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Business Reports

Business Reports is a web-based application that makes multiple business reports
directly available to ARUP clients. Clients may create instant reports and set up
scheduled reports using the options available here.

To access this report function, a client must have an account set up for ARUP
Connect and must be assigned access to the Business Reports application.

1. Login to ARUP Connect using your user name and password.
Note that ARUP Connect login/logout and inactivity timeout rules all apply to
this application.

2. At the main screen select menu option Business Reports.

The My Report page is displayed. Click on tabs to perform the desired functions:

My Reports: View reports.
Make Report: Set up instant and scheduled reports.

Manage Groups: Set up client groupings for purposes of combining
clients within a report.

Make Report My Reports Manage Groups

Quick Reference

Click this link to print a one-page Quick Reference Guide: Quick Reference Guide



http://www.aruplab.com/help/ARUPConnectHelp/mergedProjects/BusinessReports/BusRepQuickRef.pdf
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View Reports

My Reports Tab

The default tab is the My Reports tab. After a report has generated, the report is
posted to the list in the My Reports tab. Reports that have not yet been viewed
display in bold.

After 30 days, you will receive an Email notifying you that a report in the My
Reports tab is scheduled for deletion. After 60 days, the report will be deleted.

Business Reports

Make Report My Reports Manage Groups
Click the Refresh icon for pdated stat of your report ¢ 4
Show 145 |Z| Entries Filter:
Selected Run Date = Status Download File Name
- 9/4/2014 READY Exception Handling Report 9/4/2014
- 8/4/2014 READY Exception Handling Report 8/4/2014

Showing 1 to 2 of 2 entries

Delete Selected

Open a Report

1. Click the report link when a report shows a status of Ready.

Selected Run Date = Status Download File Name
[ 9/4/2014 READY Exception Handling Report 9/4/2014 €——

The File Download dialog appears.
2. Click Open.

Save a Report

1. Click the report link when a report shows a status of Ready.
The File Download dialog appears.
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2. Click Save to save the file.

Modify My Reports Screen

Refresh. If a report shows a status of Pending, click the button to

refresh the display.
Show 15 v Entries Use the drop-down list to select the number of reports to display.
2 You can filter the list to display a shorter list of reports. Enter all
or part of a run date, status, or file name in the box.
Status PENDING. Reportt has not been run yet. Click *# to refresh the

display. If the status remains Pending, wait a few minutes and try
the refresh again. Data updates occur every few minutes.

READY. If the report is ready for download, its status will change
to Ready and the report name will become a link. Reports that have
not yet been viewed display in bold.

Use to delete reports from the list.

Activate the check box for that report under the LI

column and then click Delete Selected.

Sorting To sort the list, click on a column heading. An arrow in the sorted
column will indicate whether the list is sorted in ascending or
descending order. Click on the column heading again to reverse the
sort order.

Runbﬁ > Status
21112073 f READY
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Make Reports

Make Report Tab Overview

Use the drop-down arrow to select the report you want to run. Click here for
additional information on the available reports.

Business Reports

Make Report My Reports Manage Groups

Select a Report v
Select a Report
Client Test Order Summary

Critical Call Log Report S

Custom Hot Line Index

Exception Handling Report

Public Health Report ult® ARUP Stientific Resource ARUP CHILDx ARUP Blood Services
Quality Assurance Report
Turnaround Time Report

onsult. com www.arup.utah.edu www.CHILDx.org www.utahblood.org

® 2014 ARUP Laboratories. All rights reserved. Disclaimer and Privacy Policy | Back to Top

After selecting a report, you will see two tabs.
e Choose the Run Report tab to generate reports immediately.

e Choose the Schedule Report tab to setup and schedule reports.
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Make Report My Reports Manage Groups
Client Test Order Summary -
Run Report
Chient or Group
Schedule Report
'3 Client i GWUP o-u Hn\.pil‘ﬂr -
Report Content
Start End I ]
NOTE: Monthly test ordering data is not
Manth- v Yoo = Mot = [*Year ~ available until the 2nd day of each
month.
Sort By
Name -
Report Format
* pDF T Excel ' wora
Generate Report | Generate & Create |
Hew Report

Run Report Side Tab

Select the Run Report side tab to generate a report immediately.

