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Section 1: OHPRS Reporting And Planning Application (OHPRS RAPA)
T
He OHPRS Reporting And Planning Application (RAPA) is for planning, managing & reporting activities and data about the OHPRS member organization and its service functions. It also provides opportunities to collaborate with other members and is a platform for intelligent accountability for individual OHPRS Members. 
About OHPRS RAPA
OHPRS RAPA is currently hosted at http://reporting.ohprstools.ca. It has the following key features and functionalities:
1. Anytime-Anywhere access:  You only need a computer with an Internet connection, login details and a browser to access the OHPRS RAPA. 
2. Final documents more usable and attractive: The final documents are designed simple so that they can be re-formatted in Microsoft Word.
3. More detailed examination possible: The consolidated data and the individual member data, comparing of plans with the interim or final reports is possible.
4. Roll-ups possible: The new application makes system-wide roll-ups possible.
5. 4 levels of independent security: Different access levels are available for entering the information, reviewing and adding comments. Members can assign and modify the access rights without Secretariat intervention. Each Member can have the following roles assigned to their staff:
a. Administrator, called OHPRS Administrator. The Administrator can create, delete, organize reports; create, delete, organize login accounts for their staff and assign % values for staff and region reach (see page 5). To create this level of user, a request approved by Manager should be sent to the Secretariat.

b. Contributors, called OHPRS Contributors. The contributors can add/ delete/ modify the content to reports and plans. The OHPRS Administrator can create this type of user.
c. Reviewers, called OHPRS Reviewers. The Reviewers can review reports and add comments to existing reports or plans for their organization. OHPRS Administrators can create this type of user for their organization.
d. Ministry Reviewers. The Ministry Reviewers can also review and add the comments on existing reports or plans for the organization.
6. Facility to add comments: Member Staff or Ministry staff can add comments to plans and reports.
7. Centralized backups: No more fussing over loosing last year reports or plans. The centralized regular back-ups assure the safety.
8. Improved outputs and outcomes measures: Consistent outputs and outcomes across OHPRS are possible.
Pre-requisites for using OHPRS RAPA
To use OHPRS RAPA, you need:

1. PC or laptop with Internet access

2. Internet Explorer Ver. 7.0 or above. 
Note: This application is tightly integrated with Internet Explorer because of its compatibility with Word and Excel. So, while using Mozilla Firefox Ver. 2, some of the functionalities like downloading to Excel don’t seem to work.
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Section 2: How to access OHPRS RAPA?
T
O access the OHPRS RAPA, first you need to open the web site (http://reporting.ohprstools.ca)  in Internet Explorer, use your login id and password and then you are ready to go.
Getting your user-id and Password
All the OHPRS members will have one staff assigned as an Administrator from their organization. The Administrator will be responsible for user rights management, creation and deletion of reports or plans etc. 

You can request your user-id and password from your Administrator. 
If you are the Administrator or Reviewer or Ministry Reviewer, then send an approved request to the Secretariat.
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Logging on to OHPRS RAPA
Once you receive a user account creation email, click on the following url: http://reporting.ohprstools.ca 
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(If this doesn’t work, copy and paste the above URL in your browser). 

Enter your login details and start using the application.
Section 3: For OHPRS Administrators

O

HPRS Administrators will have access to creation of new reports, deletion of un-usable reports.   
Navigating RAPA

Top Panel
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The top panel has an OHPRS logo and provides the login information. First part is the security level of login and second part is the name of the person.
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Left Menu Panel

After logging in to the RAPA website (http://reporting.ohprstools.ca), you will get the following navigating options: 
· Reports: Using this option you can add/ edit/ delete or comment on the reports as well as plans.  

· Search: You can do word or phrase search on all the existing plans and reports for all members.
· External Partners: You can see the list of external partners for your organization.
· Member Organizations: Master list of all member organizations. 
· Users: Complete list of all application users for your organization 
· Regions: Enter the weighting values for Region Reach as a percentage here, if desired.
· Sectors: Enter the weighting values for Sector Reach as a percentage here, if desired.
· Logout: Use this option to logout after completing the administrative tasks. 
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Reports/ plans
To add a new report or plan, use the option “Add a new report”. Select the type of report (Interim/ Final) or plan and enter the contact details, period of reporting and Title of the report.

To access a report/ plan in Word format, click on Word icon.
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To edit existing report/ plans information, use the first button.

Entering the data to Reports/ plans
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To enter data to a report/ plan, click on the second button.

Select a function from drop-down to enter activity data for that function (e.g. consultations).

Scroll down to “Add a new activity” option and click on it to add a new activity. 

Expand an activity to enter data.

You can copy/paste from your existing template using ctrl+c for copying and ctrl+v for pasting (e.g. copy from your current 0809 AAP).

Some new fields have been introduced to take care of the new reporting and analysis requirements from the Ministry and ENAC (Evaluation and Needs Assessment Committee). Some of the changes are:

1. The planned attributes and actual attributes have been separated out. 

2. The explanation of variances from planned to actual has been introduced.
3. Outputs and outcomes are segregated with maximum of 5 outputs/outcomes per activity

4. No of units is the main output (e.g. number of events).
5. Easy identification of activities between the OHPRS members or system-wide external partners (e.g LHINs).

