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Using Velos Reports

Getting Started

In Velos, click on the Reports icon on the right of the top toolbar to open the Velos Reports window,
shown in Figure 1. This window is divided into four sections. On the top left, under the heading Report
Categories, you will see a list of all folders containing reports. Each folder represents a particular
category of report. When you choose one of these categories by clicking on it, a list of reports will
appear in the boxes on the right of the window. Any Base Reports or Inherited Reports from the
chosen category that are available will appear in the corresponding boxes. (See the following sections
for more on the difference between base reports and inherited reports.) When you choose a report by
clicking on the name of it in either the Base Reports or Inherited Reports section of the window, a
description of the report will appear on the bottom left of the window, under the Report Description
heading.
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Figure 1: Velos Reports Window
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Selecting a Patient
Some Velos reports are designed to be run for all patients in the system, while a few others are only

useful when they are generated with data from one single patient. However, the majority of Velos
reports can be used either way—including data from just one patient or from all patients. You will
determine if you run the report for a single patient or all patients by whether or not you have selected a
patient when you run the report. For example, to run the report for one particular patient, simply select
him/her in Velos before you run the report, making sure the correct patient’s name is displayed in the
status bar at the bottom right of the Velos window. In the example shown in Figure 2, the user can run

the selected report to generate data about Joe Jones only.
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Figure 2: Selected Patient Shown in Status Bar

To run the report for all patients, make sure no patients are selected. To remove a patient’s name from
the status bar, click the Close button, as shown in Figure 2. Make sure you check the status bar before
you run the report, because you may still have a patient selected even if you have closed the windows

showing his/her records.
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Crystal reports can be a very useful tool for creating custom reports. However, since they are designed
outside of the Velos software’s framework, they are not able to read the data regarding which patients
are selected in Velos. Therefore, when running crystal reports, you do not need to worry about
selecting or de-selecting particular patients.

Running a Report

Once you have selected the category of report and then the specific report you would like to run, you
can open the report in two ways: either double-click on the name of the report in the window, or single
click on the report name to highlight your choice, and then click on the Display icon on the left toolbar.
Once you have done this, you will usually see a Report Inputs window, shown in Figure 2. This window
will ask you to determine criteria for what will be included in the report. Depending on the report you
have chosen, you may need to enter more or less information, but most reports require you to choose a
Patient Status and Facility.
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Figure 3: Report Inputs Window
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As you can see in Figure 3, you will determine which patients are included in the report by clicking on
the radio button next to your choice. The report will only include data about patients which are
classified as Active or Inactive if you choose one of those options. If you choose All, all patients will be
included in the report regardless of the status they have been assigned.

You will also select which facility or facilities you would like to include in the report. Only patients
registered to the selected facilities will have their records included in the report. To move a facility’s
name from the Available Facilities box to the Selected Facilities box, or vice versa, you can highlight the
facility by clicking on it, and then click on the arrow to move it. Alternatively, you can drag and drop
names from one box to the other. In the example in Figure 3, the user is printing a Diet Order report.
This report will only include diet orders for active patients registered at the Mountain View Dialysis
facility.

Once you have made your selections, click OK to generate the report.

Report Layout and Controls

Almost all Velos reports have a standard layout, with the name, address, and phone number of your
organization at the top as a header, and the date the report was printed as well as the page number and
total number of pages in the footer. Underneath the header, the report title is usually displayed,
followed by a summary of what you specified in the Report Inputs window. For example, the report
would read “(Facility IN (Mountain View Dialysis)) AND (Patient Status = Active)” if you had run the Diet
Order report as shown in Figure 3.

The controls on the left toolbar will be easy to understand for any user already familiar with Velos. Here
is a summary of what each icon will allow you to do.

Save As: Allows you to choose a location on your computer and a specific format, and save the
report as a text file.

Page Up: Moves the screen to the previous page.

Page Down: Moves the screen to the next page.

First Page: Moves the screen to the first page.

Last Page: Moves the screen to the last page.

Go To: Allows you to specify a page number and moves the screen to that page.

Zoom: Will let you adjust the size of the report on the screen so you can see more of it at once
(by zooming out) or make the writing larger and easier to read (by zooming in).

