Getting Started in K INexus




Simple Header Toolbar Navigation

Create an Iltem Notifications User Menu
Search Bar

|

CREATE Search Q m Showroom Master

Personal Board A 4| < Standard Boards +
= My Tasks (52) Qg = My Projects (53) Q-
= Take pic of current parts presentation and put in Title Type Status Facilitators Created Start Due (
attachment area. 3 5 y
) ) ) Discharge Prior to 2pm  DMAIC Planned Franklin Oct 23, 2018
| Status: Planned Created On: Oct 10, 2018  Authors: Jeff Cook Project Graham
PEOPLE b ¥ 2 g 2 Southside Hospital T... PMBOK Planned Brendon Oct 28, 2018
i= Ask Ft. Hamilton location about their ergo chairs Project King
Status: Planned Created On: Oct 10, 2018 _ - "
Authors: Hugo Mann Southside Hospital T... Project Planned Showroom Oct 28, 2018
Intake Form Master
i= Distribute final workbook, project plan and Length Of Stay Reduc...  Project Planned Showroom Oct 29, 2018
implementation tools Intake Form Master
Status: Planned  Created On: Oct 11, 2018 Cardiac Medication DMAIC Planned Brendon Oct 29, 2018
Authors: Showroom Master Project King
CT Scan Six Sigma Pr... DMAIC Planned Carla Barton Oct 29, 2018
i= Finalize project plan Project
Status:Hanned 3 Created On-Qctd1-2018 Media Services A3 Planned Hugo Mann  Oct 29, 2018
Authors: Showroom Master
o Patient Feedback PDCA Planned Franklin Oct 29, 2018
<1 > 1-500f52 < |1 > 1-500f53
= My Charts (41) Q[ = = My Improvements Q-
| se———eee————————n S | s |
ra P :
[« (Copy of) Pareto Chart s New Planned Active
Status: New - ::
Created: Oct 11, 2018 . tn < : 4
L:a BSEE % e " lew 9 Central Line, Pneumonia and Q Chart Improvement 1 g Cvi A 9 Find
st Updated: Oct 11, 2018 bl o ¥ 3 =
Authors: Showroom Master et g Ventilators bundles Status: Planned Status: Active audits
e e Status: New Created On: Oct 12, 2018 Due On: Oct 12, 2018 Status: (
» ",,‘ Created On: Oct 11, 2018 Authors: Showroom Master o Responsible: Showroom Master (] Due On
B o] Authors: Showroom Master Respon:
¥ Need guidline for returning 9 MICU/Neuro A
I ¥ Interdepartmental Transport equipment Status: Active
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Showroom Master
— Username: showroom
Igl Network Location: KaiNexus Su 4" Edit Profile
: pport
)
AEWIOM NS Roles: KaiNexus Support (KN Employees Only) @ Change Password
' S : Full A & Change Profile Picture
& User Profile > s s i 8
r 4 Notification Preferences
4 Feedback
? Support i View your items & personal impact
(% Sign Out I
Last Login: Oct 15, 2018 - 02:49 PM  Last Updated. Aug 22, 2018 - 01.48 PM
User Profile
View activity, edit profile, change password, change profile picture, and manage
notification preferences KaiNexus e[S
Feedback KaiNexus 2.2 Support

Ask questions, report bugs, and leave suggestions for improvement or platform

earch

Support

Great resource for KaiNexus terminology and functionality. Become a KaiNexpert!

