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1. How to Inactivate Patients

INACTIVATING PATIENTS - BULK INACTIVATION

1. Main screen (ensure no patient files open)
Click Search and from drop down select Patient
2. Tick Not seen since and insert date. Click Search

Patient Search |
Age — Gender Tranzgender Pregnant —ATSI
Age greaterthanorequalte: | | | Al « Al £~ Al I~ Mot stated/inadequately described
Age less than or equal to: I_ [ Mot Stated ; :as ; :JEE I Aboriginal
[~ Male & 0 [~ Tomes Strait lelander
[~ Female [™ Aboriginal and Tomes Strait lslander
Occupation I j [™ Intersex/Cther Other demograpic criteria | [™ Meither Aboriginal nor Tomes Strait Islander

[ Smoker >= I iday [~ Mever Smoked [~ Ex-Smoker
— Drug/Condition
' Cumently taking drug I
™ Curmently taking drug from class

" Previous script for drug

" Condtion

" Symptom

€ Sign [~ OR [ HOT Addto seanch crteris
I™ SeenBy |Any doctor x| From | 14122017 x| Te [T 1/12/2017 x|
¥ Mot seen since ||7 1/12/E0E vl
Cusfom Frald T I All patients who have not been seen since 1/12/2015 ﬂ Search |
Custom Field2 | Clear |
Cusfom Freld 2 I j Close |
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3. Select Inactivate Patients (this will inactivate all patients).

] Medicalbirector Clinical 3.17.1 Hotfix - [Search Results]

=% Fle Window Help

18 x|
|All patients who have not been seen since 1122015 d Number of patients: |2
j Setup search criteria
Sumame First name: Address [ Prefered Address | DOB [ Gender [ Transgender [ Phone Bus. Phone Mob. Phons Medicare No
Nerk Sally 12 Kings Courl, Bundaberg QLD 4670  Residential 2/7/1998 F N 6073868866
Nerk Fred 12 Kings Court, Bundsberg QLD 4670  Residential 12/05/1955 M N 6073868856
< | |
Inactivate Patients| ~ Open | Add Recal Save Print labek | Mailmerge | Close

4. To confirm, select Yes

Medical Director

e

{ You are about to inactivate all the patients in this search list. Do
¥ you wish to continue?

INACTIVATING PATIENTS - INDIVIDUALLY

1. Main screen, Open and search patient name (do not open file). Highlight name and click
Delete.

Select Patient From List

. Enter patient sumame, chart number or phone number I Include inactive patients
8 [F

™ Include Next of Kin and Emergency Contact
¥ Search on chart number

V¥ Search on phone number

Name Age Gender | Chart Number
Anderson, David

Address
Anderson, Penny

Phone Number

B1W reet. Bundaberg 4670
24ms .. F 61 Wallace Street. Bundaberg 4670

4

|
Status: Active

New Delete Edit

Merge | Close
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2. Select Mark as inactive (note: this list will not be permanently deleted)

Delete patient

Do you want to:

| Mark as inactive

Mark as deceased

Delete pemanenthy

Cancel

HOW TO VIEW INACTIVE PATIENTS

1. From main menu select patients, and select list
2. Click current patients by name and select inactive patients from dropdown
| MedicalDirector Clinical 3.17.1 Hotfix - [Patient Database]
& Fie Edt vew window Hep 15| x]
H Patient Database A hacive paferks |
L]
Sumame [Fistname | Addess [DoE. ‘Gender | Home Phone | Work Phone | Mobil Phone | Medcare No. Pension No. [ Crat No. [
RS b 2Ny st A, O 460 wnam ¢ wowwss
T | I s I =] s
e Fder, soember 7 [ AN
o= JlCHE oo e
HOW TO ACTIVATE INACTIVE PATIENT
1.

From main screen, select open and tick include inactive patients
Once the inactive patient file is opened, it automatically reactivates it

Select Patient From List

. Enter patient sumame, chart number or phone number ¥ Include inactive patients
ﬁ ™ Include Next of Kin and Emergency Contact
Il [¥ Search on chart number
¥ Search on phone number
Mame | Age | Gender | Chart Number | Address | Phone Number |
Andrews, Sasha 1ys .. F 2 Kennedy Road. Bundaberg 4670
Andrews 3rd, Anna Myrs.. F 6 Orana C. Blakehurst 4670
4| | »
Status: Active oK Add New Delete Bt | Mege | Close |
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2. How to merge duplicate patient files