Print: Allows the user to select a printer and print the report.

Close: Closes the report.
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Base Reports vs. Inherited Reports

Base Reports

Base reports are the standard reports which come with the software. These reports can be seen and
used by anyone logged into Velos. It is possible to create a new base report or modify an existing one,
but it is a more complicated process than creating an inherited report. It is recommended that you
create an inherited report for any special uses or modifications that you want to apply to a report.
However, if you need to make modifications to a base report that you want more than one user to have
access to, you may need to create a copy of that base report and modify that. This will mean your
modifications will be listed under the base reports as a separate report that other users can access.

It is not recommended that you modify an existing base report and save the changes. This will affect the
report for all users, and some users may need to use the report the way it was originally.

Inherited Reports

These reports are relatively simple to create and access. They are basically copies of base reports that
are specific to the user. They can be modified in any way the user would like, without affecting any
other user’s reports. This is generally the recommended format for modifying reports, although this
manual also explains how to create and modify base reports for the more advanced users.

These reports will only show up in Velos when the user who created them is logged in. This means that
if someone else has logged into Velos and you create a report you want to use, the next time you log in
with your own username and password, the report will not show up. Make sure the correct user is
logged in when setting up an inherited report.

Creating Inherited Reports

To create an inherited report, you must first decide which report you want to modify. Highlight your
choice in the “Base Reports” window and click the New button on the left toolbar. This is shown in
Figure 4 below.
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Figure 4: Creating an Inherited Report

Once you click New, the New Report Inherited window will open, shown below in Figure 5. Here you
will be able to change the name and description of the report if you wish. Next, click Save on the
toolbar. You will now be able to make modifications to this inherited report to customize it to fit your
needs. See the “Modifying a Report” section in this manual for detailed instructions on doing this.
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Figure 5: New Report Inherited Window

Creating Base Reports

Background Information

Although it is usually recommended that users customize inherited reports, in some cases an
administrator may want to set up a new or modified base report that all users can access. Whenever
you decide to create a modified base report, you need to first make a copy of that report. You can then
make changes to your copy and leave the original report unchanged. Again, it is not recommended that
you save any modifications to original base reports. These changes will apply to all users and can cause
them to be unable to access the data they need. For example, a dietician may want to modify a lab
report to only show data from tests relating to the patient’s nutrition. However, a doctor or nurse may
need to see all lab results, and will be unable to see all the necessary data if the dietician has limited the
report to suit his/her needs only. In situations like this, the dietician can copy the report he/she wants
to modify and then create a personalized “Dietician Lab Report.” Making this a base report will allow
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other users to access it—in a multi-facility organization, for example, there will be several dieticians who
each will want to use this new report.

Creating a Copy of a Base Report

There are several steps to creating a copy of a report. These steps are outlined below, along with figures
illustrating exactly how to do each step.
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Figure 6: Making a Copy of a Report, Step 1

Step 1: Highlight the report you would like to copy. Click the “Modify Plug In” icon on the left toolbar.
This will open a window displaying the report’s properties.
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Figure 7: Making a Copy of a Report, Step 2

Step 2: From the Modify Report Plug In window, you will need to copy the Source Object of the report.
Do this by highlighting the text in the corresponding field, holding down the Ctrl button on your

keyboard, and pressing the C key. After doing this, Close this window. Do not save any changes here or
it will affect the original report.
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Figure 8: Making a Copy of a Report, Step 3

Step 3: Click the “Plug In” icon to start creating your copy of the report. You will see a window similar
to the Modify Report Plug In window, but all the fields will be blank. This is where you will create your
new report.

Step 4: Type in a name for the report. It must be different than the name of the original report. You
may also enter a description for the report. Although this is not required, it will help other users identify
what your report will do. To continue the example mentioned above, we will create a “Dietician Lab
Report.” This is just an example, but you can make any kind of specialized report you would like by
following the same procedure.

