certainly delete it.
So, how do I set my trash to empty when I exit?  Again, going back to options at the main menu, click on tools one time with your left mouse button, click on options one time with your left mouse button.  When the options box appears click on the other tab.  Click the checkbox next to "empty the deleted items folder upon exiting".  Click the OK button one time with your left mouse button.  And, now your trash will empty every time you exit Outlook.
Archiving.  Why archive?  Well, I think it makes pretty good sense and I don't think I need to go through necessarily all the good things about archiving.  It takes up space.  You don't necessarily need them.  But, there are some times where you might want to access some of these emails in the future.  Certainly, I have emails now for 11 years.  And, I have most of them archived.  But, I do have emails from 11 years.  I don't necessarily hard delete them.  I might delete some of them.  But, I do have some that I have actually saved.  Some are historical.  If you work for organizations where major events are occurring, you may want to keep those.  Others may not.  You may want to delete them every year.  That's entirely up to you.
So, how do you archive?  Click on a file with your left mouse button one time.  Click on archive with your left mouse button one time.  Then click archive.  A dialogue box will appear on the screen.  And, now we get to choose various things.  So, there are two different options for archiving. 

The first option will offer to archive all folders according to their auto archive settings.  Not recommended.  Not recommended because you lose control and they go into this abyss.  And, it's not filtered at all.  So, it's just there.  So, you'd have to go through all of them to find what you're looking for.  You don't want to do that.  This will not allow you to determine where you want the archive stored and what you want to name the file.  So, you could lose it.  

Second option will provide you with more control over the timeframe to be archived, the name of the archive file, and where the file will be stored.  Click the radio button next to archive this folder and all subfolders.  Click on the folder that you want to archive.  I'd recommend archiving your folders separately in order to aid the retrieval of information.  
Again, the faster you can retrieve that information, the better you look to the person on the other side of the phone who you're trying to impress with how quickly you can access that information.  And, it also saves you a lot of aggravation and you know what let me get back to you on that and spending six hours trying to find a document that you could have found in 30 seconds.  Click the drop-down menu next to archive items older than to determine your timeframe.  So, you can make that determination of what timeframe will go into that one in particular and that's how it will be named, with that timeframe.  Click the browse button to determine where you want the file stored, the best option.  You can create on your M drive an archive file.  So, there is no question about where they are.  They're going to be in archive.  And, then there will be all those subfolders listed underneath the archive folder of where that information is and then click OK.  Archiving folders into separate files it is much easier to look for a specific email that you receive when your archive file contains just inbox data.  Always check the file location under browse before you click OK.  You need to know where the data is going before it's gone.  Modify the name of your archive file to identify which box you're archiving, the time frame and so on.  And, this is an example of how that would look and you will see these are - we're archiving the sent items as of 12/31/06 to 03/16/07.  Fairly straightforward.
Now as I said before, one of my favorite things, 'cause I'm getting less young is the calendar functions.  So, the calendar functions, sending and receiving appointments, recurring appointment and events like birthdays, another great example, and delegates.  I mean, you get as old as I am, just about every day, there's another birthday of somebody.
So, in this particular case, we're looking at journal club.  So, journal clubs are held on a monthly basis and all the residents are required to go to the journal clubs and so are the clinicians.  So, what's the easiest way of making sure that I do this work once and I don't have to do it again.  And, the calendar program allows me to identify what the subject is.

Label it as important. 

Identify the start and end time.  In this case it's Friday, October 6th, 2006 at 5:00 to 5:30.  
Identify a reminder to all the people who are going to get this and I want two days before they're going to - so on Wednesday before the Friday they're going to get a reminder that this is coming up.

And show that the time is busy, they're going to be there.  And, if they're not there, we need to know why, because it's mandatory.
I then go to the scheduling component.  Let me go back for a second.  We're right now in the appointment tab.  And, I've just gone to the scheduling tab here.  And, I am obviously the first attendee and then I have the four residents and I can add clinicians.  I can add a whole distribution list of people that I want to invite to this event.  If you are doing a birthday for example or you're scheduling a haircut and you want to make sure that it also appears on your home computer, you can email it to yourself in one of these boxes.  So, you can put everything on two computers.  The plane ride to Tampa could have been on your home computer as well as your VA computer.  Perfectly legitimate, makes sense, it's business-related.