Activity Summary gives overall summary of the activity, in general and Activity Description gives the details of the activity. Activity Rationale provides the rationale for the activity.
FLS aspects of each activity are under separate headings so there is no need to put them in uppercase or bold.
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Timelines planned can be periodic and descriptive timelines (e.g. quarterly) can be added to timeline comments.
For Reach, the Administrator can define, if desired, the weighting by % for the member organization for easy calculations. Alternatively, the reach can be entered manually.
To define internal and external partners, select a partner and click on Add Internal Partnership. Then describe the Nature of partnership for each partner. All the non-listed partners can go in the Other Partners.
To remove a partner, at any time, click on the red cross against the partner name.

Remember to SAVE.
Reviewing the comments on Reports/ plans
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Click on the small comments button, to review/ add comments to an activity or a heading.
For OHPRS Contributors

OHPRS Contributors can add/ delete or modify the content in existing reports and plans.   
Navigating RAPA

Top Panel
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The top panel has an OHPRS logo and provides the login information. First part is the security level of login and second part is the name of the person.
Left Menu Panel

After logging in to the RAPA website  [image: image21.emf]

(http://reporting.ohprstools.ca), you will get the following navigating options: 
· Reports: Use this option to modify the plans or reports 

· Search: You can do word or phrase search on all the existing plans and reports for all members.
· Edit Your Profile: Change your password or update your information here. 
· Logout: Use this option to logout after completing the administrative tasks. 
Entering the data to Reports/ plans

To enter data to report/ plan, click on the second button.

Select a function from drop-down to enter activity data.

Scroll down to “Add a new activity” option and click on it to add a new activity. 

Expand an activity to enter data.

You can copy/paste from your existing template using ctrl+c for copying and ctrl+v for pasting (e.g. copy from your current 0809 AAP).

Some new fields have been introduced to take care of the new reporting and analysis requirements from the Ministry and ENAC (Evaluation and Needs Assessment Committee). Some of the changes are:

1. The planned attributes and actual attributes have been separated out. 

2. The explanation of variances from planned to actual has been introduced.

3. Outputs and outcomes are segregated with maximum of 5 outputs/outcomes per activity

4. No of units is the main output (e.g. number of events).

5. Easy identification of activities between the OHPRS members or system-wide external partners (e.g LHINs).

Activity Summary gives overall summary of the activity, in general and Activity Description gives the details of the activity. Activity Rationale provides the rationale for the activity.
FLS aspects of each activity are under separate headings so, there is no need to put them in uppercase or bold.

Timelines planned can be periodic and descriptive timelines (e.g. quarterly) can be added to timeline comments.

For Reach, the Administrator can define, if desired, the weighting by % for the member organization for easy calculations. Alternatively, reach can be entered manually.
To define internal and external partners, select a partner and click on Add Internal Partnership. Then describe the Nature of partnership for each partner. All the non-listed partners can go in the Other Partners.

To remove a partner, at any time, click on the red cross against the partner name.

Remember to SAVE.

For OHPRS Reviewers

O

HPRS reviewers will have access to comment/ review on the reports. 
Navigating RAPA

Top Panel

The top panel has an OHPRS logo and provides the login information. First part is the security level of login and second part is the name of the person.
Left Menu Panel

After logging in to the RAPA website (http://reporting.ohprstools.ca), you will get the following navigating options: 
· Reports: Use this option to modify the plans or reports 

· Search: You can do word or phrase search on all the existing plans and reports for all members.
· Edit Your Profile: Change your password or update your information here. 
· Logout: Use this option to logout after completing the administrative tasks. 

Reviewing and Commenting on Reports/ plans

To comment on a report/ plan, click on the button on the left of the report/ plan.

Select a function from drop-down to view activity data.

Scroll down to list of activities and expand an activity to view details.

Some new fields have been introduced to take care of the new reporting and analysis requirements from the Ministry and ENAC (Evaluation and Needs Assessment Committee). Some of the changes are:

1. The planned attributes and actual attributes have been separated out. 

2. The explanation of variances from planned to actual has been introduced.

3. Outputs and outcomes are segregated with maximum of 5 outputs/outcomes per activity

4. No of units for the main output (e.g. number of events)
5. Easy identification of activities between the OHPRS members or system-wide external partners (e.g LHINs).

Activity Summary gives overall summary of the activity, in general and Activity Description gives the details of the activity.

FLS aspects of each activity are under separate headings.

Timelines can be periodic and descriptive timelines are under timeline comments.

Commenting on the reports/ plans

Click on the small comments button, to add comments to an activity or a heading.
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OHPRS RAPA: http://reporting.ohprstools.ca/





Notes:





For queries, contact:


Sam Carboni at Health Nexus


Tel. 416-408-6905 / 1.800.263.2846 ext 2242


Email: � HYPERLINK "mailto:s.carboni@healthnexus.ca" ��s.carboni@healthnexus.ca� 
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