1. Main menu, select Open and search patient name
2. Highlight patient file you wish to keep and click Merge

Select Patient From List

7 Include inactive patients

- Enter patient sumame, chart number or phone number
ﬁ [¥ Include Next of Kin and Emergency Cortact
[AnCREwE, At [¥ Search on chart number

¥ Search on phone number

Name | Aae I Gender | Chart Number | Address | Phone Number

Andrews, Anna 3yrs F 6 Orana C. Bundaberg 4670

Andrews Duplicate, Anna yrs .. F € Orana C. Bundaberg 4670

| | »
Status: Active 0K I Add | New | Delete I Edit | Merge | Close |

3. Highlight patient record you wish to merge in the record you previously selected Click Next

Merge Patients X

Select patient to merge

Sumame or Record Number: |ﬁND.ﬂ|

Mame | Exdemal ID | Source | DOB. | Gender | Ade
Andrews, Anna ANDRANNA 12/05/1987 F EC

Andrews Duplicate, Anna ANDRANNAI 12/05/1987

| | 2l
View Demographics | Status: Active

<Back | [ New> Cancel |

4. Select Next to confirm the merge process

Merge Patients X

Ready!

Are you sure you want to merge these patients?

Click the Next button to start the menge process

<Back | [ Nex: Cancel |
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1. In patient file, double click Allergies & Adverse reactions white box (as outlined)

| MedicalDirector Clinical 3.16b - [Mrs Penny Anderson (24 yrs)]

9F\\a Patient Edit Summaries Tools Clinicsl Correspondence  Assessment Resources Sidebar PCEHR Window Help

F=RsFE e PALDNIRPY @Ea0 | 2E S ¢ AE || (B ||
[Vrs Penny ANDERSON 24 ) =] [DOB:04/07/1983  [Gerder: Female Occupation: [Universiy Studert ‘ it g
fﬁ Wallacew |Ph Record No: | ATSI ‘Ne«lhe( Aboriginal nor Tames Stratt Islander
mﬂgﬁ DUST MITE. GRASSES ] Pension No: | Bihriciy: |
v )
Reactions | Smoking e |Exgmk:y IHI No: ‘

Warings. |

] FoEkR | Recalls

@ Summary Bl Cumsrt R | %6 Progress | £ Pasthistoy | & Resuts | [E] Letters | 1 Documerts | B Oldsorpts | & Imm. | § Pap Test | ] Opstetic| ) Comespondence | & MDErchangs | L Hestlink |

# | Drug name [ Streny gn_h [ Dose [ Freq [ Instructions | Route Igy [ R.int. [ Rpts [ Blapse [s | H_eg24 [ PCEHR consent | Purpose Last script
@  PANADOL TABLET a4h Oral 0 24032017 $§ Not enabled
@  PANADOL TABLET _mmg Oral 12 0 24092017 8 Nu Not enabled
@  PANADOL TABLET 500mg 500 midday pra Oral 2 0 30082017 § Mo Not enabled
@  PANADOL TABLET 500mg nocte sprn Oral 12 0 28092017 S No Not enabled
VENTOLIN CFC-FREE INHALER 100mog/dose Inhale 2200 5 PoMNo Not enabled 101272012

2. If the patient has No Known Allergies/Adverse Reactions click on this box and click Save.

Patient Details

Pt. Details Allergies/Adverse Reactions/Wamings IFaml?y.fSoﬂaI Hxl MNotes I Smnkmgl Alcohol | Personal Details |

[ Allergies / Adverse Reactions

ttem I Reaction | Severity | Type
DUST MITE Allergy
GRASSES Allergy

< ™ Mo Known Allergies / Adverse Reactions Add Edit Delete |
T — :

[~ Wamings

I™ Eltesportsperson [ Breast feeding

™ Update address for all family members

™ Autocapitalise names Save Cancel

3. If the patient has a known allergy, select Add to record the patient allergies. Select allergy
from coded list and fill in Nature of Reaction, Reason Type and Severity. Click OK & Save.
Repeat this step if the patient has multiple allergies.
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[Patient Details [x]
P Detle ] Notes | Srmoking | Aohol | b
rgr
tem | Reaction | Severty. [Type I
ke =
Search I
€ ByDug
@ ByQass | ALPHA-ADRENERGIC BLOCKERS
T_[o Koo Mleen / Aiver |ANGIOTENSIN 1 ANTAGONISTS O = |
ANTACDS =l
o
Nture of Reacton: | |
Reaction Type: C Hiergy " Adverse Reaction
= o
=
I Eite spotsperson [~ Breast feeding.
T~ Update address for al famiy members
T Autocaptalse names. Save Cancel