Coaching The Basics

S i g N O u t Working with Your ltems Boards and Cards

Lists of Items and People Reports

Sign out of KaiNexus
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Notifications

Notifications & Updates x

& AYours & A Opt-in & @ & @ Updates
Yours

IEE Draft floor plan scenarios complete Task #1182 ﬁ

(O Throughput Project Plan
Authorls) Showroom Master

Due to your team association with the item

Assigner  Showroom Master Hesponsible Showroom Master X
Due Date Oct 16, 2018
A This is Overdue. Due: Oct 16, 2018 Opt‘l n
Clear Flag ‘ Due to a notification preference that was

Q CVI surge #1218 . .
LThroughput it either configured by you or as part of one of

Authorls) Showroom Master your rO|eS

Assigner  Showroom Master Responsible Showroom Master
Due Date Oct 17,2018

#.Tiie s Overdue Dues Qe 2018 o550 Comments and timeline updates since the

last time you viewed an item
Sort Clear All

™~~~

< |1 > S Clear
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Notifications

Customize YOUI’ Notiﬁcation Preferences Notification Preferences - Showroom Master

Opt-In Email Settings

When you're on a team, you will automatically get updates about it in your digest. Some items that are more time sensitive will generate an additional email. These
are not customizable and the settings on this screen do NOT change those notifications. Team notifications are set up based on best practice standards.

Below is a way to opt-in to notifications about Improvement work of which you are NOT on the Team. This is usually only necessary for Continuous Improvement
Specialists and Leaders. If you are a specialist or leader, you will have a corresponding Role in the system. Those roles have default notifications already set up.

Ed it Proﬁ le Those default Opt-In notifications can be edited below.

4= New 3 Remove All r’} Restore to Role Preferences

Change Password

TYPE © STATUS © LOCATION © WHEN? @ HOwW? ©

(Remind each week)

‘ Change PfOﬁ(e Pi Ctu re Improvement New User's Location & Below Immediately Alert Only S %

Notification Preferences + | Notification Preferences - Showroom Master x

Opt-In Email Settings

Users get a digest email containing all of their updates. They'll only get this email if they have an update. They also receive an email with their subscriptions.

Which days do you want to receive a digest?
& Monday & Tuesday (@ Wednesday (& Thursday O Friday (& Saturday (& Sunday

How to Change Your Preferences:

Which days do you want to receive your subscriptions?

™ Monday & Tuesday (& Wednesday (& Thursday O Friday & Saturday & Sunday

1. Click User Menu

What time (and time zone) do you want to receive your Digest/Subscriptions? @

Click User Profile Tme | [Timezone =

Click Ellipses

Email © On  Off

N

Click Notification Preferences : L . . . :
Digest: Email with the important updates about your items since your last digest

Subscriptions: Email with information about and links to any lists and/or boards to
which you are subscribed
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Search

Search

Test

 Improvements ([ Incidents & Projects (¥ Tasks

I 9 test #2454

(D Sample PDCA #2453

O Test #1390

(D Test Charter #1667

(O TestVSM #1654

9 Test Audit #2457

¥ Eye Complaints #1841

(O Outpatient Imaging Process Improvement #1784

Q rest #2402

r

% Q. Relevance

& Peop

v

Relevance
Exact

Advanced

196

128

124

0.87

0.30

0.06

(]

Re | eVanNCe (Default Search Method)
Contains exact or similar text

Exact
Contains text starting with the exact phrase entered

Advanced

Advanced query including wildcard and Boolean logic

PRO TIP- Deselect the workflow check boxes to help cut through the clutter and find
the specific workflow item you are searching for.
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CREATE

Projects
l Often used for larger scope improvement efforts. Typically driven
CREATE from the top-down, have a larger team and may be a longer or

l ongoing initiative

(D Project

Typically bottom-up driven and used for smaller scope
improvement efforts

Q Improvements

¥ Improvement

i= Task
e==  Tasks
|~”  Chart » @ == These are the to-do items on Project or Improvement

M Charts
I__ A way to capture and measure any KPlIs

Project or Improvement?

1. Projects can nest other Projects, Improvements, Charts and/or
Tasks. Improvements can only nest Charts and/or Tasks. NOTE:
2. Improvements typically measure impact. You may complete a These templates may be titled something other than Project,

Project or Task when work is done on the item. When work is done Improvement or Task within your organization’'s KaiNexus instance.

on an Improvement, you will resolve the item and measure any
qualitative and/or quantitative change.
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Phase 1 | CREATE

Create Improvement x

Similar ltems STE PS
Title: \

Required Q 1. Select Template to Create
Description:
e 2. Populate All Required Fields

3. Click

Current State:
Optional

PRO TIP — When entering your Title, view similar items in the system
by clicking the magnifying glass to the right of your Title field.

