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Wolf EMR Offline

If you lose your connection to Wolf EMR (for example due to an internet outage), you can view a 
read-only copy of:

 Your appointment schedule for today and yesterday (by default). 

 Partial Medical Summaries for patients who have booked appointments on the read-only 
copy of the appointment schedule.

Each night, your clinic’s appointment schedule and associated patient medical summaries are 
saved in a program called Wolf EMR Offline. Data is saved on a designated PC in your clinic 
(called the “host computer” or “Business Continuity Copy (BCC)”).

If you lose connection to your Wolf EMR, you can connect all clinic workstations to this read-
only copy of your data for the interim.

When you view appointments and Medical Summaries through Wolf EMR Offline, the windows 
look different than they do in Wolf EMR. For this reason, employees and providers should 
occasionally log into Wolf EMR Offline so they feel comfortable navigating the program.

In the event that you loose connection to Wolf EMR, you can:

 Connect to Wolf EMR Offline (see “Connecting to Wolf EMR Offline” on page 6)

 View a read-only copy of your appointment schedule (see “Viewing your appointment 
schedule in Wolf EMR Offline” on page 8)

 Print your appointment schedule (see “Printing your appointment schedule from Wolf 
EMR Offline” on page 12)

 View basic Medical Summaries for patients with booked appointments (see “Viewing a 
patient’s medical information from Wolf EMR Offline” on page 13)

Important notes: 

 The Wolf EMR Offline host computer (BCC) must be left on overnight so that it 
can import information from the Wolf EMR data centre

 On the Wolf EMR Offline host computer (BCC), do not change the original 
Windows configuration settings, such as the IP address and the Windows 
Administrator Username and Password, or Wolf EMR Offline may not work

 You cannot access Wolf EMR Offline from Sunray devices.

 Because Wolf EMR Offline saves medical record data only for patients with 
booked appointments, if you take walk-in patients, you cannot view those 
patients’ medical records.
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Connecting to Wolf EMR Offline
If your internet is down or if you have lost your connection to the Data Center for any other 
reason, don’t panic - you can still access a read-only copy of your appointment schedule and 
view basic medical information for patients with booked appointments by connecting to Wolf 
EMR Offline. You connect to Wolf EMR Offline by opening an internet browser and entering your 
clinic’s Wolf EMR offline URL. You can also create a desktop shortcut on your workstation, so 
you can access Wolf EMR Offline in one click (see “Setting up desktop shortcuts to Wolf EMR 
Offline” on page 20 )

Steps

1. On your workstation, open an internet browser such as Firefox, Internet Explorer, or Google 
Chrome (Firefox preferred).

2. In the address bar on the top of the internet browser window, perform one of the following 
actions:

 If the computer you are working on happens to be the host computer or BCC (contains 
the Wolf Offline data), enter the text: localhost/offline, and then press Enter. 

 If you are on any workstation other than the host computer, enter: <ip address of the pc 
hosting Wolf Offline>/Offline, and then press Enter.

The Wolf EMR Offline login page opens.

If your internet is down, the internet browser displays a message such as:

 “You’re not connected to a network”

 “This web page is not available”

 “Server not found”

Ignore this message, as Wolf EMR Offline can load without an internet connection.

Tips: 

 The IP address of the Wolf EMR Offline host computer should be labeled on 
your clinic’s host computer.

 The address you enter should follow the format “###.###.###.###/Offline”

Note: You cannot access Wolf EMR Offline from Sunray computers.
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3. If your clinic has a large number of users, and you are having trouble finding your name, in 
the Role drop-down list, select your role. The user list is filtered to display only users of the 
selected role.

4. In the User list, select your name.

5. In the Enter Password field, enter your Wolf EMR Offline password.

6. Click Log In. Wolf EMR Offline opens, with today’s appointment schedule displayed.

Note: This password is different than your regular Wolf EMR password. If your 
clinic uses single sign-on, then every user typically has the same Wolf EMR Offline 
password. You can ask a user with administrative authority what the clinic’s 
password is. See “Setting or resetting your clinic’s Wolf EMR Offline password” on 
page 25.
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Viewing your appointment schedule in Wolf EMR Offline
In Wolf EMR Offline, you can view a read-only copy of your appointment schedule for today and 
yesterday (by default). The appointment schedule looks different for front-end staff members 
than it does for providers:

 If you are a front-end staff member: You see appointments for all providers booked for 
today. 

 If you are a provider: You see your own schedule only.

Steps

1. Log into Wolf EMR Offline. See “Connecting to Wolf EMR Offline” on page 6. Wolf EMR 
Offline displays your appointment schedule for today, with:

Front-end staff: Schedules displayed for up to 6 providers who have appointments 
booked for today.

