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S E C T I O N  1  ·  O V E R V I E W  

Empanelment in Accuro EMR 

This “How-to” document guides through phase 1 of panel management using ACCURO 

electronic medical record (EMR). If you need assistance, please contact Practice Support 

Program at PSP@doctorsofbc.ca. 

 

ACCURO uses Advanced Reporting to manage patient panels. The fee is paid by Doctors of 

BC so there is no fee for physicians for installation. Register with QHR to ensure Advanced 

Reporting/Outcomes Dashboard is available to regularly review and update patient 

profiles. 

After completing the Empanelment phase, you can report current and accurate number of 

active patients assigned to you. Plan the process with your team and assign 

responsibilities to ensure the accuracy of entries from this point forward. 

 

Administrative Settings May Be Requires 

Panel Management actions require some changes in your EMR settings. Ensure 

your staff has an appropriate level of administrative privileges. 
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S E C T I O N  2  ·  E M R  P A N E L  

Review & Extract Active Patient List 

• Click the  icon on the Home screen. 

• Click Reports → Query Builder (Alerts) 

• This will open a blank search page. 

 

 
 

 

• Click on the green ‘[+]’ to create New Query 

• Name Your Query 

• Click OK. 
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• From Rule Category: Demographics → scroll down until you find Patient Status. 
• Click on Patient Status. 

• Click on ‘+ New’  

 
 

 

 
• Ensure the Status is set to “Starts With” Active 

• Click on Add Rule 
• Then, click on Run Report 
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• Select ‘Selected Provider’s Patient’s’ option 
• Select a Office Provider  
• Click on Run 

 

• Result will display with total number of matches 
• Select all patients (CTRL + A or Command+ A). All patient rows will highlight teal. 
• To extract this list, copy (CTRL + C or Command + C) and paste (CTRL + V or Command 
+V) it in a spreadsheet tool (Excel). 
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S E C T I O N  3  ·  A S S I G N I N G  S T A T U S  &  M R P  

Add/Removing Patients from Panel  

You can remove or add patients from your panel by changing patient status from Active to 

Inactive, Deceased, Moved, Duplicate etc. and updating the Most Responsible Provider, as 

appropriate: 

• To change a patient’s Status or Office Provider open their chart and click on the Patients tab. 

• Select a different status from the Patient Status drop-down menu, for example Inactive, 

Moved, or Deceased. 

• To be reportable, Patient Status must be Active, and Office Provider must not be blank. 
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S E C T I O N  4  ·  P A N E L  C L E A N - U P  

Active Patients Without MRP 

Run a report for unassigned patients and add yourself as primary provider, where appropriate. 
Because this list will most likely produce a large patient population it is best to run the report 

outside of office hours so that it does not slow down the EMR. 

 

• Click the  icon on the Home screen. 

• Click Reports → Query Builder (Alerts) 

• New Rule  → Rule Category: Demographics  

• Patient Status → ‘+ New’ → “Starts With” Active → Add Rule 

• New Rule  → Rule Category: Demographics 

• Office Provider →  ‘+ New’ = ‘-None-‘ → Add Rule 

• Click Run Report 
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Active Patients Not Seen In X years 

Identify patients with ‘Active’ status but have not been seen for the last few years. Decide on the 

process that suits your practice and discuss with your team any necessary updates. 

• Click the  icon on the Home screen. 

• Click Reports → Query Builder (Alerts) 

• New Rule  → Rule Category: Demographics 

• Click Patient Status → ‘+ New’ → “Starts With” Active → Add Rule 

• New Rule  → Rule Category: Demographics  

• Click Patient Age →  ‘+ New’ → Older Than - 18 → Add Rule 

 

 

 

• New Rule  → Rule Category: Appointments  

• Click on Appointment → ‘[+] New’ → Date → “In the Last” – 3 Years  
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• Check: Doesn’t Match & Patient Records Only  

• Add Rule 

 

 

 

• Any rule that has ‘Doesn’t Match’ will highlight red 

• Click on Run Report 

• Select ‘Selected Provider’s Patient’s’ option → Select a Office Provider  

• Click on Run 
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• Select patients where appropriate (CRTL + Click or Command + Click) or select all 

patients (CTRL + A or Command + A) 

• Click on ‘—Select Action—’ → ‘Update Patient Status’ 

• Select status of your choosing (Inactive, Moved etc). 

• Click  Ok 
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S E C T I O N  2  ·  D E M O G R A P H I C  C O M P L E T E N E S S  

Updating Missing Demographic 

 
Start by assessing the accuracy of your EMR demographic records. Address, phone numbers, and 

email are most likely to need updating. This action can be time consuming and include 

administrative tasks. Plan for administrative support to complete corrections. 

Run the EMR report to be exported to Excel where you can identify missing information and keep 

track of updates. 

• Click on Accuro icon  on the Home screen. 

• Click on Reports → Query Builder (Alerts) 
• Add rules as shown in screenshot (red is ‘Doesn’t Match’) 

 

From your report, you will be able see patient’s missing information. Toggle between the report 

and the patient’s chart to update PHN, phone number etc. 
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S E C T I O N  2  ·  A D M I N I S T R A T I O N  

Managing Patient Status 

 

To maintain your panel effectively, you may consider adding patient statuses other than Active, 

Inactive, and Deceased to identify patient populations, e.g., for walk-in, maternity, or cosmetic 

treatment. Discuss with your team criteria for different statuses that will remove patients from 

your active patients’ panel. 

Administrative Settings May Be Requires 

Panel Management actions require some changes in your EMR settings. Ensure 

your staff has an appropriate level of administrative privileges. 

 

 
• Select a test patient. 

• Press F8 to open the Patient Status History window. 

• Click on the Pencil icon to Manage Patient Status window. 

• Click the green plus icon, which will add a row to the end of the status lists. 
• Double clicking on the Status column allows naming the status. 
• Clicking on the Color column allows selection of a color unique to that status. 
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