
 

**DISCLAIMER: The PFQ Program has developed this guide/tool for your internal use only.  Please follow 
your clinics policy for privacy and security while running and exporting this created search which will 
contain personal health information.   
 

Importing Searches in Accuro 

Step 1: From the Accuro Start Button, type “Query” and select “Query Builder (Alerts) 

 

Step 2: Click the “Blue Cloud Icon” to access the Accuro Query Publisher 
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Step 3: Select the “Publish Alerts” tab on the Alert Definition Publisher window.  
Enter your previously created Username and Password and select Login 
**NOTE: if you have not previously used published Queries in Accuro, you will need to register as a 
new user.  To do so, click the new user link and follow the instructions. 
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Step 4: Once you have logged in, select the “Download Alerts” tab.  
In the search bar, type key words of the search type you are looking for and click the magnifying glass. 
 
Browse the queries and highlight the one(s) that you would like to use (one at a time) and click the 
“Download Alert” button.  

 

Step 5: Locate the Query that you just downloaded in your list of “Existing Definitions”.  Select the 
query and click the “Run Report” button 
**NOTE: if you are not happy with a query you have downloaded you can remove from your list by 
highlighting and selecting the red X to delete from your list. 

  

 

 

The Digital Coalition has created a query to 
locate all patients 80 and over. To download this 
use the keywords: “Patients 80 “ 

The Alert name is: Patients 80 and over – DC 
Publisher: wejerrett 
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Step 6: Once the report has finished running, to add the results of the query to excel, on one of the 
results of the report, using your mouse “right click” and “select all”. 

 

Step 6a:  Once the results have been highlighted, on your keyboard press “Ctrl and c” to copy the 
information 

**MAC USERS: would use “Command and c” 

 

 

To copy information 

PC Users: 

 

MAC USERS: 
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Step 6b: Open excel on your computer, put the cursor in cell A2 and using your keyboard press “Ctrl 
and v” to paste the information into your excel workbook 

**MAC USERS: would use “Command and v” 

 

(No real patient information was used for this document) 

 

At this time, depending on clinic policy and process, you can now save the excel document as 
required. 

  

To paste information 

PC Users: 

 

MAC USERS: 
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Excel Tips: 

Adding Filters 
1. Once the Column headings are in place, select any cell within your dataset 

 

2. On the “Home Tab” click the “Sort and Filter” button, and select Filter 

 

 

3. You can now filter your export to list only those patients have been assigned to a selected physician(s) 
if required.  
Click on the down arrow, then select/unselect the filters, and hit OK 

(To revert to the original list of all patients, select the “Select All” option until checkmarks appear in all 
filter boxes) 

 