Run a Report

1. Activate Client or Group, if applicable, then select a client or group from the
drop-down list.

2. Select the report date range.
OR
Select the Month (for Hot Line Index only)

3. Select sort order (for Client Test Order Summary only).

4. Select the format for your report.

5. Click Generate Report or Generate & Create New Report. The Report
Name dialog is displayed. Use the default or change the name of the report,
as needed.

6. Click OK.
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Example:
Business Reports
Make Report My Reports Manage Groups
Quality Assurance Report -
Run Report
Client
Schedule Report
0 - U Hospital -
Report Content
- i MNOTE: Monthly quality assurance data
Morth- ~| Year | MWonth- =| -Year = :-:Sno;.le-wallanle until the 28th of each
Report Format
PDF Only
Generate Report Generate & Create
New Report
Run Report Parameters
Select Client or Client. The drop-down list will show only your Clients.
Grou .
P Group. The drop-down list will show only your Groups.
Applicable for Client Test Order Summary only.
Select Report Start Month/Year. The starting month/year to be included in the
Content report. The report will include the history between and including the

months you select.

End Month/Year. The ending month/year to be included in the
report. The report will include the history between and including the
months you select.

Not applicable for Exception Handling Report.

Note: When including both starting and ending dates in the report, the
report will include the history between and including the months you
select. For example, if October 2010 is selected for the starting date
and December 2010 is selected for the ending date, the report will
include three months of history for October through December 2010.
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Daily /Weekly/Monthly. Select Daily, Weekly, or Monthly for the
amount of time to be included in the report. The corresponding date
fields open to set up the appropriate start and/or end dates.

Report Type. Sclect Brief or Detailed depending on the amount of
content you want included in the report.

Select Report PDF. The Report will be in a PDF format.
Format Excel. The report will be in an Excel format.
(Not all formats are
available for all Word. The report will be in a Microsoft Word format.
reports)
g 555 REPOT The report will be generated and saved to the My Reports tab.
The My Reports tab will open.
| Generate & Create The report will be generated and then saved to the My Reports tab for
i retrieval later.

The Make Report tab will remain open.

Report Name Dialog

A default name is entered for the report name. You can keep the default name or
delete it and enter a new name. The Maximum length of the report name is 50
characters.

Click OK to run the report.

Report Name

Client Test Ordering Summary Repart 21222013

RSSOV [y W—

Schedule Report Side Tab

Select the Schedule Report side tab to set up a recurring report or view/edit reports
scheduled to run at a later date.

Schedule a Recurring Report
1. Click Create New Schedule.

2. Activate Client or Group, if applicable, then select a client or group from
the drop-down list.

10
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3. Select the number of months to include in the report (not applicable for
Exception Handling Report).

4. Select the sort order (for Client Test Order Summary only).
5. Enter the name of the report.

6. Activate the check box if you want to receive an email when the report is
ready in My Reports.

7. Select the frequency the report runs (monthly, for example).

8. Select the day of the month the report will run on.
Note that the date report data is available for a given month varies based on
the report.

9. Select the starting date for the schedule.

10. Select the ending date for the schedule or leave this field blank to allow the
report to run indefinitely.

11. Select the format for your report.

12. Click Save.
The new scheduled report will appear in the list.

Example:

Client

0 - University Hospital UT -

Report Hame

1 Gluality Assurance Report

Set Schedule
Starts Ends

MOTE: Monthly quality
10/01,/2013 | |1DID'IIED14 assurance datais not available

until the 28th of each month.

*Repart runs

flonthly - 1st -

Report Format

Contains 2 ™ ronthis) of
POF Only

infarmation

Schedule Report Parameters

Client or Group Client. The drop-down list will show only your Clients.

11
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Group. The drop-down list will show only your Groups.
Applicable for Client Test Order Summary only.

Report Name

A default name is entered for the report name. You can keep the
default name or delete it and enter a new name.

Maximum length of the report name is 50 characters.

Set Schedule

Starts. Select the starting date for the schedule.

