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Reports in EQRS



Running a Patient Roster Report
Please click on the Patient Roster Report 

 Begin to fill in the criteria selection
 Fill in Patient Roster as of the end of the previous month 
 Next under Network Selection, click Network 5
 Under Search Facility Name, Facility CCN or Dialysis Organization begin typing your CCN or 

facility name, when you see your facility below that box, click on it
 Under Sort Order: select Patient Name 
 Export As: Excel
 Click Generate Report (Please note the page may just refresh and it looks as if nothing was 

done)
 Click on My Reports on the left hand side of the screen and if it went through you will see that 

the report is pending
 Wait a minute of two and then click on My Reports again and see if the report is listed as 

Completed
 Once completed, you should be able to click on the report to download it



Patient Roster Report



My Reports



What do I do next?
• Once your report is complete, click on the Excel file to 

download it.
• Once it is downloaded click to save the file and name it 

whatever file name you prefer.
• This file is already in Alphabetical order by the patients’ last 

names.
• Hopefully you can compare this to a list from your EMR to 

confirm that this list is correct.



Example of Patient Roster Report



Running Events Report for Admissions
Please click on the Patient Events Report (you will be running this report twice, once for admissions and 
again for discharges)- [unless you are savvy with Excel, then you can combine the two options as I explain in 
later slides and manipulate to your heart’s content]

 Begin to fill in the criteria selection
 Your date range can be whatever you choose. You can start from January or you can run one for each 

month to capture your admissions and discharges for the previous month. When working on the annual 
CMS 2744 you should run a report for the entire year from January 1 to December 31 (01/01/202_ -
12/31/202_)

 Next under Network Selection, click Network 5
 Under Search Facility Name, Facility CCN or Dialysis Organization begin typing your CCN or facility name, 

when you see your facility below that box, click on it
 Under Report Parameters: select every option under Admit Reasons but Dialysis in support of 

Transplant and Transplant
 Select to export to Excel
 Click Generate Report (Please note the page may just refresh and it looks as if nothing has happened)
 Click on My Reports on the left hand side of the screen and if it went through you will see that the report 

is pending
 Wait a minute or two and then click on My Reports again and see if the report is listed as Completed
 Once completed, you should be able to click on the report to download it



Patient Events Report for Admissions



Patient Events Report for Admissions



My Reports



What do I do next?
• Once your report is complete, click on the Excel file to download it.
• Once it is downloaded you may see the following appear at the top of the 

screen. You must click Enable Editing before proceeding…

• Next save the file and name it whatever file name you prefer
• With the file open, you will need to delete the first three rows of information
• Next on the informational ribbon at the top of the screen, click on the data 

tab and then click the funnel-shaped icon marked filter 

• This will allow you to filter your data by a row header (the first row that has 
titles such as “EQRS ID, Last Name, etc)



Additional Steps…
• If you utilize an internal tracking sheet by month then you 

may want to filter by “Admit Date”
– Find the column named, “Admit Date”, click the small upside 

down triangle on the right of that box and select Sort Oldest 
to Newest. This will put this column in date order.

– Now you have a list of patients admitted in date order and 
know how each patient was admitted to your facility

• If you utilize an internal tracking sheet by admission type, 
then you may want to filter by “Admit Reason”
– Find the column named, “Admit Reason” click the small upside 

down triangle on the right of that box and select Sort A-Z. This will 
alphabetize the items in that column.

– Now you have a list of patients by admission type and know how 
each patient was admitted to your facility. 



Example of Patient Events Report



Please click on the Patient Events Report 

 Begin to fill in the criteria selection
 Your date range can be whatever you choose. You can start from January or you can run one 

for each month to capture your admissions and discharges for the previous month. When 
working on the annual CMS 2744 you should run a report for the entire year from January 1 
to December 31 (01/01/202_ -12/31/202_)

 Next under Network Selection, click Network 5
 Under Search Facility Name, Facility CCN or Dialysis Organization begin typing your CCN or 

facility name, when you see your facility below that box, click on it
 Under Report Parameters: select every option under Discharge Reason (s) but Transplant 

Failed and Acute 
 Select to export to Excel
 Click Generate Report (Please note the page may just refresh and it looks as if nothing was 

done)
 Click on My Reports on the left hand side of the screen and if it went through you will see that 

the report is pending
 Wait a minute or two and then click on My Reports again and see if the report is listed as 

Completed
 Once completed, you should be able to click on the report to download it

Running Events Report for Discharges



Patient Events Report for Discharges



Patient Events Report for Discharges



My Reports



What do I do next?
• Once your report is complete, click on the Excel file to download it.
• Once it is downloaded you may see the following appear at the top of the 

screen. You must click Enable Editing before proceeding…

• Next save the file and name it whatever file name you prefer
• With the file open, you will need to delete the first three rows of information
• Next on the informational ribbon at the top of the screen, click on the data 

tab and then click the funnel-shaped icon marked filter 

• This will allow you to filter your data by a row header (the first row that has 
titles such as “EQRS ID, Last Name, etc)



Additional Steps…
• If you utilize an internal tracking sheet by month then 

you may want to filter by “Discharge Date”
– Find the column named, “Discharge Date”, click the small upside 

down triangle on the right of that box and select Sort Oldest to 
Newest. This will put this column in date order.

– Now you have a list of patients in date order and know how 
each patient was discharge from your facility.

• If you utilize an internal tracking sheet by admission type, 
then you may want to filter by “Discharge Reason”
– Find the column named, “Discharge Reason” click the small 

upside down triangle on the right of that box and select Sort A-
Z. This will alphabetize the items in that column.

– Now you have a list of patients by discharge reason and know 
how each patient was discharge from your facility. 



Example of Patient Events Report



Who do I call if I have a 
question?
QualityNet Help Desk
Please contact the QualityNet Help Desk if your forms are not running at: 
866-288-8912 (Monday - Friday 8am to 8pm EST) or 
via e-mail at qnetsupport-esrd@hcqis.org.

Quality Insights Data Department
If you have a question about your admissions or forms please contact:

QIRN 3 (NJ, PR, USVI): Tricia Phulchand 609-490-0310 x 2422
Cheryl Brown 609-490-0310 x 2420

QIRN 4 (PA, DE): Karen Hricak 610-265-2418 x 2810

QIRN 5 (MD, VA, WV, DC):Alison Crittenden 804-320-0004 x 2707
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