B Alberta Health Operating Room Management (ORM)
- Converting Reports to Excel/Word/PDF/XPS

CONVERTING MEDITECH REPORT TO MICROSOFT (MS) EXCEL

When: When the Meditech report has the description DOWNLOAD in the title, converting to Excel is the
only way to view the content.

What: The following AHS DOWNLOAD reports are intended to be viewed by converting to Excel.

SCR OR Operations Log Download

Download Preop Antibiotic/Primary Procedure Detail
Download Procedure Dictionary Detail

Download Procedure Dictionary CCI

Download Primary Procedure/Case Detail

**Download Primary Procedure/Case Detail**can further be converted into a table format that can be
sorted or calculations added and thus meet various reporting needs not available in an existing report.
(Other reports may be developed in the future)

o Occasionally there may added value to take an existing report (not originally created for download
telpLul

il conversion) and convert it to Excel allowing you more options such as sorting, adding columns and

formulas to meet additional reporting needs.

Keep in mind, this will only work on reports where the printed content has each item/event listed
across one single line and spaced so it can be divided into columns.

You will also need to sort it once converted, save/edit the header line and there will be some minor
clean up to remove duplicate headers/page numbers, etc. that will show up since this report was not
developed for excel format. See screen shots below to show the layout of a Meditech printed report
that could be converted to excel format and one that will not work in excel format.

From 15/11/15 To 15/11/15
Include/Exclude/Only Deferred Cases: INCLUDE DATE: 20/11/15 @ 0836 David Thompson Health SCH **LIVE+* E
UsEa: 435186 PROCEDURE COUNT
Procedure Group DCOLORGEN - CLDS GENERAL SURGERY

Scrub Circy From Date: 18/11/1% From Proc Group: BEGINNING Room Group
Thru Date: 18/11/18 Thru Proc Group: END ALL

Total *Rrg
ThEETEnD Caszes Mins Avg Mins Avg M Include/Exclude/Only Deferred Cases: INCLUDE
OENHNELP - EXCISICN LIPOMA HEAD NECE 1 45.0 g 18/11/15
OGNINRPH - REPATR HERNIZ INGUINAL 1 &7.0 €7.0 13 bincoro  conowoscopy
OGNLGBX — LAPRROSCOPIC CHOLECYSTECTCMY 1 &5.0 &5.0 13 PROCEDURE GROUP TOTAL 3
CEMSTMITL - AMASSEAT ST T o 1 55.0 55.0 18
This report could be converted to excel N .0 a0 2o | Tris report CANNOT convert since prcsY  MAPAROSCOBIC CHOnECXSTECTONE '
; A : P P > - BE- < overlapping information and event PROCEDURE GROUP TOTAL B
since the information per item is on one details on muliple ines
line and you can separate the entire 1 lsio _— 10
page into columns porvzcs  crsansaw szczron L
. .0 s 0 15 SSTVATSRA COLPOSACROPEAY ANTZRIOR :
sz. sz.
women  TErarsTL apTERMALARY
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How: Follow the steps below to download and convert the report to Excel format

Bl Print Destination

4) End of report screen appears once it is complete.

5) Open Microsoft Excel

Recent Targets
Z:\QuickDownloads_temp\ORM Statistics - Adhoc.txt
Z:\QuickDownloads_temp\Endo_DTH_Jul01Sep30
Z:\QuickDownloads_temp\Endo_DTH_Apr01Jun30

Z:\QuickDownloads_temp\ORM_Equipment_RedDeer_June26 2015
Z:\QuickDownloads_temp\ACRCSP_DTH_May2015.txt

Target Z:\QuickDownloads_temp\HIPKNEETDOWNLOAD. b
Zip Password
Re-enter Pwd
Cancel OK
b3 o

screen appears.

3) The Save As screen gives you the option to find a folder,

pick an existing file to over-write, or create a new file.

Click Save then

e Within Excel select File

gﬁ

e Then Open Microsoft

Excel 2010

Created: July 31, 2017
Revised: October 23, 2018

Click Close.

