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MGBHC Liaison Sorting Report 
Liaisons tasked with monitoring referrals to Mass General Brigham Home Care can use the Liaison Sorting Report to 
search for referrals, and then export the information to Excel. The information in Excel can be filtered to identify 
referrals with potential missed visits, to manage referrals with an upcoming start of care (SOC), and to validate Expected 
Discharge dates. 

High-level steps 
Pull the report into Excel and turn on filters 
1. Click http://phsqlweb430/Reports/report/4Next2.0/Liaison%20Reports/LiaisonsSorting. 
2. Set the parameters: Referral Source Type (All, MGB, nonMBG); Referral Source (one or more sites); Providers (one or 

more from MGBHC and Spaulding sites) 
3. Click the View button. 
4. Click           to open the export drop-down menu, and then click the Excel option. 
5. When prompted, click the Open button. 
6. Click the Sort & Filter menu, and then click the Filter option. 

Finding potential missed visits 
Only relevant cases that have an Actual Disch Date, but no SOC, ROC, or Revisit date, are shown on the report. 
1. Clear all filters. 
2. Set filters: 

• Status column: Uncheck Select all; check Accept Offer, Finalized, Offered. 
• Actual Disch Date: Uncheck Blanks (end of list). 
• SOC: Uncheck Select All, and then check Blanks (end of list). 
• ROC and Revisit Date: For both columns, uncheck Select All, and then check Blanks (end of list). 

3. Sort the list A to Z in the PatientName column. 
4. For each patient on the filtered list, please look at Discharge Summary on acute side. If indicated that patient went 

home with Mass General Brigham Home Care, we need to secure the visit. 

Finding next-day discharges with SOC that need registration and/or orders 
Only relevant cases that have an SOC date, which are missing REG and/or ORD, are shown on the report. 
1. Clear all filters. 
2. Set filters: 

• Status column: Uncheck Select all; check Accept Offer, Finalized, Offered. 
• Actual Disch Date: Uncheck Select All and then check tomorrow’s date. 
• SOC: Uncheck Blanks (end of list). 
• Progress: Uncheck all that have both Reg and ORD. 

3. Sort the list A to Z in the PatientName column. 
4. Add Finalized to Referrals Received filter. Find each patient in Referrals Received. As needed, Send to Admissions, 

answer Yes to Orders Received. 

Checking expected discharge dates 
Only relevant cases that have no Actual Disch Date, but do have an Expected Disch Date, are shown on the report. 
1. Clear all filters. 
2. Set filters: 

• Status column: Uncheck Select all; check Accept Offer, Finalized, Offered. 
• Actual Disch Date: Uncheck Select all, and then check Blanks (end of list). 
• Expected Disch Date: Uncheck Blanks (end of list). 

3. Sort the list A to Z in the PatientName column. 
4. For each patient on the filtered list, check to see if the patient is going as planned. 
5. If the expected discharge date is not correct, update the PAA on the Details view of the referral. 

http://phsqlweb430/Reports/report/4Next2.0/Liaison%20Reports/LiaisonsSorting
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Generating the report 
1. Access the 4Next reporting portal: URL for production goes here 

(You must be on the network, either on-site or VPN, to run the report.) 

 

2. Click      to display Referral Source Type options, and then click to check which type(s) to look for. At least one source 
is required to continue. (Checking Select All automatically checks off the other options.) 

             

3. Click      to display Referral Source options, and then click to check which source(s) to look for. At least one source is 
required to continue. (Checking Select All automatically checks off all the other options.) 

              

4. Click      to display Providers options, and then click to check which MGB provider(s) to look for. At least one source is 
required to continue. (Checking Select All automatically checks off all the other options.) 

      

5. Click                     . The report is displayed beneath the search parameters. 
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Exporting the Report to Excel 

 
Report of referrals from BWFH, BWH, and MGH to Mass General Home Care 

1. If you haven’t already, generate the report. 
2. Click           to open the export drop-down menu, and then click the Excel option. (It’s second on the list.) 

3. The Downloads popup opens in the upper right. (If it 
closes before you get to the next step, click       .) 

 
4. Click the Open button. The report opens in Excel.  
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Turning on filters in Excel 
1. If you haven’t already, generate the report and then export into Excel. The Home options are shown by default. 

 

2. Click the             button in the Editing section. (If your Excel window is big enough, the button is labeled Sort & Filter.) 

 

3. Click the Filter option. 

 

4. A drop-down arrow is added to every column heading. 
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Finding potential missed visits 
1. If you haven’t already, generate the report, export into Excel, and then turn on filters.  

 

2. If you applied other filters already for a different task, clear them by clicking 
the Clear option on the Sort & Filter menu on the Edits section. 

