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

Empanelment in OSCAR 

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

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

Program at PSP@doctorsofbc.ca. 

 

After completing Phase 1 actions you will be able to: 

• Find Your Active Patients in your EMR 

• Identify number of patients with no assigned most responsible provider (MRP) and 

number of patients not seen in specific time range. 

• Make necessary corrections in your EMR. 

• Establish an accurate patient panel. 

 

Oscar Versions 

Oscar version 15 and higher, Oscar Pro, OpenOSP and JUNO use dashboards to 

manage patient panel. If you see Dashboard to the right of the 

Administration button, this functionality has been installed.  

 

If it is not there, contact your Oscar service provider to activate it. 
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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 

• Navigate to the Reports tab 

• Click on 11 Demographic Report Tool  

• Select columns (Last Name, First Name, PHN) 

• Select Provider No = Yourself, or the MRP. 

• Select Patient Status  = ‘AC’ 

• Scroll down, click on Run Query 
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• This will return the list and number of active patients. 

• Select all  the patients by dragging your mouse to the last row. 

• 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 Patient Status or  Physician/MRP open Master Demographic, 

and click on Edit. 

• 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 Physician/MRP 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 most responsible provider (MRP). 
Discuss with your practice team if there are any patients requiring investigation prior to 
adding or removing the assigned provider. 
 

• Click on Dashboard on your toolbar and select Panel Mgmt 1 from the drop-down list. 

• Click on the No Assigned Primary pie chart to open the list. 

• Review the list and manually update patient’s primary provider as appropriate. 

• Click on their Demographic Number to open their Master Record. 

• Click Edit. 
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Active Patients Not Seen In X years 

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

what date range for active patients suits your practice. Discuss with your team how they 

can help with necessary updates if needed. 

 

• Click on Dashboard and select Panel Mgmt 1 from the drop-down list. 

• Click on the Active Patients pie chart to display list of patients. 

• Change the number of entries per screen to show – a larger number is easier to scroll 

through. 

• Click the column heading Last Encounter to sort the list by most recent visit. 

• Scroll down to identify patients with last encounter outside of the date range that you 

have specified for active patients. 
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Last Encounter 

This search is looking for an encounter note. If there is no date under the last 

encounter, either the patient has not been seen in the office or it might be a 

new patient who has not yet had their first appointment. 

 

 

To narrow the list, you can also use additional filters. For example search for patients older 

than 20 years to remove them from the view.Select criteria from drop-down menus at the 

top of the page, for our example select:  

•  Age select greater than type 20 

• Scroll down to identify patients with last encounter outside of the date range that you 

have specified for active patients. 
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Click patient id number to open master record and review patient’s e-chart. 

• Check off the patient you want to deactivate. 

• Click Actions to display options. 

• Select Set Status Inactive. 

• Inactive patients will not be listed in the next search. 

• To update more than one patient at a time, use batch action. Check off all the patients 

you want to deactivate. 

 

 
 

IMPORTANT! 

This action cannot be undone. You may wish to print or save a list of these 

patients prior to inactivating. 

 

Any bulk actions using the dashboards creates linked Messages in your 

Message inbox and all patient charts. The message includes ALL patients. 

Consider unlinking the messages for privacy and security purposes. 
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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 you 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. 

 

 
• Open Master Record for test patient. 

• Click Edit 

• Find Patient Status and click Add New 

• Type the name for the new status, then click OK. 

 

 
 

 

 

 