Proposed Solution(s):

Optional

Effort:

Optional v

Impact:

’ |Optional v

| AddFile

M Mala Driviata? /
Save as Draft  Cancel Y % < AddLink
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Standard Layout Breakdown

¢ My Improvement #2499
seona

All Resolution =~ Comments Tasks Charts Timeline 4
Details of Improvement e Team 4
Description Responsible
Here is my description. Unassigned

Author
Current State @ Ryan Rippey
None
: =+ Follow
Proposed Solution(s)
None
Effort Dates
None
Created On Oct 23, 2018
Impact
None Start On None g
Originating KaiNexus & Last Updated Oct 23, 2018
Location(s)
Files
Comments
Leave a comment... * Add File
Links
Timeline 4 Add Link
Tuesday
Oct 23, 2018
2:29 pm . Ryan Rippey submitted this.
L]
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Edit Improvement

Details of Improvement _ .
1. Click ¢ to make

Title:
Description My Improvement updates to any fields in
Here is my description. Descriptian: the Details section

Here is my description.

Current State
Current State:
Save

None optionsl 2. Besureto once

you're done

Proposed Solution(s)
Proposed Solution(s):

None Optional
Effort
Effort:
None Optional
Impact:
Impact Optional
None

Originating KaiNexus #"

Location(s) —
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Comments | Communication & Collaboration within Items

Comments

Leave a comment...

Comments

Hi mom!|

0 EmaitNow

STEPS

1. Click Into Comments Text Box
2. Type in Your Comment

3. Post/Email Your Comment

Quick Reference Guide

Comments

Leave a comment...

Ryan Rippey 0 @
Hi mom! / \

Like Acknowledge

PRO TIP - Like or Acknowledge a Comment
to let people know you've seen it!

KaiNexus

2018



Files, Links, & Timeline

Files
Upload an image, PDF, Microsoft Word, PowerPoint and/or Excel
document to your item directly from your computer.
<= Add File
Links Add a web link (could be a Google doc or Google sheet link) and/or
link items in KaiNexus to show association.
<= Add Link
Timeline
Monday

Oct 29, 2018
| Reference an audit trail that keeps track of everything
happening within the item.

4:46 pm . Ryan Rippey entered a comment.

2:29 pm ‘ Ryan Rippey submitted this.
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Dates

Created On — When it was originally submitted.
Created On Oct 01, 2018

Assigned On — When someone was officially assigned to work on it.
Assigned On  Oct 05, 2018

Start On — When the work on it actually began (or is scheduled to begin).
Start On Oct 08, 2018 »*
Due On — When the work on it should be completed.

Due On Oct 26, 2018
Completed On — When it was completed.

Completed On Oct 26, 2018 »*
. 4 Last Updated — When the most recent changes were made.

Last Updated Oct 29, 2018
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Team &

Responsible
‘ Ryan Rippey

Assigner
‘ Jake Sussman

Author
. Noah Paratore

Collaborator

Kade Jansson, Lisa Hanna

Follower

Matt Banna, Rebecca Millard

<= Follow

Team v

Sponsor

‘ Jake Sussman

Facilitator

‘ Ryan Rippey

Leader

. Matt Banna

Participant

Kade Jansson, Lisa Hanna

Follower

Noah Paratore, Rebecca Millard

== Follow

Quick Reference Guide

Improvement / Task Team

Responsible — The person who has been made responsible for working on the item.

Assigner — The person who assigned the item. They may be required to approve the Resolution before it can be completed.
Author — The person who originally came up with the idea for the Improvement or created the Task.

Collaborator — Someone who contributes to the success of an item, even if they aren't primarily responsible for it.

