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Important Telephone Numbers and Addresses

(415) 514-APEX

UCSF APeX Service Desk: 514-4100

APeX Knowledge Bank: http://myapex.ucsf.edu

Remote APeX Access: http://apex.ucsf.edu

Trainer: G Rhodes
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Getting Started

Welcome to APeX, UCSF Medical Center’s electronic medical record. This guide walks you
through the highlights of APeX Reporting. We will examine the various reporting tools
available in APeX.

Getting Started We will login and access the My Reports workspace, search and filter

reports from the Library, save reports as Favorites so they can be
accessed quickly the next time. Run the reports. Understand the
difference between Workbench and Crystal Reports. Access the My
Dashboard workspace.

Accessing My Reports

My Reports gives you quick access to your favorite Reporting Workbench and Crystal
Reports and to saved report results. Here you can view the status of recently run reports as
well as open their results. Dependent upon the type of report, some reports will allow the you
to change the criteria of the search as well as the appearance of the results.

1.

To access My Reports, click the Epic button Epic and choose the Reports submenu, My
Reports option.

This will open the Reports tab to My Reports M Revoris| which display a list of all your favorite

@

reports. Click Library to display a list of available reports. The reports available to you
depend on your role and the patients you work with.

Type the topic of the report you wish to view in the Search the library field, NO SHOW for example.
To limit your search results, select a filter in the Filters option on the right. Select the chevron 2
icon to the right of a category to open it, then check the desired option.

e To search only for reports that you own or reports that you ran, check the Reports | own or
Reports | ran recently checkbox, respectively.

e Click Types to view all the report types, such as applications or departments. Select the check
box next to the type(s) by which you want to filter.

e Click Groups to view all the reports grouped by more granular workflows or users. Select the
check box next to the group(s) by which you want to filter.

e C(lick Template Types to view all the template types. Types can include Epic-Crystal or
Workbench reports. Select the check box next to the type(s) by which you want to filter.

e Click Tags and search for a tag by which you want to filter. Select the check box next to the tag
by which you want to filter.

e Click # Clear Filters to remove the filters.
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Search for reports with UCSF in the name. These are validated UCSF reports.

4. Once you have found the desired report:

Click the Star icon to the left of the report name to make it a Favorite. Those reports
|

selected as Favorites will appear in My Reports [MReports| for faster access.

| € = v My Reports

My Favorite Reports

Folders Yesterday's No Show Appointments REP1125733
Viewed - No results

Depending on the report’s template type you will get the option to Run or View. Click Run

to display the results of the Workbench report [ Workbench | with the current

settings. After running the report, a screen will appear with the results. At the bottom of the
screen, a status indicator appears showing the report name, its status and number of results.

My Yesterday's No Show. .. 5
»* Ready to view - 13 results

v Epic-Crystal |

clicking the Star icon. Click View. A prompt will appear asking you if you wish to
request the report. Click Request. This will place the report in the My Reports tab.

To subscribe to an Epic-Crystal | report, first make the report a Favorite by

My Reports ]

® Would you like to request the report to be run?

My Favorite Reports Eopgmssultglmma sh"
Falders All In Basket Work Not Completed REP0062037

; MNew report .
Click New report to create a new version of the report.

Click Edit the existing report settings. You can then run the report with your new
settings, or save it as a new report.
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Patient Care

S Secure

G+ Log Qut
[& Exit

& Customize This Menu

2]
EI Miscellaneous Repors
Patient Care Reports

9# Referrals Reports

Hi , ve 4 Add Patient
Enterprise Billing » My Patients
Radiology 4 —|
I Reports » Scheduling Reports 3
Tools »| B HiMReports r
Help »| & ORReports »
Personalize » EI Professional Billing Reporis ¥
3] change Context Registration Reports 4

2 wyReports

44 SOL Report Viewer

[l ADTReports

'-_: My Dashboards

E EDReports

lidy Hospital Billing Reports

[E Imaging Reports

@ Charge Router Reports

€ care Everywhere

@ Reporting Home
Reporis

vy v v v v

BERE

Schedule ¢ Encounter

360 POSITIVE CARE CENTER REP0066098 Crysial
360 POSITIVE CARE CENTER REP00G609%

ABR Occurrence Provider Account Patient List REP0054880

ABR Occurrence Provider Account Patient List REP0054880 coysta

Abstractor Productivity Report REP0014619

Abstractor Productivity Report REP0014619 Crystal

ACHD Fontan CPET Liver Patients REP0065348

Bl View # Edit -

Details

Reports UCSF ACEL Q
4 5 v Library @
|ﬁ?= DOsearch | % Clear
axd [Mshow templates | & Collapse all
-R Filters
[] Reperts | own

[[] Reports | ran recently

Types ®

Groups ®

Template Types (%)

Tags ®
X Clear Eilters

UCSF Meanin

Matching reports

gful Use Patient List

Visit: My Diabetics with no Visit in more than 6 months REP0023981

This report brings up all your patients who have a diagnosis of Diabetes on the problem list who have not been seen for
more than 6 months. (You may change the time frame to a diiferent number of months)

Additional Details

== New report i

P Run & Edit «

Last modified b

Additional reports

Owned by: CHURGIN, PETER

y- CHURGIN, PETER on 7/28/2014 10:47 AM

Report ID: 18014

Created using template: UCSF Meaningful Use Patient List [100231]
Report groups (template-level): UCSF Health Maintenance Pilot - Leaders, Meaningful Use, Outpatient - User,
Scheduling - User, OR - Surgeon
Report type: Patient Criteria

Details

@ Uncheck the Show templates |@Show lemplates checkbox to show only reports in your
search results.

Understanding Crystal Reports

APeX Crystal reports are run by batch job on a set schedule. Instead of running reports on
demand as Workbench reports, Crystal reports must be subscribed to. The label below the
report name indicates that they are a Crystal Report and the report’s availability.

Practice Exercise

1

1. From the Library B2k tab, Filters on the right Sidebar, click Template Types.

2. Check the checkbox beside Epic-Crystal "Zi Epe-Clysl | to display only Crystal Reports.
3. Find the desired Crystal report, All In Basket Work Not Completed for example. Let’s say you do

not make the report your favorite first and click View, you will be asked if you wish to
subscribe to this report. Click Add to Favorites. Once the report is a favorite, you will have to
request the report in the My Reports tab.

Click the My Reports tab.

| 1

My Reports

5. Find the Crystal report in the list of favorites. Right-click the report name. From the menu, select
the Request Report option.
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L] ¥ | My Reports

Do you want to add this report to your Favorites?

Adding this report to your Favorites will subscribe you to the report
50 you will get updated results when the report is run.

My Favorite Reports

Folders All In Basket Work Not Completed REP0062037

Go Back |
Edit

Remove From Favorites

Move to...

From the My Reports tab, My Favorite Reports, to remove a report from the favorites, right-
click the report name and choose the Remove From Favorites option. From the Library, the

star "l iconis a toggle, click the icon to set as a Favorite turning the Star gold - or clear
the setting.

Managing Your Favorites

After you have spent some time searching the Library for useful reports, and clicking the Star

“icon to add them to your My Reports, My Favorite Reports tab, it would be useful to
organize the various reports in folders.

1. Access the My Reports, My Favorite Reports tab.
'de Create a new folder | link

2. Click the Create a new folder
appropriate name, Appointments for example.

. In the New folder name field, type an

3. Hover the mouse over the Selection Margin to the left of the report name, over the 8 Dots D until
the mouse pointer appears as a 4-tipped arrow ‘%’, and drag the report into the new folder.

