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About UT Health San Antonio
Official Name: University of  Texas Health Science Center at San Antonio

4,500 Students 2023-2024 Projected Annual 
Headcount

1,100 Residents & Post-
Graduate Trainees

Includes Non-ACGME Accredited 
Residents

2,400 Faculty Includes Adjunct Faculty

2,942,000 Patients Includes Inpatient Days and 
Outpatient Visits

$413 Million in Research Annual Research Portfolio and 
Sponsored Program Activity

Primarily Health & Science related educational 
programs such as MD, DDS, PA, PT, OT, 

Biomedical Sciences, and soon, Public Health!



About the Presenters

• BA in Music
• MS in Library Science
• 9.5 Years Registrar Experience
• 3.5 Years in Institutional Research
• Sailor and cellist

• Bachelors in Business Admin
• Masters in Business Administration
• 13 years Financial Aid Experience, 

including 7 years Assistant Director of 
Veteran Services and Financial Aid

• 4 years Director, OIR
• 2 sons and a pet

Emily Rhodes Gloria Salinas



About Office of Institutional Research
• Housed under Division of Strategic 

Planning
• 6 Employees

• 1 Director
• 1 Manager
• 4 Report Writing Analysts

• Primary Duties
• IPEDS, CBM
• Accreditation Reports
• Ad Hoc Reports
• Dashboards

• Tools
• SAS for data manipulation
• Power BI for Dashboards



Outline
Overview

• Intake & Communication (Power Apps)
• Organization & Logging

• Data Request Log (SharePoint List)
• Communications (Power Automate)

• Workload Analysis (Power BI)

Components of Data Request

Future Enhancements

Q&A



Overview



The Parts and How They Connect

Intake Form – Power Apps
• Requestor submits form requesting 

information
• Form auto-populates with user information

Organization of  Requests –
SharePoint List
• Auto-populated from Power App form
• Allows tracking and data collection about 

requests

Analyze Data – Power BI
• Can look at trends over time, by analyst, by 

type of  request
• Data is refreshed automatically

Email – Power Automate

• Sends email communication 
when request is at certain status 
(e.g., started)



Power Apps



Auto-populates 
Requestor 

Information

We can put 
some custom 

messages as FYI

Ask questions 
that help us 
determine 

future needs or 
analyze metrics

We automatically 
populate a due 

date 1 month out
They can upload 

attachments



Email Communications & Power App Form
Power App Form 

Submitted
To OIR

To 
Requestor

Note: This email sends 
when any new 

SharePoint List  item is 
added (even if 

manually) and is not in 
Power App setup. This 

could be set up in 
Power Automate.



Pros / Cons of Power Apps

• Automatically populates user data 
(name, email and department) for 
consistency.

• Automatically populates SharePoint 
List with data and attachments.

• Automatically emails OIR and users 
about submission.

• Drop-down values provide consistency 
in data submissions for better analysis.

• We work with technology support 
(external office) to build/fix/customize.

• It is for internal requestors only, since 
sign in is required.

• Requires that users ‘give permission’ to 
the app (to auto-populate data), which 
can confuse users.
• Note: This only happens the 1st time.

• Does not prevent FERPA sensitive data 
being uploaded by users.

Pros Cons



What about requests 
from external users?
• Qualtrics form available
• Email auto sends to OIR inbox 

after submission
• OIR Manager manually populates 

data into SharePoint



SharePoint List



SharePoint List Main View
Status Due Date Type Analysts Assigned Requestor Hours Logged

SharePoint List views can be 
customized. There can be 

multiple views.



Detailed View of Log Item
• Request Type, 

Name, Due Date, 
Status

• Analyst Assigned 
and Hours



Detailed View of Log Item
• Comments (Shared 

Drive location and 
analyst comments) 
and Description

• Requestor 
Information

• Other information 
and attachments



SharePoint List: Pros
• Organization

• It’s clear who is assigned to what and in 
what capacity.

• You can see upcoming pending items.
• Transparency

• Everyone has access to the log via the 
OIR SharePoint Site and can see 
outstanding items.

• Different views of the list can be made 
to cater to individuals or tasks.

• Integration
• It integrates with Microsoft SharePoint 

and Power BI.
• Data

• Shows the value and productivity of the 
office (especially with a 100% remote 
team).



SharePoint List: Challenges
• Setup

• Our list has had several iterations.
• Example: Multiple analysts per item caused 

issues with tracking hours (couldn’t 
distinguish what hours went with what 
individual).

• Tracking Hours
• Analysts track time on requests, which 

can be perceived as cumbersome.
• When analyzing, hour totals are based 

on the due date of the item, not the 
date/month they were done.
• Example: If I spent all summer working on 

a request that was due in September, then 
all those hours would only show in 
September. This can cause issues when 
analyzing hours over time.

• Maintenance
• Someone should be designated 

to assign analysts to tasks.
• Analyst(s) need to be trained to 

update the log.
• Someone designated to ensure 

data integrity.
• Example: If we hand-enter a 

request on behalf of a requestor, do 
we align the department name to 
what would have auto-populated?