 

 

 

 

3. Scroll by clicking and dragging the horizontal scrollbar handle (highlighted below) to the right.         

 

4. Watch the column headings. Stop scrolling when you can see the Status column (T). 

 

5. Click       in the Status column.  
The Sort & Filter menu opens. 

6. Click to uncheck the      (Select All) option. 
7. Click to check the following options: 

• Accept Offer (by the sender) 
• Finalized (by the sender) 
• Offered (by MGBHC) 

8. Click the OK button. 
The column is flagged to show that it’s filtered: 

 
The report shows only referrals where MGBHC is 
offering to take the patient, or the sender has 
accepted or finalized the offer. 

      

Continued on next page 
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9. Scroll back by clicking and dragging the horizontal scrollbar handle (highlighted below) to the left.             
10. Watch the column headings. Stop scrolling when you can see the dates, in columns L through Q: 

 

11. Click       in the Actual Disch Date column.  
The Sort & Filter menu opens. 

12. If needed, scroll down to the bottom of the list. 
13. Click to uncheck the                   option. 
14. Click the OK button. 
The column is flagged to show that it’s filtered: 

 
Only relevant cases that have an Actual Disch Date 
are shown on the report. 

     
 

15. Click       in the SOC column. The Sort 
& Filter menu opens. 

16. Click to uncheck the 
     (Select All) option. (This unchecks 
all the dates, as well as the Blanks 
option.) 

17. If needed, scroll down to the bottom 
of the list. 

18. Click to check                 .  
19. Click the OK button. 
The column is flagged to show that it’s 
filtered: 

 
Only relevant cases that have an Actual 
Disch Date, but no SOC date, are shown 
on the report.       

Continued on next page 
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20. Click       in the ROC column. The Sort 
& Filter menu opens. 

21. Click to uncheck the 
     (Select All) option. (This unchecks 
all the dates, as well as the Blanks 
option.) 

22. If needed, scroll down to the bottom 
of the list. 

23. Click to check                 .  
24. Click the OK button. 
The column is flagged to show that it’s 
filtered: 

 
Only relevant cases that have an Actual 
Disch Date, but no SOC date, that are not 
ROCs, are shown on the report. 

      

 

25. Click       in the Revisit Date column. 
The Sort & Filter menu opens. 

26. Click to uncheck the 
     (Select All) option. (This unchecks 
all the dates, as well as the Blanks 
option.) 

27. If needed, scroll down to the bottom 
of the list. 

28. Click to check                 .  
29. Click the OK button. 
The column is flagged to show that it’s 
filtered: 

 
Only relevant cases that have an Actual 
Disch Date, but no SOC date, that are not 
ROCs or revisits, are shown on the report. 

        

30. Scroll back by clicking and dragging the horizontal scrollbar handle (highlighted below) to the left.             
31. Watch the column headings. Stop scrolling when you can see the PatientName column (F). 

 
Continued on next page 
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32. Click the blue PatientName column heading; 
it will be outlined in green. 

33. Click the Sort & Filter menu, and then click 
the option to Sort A to Z. 

       

 
34. For each patient on the filtered list, please look at Discharge Summary on acute side. If indicated that patient went 

home with Mass General Brigham Home Care, we need to secure the visit. 
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Finding next-day discharges with SOC that need registration and/or orders 
1. If you haven’t already, generate the report, export into Excel, and then turn on filters.  

 

2. If you applied other filters already for a different task, clear them by clicking  
the Clear option on the Sort & Filter menu on the Edits section. 

 

 

 

 

3. Scroll by clicking and dragging the horizontal scrollbar handle (highlighted below) to the right.         

 
4. Watch the column headings. Stop scrolling when you can see the Status column (T). 

 

5. Click       in the Status column.  
The Sort & Filter menu opens. 

6. Click to uncheck the      (Select All) option. 
7. Click to check the following options: 

• Accept Offer (by the sender) 
• Finalized (by the sender) 
• Offered (by MGBHC) 

8. Click the OK button. 
The column is flagged to show that it’s filtered: 

 
The report shows only referrals where MGBHC is 
offering to take the patient, or the sender has 
accepted or finalized the offer. 

      

Continued on next page 
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9. Watch the column headings. Stop scrolling when you can see the dates, in columns L through Q: 

           

10. Click       in the Actual Disch Date column.  
The Sort & Filter menu opens. 

11. Click to uncheck the      (Select All) option. (This 
unchecks all the dates, as well as the Blanks 
option.) 

12. If needed, scroll down the list to find 
tomorrow’s date. 

13. Click to check     for tomorrow’s date (12/13 in 
example). 

14. Click the OK button. 
The column is flagged to show that it’s filtered: 

 
Only relevant cases that have an Actual Disch Date 
are shown on the report.          
 