4. Click the Pencil Izl icon to the right of the folder title to rename an existing folder.

5. By default, reports will open immediately after you click Click to run. Some reports may take
several seconds to execute which may slow you down if you are trying to run multiple reports.
Uncheck the Open results immediately checkbox so that you can review the results of the report

later.
My Reports @
) [Zommmmt mmeser |
Fold
olders ( )
'Appolrm'nemﬂ 4 X
Appointmenis
HM 3 Yesterday's No Show Appointments REP1125733 Visit: My Diabetics with no Visit in more than 6 m...
+}*Click to run Ready to run
Iq Use your mouse here to drag and crganize your
Aia sotite reports
Library Create a New Folder
HM: My Patients overdue for Mammaogram Favorite folders are a great way to organize your frequently
Ready to run run reports. Please enter the name for your new folder.
MNewy fol 3
T & N

The Selection Margin to the left of the name can be used to drag reports as well as folders
to change their order of appearance.
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Accessing Dashboards

Depending on your role or login department, the My Dashboard workspace will appear as
your Home Workspace. Dashboards centralize information you need throughout your day.
Instead of navigating to various screens to run reports, view your schedule, and access your
In Basket messages, all of this information can be viewed in a central location.

| = = Ruports

Paien! Carg s e
HM ' Y2 s Add Putient General Internal Medicine Dashboard
Enleqpris e Bilk > i
e My Patients Schedule Glance® ago bd |n Basket Glance® Frequently Used L
Radiology » e Links
ACANTHITE. PAT v e G301 T
Rgports *] & Scheduling Reporis —Joo =
- L 0 ]
Toors S| E MM Reports B | What's New in Reporting
Halp | B oRRepons L .] Cuplore the best new features of Cogita £rgo sum in [pic 2017. To start using these festures, talk with
Personalos *| [ Professional Biling Repors » your prejact tysen gnd rmention tha relried cxieass oty rumber.
4] Change Comet [ Registration Repors v Access
8 gec [ Miscellaneous Reports . 5 =
- Secure m = 5 E
e Ambulatory Primary Care Daily
B+ LopQut . Fatient Care Repons Planning {Log In Dept)
) 3¢ Refenals Reports L3
& et g In Basket Management
& Customize This Menu | T Dast
1 } S0L Repor Viewt
f'H L Raport vawer y Prototype Provider
2 ADT Raparts
T8 My Dsshboards E Executive Interoperability|
| © ECRepens » | ard
| g Hospital Billing Reports ¥ | MyChart Utilization Dashboard
&

Filtar Al Dashboards 3 IP Physician Sidebar Dashboard

[= Bl And Analytics Dashboard = d. e = — Ty
— : i5 das! 15 configured for use in

{l HECISR = Lists sadebar. The dashboard contans Patient Lists
filters, and the Physician Pulse component. It 13
intended for use by physicians

1. If the My Dashboard workspace is not shown by default, click the Epic button and

choose the Reports submenu, My Dashboards option. Select the desired Dashboard from the
Dashboard Launcher screen and click Accept.
2. From the My Dashboard workspace, you can access other available Dashboards from the Select

Dashboards
3. Click the Megaphone icon to view What’s New in Reporting.

icon.
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Working with Report Results

Rerun Reports for Updated Results

The results of a report contain an expiration period so that if the same report is requested
repeatedly, such as a user double-clicking rather than single-clicking the system does not try to
execute the same report multiple number of times. A reasonable timeframe is set so that
likelihood of the data set changing, such as a report showing your female patients overdue for
a mammogram, for example, will not differ within one or five minutes of running the report.

By setting these restrictions, it allows for other more patient critical processes to run more
efficiently and not slowing down the system.

You will know when a report is ready to run again when:

e The Valid Until time listed in the Recent Results section of the My Reports screen has passed and
the results are listed as Expired. Expired reports will not show unless you check the Expired
checkbox.

e The status of the report in the My Reports screen, My Favorite Reports changes to Ready to run.
Hover your mouse over the text Ready to run and the Click to run prompt will appear. Click the

report title.
My Reports
- Finished At My Favorite Reports

View Results viewed 0811412018 144 P Folders RIS Imaging Studies Today REP0048922

Add to Faverites Recent Results Saved Results (0)

Additional Information Report Status Finichad At

- RIS imaging Studies Today REP0048022 ML Expired DEMAZ018 1:44 PM
Expired on 06/14/2018 5:44 PM Re-Run Report 520 result
. " Save Results

RIS Imaging Studies Today REP0048922 R ——
C“Ck [O run Additional Information Show B Expired [ gcheduled

Changing Report Criteria

-~ Scenario

A physician asks his nurse to contact his patients who didn’t show up
yesterday for their appointment. The nurse can run a report that searches the
physician’s patients for no shows.

@
1. From the Library tab, in the Search the library field, search for NO SHOW.

2. Find the Workbench report, Yesterday’s No Show Appointments REP1125733. Click Edit.
This will open the Report Settings window, Criteria tab.

3. Click Save As. Enter a new name for the report, My Yesterday’s No Show

Appointments, for example, and click Accept.

4. The current report criteria are set to report the Current login department but we want to specify a
specific provider. Uncheck the Current login department checkbox. Check the Department and
provider checkbox instead. To the right specify the Provider type SURMDOO in the Provider

# Edit
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column and press Enter. Also add a nurse 10000264 on the next row in the Provider column and
press Enter. You can leave the other columns blank.

5. Click Run to run the report and display the results.

Info

Department and provider

[AMBMDO0] and Provider type. Person [1]
Status:

Scheduled [1] OR

Mo Show [41

¥ TorHome [ Scheduls § Palient Stalion §&din Basket - 9y Encountsr [ Chan LN U N
[t [ 4= [ | B | sepons x
% o v Library
Iﬁi MO sHow @ P gearch || X Clear ] Show emphias [AG Display Appearance Summary Print Layout Toolbar Owemide  General
My Reports (% Search Appoinimenis
UCSF ES Appt Search - List View Fuewrel  eondae  G1azems ) o Ta 6132018 (1)
@ Matching repors *  Add E Search Val
nter Search Values
1 Today's Unconfirmed Appointments with No Show History REP1125729 [ © Dynamic location = Department Provider
Library == 35 No Show REP1125733 » Run | # Edt] 2 r Dept specialty 1 TREE, ZEROHUNTER [SUI
Agational Details - 2 INF NURSE 1 CCINF UCSH
Gwned by. CRANDALL, TARA 4 )3 £
Last modified by. CRANDALL, TARA on 5272018 10:02 AM namic departments
Report ID: 11256733 i i
Created using template. UCSF ES Appt Search - List View [102213] L, © Dynamic providers
Report groups (tempiate-level): Oulpatient - Case , Outpatient - , Outpatient - User, B @ Current login department
Scheduling - Managemend, Scheduling - User @ Dept specialty to exclu
[EeportiypatOutpasont I © Center to exchde
hogsiona enon Detalls ™ @ Dept and provto exclud
~ © Staws
or
Find between
From (i)

Department: GEN MED MZ 1545 1 [2110001] and Provider: MINERAL, ONEPAT

I~ Notify

Receiving Notice when Results are Ready

Reports that gather a lot of data can take a long time to run. Before running a report, you can

tell the system to send you an In Basket message when the results are ready. By default,

results will open immediately. You can tell the system that you would like to open each report
as they become available by unchecking the Open results immediately checkbox.

