CareSync Quick Reference Guide
Exchange

Page 1 of 3

How to filter and group in the Documents
clinical domain

NOTE: Images in this document are a visual representation only. Your system view may appear slightly different.

The flexibility to arrange data to suit your needs is critical. This guide
provides you information on filtering and grouping within the Documents
clinical domain.

step 1 | Where are the key group and filter elements

0 Expand the Documents group
and locate the Date Range
choice field.

By default, the Date Range

choice field is set to Last 12 A DOCUMENTS
months. ,
1 Last 12 Months ~ | Group by Type v 3
e Locate the Group toggle button. P seaen toraocuments ) l

By default, this is set to Group.

e Locate the Group by choice
field.

By default, this is set to Group
by Type.

No data for this timeframe
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step 2 | How to Increase the date range of viewable data
c Click on the Date Range choice field. DO ™) Group
e Select one of the available options. 0 0 e ]
Last 12 Months v } [ ]
Last 2 Years
9_ Last 5 Years is timeframe
Show All Data

step 3 | How to turn Group function off and change the data view

0 Click on Group toggle button.

# DOCUMENTS

’ Last 2 Years R Group by Type N ]

[ﬂ Search for documents j [ l

~ 1.DISCHARGE SUMMARY

~ HAEMATOLOGY

The Group toggle button displays as
(2] being off. A DOCUMENTS 2 () Gow

(p Search for documents ) [ ]

The Documents cards are now

presented with data from most e_ 08-Apr-2023
current date. Diff Reported:, Austin Health

& Full Blood Examination| Dr Tom Jones

The Group function can be turned _
back on by again clicking on the 08-Apr-2023 Final
Group togg|e button. Discharge Summary, Austin Health

& Discharge Summary] Dr Tom Jones

08-Apr-2023 Final
Full Blood Examination, Austin Health

4 Full Bloed Examination| Dr Tom Jones
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Step 4 | How to show Group data by facility
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0 Click on Group by choice field.

a Select Group by Facility.

A DOCUMENTS (:) Group

Last 2 Years W Group by Type
l ||

v

[,D Search for documents

Group by Type

v 1.DISCHARGE SUMM

v HAEMATOLOGY

The Documents cards are now
presented with data grouped by
facility, with most current date first.

Group by Facility

v

A DOCUMENTS @ crow

’ Last 2 Years v] l Group by Facility v]

(p Search for documents ) [ l

G’ - AUSTIN HEALTH

08-Apr-2023

Diff Reported:

49 Full Blood Examination| Dr Tom Jones
08-Apr-2023 Final
Discharge Summary

& Discharge Summary| Dr Tom Jones

08-Apr-2023 Final

Full Blood Examination
42 Full Blood Examinationl | Dr Tom Jones
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