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

Empanelment in Profile EMR 

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

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. 

 

Stored Queries Required 

Download the below templates to your computer and then follow the next steps to 

upload them to your EMR. Please note that once you download the query templates, 

they will be unopenable until they are imported into your EMR.  

Stored Query Template: Active Patients with NO MRP Seen By Selected FP  

Stored Query Template: Active Patients Never Seen or Not Seen In Over 5 Years  

Stored Query Template: Active Patient Panel Per Provider  

 

mailto:PSP@doctorsofbc.ca
https://mfiles.doctorsofbc.ca/SharedLinks.aspx?accesskey=32398da730314e5e67f388153399b112af13decb2ff748b1fd417a962a4b03f2&VaultGUID=D43316D7-A660-4C25-A7F3-285FB47DAEC5
https://mfiles.doctorsofbc.ca/SharedLinks.aspx?accesskey=32398da730314e5e67f388153399b112af13decb2ff748b1fd417a962a4b03f2&VaultGUID=D43316D7-A660-4C25-A7F3-285FB47DAEC5
https://mfiles.doctorsofbc.ca/SharedLinks.aspx?accesskey=527c8fa89d7e987e690d604b54e167db9aae322e551c4fecaa264a14edfbe320&VaultGUID=D43316D7-A660-4C25-A7F3-285FB47DAEC5
https://mfiles.doctorsofbc.ca/SharedLinks.aspx?accesskey=527c8fa89d7e987e690d604b54e167db9aae322e551c4fecaa264a14edfbe320&VaultGUID=D43316D7-A660-4C25-A7F3-285FB47DAEC5
https://mfiles.doctorsofbc.ca/SharedLinks.aspx?accesskey=547554a916ca9c1c6f66f7c3b9962f3b4cf0eb7c843c4f8ba38aa6b075f5b705&VaultGUID=D43316D7-A660-4C25-A7F3-285FB47DAEC5
https://mfiles.doctorsofbc.ca/SharedLinks.aspx?accesskey=547554a916ca9c1c6f66f7c3b9962f3b4cf0eb7c843c4f8ba38aa6b075f5b705&VaultGUID=D43316D7-A660-4C25-A7F3-285FB47DAEC5
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S E C T I O N  2  ·  P R E R E Q U I S I T E S  

How to Import Stored Queries 

• Click Report on the top menu.  

• Select Stored Queries from the drop-down menu.   

• Click Import Query from disk file  on the toolbar. 

• Find and select the file from your computer. 
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The Save Query as window displays. File details at the bottom might be automatically 

populated. If not, enter the information:  

• Type query Name.   
• Under Description, type short explanation what it does.  
• Click OK.  
• The new query is added to the list of Saved Queries in your EMR.   
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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 

• To Review your patient panel, retrieve names of patients assigned to you:  

• Click Report on the top menu.  

• Select Stored Queries from the drop-down menu.  

• Select the “Active Patient Panel Per Provider” template.  

• Click the Execute Query green button on the toolbar.  

• Enter your log in user name as provider name under Ask Value.   

• Click OK.  

• To extract your patient panel, follow this demo here: HERE 

 

 

 
 

 
 

 

 

 

https://doctorsofbc.box.com/s/45gnhsvms2cc2j2nanrq0zz9yhn5xqu6
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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/Remove Patient from Panel 

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

Inactive, Deceased, Moved, etc. as appropriate:  

• Select a patient and click on to open the patient demographic screen 

• To Add: click Status and select Active and add yourself as Provider 

• To Remove: First click the Inactivate button.  

• Click on the arrow next to Status to display drop-down list.  

• Select the appropriate entry.   

• The Inactivation window displays.   

• Enter the Inactivation Date.  

• Click the Ellipses button to display codes for reasons you wish to inactive the patient.   

 

To Add: 
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To Remove: 
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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 

Start with listing patients with no assigned most responsible provider (MRP).   

 
• Click on Report and select Stored Queries from the top toolbar.  

• Select the previously saved query “Active Patients with NO MRP Seen by 

Selected FP” template.  

• Click the green Execute Query button on the toolbar. 

• Enter your log in username under Ask Value for provider’s details.  

• Click OK to execute the query.  

• A list of patients with no assigned MRP displays in a new window, along with a list of 

their encounter dates with you as selected FP.   

• Review charts of unassigned patients in order to assign the correct provider.   

• Highlight the patient name and click  on the side toolbar to open the 

patient demographic’s window. 
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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. In our 

example, it is 5 years. Discuss with your practice team active patient criteria and how 

to implement necessary corrections.   

Execute search and generate the list:  

 

• Click on Report and select Stored Queries.  

• Select “Active Patients Per Provider (last appt MORE than 5y ago or never 

seen)” template.  

• Click the green Execute Query button.  

• Enter your log in username under the Ask Value.  

• A new window will appear with your list of patients along with the date they were 

last seen. If the date is blank it means that these patients were never seen in the 

EMR.   

• Inactive by following the steps above from section Add/Remove Patient from 

Panel 
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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 

 

Not An Available Feature 

The only statuses available in Profile are Active, Inactive, Casual, Deceased,  

Transferred. Discuss with your team criteria for each status. Decide if any 

changes to current office procedures are necessary to keep the records accurate 

and up to date. 

 