1. Open patient file and select the scales icon

| MedicalDirector Clinical 3.16b - [Mrs Penny Anderson (24 yrs)]

*D File_Patient Edt Summaries Took CljgskgCorrespondence Assesstient Resources  Sidebar PCEHR Window Help

+=rxpulr e kB ICPH @Eac 2t a=t@E | Go MDReersnce |
[Mrs Penny ANDERSON (24 yrs) ] DOBE04/07/1983 Gender: Female Ocoupation: [Liversiy Studert I iz

1 Walace Sireet. Bundaberg GId 4670 i Record No: | ATSL.  [Nether Abonginal nor Tores Strai Iiander

Alergies & [DUST MITE. GRASSES =] Pension No: [ Ethicy: |

Adverse

Reactions ;I Smoking H: |5(1mqke( IHI No: |

Wamings: :’ FCEHR: | Recalls

(@) Surmary R, Cutent Rx |5 Progress | £ Pasthistory | & Resuts | [E] Letiers | I/ Documents | &6 Old scrots | " Imm.| G Pap Test | ] Obstetic | | Comespondence | i MDExchange | HL Heathink |

= [# [ Dugname [ Strength [ Dose [ Freq [instructions | Route [y [ Rpis [ Bapse [s [Reg24 [PCEHR consert | Pupose [ Lastscipt | Authoiig
& PANADOL TABLET 50img adh Oral 12 0 2492017 § MNo Not enabled
o PANADOL TABLET 500mg Oral 12 0 24/09/2017  § No Not enabled
& PANADOL TABLET 50limg 500 midday prn Oral 12 0 30082017 § Mo Not enabled
&  PANADOL TABLET 500mg nocte sprn Oral 12 0 2803217 5 Mo Not enabled
VENTOLIN CFC-FREE INHALER 100meg/dose Inhale 220 5 [ Not enabled 10122012

2. Fill in patient’s Height, Weight & Waist measurements

Weight Calculator

Date: [23/08/2017 v| Time: | 3:34.04PM | Gender: [Female | Age-|24 Height: [175  Patient ID: 21

" Blood Glucose | Blood Pressure | CV Risk | ECG | INR | Renal Function | Respiratory  Weight |
m Graph
Current Measurements View: (Al -

EiE |175 fem) Date | Time | Type | Walue | :I
Weight ||— ) 02/01/2012 150516 BMI 189
02/01/2012 150516 Waist 21
BMI | 25/06/2012  15:02:51 Height 175
; I 25/06/2012 150251  Weight 58
Weist fem) 265/06/2012 150251 BMI 189
Hip: | fem) 25/06/2012 150251  Waist 81
12/07/2012 09:09.00  Height 175
Waist/Hp Ratio: | 12072012 090300  Weight 53
12/07/2012  09:09.00  BMI 189
Weight must be grester than 10Kg for BMI 1207/2012 030900 Waiet a
Eais 10/12/2012 151800 Height 175
10/12/2012 151800  Weight 58
10/12/2012 151800  BMI 189
107122012 151800 Wiaist 21
15/11/2016  11:0238  Height 175
1571172016 11:0238  Weight 74
1571172016 11:0238  BMI 242
25/08/2017 134919 Height 175
25/08/2017 134913 Weight 74
25/08/2017 134913 Waist 81
28/08/2017 113627  Height 175
28/08/2017 11:36:27  Weight 74
28/082017  11:36:27  Waist 81
Clear I =

Print I Reference I Edit el Save Close
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3. Click on Blood Pressure tab to enter BP and click Save

Tool Box

Blood Pressure

Date: 29/08/2017 =] Time: | 3:34:04 PM =] Gender. [Female =] At Heght [i75 Patientin 21

Blood Glucose  Blood Pressure |C\l Risk I ECG | INR | Renal Function | Hespilatoryl Weight |
Device || Manual I Data Graph
Cumrent Measurements View: |All -

- Blood Pressure

i Date Time Location | Type EP Pulse hr =
Cuff Location. [Unspectied =] 13/06/2007 111500 Unspeci. Stting  130/90
Systolic / Diastolic Pulse 14/01/2008 08:31:00 Unspecf.. Sitting 130/90

Sitting: [| w ||| 14/04/2008 0831:00 Unspecf . Siting 120,70

10/06/2008 15:16:46 Unspecf.. Siting 130/90 75

Standing: 71| | 14/01/2009 083100 Unspeck.. Siing  141/87 87
. l— l— l— lﬁ 20/09/2009 11:42:00 Unspecf.. Siting 160/99

b ad 01/11/2009  10:49:00 Unspecf..  Sitting 137/80 #1
17/07/2010  11:29.00 Unspecif.. Siting 130,90

