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This Quick Reference Guide (QRG) provides step-by-step instructions for renaming a patient 
list.  

Important Note: Because Special Lists cannot be renamed directly, users must create 
a new Special List with the desired name and then delete the previous list if it is no longer 
required. When you need to rename a patient list, first select the patients from the existing list 
and save them to a Special List. Once the patients have been added to the Special List, you 
can rename the list. 

Rename a Patient List 

Find a 
Patient 
List 

 

1. Choose a Current List  

2. Highlight the patients you want on another list to rename a list 

3. Click the Save Selected Patients button 

4. Click the radio button New List Name 

5. Type a name for this list 

 

6. Click OK to save and close the window 

Note: About Your Newly Created Special List 

Your new list will display as a Special List, indicated by an asterisk (*). The 
asterisk distinguishes Special Lists from Criteria-Based Lists. Special Lists 
are created manually and are visible only to you. 

Please note that Special Lists must be maintained manually. Patients will not be 
automatically removed upon transfer or discharge. You will need to update these 
lists as changes occur. 

 


