How to Import/Export Reminders in PSS

Hamilton Family Health Team

How to Import/Export Reminders

Many practices use the built-in reminders that Practice Solutions provides. You also have the opportunity
to import reminders that have already been created. For example, reminders to send patients with
diabetes for: Alc test every 6 months; ACR screening every 12 months, retinopathy screening every 24
months, and so on.

How to Import Reminders

1. Log on to PSS and click the Records button.
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Figure 1: Menu in PSS

2. Click Settings and select Edit Reminders.
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Figure 2: Edit reminders in Settings menu.

3. Click Edit and select Import Reminders.

Add Reminder Ctrl+A
Delete Reminder
Test Reminder Ctrl+T

Edit Report Templates

I Impert Reminders... I
Export Reminders... Cirl+s
Export All... Ctrl+Shift+5

Import Reminder Collection(s)... Ctrl+Shift+I
Fem Immun Infiuenza First Time Dose 2
Rem Immun Influenza Yearly
Rem Immun Men-Conjugate
Rem Immun MMR Dose 1
Rem Immun MMR Dose 2
Rem Immun Pentacel (dTaP-IPV-Hib) Dose 1
Rem Immun Pentacel (dTaP-IPV-Hib) Dose 2
Rem Immun Pentace! (dTaP-IPV-Hib) Dose 3
Rem Immun Pentacel (dTaP-IPV-Hib) Dose 4
Rem Immun Pneu-Conj Dese 1
Rem Immun Pneu-Conj Dose 2
Rem Immun Pneu-Conj Dose 3
Rem Immun Pneu-Conj Dose 4 -

Intervention needed:

Associated custom form or stamp:| N/A

Priority: High (scan daily) Medium (reminder report) Low {next visit)
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Figure 3: Import Reminders in Edit menu
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NOTE: Reminder files being imported must have the srx extension. Attempting to upload a file with a
different extension may corrupt the system.

How to Export a Reminder

1. Log on to PSS and click the Records button.
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2. Click Settings and select Edit Reminders.
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Edit Stamps...
Edit Custom Farms...
Edit Searches...
Edit Cohorts...

I Edit Reminders... I

Edit Reminders of This Patient

Mew Quick Individual Reminder

Mew Alert
Increase Text Size Ctrl+1
Decrease Text Size Crl+L

Figure 2: Edit reminders in Settings menu

3. Select the reminder you would like to export.

MH-Depression_PHQS_2_Week * |Reminder Name:| MH-Depression_PHQ3_4_Week
MH-Depression_PHQS_3_Month

MH-Depression Information "PHQ9score” latest integer value == 5

MH-Depression_PHQS_Annual and
am DM A1C MH-Depression Information “item31” latest selection is true
em DM LDL

em DM Maming MNag

em Immun Adacel (dTap)

em Immun Hep B Dose 1

em Immun Hep B Dose 2

em Immun HPY Dose 1

em Immun HPY Dose 2

em Immun HPY Dose 3

em Immun Influenza First Time Dose 1

em Immun Influenza First Time Dose 2

em Immun Influenza Yearly

em Immun Men-Conjugate

em Immun MMR. Dose 1

em Immun MMR Dose 2

em Immun Pentacel {dTaP-IPV-Hib) Dose 1
em Immun Pentacel (dTaP-IPV-Hib) Dose 2
em Immun Pentacel (dTaP-IPV-Hib) Dose 3 [ Delete Line ]
em Immun Pentacel {dTaP-IPV-Hib) Dose 4

em Immun Pneu-Conj Dose 1
em Immun Pneu-Conj Dose 2 [ Indent Line -> ] [ Edit Line... ] [ <- Outdent Line ]

—
m

em Immun Pneu-Conj Dose 3
L o iDasad - IComments:

Figure 3: The reminders you can select to export in the Edit Reminders window.
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4. Click Edit and select Export Reminders.

Add Reminder Ctrl+&
Delete Reminder

Test Remninder Ctrl+T
Edit Report Templates

Imnport Reminders...

I Export Reminders... Ctrl+S I

Export All... Ctrl+Shift+5
Import Reminder Collection(s)... Ctrl+Shift+]

Figure 3: Export Reminders in Edit menu

5. Select where you would like to export your file.

Savein: | | My Documents - S i ?’E
I . Hours
n;’i?  Misc .
Recent Items d My Music
= My Pictures
& My Videos
! | Outlook Files
Desktop . P55
. TraininglLab
F:
=
My Documents
g
L'#L-..L
Computer
| File name: MH-Depression_PHQS_4 Week
Network Files of type: [ All Files -

NOTE: Remember to store your file in a folder you can find easily.
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