
 

**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 health information.   
 

Importing Created Searches in PS Suite 

 

 

Step 1: From the swpca.ca website, under the EMR Resources tab type in the search indicated and 

download to your computer.   

 

 

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

 

 

Step 2:  In PS Suite, click Records  

 

 

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

 

 

https://www.swpca.ca/EMRResource/
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Step 4: This screen will appear. Select “Edit” then “Import Searches” and “Done” 

 

 

Step 5: Find the location of the search you downloaded from the 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” 
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Step 6:  Once the search was successfully imported, you will get this notice.  Click OK. 
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Running a Search and Exporting into an Excel File 

 

Step 1: In PS Suite, click Records  

 

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

 

Step 3: Enter the search name “Patients 80 and over – DC” and select it. Click “Perform search”  
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Step 4: It is defaulted to have all doctors selected. Uncheck any doctors as required. Click “Search” 
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Step 5: Your report will show up in a new window. To export this to excel select “Report”, “Utilities” 

then “Save to Tab Delimited” 

 

 

 

 

You must save the file somewhere 

on your computer then click “Save”. 

(NOTE- For this document, the file 

was saved to the users desktop and 

named it “Patients over 80”) 
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Find on your computer where you 

saved the report from step 5, select 

the report and click “Import” 

Step 6: Open Excel. In a new workbook select the “Data” tab then select “From Text”  
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Step 7: The Import Wizard will appear. Click “Next” twice then click “Finish” 

 
 

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

 

(No real patient information was used for this document) 
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Excel Tips: 

Adding Filters 

1. Once the Column headings are in place, select any cell within your dataset 

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

 

 
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 appear in all 

filter boxes) 

 


