Importing Correspondence/ T EAMS

Importing Correspondence for Reception / Admin

This guide is for Reception & Admin staffs who import external clinic correspondence into our clinical
software, Medical Director Clinical (MDC).

1. From the MDC home, select File then import/scan correspondence.
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2. This opens the Scan/Import Correspondence window. This is where correspondence is imported and listed before being sent to a patient file or the
holding file, where GP’s can review and action the correspondence. Below is the upper portion of the screen where correspondence is listed plus where
the upper button set and document fields are located. (Document fields can be sorted and filtered, please see Filtering correspondence guide for

detailed information here).

;‘-‘ MedicalDirector Clinical 3a - [Scan/Import Correspondence] 5 X

B File Patient Window Help [- =[]
Preview - Full - | Hide Preview | Clear Filters | Move Location | Document Details | Scan - | Import = Print = | Delete | Refresh I

5of 5 Records Select All

— — — — — — — — —

Date Created Patient Subject Diescription Type Recipient/Doctor Date Collected Location Source Lser Name,

7072015 Testing 1 for Medical Director Document Dr Damo 7/07/2015 Document Imported Dr Damo

7/07/2015 Testing 2 for Medical Director Document Dr Damo TA07/2015 Document Imported Dr Damo

F/07/2015 Testing 3 for Medical Director Documert Dr Damo THO7/2015 Documert Imported Dr Damo Don’t like where

7072015 Testing 4 for Medical Director Document Dr Damo TAO07/2015 Document Imparted Dr Damo . .

. . a fields is? Left
7072015 Testing 5 for Medical Director Document Dr Damo TAO72015 Document Imparted Dr Damo
click and hold to

drag fields

where you like!!
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The bottom portion of the screen is (by default) the preview pane. This is where you can view imported correspondence and access the lower button set.

Zoom 100% ~ | Open Externally

Page:1 of1

Testing 1 for Medical Director

-

Previous | Mext | Assign Patient | Reassign Recipient = Storeto Patient | Storeto Holding File = Add Recall | Open Patient | Audit History C\o;el

HCN Live Data - GL-ADMO2090N_T\HCNSQLO7 Monday, 20 July 2015

11:06:40 AM
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Importing bulk patient files

1. Select Import from the upper button set. This will bring up the Open window to select the required files.

File Patient Window Help [-]=]

Preview - Full = | Hide Preview | Clear Filters = Move Location | Document Details | Scan vllmporl |v| Print -~ Delete | Refresh I

5 of 5 Records Select All
———————————
I t d
Date Created Patient . Subject Description Type MpoTt comresponcence /Doctor Date Collected v. Location Source User Name .
07/20 g dical Direct D DrD 07/20 D d Dr D
7/07/2015 Testing 2 for Medical Director Document Dr Damo 7/07/2015 Document Imported Dr Dame
7/07/2015 Testing 3 for Medical Directar Document Dr Damo 7/07/2015 Document Imported Dr Damo
T/07/2015 Testing 4 for Medical Director Open pre— pro— P— Document Imported Dr Damo
772015 Testing 5 for Medical Director ment Imported Dr Damo
Lookin: || D imperting fies - @3 E-
o Name - Date modified Type
ap T Testing 1 for Medical Director 3/04/2014 9:25 AM  Adobe Ac
Recent Places i Testing 2 for Medical Director 3/04/2014 9:25 AM  Adobe Ac
] Testing 3 for Medical Director 3/04/2014 9:26 AM Microsoft
- T Testing 4 for Medical Director 3/04/2014 9:26 AM  Adobe Ac
Desktop (] Testing 5 for Medical Director 3/04/2014 9:26 AM Microsoft,
i
Libraries
f m;
Computer
4 < (0 »
Network
File name: | - Open
Zoom 100% ~  Open Externally Lom ] Page:1 of 1
Fies of type
-

m

Testing 1 for Medical Director

Previous | Mext | Assign Patient | Reassign Recipient | Storeto Patient | Storeto Holding File | Add Recall | Open Patient | Audit History | Close
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2. From the Open window, select computer, select Local Disk (C:) from the list box, then Scans.