1.

From My Reports, if the report appears in your My Favorite Reports section, right-click the report

title and choose Edit. From the Library tab, search the report you want to receive an In Basket

message for and click Edit.

From the Report Settings window, check the Notify checkbox.
Once selected the next time the report is run you will receive a message in your In Basket.

Criteia  Display Appearapce  Symmary

Print Layout  Toolpar Owerride  General

@ Search Appeintments

Fromdate:  6/14/2018 (T-1) ' To 6/14/2018 (T-1) In Basket Simewnsg -

Enter Search V.

= Location
[T © Dynamic location 1

t My Messages
t Results (7)
Rx Request (103)

Pt Rx Request (98)

EﬁFallerﬁ Msg Cﬂgnesh ﬁEdl!Eouls 2 Seftings pﬁearch # Manage Quickactions -

11 > Reporting Workbench 1 unread, 1 total
X Dope

& anacn [ out |

More = (B X
Son&Filter v &

&

=

=
« s

My Favorite Reports

I © Dept specialty Status T Msg Date Z Msg Time Sent By Subject
[ © Center Open Unbilled Charts (§) New 061152018 432 PN ACANTHITE, PAT Yesterday's No Show Appointments REP1...
My Open Encounters (95)
[T © Department and provider X
™ Munamir danartmante =l Cosign - Chart (1)
CC'd Charts (25)
----- Cosign - Clinic Orders (3) * v My Re po rts ®
Find Appoiniments between 6/14/2018 (T-1) and 6/14/2018 ( Pt Advice Request (97)
From @ |2 open resuits immediately |

Bun Save As Restore

Curment login deparimant:
Yes ] [Reporting Workbench (1]
Status: <

Close

access within My Reports.

You have no favorite reports. You can favorite reports by click
Reporting Workbench Library or from your recent resulis; favo
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Saving Report Results

The results of a report are valid only for a set amount of time. This time limit means that if you
run a report in the morning, the results might not be available after lunch. In My Reports,
check the Status column in the Recent Results section to see if the results are still valid. The
status appears as Expired in red text if the results are no longer valid. To see how long the
results are available, look directly under the report's name for the Valid Until date and time.

After you run a report, you can save the results if you'll need to review them after they expire.

Saved report results appear in the Saved Results section of My Reports. Saved report results
have expiration dates, after which their information might no longer be relevant. The next time
you open the My Reports workspace, if any saved results have expired, you will receive a
prompt asking if you wish to delete or resave the results.

1. After running a report, the results will appear in the Report Results screen and the My Reports,
Recent Results section.

2. From the Results screen, access the Options drop-down menu and choose the Save
Results option, or from the My Reports, Recent Results section, right-click the report name and
choose the Save Results option.

3. From the Save Results screen, type the new result name in the Name field. Remove any
apostrophes in the name if necessary. Type an appropriate Expiration Date. Click Accept.

| #E | # | B | Reports Save Results | |
AMBMDOO Yesterdays Mo Show Appointments R .
= v y st rulron s Mame: AMBMDOO0 Yesterdayk Mo Show Appointmen|
¥ Filiers | S Options « | & Expand gy Appts By Chart o
,v; Expiration: 6/18/2018
au Detal Report Configuration
etai ) Accept Cancel
s Ll Providen] ¢ 1Report Seftings
+ Sprt
SavelExport Results Recent Results Saved Results (1)
q INF NURY 5 save Results
[1000026k Report
Library INF NUR{ - o Yr  AMBMDOO Yesterdays No Show Anmainteante DC04496799 14421000 OSHER 1)
[100002€ & Save View Valid until 06/17/2018 9:41 AM View Results
AMBMDOO Yes... ﬁgﬁrﬁ\]}g; l=| Resize Columns I Save Results I
INF NUR Repaort Information Remove From Faverites
[1000026 B] show Search Summany Additional Information
INF NUR| [y column Definitions 1

Printing Report Results

Occasionally, you might need a printed copy of a report's results. For example, if you need to
call patients on a list, you can print the results and check off patients as you complete each call.

After running a report, the results will appear in the Results screen.

1. From the Report Results screen, access the Main Toolbar, Print drop-down menu.
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2. Dependent upon the results you will have different options available in the drop-down menu. For
reports that provide a report pane below the list, choose the Print List or Print Details option. For
reports that provide a list and summary tab, choose the Print List or select the Summary tab and
choose the Print Current Tab or Print All Summaries option.

3. The Reporting Workbench Print screen will appear.

e Enter Server Printer in the Destination field.
e Select the appropriate printer in the Printer name field.
e Enter the number of copies to print if you would like multiple copies.

4. Select the appropriate view:

e Current View: This option is only available if you made changes without saving. Selecting the
view prints exactly what is on screen.

e Print Layout tab from Report Settings: This option prints the layout specified on the Print
Layout tab of Report Settings.

e Saved Views: Any views you saved are options for print layouts. The default saved view is also
the default print view.

e Display tab from Report Settings: This option prints the layout specified on the Display tab of
Report Settings.

5. Click Print.

» B @ & &Print » G ReprintOrders @ Secure B Log Out

4 & v UCSF Microbiology Orders Collected But Not Received REP00501¢

& ¥ Fiters © Qptions ~ | Y Medications < Add 1o List X MAR # EpterEan Results + Reylew R —
Saved View 13 X E
My Reports -  —
Start Date START TIME Patient Depz Patient Roor Patient Name (MRN) Order Description Specimen £ ~
I k 6S TRNG6SMed<|Body. OneJamal STONE ANALYSIS
L MED/SURG (10096200)
- | r————— = § | JPppp—
Reporting Workbench Print E
AMBMDOO Ye
e STy e
Destination:
Electronically Signed By
tr t Printer name:
- . : Type GENERIC PRINTER
|#= [ # | @ | Reports . - v
. iy o Show Appointments REP11257
4 & v AMBMDOO Yesterdays No Show Appointments REP11 Number of copies: 1 =
o ~ Print Current Tab =1
] ¥ Fiters O Qptions - | P Expand JiyAppts lag Chart 8@ Communications =)
lg‘ PrintAll Summaries
- i —  Settings
i T § Canc Reasan CancDate  DEP NS { g
E : View: Current View
|q INF NURSE 1 CCINF UCSF 8:30 AM Afzal, Esther
[10000264]
Ly INF NURSE 1 CCINF UCSF 30 AM Acconci, Esther )
[10000264] Options... m Cancel
I INF NURSE 1 CCINF UCSF 830 AM Avedan, Esther
[10000264]

Sorting Report Results

Sorting lets you arrange report results placing the more emergent cases at the top of the list.
Maternity patients with earliest expected date of delivery, for example.

Sorting a Single Column
Columns can be easily sorted by clicking the column heading to sort the information. When
you first click the column heading the data will sort in Ascending A-Z order. If you click the
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column heading a second time, the data will sort in Descending Z-A order. If you know that
you want the information in Descending order, dates for example, and don’t want to wait to
sort from Ascending to Descending, right-click the column heading and choose Descending.

Sorting Multiple Columns
1. You can sort up to three columns at a time. Access the Options drop-down list from the

Toolbar, and choose the Sort option, or right-click a column heading and choose the
Custom option.

2. The Custom Sort window will appear. In the First On section, select the first column you want to
sort by and select the sort order for that column:
e Ascending - Values appear alphabetically or with the oldest dates or lesser amounts first.
e Descending - Values appear in reverse alphabetical order or with the most recent dates or

greater amounts first.

