
From the Office of Clinical Informatics 

Capacity Management 
Filtering Views 

August 16, 2023 
 

Filtering views within Capacity Management help staff customize what they are viewing 
on the bed board, transfer list, or discharge list. 

STEP 1: Select the List Properties icon. 

STEP 2: Select Filter/Sort Properties. 

STEP 3: Select the Current Location column 
heading. 

STEP 4: Select Exclude, then select the 3-dot 
ellipsis to exclude locations. 

 Select  next to the location (NL 
Eastern Maine Medical Center). 

 Check Outpatient to exclude all 
outpatient locations. 

 Select the  next to Inpatient. 

 Select  next to 1st Floor. 
 Checkmark P1 Interventional 

Prep and Radiology. 
 Select OK. 

STEP 5: Select OK on the Exclude box. 

STEP 6: Select the disc icon to save the 
Perspective. 
 Enter a Name, click OK. 

For questions regarding process and/or policies, please contact your unit’s Clinical Educator or Clinical 
Informaticist. For any other questions please contact the Customer Support Center at:  

207-973-7728 or 1-888-827-7728. 


