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Managing Correspondence for Clinicians

This guide will show how to open the holding file in Medical Director Clinical (MDC). This is where results are
stored for review or action by clinicians before being moved to a patient’s clinical record.

1. From the MDC home screen, select Correspondence then Download You can
download

results straight
Open File Patient User Tools Clinical | Correspondence| Search  Resources away with F4

Check Helding File... F5
Fq_

Download

Outstanding Requests...

Actioned Itemns

Open File Patient User Tools Clinical [Comespandence | Search Resources
Check Holding File... 5
Download 4
Outstanding Requests...
Actioned ftems

g

MedicalDirector
[CLINICAL]
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2. This will open the Import investigations window where you will be prompted if you wish to check the
imported results now?

Import investigations %

@ Do you wish to check the imported results now?

Select Yes to open the Holding File with the newly imported results or No to just import results.

3. You will now be asked to select a recipient for the results from the Check Holding File window. Select
the recipient(s) whos’ results you wish to view.

Check Helding File

Select Recipient(s)

All Recipients
Dr Damao

Dr A Practitioner

Dr Ddi Health

Dr Bender Rodriguez
Dr Mick Riviera
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4. This opens the Holding File window. This is where results are imported and listed before a GP/clinician reviews and actions the result. Below is the upper
portion of the screen where results are listed, Document Fields plus the upper button set. (Document Fields can be sorted and filtered, please see
Filtering Correspondence guide for detailed information). Please note that results WILL NOT go to a patient clinical record without being actioned by a

GP/clinician.

Preview - Full = | Hide Preview | Clear Filters = Move Location | Document Details | Scan ~ | Import ~ | Print = | PrintList ~ | Delete @ Refresh
10 of 10 Records Select All
Date Collected  w|'/|| Patient || Subject /|| Result '/ || Recipient/Doctor 7 || Sender/Provider 7| | Notation 7 || Commertt 7 || Type || Description || Date Requested |'f|| Date Created |'/|| Location
lerson, Uavi esting Ztor ical Director amo locument UM
15 ANDREWS, Julie  Testing 3 for Medical Director Dr Damo Document 8409/2015 Docum:
09/20 AND Pe esting 4 for Medical Directo Dr Mic Docume 8/09/20 Docume
15 ANDERSCN, Pe...  mammogram for mickey mou Dr Bender Rodriguez Do o ere g Mammogram 8/09/2015 Result
/02/2013 ANDREWS, Juie  PROTHROMBIN ORAL AN... DR A PRACTITIONER Demotown Patl Pathology 27/02/2013 22/02/2013 Result
13 ANDREWS, Juie  PROTHROMBIN ORAL AN... DR A PRACTITIONER Demat; €ld € Pathology 20/02/2013 22/02/2013 Result
3/02/2013 ANDREWS, Juie  PROTHROMBIN ORAL AN DR A PRACTITIONER Demoto and hold to drag athology 13/02/2013 22/02/2013 Result
13 ANDREWS, Juie  PROTHROMBIN ORAL AN... DR A PRACTITIONER Demat; athology 6/02/2013 22/02/2013 Result
/0172013 ANDREWS, Juie  PROTHROMBIN ORAL AN... DR A PRACTITIONER Demotown e Sreyte Pathology 30/01/2013 22/02/203 Result

ANDREWS, Mau_.. HIP X-RAY DR DDI HEALTH Dol e Pathology 5/04/2004 22/02/2013 Result
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Upper Button Set

The upper button set has options for the preview pane, filters, document details, scanning, importing, printing, deleting and refreshing of listed correspondence.
(Please note that the direct scan facility is not available within our IT environment and is not covered in this guide.)

Abnormal results will noted in the results field and also be flagged in Red font.

Preview - Full -~ | Hide Preview QB Clear Filtersf§ Move Location | Document Details | Scan -~ | Import ~{f Print ~J Print List - § Delete B Refresh

Preview - Full = Hide Preview | Clear Filters | Move Location | Document Details | Scan = | Import = | Print = | Print List = Delete | Refresh I
10 of 10 Records Select All
Date Collected v| Patient | Subject | Result | Recipient/Doctor | Sender/Provider | Notation | Comment | Type | Description ‘ Date Requested | Date Created | Location
8/09/2015 Anderson, David ~ Testing 2for Medical Director Dr Damao Documert 8/09/2015 Document
8/09/2015 ANDREWS, Julie  Testing 3 for Medical Director Dr Damo Document 8/09/2015
8/09/2015 ANDERSON, Pe... Testing 4 for Medical Director Dr Nick Riviera

Document 8/09/2015

Only available if a document field has been filtered. Filtered fields have a grey heading.

Move location has the same options as the Document Location and Type as in Document Details.

[ g Yo o -SSP PUPRR Where scanned items can be imported into the holding file.

PEINE e Will print the content of selected correspondence including multiple selections.
T o X PSR Will print a list of the selected correspondence including multiple selections.
DIELE: et Will delete selected correspondence including multiple selections.

Refresh:

Refreshes the listed document showing correspondence added by other users.
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Lower Button Set
The bottom portion of the screen is (by default) the preview pane. This is where you can view imported results and access the lower button set.

The lower button set is where Clinicians can action results before they move onto a patient’s clinical record.

Zoom 100% ~ | Open Externally Page:1 of1

Testing 4 for Medical Director

HCHN Live Data - GL-ADMO2030N_T\HCNSQLO7 Friday, 25 Septernber 2015 07:49:25 AM
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Previous | Mext §| Reassign Patient [§ Reassign Recipient Mo Action | Discuss |f Return Urgently i Add Recall Open Patient § View Signature

Dr Damo

Previous & NeXt .....cccveeecviieeeiiiee e Toggle between the previous and next result
Reassign Patient.........ccoecvieeiiiiiie e, Reassign the patient for the result if incorrect
Reassign ReCiPieNt .....ccovcuviieiiiiie e Reassign the recipient clinician if incorrect
Yot [0 o F PP RTPPURRP Add a notation and comments applicable to result
[\ o Yot 4 o o PSR If no action is required upon the result
DISCUSS wvveveeeeeeiiiiiiieeeeeeessirieeeee e e e ssirrreeeeesssssnbanaeeeeens If the clinician needs to discuss the result with the patient and it is not urgent
Return Urgently .....c..eeeveiieeiiee e, If the clinician needs to discuss the result with the patient urgently.
Add RECAll ... Add a recall reminder for a patient result
Edit Patient ..occveeeeeiieeecee e Allows you to edit basic patient demographic information from the holding file
OpeN PatieNt...cc.eeeiiciiie e Open the patient record
VIEW SiZNatUre....ccuveiiieiiiie et Allows you to view the digital signature of the correspondence
Shows an audit history of actions undertaken upon the correspondence
ClOSE it Closes the holding file




