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Purpose:  To give guidance on how to Set, Edit and Delete filters in charge review workqueues.  

 

Department: PB Coding  

 

Additional Resources:  Logging in to EPIC   

 

 HOW TO EDIT A FILTER .  

 HOW TO REMOVE A DEPAR TMENT FROM THE DEFAULT DEPARTMENTS .  

 HOW TO DELETE ALL THE DEFAULT DEPARTMENTS .  

 

HOW TO SET A FILTER I N THE CHARGE REVIEW WORKQUEUES .  

 

Login to Epic using the log in document under the Additional Resources above.  

1. Click on the PB Charge Review tab (doctor bag). 

 

2. Double click on the Specialty. (Scroll down if the specialty is not seen on the list.) 

  

http://inside.slrmc.org/mydepartment/revenue_cycle/documents/LoggingintoEPIC.pdf
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3. Click on drop down arrow next to Filter  

 

4. Click on Set/Edit Filter (the Filter Edit screen opens)  
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5. Click on Advanced (top of the Filter Edit screen). 

 

6. Click on the Add button. 

 

7. Click on Properties in the Rule Editor Property/Rule Select box. 

 

8. Double click on Charge Session. 

 

9. Scroll down and double click Default Department. (Default POS or Billing Provider can also be used to filter 

WQ’s by following the same steps used to filter by Default Department) 
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10. Click on the Operator: = button. 

 

11. Click on the Value: Add button, the record select box opens. 
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12. Type the first four letters of the department in the Search: field of the Record Select screen 

 

13. Click on the magnifying glass. 
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14. Double click on the department or click on the department and then click on Accept in the Record Select 

screen.  

(If you cannot find the department scroll down.  At the bottom of the screen you can see that there are more 

records to load. If you continue to scroll all the records will load.) 
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15. To add more then one department click on the Value: Add button “repeat steps 11-14 to add additional 

departments”. 

 

16. Once all departments have been added click on Accept. (If the Accept button is not visible scroll down until 

you can see it.) 
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17. Check “Always open in filtered view” to set this filter as your default. 

 

18. Click on Accept. 

 

Go back to the document that you hyperlinked from. 
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HOW TO EDIT A FILTER: 

1. Click on the drop down arrow next to Show All. 

 

2. Click on Set/Edit Filter. 
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3. Click on Advanced in the Filter Edit screen. 

 

4. Click on the Default Department hyperlink. 
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5. Click on the Value: Add button (you may need to scroll down to see this button) 

 

6. Click in the Search: field - enter the first 4 letters of the department or specialty. 

 

7. Click on the magnifying glass. 

 

8. Double click on the department. 
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9. Scroll down to verify the department(s) was added and click Accept with the check mark. 

 

10. Click Accept. 
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HOW TO REMOVE A DEPARTMENT FROM THE DEFAULT LIST. 

1. After getting to the Filter Edit Advanced screen go to the Value: click on the Default Department hyperlink. 
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2. Scroll down to the Value: section all the departments are listed in the filter. 

 

3. Click on the check mark next to the department name to be removed, this will remove the check mark. 
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4. Scroll down and click on Accept. 

 

5. Click Accept. 
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HOW TO DELETE ALL DEFAULT DEPARTMENTS. 

1. After getting to the Filter Edit Advanced screen go to the list filter list click on the X on the right side of the list. 

 

2. Click on Remove. 
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3. Click on Accept. 

 

 

Approved by:  Kim Reid, Director for PB Coding      

 

Approved Date: 07/24/17 

    

Owned by: PB Coding  

 

Last Reviewed Date:  02/2018 


