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Printing reports 

You can view and print the following reports: 

• Orders Pending Results 

This report shows all orders for a specific patient that are missing test results. 

• Pending Test 

This report shows the statuses of tests that have not been completed for a selected order. 

• Unsolicited Test 

This report shows the results of a test that was added by the performing laboratory and is not 
on the original test order. An Unsolicited Test Report typically results from the performing 
laboratory adding a reflex test to an order. 

• Test Not Performed (TNP) 

This report shows the tests that have been cancelled with a result of Test Not Performed 
(TNP). 

• Test Utilization 

This report shows the type(s) and number of tests that have been ordered for a site or for a 
location. 

Printing an Orders Pending Results Report 
This report shows all orders for a specific patient that are missing test results. It is useful for identifying 
orders that are still pending without searching for each of those orders individually. 

To print the Orders Pending Results Report: 

1. Do one of the following: 

• From the Patients menu, select Patient Search (right). 

 

 

 

• In the extended frameset, click the Patient Search shortcut button 
(right).  
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The Patient Search page appears. 

 
2. In the Patient text field, enter either the ID number or the first few characters of the patient’s 

last name. See step 3 of Searching for a patient record for tips. 

3. Click the Search button.  

The patient records that match the ID number or characters that you entered are shown. 

• You can also check the Recently Selected Patients box to display patient records that 
were recently opened.  

4. Select the patient whose orders you want to view. 

 

5. Do one of the following: 

• From the Patients menu, select Orders Pending Results (right). 

 

 

• In the extended frameset, at the bottom of the Patient QuickLinks 
section, click Show Extra Links, and then click Orders Pending 
Results (right). 
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6. To print the order report for the selected patient, in the SmartLinks bar of the Orders Pending 
Results page, hover over the Order SmartLink and, in the pop-up menu, click the Print Order 
Report SmartLink. 

 

Printing the Pending Test Report 
This report shows the status of tests that have not been completed for a selected order. 

To print the Pending Test Report: 

1. Do one of the following: 

• From the Orders menu, select Order Search (right). 

 

 

• In the extended frameset, click the Order Search shortcut button 
(right).  
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The Order Search page appears. 

 
2. Select the order for which you want to print the Pending Test Report. 

 

 Tip: To find the order, you can click the Search Criteria tab and enter keywords into the 
appropriate fields. For instructions, see Searching for an order. 

3. In the SmartLinks Bar, click the Pending Tests SmartLink.  

 Tip: If the Pending Tests SmartLink does 
not appear in the SmartLinks Bar, it is available 
on the Order Search SmartMenu (right). 

 

 

 
 

Pop-up messages indicate MayoACCESS’s progress as it 
generates the report (right). 

 Tip: Check the show report box  to display 
the report PDF when it has been generated. 
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The Pending Test Report opens in a new window. The pending tests appear on the report first 
by order date, then by patient name. 

 

• To expand the window to show the full report, at bottom left, click the Maximize 
Window link.  

• To contract the window, click the Restore Window link.  

4. To print the Test Report, at bottom right of the window, click the Print Report button.  

Your operating system’s Print dialog box appears. From here, you can print the report. 

 
5. To close the Test Report window, at bottom right, click the Close button.  
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Printing the Unsolicited Test Report 
An unsolicited test is one that was added by the performing laboratory and is not on the original test 
order. You can view the results of an unsolicited test and manually forward those results to your 
Laboratory Interface System (LIS). 

To print an Unsolicited Test Report: 

1. From the User menu, select InfoLink Inbox (right). 

The InfoLink Inbox page appears. 

 
2. Click the Search Criteria tab. 

 

3. In the second row from the top of the Search Criteria tab, click the Search button.  
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The Issues tab reappears, showing all orders of that issue type. 

 
4. To print the Unsolicited Test Report, in the SmartLinks Bar, click the Grid Report SmartLink. 

 Tip: If the Grid Report SmartLink does not 
appear in the SmartLinks Bar, it is available on 
the InfoLink Inbox SmartMenu (right). 

 
Pop-up messages indicate MayoACCESS’s progress as it 
generates the report (right).  

 Tip: Check the show report box  to display 
the report PDF when it has been generated.  