15. Click       in the SOC column. The Sort & Filter 
menu opens. 

16. If needed, scroll down to the bottom of the list. 
17. Click to uncheck the                   option. 
18. Click the OK button. 
The column is flagged to show that it’s filtered: 

 

      
Now you have a list of patients, whose Actual Disch date is tomorrow (12/13/2022 in this example), who have a SOC 
date. 

 
19. Scroll by clicking and dragging the horizontal scrollbar handle to the right.         
20. Watch the column headings. Stop scrolling when you can see Progress, in column S: 

 
 

Continued on next page 
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21. Click       in the Progress column. The 
Sort & Filter menu opens. 

22. Uncheck any box that has both REG 
and ORD. Scroll down if need, to 
review every item 

23. Click the OK button. 
 
The Progress column is flagged as 
filtered: 

 
All active and finalized cases with an 
actual discharge date and an SOC for 
tomorrow, that are missing REG, ORD, or 
both REG and ORD, are shown in the 
report. 

         

24. Scroll to see the PatientName column (F), by clicking and dragging the horizontal scrollbar handle to the left      . 

 

25. Click the blue PatientName column heading; 
it will be outlined in green. 

26. Click the Sort & Filter menu, and then click 
the option to Sort A to Z. 

 

       
27. Go to 4Next Referrals Received list and add the Finalized filter.  

For each patient on the report, check the referral on the Referrals Received list. 
• If Orders Received on the checklist is not checked: 

a. Click No           to turn the switch to             Yes. 
b. Click the SAVE button. 

• If the SEND TO ADMISSIONS button is active (blue) and there is no time stamp indicating the date and time the 
referral actually went into Epic, click the SEND TO ADMISSIONS button.  

• If the SEND TO ADMISSIONS button is inactive (gray), but there’s no date, the referral was sent and is waiting in a 
queue. Once it actually goes into Epic, the timestamp will appear, and the REG indicator will appear in the 
Progress column in Referrals Received. Next time you run the report, REG will appear in the Progress column. 
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Checking expected discharge dates 
1. If you haven’t already, generate the report, export into Excel, and then turn on filters.  

 

2. If you applied other filters already for a different task, clear them by clicking  
the Clear option on the Sort & Filter menu on the Edits section. 

 

 

 

 

3. Scroll by clicking and dragging the horizontal scrollbar handle (highlighted below) to the right.         

 

4. Watch the column headings. Stop scrolling when you can see the Status column (T). 

 

5. Click       in the Status column.  
The Sort & Filter menu opens. 

6. Click to uncheck the      (Select All) option. 
7. Click to check the following options: 

• Accept Offer (by the sender) 
• Finalized (by the sender) 
• Offered (by MGBHC) 

8. Click the OK button. 
The column is flagged to show that it’s filtered: 

 
The report shows only referrals where MGBHC is 
offering to take the patient, or the sender has 
accepted or finalized the offer. 

      

Continued on next page 
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9. Scroll by clicking and dragging the horizontal scrollbar handle to the left.         
10. Watch the column headings. Stop scrolling when you can see the dates, in columns L through Q: 

 

11. Click       in the Actual Disch Date 
column. The Sort & Filter menu 
opens. 

12. Click to uncheck the 
     (Select All) option. (This unchecks 
all the dates, as well as the Blanks 
option.) 

13. If needed, scroll down to the bottom 
of the list. 

14. Click to check                 .  
15. Click the OK button. 
The Actual Disch Date column is flagged 
as filtered: 

 
All relevant cases that do not have an 
Actual Disch Date are shown on the 
report.       
 

16. Click       in the Expected Disch Date 
column. The Sort & Filter menu opens. 

17. If needed, scroll down to the bottom of 
the list. 

18. Click to uncheck the                    option. 
19. Click the OK button. 
The column is flagged to show that it’s 
filtered: 

 
All relevant cases that do have an Expected 
Discharge Date are shown on the report. 
 
Note: To focus on expected discharges for 
today, uncheck Select All, and then check off 
today’s date. 

       

 

Continued on next page 
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20. Scroll to see the PatientName column (F), by clicking and dragging the horizontal scrollbar handle to the left. 

 

21. For each patient on the filtered list, check to see if the patient is going as planned. 
• Check the most recent nursing and MD notes in Epic, which should give an indication if patient is going. 
• For expected discharges for today, if the nursing and MD notes aren’t clear, contact the patient’s nurse via 

Voalte to ask if the patient is going as planned. 
22. If the expected discharge date is not correct, go to the 4Next Referrals Received list, and add the Finalized filter. 

Update the PAA on the Details view of the referral. See Completing the PAA. 

https://clinicalhelp.partners.org/4Next/requests-entity-referral-sections.htm
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