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created showing the breakdown of 
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status 
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Add Patient Charge Band to 
the query and run it for a 
suitable period 
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Remove the column 
Name or Company 
Name and replace 
Contract Number with 
Patient Charge Band , 
therefore creating a 
PCO level table 
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A column, row or cell can be 
removed by highlighting it, right 
click then remove column or 
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Building reports

Cells can also be dragged to another cell for example  to 
have total sum and percentage figures side by side 
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We now have a 
simple report for 
the PCO 
showing the 
number of FP17s 
by  Patient 
Charge Band 
and expressed 
as a percentage 
of the total 
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We can restrict the data to 
show only the main treatment 
bands by adding a filter 
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Building reports
Now showing numbers and 
percentages just for  Band 1,2,3 
and Urgent FP17s 
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Building reports

Right Click on 
the copied table 
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Select the type of graph 
you would like then 
press ok 
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Now have a table and graph side by sideNow have a table and graph side by side



Building reports

Can add 
Contract 
Number as a 
Section to 
replicate this 
report for each 
individual 
contract 
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