And, then I use the button on top because it is a recurring item.  It's going to happen every month.  And, so identify that it's going to happen from between 5:00 and 6:00, one hour on the sixth day of every month or the first Friday of every month.  And, this is where I define monthly.  It could be daily, weekly, monthly, yearly.  When it starts.  If there's any end date.  In this case, I want a no end date.  And, I could have identified I wanted ended after ten sessions or by a particular date and it gives you all of these options.
And, then what happens is that if you are the recipient, you would get an email that said you were invited to this journal club.  Where it was located, in this case K119.   The date, I could have placed a message in there saying this is a mandatory, there's no option here.  But, I could have also embedded in there, documents that I wanted them to read, the journal articles for example.  I can go back in there and update them doing that same thing.  
And, so, what I'm going to do here is since I received that is I'm going to accept it or I can give it a tentative or decline.  I'm going to accept it and then it gives me another option.  Edit the response before sending, so I can write something to the sender, just send it, the response now or don't send a response and I click OK.  
And, this is how it looks on my calendar.  So, now I have on my calendar and remember the - and I'm color blind, do whatever color that is, magenta?  I don't know what color that is.  Coral?  Coral?  All right, coral.  Coral was the color of important, when I identified it as important.  And, so now it really stands out on the computer.  And, every computer that's accepted it, it's automatically in there on the first Friday of every month that there's a journal club.  Now, I can go back in, let's say one month and I need to cancel one journal club.  I don't have those slides here.  But, I can go in, double-click on it, I can cancel it, it'll say "cancel all or just this one" and you cancel just that one.  And, so, it doesn't delete all the rest of them, just the one that you need to cancel.  Very, very convenient organizational tool.
And, you can use this same process for lectures, conferences, events, set up reminders to send out evaluations, whatever you can think of to really make your life much easier. 

Now we also want to talk about establishing a delegate.  I talked about that a little bit earlier.  If you work in an office, and you have an administrative assistant or secretary or another resource person that you want also to be able to access your emails and get your emails, you can select them as a delegate.  And, to do that you click on tools, options, and then click on the delegates tab and click on add and use the address book to locate the person that you want as the delegate and then click OK.  You know, a lot of these processes are very, very similar.  There's a convention that Outlook uses and they're fairly similar.  Just take your time and read through all the instructions and all the different tools that are available to you.  
Establishing a delegate using the drop down menu for each functionality.  You can designate whether your delegate has access to either no access or reviewer, an author, an editor or so on.  And, so you have all of those things.  They can look at your tasks, your inbox, your contacts, your notes, your journal or none of them.  Just you want just to have them look at your emails.  So, you set that.  And, that's - and you can change that as well.
Now, I think the last thing I'm going to be talking about are voting buttons.  And, we talked about that a little bit earlier.  That's going to be in that options menu that's on the screen that you see here.  And, you want to create a new mail message, click on options, click on options under the options menu, click the checkbox next to use voting buttons.  And, you can either click the down arrow to select default button responses or you can click on the white text box area to enter your own verbiage.  You can decide how you want to do that.  Then click close and click on send to transmit the email.  It's that simple.
So, you're sending out to five or six or seven people, you know, here is the final version of this.  I'd like your approval.  You can click on the voting button.  Please use the voting buttons as appropriate, approve, disapproved, done.  And, they'll have to send you back an email saying well, this or that or whatever, but they can when they send approve, it will also ask them if they want to put a comment in.  So, approve, but you made a spelling mistake on page 2 and that's perfectly fine.
Now, the response to voting buttons will come, will or will not, the receipt of your email will see the voting buttons appear at the top left corner of the email.  Always remind the recipients that they should use the voting buttons to submit their response.  Once the recipient clicks on a voting option, in this case, will or will not, they'll be given a dialogue box to direct their response.  Once they respond, then you will receive a return email that identifies their voting response.
Now, you can track these responses.  You can track them on a piece of paper next to you or you can use the computer to track them.  To track the responses sent to your email, click on the sent items box, locate the email that you sent out containing the voting buttons and open the email.  Click on the tracking tab at the top of the email and you'll be able to see the responses from each recipient.  It's very cool.  So, you'll see the yeses, the no's, the wills, the wills not and so on.