1) Access the report and enter all the selection criteria and SAVE (F12)
2) Print Destination Screen appears — click Download side button

Preview
Print
Download

rran
Archive
Browser
Schedule

Preferences
Refresh

GlONE (oF| el r

o |f you have previously saved a report the Recent Targets will appear on the top.
o |f you want to change the file name, click the inverted triangle at the Target field and the Save As

& B cf FE-
| | Date modified Hﬂ
9/10/2013 8:21 AM
1/2/2015 1254 PM

(Wiwdthrcl02 dthr.ab cathome) g

MName &

.. Application Data
. Communication

.. EmailsArchived 2/12/201511:10 AM

L Favorites 11/17/2015 2:14 PM

- Lync 9/4/2012 8:09 AM

- My Pictures 2/12/201510:58 AM

- Officed7 3/27/2009 6:07 PM &
4| | >
File niame:  [HIPKNEETDOWNLOAD bd Jd| save |
Save as type: IText Files ("TXT) ;I Cancel

4
—1o1x)
\\i‘_) End of report.
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5 S
LT v

| Open ly I2
&) =] » Libraries » Documents » - ‘&" [ Search Documents 2|
Organize = Mew folder e [ IQB
Some library features are unavailable due to unsupported library locations. Click here to learn more... X
. (& MicrosoftExcel | Documents library e
6) It defaults to only show All Excel Files, so you Includes: 2locations :
. . [ Favorites -
must change this to show ALL FILES and find — L
| Adobe -
the saved the report o | Adahe
:=.I ik . Communcations
= Contacts —
B videos e —— 5
File name: z I|AH Excel Files -1
Tools v | Open |v| | cancel |

7) Text Import Wizard box appears and you have two
options. Delimited or Fixed Width. Tetmpor WL Sg Lol s

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

e Step 1: For downloaded reports, pick Delimited and a i e e
- Characters such as commas or tabs separate each field.
Symb0| SUCh as a comma ””’ ora plpe/vertical ||ne ”I” () Fixed widt§ - Fields are aligned in columns with spaces between each field.
will automatically create columns. (You can usually see Startimport st ow: |1 ©| Fiegigni | 457 OEM United States [=]
the symbol on the preview window between each field)
. . . review of file Z:\QuickDownloads_tem Jan| r24. txt.
(For other reports pick Fixed Width) i “e R R s
1 SurgDate | Theatre |DOB|Age | Caselype | Type | AcctNum| UnitHum| PatientName | ULI | &d +
Select Next e A [ G e
0/11/15|DRDORT |22/06/521€3|P|ADM IN|
E V'J,/li./lS\DRDORT\2E/O{/€3I52IP\ADM IN| -
4 n 13

e Step 2: Determine the delimiter that will trigger the
columns (shows where you want your columns to be).
Usually a pipe (vertical line) symbol “|” entered in Other is the setting for ORM reports.
(For Fixed Width you can manually click to add or remove columns)

Select Next
Text Import Wizard | Step 2 of 3 @ Text Import Wizard §Step 2 of 3 @ [
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview This screen lets you set field widths {column breaks).
below. T P . -
Delimiters o To CREATE & break line, dick at the desired position.
@ Teb Delimited for Download To DELETE a break line, double dick on the line. Fixed Width allows you to
[ Semicalan [ Treat consecutive delimiters as one Reports To MOVE a break line, dick and drag it. click and add or remave
Comma
[mfs: Text qualiir: |- E columns. For reports that
[ space are normally printed but you
[@] other: ||l want/can convert to Excel
Data preview Data preview
10 20 30 40 50 80 70
L i i 3 1 3 3 ]
3 (3
: -
urghate [heatze OB Rge [Caselype cctiium - paitium = urgDate|| Theatre|| DOB | Age | CaseType|| Type | Aoctium| UnitNum| PatientName | ULT | Addf =
0/11/15 PRDCRT  R6/10/55 80 TO305235/15 EE00S275E 0/11/15||DRDORT |PE/10/55 | 60 | B|REG| SDC|HT0205295/15 | GE00527565 | PZETS0, VICTO!
0/11/15 PRDORT RO/LL/73 42 L0305300/15 EE00354328 HT 0/11/15||DRDORT [20/11/73142 | FIREG SDC|ET0305300/15 | GE00394925 | STOKES, VIRGT
0711715 PROORT  R2/06/52 |53 FE0018813/15 BE00S1E31E HE 0/11/15||DRDORT |R2/06/52 | 63 | B|ADM IN|EE00185819/15|GE00518316 | WERBBER, RANDY
0/11/15 PRDORT p&/01/63 2 FE0014358/15 |F200158134 5Cf 0/11/15||DRDORT |P6/01/ 63152 | P ADM IN|GE0014958/15 |E00158134 | SCOTT, CARMEN § -
4 m » Fl ~ m ] [3
Cancel I [ < Back I [ L= l [ Einish Cancel ] [ < Back ] | Next> | [ Einish
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e Step 3:Is important if there are date,
time and number fields. This section gives
you the option to change the date format
to dd/mm/yy (Meditech format) and
change all time and number fields to Text
so you retain 0600 instead of 600.

