
Patient List for Mass Upload in Telus PS Suite EMR  
  

Preamble:  
OntarioMD has developed a patient search to find appropriate patients for Mass Upload into the 

COVaxon system.  The search shown below will need to be customized to suit the practice.  For 

example, if a clinic date is for COVID vaccinations only, the “Next Appointment Provider” line can be 

deleted, or if a new column has been added to the appointment scheduler, then the name of that 

column will be used to replace xx in the “Next Appointment Provider” line.  

Contact COVaxON.Support@ontariomd.com   and a Practice Enhancement Consultant will contact you 

to assist with the search and to provide training on Mass Uploads to the COVaxon system.  

  

Prerequisites for Mass Upload:  
Super-user access is required in the COVaxon system and login credentials User 

must know how to edit searches  

  

Importing the Search and Generating Your Patient List:  
  

1. Download “COVID-19 Age Range Formatted for Covax Upload – OMD.srx” file.   

2. Save the above search to a secure folder or your desktop to import into your EMR.  

3. In the EMR, from the Records window, choose Settings > Edit Searches  

4. Click Edit, choose Import Searches  

5. Choose the file you saved in the secure folder or your desktop and click save 6. From the search 

list, click on the imported search, as shown below:  

  



  

  

7. Replace the text “xx” with your appointment provider column name. Note: If you are not sure 

you should go to the Appointment Scheduler, choose Providers > View Providers (this is where 

you will see the name of your appt columns)  

8. Choose OK.  

9. Click Perform Search  

10. Click Search  

11. Enter the Start Age Range and hit enter  

12. Enter the End Age Range and hit enter  

13. Enter Date of the clinic and hit enter  

14. When Search is completed click Report > Utilities > Save as Tab Delimited   

15. Name your file and click save  

16. Open a new Excel file  

17. Drag and drop or open the patient list to Excel  
*Ensure:  

DOB is in YYYY-MM-DD format  

Gender is spelled out fully (i.e, female not f)  

18. Use the Job Aid to complete Mass Upload  
  

Notes:  
  
The age rule/line item in the query is by age and not DOB so the query may return patients whose DOB 
falls after Dec 31, 66 and will need to be removed from the list – once exported to excel, the 
age/column can be sorted by date and those patients whose date of birth fall outside the target 
population can be deleted from the excel list 

 
To upload the patient list, super user access in COVaxon is required and login credentials.  

Please contact COVax support at covaxonsupport@ontario.ca or 1.888.333.0640 for assistance.  

Resources:  
  
*Follow the Mass Upload Job Aid to complete your Mass Upload.  

Training videos and Job Aids are available: https://www.ontariomd.ca/pages/covaxon-training-

forprimary-care-practices.aspx  

*Feel free to contact COVaxON.Support@ontariomd.com to have a Practice Enhancement Consultant 

assist with the search and Mass Upload.   