You can also export those responses to Excel, if you're really into documenting that stuff or it's a really important vote that you want to make sure that you have a record of, in case somebody challenges it.  And, let's face it, that happens on occasion.  You can select the response you want to copy.  To select all rows, click the first row and hold down the shift key and then click the last row of the range.  To select specific rows, click the first row desired and hold down the ctrl key and then click on the other desired rows.  At the top menu click edit and then click copy.
Open an Excel spreadsheet, click edit, click paste.  This'll insert your tracked responses into the Excel spreadsheet and that's ready to be formatted for whatever you need it for.
As I said before, the out of office assistant is what I've used today so when anyone sends me an email, they will get an email back very quickly that I'm out of the office and I'll be back in the office on Thursday.  And, if they need help, they can call my program analyst.  Automatically response to an email with a message from you.  Here you start with tools and then the out of office assistant.  And, you'll see here that I wrote here "I will be out of the office from" whatever the date through whatever the date.  On travel, I will have limited access to my BlackBerry.  For immediate concerns, please call my cell phone, please call my secretary, please don't call me at all.  Whatever you want to say in that email, you can say.
And, I think we - the do not reply to all button as I talked about before.  Do not click the new button to start an email where you want to control the actions that can be taken on that particular email.  
Click on tools, click on forms, click on choose form, select the form that you want to complete, for example, click on no reply all to prevent recipients to sending an email to everyone included in the email and then complete the email as usual.  Now, the reason that I went through that process is that if you write an email and you say, you know, what I should send this don't reply to everyone, that's too late.  Then what you have to do is you have to copy your email, delete it and then start all over.  But, if you copied and deleted it, then all you have to do is paste it in there.  So, you didn't waste all the time.  But, if you decide after you want to do that, that's what you'll have to do.  So, if you want to send an email do not reply to all, you want to start that at the beginning.
And, then setting the do not reply to all notice when the message is received by the recipient that there is not a reply all option available at all.
Connie:  So, from the point of you've look at Outlook, I have to give you something else.  Who else has an office that is immaculately clean, like Martha Stewart would be jealous.  If you raise your hands - oh, he barely - he was like, no, I don't know.  OK.  So, you're obsessive compulsive.  OK.  We're all right with that.  I have to tell you all of us have so much going on these days, it's really, really hard to not only maintain the electronic piece of our life, but all that paper.  Because some of us still cling to the touching and the feeling and the tactile enjoyment of having mail and pieces of paper and snippets.  So, I wanted to share with you today my theory called RAFT.  And, I have to tell you at home I'm a little bit of an organizers.  So, I watch a lot of Home and Garden channel.  And, this came from Home and Garden channel, the RAFT theory, OK?  You just go to your office and don't let it overwhelm you.  My theory is how do you eat a elephant?  One bite at a time.  And, you're going to take the first stack and you're going to look at these different areas.  The first one is R.  Do you need to read it?  Do you need to act on it?  That's the A.  Do you need to file it?  That's the F.  And, then the T is toss.  I recommend you have the trash can near you as a support method during the T phase.  So, you look at it.  And, you say, OK, I need to read it.  So, you're going to put all your reads in one stack.  And, then you're going to put and you're going to end up with three different stacks and a very full trashcan hopefully.  I had a person at my hospital, she said, "Well, what do I do after that?"  Well, of course, you read what you need to read and then from there you decide do I need to act on this, do I need to file it, or can I chunk it?  And, as you work through that process, you're going to start gleaning out all those different stacks in your office and you're actually going to have a way to maintain all of that stuff that's coming into your life.  So, I'm not saying that you have to file everything immediately.  But, at least you have one area that you know is going to at least be a short term storage for you in the meantime.  And, I truly believe that this process does work.  Now, once you act on something, again, you're going to say do I need to file this, can I shred it, what can I do with it.  And, I promise you can even email me if it doesn't work for you.  Because this is a very basic system to make life a little bit easier.
OK.  Let's talk about the CPRS timesavers.  
With the CPRS timesavers, so much of what you want to work with is going to be off the tools menu of CPRS.  So, I've just got a little screen for you there, it says tools and then looking at the options menu.