3. Inthe Then On and the And Finally sections, select the other columns you want to sort on and
select a sort order for each.

4. Click Accept. The results are sorted according to your preferences.

@[t [ [#] B | repors |
i v UCSF Microbiology Orders Collected But Not Received REP0050168 [118] as of Sat 6/16/2018 10:29 PM
Eilters Options ~ | w Medications Addto List 2 MA * Enter/Edit Results eview Resul
YE £ opi ¥ Medicati + toList $$MAR # Enter/EditR V'R Result
[
B o
= Saved View 13 3 =
My Reports T3 - =1 T : =
Start Date START TIME Patied Ascending nt Name (MRN) Order Description Specimen St Spec |
( B - Descending Custom Sort ﬂi
|q St —First On Patient Name (MRN)- ~Then On Patient Room ~And Finally Start Date
= Ancheor Column [NONE] -~ [MONE] A [MOME] A
_IC] [ Start Date ! Stan Date &1 Start Date
TRENESMeds| Alve & START TIME & START TIME & START TIME
AZ Patient Department AZ Patient Department RZ Patient Department
Im MED/SURG - AZ Patient Room AZ ' Patient Room A2 Patient Room
6S TERNGSMedS|Amin | | EEEE AZ Patient Name (M AZ Patient Name (M
MEDISURG A2 Order Description RZ Order Description RZ Order Description
i= Specimen Source i= Specimen Source i= Specimen Source
& Specimen Collect & Specimen Collect £2 Specimen Collect
@ Specimen Collact. @ Specimen Collect @ Specimen Collect. .
RZ Ordering Provider RZ Ordering Provider RZ Ordening Provider
RZ _Agthorizing Provider RZ Authorizing Provider RZ_Authorizing Provider ¥
& Ascending € Ascending " Ascending
" Descending = Descending « Descending

Filtering Report Results

Filtering results allows you to focus your attention on specific records, hiding the others, based
on a specific condition. If you are only concerned with patients from one department, the Cath
Lab for example, you can filter the results for that specific department.

Practice Exercise

@
1. From the Library tab, search for UCSF MICRO and select the UCSF Microbiology Orders
Collected But Not Received REP0050168 report.

2. Hover over the report and click the Run button.
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3. View the Report Results screen. The results report that there are 20 results but there are none

shown. Click the Filters button on the Toolbar. This will open the Filter pane along the
left side of the window.

4. Currently the results are filtered by Patient Department. Uncheck the Patient Department and
click Apply. This should display the 20 records reported.

Anchoring Columns

When you scroll to the right to view information in report with a large number of columns,
pertinent information identifying the patient row often scrolls off the screen making it difficult
to keep track of what patient you are reviewing. This can be dangerous to patient care. To
prevent the Patient Name or MRN column for example, to scroll off the screen, you can
Anchor these columns.

Once a column is anchored, it will always appear on the left side of the screen.

1. From the Report Results screen, right-click the column heading you want to freeze, Patient Name
for example.
2. Scroll to the right to the last column and all the columns to the left will not scroll.

Patient Patient ~ * Patient Nai [v] Ascending ; Cription Specimen St Specimen Cc Specimen Cc Cre ~

\ TRE &G ¥ Zerc . Descending I 0 M

(10 §

— C stom
6 TRN6SMeds| Body. OneJg— ALYSIS {06/16/2018 110:37.00 AMiSa
MED/SURG (10096200) boraien Collﬂ __________________ . o o iSte
6S TRNESMeds Adrenal, Jamal STONE ANALYSIS 106/16/2018 {10:37:00 AM{Sa
MED/SURG (10096235) I R R .
6S TRN6SMedsS Albumin, Jamal STONE ANALYSIS g 106/16/2018 {10:37:00 AMiSa
>

Saving Views

After specifying a specific Sort order, Filter or column Anchor these settings can be saved
together as a View. That way when you run the report again, you will not have to repeat these
types of customizations.

1. To save aview from the Report Results screen, click the Gold Star
down menu.

icon to access the drop-

2. Choose the Save View As option. The Save a View of This Report window will appear. Type the
view name and click Accept.

dule & Pallent Station §&d In Baskel - 9y Encounter e Chart Y. Refill Medication €, Telephone Call @ @ & BFrint - B ReprintOrders [ Secure [»Log Out

;E]Q[if]ﬁ B | Reports
- ~  UCSF Microbiology Orders Collected But Not Received REPO050168 [123] as of Sun 6/17/2018 4:44 PM
Y Eiters S Options - | % Medications #k AddtoList SMAR # EpterEdiResulls + Reyiew Resull
[+
Save a View of This Report
D Patient Patient Name (MH
< el Flease enter a name for your view =
iMma Save s
MED G (10
§ = Name: UCSF Micro Non Filtered View Display tab from Report Settings
|(j\ Body. Onedamal Manage Report Views
3 MEDUSIIBE (100972001

+" Accept | X Cancel
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Managing Saved Views

If you want to always see your results for a given report with a specific Sort order, Filter or
column Anchor, you can specify that the Saved View is made the default view for this report.
That way, whenever you run the report, this view will be applied automatically.

Here you can rename and delete the views.

1. To save aview from the Report Results screen, click the Gold Star icon to access the drop-
down menu.
2. Choose the Manage Report Views option. The Manage Report Views window will appear.
e Hover over the view name and click Make this my default view to make the view the
default.
e To organize the display order, move your mouse to the Selection Margin to the left of the

view name until it turns into a 4-tipped arrow "I"' and drag the view to the desired location.

e To delete the view, click the Delete button. X Delete

e To change the view name, click the Pencil IZ' icon. In the Rename This View window type
a new name and click Accept.
3. Click Accept.

D -
- w | UCSF Microblology Orders Collected But Not Received REPOOS0168 [125] as of Sun 6/17/2018 832 PM

- ¥ Eiers 2 Options - | Y Medications 4 AddioList SEMAR #
"gﬁ - I Saved View |7, b
iew [T
Reports I : - . | Manage Report Views :
=i Start Date START  Patient Patient en CC Specimen |,
snapnialinas £ N - UCSF Micro Non Filter View - -
14 ) UCSF Micro Non Filtered Vi
l Rename This View { orted an Patient 1o Hen e e
- U[‘_SF “km Anchorpnﬂantﬂamem S UCSF Mecio w/Anchar
i : ¥ Delete
Library :f:fee enter a name for view UCSF Micro Anchor Patient "I" S T otV I S Save View Az
NN DO e Drsplay tab from Report Settngi
Deatails t
Name: UCSF Micro Anchor Patiant Name NP ety
I : | P13 1103700
X Cancel Cancel
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Following Up on Report Results

From a report's results, you can follow up on individual patients or groups of patients. For
example, you can review a patient's chart to place an order for a patient. When following up
on several patients, you can send them all letters or add them to the same patient list. These
follow-up actions appear as buttons in the report toolbar. The buttons that appear depend on
the report that you run.

To follow up on one or more patients in your report results, select the patients and click the
button for the appropriate action.

Selecting Continuous Rows

From the Report Results screen, to select continuous blocks of reported patients, select the first
patient, hold down the Shift key and select the last row on the list, or drag you mouse across
the rows to select multiple rows.

Selecting Non-Continuous Rows

From the Report Results screen, to select non-continuous rows, select the first patient, hold
down the Ctrl key and select each row.