Tip: By default, Wolf EMR Offline contains only appointments for today and 
yesterday. If you want Wolf EMR Offline to display appointments for more days in 
the past and future, you can change your Wolf EMR Offline import settings. See 
“Setting Wolf EMR Offline import options” on page 26.
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Providers: Your schedule displayed on the left side of the window.
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2. To navigate to another day on the schedule, perform one of the following actions:

 To move back one day, on the top left of the schedule, click .

 To move forward one day, click .

 To navigate back to today’s date, click today.

 To view appointments for a specific date, beside today, click the down arrow, and then 
select a date on the calendar.

Note: If you are a provider, you cannot view other providers’ schedules.
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3. To change the hours displayed, perform one of the following actions:

 If you are viewing business hours but want to view a 24-hour day, scroll down to the 
bottom of the schedule, and then click Show 24 hours. The appointment schedule 
displays all appointments from between 12:00am to 11:50pm.

 If you are viewing a 24-hour day and want to view only business hours, scroll down to the 
bottom of the schedule, and then click Show business hours. The appointment 
schedule displays appointments within your clinic’s normal business hours.

4. Front-end staff: To change the provider displayed in a column, at the top of the column, in 
the provider drop-down list, select the provider’s name. 

5. To view more detailed information about an appointment (for example, any appointment 
notes for the patient), on the schedule, hover your cursor over the appointment. 

Note:

 If the provider you want is not available in the list, the provider does not have 
any booked appointments for the day you are viewing.

 Once you select a provider, the provider’s schedule remains in the column until 
you close Wolf EMR Offline.

 If your clinic has more than one location, you can select a provider from any 
location. Providers for all locations are available to choose as long as they have 
appointments booked for the selected day.
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Printing your appointment schedule from Wolf EMR Offline
If you want a paper-copy of your clinic’s appointment schedule, from Wolf EMR offline, you can 
export your clinic’s appointment schedule to a PDF document. You can then print the 
document similar to how you print other PDF documents.

Steps

1. Open the Wolf EMR Offline Appointment Schedule, navigate to the day you want to print, 
and then at the top of each column select the practitioner(s) you want to include in the 
printout. See “Viewing your appointment schedule in Wolf EMR Offline” on page 8.

2. At the top of the appointment schedule, click Export to PDF. A PDF version of your 
appointment schedule opens in your default PDF viewer (for example, Adobe Reader or 
Google Chrome).

3. From the PDF viewer, print the document.

Note: The button or file option you choose to print the document is different for 
each PDF viewer. 
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Viewing a patient’s medical information from Wolf EMR Offline
You can view the following health information for any patient displayed in the Wolf EMR Offline 
appointment schedule:

 Current history (including encounters, medications, allergies and problems)

 Past history (including surgeries, resolved problems and obstetrical history)

 Personal history (including social history, family history and harmful substances)

 Investigations (including lab results received through direct electronic import)

Steps

1. In Wolf EMR Offline, navigate to the patient’s appointment. See “Viewing your appointment 
schedule in Wolf EMR Offline” on page 8.

2. On the patient’s appointment, click the patient’s name. The patient’s Medical Summary 
displays in the right pane, with the Current History tab selected. The Current History tab 
displays the patient’s:

 Encounters (includes all encounter notes, messages, follow-ups, and referrals related to 
the patient)

 Problems

 Current Medications

 Vaccinations

 Allergies

Note: Because Wolf EMR Offline saves medical data each night for patients with 
booked appointments, you cannot view patient data for walk-in patients.

Tip: By default, Wolf EMR Offline contains only medical information for patients 
with appointments booked for today and yesterday. If you want Wolf EMR Offline to 
include medical information for patients with booked appointments further into the 
past or into the future, you can change your Wolf EMR Offline import settings. See 
“Setting Wolf EMR Offline import options” on page 26.
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3. To view a patient’s past medical history, click the Past History tab. The following patient 
information is displayed:

 Inactive problems

 Previous medications

 Surgeries

 Obstetrical History (if applicable)

Tip: To view detailed information about an encounter, in the Encounters area, 

beside the encounter, click Expand ( ). 

Tip: By default, Wolf EMR Offline contains only encounters for the past two years. 
If you want Wolf EMR Offline to include encounters further into the past, users with 
administrative authority in Wolf EMR can change your Wolf EMR Offline import 
settings. See “Setting Wolf EMR Offline import options” on page 26.
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4. To view a patient’s personal information, click the Personal History tab. The following 
patient information is displayed:

 Social history

 Family history

 Harmful substances and other risk factors (including smoking, alcohol, and other 
substances
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5. To view the patient’s labs and other investigations, click the Investigations tab. The 
patient’s results display in a table format.
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6. To display investigations for a specific date, in the Observed column, click  and then, on 
the calendar, choose a date.