04/09/2010  10:19:00 Unspecif.. Siting 110/60 60

07/10/2010  13:33:00 Unspecif.. Siting 115/70 68

111172010 10:24:00 Unspecif... Siting 12070 60
301272010 09:24:00 Unspecif..  Sitting 110770

04/01/2011  17:31:.00 Unspecif.. Siting 120780 &0

24/02/2011  10:49:00  Unspecif..  Sitting 120780 60

24/02/2011  10:51:.00 Unspecif.. Siting 130785 60

60

60

€0

60

a

22/10/2011  13:35:00  Unspecif Sitting 120/80
02/01/2012 15:04:50 Unspecif.. Siting 120/80
25/06/2012 15:02:59 Unspecf.. Siting 120/80
12/07/2012  0%09:00 Unspecf.. Sitting 115/85
15/11/2016  11:0201 Unspeci... Siting 115/87
25/08/2017 13:4978  Unspecif.. Siting 115/87
28/08/2017  11:36:27 Unspecif.. Siting 115787

Clear | Fecord | ! | _’I_
Print | Heferencel Edit iew | Save I Close I

5. To add in a coded diagnosis in Past History

1. Open patient file and select Past History and + to add
2. Search condition and select from the list. Click OK

| F'Esthiﬁﬂfflﬁ H.EBL.IH:S' L&ttersl El D-ommemtsl i= D-Idm'ipts|

| Side | Status | Sumn
jan Inactive fes
Year: |2u1? Dt [13/11/2017
— Condition
o~ Pick from list
{coded)
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TO ADD A CODED DIAGNOSIS WHEN ADDING A PRESCRIBED MEDICATION

Open patient file

Add a prescribed medication suing Current Rx tab - Fill in details

The last step will request - Enter reason for medication

Enter first few letters in Pick from list (coded) and select from the options.

Tick Save in past medical history-Unless condition is in existing past history (green box
below) to avoid double up

6. Tick Save as reason for contact-if applicable

7. Click Ok

8.
Note: In cases where the condition you’ve searched is not on the list, select the condition

that is the closest match and use the comment section to fill in the details. As seen below

GENINEN

Reason for Medication >

[~ Enter Reason for Medication Existing Past Medical History tems

& Pick from list (coded) | Y e Condition
Care Plan - Preparation of - 721
Hypertension - "White Coat” Ear Infection
Hypertension - Borderline Ut

Hypertension - Cortrolled

Hyperension - lsolated Systolic

Hypertension - Labile

Hypertension - Life style management

Hypertension - Malignant LI
Hunartanainn - Prrtal

" Freetext funcoded) |
[T Left ™ Right

¥ Active I Corfidential 17 Summany
Comment: ﬂ

™ Savein Past Medical History [~ Save as reason for contact Close

HOW TO AVOID DUPLICATE CONDITIONS IN PAST HISTORY WHEN PRESCRIBING
MEDICATIONS:

1. Main screen, Tools and select Options from dropdown

2. Select Prescribing tab
3. Untick Save in the past medical history and preselect Save as reason for contact. Click

Save.
(Options
Network I Links I Prompts | Clinical | History | Examination I
Drug/Patiert Suppot | Devicss | PKI | RSD | Recal |
General Presciibing | Progressnotes | Practice | Lists | Investigations
[¥ Check pregnancy code ™ Prescribe max. repeats for imited drugs

¥ Compliance check on opening file ¥ Prescribe max. repeats for regular dugs
¥ Compliance check on printing script W Show Therapeutic Group waming

¥ Defautt scripts to limited duration ¥ Routinely check for drug interactions
™ Save in Past Medical History [¥ Dosage on scripts in Latin

¥ Mark autherity Scripts "Send to patient” ¥ Display printer and compliance icons
¥ Route of administration compulsory ¥ Dosage on summaries in Latin

™ Preselect 'Save as Reason for I~ Hapse changes saves Prog. Note
Contact’ when giving an Rx Diagnosis
[ Enable NPS RADAR

Prompts

™ Ancther medication I¥ | Foute of administration (prescribing)
¥ Antibiotic/Influenza prompt ¥ Route of administration (summaries)
¥ Limited duration elapse ¥ Reason for deletion./cessation

¥ Medication speling ¥ Reason for medication

™ Previously deleted drugs ™ Gty/Rpts on all regular medications
W RB restriction corfimation ™ Gty/Rpts on all Schedule 8 dugs

I Auto-capitalise names Save Cancel
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