Follower — Has no formal responsibility, but is kept in the loop and notified about any activity associated with it.

Project Team
Sponsor — Usually a senior leader who provides guidance, support, and direction and is the champion of the Project.
Facilitator — Leads and executes the Project. Typically, there are a limited number of Facilitators per Project.

Leader — A position often used in larger Projects to lead small teams within the Project. Can also be used for a lean or Cl

professional in your organization.

Participant — Responsible for contributing to the overall Project objectives and team deliverables.

Follower — Has no formal responsibility, but is kept in the loop and notified about any activity associated with it.

KaiNexus 2018



Phase 2 | ASSIGN

Team 4 Assign Improvement x
. Responsible Responsible:
’ ASSIg N Unassigned Ryan Rippey (Myself) % -
Author Start Date:
Pl | ‘ S— 10/30/2018 %
@ y ippey
..... an Due Date:
| < Follow Required i)
O Resolve Leave a comment:
Optional
NOTE: A person must have an
9 Defer - p . Assigned By:
.............. active KaiNexus account in order to
[ Jake Sussman % | v

be added to a Team.

O Require Resolution Approval

Collaborators:

STEPS Nons 5

Followers:

None v

Responsible Location(s): &

1. Click Assign
(©

n an Improvement or Task)
KaiNexus % v

2. Populate Your Team & Dates
3. Click j '

Assign Cancel

Description:

Nacrrintinn
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Phase 3 | RESOLVE & COMPLETE

e ACTIVE v NENO)

Make New

+

® Complete

L e S

e ACTIVE v I¢NO
8 Plan

® Resolve

D Defer

€& Make New

Quick Reference Guide

-

-

Complete

Comment:
Optional

Complete Cancel

Resolution

Outcome:
Optional

Did this result in a change? O Yes

Review in the future? O Yes

» Details

Submit for Approval

O No
O No

Save

KaiNexus

STEPS

1. Click Status Picker
2. Click Complete

3. Repeat Step 2

STEPS
1. Click Status Picker

Click Resolve

Update Resolution

I

Click Submit for Approval or Complete

2018



Resolution

Did this result in a change? OYes O No

/ Reason(s):

Impact(s):
(O Employee Time Savings (O Lack of Resources
& Cost Savings (O Already part of our Standard Operating Procedure (SOPs)
< Add Value(s) (O Already part of a current improvement effort
Select + above to enter values. O Duplicate

(J No Implementation Deemed Necessary

# Quality Improvement . (0 Out of our Control
O Staff Safety Cost Savings (] Other

(O Staff Satisfaction

(O Revenue Generation

Summary:

Cost Savings

No Change Reasons

® One-Time Q Recurring O Unknown Amount

Impact Types Amount &
If you indicated that this Improvement was not
H: you indicated that thiS How did you base the above calculation?
Requied implemented, a list of “No Change” reasons will

Improvement was implemented, a
P P show. Check the box next to the reason(s) you want to

list of Impact Types will show. Check
the box next to the impact(s) you G

want to list in the Resolution.

list in the Resolution.
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Boards | A collection of cards showing info relevant to the current user

Personal Board

= My Tasks (52)

D REPORTS =
g CALENDAR

00
e®s PEOPLE
&2

Q ADMIN

attachment area.

s [

Authors: Hugo Mann

implementation tools

Authors: Showroom Master

NEE

i= Finalize project plan

Authors: Showroom Master

HI

= My Charts (41)

|+ (Copy of) Pareto Chart
Status: New

Created: Oct 11, 2018

Last Updated: Oct 11, 2018
Authors: Showroom Master

i= Take pic of current parts presentation and put in

Status: Planned Created On: Oct 10, 2018 Authors: Jeff Cook

i= Ask Ft. Hamilton location about their ergo chairs
Status: Planned Created On: Oct 10, 2018

= Distribute final workbook, project plan and

Status: Planned Created On: Oct 11, 2018

Status: Planned Created On: Oct 11, 2018

CREATE Search

A\ 4| < Standard Boards

Q- = My Projects (53)

Title

Discharge Prior to 2pm
Southside Hospital T...