Ends. Select the ending date for the schedule, or leave this field blank
to allow the report to run indefinitely.

Report runs __. Select the frequency of the report and the date for the
report to run.

Cannot be changed for Exception Handling Report.

Select Report
Format

(Not all formats are
available for all

PDF. The Report will be in a PDF format.

Excel. The report will be in an Excel format.

Word. The report will be in an Microsoft Word format.

reports)
Contains __ Select a number from the drop-down list to select the number of
month(s) of months to include in the report.
information Not applicable for Quality Assurance Report.
Sorted by Select the data to sort by from the drop-down list.
Applicable for Client Test Order Summary only.
P — Click to save the report.
Fr— Click to cancel and return to the Schedule Report tab.

Find a Scheduled Report

When you select the Schedule Report tab, existing reports you have created are

displayed.

e Active status indicates the report has run or will run until the next run date.

e Pending status indicates the report has not run yet.

e Expired status indicates the report will no longer run (the scheduled ending
date has been reached).

12
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Make Report My Reporis Manage Groups

Exception Handling Report -

Run Repart
cr Hew Schedt

Schedule Report

Action I'vbepm't Hame Changed When * Siatus Hext Run Date
- Exceplion Handling Repord AR A A ACTIL AFFE041
8 Skl 112472013 9:42 AM CTIVE 24712013
Exceplion Handling Report AP0 547 A a 03
& 1 (@ESE EXOEL) 112472013 9:42 AM CTIVE 21712013
Showing 110 2 of 2 Entries [ 1]

Edit Schedule Report Screen

At this tab you will also see any previously-scheduled reports.

: , . . . .
Action & Click to edit an existing report.

ﬁ Click to delete an existing report.

Sorting To sort the list, click on a column heading. An arrow in the sorted
column will indicate whether the list is sorted in ascending or
descending order. Click on the column heading again to reverse the

sort order.
'3.'.‘.“..?%5 i Sieius
21112 f READY
n 2 | [ Next For long lists, click on the page symbols at the bottom of the list to

scroll through the list.

13
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Available Reports

Client Test Order Summary

The Client Test Ordering Summary report provides test ordering information for a
single client or a group of clients for a specified date range. The report shows
monthly test volumes for each test and also aggregate volumes for the date range
specified. You may sort the report by test name, test number, or volume.

Example report:

.
CBenr Tewt Order Sasmmary
Med Center
Mary 2009 85 Apeid 2000
T o T L =
- s e Ry e Lo
—— = =
= = =
. - s
[ o oy
e w e
oo e -
Aceryicheiame Faesar A% Pacal ' i me ] s
1 Acevicheims Receper A Ratien Prsal i e =
B L - UL
= o “ [
[ e s
[ - 1
- yua -
[ ran ... s
i [ ¢ ® e - "
Alape Fesd Brasd ¥al e L 1 e [
T8 Alagem Fosd, Cakew [ ' ¢ me e wia i
9% ABape Fosd. Chickaa " e - e
e - - wa
e v e e
' . s - .
04817 Afgen Fowd, Hissims (Fibesy) | e i : e i
AL Alepes. Foud, MAL (Sows) ' s m= E= P o
THIHT ABape. Faed. M M, Profie +  mm - T tm
A Amgen Feod Duimg T e - o
DA Alepes, Fond, Bracst | s PR W
WRSITI ABapm Fesd Pem [ I s P .
DAAMT ASepes Food, P ' . e s - e
142000 Abapm Foad, ey + e . - ws
W0 ABpe Fosd, oo Buck Predie + e ws T =
DA Alarpes Foud, Satoas. : ' f - - P e
0649200 Aarpen. Fead, Wal Tk Wime | e - i
0043004 Alagen Foed Whast s V] [ . - .
DUAITE Alarges, lbulass et Eviented ' - i =
0640441 Aarpem Ry 12 Vppee Rarp Dieasss Paz [ + == e i |
D001 Al |-Aemervpus. . = na " em B
Puge ol
Reepoit Generated Date: 532010

14



Business Analytics and Reporting

Custom Hot Line Index

The Custom Hot Line Index report contains a customized report that applies to a
specific client.

