Navigating the Reports Tab Quick Reference Guide
This quick reference guide contains items required to navigate the Reports tab.
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	Item Number
	Item Name
	Description

	1.
	Reports
	Opens the Reports tab.

	2.
	Search
	Locates reports by searching all report names, modules, sub modules, keywords, and report descriptions.

	3.
	Module
	Lists all reports available for a specific module. Click Recent to access reports you ran in the last 60 days.

	4.
	Sub Modules
	Filters the list of reports based on report type.

	5.
	Report List
	Shows an alphabetical list of reports based on search criteria. Includes a short description of the report.

	6.
	Description
	Provides a detailed explanation of the report including hints, tips, and definitions.

	7.
	Run Report
	Click Run Report or click the report name to specify the options and parameters for the selected report.
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You can search for a specific report by typing in the search bar.
If you accessed reports previously from the Admin tab click on Admin. Based on security the reports that you have access to will be listed. Click on the name of the report and then click on RUN REPORT.
If you accessed reports previously from the Clinical tab click on Clinical. Based on security the reports that you have access to will be listed. Click on the name of the report and then click on RUN REPORT.
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RUN REPORT will bring up the report page and allow you to select the criteria.
[bookmark: _GoBack][image: ]

Some reports i.e. Action Summary will allow you to save report setting so that the report can be run over again. The reports that allow Save Settings are denoted by the [image: ]button. You can save more that one report option settings to save.
Over time PCC will be adding more reports that allow you to Save Settings.
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Welcome to the new Reports experience! Use this new Reports tab with detailed

report descriptions to help you decide which report you want. Better search and

ENHANCED BILLING

CARE SERVICES

CRM .
AIR Aging *NEW* 5

Complies balances by resident and Payer. Select A/R Aging to review outstanding balances and Cash Aging to reconcile
payments with the Cash Receipts Journal.

Action Summary Report (Billing - ADT / Profiles)

Summarizes resident movement including admissions, discharges, deaths, leaves of absence, and transfers. Details
populate based on the Action Codes used in the resident census lines.

Action Summary Report (Care Services - ADT / Profiles)

Summarizes resident movement including admissions, discharges, deaths, leaves of absence, and transfers. Details
populate based on the Action Codes used in the resident census lines.

Activity Summary, m

This report provides a summary of Scheduled, In Progress, Completed, and Overdue activities by employee broken
down by Activity Type. This will enable a Facility or a corporate manager to have a holistic view of what staff is working

filtering helps you find and see the reports you need. Click here to lear more

Activity Summary

. RUN REPORT

Save

ttings

Description .

This report provides a summary of Scheduled, In Progress,
Completed, and Overdue activities by employee broken
down by Activity Type. This will enable a Facility or a
corporate manager to have a holistic view of what staff is
‘working on.
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RUN REPORT
[ ADT/ Profiles The PTogress Notes Report allows you to run and view a selected group of Brogress notes written for an individual resident, multiple residents, or all residents within the facility. This
O Assessments report has options to assist in tailoring and customizing your report output.
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