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Step-by-step guide 
Beyond the C – Hepatitis C Elimination in Your Practice 

  

Recipe Name: Hepatitis C 

Rationale: 
As there is now a cure for hepatitis C, we want to identify patients diagnosed with hepatitis C 
and recall them for treatment and care 

Target: Find patients with a coded diagnosis of hepatitis C 

 

STEP 1:  

Load an extract 

An extract is a snapshot of your patient database at a set point in time. To load an extract, follow the 

steps below. 

 

STEP ACTION REFERENCE 

1 Expand the ‘Extracts’ 
column by selecting the 
arrow above the ‘Show 
Extracts’ panel to the left 
of the screen 

 

 

2 Then click once on the 
most recent extract to 
load the data into the 
available reports for 
further analysis 

 

 
3 Click the arrow above 

‘Hide Extracts’ to remove 
the list from view and 
maximise the available 
screen space 
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Beyond the C – Hepatitis C Elimination in Your Practice 

STEP 2:  

Search for all active patients with a coded diagnosis of hepatitis C 

STEP ACTION REFERENCE 

1 Click on the arrow adjacent 
to the Filter drop down to 
expand the list of available 
filters 
 

 

2 • Select the ‘General’ tab 
 

• Tick to select ‘Active (3x 
in 2 years)’  

 

• Select the ‘Conditions’ 
tab then select ‘Other’ 

 

 

3 Tick ‘Hepatitis C’ 

 
4 Once filters are selected, 

click on Recalculate and wait 
until the green bar fills which 
signifies filtering is complete 
 

 

5 Click ‘View population’ to 
generate a list of all patients 
with a coded diagnosis of 
Hepatitis C in your patient 
information system. The list 
will be displayed on the 
screen 
 

 

mailto:beyondtheC@ashm.org.au


        

  
 

 

 

V1  |  Page 3                                                                                                                                                                     ashm.org.au   |   beyondtheC@ashm.org.au 

Step-by-step guide 
Beyond the C – Hepatitis C Elimination in Your Practice 

6 To export the list to a file, 
select the arrow adjacent to 
the floppy disk icon 
 

 
7 Select ‘CSV File’ from the 

drop-down list 

 

8 • Enter a file name to be 
exported in the File 
Name field 

 

• Click Save 
 

 
9 Click Yes to open in Excel or 

No to save to the selected 
directory without opening 
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Beyond the C – Hepatitis C Elimination in Your Practice 

The steps above will produce a list of patients with contact details in MS Excel which can then be used to: 

1. Go back through the individual patient records in the GP Clinical Desktop System (CDS) and update known 

records. 

2. Phone patients to update their record. 

3. Produce a mail merge to recall patients for follow-up. 

 

  

mailto:beyondtheC@ashm.org.au


        

  
 

 

 

V1  |  Page 5                                                                                                                                                                     ashm.org.au   |   beyondtheC@ashm.org.au 

Step-by-step guide 
Beyond the C – Hepatitis C Elimination in Your Practice 

STEP 3:  

Save and re-use the search query 
Each time you want to search for the list of active patients with a coded diagnosis of hepatitis C, re-use the same 

query instead of rebuilding it. 

 

STEP ACTION REFERENCE 

1 Select Saved Filters tab 
  

2 Select ‘Save New Filter’ 
button 

 

 
 

3 • Enter a name to 
describe the 
search (e.g. Active 
patients with 
Hepatitis C) 
 

• Click OK 
 

 
4 To re-use the saved 

search, navigate to the 
Saved Filters tab and 
highlight the filter to 
be applied to the 
current dataset. 

 

5 Select Recalculate to 
populate all of the 
reports in CAT4 with 
patients matching the 
search filter 

 

6 Select the View 
Population button to 
generate a list of 
patients in the current 
extract that meet the 
criteria in the saved 
search 
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