We're going to talk about notifications.  With notifications, you're able to allocate - you need to look and find a particular time during the day, in the morning, in the evenings, a ten-minute increment there.  Try to put a scheduled time into your day.  Most of you if you have clinics or things of that nature, you know where you have a few minutes to spare every day while you get that cup of coffee where you can work your notifications.  I think my providers at my facility, if they try to maintain those notifications all during the day, they just get so overwhelmed.  So, try to allocate a little bit of time.  You also want to make sure that you can also verify your notifications that they're turned on within the personal options. That's what we're talking about under the tools and the options menu.  You have the option to turn off nonmandatory notifications, but I don't advise that.  Because you're still responsible for having those notifications turned on.  Now, if you feel like it is something that absolutely does not apply to your particular role, then you can be comfortable with that.  But, I did have an issue one time before where a provider turned off a notification about a lab specimen and the specimen had actually hemolized.  And, when the lab sent them the notification to redraw they didn't get it.  So, be very, very careful with those.  

On notifications - and the reason why we have it step by step for you, when you go online, you have a set of written instructions.  Or you can save them down to your desktop so that you have these step by step for later on.  I like to have a list myself to be able to go back and reference, unless your magically going to remember every single thing that you've heard at VeHU this week.  And, if you do, I'd like to know who you are, because you're magical.  So, you'd actually click on tools.  You go to the options menu, and then another box, a dialogue box is going to appear.  And, then that's where you're actually going to see where you have a notifications tab and a list of all the notifications are going to come up.  And, you see which ones are mandatory and which ones are not.  So you can actually check the box next to those.  And, from there, once you've selected anything that you feel is appropriate to turn off, you click apply and then you click OK.  And, so, those are the things if you know that they don't apply to the job that you're doing, you can cut down on a few of those notifications.
A surrogate.  We were talking about out of office assistant.  Now, we're talking about a surrogate.  You're not in the office right now.  So, who's taking care of your notifications and your unsigned notes and things of that nature.  A surrogate you can always establish when you know you're going to be out of the office, when you go on vacation, anytime, even if it's just a single day.  And, what you're going to see is establishing a surrogate is going to make sure that you know that one person - that all of your notifications are going to go to, so that's that point of contact you can communicate direct things with.  And, things are not going to build up while you're gone and you're going to make sure that your patients are being taken care of at the same time.  Now, you cannot choose for different surrogates for different things.  I had a provider who had just a hep C clinic and they wanted surrogate just for that clinic.  It's an all or none kind of thing.  So, if you're out of town, you can set up a surrogate for all of the notifications.  Now, your clinical applications coordinator can help you if you're going to be gone - if some of you get to have multiple weeks off - I would also like to know you if you get to do that as well.  But, let's say you're going to have a two-week span off and the first week you have one surrogate and the second week you have someone else, your CAC can establish that for you in VistA where it will automatically be very smooth.  Because you can only establish one through CPRS.
By doing so, you'll go to tools and options.  And, then you're going to click on the notifications tab and up at the top you're going to see a surrogate button or surrogate settings.  
And, on that, whenever you click the surrogate settings, you're going to have a little bitty text box and when you click down you can type the first few letters and you find the person who you are looking for.  And, then you can also choose your surrogate date range.  If you don't choose a date range, there's not going to be a really end time, it's just going to be automatic.  But, your surrogate date range you can say from, you know, the first through the fifth and choose that time frame.  Once you've established the timeframe and the name, then you simply just click on OK and it's all it does to take a surrogate.  And, really be proactive when you're doing those things because you don't want all of that built up for you later on when you return to the office.
Patient list.  I have new providers that come in every day and bless their little hearts, they don't have patient lists set up.  And, it's just so hard for them to find all of their patients.  So, you can do it whether you're a hospitalist and you report to certain wards, if you have certain clinics.  You can set a default list that if you have a primary care team, and every morning when you come in, it can have your patient list for you starting at your first appointment all the way down by the time slots.  And, so with this again, you click on the tools menu.  That's the key to everything in setting these personal preferences up.  So, you go to tools, options, and then on the options dialogue box, you're going to click on source combinations.  And, there you can see you have several different options.  So you could go by provider, by specialty, by team.  The one thing I do want to say here is if you do have multiple clinics or multiple units that you want to work with, leave this set as combination in the top right corner where it says source.  
And, just leave that combination and then on the next option under the patient selection default, then you can choose the multiple clinics.  So, on this slide you can actually see, we're still in tools and options, but right next to that source combination, there's a patient selection default box, and with that, you can actually go in there and you can see the radio buttons associated to ward, clinic, provider, specialty.  And, that's where you can actually type in the name of your clinic, you can add it, and then you can add multiple to that single list instead of having just one.
