How To Import and Use Templates Within Medical Director Software

Please note there are three parts to these instructions. Part 1 and 2 are only

required for a first time import of the template.

Once the template has been imported only Part 3 is required, ‘How to use a template

within a patient record’

Part 1 — How to import a template from a website

Part 2 — How to import a template into Medical Director
Part 3 — How to use a template within a patient record

Part 1: How to import a template from a website

TS SETVICE 15 0 Patents Who Nave a TITT 3T WIS IO attend Swarn

News & Media Releases 3
Events & Training Calendar

Resources, Templates & 3
Referral Forms
Useful Links

Hospital as a medical outpatient. Patient can choose to be seen as a privately referred patient ar

have any out-of-packet expenses.

Participating specialists, working in a private capacity, provide patients with access to a wide ranc
professicnal services in the hospital’s outpatient department. Additionally, this service provides tt
referring GP with the option of choosing a particular specialist for their patient.

= Patient Information & GP Referral Letter Form

Additional information:

m Referral pathways flowchart: SKDH Referral Pathways Flowchart

Donate To StreetDoctor!

u Patient information letter (explaining service): Patient Information Leaflet

S ————

Participating specialists, working in a private capacity, provide

professional services in the hospital’s outpatient deparf] Windows Internet Explorer

Please note that both referral forms below must be completed: 1
1

. 1

m Patient Consent Referral Form 1

L

From the website
, download the i
required template !

referring GP with the option of choosing a particular spi
What do you want to do with

Please note that both referral forms below must be con| | Patient-Consent-Referral-Form.doc?
Type: Microsoft Word 97 - 2003

m Patient Consent Referral Form From: pcemml.org.au

m Patient Information & GP Referral Letter Form

< Open

Additional information: The file won't be saved automatically.

= Referral pathways flowchart: SKDH Referral Path %> Save

m Patient information letter (explaining service): Paj

2+ Saveas

When prompted
select Save as

Search Desktop

Organize ~  New folder g v

| g Foerorites: ‘t “* " Libraries imit
B Desktop 3 - System Folder System Folder
Downloads

) Computer

| Magic Briefcase |
| System Folder

= | Network
| System Folder

‘2» Recent Places
IT_Secure - Shortcut
Shortcut

676 bytes

- Libraries
5 Documents
4 Music
5 Pictures
B videos

& Computer

[N El =B OutPatientAppt.rtf]

Save as type: [Microsoﬂ Word 97 - 2003 Document

£
=

3

\#/ Hide Folders

» | Select a location to
= save the template !
B : to e.g. Desktop
lpec i Then press Save E

Save Cancel |

lease note

—————
Contact Us

oth referral forms below must be C

mpl

The template has now been downloaded from the website and is saved to the desktop.
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How To Import and Use Templates Within Medical Director Software

Do not open the document as this will cause issues with the template fields and formatting

Part 2: How to Import the template into Medical Director

Open Medical Director

Iser - Clinical Investigations Search Resources Help

Letter Writer... F8
Labels... \\ __________________________________
X-ray View Screen |+ Shift+X !

. Go to Tools
Calculators » 1

H .
Medicare Australia PKI Certificate Manager 1 Select Letter erter- =n
Options... :

1

1

1

1

1

1

Q)

P Optiens- This will open up the Letter
MDExchange > Writer Tool/Interface

Patient Photo Options b e e e e e = =

Manage Communications...

MEDICAL DIRECTOR

E Medical Director 3.
4@ Edit View Insert Format Table Window Help

O 0 New. Ctrl+N F S == R N I T R =
Modify Templ ——— —
i -2 -~ BIU|Elz=E=s=E=g5/[T v
L / +
ol save (& Bttt Bl Bt B BB BT B B 08T
Save as Template... - L L L L L L L L L L L L

Import... \

Export...

-
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

E-mail >

' Go to File
Page Setup...
& Print Ctrl+P H Select New...

Preferences...