The report contains the following information for Quarterly Hot Lines for the
specified period (one or two years):

e All the changed tests that the client has ordered previously.
e New tests and tests that have been made inactive.

e A matrix that clearly details tests that had a change in name, methodology,
scheduling, specimen requirements, reference interval, interpretive data, note,
CPT code, component change, interface.

Go to the ARUP website to get more detailed information on the test changes.

Note: Information for Immediate Hot Line changes are not contained in this report.

p 500 Chipeta Way, Sak Lake City, Utah 841081221
LABCRATOMES phane: (B01) 583-2757 | toll free: (BOQ) 242-2787
fax: (BO1) S83-2712 | web www aruplab.com
CLIA # 48D0S235T9
A nonprofit enterprise of the University of Ltah and its Department of Pathology
Custom Hot Line Index Report
Client Name: UH
Utilization Beport Year: 2011
Hot Line Date: Aug 19, 2013
=
2= @
2 g o |
#* o E E ZlE g_g
N - s HEEHEEREEE
a| 2 g HEHE I RINEIHE
= i 4 Rl -1 -1 LS 2
= # MHEEHEE M-
S8 £ HEEIRHEEEHE
- = = HEIEIERE (S -
= Z|Z|2|E|S|2 £l
2z Elg|l 215 =2
‘5 & — - =
T = o
=
25 01768 |Bordetella pertussis Antibody, X X
25 [2001774 |Bordetella pertussis X X
25 1775 |Bordetella pertussis X X
26 [2001784 |Bordetella pedussis X X
7 02065 |Chimarism, Recipient Pra- X X
27 [2002066 |Chimensm, Post-Transplant X
27 Chromosome Analysis, X
29 [2002296 |Chromosome Analysis, Solid A
M Congenital Adrenal XX X
36 [2002932 |Coxsackie A Antibodies X X
45 17 |ERBB2 (HERZ/neu) (4B5) by X
47 [2001961 |Familial Mutation, Targeted XX

Custom_Hot Line Index -~ #J

15
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Exception Handling Report

ARUP Exception Reports lists orders and specimens held by ARUP during the
previous month for issues including (but not limited to):

e Specimen identification

e Test cancellations for insufficient volume, inappropriate sample type, stability
or temperature violations

e Approval for testing with the use of a disclaimer

e (larification of specimen type, media, collection duration, etc.
e Alternative testing

e Missing required information

Example report:

. 500 Crigats Way, Sait Like iy, Uts BA108-1221
P ~ shone: {BO1) S43-2787 | 1A ree: (800) $22-2787
LABORATORIES (B0} 5B3-2712 | wc www, Bl com

OF THE

Client_Exception_Report
May 1, 2014-May 31,2014

Excopts Total for
Summary of May 1, 2014-May 31, 2014
Apr | Ma Average® for
Total Exceptions: 1178 Reason for Exception P Y Comparable
2014 | 2014 cl
Tests Ordered: 154501 lents
Exception Rate: 0.76 %
Broken 1 2 0.40
A, Increased from 0.56 % in Apr 2014 ent Information 2 4 0.00
anify Dragnosis B 1" 0.80
Clasify Draw Date/Time 5 17 430
Six-Month Except Total Clarify Media 1 0 0.00
1200 (Clarify Patient Demographics 16| 17 890
1000 1178 (Clarify Source andior Specimen H 50| 290
- 1027 Ty
g 800|996 T 15 go3 o7n ype
% 800 Clarify Test 110 108| 13.30
2 400 Client Requested Cancellation 12 16| 580
203 Consent Form Required 1 1 0.00
I Y B Contamination 4 2 0.80
& &P - ;
o L w Duplicate Order 51 112 280
Completion Manth Extra Specimen Submitted 5 14 2.40
Identification Discrepancy 7l 7] 11.80]
Inappropriate Media 19 39| 0.70
Inappropriate pH 3 2 4.40
Inappropriate Specimen Type 136] 143| 16.40
Inappropriate Temperature 21 30| 160
Incomplete Information 12| 23| 870
Leaked in Transit 2 4 1.40
Miscellaneous 56 56| 540
Ne Source ! 10| 0.10
No Specimen 245] 394 18.00
Mo Test Marked/Noted B 4 0.10
Prioritize Testing 2] 0| 0.00
Guantity Mot Sufficient 51 58 2310
CONFIDENTIAL: This document may be protected from disclosure by state and federal law.
Page 10f 125
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Public Health Reporting

The Public Health Reporting report provides an excel spreadsheet of all public

health reporting information for a selected date range.

