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Importing Created Searches in PS Suite

Step 1: Fromthe swpca.ca website, under the EMR Resourcestab type in the search indicated and
download to your computer.

ABOUT THE ALLIANCE || EMR RESOURCES | FOR PROVIDERS FOR PATIENTS CovID-19

EMR Resources

Welcome to the South West Digital Coalition’s Forms Repository. Our aim is to provide Accuro ||COVID-19 Patient Vaccin”f sarch |
and PS Suite EMR users in the South West an up-to-date library of common referral and
requisition forms that meet a minimum standard of quality and functionality.

**Make note of where this file has been saved.

H Patients 80 and over - DC.srx

Step 2: In PS Suite, click Records

% PSSuite® EMR (Partnering For Quality - 3070) - X
File Settings Reports Messages MOH Window Help| =)~ [A [~
Danielle Denomme (JK) - Monday, February 22, 2021
2 | & [ B U
£ - DAl Es

Logout | Appointments Bill Book Cash Book | Address Book
Dashboard > |

Patients Inpatients Clients Handouts Messages, Records

Step 3: Select “Settings” and then “Edit Searches”

% Danielle Denomme - PSS

File Edit Styll Settings Fatient View Data Letter =) [F 0OLS

Choose Patient Edit Stamps...

Edit Custom Forms...
Edit Searches...

Edit Cohorts...

Edit Reminders...

Edit Reminders of This Patient

Mew Quick Individual Reminder

Ihln

MNew Alert
Q Increase Text Size Ctrl+1
Q Decrease Text Size Ctrl+ L

**DISCLAIMER: The PFQ Program has developed this guide/tool for your internal use only. Please follow
your clinics policy for privacy and security while running and exporting this created search which will
contain personal healthinformation.


https://www.swpca.ca/EMRResource/

”

Step 4: This screen will appear. Select “Edit” then “Import Searches” and “Done

% Edit Searches X |
Edit ot
Copy Ctrl+C ]
Paste Ctrl+V
Duplicate Ctrl+D 1
Add Search Cirl+ &
Delete Search Ctrl+5hift+Backspace ]

Remove Lock
Test Search Ctrl+T
Edit Report Templates... X

Import Searches...

ST Ctrl+S

Export All... Ctrl+Shift+5

Import Search Collection(s)... Ctrl+5Shift+|
10ceanHLCustomVitals
& mths - 3 yrs 6 mths
AFHTO COPD PS5 Frontend S...
AFHTO Diabetes PSS Fronten...
AFHTO-Opicid-Benzo-PS5-Fro...
AFHTO-Opioid-Only-PSS-Front...
Asthmatics

BAFHT - Inactive Patients

Chidhood Immunizations 30 m...
CHRC HF -Lab and HR. - Diast...

Perform Search... Test Search Add Search [ Done

Step 5: Find the location ofthe search you downloaded fromthe swpca.ca EMR Resources.
(Note- For this document, the search was saved on the users desktop and is named “Patients 80 and
over— DC”) Select the search file and click “Choose”

% Choose Search File X

1
Lookin: | [Hl Desktop v e

i i,
: e I This PC
_ Recentltems Libraries
i Adobe Acrobat
Brother DCP-L25400W_Full Driver-Software pkg
1 l Dent Use
; Desktop Driver diagrams - Clinical Excellence Commission_files

Email Consent Long Form_files

Skl Ao oe A

|_] Patients 80 and over - DC.smx

1 Documents £ PUrsam_DasicSoinnsaEienap
i
This PC
| : \
| |\‘j$ File name: Choose J
MNetwork .
Files of type: | single Search (.srx), or collection of Searches (st Cancel

**D|SCLAIMER: The PFQ Program has developed this guide/tool for your internal use only. Please follow
your clinics policy for privacy and security while running and exporting this created search which will
contain personal healthinformation.



Step 6: Oncethe search was successfullyimported, you will get this notice. Click OK.

j Imported 1 items >

Impart results:
Patients 80 and over - DC.5rx Successfully Imported |

1
1
1
1
1
1

**DISCLAIMER: The PFQ Program has developed this guide/tool for your internal use only. Please follow
your clinics policy for privacy and security while running and exporting this created search which will
contain personal healthinformation.



Running a Search and Exporting into an Excel File

Step 1: In PS Suite, click Records

=% PS5Suite® EMR (Partnering For Quality - 3070)

File Settings Reports Messages MOH Window Help o)+ [4 S
Danielle Denomme (JK) - Monday, February 22, 2021

= & &
Bill Book Cash Book

Logout | Appointments | Patients Inpatients Clients
Dashboard

Step 2: Select “Settings” and then “Edit Searches”

% Danielle Denomme - PSS
File Edit Styll Settings Fatient View Data Letter =) [/ OLS
Choose Patient — Edit Stamps...

Edit Custom Forms...

Edit Searches...

Edit Cohorts...

Edit Reminders...

