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PRESCRIBERS 

1. To generate billing reports, open PowerChart and select “Discern Reporting Portal”. 

 
 

2. Locate filters on the left-hand corner and filter report type by “Published”. 

 

3. Further filter the reports by selecting “Physicians” and “Billing”. 
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4. In the “All Reports” tab, A) Search for the reports in the search bar or B) Scroll up/down for the 

following reports:  

• Billing Patient List – Appointments - Printable 

• Billing Patient List – Care Team- Printable 

• Billing Patient List – Documentation – Printable  

• Billing Patient List – Orders- Printable 

• Billing Patient List – Relationships – Printable  

• Billing Patient List – Census Current – Printable 

 
 

5. Select the star button   to favourite the reports. The star must turn yellow  

6. After favouriting reports, click “My Favourites” tab. 
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7. Click on the desired report. 

You can read the description of 

each report to ensure you are 

running the appropriate 

report. 

 

 

 

 

8. Click A)  to run the report.  
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9. Select the A) output file pathway, B) Start Date of the report, C) End Date of the report, and then 

click D) Execute.  

 
 

10. The following illustrates a report: 

 
 

Tip: Hover to discover what each icon does. 
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11. Use Printer button  to open Print dialogue box.  

 
12. You will have the option to print or create and save a PDF document: 

• Print document: 

A. Click on the dropdown menu to select a printer.  

B.  Note your printer’s location (Where) and name.  

C.  Complete other printing information. 

D. Click OK. 
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Continued 

• Save document as PDF 

A. Click on the dropdown menu to select Microsoft Print to PDF. 

B.  Click OK. 

C.  Save the document in the folder you would like it saved to and click Save. 

 
 

 


