Utilizing Export Data Request
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Utilizing Export Data Request Tool

Generating a export file;

1. Go to any table search control window (ex. Appointment report).
2. Perform your query.

3. Once you have your results click the gear icon on the right upper corner of the window.

4. Click Print.

5. Select the "Excel - all pages (Accessible in the Reporting Portal General/Export Data Request)" option.

£+ Report: Appointment Choice = BOMAe 30
T':’n ,;I;r; ‘O\ Search by Chart Number, Patient First, Patient Last ‘ Advanced Search ‘o Appointment Search 131
Security
Appt. Date Status = Type = Prior Auth Complaint Referring = Resource ChartNumber =| PatentFist =/ | 572"
Company
01/01/2024 08:45:00 | Patient Ready New GYN Automated Fax Provider Donald Doctor MD 25064 | Wes Veor
01/01/2024 11:00-00 | Scheduled Initial Evaluation insominia Nicky Ferandez 26210 | Ranjani
01/02/2024 10:00:00 | Checked-Out Daily Visit Another resource test for card 8752 | Sally Resenberg M. Phil J. Dinn 9368 |Brady
01/02/2024 13:00:00 | Checked-n Daily Visit Testing resource setup change card 87 Phil J. Dinn 24814 Test oo
0110212024 16:00:00 | Scheduled Daily Visit Another resource test for card 8752 Phil J. Dinn 9716 Bl it
01/03/2024 09:00:00 | Checked-n New GYN Automated Fax Provider Donald Doctor MD 25064 | Wes
01/03/2024 10:00:00 | Checked-Out New GYN . Autamated Fax Provider Nonald Dactor MD 25064 | Wes T
01/03/2024 12:00:00 | Checked-Out New GYN | # View Report X 25064 | Wes .
011032024 12:00:00 | Scheduled Problem Visit Follow-up Otho | 0. would you like 1o view your report? ] 24927 | James oland
011032024 12:45:00 | Scheduled Problem Visit Follow-up Ortho ] 24865 | Adam John
01/03/2024 14:00:00 | Scheduled Problem Visit Follow-up Ortho"| 2eporiType O PDF - current page ] 26122 | Drake Weber
01/03/2024 14:45:00 | Scheduled DME Follow up Follow-up Ortho | O Excel - current page (save to Download folder) ] 9522 | Test Dearborn
@ Excelall pages (Accessible in the Reporting Portal
011052024 10:15:00 | Checked-Out New GYN General/Export Data Request) 25064 | Wes Test
01/08/2024 11:00-00 | Scheduled Initial Evaluation insominia 26210 | Ranjani Rameshnivasan
0110812024 15:15:00 | Scheduled Follow up. 24794 Anthony Doe
01/10/2024 09:45:00 | Checked-n New GYN 25064 | Wes Test
01/10/2024 10:00:00 | Scheduled Alex Appt Type insominia 26210 | Ranjani Rameshnivasan
011102024 10:30:00 | Scheduled Cysto Expot || Cancel 26134 Test Hula
01/10/2024 12:00:00 | Checkedn New GYN ToaTEd Fax Provider Tonals Uodtar M0 25064 | Wes Test
011102024 12:30:00 | Scheduled Catheter Change Stephanie Lynch MD 26180 | Test A
01/10/2024 13:00-00 | Checked-n Follow up. Richard Kildare MD. 9753 | Thomas Doe
01/10/2024 13:45:00 | Scheduled Follow-up Ortho Visit Follow-up Ortho Visit Stephanie Lynch MD 24982 | TEST INTAKE
01/10/2024 14:45:00 | Scheduled Kidney Infection Kidney Infection Stephanie Lynch MD 26155 Sue Miller Test
01/10/2024 15:00:00 | Scheduled Kidney Cancer Kidney Cancer Stephanie Lynch MD 24891 | Kevin A
01/11/2024 08:30:00 | Checked-n New GYN Automated Fax Provider Donald Doctor MD 25064 | Wes Test
01/11/2024 10:00-00 | Scheduled Alex Appt Type insominia Camila Romero 26210 | Ranjani Rameshnivasan v
4 »
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6. A toast message will appear on the right lower corner of the window informing you that your request is
being processed.

1 i Information [ ]

1. Go to the Reports portal.
2. Under General section select Export Data Request.

Your request is being

processed,

check the

Export Data Request

Report for its

progress.

Utilizing the Export Data Request to manage your export files;



3. The Export Data Request window will display the files generated by your user for the current date.
4. Under Action you can choose to download the file or remove the file.
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5] eDocuments (0)
@ Prescription (133)
Reminder (0
? e D Type Description Expiration Created e |a Action
(l? Patient Portal (109) 2 TableSearch Claim Query 10/24/2024 12:09PM (EDT) in 02 d 23 h 50 m 39 s 10/21/2024 12:09PM (EDT) Completed ]
Intake (57)
15 Fax (0) 3 TableSearch Appointment Search 10/24/2024 12:15PM (EDT) in 02 d 23 h 56 m 48 s 10/21/2024 12:15PM (EDT) Completed @
[ Fax Updox (0)
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**The refresh on the right lower corner of the Export Data Request window will refresh the list of files including
the file status.

**A file may appear with a "In Progress" status if the file is still being compiled. If this occurs refresh until the

status refl

ects as "Completed" prior to downloading the file.