Default document titles.  It's amazing how many people actually haven't gotten to set this up for themselves.  And, you guys, some of this may be very basic knowledge for you, but I am surprised at how many providers and users don't actually know about this.  Your default document titles, if you document on title X, Y and Z every day of your life, you don't have to search for it every time you click on new note.  So, with this, again, we're in tools and options.  Are you seeing the pattern a little bit?  Tools and options and then under the options, you have a little tab on that dialogue box called the notes tab.  With the notes tab, you can click on the document titles button.

And with that, you're going to see that there's an actual document title box, and in that box, you can type the title that you're looking for.  And, when you type just a piece of it, it's going to bring up a list that meets the requirements and when you find it you can double click on it or click the add button and you can add that title over to the right-hand column.  And, you can do all of the titles that you normally write.  And, this is under your control.  So, when your CAC, 'cause you know the CACs do everything wrong, that's what I hear at my facility.  When the CACs go in there and they add another title and I didn't know about it, now you can go to your document titles and very easily add it to your list so you have it all the time.  You can also remove those if you need to.  So, if we add them, we're going to click on each title. We're going to click the add button.  At the end, we're going to save changes and OK.  Now, at the bottom of the screen, you're going to see to remove a document title.  Let's say they've changed a title you're no longer going to use it in the role that you're performing, you can click on it, click on remove, click OK, you're done.  It's something that you can maintain very easily and you don't have to have technical assistance with.
VistAWeb default.  That was my favorite thing when I came to work for the VA three years ago.  VistAWeb.  And, so with some of the upgrades they've actually done, you can automatically go to VistAWeb instead of working off of the reports tab that we used to do with the classic remote data.  How many of you have used VistAWeb before?  Oh, I like to see lots and lots of hands.  If you haven't, there's some actual VeHU classes from previous years that are amazing on VistAWeb.  And, if you have questions, I'll be around all week.  Love to talk about VistAWeb.  With VistAWeb, you actually have the option when you go in to select your patient, if your patient has been to any other VA facility and now we're seeing more and more stuff with the Department of Defense, it's going to give you that blue remote data button.  And, the very first time you select that patient and you click on remote data and the little drop down comes up, it's going to say, "Would you like to use VistAWeb from now on?"  And, if you check that box, it's going to automatically open VistAWeb for you from now on.  You don't have to use it off the reports functionality any longer.  You also have the option though if you need to move back and forth sometimes, because of the BHIE project, you can actually go to the tools menu again, you can go to options, and then you can actually go - tools, options, and on the reports tab, you'll see that there's actually a radio button at the bottom where you can choose the remote of the classic view or the VistAWeb view.   And, so, that would help you very easily if you do need to toggle between that functionality.
Custom view.  How many of you use custom view?  Ooh, less hands.  I love custom view.  And, a lot of people think it's just very limiting to the notes functionality, but you have so much available to you.  When you go and you're on the notes tab for example. And, you go up to view, you can look by author, by date, by expected cosigner.  I always say it's the supersize value meal of search functionality.  I go for the whole hog.  I want to know everything.  So, with custom view on the notes tab, you select your patient, you go to the notes tab, you click on view and custom view and then you get this box that lets you pick and choose all of the different pieces of functionality.  Do you want to look by signed, unsigned, uncosigned?  You can look by the author, by the expected cosigner, by the date range.  It lets you choose bits and pieces instead of just one functionality.  So, after you choose the criteria that you're looking for and you click on OK. 
Then it's actually going to see on the notes tab, where you will actually see the results of your search.  Now the big thing to remember is after you do your fabulous search and you're so very happy, make sure you go back to view, custom view, and do the return to default view.  It's actually three options below the custom view, return to default view.  And, that's going to take you back to where you were in the beginning.  Don't necessarily hit save as my default view.  I have a lot of users that call me and they say all I see are Dr. Smith's notes.  Why can I only see Dr. Smith's notes?  Because they did a custom view search and they accidentally saved it.  So, make sure you do your return to default view.  Now, if you do find a way, a lot of times when I have new providers come in, I have them do a custom view search by title because they're getting acclimated to the different note titles that we use in the facility and they want to know about history and physicals, they want to know about their provider notes.  So, you can actually make it sort by title and set that as your default view if you want to, if you like that.  And, then the next day when you come in and change your mind, you can clear that out and you can set a whole new default view over again.  OK.  So, that's a fabulous option with the notes piece.