7. To reorder the list of investigations, click the header of the column you want to sort the list by.

8. To filter the table to display only results with the selected column value, in the field at the top 

of the column, enter the value, and then to the right of the field, click . In the list of filter 
options, click an option. For example, to view all HbA1C values, in the Topic field enter 

“HbA1C”, click , and then click Contains. 

Tip: By default, Wolf EMR Offline contains only investigations/labs for the past two 
years. If you want Wolf EMR Offline to include investigations further into the past, 
users with administrative authority in Wolf EMR can change your Wolf EMR Offline 
import settings. See “Setting Wolf EMR Offline import options” on page 26.
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9. To rearrange the investigation table columns, click and drag a column to its new location.

Managing Wolf EMR Offline
For Wolf EMR Offline there are a number of tasks required to configure and maintain the 
system, including:

 Setting up desktop shortcuts to Wolf EMR Offline (see “Setting up desktop shortcuts to 
Wolf EMR Offline” on page 20)

 Regularly testing that Wolf EMR Offline is working correctly (see “Testing Wolf EMR Offline 
(Weekly maintenance)” on page 21)

 Enabling users to access Wolf EMR Offline (see “Enabling users access to Wolf EMR 
Offline” on page 22)

 Setting a clinic-wide Wolf EMR Offline password (see“Setting or resetting your clinic’s 
Wolf EMR Offline password” on page 25)

 Setting Wolf EMR Offline import options (see “Setting Wolf EMR Offline import options” on 
page 26)
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Setting up desktop shortcuts to Wolf EMR Offline

In the event of an EMR outage, staff and practitioners need to access their appointments and 
patient data as soon as possible. For this reason, you should create a shortcut to Wolf EMR 
Offline on the desktop of every compatible computer in your clinic. Users can then open Wolf 
EMR Offline in one click.

Steps 

1. Navigate to the computer’s desktop (not the Wolf EMR remote desktop), and then right-
click. An option menu displays.

2. Click New > Shortcut. The Create Shortcut window opens.

3. In the Type the location of the item field, enter http://<ip address of the pc hosting 
Wolf Offline>/Offline, and then click Next.
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4. In the Type a name for this shortcut field, enter Wolf EMR Offline, and then click Finish. 
A shortcut appears on the computer’s desktop.

Testing Wolf EMR Offline (Weekly maintenance)

Because you use Wolf EMR Offline only in the rare event that you lose connectivity to Wolf 
EMR, it’s important that you test the program regularly (weekly is optimal) to ensure your data is 
saved properly each day. It’s also important that you access the program regularly so you 
remember what to do if the internet goes down.

Steps

1. On any other workstation in your clinic, open Wolf EMR Offline. See “Connecting to Wolf 
EMR Offline” on page 6.

2. Open today’s appointment schedule and ensure that today’s appointments are populated. 
See “Viewing your appointment schedule in Wolf EMR Offline” on page 8.

Tips:

 The IP address of the Wolf EMR Offline host computer should be labeled on the 
host computer.

 The address you enter should follow the format “http://###.###.###.###/
offline”

Note: In order for the host computer to download your data daily, the host 
computer must:

 Remain on overnight

 Connected to the internet overnight
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3. From the Wolf EMR Offline appointment schedule, open a patient’s medical information. 
Click each tab and ensure that data is populated correctly. See “Viewing a patient’s medical 
information from Wolf EMR Offline” on page 13.

4. When you are finished, at the top right of the window, click Sign out.

Enabling users access to Wolf EMR Offline

Wolf EMR users can access Wolf EMR Offline only if they are enabled for the “Offline Portal”. 
The method you use to enable a user to access Wolf Offline depends if the user is:

 A front-end staff member (see “Enabling front-end staff to access Wolf EMR Offline” on 
page 22)

 A provider (see “Enabling providers to access Wolf EMR Offline” on page 23)

Enabling front-end staff to access Wolf EMR Offline

Users with administrative authority in Wolf EMR can enable employees to access Wolf EMR 
Offline from the employee’s user profile (via the Employees in Clinic window).

Steps

1. On the Wolf EMR launch page, click Configuration ( ). 

2. Click View > Employees. The Employees in Clinic window opens.

3. In the Employee drop-down list, select the employee’s name.

4. In the General tab, select the Offline Portal check box.

Troubleshooting

Q: Most of the appointments are populated, but I noticed some are missing. What 
should I do? 

A: If a few of the appointments are missing from today’s appointment schedule, it 
is likely that those appointments were booked today. Wolf EMR Offline contains 
only data as of last night. Check the missing appointments to verify they were 
booked today.
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5. Click Save ( ).