Edit Reminders of This Patient

Mew Quick Individual Reminder

MNew Alert
Q Increase Text Size Ctrl+1
a Decrease Text Size Ctrl+1

Step 3: Enter the search name “Patients 80 and over—D

Address Book

2 X

Handouts Messages, Records

C” and selectit. Click “Perform search”

= Edit Searches X i
Edit e
n
Patients 80 and over - DC l|5ebrch Name: Patients 80 and over -DC (7] I
~
Searches “ﬁ nt Status = Active n
iz
Age == 80
]
n
n
Delete Line + + Add Line
Indent Line -> EditLine... <~ Outdent Line
Comments:
Perform Search... Test Search Add Search

**DISCLAIMER: The PFQ Program has developed this guide/tool for your internal use only. Please follow
your clinics policy for privacy and security while running and exporting this created search which will

contain personal healthinformation.



Step 4: Itis defaulted to have all doctors selected. Uncheckany doctors as required. Click “Search”
o Search .

<Enter search text> Patient Status = Active
~ and
I Searches Age »=80 I
A

PCDS - Coding Free Text Con...
1 PCDSPatientPopAdultsalzheim. ..
PCDSPatientPopAdultsBipolar
PCDSPatientPopAdultsBreastc. ..
1 PCDSPatientPopAdultsCkD
PCDSPatientPopAdultsColonC. ..
PCDSPatientPopAdultsDrugDe. ..
PCDSPatientPopAdultsHyperli...
I PCDSPatientPopAdultsLungCa. .. ]
PCDSPatientPopAdultsOsteoa. ..
PCDSPatientPopAdultsProstat...
1 PCDSPatientPopulationCoded ]
PCDSPatientPopulationCoded-. ..
PCDSPatientPopulationCoded-. ..
i PCDSPatientPopulationCoded ... 1
I PCDSPatientPopulationCoded ...
FD Diptheria etc Test
PD Find Reminders
PD - test for pending lab
PD - test search for custom vit...
Pending Test (1)

Pending Tests o
# James Kavanagh ~ Uncheck All Doctors
} # Jennifer Thompson
Search for Patients of These Doctors:
# Kevin Newcombe Check All Doctors
& Other doctor w D Show Inactive Doctors
[] Indude Matched Data with Results [] Indude Deleted Records in Evaluation
Report Format
Title: |Patients 80 and over - DC
Columns: ] ] ) _
Patient = First Mame Surname Age Home Phone  Business P...  Mabile Phor

Cancel Edit Searches... | Search I

**DISCLAIMER: The PFQ Program has developed this guide/tool for your internal use only. Please follow

your clinics policy for privacy and security while running and exporting this created search which will
contain personal healthinformation.



Step 5: Yourreport will showup in a newwindow. To export this to excel select “Report”, “Utilities”

then “Save to Tab Delimited”

I_ % Patients 80 and over - DC

Report bt

i Print...

CD5 5: Export
CIHIE: Export
DIABETES: Export
CDS: Export
CIHE Export
DIABETES: Export

Ctrl+P

Refresh ...
Find in Report ... Ctrl+F

Find Again Ctrl+G

Utilities

Print as Patient Labels

Print as Envelope Labels

Print as Mame & Mumber Labels
Print as Wrapping Labels

Print Family Envelope Labels
Print Famnily Labels

Batch Bill for All Found

Add Problem For All Found
Add Problem For This Patient
Export Patients...

Form Letter for All Found...

Form Letter for This Patient...

Message for All Found...
Message for This Patient...

Save as HTML...

Save as Tab Delimited...

Save as C5V...

Bulk change patient statuses for these patients...

Bulk change MD/MP for these patients...

|5 Save list as... x|
Savein: | I Desktop v @3 mE- |
Qf’} @ | You mustsave the file somewhere
m 9 oo | onyourcomputerthenclick “Save”.
| Pt ] Iy e (NOTE- For this document, the file
o o | was saved to the users desktop and
_ Libraries . .
= ' named it “Patients over 80”)
This PC Q‘ Network
N':]:k n Acrobat Reader DC v
Object name ] [[(sae
Save as type: Al Fles (%) - Cancel

**D|SCLAIMER: The PFQ Program has developed this guide/tool for your internal use only. Please follow
your clinics policy for privacy and security while running and exporting this created search which will
contain personal healthinformation.



Step 6: Open Excel. In a newworkbook select the “Data” tab then select “From Text”

File Home Insert Page Layout Formulas (IEE ’

eview

View ACROBAT

Q@ Tell me wha

[E From Access = [T Show Queries [2] Connections | 5| [TTA C ¥ [E Flash Fill F+o Consolidate
4 (& [T & Cormecters 21 BTA) B | o
[& From Web F From Table *~ =] Properties Reappl B+l Remove Duplicates T Relationships
From Other Existing Mew Refresh : Al Sort Filter . v o
[ From Text Sources*  Connections Query ™ [E"; Recent Sources All = Edit Links Yo Advanced Columns —o Data Validation - @ Manage Data Model
Get External Data Get & Transform Connections Sort & Filter Data Tools
H5 = Fe
A ] C D E F G H J K L M N o] P Q
1
2
3
4
5
(]
7
8
9
10
1
12
12
« “~ 4 B s ThisPC » Desktop w | Search Desktop »r
Organize v MNew folder B m @
~ .
Micrasoft Excel Name £ Find on your computer where you
|=| Patients over 80.txt 2
@ OneDrive = saved thereport fromstep 5, select
| ] COVID-19 Sereener 2
H “ ”
v [ This PC L} SW File Share 2 thereportand click “Import
> _ji 3D Objects a1 Rightfax 2
> I Deskiop f South West Intranet 2
- 7| AcuteMet 2
|| Decuments '_“] cute
# | E-Learning Centre 2
; Downloads
A Personal Folder 2
P Music & | RSA - Shortcut 2
=] Pictures 74 Outlook Web Access 3
B Videos South West Applications 2
i Windows (C:) Email Consent Leng Form_files Tw|
v L >
File name: | Patients over 0.t ~| o Text Files (% pro;*.ft;*.csv) w
Tools - Import Cancel

