
 

GUIDE FOR SORTING RX HISTORY REPORTS IN MICROSOFT EXCEL 

1. Log in to your INSPECT WebCenter Account. 

2. Go to the Requests tab on the left, and select “New Request”. 

3. Select “Practitioner” from the drop-down menu and enter only the DEA number you’d like to request in the required 

field. 

4. The default time period for a search is one calendar year. You can un-check the box and enter in a different date range 

if you wish, but that range cannot exceed 365 days. (If you need data for multiple years you can request year-long ranges, 

for example: 1/1/2009-12/31/2009, 1/1/2010-12/31/2010, etc.) 

5. Select “Excel” as the format.  

6. Check the certification checkbox once the information is correct, and click “Create”. 

 

 

 

Make sure that 

“Practitioner” is 

selected from your 

drop-down menu. 

Make sure the report 

format is set to “Excel” 



7. Your report will be returned to you as a Microsoft Excel spreadsheet. You must have Excel installed on your computer 

in order to properly view the document if the report format is requested in Excel. 

8. When you open the Microsoft Excel spreadsheet, the entire first sheet will contain only our disclaimer. You must click 

on “Sheet 2” in order to see the actual report.  

 

 

9. When you open Sheet 2 of the Excel document, you will see the Prescriber Rx History report. 

 

 

Click on “Sheet 2” to 

see the contents of the 

Rx History report 

First page = Disclaimer 



10. Select the first 19 rows of the spreadsheet, right-click and DELETE those rows.  

 

11. Once the top 19 rows have been deleted, you will be left with the patient data, and a heading row. 

12. Go to the bottom of the report and delete any data after the patient information ends, including the Prescriber Key and 

Pharmacy Key.  

12. At this time you may delete any blank columns if you wish. (It is not necessary to continue, but may make the 

spreadsheet more legible.) You may also want to lengthen certain columns (like Product) to see all the data in the field. 

 

Select rows 1-19 on the left and 

delete them. 

You may delete 

entire columns if 

they contain no data 



13. You are now left with only patient data and the heading row at the top. Select the entire spreadsheet by clicking the 

box in the upper left hand corner of the spreadsheet. This will “Select All” the data so that it can be made into a table to 

enable sorting.  

 

14. Once you have selected the entire spreadsheet, click the “Table” button, under the “Insert” tab. 

 

15. Once you click the “Table” button, it will ask you if your table has headers. Check mark the box to indicate your table 

does have headers. 

 

Click here to 

select all data 



16. Now your spreadsheet is a Table, and can be sorted by any variable in the header column. At first the Table will be 

sorted alphabetically by patient name. You can change this by selecting the arrow and sorting any variable heading a 

column. 

 

17. For example, to sort by the Product (Alprazolam, Hydrocodone, etc.) you would select the arrow next to  

“Product, Str, Form” and sort “A to Z”, then click “Ok”.  

 



18. Now you can see all the data sorted by product. You can group those similar products together or copy that portion 

and start a new sheet to further analyze that data, if you wish.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

19. You may also wish to sort by Quantity Dispensed to view patients receiving the highest quantities. 

 

 

 

 

 

 

 

 

 

 



 

20. The sorted Quantity column will allow you to see recipients of the largest doses dispensed.  

 

21. To obtain total number of prescriptions written during the time frame, scroll to the bottom and view the number next 

to the last patient name. From 3/26/11-3/26/12, a total of 23,044 prescriptions were dispensed under this DEA. 

 



20. In order to see how many unique individual patients received a prescription, you can remove all duplicates from the 

Patient column. To do so, select the entire patient column and then click “Remove Duplicates” under the Design tab. 

 

21. When the Remove Duplicates box appears, click the “Unselect All” button, then check only the box next to the word 

Patient. 

 

 

 

 



22. A message from Excel will appear, saying the number of duplicates found and the number of remaining unique values. 

In this instance, 1851 unique patients received a prescription from this prescriber. 

 

 

You can also parse out certain data to make new sheets within Excel. For example, copying all Rx’s written on 1/3/2012 

and placing the data in a new sheet shows that on 1/3, 220 prescriptions were dispensed under this DEA number.  Or you 

can copy all rows that contain a certain product, like ALPRAZOLAM and paste those in a different sheet to further 

analyze / sort if needed. 

 The formula above can be followed to figure out the number of patients who see this prescriber in a year. After requesting 

year to year reports (1/1/2009-12/31/2009) Sort the report and remove the Duplicates in the PATIENT column. The 

number of unique values left (after duplicates have been removed) is the number of patients.  

 

 