Highlight the column you need to change
then click the correct format above. Keep
repeating this to adjust any applicable
columns
8) Click Finish and your document will
appear in column format in Excel.

9)

Operating Room Management (ORM)
Converting Reports to Excel/Word/PDF/XPS

Text Import Wizard {5tep 3 of 3

mn and set the Data Format.

Column data format

-2 Sl

@ General . ) )
_ 'General' converts numeric values to numbers, date values to dates, and all
() Text remaining values to text.
Opse: hor [
(™) Do not import column (skip)
Data preview
eneral sperCanerz] eperal eper=] eneral 1=}
= poge [CaseType [Type PoctNum MnitHum Pzl =
7 Ee&f10/55 O i=] FEG SDC HT0305235/15 [E00527565 [PEY]
[ FEG SDC HTIO0305300/15 [3G00354525 BT
1=} RDM IN [EE0018815/15 |ZG0051831c WE
1=} ROM IN [ZE0014358/15 [3E00158134 O] -
2
Cancel ] [ < Back

Final step is to save the document (currently still written as a text file) by clicking Save As.

Determine the location and rename, if required, and most importantly, change the Save As type

to Excel Workbook.

Save astype: |Text (Tab delimited)
Excel Workbook

Excel Macro-Enabled Workbook

1e Folders Excel Binary Workbook

Converting the new spreadsheet to a table format:

1) CTRL + A (highlight all the cells on the spreadsheet)

2) From the Home tab, select Format as Table

e Pick a table style

e Ensure “My table has headers” is
checked

e Click OK

Created: July 31, 2017
Revised: October 23, 2018

% ormal Bad

Format eutral Calcu
as Table = I:
Light
SIII= =S o formatAsTable LD ]
——— - ————— — N whereis the data for your table?
,EEEEE EEEEE E [#] My table has headers
ZIEEEE EEEEE [ ok || conca |
1 Medium
[ S SRR
EEEEE EEEEE EEEERE
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3) Remove columns not applicable

4) Select SJH & to customize how the data is displayed  [[YES - - M Holdaty | v@

Filter = 2l sotatez
e Alphabetically by headers (Sort A to 2) F il |
. il Sort by Color b
e Custom Sort to select which column sorts J
the data to make is easier to analyze ]
e Filter | allows specific data user to only ‘-: Text Filters ’
display the specified data. 1 Search Jo)
A symbol displays in a column that has filters E
added for sorting. E
:

Once the symbol is selected in a column, the//

user can check/uncheck the values to display

[ 0K ll Cancel ]

I ™ = ™~ 11 N1

CONVERTING A MEDITECH REPORT TO MICROSOFT (MS) WORD OR TEXT FORMAT

When: To save and/or email a copy without the printing and scanning it first and/or to have the ability
to edit or highlight content in that report.

What: Can only be used if the report is letter size, portrait layout and not too many columns. When you
convert it to MS Word, if the columns are not laid out in original format, discontinue attempting to save

as MS Word format. Occasionally a report has too much detail and thus it will push the last column over

to the next line and thus distort the layout.

How: Follow the steps below to save the report as a WORD or TEXT document then send via email.

1) Access the report on your Meditech Menu and enter the selection criteria.

AHS Custom Reports

OR Slate - Main

OR Slate - Unit With distribution list
OR Slate - Admitting

ORM Reports OR Slate - Equipment/Comments
OR Clerk Profile OR Statistics » | |ORM Cancelled Appointment - . 1
ORM Scheduler Desktop OR Reports/Forms » || ORM Registration Audit View Documentation [Press F9_ | L4
ORM Nurse Desktop i ORM Statistics - Adhoc V2 |
Cost Analysis Reports » atistics oc
gsm S:!wgﬂzaérlt;r;ance Desktop Reprint labels and Armbands ORM Statistics- M(_)nthly 58 From Date 01!041"1 5
AWL Waitlist Events Upload ORM Statistics - Finance
ORM Reports : * | AHS Custom Reports » ||ORM Utilization - Booked vs. Actual V2 *Thrl_,l Date 30,‘(06,‘(1 5
ORM Cancellations - * ||CHR Custom Reports » | ORM Utilization - Case Times .
ORM preference Card/Pick List ¥ |In7i Custom Reports » | ORM Utilization -Turnaround Show NonCompliant only Y/N Y
ORM Inventory > ||[ECH Custom Reports » ||ORM Actual Appointments for Physician
ORM Dictionaries " INLH Custom Reports » ||aCATS Audit Report v3
ORM Patient Risk *||PCH custom Reports » || Tier 1 - Hip Knee Cataract
OE Enter / Edit Temporary Location PHR Custom Reports » | |Surgical Safety Checklist