Step 5: Paste the Source Object of the original report into the corresponding field for the new report.
Click in the blank field and then hold down the Ctrl key and press V. The source object information that
you copied from the original report will appear here.
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Figure 9: Making a Copy of a Report, Steps 4 and 5

Step 6: Once you have pasted the Source Object into the field, click in the next field or press the Tab
key. This will cause a list of fields to appear in the All available fields box. You will then have to select
which fields you want to use when selecting criteria for your report. For example, if you are planning to
modify a report so that it will only show information for patients over 60 years of age, you would need
to move Age from the available fields to the Allowed fields for filter and inputs box. In our example, we
are planning to select criteria based on which lab test was conducted, so we have moved Lab test and
Lab performed date into the allowed fields. Don’t worry if you miss a field that you want to use later;
you can always come back and change the selected fields.
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Figure 10: Making a Copy of a Report: Step 6

Step 7: Click the Save icon on the left toolbar, and then click Close. You have now completed making
the copy of the report and will be able to modify this new report to suit your needs, without changing
the original report. The new report you have created will appear in the category that was highlighted
when you clicked “Plug In.” If you followed these steps, it should be the same category as the original
report you copied.

Modifying a Report

Making Modifications
If you have followed the steps above, you now have a copy of the base report you want to modify and
you are ready to start making changes. Or, you may have created an inherited report and are ready to

customize it. To get started, find your copied report in the Reports browser and click “Modify” on the
left toolbar. This will open up the Modify Report window.
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Figure 11 shows how to open a copied base report. If you are opening an inherited report, it will be
located in the lower window.
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Figure 11: Modifying a Copied Report
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Figure 12: Modify Reports window

Using the Modify Report window, you will be able to specify Filter Criteria and Input Criteria. These two
types of criteria work the same way when determining what data to include on the report. The
difference is that Filter Criteria will be determined here, in the Modify Report window, and will be
applied to the report automatically each time it is run. Input Criteria, on the other hand, will have to be
specified each time someone runs the report. If you always want to see the same data, it is better to set
it up as filter criteria. If the value of the criteria will be changing often, you will want to set it up as input

criteria.

For example, in our dietician report, we always want to see results for the same lab tests. We will set up
these tests in the filter criteria so we don’t have to specify them each time we run the report. However,
the dietician may want to see only this month’s data—in other words, using the date of the lab test as
criteria. This will be changing each month, since she will always want to see the current month’s data.
This means that we will set up the date of the lab test as input criteria. She will have to put in the
current date each time she runs the report.
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Only fields which you selected when creating the copy of the report will be available to choose as input
filters and input criteria. If you do not see a field you need to use, you can go back to the screen shown
in Figure 10 by closing this window and then clicking “Modify Plug In” on the left toolbar. Here you will
be able to add fields. When you are done, Save your changes and return to the Modify Report window.

To set up input criteria, all you need to do is move the name of the field from the Available fields box to
the Selected fields box, using the arrow buttons. You can see that in Figure 13, the user has already
done this.
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Figure 13: Setting up Criteria for a Report

Next, you will need to set up any filter criteria you wish to be applied every time you run the report. To
add a row in the Filter Criteria section, click the Add button on the right. This will produce one row
which you can fill in using the method described below. You can use the Add button as many times as
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you wish to create any more rows you need. You can also click the Delete button to remove any
unwanted rows, or the Clear button to remove all the criteria.

To fill in the rows in this section, start by choosing the field from the drop-down menu under the
Column Name heading. Depending on the criteria you want to add, you may also need to change the
Operator using the corresponding drop-down menu. In the example shown in Figure 13, the user is
specifying particular lab tests, so he/she used the equals sign. For other reports, you may need to use a
different operator. An example of this would be if you want to run a report which only includes patients
over 60 years of age. For this, you would enter “Age” in the Column Name, use the Greater operator,
and enter “60” as the value.

Next, you will need to enter a value for the chosen field. In the lab test example, the user is choosing
the names of the lab tests that he/she wants to see data from on the report. To choose the value for
the lab test field, double-click on the blank field. This will open the Search Window, shown in Figure 14.
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Spectra - ALEALIME PHOS
Spectra - ALIMINUR IMSTIR
Spectra - ASTAGOT

Spectra - BASOPHILS
Spectra - BICAREOMATE
Spectra - BUM

Spectra - BUM [POST]
Spectra - BUM/CREAT RATIO

Paste

— Cancel

Figure 14: Search Window for Defining Filter Criteria

This window lets you choose the value to include in your criteria. You can search for a particular item by
typing it under the Find heading and clicking the Find button, or by scrolling down and finding it on the
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list yourself. Double-click on your choice or highlight it and click Paste to enter it into the value field in
the previous window.

