
 
How do I run the Service Utilisation Report? 
 
If your PHO requires you to supply Service Utilisation reports you will need to do the 
following: 

• Go to Practice \ Import & Export \ General 

• Select the Export Tab, and highlight Capitation Based Funding from the list. 

• Highlight Service Utilisation Version 1.1 and click the Start button 

• The following box appears 

 

 
 

• Complete the date range and tick boxes as appropriate.  
[Your PHO will advise whether you need to tick “Include Casuals” or “Test 
Transmission”. The Co-pay information is not compulsory – use your own discretion 
as to whether to tick this box]. 

• Click OK.  

• A “Save As” box appears. Double-click on your PHO folder to open it and then click 
Save. 

• The file will be saved in XML format ready for sending to your PHO 

• A summary of totals for each Agency is displayed on screen and a file is created and 
saved 
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