**DISCLAIMER: The PFQ Program has developed this guide/tool for your internal use only. Please follow
your clinics policy for privacy and security while running and exporting this created search which will
contain personal healthinformation.




Step 7: The Import Wizard will appear. Click “Next” twice then click “Finish”

AP S - : - | e Ol — s ay
The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
Choose the file type that best desaribes your data:
@ Delimited - Characters such as commas or tabs separate each field.
O Fixed width - Fields are aligned in columns with spaces between each field.

Start import at fow: | 1 3| File grigin: | 437: OEM United States v

[ My data has headers.

Preview of file C:\Users\danielle.denomme'\Desktop'Patients over 80.bxt.

A
atient $First NameS; Hi in le ThoneE-
NelsonMuntz80 yrJames KavanaghDr. James Kavanagh
MelissaSmithers80 yrSl -3743danielle denomme@lhins_ on.caJam
|5l37DadJerreccs0 yrs15-352-5654519-£56-3695515-€36-252 3dadi@yahoo. ca v

< >

e i

Yourreport will now be viewable in excel for you to work from.

A B © D E F G H | J K L
1 |Patient # FirstName Surname Age Home Phone Business Phone Mobile Phone E-Mail Address Md Name Primary Provider Name Privacy
2 122 Nelson Muntz 80yr James Kavanagh Dr. James Kavanagh
3 127 Melissa Smithers 80yr 519-236-3743 danielle.denomme@lhins.on.ca James Kavanagh Dr. James Kavanagh
4 137 Dad Jerrett 80yr 519-888-5654 519-656-3698  519-636-2589 dadj@yahoo.ca James Kavanagh
5 119 Danielle  Denomme 80yr 519-334-4444 226-336-5638 danielle.denomme@lhins.on.ca Jennifer Thompson
6 120 Mickey Mouse 80yr 226-236-3743  jennifer.jacksonl@lhins.on.ca  Jennifer Thompson Dr. Jennifer Thompson
7 103 Grandma PSS 99 yr 800-265-8175 coolgranny@gmail.com Dr. Wendi Jerrett
8
9

10

(No real patient information was used for this document)

**D|SCLAIMER: The PFQ Program has developed this guide/tool for your internal use only. Please follow
your clinics policy for privacy and security while running and exporting this created search which will
contain personal healthinformation.



Excel Tips:

Adding Filters
1. Once the Column headings arein place, select any cell within your dataset

F G H P J

Business Phone Mobile Phone Email Address ( |MD Name !priman}'{:are Provider

Dr. Phil Dalton

spacejam@gmail.com Phil Dalton Dr. Phil Dalton

519-123-4558 Phil Dalton Dr. Phil Dalton

519-123-4559 mickey@disney.com Candice Beselaere Dr. Phil Dalton
519-123-4560 Candice Beselaesre Dr. Candice Beselaere

Wendi Jerrett Dr. Wendi Jerrett

2. On the “Home Tab” click the “Sort and Filter” button, and select Filter

Book] - Excel B —

Insert Page Layout Formulas Developer ~ ACROBAT Q@ Tell me what you want to do... seselae. ~ Candice £ Share

¥ Cut

: Calibri Al = 5F Wrap Text General - L:) @ %ﬂ EX E é““msum - A
58 Copy - Fill =
Past . == = . . G Conditional Formatas Cell  Insert Delete Format
SO | | AT == ElMegeacens - 5 - % 1 G Condvons Fomets Co et Dele Format
Clipboard = Font = Alignment " Number ® Styles Cells " A
> AutoSum - AY p
[¥] Fill - _
Sort & Find &
Clear~ Filter 7 Select -
Editi | fortAtoZ
Zl totZtoa
ustom Sort...
W

—{Y Fiter

3. You can now filter your export to list only those patients who have been assigned to a selected
physician(s) if required.
Click on the down arrow, then select/unselect the filters, and hit OK

(To revert to the original list of all patients, select the “Select All” option until checkmarks appearin all
filter boxes)

4 H ! ¥ K L

Aol Phes - | Ernadl Addre - | WA M L Paoevink: =

151382558
I 1L5A0  reds
16 1200580

**DISCLAIMER: The PFQ Program has developed this guide/tool for your internal use only. Please follow
your clinics policy for privacy and security while running and exporting this created search which will
contain personal healthinformation.



