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)Algorithm for creating a patient list:
1) Open Epic
2) Click on the EPIC tab upper left corner
3) Go to Reports, then Reports, then My Reports
4) If star under favorites it will save some steps.
5) Once in the report menu look for the “Library” tab off to left
6) Go to “AMB Find Patients – Generic Criteria”  click New Report” – new report is off to right
7) This is the Report Setting Console, from here you select the patient base and modify the settings and tell the computer what to dreg up.  We will review some simple reports and how to get started.  Feel free to explore – you may find an easier way to search things.
8) Once in report settings go to (highlight) the “Patient Base” under the Criteria tab, click on My Patients on the right side of screen. 
a. Hit the magnifying glass and select “Patients with PCP’s in Login Department” 
b. This identifies our patients – Cascades East
9) Criteria is what is searched and Display is what is shown (or displayed)
10) To select certain conditions or criteria use the left side – for instance for diseases go to either
a. Encounter dx by grouper or 
b. Problem List by grouper - This selects certain “groups” of diseases
11) Other Criteria can be searched if it is in the list: 
a. Age, BMI, Not Currently on Medication, etc.
i. Age can be further defined by “greater than or equal to, less than, etc”
ii. “Not Currently on Medication” can be defined by particular medications
12) Next determine what information you want displayed (i.e. the headers – name, age, etc)
a. Go to the Display tab and click “add” or “remove” to move display items from the menu (the select column) on left to the display column (the selected column) on the right 
b. Now you can run or save the report.
13) Once a report is run you can filter it
a. Go to the filter  icon at the upper left area and click
b. You can modify your displayed items to narrow the search (i.e. by PCP)
c. The blank/nonblank buttons remove “blank fields”
d. Hit Apply button when ready to filter your list
14) You can also save this in EPIC as a patient list
a. Go to “+add to list “ displayed at top of sub menu and click
b. Need to highlight all the patients you want put into your list
c. Select an already created list or create a new list
d. The list can be modified by going to the “properties” tab upper left corner of menu.
15) To edit a report once it has been run (and saved):
a. Be sure to click the “star icon” under “My reports” which will move the report to “My favorite reports”
b. Right click the report, select “edit” and you can edit the report without starting from the top. 