Close

Send via MDExchange...
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How To Import and Use Templates Within Medical Director Software

New

User Defined | Supplied | Summaries

[ Blank Letter

ok Tenpise
ZFIComplete Record
émComplete Record - Female
[P Full History

ém Full Summary

2FIFull Summary - Female
ém Immunisations

[P Limited History

2P Medications

Em Mindcare
ZFIMindCareCounseling
ém Progress Motes

Import...

<

Export...
E-mail >

Page Setup...

& Print

Preferences...

Ctrl+P

B Close

Send via MDExchange..

—
& Medical Director 3. [E="Ear]
#:(File] Edit View Inset Format Table Window Help H
O[O New, CosN o oo [ER| 91 | F || w0z~ B
Modify Template... —— = =
I -2 - BIU|F:z==E|ls=es5|F1 v
— [ save Ctrl+S
1, 2 12, 14 3, ] 7, 12, 2, 10 11 12 13 14 15 16 17 18 D
L] S . Bodinnd B [ 1Bt o Bt [ B Fos i O RN 1 OSSN | AL T |‘.”.m¢; “““““ 18, Template Fields

» Select Import...
‘o
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How To Import and Use Templates Within Medical Director Software

&/ Medical Director 3.12 - [Letter Writer]

Recent Places

@ Import . o . o -
Look in: | Desktop
T= = s
b < Libraries
Jy:u‘.‘

|| System Folder

Computer
System Folder

System Folder

> ) Network
L“ System Folder

Desktop
— ' Lydia MDTemp
e £ h File folder f | File folder
Libraries Mindcare S New Template
E Rich Text Format @ 2 | Rich Text Format
1A 104 KB =| 301 ke
.
Computer OutPatientAppt
Rich Text Format
_ — | 743 KB
H Type: Rich Text Format
: Size: 743 KB
Metwork e -
e hais Date modified: 27/08/2012 9:56 AM m
Fesoftype:  [RTF Fomat ) «] | Comea |

[7] &lways open to this folder?

Go to the Desktop and
locate the template

Click on it then press
Open

5| G R | m TR e T -

-l -1 - @BIuE sE|PFIEY ¢ 4
il ..'IE ““““ oo T O S A [N Template Fields

jo, Government of Western Australia
Department of Health

REQUEST FOR OUTPATIENTAPPOINTMENT

Hospital:

Speciality / Clinic:

Name of Specialist Preferred:

Has the patient been referred to this Speciality / Clinic for the same condition before: Yes 0 NoO

Has the patient previously been seen by this hospital? YesO No O Year:

Is the patient fora Ti ? (Rural / Remote Only) YesO NoO

Patient Details: Hospital No: (if known)

Family name: <<Patient Medicare No:

Demographics:Surnames>> W

First Name(s): <<Patient Demographics:First <"

Name>> Ref No: iryDate: [

Preferred Name/Title: <<Patient &% Expiry Date:

DemographicsTitle>>

Previous Name (eg. Maiden):

YesO No O

Birth Date: <<Patient Demographics:DOB>> DVA White O DVA Gold O

Country of Birth: DVA Card Number: <<Patient Demographics:DVA
Numbers>
MVIT O Workers Comg ion O

1
L

o =)- Addressee
@)+ Ciinical Details
- Doctor

Summary
£ User Defined

The template will display with
the inbuilt template fields

Inssrt Field Hicle Wine
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How To Import and Use Templates Within Medical Director Software

#:{File] Edit View Inset Format Table Window Help [
OO0 New culeN b @] | (| o - &3
Modify Template... — — -
I - sEEgF[F v
o K sae EES ZoviBrtor B B T BB OO SO LSOO OO ST - SO T P
Save as Template... L t L L L L L i L
Import...
Export... 3 Daoctor
- Head of Family
E-mail » Mail Merge
Government lestern Australia REQUEST FOR OUTPATIENTAPPOINTMENT Miscellaneous
Page Setup... L Department of Hea (¢l Operation
& Print Ctrl+P Patiert Demographics

