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User’s Manual 
1. Introduction 

1.1 Purpose 
The purpose of the ​User’s Manual​ is to provide a comprehensive guide for using our project. It describes how to run 

and successfully use our application. It also shows how to access Amazon Web Service (AWS) and control 
the website. 

1.2 Project Overview 
The new TCU and UNTHSC School of Medicine is taking a progressive approach to curriculum for their students. 

The standard for medical clerkships is for a medical student to focus on one practice, then move on to the 
next practice. This leaves a gap of time between learning and implementing a medical practice in the real 
world. The Longitudinal Integrated Clerkship (LIC) will engage students in a variety of medical practices 
in 2-week cycles, so students will constantly be maintaining their grasp on import skills and practices. It is 
our job to provide the scheduling application that will best match each student and doctor, at the best times. 
We solve this problem with two solutions. The first allows students to built their own schedules based on 
location and time preferences. This involves an interactive user interface sent to each student. The second, 
referred to as “brute force”, automatically generates schedules with no student input. The “brute force” 
algorithm serves as a backup, in the event that the first solution fails. The end goal is to provide student and 
doctor schedules in an appropriate format so that the LIC administrator can easily view and distribute them. 

 

2. How to Use as an Administrator 
As an Administrator, you have exclusive access to many program features. Administrators are in charge of 

uploading doctor and student information, deciding when to send out emails, and downloading the final 
schedules. All of this can be accomplished from the admin panel. To acess the admin panel, you must have 
an administrator username and password. New administrator accounts can only be created by existing 
administrators. 

 

2.1 Logging On 
To log on to the admin panel, direct your browser to the project website. If you try to access any webpage without 

logging in, you will be prompted to do so. Enter your admin username and password to continue. 

 

2.2 Importing Doctor and Student information 
The first step in creating student schedules is to upload doctor and student information. To do this, navigate to the 

first button in the admin panel, labeled “Import Data”. 
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On the next page, you will see two places to upload files. Before proceeding, it is important to note two things. First, 

uploading a file will clear the existing database.​ Make sure you are certain you wish to proceed. Uploading 
a file after emails have already been sent out will prevent students and doctors to create schedules. 

In the event that you accidently clear the database, the entire scheduling process must start over. Students and 
doctors will need to be sent new unique links. Any information they have already filled in (availability 
forms, schedule requests, etc.) will need to be completed again. 

Secondly, please upload the doctors’ information ​before​ the students’. This is because students are matched to their 
Phase 1 doctors during the import. If the doctors are not in the database, the program will be unable to find 
and pair them. 

The most-recently uploaded file will be displayed for both the doctors and the students. If no files have been 
uploaded yet, nothing will be listed. 

When you are ready to upload the doctor information, press the first “Select File” button. Navigate to the 
appropriate file and chose it. Note that only excel files (including .csv files) are accepted. The doctor 
information spreadsheet should be in the following format: 

 

The doctor’s full name goes in the first column. The doctor’s email goes in the second column. The doctor’s 
specialty goes in the third column. Note that for the specialties, “Family Medicine” and “Internal 
Medicine” are written with a space. 

The first line of the spreadsheet is the header line. It does not matter how you choose to format and label each 
column, as the first line will be ignored by the program. Just make sure that the list of doctors starts in the 
second row. The order in which doctors are listed is not important. 

After the file has been selected, verify that the correct file name is displayed. Then, press “Upload File”. You may 
have to wait a few moments. When the file has finished uploading, you will see the new file name listed 
under the upload button. 

Next, upload the student data. Much like the doctors, there is a specific format for the spreadsheet: 

 

The student’s full name goes in the first column. The student’s email goes in the second column. The email of the 
student’s phase one doctor goes in the third column. Again, the header line can be formatted any way you 
like. Just make sure the list of students starts in the second row. 