E‘ J?"iT_iT“E[ Reports

« % v HM: My Patients overdue for ’m
¥ Filters © Options ~ 1=} E

l— o Hold down the Ctrl key
My Reports Detail  Summary )
Patient “Age and click each row
Bitjunkie, Kristi 18y.0. Pati
BoogalooTwao, Knisti . L
q Bra — 5 _ Bitjunkie, Kristi 18w.0.
Library 1 BoogalooTwa, Kristi

Branflak armen

Bra fina 5 ] i
Bucwheats, Carmen 85 y.o. g:z;::::z Ejzir:t?a 55 v/.0.
L Bucwheats, Fatima s5ye. Branflakes. Sarafina 55 w.o.
Hold down the Shift kE‘y" , Fatima 5E w0,
and click the last row Bucwheats, Lucinda 55 y.0.
Bucwheats, sarafing 55 v.o.
Buzzblasts, Carmen l
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Adding Patients to a Health Maintenance Plan

Health Maintenance modifiers put patients into or exclude patients from Health Maintenance
plans.

.+~ Scenario

Most adult females are due for a Pap smear every two years. Use a Health
Maintenance modifier to exclude your patient who needs a yearly Pap smear
from the two year plan and include her in the plan for a yearly Pap smeat.

@
1. From the Library tab, search for HM and select the HM: My Patients overdue for a Pap

Smear REP0050648 report. Hover over the report and click the Run button. From the
Report Results screen, practice selecting multiple continuous or non-continuous rows.

2. From the Report Results Toolbar, click the HM Modifiers button. Depending on the

width of the screen, you may find this option in the More m drop-down.

3. This will open the Add HM Modifiers screen. In the Select HM Modifiers search field, type PAP
and choose Pap Smear — annual from the drop-down list. Click Apply.

4. A warning message will appear that you are attempting to apply this modifier to multiple patients.
Click Yes.

5. Click the In Basket button on the Main Toolbar. Find the UCSF Bulk Action Results
message to see if the action was successful.

E||"1|v—{v:||ﬁ & | Reports |
- * | HM: My Patients overdue for Pap Smear REP0050648 [115] as of Tue 6/19/2018 6:14 PM @ . X
¥ Fiters & Options + | B S ¥ L % F [y Generate Letters Wore -

Detail | Summary Y4 Refresh Selected] =1 send Patients Message
Sex MyChart status Phone Mext Appt With Me 'i] UM Modifiers

Bitjunkie, Krist Female -

BoogaloaTwo, Kristi Female + Addito List

A

«" Track Pt Qutreach

fE BulkOrders

E3 Send Bulk Communication

Add HM Modifiers LS In Basket 3 newmsq - CRPatientMsg £ Rafresh $#EGMPools % Setings O Search # Manage QuickActions = | & At
Salact HM madifiers ﬁi‘mg Status- To be filsd t My Messages 1 > Uesf Bulk Action Results 0 unread, 1 tota
T Results (47) X Dope | 5] Jump to Report X 151 Health Maintenance
papl Is] n—( [ Patient List | Rx Request {103) T Acting Use - S
Open Unbilled Charts (4 :
Pap Smear - annual = ERANFLAKES.CARMEN P (4] Patadamite, MD BMA2018 6:47 . BulkAG HM Modifiers a
My Open Encounters (117)
Pap Smear - every 3 mont Add HM Modifiers Cosign - Chart (1)
Pap Smear - every 3 years i N . CC'd Charts (25)
You are about to add modifiers to multiple patients. This action can only be undone by indijdyally editing Cosign - Clinic Orders 45) -
Pap Smear - every 3 years| each patient’s record. Do you want to continue? Pm: e 9?[
Pap Smear - every 5 years PR :“ q[u;:” ) @
x Reques
Y
Yes tio [Gcet oot cton Resdte— ] qu Add HM Modifiers
I 6:47 PM er: Pat Adamite, MD

Adding HM Modifiers will be processed in the background. Please check your In Basket "Bulk Action Pap Smear - annual

Results” folder for results.
HM Modifiers were added successfully. No error was logged in thy
Apply Cancel action.

- Mote ‘ Madifiers to be added

Adding Patients to a Patient List

1. From the Report Results screen, select multiple patients. This may be the patients selected in the
previous exercise.
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From the Report Results Toolbar, click the Add to List button. ¥ Addto List pepending on the
width of the screen, you may find this option in the More drop-down.

3. This will open the Add Patients to a Patient List screen. You can select an existing My Patient List
or create a new list by typing a name in the Name field. Click Add to Patient List.
4. Click the Patient Lists tab to open the Patient Lists workspace. Find the patients by clicking
the new list. You can add additional columns to the list by clicking Properties.
(@08 B | @] Reons x|
L ] ~  HM: My Patients overdue for Pap Smear REP0050648 [115] as of Tue 6/19/2018 6:14 PM @
|‘?i ¥ Fiiters 2 Options -|ﬁn nart [ G | ter Y Refil & Telephone (37 Letter | Eh Generate Letters Mare -
Ilr_ﬂsmrlx Detail | Summary 7| Refresh Selected [ Send Patients Message
Patient © Age Sex PCP MyChart status Phone MNext Appt With Me [# HM Modifiers
Bijunkie, Knsti 18v.o. Female
| BoogalooTwo, Krist 18v.0. & AddioList
q @ n | [ n ] | AF Research Studies
Library = | LA=TL s

v Track Pt Qutreach
5 m 8 fE Bulk Orders
55v.0. Female Hrm: 650-636-7458

E3 Send Bulk Communication

EIRE IR I

" Select an existing My Patient List

Patient Lists

Patient List Name

My Pationts M Edit List » Remove g4 Add Patient Open Chari | [F] Reports -
My Specialty/Consults - .
: : My Lists Annual Pap Smear Patients 6 Patients
= - 4 x
@ Create a new My Patient List | %" Annual Pap Smear Patients O—‘ Patient Name/Age/Sex
P —'Y -
Name: IAnnuaI Pap Smear Patients| L3) I % My Patients Branflakes, F (55 y.o. F)
¥ My Specialty/Consults
~Help

Your new list will be immediately available in the Patient

Branflakes, L (55 y.o. F)
Lists activity

| AddtoPatientlist |  cancel |
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Sending Patients a MyChart Message

If your patient has an Activated MyChart status, you can send secure MyChart Messages.

From the patient’s chart, Demographics activity, the Additional Information tab contains the

patient’s Preferred communication method and UCSF MyChart Signup button. Select the

patient row and click the Send Patients Message option.