Enabling providers to access Wolf EMR Offline

Users with administrative authority in Wolf EMR can enable providers to access Wolf EMR 
Offline from the provider’s user profile (via the Office Service Providers window).

Steps

1. On the Wolf EMR launch page, click Configuration ( ). 

2. Click View > Physicians/Service Providers > Office Service Providers. The 
Physicians/Office Service Providers in Clinic window opens.

3. In the Office Service Provider drop-down list, select the provider’s name.

4. Click the Other Data tab, and then in the Use of Online Records area, in the Start field, 
enter today’s date (if there is not a date entered already).
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5. Click the Security tab, and then select the Offline Portal check box.
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6. Click Save ( ).

Setting or resetting your clinic’s Wolf EMR Offline password

If users at your clinic are set-up with single sign-on (that is, they enter only one password to 
access Wolf EMR), all users share the same Wolf EMR Offline password. This is because most 
users rarely access Wolf Offline, and have a difficult time remembering their password. The 
clinic manager, or another user with administrative authority in Wolf EMR, usually owns the 
password, and then reminds clinic users what the password is in the event that Wolf EMR 
Offline has to be accessed. 

Users with administrative authority in Wolf EMR, can reset the clinic’s Wolf EMR Offline 
password using the Master BCC employee profile (via the Employees in clinic window).

Steps

1. On the Wolf EMR launch page, click Configuration ( ). 

2. Click View > Employees. The Employees in Clinic window opens.

3. In the Employee drop-down list, select Master, BCC. 

4. In the Personal area, click Change Password.

Trouble-shooting

Q: When I go to activate Wolf Offline for a user, the Offline Portal check box is 
greyed-out. Why is this happening?

A: This usually occurs when your clinic does not have Advanced Security enabled 
on your system. To enable Advanced Security, follow these steps:

1. On the Wolf EMR home page, click Configuration ( ). The Configuration 
window opens.

2. Click the Runtime Configuration tab.

3. Select the Use Advanced Security check box. 
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The Change Password window opens.

5. In the New Password field and the Confirm New Password field, enter the password.

6. Click OK. 

Setting Wolf EMR Offline import options

Each night, Wolf EMR automatically exports your clinic’s appointments (and associated patient 
health information) to the Wolf Offline host computer (BCC). This data is what you see when you 
access Wolf EMR Offline. By default, Wolf EMR is set to export appointments only for the 
current day and the day prior. If, however, you want to increase the number of days exported, 
from Wolf EMR, you can configure how many days prior to the current day and how many days 
following the current day are exported each night.

Users with administrative authority in Wolf EMR can also configure how many years worth 
patient encounters and investigations (labs) are exported for patients with booked 
appointments. By default, the Wolf EMR is set to export encounters and investigations for the 
past two years.

Caution: EMR performance (speed and reliability) reduces as the number of days 
exported increases. Do not set Wolf EMR to export more than three days prior and 
three days past the current day.
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Steps

1. On the Wolf EMR home page, at the top left of the window, click the  icon.

2. In the list of options, choose Configure ( ). The Configuration Options window opens.

3. Click the Offline Version 1 tab.

4. Using the following table, configure your clinic’s Wolf EMR Offline export settings.

Field Description

Offset Days Determines how many days in the past Wolf EMR will export 
appointments (and associated patient medical information) for. By 
default this value is set to 1 day (-1 days). 

To modify this value, enter a minus sign (-) followed by the number 
of days back you want to see appointments for.

Number of Days Determines how many days in the future Wolf EMR will export 
appointments (and associated patient medical information) for. By 
default this value is set to 0 (0 days). 

To modify this value, enter the number of days in the future you 
want to see appointments for.
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5. Click OK. The new settings take effect on the next export to the Wolf EMR Offline host 
computer (BCC).

Labs Result 
Offset (days)

Determines how many days in the past Wolf EMR will export 
Investigations/lab results for. By default this value is set to two years 
(-720 days). 

To modify this value, enter a minus sign (-) followed by the number 
of days back you want to see patient investigations (labs) for. For 
example, if you want to see the past three years worth of 
investigations for each patient, enter -1095.

Encounters 
Offset (days)

Determines how many days in the past Wolf EMR will export 
encounters for. By default this value is set to two years (-720 days).

To modify this value, enter a minus sign (-) followed by the number 
of days back you want to see patient encounters for. For example, 
if you want to see the past three years worth of encounters for 
each patient, enter -1095.

Field Description
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Questions?

WolfEMR.Support@telus.com 

1-844-367-4968

https://telushealthcommunity.force.com/wolfcommunity

https://telushealthcommunity.force.com/wolfcommunity
https://telushealthcommunity.force.com/wolfcommunity
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