
Instructions for Report Writing

“Select Report” from toolbar. 

“Select” the report you wish to work with

Select “OK” - The report will load and allow you to view or edit the 
contents.

Type in new information or Change any text area or field on the 
report. 

Right Click in an open text area to add a comment from the 
dictation tree.

Search through the dictation tree until you find a statement you 
wish to add to the report.

Click on the statement and it will be added to the report. 

When finished editing report  - Select “Report” and then “Save” or 
“Save & Finalize”.

A “Save Report” screen will appear. Click once on Save. 

To electronically sign your report “Enter Your Password” and 
then click on the “OK”

Close the Report and the report is Finished.

Report Writing Quick Reference



1. Begin by double-clicking the ProSolv Icon “ProSolv CardioVascular Analyzer 3.0”

2. When prompted, enter your user name and password.
User Name will be your three initials in lower case.
Password will be the same as your user name.
(passwords are case sensitive – use lower case only)

Then single-click on “Login” button

3. The Select Patient screen should appear.

If this screen does not appear, click once on the button on the toolbar.



4. Click the drop down menu and select your Reading ID – Example “Mancina”

5. Click the “Unread Studies Only” – Option 

This will bring back a list of unread studies assigned to your Reading ID 

6. Click on the “Search” button to display a list of patients currently loaded into
the computer.

(The screen should now list several patient files)



7. You have two options for Selecting a Patient you wish to view.
Move the cursor on top of the patient name and double-click
Move the cursor on top of the patient name  and click on “Load Patient”

8. The “Select Study” screen will appear. The patient you selected should be at the top of 
the screen.

Click once on the “Load Study” button.



9. The study will load and the thumbnails will now appear.

10. Using the toolbar at the top of the screen you can change the view of this 
screen

(These buttons on your toolbar will change how you view the patient thumbnails.)



11. There are two options to view recorded images.

Click once on an image you would like to view and it will become enlarged on the screen. Pick another image 
and click once and the new image should change to the specified image.

Click once on the first image, to enlarge it, and then using your “Page Up / Page Down” key on your computer 
keyboard you will be able to scroll through all of the images.



12. From the toolbar click on Reports. Then click on “Select Report” 
Select the report you wish to view. Example : “SonoNet Echo Worksheet”

13. Select “OK” - The report will load and allow you to view or edit 
the contents. 



14. When you are ready to create a Final Report. From the toolbar click on 
Reports. Again click on “Select Report”

15. Select the report from the list titled “SonoNet Echo Final Report”.

After choosing the report, click once on “OK”

16. A final report will load all patient information, and the technician’s measurements 
should be already filled in.



17. Type in new information that you would like to add or change on the report into any text 
area or field. 

Right Click in an open text area to add a comment from the dictation tree. Search through 
the dictation tree until you find a statement you wish to add to the report. Click on the 
statement and it will be added to the report. 



17b. After Right Clicking,  the menus that appear are a list of a Main Categories; 
that can be expanded to show Sub Items.

Tip: By clicking
on the plus sign
the item will be

expanded, showing
the sub-items

listed underneath
it. If an item has
been expanded
there will be a

minus sign next to
it.

18. After selecting the Sub Item or items you would like to use. Click once on the 
item and it will be populated to your report.

Tip: Example of
where you may want

to add a Number.
Place cursor in front
of % sign and click

once.

Free Form Additions:

Place the cursor in front of the space where you would like to add something and then Click
once on the item you wish to add. You can now add as many items as you need to your 
report in a free form area.



19. When you are satisfied with your report. Select “Report” and then “Save” or 
“Save & Finalize”. Save – Just saves report changes.  Finalize – Finalizes the 
report with changes

20. A “Save Report” screen will appear. Click once on Save. 
(Database should be highlighted blue, it is the default.)

21. To electronically sign your report “Enter Your Password” and then click on the “OK”



22. After you click “OK” a Print screen will appear. (If you wish to print a copy of the report 
and are connected to a printer you can print your report.)

23. Close the Report and the report is Finished.


