EMORY

Steps to Export and Print Reports HEALTHCARE

NOTE: Access to reports is based on the user’s security level. If there is a report you need but do not have access to or cannot
find, please contact the DeKalb Operating Unit (DOU) IS Help Desk at 404-501-5757 or email at
edh.ishelpdesk@emoryhealthcare.org.

Sections:
1. Patient Demographic Information report
2. Orders report
3. Results report
4. Document report

1. Patient Demographic Information Report
a. Click on the Print Reports icon
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b. Inthe Report Selection window, go to the Report Category of Patient Info. Highlight the Patient Demographics Info
report name and click the Options button.
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c. Fill out the required information for Facility and MRN and then click the Preview button. Note: Information required
to run a report are denoted by an * next to the parameter name.

Report Submission Information

| Parameters | Distribu‘ti,,,]

Report Name: | Patient Demographics Info

Instructions:

Selection Criteria:

Facilty ™ [Hilandale I

Medical Record #: [73100537 |

[ erint ][ Preview ][ Cancel |[ Help ]

d. Once the report processes, select the export icon.
ol Patient Demographics Info
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e. Inthe Export Report window, select the correct export format for your file (ex: pdf or Excel). The Destination should
remain the default of Disk File.
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f.  Select the location where you will be exporting the file on your H drive and click on Save. If you need to create a folder
to save these reports, select the H drive and then type the new Folder name in the box and click “Create new folder”.

| &% Select Export File --

|_ C\ProgramData\Allscripts Sunrise\7.4.6834.3100\Reports\Exported\, |

Folder name: | | Create new folder

EDesktop
Documents
Y
aa D\
= B\
== H:\ [(WClient\H$)
1 Studer
Anesthesia Clin Doc - €
Archive
Articles
Beth's Stoplight Report
Client Connect
Clinical Analytics [=]

[T

File narme: | DRHS5_CurrentPatientlList.xls |

Mame™| Date modified | Type | Size |

1]

0] # # [

Save as type: [Microsoﬂ Excel (*.xls) |V|

g. Your file will be exported to the selected location.
h. Go to the folder where you saved the file and open the file...print per normal process.

2. Orders report

a. Find your patient and select the correct visit %
b. Go to the orders tab

Fs

Patient List J Orders | Results T Patient Info T Documents T Flowsheets

c. Go to the Print Reports Icon — it should default to the Report Category of Orders as that is the tab you are on.
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d. Select the “Orders by Depart

Report Selection

ment (This Patient)” report and

EMORY
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click the Preview button.
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3. Results report

Once the report processes, follow steps 1.d - h to export and print (if needed).

*Note: The Results reports print the information that is displayed on the screen, so filtering the data by Date, Result Selection
and/or Type (Abnormal)/Status (Pending) can limit what is in the report.

a. Find your patient and select the correct visit %

b. Go to the Results tab

|’ Patient List ..|J Orders | Results |

Patient Info T Documents .-|f Flowsheets |

c.
Display View to Summary.

Apzions 2ane| \
From: [ Aug-28-2019 B
Start of This Chart

[[] Retain selections for next patient
Display Format
|\ [Modified] Descending Vie ...B

H >
© Filters

Result Selection:

B

| Mo Result Selection Filter

Options
] Abnormal

Trend

| Trend 8 Graph

Set your filters in the Options Panel on left side of screen to the desired date range or start of chart and set your

d. If asingle resultis desired just double-click the flag in the corresponding cell to open that result.
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e. If multiple results are desired, select the row(s) or column(s) of results. If more than one result type and/or date

column is desired, select by holding the Ctrl key and clicking the Result Type(s) or the Date(s). Example is shown as
selecting ALL results for Hematology.

_||” Patient List | Orders | Results | Patientinfo | Documents | Flowsheets | Clinical Summary

Options Panel M% E & .‘ % |

From: [Aug—28—2019 Display Display Reset Ords
Start of Thic Chart Format  View Details

[ Retain selections for next patient Esome results may not be shown for all available chart:

Display Format

M Aug19 | September, 19
| [Modified] Descending Vie IB 2
J— — 28(30| 6 | 13| 20|27
H D 7

E

=
&) Filters =

Result Selection:
 No Result Selection Filter | 3]

Options
| Abnormal
[ Annotated only
@ Include pending

&2 Display Styles
P Display View:
Summary

Report by Order
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c¥PSort Order (by Perform
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Show category headers >

=N

f.  Change the Display View to Réport by Order — you will see the details of every result you selected.

(=]
REC 429 [4.20-540 10°6/ul]
Hgb 121 [120-160 g/dL]
Het 400 [37.0-470%]
Mev 93 [81991l]
MCH 305 [27.0-310 pg]
MCHC 328 [31.0-37.0 g/dl]
Platelet Count 211 [130-400 10°3/ul]
MPV 85 [4-1041]
RDW 123 [116-148%]
Nucleated RBCs % 00 [0%

g. Go to the Print Reports Icon — it should default to the Report Category of Orders as that is the tab you are on.
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h. In the Report Selection window, click on the “Results Report (Current Visit)” report and click the Preview button.

| Report Selection E !

Report Categon: |F|esu|ts | |

Blood Bank, Utilization
Blood Gas Tum Around Time !
Blood Transfuze Beforedfter By Discharge Date
Blond Tranzfuze Before/After By Transfusion DT
Lab Order TAT Repaort

Patient Rezult Report S cheduled

[ pent ][ options | [ Hep | [ Close ]|

i.  Once the report processes, follow steps 1.d - h to export and print (if needed).

4. Document report

a. Find your patient and select the correct visit %
b. Go to the Documents tab

[ PpatientList | Orders | Results | Patientinfo | Documents || Flowshests |

c. Change your display format by clicking on the Display Format icon and selecting “Group by: Document Name”.

BR@e:

Author (Report)
Breast Care Profiles
Date (Report)

Date (Summary)

Document Category (Report)
[i' Document Name (Report) ]

d. Find the document you need to print and single click to highlight the document name. Hold down the Ctrl key to select
multiple documents to print if needed.

o Pwician Da”l P‘Eras NCﬂESI.IH General

Sep-18-2019 | 07:06 : Physician Daily Progress Note-Surg General : Quinones, Michael (MD)  Surg General {Sep-18-2019  07:06 | Final
Sep-17-2019 06:50  Physician Daily Progress Note-Surg General Quincnes, Michael (MD) Surg General Sep-17-2019 06:50 Final
Sep-16-2019 19142  Physician Daily Progress Note-Surg General Quincnes, Michael (MD) Surg General Sep-16-2019 1942 Final

e. Go to the Print Reports Icon — it should default to the Category of Documents as that is the tab you are on.
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f.  Inthe Report Selection window, click on the “View/Print Selected Document” report and click the Preview button

Report Selection
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g. Once the report processes, follow steps 1.d - h to export and print (if needed).

NOTE: Access to reports is based on the user’s security level. If there is a report you need but do not have access to or cannot
find, please contact the DeKalb Operating Unit (DOU) IS Help Desk at 404-501-5757 or email at

edh.ishelpdesk@emoryhealthcare.org.
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