Recent Places

|

Desktop

iy
Libraries

i h&!‘

Computer

] Testing 1 for Medical Director
F1 Testing 2 for Medical Director
@) Testing 3 for Medical Director
T Testing 4 for Medical Director
] Testing 5 for Medical Director

i
A Open - — I~
Lookn: }; MD importing files - @ > E-
Name = Date modified Type

3/04/20149:25 AM  Adobe Ac
3/04/20149:25 AM  Adobe Ac
3/04/20148:26 AM  Microsoft
3/04/20149:26 AM  Adobe Ac
3/04/20149:26 AM  Microsoft

Ll n,

Fie name |

Files of type: [

-
A Open —— - =
Lookin: | ), MD mportng fies E os P Er
- (£ Recert tems Date modified Type
e B Desktop
= i Network 3/04/2014925AM  Adobe Ac
RecentPlaces | = | jpraries 3/04/2014 925 AM  Adobe Ac
2 Damian Culer 3/04/2014926 AM  Microsoft

|

Desktop

=

Libraries

i Ih&!‘

Computer

3/04/2014926 AM  Adobe Ac
’ 3/04/2014926 AM  Microsoft
=5 )
5 GL - Generdl (G))
3 damian cutler (srv-glde0Tthomes) (H)
| Desktop @ 02-02-2015
J1 MD importing files

)i MD 3153

1 m ] b
Fie name: - Gpen
Files of type v] [ Gancel |

Note: Directory where scans are stored may vary from site to site.

e
A Open | — e
Look in: &%, Local Disk (C) e 2 Er
7 Name = Date modified Type ~
= 1. BGinfo 7/04/201512:09 PM  File fol
Recent Places [ 1y 22/06/20151:32 PM  File fol
1. Intel 7/04/201511:11 AM  File fol _
). ManageEzy 24/06/20151:50 PM  File fol
) My pst 21/04/20157:14 AM  File fol
. PerfLogs 14/07/20091:20 PM  File fol

Libraries

| h&f

Computer

1. Program Files
1. Program Files (x6)
RANSBootScript

2/06/2015 2:34 PM File fol
21/07/20157:05 AM  File fol
10/04/201511:32 ... File fol

[} | Scans | 2170772015 8:00 AM _ File fol

1. Scripts 2/04/20151:52PM  File fol

1. Support 2/06/20159:48 AM  File fol

1 SWSetup 24/06/20154:00 PM  File fol ™
4 m, ] o
Fie name - Qpen
Fies of type v] [ Ganed ]
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3. Select the required files by holding your left mouse button and dragging over the files then releasing the button to select. Click Open to import.

[t

Libraries

A

Computer

o — - — - -
Lookin: | Scans ~ @ F Er
=) Mame B Date modified Type
we Testing ATeriedical Director—— | 3/04/2014 9:25 AM  Adobe Ac

|1 Testing 3 for Medical Director 3/04/2014 9:26 AM  Microsoft
T Testing 4| tor Medical Director 3/04/2014 9:26 AM  Adobe Ac
|8l Testing 3 for Medical Director 3/04/2014 9:26 AM  Microsoft

< |

i |

File name:

Files of type:

Oalambils, Durr, Sirpl & Tobwasbbas
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4. You will then be prompted to delete the source files after import. Select Yes as this will ensure you don’t import files twice.

@ Delete source files after import?

Cancel |

5. You have now successfully imported patient correspondence and it will be listed, ready for patient allocation.

2 MedicalDirector Clinica : o ~<pondence s |
5 File Patient Window Help [-]=5]x]
Preview - Full - | Hide Preview | Clear Filters | Move Location | Document Details | Scan - | Import - Print - | Delete | Refresh |
5 of 5 Records Select All
Date Created ||| Patient 7 || Subject "7 || Description 7 || Type "7 || Recipient/Doctor “7|| Date Collected  +|"7|| Location || Source || User Name Nd
07/20 g dical D D DrD 07/20 D d Dr D
7072015 Testing 2 for Medical Director Document Dr Damo 7/07/2015 Document Imported Dr Damo
TA0T2NE Testing 3 for Medical Director Document Dr Damo T2 Document Imported Dr Damo
TA07/2015 Testing 4 for Medical Director Document Dr Damo 7/07/2015 Document Imported Dr Damo

7/07/2015 Testing 5 for Medical Dirsctor Document Dr Damo 7/07/2015 Document Imported Dr Damo
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Allocating Correspondence to patients

1. Select the patient correspondence you wish to allocate and then select Document Details from the upper button set.

2 MedicalDirector Clinical 3.15.32

5 File Patient Window Help mF‘m
Preview - Full - | Hide Preview | Clear Filters | Move Location I Document Details I Scan - | Import - Print - | Delete | Refresh I
5 of 5 Records Select All
Date Created ||| Patient || Subject || Description 7| Type " || Recipient/Doctor || Date Collected +|"/|| Location || Source 7| User Name 7
0 0 g d Direct D DrD 0 0 D d DrD

