To Generate an Excel Spreadsheet of Clinic Patients from ECW
1. Click on FILE, go down and click on PRINT ( Print Schedule

2. Under “Display Providers and Resources at Facility”, scroll down to Children’s Health Center or another facility where you have worked, ie Good Hope Road.

3. Under “Providers and Resources”, select provider name, ie Fraser, Jamie

4. Select the appropriate date range
5. Click EXPORT
6. Save your file, making sure that the file extension .csv remains at the end of your document name.  
But wait!  There are EXTRA STEPS if you’re doing this on your laptop, otherwise you’ll never be able to find & open the file you just saved.
7. Start again as if you’re going to repeat the whole process – File, Print schedule, Display, etc.

8. Once you get to the point where you would save your file, STOP.

9. If you look in the pop-up window, you should see the file you already saved.  Right click on it and select OPEN.

10.  Once the file is open, save it as an actual Excel file in whatever directory you want.

11.  You may then open your saved document in Excel, which will allow you to modify the columns, etc.  The only columns you need are the date of the visit, the last 4 of the MRN, the birthdate, and the diagnosis.
12.  You’re done!