Finally, you will need to choose either “AND” or “OR” from the Logical drop-down menu. Choose “AND”
if you only want to see results that fit all your criteria. Otherwise, choose “OR.” For example, the report
in Figure 15 used “OR” because the user wanted to see lab test results for any of the following tests. If
the user had chosen “AND,” the report would only include patients’ records on the report if they had
values for all of the chosen lab tests. This means that if a patient had results for five of the six selected
lab tests, but for some reason did not have results for the sixth, none of the results at all would appear
on the test. Choosing “OR” ensures that any results for any of these tests will appear on the report.

Figure 15 shows the completed modifications made to set up the lab report for the dietician.

File WYelos Repork Mainkenance Tools Window Help

“Eﬁ“#‘&l’%ﬁ&%%ﬂ@@m

Paticnk Plnfa AdmiDis. Clinical Lak= Praocedures Orders CT Testz Med. Order Makes To Do Repart Exit
— . L. .
E EMudlﬁr Report From Dietician Lab Report
Fave — Report Details

Em Heport Hame |Dietician Lab Report |

Close

Report Desc [Shows results for lab tests relating bo patient's diet.

— Filter Criteria

T Column Mame Operator Value T ]Lugi- - Add

{ LabTest Equal Spectra - CALCILIM 1 OR Delete

{ LabTest Equal Spectra - CHOLESTEROL ) OR W
{ Lab Test Equal Spectra - GLUCOSE 1 OR

{ LabTest Equal Spectra - POTASSIUM 1 OR

{ LabTest Equal Spectra - [ROM ] _

— Input Criteria
Available fields Selected fields

Lab Test _I Lab Test Performed D ate
4

Kl

Figure 15: Example of a Modified Report
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When you have finished defining the criteria you want to apply to the report, click Save on the left
toolbar and then Close. You will now be able to run your modified report.

Running a Modified Report

If you have chosen to include input criteria, you will need to enter this each time you run the report. On
the example described here, the user set up “Lab Test Performed Date” as input criteria. When a user
runs the report, they will have to enter the date in the Report Inputs window. This is shown in Figure
16. The user has selected to see results dated on or after January 1%, 2008.

EREpurt Inputs For Dietician Lab Report

— Arguments

— Cntena

Lab Tezt Perfarmed D ate

[>= =0/01/2008

— Patient Status

i+ Active

" Inactive Al

— Heport Preferences

[T | Page Break on Patient

[T Beset Page Number, on Patient

— Facility

Available Facihities

5t. George Hospital

Main Street Center

Green Hill Dialysis Center
ABC Transplant Center

Selected Faciihies

Mauntain View Dialysis

i
«

0K

| Cancel |

Figure 16: Example of Input Criteria

Adding Advanced Search Filters

Adding a Filter to a Report

Another way you can customize your inherited reports to help you find the information you need is by
adding Advanced Search filters to the report. You can also add these filters to base reports by following

Velos Reports User Manual

Page |18



the instructions below, but again, this is not recommended as these changes will affect all users and may
prevent others from obtaining the data they need.

The first step is to choose the report you to which you will be applying the filter. If you want to keep the
original report as well as the version with the filter, you may have to make a copy of the report and
change the name and description to reflect the purpose of the new report. Once you are ready to add a
filter, highlight the report in the Velos Reports browser and click the Modify button on the left toolbar.
You will see the Modify Report window, which you should be familiar with already if you have read all
instructions in this manual. Here you will see an Adv Search button located underneath the Clear
button on the right side of the window. Refer to Figure 17 for an illustration of this.

If the Adv Search button does not appear on your screen, it may be disabled in your control table.
Please contact your support representative who can enable this feature for you.

File %elos Report Maintenance Tools window  Help

R w8 = RoBE O BB R

Faticnt Flnfo AdmiDis. Clinical Labs Frocedures F‘ = e Lo Gl -\To D Report Exit

:'E R TS IRl The user has made a copy _

. R Detail of the report to modify and
e eport Details , /| specified a new name.

