
Create “GP Access” folder in Population Reporting module at the position you want e.g. this is creating the folder in local library > Working… 
 

 
 



 
 
 
 



Highlight the newly created GP Access folder and then import (Import > Enquiry Document > …) the XML file “Navigator GPA extract v3” from where you saved 
it e.g. this is importing from the Desktop… 
 

 



(filename is now different here, GP Access Navigator extract) 

 
 
 



The GP Access folder now contains the imported list report… 
 

 
 



The report is now available for you to edit the date range to the period of interest and to export the results of the search in a csv format. First, edit the date 
range; highlight the search and then hit Edit… 
 

 



 
When open, hit Edit again to see this page  (heading is now GP Access Navigator extract) 
 

 



Under “Criteria” hover over “the Appointment Date is” and hit Edit… 
 

 
 



Open the calendar on the start and end dates to set to the period you require e.g. here the period is being set as 01/10/2013 to 31/10/2013… 
 

 
 



 

 
 
 



 
 
 
 



 
 
 
 



Hit OK and then Save and Run… 
 

 
 



Hit Yes, the search will then run (Queued) and will return a patient count when finished… 
 

 
 



Highlight the search, hit View Results.  IMPORTANT:  do not hit Export Results at this point 
 

  



 
See the screenful of data like this, then hit Export… 
 

 



 
Choose csv format and hit OK.  Tick “Omit Header” and “Override hidden patients”.  
Choose where you want the file to be saved and give it a name e.g. “GPA October Data”  and save. After a few seconds / minutes the save will be complete. You 
may get a dialogue box when ended advising that some patients are hidden – just dismiss this. Your Desktop now has the file saved on it, ready for uploading to 
GP Access Navigator. 
 
To generate new data for uploading, you just need to change the date range of the search, re-run and re-export. 
 



 