7072015 Testing 2 for Medical Director Document Dr Damo 7r07/2015 Document Imported Dr Damo

7072015 Testing 3 for Medical Director Document Dr Dama 7A07/2015 Document Imported Dr Dama

TA07/2015 Testing 4 for Medical Director Document Dr Damo 7/07/2015 Document Imported Dr Damo

TA07/2015 Testing 5 for Medical Director Document Dr Damo 7072015 Document Imported Dr Damo

2. This will bring up the Document Details window. Items are described below and fields with an * are expanded upon in this guide.

[
Document Details - == Date Entered: .....cccceeeeeevcciiiieeee e, Date the document was entered
Date Entered: D Date:
S::_D?”zm e B Document Date: ...ccooeeveevrreeereeeeerieeeens The date of the document
ject:
Testing 1for Medical Director
Description: SUBJECE: i Subject of document
Description: ....cuvvveeeeeeeecieeee e, Brief description of document
D”“"""“*L":"“ *Document Location™:.......cccccvveviveiineens Where the document is stored on the clinical record
l ument Type . . . .
|| [Document -] | *Document Type*: ..., List box of common clinical document types
Lzzigned to Recipient:
Dr Damo
*Assigned to Recipient™:..........cccoveeennnee. Clinician that document is assigned to
*Select Patient™: ......ocoveeieviieeeeee e Patient document is to be assigned to
OK & Cancel:..cooeeeecieeeecieee e Saves any changes made or cancels changes
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Document Location

The Document Location is where tab is where on a patient clinical record correspondence will be stored. See table below for where correspondence should be

stored.

=
Document Details

- .

Date Entered:
7/07/2015
Subject:
Testing 1 for Medical Director

Description:

Document Location:

Document Diate:
7/07/2015

Document Type

Location for Document

Any External correspondence

Document Tab

Any internal correspondence

Letters Tab

Any clinical results, Pathology etc.

Results Tab

Toolbox — ECG Tab

Only for ECG results

Documents Tab

Results Tab
Toolbox - ECG Tab

Dr Damo
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Document Type

Select the Document Type that most closely relates to the document you are allocating. It is important to get this right as its assists clinicians in accurately
assessing a patient’s health status.

”
Document Details - u*

Date Entered: Document Date:

F/07/2015 | 7072015 (R
Subject:
Testing 1 for Medical Director

Description:

Document Location:
[ Documents Tab -

Document Type:
i iDnamt =q |
Audiogram
'CAT Scan
Colonoscopy

DischaEe Summai

Doppler
ECG

Echocardiograph
Endoscopy

Fax

Gastroscopy
Letter

H Mammogram
Medication Summary
Pathology

Patient Admission
Photograph
Refemral

Repart

Request
Respiratory Report
Specialist Letter
Test

— Uttrasound

renE X-Ray

Assigning a Recipient
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This field allows the correspondence to be assigned to a recipient, this ensures that the correspondence is allocated to the correct clinician, whether through the
Holding file (See Managing Correspondence for Clinician’s for more detailed information) or directly to the patient clinical record.

E
Document Details - u

Date Entered: Document Date:
70772015 7/07/2015 E

Subject:
Testing 1for Medical Director

Description:

Document Location:
[Documents Tab -

Document Type:
L ’Document -
Asszigned to Recipient:

-

Dr Damo
Rn Training
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Select Patient

This brings up the Select Patient window, where you can select a patient to allocate the correspondence to. To search for a patient, enter the first couple of

letters of the patient surname, followed by a comma (,) and first couple of letters of the patient first name into the patient search bar. All patients matching that
criterion will be listed. Select the appropriate patient and then hit OK.

Select Patient - — e —— l' I 88 Can’t find the
-

patient you are

Enter patient sumame or chart number looking for? Try
ﬁ and.d Include inactive patients ‘ ‘ ‘

ticking the

Include inactive
Name Age Chart Mo.  Address DOB Phone Mo. patients.

Anderson, David &1 Wallace Street. Bundaberg. 4...  4/01./1955
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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.)