HM: My Patients overdue for Pap Smear REP0050648 [115] as of Tue 6/19/2018 6:14 PM D" X
YT FEilters ,nguons = | lg¥ Chart g Orders Only % Encounter ¥ Refill L Telephone @Lel{er | Ey Generate Letters Mare -
= "
Detail | Summary e Refresh Selected Send Patients Message 'I
~ - - HMW Modifi
Patient 7 Age Sex PCP MyChart status |Phone Next Appt With Me (5] M Modifers
Bucwheals, Carmen 550, Female  Pat Axinite, MD Hm: 650-636-7458 * pddtolist
Bucwhests, Fatima 55y.0. Female Pat Axinite, MO Hrm: 650-636-7 458 A¥ Research Studies
Bucwheats, Lucinda 55y.0. Female Pat Axinite, MO Hm: 650-636-7 455 +/ Track Pt Qutreach
Bucwheats, Sarafina 55 y.0. Female Pat Axinite, bCS Hrm: 650-636-7 458 8 Bulk Orders
Bluzzk nen Female Fat Axinite. MO Activated Hrm: 650-6 58 — ; 4 BulkC icat
Buzzhlasts, Fafima 55 y.0. Female  PatAxinite, MO Hrm: 650-636-7450 e UK ommunicaton
Buzzhlasts, Lucinda 5Ey.0. Female | Patbuinits, MO Hm: 650-636-7458 [ ]
= » | Demographics
e Contact Information Clinical Information I Additional Information I
Results Revi... Patient Relationships
Synopsis Add Edit Remove Move Up Move Down
- . Work
History Rel to patient Home phone Mobile phone h?:nne Comment
P Spouse 650-636-7458 6501257410
Problem List
Medications
Immunizations
Communication Options
Demographics { Preferred communication: () [~ Mo preference [ Do not contact [~ Mail I~ Phonef] ¥
Letters UCSF MyChart Signup |
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Modify Reports

Saving a Modified Copy of a Report

The reports you find in the Library are protected by default and you will have to create your
own copy of the report before you modify them. This prevents someone from unknowingly
changing a critical report used by the department. If you change a report, you can save a
private copy so you don't have to make the changes each time you run the report. The copy of
the report is available to view and run only by you. You should give the report a meaningful
name and save it as a favorite so you will be able to find it the next time you need to run the
report.

d
1. From the Library tab, search for DIABETES and select the Chronic Condition: My Patients
with Diabetes Mellitus REP0023962 report.

2. Hover over the report and click the Edit button. The Report Settings, Criteria tab appears.

3. Click the Save As button. Type an appropriate name in the Enter the name of the new report field,
and click Accept.

4. Make the appropriate changes and click Save to save your changes.

| H ] = ‘[ E5] ” Reports X

=
=

= v  Library

| DIABETES Search Clear
ﬁ I ,O o I X Cl

[V]Show templates | A Collapse all

N,
77 Chronic Condition: My Patients with Diabetes Mellitus REP0023962

This report brings up all your patients who have a diagnosis of Diabetes (defined as codes 250.xx or a direct
manifestation code) on the problem list.

Additional Details

My Reports

UCSF Meaningful Use Patient List

Criteria | Display Appearance Summary Print Layout Toolbar Overide Geneggl

(@) Search Patients

From date:  6/21/2017 (Y-1) To: 6/21/2018 (T)

+ Add Enter Search Values Info
Patient Base Patient Base
Patient living status 1[My Patients |
Run As User

hbetes REP0023... oS
or various "pre-diabetes” conditions

Current PCP

Y
717171 RE

Age in Months
or Enter the name of the new repon:IAMBMD#ﬂ My Patients witl

Find Patients betwean Accept Cancel |
From (i)

Patient Base:
My Patients

I~ Notify

If you no longer need a report you have saved, you can delete the report by clicking the

Delete button to the right of the Edit button. L& ¢ E8t X oeete| This gption is only available
for reports you have created.
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Adding Criteria to a Report

You can change reports that don't quite meet your needs. Criteria determine what a report
searches for and help you target specific patients in your results. The criteria available vary by
report. You might want to add criteria to broaden or narrow your search.

For example, you might use a report that finds your patients with diabetes. You can change
the report to find all diabetic patients that are overweight, BMI > 25 for example. Before
modifying a library report, you must save a copy, then make the appropriate changes.

®
1. From the Library tab, search for the desired report.

2. Hover over the report and click the Edit button. The Report Settings, Criteria tab appears.

3. Click the Save As button. Type an appropriate name in the Enter the name of the new report field,
and click Accept.

4. If you need more information about any of the fields in the list of criteria on the left, select the row
and click the Info button on the top right. A Criteria Information window will appear giving a
description of the criteria. Click Close.

5. In the Enter Search Values section, search for the appropriate Relationship, and type the desired
value. Click the And button to set the logic to find patients with Diabetes and with a Body Mass
Index greater than or equal to 25, for example.

@ [0 4= [ [B | repons <]
- v | Library

| DIABETES O Search | X Clear

[Show templates 4 Collapse all

== New report jjis A~

7 Chronic Condition: My Patients with Diabetes Mellitus REP0023962 b Run
This report brings up all your patients who have a diagnosis of Diabetes (defined as codes 250.xx or a direct dialy
manifestation code) on the problem list.
Additional Details

Enter Search Values Info

Relationship BMI @
1|Grealerthan or equal to 25 I

U\splay Appearance Suymmary  Print Layout  Toolbar

(@ Search Patients

Fromdate:  6/21/2017 (v-1) “[To:  [6/21/2018 M) - And Or Custom
Details

+  Add Enter Search Values Info Diabetes REP0023...

I eiariliees Eatienibse Add Enter Search Values Info

¥ Patient living status 1[My Patients | + — @ I—
4 [ RunAs User Relationship BMI

™ CurentPCP P

™ AgeinMonths ST

or Enter the name of the new report: fAMBMD#4 My Patients wif o

I Accept I Cancel I
® -

Run Save Restore Close

Find Patients between

From (i

Patient Base:
My Patients

Choose a range of valuest for Body Mass Index. The search shall only look at

encounters within specified date range.

™ Notify

Changing a Report’s Search Timeframe

In some reports, you can set a date range to control the timeframe the report searches.

From date:  |M-1 | To: T "
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Setting a date range helps limit the number of results. The date range applies only to criteria

that change over time identified by the Clock icon. © Enter the From date and To relative
values in the field. Certain reports also let you enter a time range. Enter a relative date using
one of the following shortcuts: T=Today, W=Week, M=Month, or Y=Year. So to find a range
from 1 month ago through today, type M-1 in the From date field and T in the To field.

For example, if you're searching for your male patients between 1 month ago through the
present, the date range is ignored because a patient's sex rarely changes. All your patients
appear in the results. If you add the criterion BMI > 30, the report uses the date range because
BMI can change over time. The search results include only male patients that had a BMI
greater than 30 between one month ago through today.

Removing Deceased Patients from Results

Sometimes deceased patients appear in a report's results. These records aren't useful if you're
using the results to find a specific patient population and follow up with those patients.

You can exclude deceased patients from certain reports' results. In the Chronic Condition:
My Patients with Diabetes Mellitus REP0023962 report, the Patient living status criteria is set
to Alive which is the same as the Patient Status, Not equal to Deceased. Either criteria will be
sufficient to filter out deceased patients.

W Patient Base =] Living Status

o Patient living status 1 Alive

| Patient Status = Relationship Patient Status
v Problem List by Grouper 1 Mot equal to Deceased

Managing Report Columns

To see other information about the records in a report’s results, you can add additional
columns to the results, move the order of the columns, and remove unwanted columns.

@
1. From the Library tab, search for the desired report. Click the Edit buton. The Report
Settings screen will appear.

2. Before modifying a report, click Save As and rename the report you wish to modify.
3. Modify the columns as described below.

4. Click Save and Run to run the report.
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Criteria | Display | Appearance Summary Print Layout Toolbar Override General

Available Columns Selected Columns

Doubleclick column name to view

Column Name (o) Column Name |Width[. Al a
AMB LAST ALT DATE [210000275] Anchor (0 anchored)

AMB LAST ALT VALUE [210000276] Patient Name 2350
AMB LAST APPT WITH ME [210220171] PATIENT AGE
AMB LAST AST DATE [210000277] Patie
AMB LAST AST VALUE [210000278] PCP
AMB LAST CBC DATE [210000200] AMB :

AMB LAST CHEST ¥R DATE [210000283] [' ANMB Please enter column width for UCSF LAST LDL DATE [210000012]: || |

AMB LAST CREATININE DATE [21000022 AMB e |
AMB LAST CREATININE VALUE [210000; UCSH Accept Cancel |

AMB LAST EYE EXAM [210000216] UCSFEASTTOATC DAIE
AMB LAST HCT DATE [210000284] UCSF LAST LDL
AMB LAST HCT VALUE [210000281] UCSF LAST LDL DATE
AMB LAST HGB DATE [210000285] UCSF AMB LAST URINE MIC. '
AMB LAST HGB VALUE [210000282] UCSF AMB LAST URINE MIC...