Send via MDExchange...

d - Practice
Preferences... ity / Clinic: [ Procedure
i 3 Summary
& Close f Specialist Preferred: - User Defined

patient been referred to this Speciality / Clinic for tl
patient previously been seen by this hospital?

me condition before: Yes O NoO

Is the patient suitable for a Telet

It? (Rural / R: Only)

Patient Details:

Family name: <<Patient
Demographics:Surname>>

First Name(s): <<Patient Demographics:First
Name=>

Preferred Name/Title: <<Patient
DemographicsTitle>>

Previous Name (eg. Maiden):

Retained: Yes O No O

Hospital No: (if known)

Medicare No:
<<Patient Demographics:Medicare Number>>

ol
o
=l
o
)
)

Ref No: Expiry Date: [ ! L

Birth Date: <=Patient Demographics:DOB>>
Country of Birth:

DVA White O DVA Gold O

DVA Card Number: <<Patient Demographics:DVA
MNumber=>

MVIT O Workers Compensation O

Next of Kin/Guardian-

e Winde

Marifal Status: <=Patient Demnnranhic< Marital

-

Save

User Defined

?
o
Q

iC1Blank Letter

#TBlank Template
ICLetterhead

M Complete Recard

i Complete Record - Female
liscellany || ;@ Full History

Jemogrjy || :RFull Summary
vics:Posl || A Full Summary - Female
Jemogril M Immunisations

IFInvestiaations

4 {1

")
[_oose ]

- Delete

User Access |mmmmmmmm e ——— e .

| Type in the
template name

\

s
Template Name: RequestForQutpatientAppt V-4 Cancel

The template has now been imported into Medical Director
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How To Import and Use Templates Within Medical Director Software

Part 3: How to use a template within Medical Director

-
> File Patient Edit Summaries [Tools] Clinical Investigations Assessment Resources Window Help

[-]=].

# =|R SBE| ¥ M| Letter Writer.. B |e =
PENNY ANDERSON (et Occupation: om i 17
D
ISI Wallace St Melboume. Vic 3000 RecordNo: 345677 ATSI
Tool Box »
Allergies: 2 Allergies Calculators » Pension No:
Oximetry Smoking Hx 7 Smoker
Warnings X-ray View Screen Ctrl+Shift -
R CurentRx}$ F  Options. Ongcripts| # Imm.[ @ Pap Test| ] Obstetric| £ Documents[ ~ Acupuncure | & MDExchange]
Print Options. .
-~ # Drugname - pc I Instruch Route ay Rpts Elapse $ Reg2+ Pupose Lastscript Authority No. Authority indication
VENTOLIN SYRUP Znaceo \cations.. prn 2150mL 5§ 08/0472004 P  No 23/02/2004
MDExchange »
________________________________ N
- - - - !
Within the patient file !
1
1
1
1
Go to Tools !
1
1
1
. 1
Then select Letter Writer...
1
] i v
Seriptdate  28/08/2012 [0 [ brand substtution not allowed Red-Overdue  Blue - aimostdue

(R = = I — [ Cusom#i [ Cusiom#Z _

& Medical Director 3.12 - -

4%{File] Edit View Insert Format Table Window Help

00O New. Ctrl+N ’)u'@l{['ﬁl-" 100% = ‘a

Meodify T late...
[ olfyempa\ SN2 - BIU|Elz ===
=

ﬁ Save Ctrl+S m 2 2 " 5 5 7 e
L [

L

Save as Template...

Import...

Export...
E-mail »
Page Setup...
& Print Ctrl+P Lo o o e e e e e e 2
Preferences...

@ Close

Send via MDExchange...