Power Automate



Email Notification –
Status Update

Triggers when log item status set to 
‘Initiated’

Status set 
to Initiated

Triggers 
Email to 

Send

Sends to requestor, primary analyst, and 
OIR Inbox. Includes:
• Due Date
• Description
• Link to Log



Sample Power Automate 
Workflow

• Selects a trigger tied to the 
SharePoint List



Sample Power Automate 
Workflow

• Allows me to later under ‘Condition’ 
select the condition “Has Column 
Changed:<Column Name> (link to 
Microsoft Article about this feature)

• Note: You need to have enabled 
versioning for your SharePoint List for 
this to work.



Sample Power Automate 
Workflow

• Sets the conditions when an email is 
sent

Only when 
‘Status’ has 
changed = 

true

Only sends 
out if the log 

item is a 
Project OR 

Data Request

If there is a drop-down field, 
then you need to select ‘[Field 

Name] Value’ for it to match the 
label, instead of the Value 
property from the object.



Sample Power Automate 
Workflow

• Allows you to customize the email.
• Note: If modifying the ‘From (Send As), the person 

putting the email address must have “Send as” or 
“Send on behalf of” permissions to set the email 
address.

We had to format 
the due date a bit, 
as it’s a date-time:

formatDateTime(triggerOut
puts()?['body/Due_x0020_

Date'], 'MM/dd/yyyy')



Common Errors & Gotchas
• Setup Has an Issue

• Test your flows to ensure they 
work.

• There is a test feature when 
editing a flow. Manually modify an 
item in the list to trigger and test if 
it works.

• Email field has an issue.
• Example: Instead of 

RhodesE3@uthscsa.edu, it has 
mailto:RhodesE3@uthscsa.edu

• The person who created the flow 
leaves.
• Be sure to add co-owners.
• Note: A co-owner has full control 

of the flow.



Power BI



Power BI – Trends
Review Overall Trends
• Heavy required reporting

is September, October, 
February, and April (and 
some in July).

• January was a slower 
month for us (we also had 
a lot of people sick!)



Power BI – Analyst Workload 
Gain Insights into 
Distribution of Workload

• Mario and Gloria 
(Manager/Director) 
are primarily reviewing 
items

• Rachel spends more 
time on CBM_IPEDS 
(from the CBM001)

• Santa has spent more 
time on a project

• Lauren is new and 
therefore spent most 
of her time training
since hire



Power BI – Individual Analyst Items

Look at specific data 
for an individual 
analyst.

• View requests 
by total hours

• Look at ‘in 
progress’ items



Power BI – The Data Model (& Power Query)

=

Data Request Log
• This is the SharePoint List
Status
• Allows to sort the status in a 

specific order (Completed 
comes after In Progress, etc.)

• Allows for a ‘Condensed’ Status 
(e.g. ‘Waiting on Reviewer’ and 
‘Waiting on Other Department’ 
are both ‘Waiting’)

Date
• Transforms the Due Date into a 

variety of useful values 
(Academic Year, short 
descriptions for time series, 
auto-filters for 6 months 
before/after based on today’s 
date)

Hours and Analysts Tables
• Analyst tables are based on 

Data Request Log.
• Combined (union) to make 

Hours Spent Data

This is our ‘fact table’ 
(star schema)



Analyst Data – From Wide to Long
• Needed a way to filter by 

Analyst
• All items for a single 

analyst
• Total hours for a 

single analyst 
(regardless of role)

Original

Transformed



Analyst Data – From Wide to Long
• From the Data Request Log, keep only fields needed
• Transform to an ‘Analyst – Primary’ only table
• Repeat with ‘Analyst – Secondary’ and ‘Reviewer’
• Combine all the tables together



Power BI - Pros and Cons

• Automated - Can be set to auto refresh 
daily (or hourly/weekly)

• For Managers/Directors 
• Gain insights into workload and 

justify staffing need/effort
• Help with resource planning for 

future projects
• For Analysts

• Assists in monitoring performance
• Assists in writing performance 

evaluations (i.e., what projects did I 
complete 8 months ago?)

• Only uses due date for time-series, 
so workload is an approximation

• Can be a steep learning curve for 
Power Query and Power BI

• SharePoint List set up can impact 
data model set up
• Example: If a field allows for 

multiple values, it may require 
an auxiliary table with a many-
to-one join on ID

Pros Cons



Next Steps for UT Health SA



Possible Future Enhancements
Notifications

• Update Power Automate to 
remove extra code related to 
multiple analysts in a SharePoint 
field (for future 
sustainability/simplicity)

• Have a notification that provides 
more details to the requestor 
about what they submitted.

• Have a notification to the 
requestor when the request is 
closed for survey feedback 
(currently done manually when 
we send data)

Analytics
• Include links to the log item 

where applicable, in current 
dashboards, like this:

• Improve the dashboard 
dedicated for analysts for 
reviewing their in- progress tasks 
and upcoming tasks, with direct 
links to the log



Questions?

RhodesE3@uthscsa.edu

Want a copy of these slides?

Go here (or use the QR code):

https://shorturl.at/dDS59


