
Dorset Care Record 
How to create worklists to view a number of records



Worklists

A worklist is an optional tool that can be used to easily find people you may be 

interested in regularly viewing or monitoring, saving time searching or needing 

reference numbers to hand. 

Examples of using worklists include monitoring people under a specific consultant, 

clinic, or a practioner’s caseload.  

There are 6 worklists 

available so you could 

monitor 6 separate 

groups of people if you 

wish. Worklists are 

initially represented by 

colour names but you 

can rename these to 

make them more 

meaningful to you.

Note



Adding to a Worklist

To add a person to a worklist, first search for the person in DCR, then:

1. In the person search results, tick the check box on the left (as shown 

below)

2. Click on the “Add checked results to worklist” dropdown box, which will 

show all the worklists available

3. Select the name of the worklist you wish to add this person to.

Alternatively, with a person’s record 

open, you can add them to a worklist by 

clicking on the plus sign next to their 

name, then from the dropdown list, click 

on the name of the worklist you wish to 

add them to.



Editing a Worklist

A worklist can be renamed to make it more meaningful for you. Simply select the worklist from the left panel and 

click Rename. 

To remove a person from a worklist, tick the box next to their name to select them, then click on the Remove button. 

You can change the 

order of lists by 

clicking on the 

headings.

Note



Disclaimer

The screenshots in this training guide are taken from 

a test system and as such may vary slightly to the live 

DCR system. 

Screenshots in this training guide do not contain any 

real patient data.   

Data provided by source systems is read-only in 

DCR. There are various level of restrictions and 

sensitivities being applied within the Partner's 

systems, and the DCR respects and displays the data 

as provided by the Partners.

The information contained within the NHS Dorset 

system (the Spine) is the overriding system for 

updating demographics.

Access further support and information from 

https://news.dorsetcouncil.gov.uk/dcr-staff-area/learning-resources/ 

https://news.dorsetcouncil.gov.uk/dcr-staff-area/learning-resources/
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