The report can be generated in Basic or Detailed, depending on the amount of

information you want to display.

Example Basic Report:

ARJP.........

A nanprafit mtirprita of the Unhvirsity of Uish ond iz Dipartminst of Patheloy

Client Copy of Public Health Report - Basic
Report Dote: November 03, 2015

ClientID: Account Executive

Purpasa: This ropon includes pationt results that have been rpoed to a public health antity in the ghen time frama

Suppont Contact: ARUPPHRInfo@anplab com
r'ﬂ.nﬂlll-. Date of  |Sex  [MRN |Accassion Tost Hama Result Tast [Collection Date [Verlfled Date [Result Unit of Dater
Birt Humber Measure Heported
EXAMPLE TEST 12345678 #ad, Blood (Venous) 1234567 107307201 ug'd 11403720 EALTH
EXAMPLE TEST 13345678 #ad, Blood (Venous) 1234568 10/30/201! ug'd 11032015 ALTH
EXAMPLE TEST 12345678 4ad. Hlocd (Venous) 123469 [10/29/201; ug 1103720 H
[EXAMPLE, TEST 123456789 wad, Blood (Venous) 1234570 10/29/201: « ug'd
EXAMPLE TEST 12345678914 |Lead Blood (Cagillary) 1234571 10/29/2015 20 ug'dl
EXAMPLE TEST 12345578515 |Lead. Bloed (Cagillary) 1234572 10/29/201€ 1 =20 ugldl
[EXAMPLE, TEST 12345678916 |Lead. Blood (Venous) 1234573 107282015 1073072015 2.0 ug'dL
EXAMPLE TEST 12345678917 |Lead Blood (Venous) 1234574 10/30/2015 1073172015 20 ug'dl
EXAMPLE TEST 13345578318 |Lead. Blood (Venous) 1234575 1073072015 1073172015 <20 ug'dl

Quality Assurance Report

Monthly quality assurance reports provide a resource for clients to monitor

laboratory reference services.

ARUP Client QA Reports document occurrences reported during the previous

month and include patient information, processes involved, and ARUP's responses

to:
e Tests not performed due to ARUP error
e Testing/reporting delayed due to ARUP error
e Result reports corrected due to ARUP error

e Any client concerns

Note: The layout for the QA Reports is different for single month and multi-month

reports.

Example report:

17
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200 Cheta Wor St Lo Chy st 91081221
) 5632787 | 1o e (EO) 242 2767
o ) 952712 | e i

CLIA #43D0523573
Pathlosy
ARUP Quality Report
eportiog Periad: Jamuary 2013
y G2 ChntI0:2089 B Developrnent Mansger: Testing Reference TableAgent

Sone AIH
5

i Co. 7 st108

ARLIPs qualy plan povides fo managenca nd orersght o L el systems regeaing ol spts of ARUP s opet
incl s preond ot analyeal poceses, nd gner) laboratosy peocesses. To promate patient safety, ARUP

proc
eombines umm Assurance (QA) indi
improvemer

a2 serve e e e, oo ot

e

nm‘mnwmwm\ reporting and quality improvement in a cyele of continuous
Pl 310 defo d t e the neads of ARDP's compic cstomee b

 inquiries, please contaet €

ance and Quality Sysiem

ARUPcompli

ah, MBATHCM, MT(ASCP)H, SBB, CIPPUS

Dircetor, Cormpl
Phares: (500) 242-2

e and Quality Systems.

