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Exporting Patient Referral Management Lists to a CSV File 
You may need to export the list of referrals to a CSV (comma separated file) file for use withing 
Microsoft Excel. Follow these steps to export the list of referrals.  

1. From any of the Referral Management Lists (e.g., W1 – Specialist triage – All Referrals), click 
the Export button located in the bottom right corner of the screen (Step #1).  

 

2. The exported CSV file will be placed in your Downloads folder. The export includes up to 
400 rows of data from the current filtered and sorted Referral Management List, including 
all columns displayed on the screen. 

a. If the current Referral Management List includes more that 400 referrals, only the 
first 400 will be included in the extract, CSV file. 

3. When the file is opened in MS Excel, the HCN identifier column may 
appear like an exponent. This is default behaviour in Excel. You can 
adjust the display by changing the format. 

a. Select (highlight) 
the HCN 
Identifier column 
in Excel. (Step 1) 

b. Right-mouse click 
to open a pop-up 
menu; select 
Format Cells…. 
(Step 2) 

c. Choose Number 
from the 
Category list. 
Adjust the 
Decimal places value to 0. (Step 3) 

d. Click OK. (Step 4) 
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4. The HCN Identifier numbers is now displayed correctly within Excel. 

 

 

 