Preview - Full ~ Hide Preview || Clear Filters || Move Location | Document Details | Scan -] Import -| Refresh

2 MedicalDirector Clinical 3.15.3a - [Sea . |
% File Patient Window Help sl

Preview - Full - | Hide Preview | Clear Filters | Move Location | Document Details | Scan - | Import ~ | Print » | Delete Rafreshl

5 of & Records Select All
Date Created Patient Subject Description Type Recipient/Doctor Date Collected v Location Source User Name
0 0 g d Direct D Dr D 0 0 D d Dr D
7/07/2015 Testing 2 for Medical Directar Document Dr Damo T/07/2015 Document Imported Dr Damo
7/07/2015 Testing 3 for Medical Directar Document Dr Damo T/07/2015 Document Imparted Dr Damo
7/07/2015 Testing 4 for Medical Directar Document Dr Damo T/7/2015 Document Imparted Dr Damo
7/07/2015 Testing & for Medical Director Document Dr Damo TAT2015 Document Imparted Dr Damo
Preview options & Hide Preview:.......cccccceevvcvvnveeneeennnn. Gives you the option to have the preview pane on the bottom, full screen, off or on the right.
Clear FIlters: et Only available if a document field has been filtered. Filtered fields have a grey heading.
Move Location & Document Details: .........ccccvvvveeeeennn. Move location has the same options as the Document Location and Type as in Document Details.
Ty qYoTo] o RS Covered above.
PEINE: e e Will print selected correspondence including multiple selections.
DEIELE: e Will delete selected correspondence including multiple selections.

REfrESN: o Refreshes the listed document showing correspondence added by other users.
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Lower Button Set

The lower button set has options for navigating correspondence, assigning patient & recipient, storing correspondence, adding recalls, open clinical record,
audit history and close the scan/import correspondence window.

Assign Patient | Reassign Recipient|| Storeto Patient | Store to Holding File || Add Recall Audit History| | Close

Imported
document a bit

Zoom 100% Page:1of1

small? You zoom

-

in and out for

the best view.

Testing 1 for Medical Director

Frevious | Mext | Assign Patient | Reassign Recipient = Storeto Patient | Storeto Holding File | Add Recall | Open Patient | Audit History Closel

Dr Damo HCHN Live Data - GL-ADMO2090N_T\HCMNSQLOT Thursday, 23 July 2015 09:22:40 AM

Previous / NEXT: ...cvcceeiieere et eree e eve e Switches the selected correspondence between the next and previous record.

Assign Patient / Recipient:......ccceeveveecieeneeneecie e, Assign or change Patient / Recipient.

Store to Patient / Holding File: .......coeevvveerveerieeniecnnenee. Stores selected correspondence to either clinical record or holding file, removing from list.
Add Recall: ..cooieiiee e Adds a recall to correspondence.

OpeN Patient: . ..o Opens patient clinical record, taking you out of the scan /import correspondence window.
AUit HiStOIY: oo Shows any actions on a correspondence by time/date stamp plus user logon.
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Moving Documents out of Scan/Import Correspondence.

1. Once the document details are complete, the final step in importing correspondence to select to either move the document into the patient clinical
record or to move it to the holding file for a clinician to check before it is sent to the patient clinical record.

2. Highlight correspondence to be moved and then select either Store to Patient or Store to Holding File from the lower button set.
The record will then move out of the Scan/Import Correspondence listed documents to the selected destination.

7 MedicalDirector Clinica .33 - respondenc: & |
W File Patient Window Help [ ]=]x]

Preview - Full - | Hide Preview | Clear Filters | Move Location | Document Details | Scan ~ | Import - | Print - | Delete | Refresh

5of 5 Records Select All

Date Created ||| Patiert || Subject || Description || Type || Recipient/Doctor || Date Collected  w|"f|| Location || Source || User Name 7
07/20 AND Pe esting 1 for Medical Director  Testing of importing docume est Dr Damo 07,20 Docume ported Dr Damo
7072015 Testing 2 for Medical Director Document Dr Damo 7A07/2015 Document Imported Dr Damo
707205 Testing 3 for Medical Director Document Dr Damo 7072015 Document Imported Dr Damo
0772015 Testing 4 for Medical Director Document Dr Damo 70772015 Document Imported Dr Damo
70772015 Testing 5 for Medical Director Document Dr Damo 70772015 Document Imported Dr Damo
Zoom 100% - | Open BExternally Page: 1 of 1

-

Testing 1 for Medical Director

Previous | Mext | Reassign Patient Reassign Recipient I Store to Patient IStoreto Holding Fllel Add Recall | Open Patient  Audit History | Close I

Dr Damo HCN Live Data - GL-ADMO2090M_NHCNSQLOT Thursday, 23 July 2015 11:41:42 AM