Licensure and Accreditation
ARUP i accredited by the College of American Patholagists (CAPY and has CLIA (Clinical Laboratary Impravement
Amerdmens)cniication. ARUP s ol cured s or ot equire by sate o ol rgulaion. Cotent copies of
these can be found at: bitp://wwi anuplah cor Juality-Compliancelicen reditat

Proficiency Testing Performance

ARUP annually compilcs CAP proficicney icsting evaluation daia fo determine our overall success ratc. The success rate in 2011
Tor CAP # 4096301 was 95.3%,

Quality Indieator Trends

The indicator dta on the next page shows ether counts of process failures or the patients affected by the process Failure. Only
process failures where intervention by ARUP was unsuccessful are included in the report.

Defini

- silure Types: This includes Pre-Analytic, Analytic, Post-Analytic and Other Process failures. Other Processes
include super ysemproces aes .. crarr supply, fisancial, ctc )

« Corrected R ections to pa reference intervals and

= TestNot Porformed: Misced ordas o ompromisd spesimens whersth s ould s be prtonned s oderad

+ Siguficant Cate: A qality-ofservie e sy be considered it camies a potential or resuled in an
undesieatle heuhhare or businzss ouicarme. Exarmpl lost, ireetrievable sy : ical
resulls;delayed testig adversely affecting patient safely e ko o ARUP e,

. i ausal unalysis reviewsd and implemented. Prosess is
monitored for susiained improvement through the section qual ity assurance plan. Issue was reviewed in the
mnthy seetion Qusliy Assrne mesing s n 3 weekly mosting vithsleied ARUP cccave, manigemers
and quality staff; disew ial, organization-w
actions 10 address patient safety issues.

+  Management Evaluation: Incident peeseanted in monthly section (puality Assurance meeting with management

and in & weekly meeting. y staff: coerect

selected ARUP executive, mansgement and e
letion. Correeti ive actions i ges W infrastrueure
ation in eooperation with other ARUP enities, s indieated.
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Turnaround Time Report

ARUP Turnaround Time Report provides a list of Turnaround times (TAT) for all
tests ordered in a specific month.

The report is available the second day of the month and can be generated for any
month in the current or past calendar year. The report contains the following
information for the selected month:

e Total percent summary of all tests ordered that met the published ARUP
Turnaround time

e The number, name and published ARUP Turnaround time for each test
ordered

e Volume of the specific test ordered
e Average Turnaround time of specific test

e Number and percent of the specific test ordered that met the published
ARUP Turnaround time

Example report:

ARPP........

ST PSS S —————

ARUP Turnaround Time Report
Ly Finpeting Perod: Jareesry 2413

A e o o sy 040 5 4 Dot of Py
ARUP Turnaround Time Report
Hepertng Petiod: Jaaary 2913
Client
Client 10

= femgh

Totad Parceet Mat Summary

S0T0006  Lactste Dehygenass, e or Pl

Critical Call Log Report

The ARUP Ciritical Call Log Report provides clients with information on all Critical
Calls (up to three years of data is available).

e ARUP Accession and Collection Date, Patient Name, and the Ordered Test

e Result and Critical Notification information

19
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Example report:

500 Chipeta Way, Sait Lake City, Utah B4108-1221

o phone: (B01) 583-2787 toll free: (B0D) 242-2787

P fax: (B801) 583-2712 web: www.aruplab.com
LABORATORIES

ARUP is an enterprise of the University of Utah and its Department of Pathology.

Critical_Call_Log_Report
for cClient Name
1/1/2014 through 2/28/2014

ARUP A i Patient Name Ordered Test
Bxample Example Partial Thromboplastin Time
Collection Date: 1/3/2014 5:40:00 PM

Result: 92 sec Partial Thromboplastin Time

Referance Range: 24-35 sec
Critical Notification: Example

20
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Manage Groups

The Manage Groups option allows you to create a group that contains multiple
clients. You can then use the group(s) to get a single report with multiple clients
included.

Modify Manage Groups Screen

Show 10 E Entries Use the drop-down list to select the number of groups to display.

: y . . . .
Action & Click to edit an existing group.

# Click to delete an existing group.

If you delete a group in error, this cannot be undone. However, the
group can be set up again as a new group.

Group Name Displays the name of the group.
Created When Displays when the report was last created/edited.
Sorting To sort the list, click on a column heading. An arrow in the sorted

column will indicate whether the list is sorted in ascending or descending
order. Click on the column heading again to reverse the sort order.