After the file has been selected, verify that the correct file name is displayed. Then, press “Upload File”. You may 
have to wait a few moments. When the file has finished uploading, you will see the new file name listed 
under the upload button. 
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When you upload the student file, you may encounter a warning message printed in red. This means that one or 

more phase 1 doctor emails were not recognized. The warning will list the student(s) in question. Review 
these emails, to ensure they correctly match a phase 1 doctor. If you recieve errors for ever student, ensure 
that the doctor file has been successfully uploaded first. After you have addressed the issue, re-upload the 
file.  

If a student isn’t properly matched with a Phase 1 doctor, the program will continue to run as expected; however, 
this student will not be paired with a doctor from phase 1. 

Before continuing, verify that both uploaded files are correct. Once you send out emails, it is impossible to change 
the imported information without re-sending all the emails. 

 

2.2 Sending Doctors Unique Links via Email 
After you have imported student and doctor information, the doctors will need to fill out their availability forms. 

Each doctor is assigned a unique link in the database. This link will take them to the form. 

To send out these links, navigate to the “Send Emails” button on the admin page. 

 

The first button on the page is “Send Doctor Emails”. When you are ready to send out the doctor availability forms, 
press this button. Please note that due to the large volume of emails, this process may take several minutes. 
You may want to leave the browser running in the background. Make sure not to close or leave the page 
until the process is finished. A success message will display on the screen once all the emails are sent. 

The doctors are then responsible for filling out their availabilities. If they don’t complete the form, they will not be 
scheduled for clerkships. 

 

2.2 Sending Students Unique Links via Email 
After the doctors have completed the forms, the students can create their schedules. As with the doctors, students are 

assigned a unique link in the database that will take them to the scheduling page. 

To send out these links, navigate to the “Send Emails” button on the admin page. 
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The second button on the page is “Send Student Emails”. When you are ready to send out the student scheduling 
pages, press this button. Please note that, again, this process may take several minutes. A success message 
will display on the screen once all the emails are sent. 

The students are responsible for filling out their schedules. If they don’t complete the form, they will not have a 
schedule in the database. If any student has issues completing their schedules, they will be instructed to 
send an email asking for help. At this point, you may need to make this student’s schedule by hand. 

 

2.3 Generate Schedules Automatically 
In the event that student schedule generation doesn’t go as planned, there is a backup option. Referred to here as the 

“brute force algorithm,” this part of the program will automatically generate student schedules. Note that 
student preferences aren’t taken into account with this approach. 

To create the schedules without student input, navigate to the “Schedule Students” button on the admin page. 

 

Click to generate the schedules. After a few moments, the process will be complete. 

 

2.3 View Student Schedules 
After the student schedules have been created, either by students filling out their preferences or by having the 

program automatically generate them, you can view the schedules. 

To view the schedules, navigate to the “View Student Schedules” button on the admin page. 
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2.3 Export Schedules 
When the schedules have been created, you can export them and save them on your personal computer. The database 

will be cleared each year when you upload new doctors and students, so it’s a good idea to download the 
schedules for your records. 

To download the schedules, navigate to the “Export Schedules” button on the admin page. 

 

Here you will have the option to download the schedules as an excel file or a .csv file. The excel file is formatted 
colorfully and is intended to be easy to view. Each tab in the excel sheet is a different schedule. 

The .csv file is a data-oriented file. It is designed to be uploaded to LCMS+. It can also be viewed in Excel or a 
similar spreadsheet program. 

2.4 Starting and Stopping the Server 
At some point you may need to shut down the project to  

A. Conserve Costs 
B. Emergency Situation 

As an administrator you should be prepared to start and stop the server through the Amazon Web Services Platform. 
First, login into AWS using the credentials given to you by the owner of the server. On the homepage go to 
“Services” > “EC2” > “Instances”. Select the instance titled” LIC Application”, select “Actions” > “Instance State” 
> “Stop”. To restart follow the same process and select “start” instead of “stop”. 
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