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ADDING, MOVING, AND REMOVING COLUMN HEADERS

You can customise which columns you see on your screen

Gender Alerts Consultant Admission Date

This is called the Column Header section

You can add a column to the Column Header section using the Column Chooser
You can remove a column by dragging it away from the Column Header section
You can change the order of the columns by moving them left or right

To add a column to the Column A menu appears
Header section, right click —
anywhere on the Column Header suftant Admision Nata
y. ‘u‘l Sort Ascending
section
Al Sort Descending
Clear All Sorting
ENZIE,
= Group By This Column
=4 Show Group By Box
Hide This Celumn
Colurmn Chooser
INAIN| (=1 Best Fit
Select Column Chooser The Customisation window opens in the bottom right hand

corner of your screen
‘ Column Chooser

Customization x
Accepted -
Administration Mote El

Admission Method

Allergies
Authorised
Scroll up or down the list until you
see the column you wish to add.
. In this example we are going to
add Allergies
Allergies
Drag it to the Column Header Two arrows will appear. This is where the column will be
section of the screen located on the list
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Alfrgies  Alerts Consultant
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Male MCKENZIE, M
1

Let go with the mouse button

The column is added to the Column Headers section

Gender  Allergies Alerts Cor

To move the column left or right,
drag it until you have found your
new location

Two arrows will show where you are going to place the column

|
v Outlie®llergigs-cted Discharg

T

Let go with the mouse button

The column is now in the new location

Outlier  Allergies Expected Discharge

To remove a column from the
Column Header section, drag it
straight up or down away from the
Column Header section

The column header will float above or below the list and will
have an “X” across it

Above the list:

-_-||xes

utlier  Allergies Y Expe
Below the list:
er ¥ Allergies ¥ Outlie

Let go with the mouse button

The column has been removed from the Column Header
section

Last updated: 30/04/21

Page 2