‘B Report Hame |Dietiu:ian Lab Report Bé:""" - o

Clase

Report Desc |S hows results for lab tests relating to patient's diet - only includes male patients above 50

The user changed the /
description of the report
to reflect the filter helshe P
is adding.
I Operator ] Value T lLugicaI Add
{ Lab Test Equal Spectra - CALCILM j QR Delete
{ LabTest Equal Spectra - CHOLESTEROL ) OR T
{ Lab Test Equal  Spectra- GLICOSE e ear |
{ LabTest Equal Spectra - P _ _ Adv Search...
({ LabTest Equal Spectra - IR Click here to_ View
the current filter
or add a new one.
— Input Critena

Available fields Selected fields
Lab Test
Lab Test Performed D ate LI

Kl

Figure 17: Adding an Advanced Search Filter to a Report
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Once you click Adv Search, the Patient Filter window will appear, shown in Figure 18 below. This will
show the filter already applied to the report, if there is one. To apply a filter, click the Select button.

B Patient Filter

]
- Patient Advance Filters
Mame
Description
Definition
Currently no filter has Deselect
been applied to the repart.
Select...
[ *
JI\
DK Cancel |

( Click "Select.. " ta
choose and add a filter.

Figure 18: Viewing and Adding a Filter to a Report

This will open the Patient Filter selection window, shown in Figure 19. This window shows the names,
definitions, and descriptions of all existing filters. Highlight the filter you would like to use, and click OK.

If you do not see a filter with the criteria you are looking for, you can create a new filter, as explained in
the following section.
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& Patient Filter I

Select Patient Filter Selected Filter's Definition
Incomplete Treatments Age = B0 AMD
Sex ="Male'

males abowe 50 pears

Patients over 90

Highlight a filter to see
its definition and its
description here.

Existing filters are
shown here. Selected Filter's Dezcnption

b ale patients . Age above 50

Click "ORK"

once you've >~
chosen a filter. ~ 0K Cancel

Figure 19: Selecting a Filter

Once you select a filter, you will be brought back to the previous window, which will now display the
filter you have chosen. You can click Deselect now if you have chosen the wrong filter, or later if you
decide to remove the filter from the report. Click OK to confirm the application of the filter to the
report.

B Patient Filter |

- Patient Advance Filters

Hame |

malez abowve B0 years Click
Descrioti "Deselect" to
escriphion
. remove the
Male patients . Age abowve RO
. filter.

Definition The selected filter
#ge > 50 AND is now displayed

Sex = Male' in the window. Deselect |
Click "OK" to confirm. |/ 3 oK Cancel
-

Figure 20: Patient Filter Window.
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This will bring you back to the Modify Report window. Next, click Save on the left toolbar to finalize
your changes. You can then Close this window and the report will apply the filter whenever you run it.

Creating New Filters

Only one filter can be applied to a report at one time. This is because one single filter may have as many
different requirements as you wish. For example, if there is an existing filter to find patients that have
Medicare as primary insurance and there is a separate filter to find patients that are female, and you
want to apply both of these filters, you will not be able to. However, if you want the report to only
show patients who are both female and have Medicare, you can create a new filter that has both of
these requirements, and apply that one.

You can also create a new filter specifically for the purpose of using it on a report, with any criteria you
wish. To create filters, you will have to go to the Patient Search screen, click Adv. Search on the toolbar,
and then click New Filter. This process is explained in detail in the Velos Core Operations Manual, in
both sections 4.14.2 and 5.1.3.

Deleting Reports

If you no longer use an inherited report, you can delete it by highlighting it and clicking on the Delete
icon on the left toolbar. Make sure that you are certain you do not want the report anymore, because
once it is deleted, you will not be able to get it back. You can re-create an inherited report that was
deleted accidentally by following the same steps that you used to set it up in the first place.

For base reports, you will not be able to use the delete icon. However, if you are absolutely certain that
you no longer want a certain base report, you can “Plug Out” the report using the corresponding icon.
This will permanently remove the base report from your system. Make sure you have approval from
your administrator or whoever is in charge at your organization before doing this, as it will affect all
users.
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