You have the same functionality on the orders tab.  And, I'm not trying to be repetitious as far as the steps go, but I want to make sure that you understand that tab by tab CPRS is a wonderful system because it gives you the ability to look for all of these things.  When my users call me and they have a problem, these are the first things that I go to to help them troubleshoot what they're looking for.  So, with the custom view and the orders, you select your patient.  You go to the orders tab.  And, again, you go to view and custom view.  And, with that in mind, then you can actually look by the order status.  You can look at the specific services.  You choose the things that you are looking for specifically.  Maybe just discontinued orders.  Maybe just expired orders.  You get to choose what you want to see.  So, when you do that, you're going to go ahead and click on OK.  Your screen will change to the new level of information, but again, when you get through return to default view.  You don't want to look at just discontinued orders on Mrs. Jones, could be a little concerning.  OK?  
So, again, this is the clearing the custom view search for the orders.  And, again, if you did have a function that you wanted to save as the default, you could do that as well.  
And, again, custom view for consults.  I'm not going to go over this one again for you, because you will have the steps on the presentation.  But you have the ability to look by status, by consult type, you can definitely break down to very specific levels of information that you're looking for.  
Clearing the custom view search, just keep in mind return to default view.
Search for text.  I was so happy when Version 26 came out.  Who's used search for text before?  Oh, I knew you would.  You're so perky.  Who else has?  Oh, I love it.  Search for text, if you wanted to look for supercalifragilisticexpialidocious in a note or in the title of a note, CPRS will do that for you.  Now, I do have to say supercalifragilisticexpialidocious, you would have to spell it right.  But, if you're looking for OEF OIF.  If you're looking for TBI.  There's tons of acronyms and things that we use on a regular basis that we may not have specific note titles for, but your looking for data about that.  So, when you're doing the search for text, we're still going to use this current view.  And, you're going to notice on the second bullet, it says within current view, it's kind of like drilling for oil.  Go all the levels you need to do.  If you need to do a custom view search by provider, by title,  by something specific.  Do that first.  Then do your search for text.  

But when you do this we've got our patient selected.  We go to the notes tab, we click on view.  Then we're going to do the search for text within current view.  And when the dialogue box comes up you can do a string of text.  I would be very careful and not search for the word "A," could be a  lot there, just saying.  So you're going to make sure that you put in something appropriate as to what you're looking for.  When you click OK, it's going to go out there and search all the files on your patient and it's gonna come back and it's gonna say anything in a note title or in the body of the note.  Now, when I was training this at my hospital,  I had a social worker got so upset with me.  He said, "This is…it's not right.  It doesn't work."  And I said well what's wrong?  And he said, "There's nothing in here on CRC for this patient."  I said, well honey he's not part of CRC.  If they don't have it they don't have it.  So the system's going to give you what you ask for.  So I guess he got admitted to CRC immediately after that so the social worker could find notes on him.  
So, here again your search for text options.  Click on view, click on return to default view.  CPRS is so fabulous because they keep the steps very repetitive.  We don't make it very convoluted for you.
Personal templates.  This is a well-loved subject at my hospital.  Where is the Alexandria person?  There's supposed to be - oh, there she is.  She's from my hospital.  And, she knows at my hospital, we do not allow the building of personal templates.  So, personal templates can be an exceptionally easy way for you to establish a standardized document that you use on a regular basis.  You want to make sure when you do build those, if your facility allows it, that you're meeting the Joint Commission requirements, medical record requirements, EPRP.  There's 18 kabillion different places we need to make sure that we're meeting all of the pieces of documentation that we should.  No unapproved abbreviations. 

So, with personal templates, if they are allowed at your facility, I went ahead and I pulled the classes from VeHU 2007 and we also have some templating classes this year.  And, you can use - this is a reference to go back.  If you have not used the VeHU site in the past for previous year classes, you are missing out on something.  It's an amazing resource to go back and have that information.  So, with that, I hope we've sparked a piece of light for you on a little edge.  If you have any questions go ahead and write it down on the card and we will answer what we can.  Thank you so much for joining us today.
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