Group Hame .{T} -

n 2 | [ Next For long lists, click on the page symbols at the bottom of the list to
scroll through the list.
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Business Analytics and Reporting

Setup a New Group

1. Click on the Manage Groups tab.

2. Click Create New Group. The following screen is displayed.

New Group
Group Mame |
Description
Available Clients Group Members

Client ID~  Client Name Add Client ID~  Client Name Drop
0g Hospital UT aF Ernpty
2889 S04 only General 02 MIF L".‘a
20991 SQA only 52K Er.b
2995 QAD2 52K o
2996 SEA only Tak MIF E"-b
407 ARUP Sernvices e

1 R

i

3. Enter a Group Name.

4. Enter a Description (optional).

5. In Available Clients, click S next to the name of the client you want to add
to the group. The group is added to the Group Members list.

6. Repeat step 5 until all of the desired clients are in the Group Members list.
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Business Analytics and Reporting

New Group Parameters

Group Name Enter the name of the group. Use only alpha and numeric characters in
the name; do not use symbols. Note that the group name can be changed
»
at a later time using & .
Description Enter a brief description to further identify this group. Not required.

W

Click the icon next to the client ID in the Awvailable Clients list to add it
to the Group Members list.

w

Click the icon next to the client ID to remove it from the Group
Members list.

The client is removed from Group Members and added to the Available
Clients list.

Bl 2 | nex

For long lists, click on the page symbols at the bottom of the list to scroll
through the list.

R —— Click to save your changes.
g el Click if you do not want to make changes.
Sorting To sort the list, click on a column heading. An arrow in the sorted

column will indicate whether the list is sorted in ascending or descending
otrder.

Cliant Nam%\“b -

Click on the column heading again to reverse the sort order.
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Business Analytics and Reporting

Find a Group

When you select the Manage Groups tab, existing groups you have created are
displayed.

Business Reports

Make Report My Reports Manage Groups

Show 15 * Enfries

Action Group Name Created When -
raE Example Group 1 21112013

& Example Group 2 21112013
7 % Example Group 3 2112013

Showing 1 to 3 of 3 entries

Example Group:

New Group

Group Mame [Example

Client 1 and 2 -
Diescription

Available Clients Group Members
ClientID~  Client Name Add Client ID~  Client Name Drop
2691 SCAonly 52K d}' 28989 S0QA only General 02 MIF ﬁ

2096 SQA anly JMIF #

2995 Q02 52K o=
4075 ARUP 52K o

11236 SEA anly MIF

&
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Business Analytics and Reporting

Email Notifications

To receive email notifications for Business Reports you will need to set this up under
Email Preferences.

1. Go to Account Administration > Email Preferences.
Scroll down to Business Reports.

Activate the M checkbox next to the notification you want to receive.

Sl

Use the drop-down menu to modify the frequency, if desired.
Every new repart -

Every new report k‘
Every 5 new reports
Every 10 new reports
Every 20 new reports

5. Click Save.
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Business Analytics and Reporting

Visual Notifications

Visual cues display in the Header and Menu items to alert you that new information
is available.

ARJP.....c.. =~ Connect

Order Management Reports Services Account Administration

Business Reports

-H

26



	Business Reports
	Quick Reference

	View Reports
	My Reports Tab
	Open a Report
	Save a Report

	Modify My Reports Screen

	Make Reports
	Make Report Tab Overview
	Run Report Side Tab
	Run a Report
	Run Report Parameters
	Report Name Dialog

	Schedule Report Side Tab
	Schedule a Recurring Report
	Schedule Report Parameters
	Find a Scheduled Report
	Edit Schedule Report Screen


	Available Reports
	Client Test Order Summary
	Custom Hot Line Index
	Exception Handling Report
	Public Health Reporting
	Quality Assurance Report
	Turnaround Time Report
	Critical Call Log Report

	Manage Groups
	Modify Manage Groups Screen
	Setup a New Group
	New Group Parameters

	Find a Group

	Email Notifications
	Visual Notifications