AMB LAST NEPHROPATHY SCREENING ¥ UCSF MYCHART STATUS 1
< > <

Add Default Associate

Detailed View Display N
1/ AMB Reporting Workbench Demographics [21Demogral
2| AMB Reporting Warkbench Recent Vitals [21( Recent V|| Enter the name of the new report: |AMBMD§# Ehronic COﬂditiO-l
3 UCSF AMB IB SPEED BUTTON - MEDS ALL Current

[T Load all results by default

I Notify

Adding a Column

1. From the Report Settings, Criteria tab appears. Click the Display tab.

2. All the columns available for the report appear in the Available Columns list. All the columns that
currently appear in the report are in the Selected Columns list.

3. Select a column from the Available Columns list, and click Right Arrow E button between the
two lists. The column moves to the Selected Columns list.

Changing Column Order
1. From the Report Settings window, Display tab, select the column you wish to order.

2. Click the Up or Down Arrow EI button in the Selected Columns list to move the selected column up

or down. The first column in the list will appear as the leftmost column in the Report Results
screen.

3. Repeat the above steps until you are satisfied with the column order.

Anchoring Columns

Columns can be anchored from the Report Results window and saved as a view or the anchor
column configuration can be saved with the report.

1. The Anchor Divider Anchor (0 anchored) will appear as a row in the Selected Columns list.

2. Select the Anchor Divider and click the Up or Down Arrow EI button in the Selected Columns list to
move the selected column up or down in the desired position.
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Changing Column Width

1.

From the Report Settings window, Display tab, select the column you wish to change the column
width from the Selected Columns list.

Right-click the row and a Column Width window will appear. Type the desired width and click
Accept.

Column width is measured in twips. To figure out how many twips to enter, compare the

width of the column you want to change to the width of other columns. 1 Twip is exactly one

twentieth (1/20) of a PostScript point. A PostScript point itself being 1/72 of an inch,
making a twip 1/1440 inch.

Removing a Column

1.

From the Report Settings window, Display tab, select the column you wish to remove from the
Selected Columns list.

Click Left Arrow 4 to remove the selected column from the Selected Columns list and move to
the Available Columns list.

Managing Report Format

Changing Font and Background Color

You can easily recognize different reports and quickly identify key information by changing
the fonts and colors used to display report columns and rows. You can change the color and
font of each row or column heading, and the background color of headings, columns, and

TOWS.

b w

@
From the Library tab, search for the desired report. Click the Edit ¢ Edt

Settings screen will appear.

button. The Report

SR AS | 0 d rename the report you wish to modify if

Before modifying a report, click Save As
necessary.

From the Report Settings screen, select the Appearance tab.

Uncheck the Use theme colors checkbox.

Select the By row or By column to indicate whether you’re changing the appearance of the rows or
columns.

Click the Property field drop-down to select the area of the results you want to change.

In the Font field, click Search to open the Font window. Select the font type, style and size.
Click OK.
To change the color, click Set to the right of the Color field. Select a color and click OK.

Click Save Save and Run Run to run the report.
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used for printing.

Show more fonts |

This font style is imitated for the display. The clesest matching style will be

I
am

Sampl
{ AaBbYyZz

Script:

|Western =l

Cancel I

Creating Alert Conditions in Results
You can change a report's display so specific values in the results stand out. For example,
when running a report to see all diabetic patients, you can show those patients whose BMI is
greater than 25 with a red background so you can quickly identify those patients.

Chronic Condition: My Patients with Diabetes Mellitus REP0023962 [1118597] Prcpeﬁ!: Header Row Text j
Criteria Display Summary Print Layout Toolbar Override General 393” ‘3"‘"' exl "
eader Row Backgroun
Colors and Fonts Odd Row Text
II_ Use theme colors I * By row By column Copy From ES:HR;O“:’N%Z%QWUW
Column 1 |column 2 Even Row Background
Odd Row Data Odd Row Data
Even Row Data Even Row Data
Odd Row Data Odd Row Data Color ﬁ
4 Ewven Row Data Even Fow Data e
’ ECCECEEE
IPmperli: IHeader Row Text A ECrTErEE N
Font:  |MS Sans Serif, 10 pt, Bold Dcmnr; | Unlel § ol § |
~Row Color and Font Overrides r//\/ = : = = : : : :
|Cc|ur‘1:1 IOF’ |Va|ue [ IRcw-Cell | j !,- EEEr Em
Font x| = ;
Font: Font style: i Custom colors:
Bald = o ol ol i |
Regular ........
Cligue
Myanmar Text Define Custom Colors >> |
Nirmala Ul Bold Oblique 17 Save Saye As Restore Close — Cancdl
[Palatino Linotype ;2 L —]
Roman hd

@
From the Library tab, search for the desired report. Click the Edit button. The Report
Settings screen will appear.

Before modifying a report, click Save As and rename the report you wish to modify if
necessary.

From the Report Settings screen, select the Appearance tab. In the Row Color and Font Overrides
section, click the Add button.

This will open the Define Color and Font Override Rule window. Select if you want this change to
occur for a cell or the entire row in the Apply to field and what condition in the When field. In the
Column field, specify the column to be examined. In the Operator field, specify the conditional
statement. In the Value field, specify the value to compare.

In the Preset tab, you can select Red, Yellow or Green and if it applies to the Background or Text,
or select the Custom tab to specify the Font type, size and style, text color and background color.
Click Accept to return to the Report Settings screen.

Click Save and Run to run the report.
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Chronic Condition: My Patients with Diabetes Mellitus REP0023962 [1118597]

Whole Row

Criteria Display] Summary Print Layout Toolbar Override General Apply to: Cell

~Colors and Fonts When: AMB BMI [210000018] Greater Than or Equal 25.00
™ Use theme colors & By row By column Copy From Column Operator Value
Column 1 |culnrnn 2 ‘ Sample: Preset = Custom
Odd Row Data. Odd Row Data -
Even Row Data Ewven Row Data 12345 @ Critical (Red)
Odd Row Data. Odd Row Data € Important (Yellow)
Even Row Data Even Fow Data © Good (Green)

Property: [Header Row Text

Background Text

Font: MS Sans Serif, 10 pt, Bold Color: ; Set I Use rounded highlighting
- Row Color and Font Overrides Cancel
AMB BMI[210000018] —_—
Preset | Custom
¥ Text font
Add Edit Delete ) fral, 10 pt. Bold
¥ Text color: l:l Set
I™ Notify Run Save Save As Restore Close ¥ Background color: - Set

Customizing the Report Results Toolbar

Sometimes the Toolbar buttons that appear by default in your Report Results screen aren't the
ones you use most often. You can remove and reorder the buttons that appear on your toolbar
to reduce clutter and more efficiently follow up on patients reported.

. . . ., | # Edit
1. From the Library E2221 tab, search for the desired report. Click the Edit button. The Report

Settings screen will appear.

2. Before modifying a report, click Save As and rename the report you wish to modify if

necessary.

