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How to Create a Report Heading in AccuCare? 
 

These instructions lay out the steps involved to set up your report heading for your organization. You will need to create 

a report heading for each Agency-ID created. The report heading is the heading found at the top of each report. 
 
 

After signing in go to Setup  Reports over to  Report Heading 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Setup of Report Header Tab 

 
 
 
 
 
 

Step 2 - Click on 

[Edit] button to 

start the process 

of changing or 

editing report 

heading 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1 – For each Agency created, you will 

need to set up a new Report Heading 
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Setup of Report Header Tab (cont.) 
 

Step 3 – Make your changes to 

each of the lines below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 4 - Recommend clicking on 

[Preview] button to review your report 

heading before saving. This will give you 

a good idea of how your report heading 

will look in your reports. 

Step 5 - (optional) – While you are in Preview you 

can also modify the header appearance. Choose 

your option here then click on the [Preview 

Button] to receive a temporary view of your 

report heading. 
 

Click on the [Save] button once you are satisfied 

with the preview. 
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Setup of Report Footer Tab 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1 – Footer Text – paste in the text you 

would see at the bottom of each page of your 

report. 
 

You also change the font, change alignment 

and effect 

Step 2 –Client Name and Page numbers – 

Here you have the option to change the 

format of the client name and page numbers 

in the footer 
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**** Report Heading – Important points ***** 
 

When setting up your headings for reports it is important to understand the Report Heading is 

connected to an Agency ID which in turn connects to a user. 

Fig. 1 – (Setup > Agency Administration) In this example I have created an Agency called 

Rectory  

 

 

 

 

 

 

 

 

 

 

Fig. 2 – (Setup > Report Options) The Agency called Rectory will also show up in the dropdown 

list in Report Headings. This enables you to connect the Agency ID to a specific Report Heading.  
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Fig. 3 – (Setup > User Administration) After you have created a Report Heading to each Agency 

ID the next step is to connect each user to one of the Agency IDs in User Administration as seen 

in this example.  

 

 

 

 

 

 

 

 

 

When a user generates a report, it prints the Report Heading associate the Agency found in User 

Administration.  

 

  

 

 

 

 

 

 

 

 

 

 

For additional questions, contact AccuCare Support at 800-324-7966 

support@orionhealthcare.com and we will be happy to assist you! 

mailto:support@orionhealthcare.com