Your operating system’s Print dialog box appears. From here, you can print the report. 

 



©2026 Mayo Foundation for Medical Education and Research. All rights reserved. 

Printing the Test Not Performed Report 
The Test Not Performed (TNP) Report contains a list of tests that have been cancelled with a result of 
TNP from the performing laboratory.  

To print a TNP Report: 

1. Do one of the following: 

• From the Results menu, select Reports (right).  

 
• In the extended frameset, click the Report Search shortcut button 

(right). 

 

The Reports page appears. 
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2. Click the Search Criteria tab. 

 
 

3. At bottom left, in the Only Display section, clear the New (no one 
has read) box (right). 

 

4. At middle right, in the Reports Containing section, check the 
Test Not Performed box (right).  

 

5. At the bottom of the tab, click the Search button.  

The Reports tab reappears, displaying the TNP Reports. 

 
6. To print a TNP Report, at the left of the SmartLinks Bar, click the Report SmartLink.  
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 Tip: If the Report SmartLink does not 
appear in the SmartLinks Bar, it is available on 
the Reports SmartMenu (right). 

 

 
 

Pop-up messages indicate MayoACCESS’s progress as it 
generates the report (right).  

 Tip: Check the show report box  to display 
the report PDF when it has been generated.  

The Print dialog box for your operating system appears. From here, you can print the TNP 
Report. 

 

Printing a Utilization Report 
A Utilization Report shows the types and number of tests that have been ordered for a site or location. 

To print a Utilization Report: 

1. From the Orders menu, select Test Utilization (right). 
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The Test Utilization page appears. 

 
2. Select the Search Criteria tab. 

 
3. Do one of the following: 

• Select a previously saved search from the Query drop-down menu at top left. 

 

• Specify any of the following test utilization criteria you want printed on the report. 

Search Criteria Description 

Lab The laboratory that performed the tests. 

Location The location where the tests were ordered. 
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Search Criteria Description 

Keyword You can select an item from the drop-down menu, or you can enter a test 
code and press the Enter key. 

Include Only 
Billable Procedures 

Whether to search only for tests that were billable. 

Minimum 
Frequency 

The threshold value for the number of times a test was ordered. For 
example, enter “5” to display only those tests that were ordered five or more 
times. 

Max Display Row The total number of rows you want to display in the results list. 

Report Type Whether you want to show one row for each test code or one row for each 
ordered test. 

Account The account that was used to order the test. 

Billing Type The billing type that was specified when the test was ordered. 

Source Whether the test was ordered from a Laboratory Information System (LIS; 
integrated) or from within MayoACCESS (manual), or was unsolicited 
(usually a reflex test). 

Ordering Physician The physician who ordered the test. 

Order Date Range The range of dates during which the test was ordered. Use the calendar 
icons  to specify the dates. 

Collected Date 
Range 

The range of dates during which the specimens for the order were collected. 
Use the calendar icons  to specify the dates. 

Resulted Date 
Range 

The range of dates during which the test results became available. Use the 
calendar icons  to specify the dates. 

Sort By How the search results are displayed. 

For example, select Frequency to display the list of tests ordered starting 
with the most-ordered tests and ending with the least-ordered tests. 

 Tip: To save your search criteria selections for future use, click Save as, enter a name for 
the query, and click the OK button.  

4. At bottom right of the tab, click the Search button.  
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The Tests tab reappears, displaying the tests matching the specified search criteria. 

 
5. To view a report, highlight it and, at the left of the SmartLinks Bar, click the View List 

SmartLink.  

6. To print a report, highlight it and, in the SmartLinks Bar, click the Report SmartLink.  

 Tips: 

• If the View List and Report SmartLinks do not 
appear in the SmartLinks Bar, they are available 
on the Utilization SmartMenu (right). 

 

• You can also click the Export Grid SmartLink , either in the SmartLinks Bar 
or on the SmartMenu, to create a Microsoft Excel spreadsheet file containing the test 
utilization search results. 

Pop-up messages indicate MayoACCESS’s progress as it 
generates the report (right).  

 Tip: Check the show report box  to display 
the report PDF when it has been generated.  
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The Print dialog box for your operating system appears. From here, you can print the 
Utilization Report. 
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