3. From the Report Settings screen, select the Toolbar tab. From the Organize Toolbar Buttons list,

check or uncheck the button you wish to show or hide. Click the Up or Down Arrow button
to move the button up or down the list, which will in turn move the button left or right along the

Toolbar.
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Criteria Display Appearance Summary Print Layout QOverride  General

Organize Toolbar Buttons Select All Clear All
B Char t1
[E]  Orders Only 11
%  Encounter t1
¥  Refil 11
VM Telephone t1
B2  Letter t1
— Separator — t1

4 By  Generate Letters t1
= Send Patients Message 11

‘HM Modifiers

4  Addto List + 1

= [Move HM Modifiers up)
g Initiate Calls T3
A¥  Research Studies 11
+  Track Pt Outreach 11
§=  Bulk Orders 11
&5 Send Bulk Communication 1t 1

™ Notify Run Save Save As Restore Close
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Use My Dashboards

The My Dashboard workspace is the default workspace for many user roles. Note: Not all
users have Dashboard reports.

1. Some user roles do not show the My Dashboard workspace by default.

2. Click the Epic button and choose the Reports submenu, My Dashboards option, or in the
upper right corner of the screen, search for MY DASHBOARDS.
3. From the Dashboard Launcher window, select the desired dashboard and click Accept.

4. Click the Open Dashboard button on the left sidebar. This will open the Dashboard Launcher

—
window. Select the next dashboard and click Accept. Click the Select Dashboard button to
navigate to each dashboard.

5. The Bl And Analytics Dashboard contains a Data/Dashboard Catalog section. Here you can access
resources for dashboards. The available components will vary depending on your user role.

,,,,, 1 A Encounter » & & b Print - Bl

Patient Care 4
HIM v
Enterprise Billing +
Radilogy . & f4 Add Patient t | [E Patient Report | More » |v| ‘ Ju mp to
Rapons r I:] Scheduling Reports v (4] My Dashboards
Toals *| B HiMReports v
Halp » a OR Reports e Ra- Hyperspace - HOSP MEDICINE SVC - UCSF ACE.
Personalize *| B Professional Biling Reports * Patient g[n I Lo Out
= Log Out ~
5] Changs Context B Registration Reports Alveoli. Charlie .
2l ] Bl And Analytics Dashboard
2 secure B mMiscellaneous Repors G TRNESMedSurgPool1/65Med .. F 1 e
60y.0. /M
Patient Care Repors v T z
G* Log Qut . | P Amino. Vikram IP Physician Sidebar Dashboard Data/Dashboard Catalog
& Exit ;’ Referrals Repors TRNSICUPooLS/9NE MIS Pools U | 1 =
- My Reports . . -
| # customize This Wenu . . Patient Notifications | %
= H s0LReport Viewer Wore= | Dally Rounds )
B Case Managemenl | 5 .r7Rapors 3
e —— - This component must be usg i University of California
, e abies CS myDashboards 2 component in the sidebar, n§ — -
B Preadmitted Patients’ 1= «

retrieving the list of patients

@ Quick Links

Request Access

Filter | All Dashboards -] IP Physician Sidebar Dashboa

Description:
This dashboard is configured for
Lists sidebar. The dashboard con|

filters, and the Physician Pulse ¢
intended for use by physicians.

Lookup Dashboard by: O Key Word 8 Name
ABCDEFEGHIJEKLM

[ Bl And Analytics Dashboard

A [TIO# Q

Set as Default

| X Cancel

CHRIS BELLPEPPER wsults  Charl Completion  Patient Call Back My Incomplete Notes  Attest/Cosign Notes
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In Basket Glance Component

You can directly access your In Basket from a dashboard. Your In Basket Glance component

contains a summary of your In Basket folders and unread emails. Clicking a folder brings you
directly to that folder in the In Basket. If the In Basket Glance component is not available, you

can request access.

A TEEIEY UCSF ACEA C! II
General Internal Medicine Dashboard @
Schedule Glance® 5 In Basket Glance® Frequently Used bl ~
1 Links
] ALEITE. PAT v W= = 62472018 Today @
s 3" ooy Mew Tota
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Time MRN Status  Type Department R Request 103 103
e B ir 08:00a - 08:15 a 10095301 5cheduledOfice VisitGM QSHER 1 Patient Call Back i i Patient List For PCP Pane
= [er— L = |
~ ] o Bararnster
Harne !@ ]
- Disglay title e Al About  Sew an ovarview of your In Baskst Chick on a foldar to opan that foldar in In Baskat. &
Desenghicn Reporting hamepage for Ambulatory Prviders (M. DO, NP and Hon-ACGME Fellows) Owned by UCSF Mea J
Proge. D st e « gOooooosooon (a)
View thresholds for column
Companants |Haw =l
Crvarall shrashaolds tr comn: Mew i Sverall Threshokd ConBguration is camently read-onky,
Schedule Glance g In Basket Glance Frequently Used Li
por E
1 " 1
| Reports
Owernide threshobds for speciic rows in columen
Baw im Crvermice Threshold Configuration is currently read.only.
H Saehs "

" Arcept ¥ Cancel

1. If you have just logged in, the My Dashboard workspace will be the first screen that will appear
otherwise, click the My Dashboard tab.

2. Hover the mouse over the right corner of the component. You will see a Diagonal Arrow.
Clicking the Diagonal Arrow will collapse and expand the component.

3. On the Left Sidebar click the Gear @ button to open the Dashboard Settings. Here you can
change the Display Title and change the order and configuration of the Dashboard Components.

4. Click the Wrench beside the component you wish to personalize. Here you can change the
component name, color and view threshold. Click Accept. You can also access this screen by

hovering the mouse over the right corner of the component and clicking the Options

From the menu, choose Personalize.
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The In Basket Management Dashboard is a more comprehensive view of your In Basket.

In Basket Management Dashboard

& People with Old
Messages®

You have not yet configured what pools
and people you manage.

Configure which pools and people you
manage &

dounvh

General Internal Medicine
Dashboard

Ambulatory Primary Care Daily
Planning {Log In Dept)

Ambulatory Prototype Provider
Dashbﬁarc?’

UCSF CE Executive Interoperability
Dashboard

MyChart Utilization Dashboard

&4 Pools with Old
Messages®
You have not yet configured what pools

and people you manage.

Configure which pools and people you
manage &

& Folders with Old
Messages®

You have not yet configured what poocls
and people you manage.

Configure which pools and people you
manage @

APeX - What's
New5

7m ago

Links

Dashboard
How-To's

1B Mngt
Dashboard
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The following is a list of shortcuts to help you navigate in APeX.

CTRL+ALT+L Log out of Hyperspace.
CTRL+ALT+S Secure your workstation.
TAB or SHIFT+TAB Move to the next or previous field.

CTRL+TAB or CTRL+SHIFT+TAB

Access next or previous Workspace tab.

CTRL+ALT+Number Access the second (2), third (3), etc., Workspace tab
depending on the number pressed.

CTRL+C Copy selected text.

CTRL+V Paste text that you copied.

CTRL+P Prints documents like reports or patient instructions.

CTRL + PAGE UP / PAGE DOWN

Select Next or Previous Dashboard

ALT+O Open the Dashboard Launcher window.

ALT+E Open the Dashboard Settings window.

ALT+R Refresh Dashboard.

ALT+P From Library tab, Collapse and Expand all templates.
ALT+S From Library tab, access the Search field.

T Today

W-1 Last Week
M-1 Last Month
Y-1 Last Year
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