Preop Antibiotic Compliance Report 5.67
SCR OR Operations Log Download
Download Procedure Dictionary Detail
Download Procedure Dictionary CCI

Created: July 31, 2017 Page 5 of 9
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]
Praview o
Print (=]

Download f=

2) Save it and then Print Destination box appears. _
3) Click on BROWSER then OK (or F12) et RITR i Errr—]

—
Preferences a
Refresh 2

i [

4) Report will open via Internet Explorer (or another defaulting web browser)

" = Surgical Safety Checklist Compliance Report - Alberta
5) Select File E L & &

—
° Edit With Microsoft Office Word AV, I@, CtProgram Files (x86\MEDITECH MagicC5iDatal ABAIR
. . IS Edit  Yiew Favorites Tools  Help

e (Some users won’t have this option and thus r——— P

Duplicate Tab Chrl+k
cannot proceed) e Yindow Chrl+M | |

Mew Session
Cpen. .. Chrl+O .
Edit: with Microsoft Office Wa
Save ChrHS
Save As... O
Close Tab Chrl+w ;

Dzma Cakur

e Word Document opens

L] C||Ck SAVE AS File | Edit Wew Insert Format Tools  Table ‘Window Help
O tew. B4 A S0 BO00r - @ Fizead [Bidm
5 Open... Ctrl+0
Close
B B S L SO S AN LI SRR I A
=l 3ave Chrl+5
‘ Save As.. Palliser SCH *Live®
nﬁh Save as Web Page... Surgical Safety Checklist Compl
3 Operation Dates: 01/07/14 - 30/09/1
il File Search. .. Listing NonCompliant Cases Only
Permission 3
\Weh Page Preview Acct Procedure Item = ¢
Page Setup... e A P e e

e Box appears and you must do the following changes:
o SAVE IN needs to point to a

. 2] x]
drlve or fOIder 8 Save in: Il;u 24 (Wilient) () jl ! Q X L |j - Tools - |
o SAVE as TYPE must by Word - nameT-Ttaemodrea (=] trpe [T oee 1] r
| L aCATS . For emails - TempHold _ Saved Cutlook I
Document | & | il
o Change File name to - ECERcads 1° [= save
. . © | 5ave astype! [yword Document (*.doc) = Cancel
something meaningful. 2 -~ —— o
| 3 [%ML Document (¥, sl —
o Select Save (May take a few ; e FieWeb Page (. nht; i) |
1 'I y I:k .k
seconds for file to save) SUR S s =

I = R
Word is preparing to background save SSC_PCH_Q12014.doc:  (MEEEEEEEEE

e Document is now saved on your computer in MS Word format

Created: July 31, 2017 Page 6 of 9
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Save as a Text Document (only if MS Word does not work)

/2 Surgical Safety Checklist Compliance Report - Alberta Health Ser

° Complete StepS 1_4 above ey |g C:\Program Files {x86)\MEDITECH|MagicCSiDatal ABA|RIngLABA. LIVE
. . . . G EM Edit Wiew Favorites Tools  Help
e Within the Web browser click File w20 bt
Duplicate Tab ChrHH
* SaveAs | |
Open... 0
Edit with Microsoft Office Word
Save Ctrl+s Surgic
E Operation
Close Tab Cerlw Listing
Page Setup...
Print. .. Chri+F PreeEniTED
Print Preview. ..
Send 3
Impart and Expott. . 611714 REPATR TEWNDOH
Properties
Work Offline
Exit
\ - - -
e Box appears and you must do the following changes:
L:_:J <_) | .= nsorrny (Ydthreloz dehr.a,.. + QuickDownloads - lg 1 karch QuickDawnloads m
Organize *  Mew Folder SEEE 4 I@I
‘v Favorites Mame | Date modified | Type
|| 010813-310714_th7 _all.bxt §/28/2014 12:13PM Text Document
1% Computer | D10813-310714_th7 _csec.txt G/28/2014 12:10PM  Text Document
= i; I‘::'llilll_eni:; ((IJ)) || Surgical Safety Checklist Compliance Report.bxt  9710/2014 2:44 PM Text Document
: DTHS (':'l,e:zszaﬂl.rshi | Surgical Safety Checklist Compliance Report_...  9/11/2014 10:45 &AM Text Document
S Mg (lienk) (M:)
S 0f (Ylient) (O0)
S 5g (Clienty (500
S 24 (WClient) ()
e nsoremy (4 dtbrcioz, dtl
1| i
File name: | SSC_PHR_Q2,txt =l
Save as bype: [UEARIEN
- Hide Foldersl Encading: IWestern Eurapean ("Nin-j | Save I Cancel |
v
1) Change or make note of the drive/folder the document will save in
2) SAVE as TYPE must be changed to TEXT FILE
3) Change file name to something meaning full such as SSC_PHR_Q2
e Document is now saved on your computer as text only.
Created: July 31, 2017 Page 7 of 9
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CONVERTING A MEDITECH REPORT TO A PDF