Southside Hospital T...

Length Of Stay Reduc...
Cardiac Medication

CT Scan Six Sigma Pr...

Media Services

Patient Feedback

1-500f 52 < |1 >

Q[ e = My Improvements

o

Type
DMAIC
Project

PMBOK
Project

Project
Intake Form

Project
Intake Form

DMAIC
Project

DMAIC
Project

A3
PDCA

New

Ventilators bundles

Status: New
Created On: Oct 11, 2018
Authors: Showroom Master

"
-
w
«
“
»
»
%
B
=
»
s
o

9 Interdepartmental Transport

LSS I

¢ Central Line, Pneumonia and

@ Chart Improvement 1

Status

Planned

Planned

Planned

Planned

Planned

Planned

Planned
Planned

Planned

Status: Planned

Created On: Oct 12, 2018
Authors: Showroom Master

equipment

Facilitators

Franklin
Graham

Brendon
King
Showroom
Master

Showroom
Master

Brendon
King

Carla Barton

Hugo Mann

Franklin

”-‘ @ Need guidline for returning

Showroom Master

Created Start

Oct 23, 2018
Oct 28, 2018
Oct 28, 2018
Oct 29, 2018
Oct 29, 2018
Oct 29, 2018

Oct 29, 2018
Oct 29, 2018

Active

gcvi

Status: Active

Due On: Oct 12, 2
Responsible: Showroom Master

I 9 MICU/Neuro

Status: Active

1-50o0f53

A ¢ Find
audits
Status: ¢
o Due On
Respon:
A

Quick Reference Guide

KaiNexus

PRO TIP - Click the
ellipses in the top right
of any board and select
“Make Default Board”

to set it as your default

board.

2018



Il

My Projects (25)

Title My Projects #822
Matches All of the following rules:
Workflow isany of Project
Status isany of Planned, Overdue, Active
User isany of Current User
Parent
Planned Nested Proje...  Building Planned
Blocks
Parent
Planned Project in Ka...  Building Planned
Blocks
Parent
Planned Project with ...  Building Planned
Blocks
Parent
Southside Hospital T... Project Planned
Intake Form
Length Of Stay Reduc...  Project Planned

Facilitators

Showroom
Master

Showroom
Master

Showroom
Master

Showroom
Master

Showroom
Master

Showroom
Master

Showroom

Search
\ /
Q [a L1l

Created Start

Oct 25, 2018
Oct 25, 2018
Oct 25, 2018
Oct 25, 2018
Oct 25, 2018

Nov 11, 2018

Nov 12, 2018

PRO TIP - Hover over the title of a card to view the filters being applied to that card.

Quick Reference Guide

KaiNexus

Expand

-4
1

i

Item List Card View Options

Detail: quickly see important information
about each item.

List: can see a grid of items to which you
can add and remove columns and control
exactly what information should be
visible.

Tree: can see the hierarchy of items - how
they are nested within one another. In
addition, you can add and remove
columns and control exactly what
information should be visible.

Kanban: breaks down a list of items by
status - each column contains all the
relevant items of a particular status.

Gantt: way of illustrating the start and
finish dates of a list of items.

2018



Planned

=
Active

Overdue

I

Resolution Submitted

Complete

Deferred

Quick Reference Guide

All New items. To transition past the New status, build out the team and give it a start and due date.

Used when a new item has been evaluated and work has been scheduled to begin at a future date.

An item that is currently being worked on. It has been assigned, has not been completed or had a
resolution submitted, and has not yet reached its due date.

An item is considered Overdue if it is not completed by its due date. Be sure to run to the red and
take the appropriate action on all Overdue items!

An item enters this status when someone submits a resolution that requires approval from the assigner
before it can be completed.

Work on the item is considered finished at this stage.

This status allows you to return to the item at a later date and reevaluate it. Think of this as the “parking lot”
status.
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