When: To save and/or email a copy without the printing and scanning it first.

What: A Meditech Report

How: Follow the steps below to save the report as a PDF.

1) Access the report on your and enter the selection criteria

B Print Destination

2) Select Print

3) From the list of Local options, select
PDF Creator

4) Select OK

5) Pop up appears (PDF Creator), click Save

6) Save as pop up appears
o Save In needs to point to a drive
or folder
o Change File name to something
meaningful
Save as Type must by PDF Files
Select Save

Created: July 31, 2017
Revised: October 23, 2018

= LOCAL

CITRIX UNIVERSAL PRINTER (FROM M306628) IN SESSION 26
MICROSOFT XPS DOCUMENT WRITER
MICROSOFT XPS DOCUMENT WRITER (FROM M306628) IN SESSION 26

PDF ARCHITECT

PDFCREATOR
T

ARH ALL Download =
ZTEST Mail =1
ALL PRINTERS Archive g
Browser @

Schedule E

- Preferences 2

Description
Printer Name

MICROSOFT XPS DOCUMENT WRITER (FROM M306628) 1
Citrix Universal Printer

Refresh

[ *Copies 1

& PDFCreator171

Docurment Title:

@ N

|[P\ D=13744])0RM Statistics - Adhoc

Creation Date:

| |201 70725093025

1 odify Date:

i |2D1 70725033025

i Authar:

1 |nsurmv

© [ After saving open output file:
| Edit PIE files with PDFAchitect

LCancel Wait - Callect

Options |

eMail | Save |

x|

ISa\re in: Ile-l ~nsomy {\\ednﬁs.heahl‘r}r.bewell.ca}g @ ? — "

Mame = |V| Date modified |v|;|
. My Pictures 2/26/2016 12:59 AM
| Officed7 2/26,/2016 12:59 AM
| OR Documentation _ | 5/9/2017 11:25 PM
. OR Reports 7/24/2017 11:38 AM
. OR Standards 5/2/2017 7:05 AM
| OR Surgical Services T7/14/2017 8:45 AM
| Other aCATS 12/1/2016 10:44 PM
| | v
[Fie name: _[5RM Statistics - Adhos pdf - | save |
Save as type: IPDF Files {* pdf) Ll Cancel
A
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CONVERTING A MEDITECH REPORT TO AN XPS FILE

When: To save and/or email a copy without the printing and scanning it first.

What: A Meditech Report

How: Follow the steps below to save the report as an XPS file.

1) Access the report on your and enter the selection criteria

2) Select Print

3) From the list of Local options,
select Microsoft XPS Document
Writer

4) Select OK

5) Save the file as pop up appears

o Save In needs to pointto a
drive or folder

o Change File name to
something meaningful

o Save as Type must be XPS
Document

o Select Save

Created: July 31, 2017
Revised: October 23, 2018

B Print Destination

= LOCAL

CITRIX UNIVERSAL PRINTER (FROM M306628) IN SESSION 26
MICROSOFT XPS DOCUMENT WRITER

MICROSOFT XPS DOCUMENT WRITER (FROM M306628) IN SESSION 26
PDF ARCHITECT

MOST RECENT

ARH ALL

ZTEST

ALL PRINTERS

Printer
Description
Printer Name

MICROSOFT XPS DOCUMENT WRITER (FROM M306628) I
Citrix Universal Printer

{ *Copies 1

@l =N
% ¥

P = e

Preview

Mail

Preferences

Refresh

Save the file as x I

Savein: | |, OR Reports J@‘ _? ) "
Mame = IvI Date modified I"'I Ty
.. Bob Requests 10/27/2016 1:46 PM Fi

. RepertCatalogue

3/30/2017 9:41 AM

Fi

.. ReportMenu 12/16/2016 10:37 A... Fi
1| | i
File name: :l RMAdhoc xps J Save
Save astype: |XPS Document (*xps) =l Cancel

4
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