New . u
User Defined |S“W"3d | St Preview Template
[ Blark Letter
[T} Blank Template
A Complete Record Sorsmnnt Wasrn A REGUEAT FOR OUTRATISIT
3T Complate Record - Female =
PRl History e
[ Full Summary e e i e L L
2 Full Summary - Female e e
2B Immunisations iy e < PR
A Limited History et e e e
atte: ey e
S Medicati rmre s oo
Bl s e
;D Mindcare Fitter e e

2 MindCareCounseling
ém Progress Notes

EE: Request for OutPatient Appoint

B O
e Sttt O

el st O

Bt mart DA e
[ =
ming A2eena e femns

gt o Hare: ee Tt
Samzrachics T (Samapes

K b e ot e e 0 e i

I : =
¥
i
{
'
i
{
i

e w
Sarmzgraghics T (oS ne
[

| Highlight the template | ST
. Then press OK '
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How To Import and Use Templates Within Medical Director Software

(e e \.E.n ERSTPPPRY T TOYRY PPY PO P TRURY PO PP PN PUURY EPPPY P - POTPPPON AP PO I BT PP TTOTY PV PP o PTTOORY Fu P PPPY P OOR! Fe STPOPRI FERTTRPN . [PTPPPY
) L L L B L L L L - L
Select medications to include @
Medication Name INTMENT

1

Hospital:
Speciality / Cli)
Name of Spec||

ELESTONE-M Cream

AROPAX Tablet (Paroxetine Hydrochloride)

IMIGRAN Tablet {Sumatriptan Succinate)
ORLUDIS SR SR Capsule {Ketoprofen)
POLY-TEARS Eye Drops {Hypromellose/Dextran 70)

(Betamethasone Valerste)

Condition
ECZEMA

-

User Defined Fields

it

Has the patier]) !ngth: Enter the values for these figlds: n
Has the patier|)| g —|
Is the patient 4 Fields
Patient Detailq Tl BMI:
Family name: . Weight feg):
Demographics: )
First Name(s) Heigfit {m):
Name=> |
Preferred Nam)| g
Demographics:
Select Al Select N
T
Retained: Yes'm =)
Birth Date: <<Patient Demographics:DOB>= mg
Country of Birth:
|
__________________ Navt of Kin/Guardian- Marital Status: <<Patient ﬂpmnnr}\hi.rt:'Marital |
3 [Colzz [f00% | I [ [ T e .
- - - - 1
. There will appear prompts that will require input.
! 1
! 1
! g s . 1
+ Fill in the requested fields then press OK !
L e e e e e e e -
feah Government of Western Australia REQUESTFOR QUTPATIENTAPPOINTMENT
Department of Health
Hospital: St. John of God, Murdoch s === Bttt |
Speciality / Clinic: Neurology H H !
Mot Soeati Fester gt DEWIE] " The template will prepopulate with :
Has the patient been referred to this Speciality / Clinic for @me condition, speciﬁc clin ical info rmation '
Has the patient previously been seen by this hospi YesO I 1
Is the patient suitable for a Telehealth cons ural / Remote Only) ‘1 :
Patient Details: Hospital Ne: (ifknown) _; Type directly into the incomplete fields |
Family name: Anderson Medicare No: 1 1
First Name(s): David 4133 40027, : :
Preferred plame Tite: 17 . Then Print and/or Save the document |
Previous Name (eg. Maiden): Ref No: ExpiryDate:1_ _ _ — — — — — ___ o o o o e e e e e e 1
Retained: Yes O No O
Birth Date: 4/1/1955 / DVA White O DVA Gold O
Country of Birth: DVA Card Number:
MVIT O Workers Compensation O
Next of Kin/Guardian: Marital Status: Unknown
Relationship: Aboriginal O
Family name: Torres Strait islander O
First Name: Neither O
Phone:
T
S e e i e — , The template/letter is stored
[DRV\DMNDERSON -] ‘DOE 04/01/1955 57yrs Occupation: 11m 33 @ . . .
51 Wallace St. Mlboume. Vic 3000 Ph: 8455 2345 frome) Record No: 345 ATSI Wlth 3] the patlent notes
Alergies:  SUJLFONYLUREAS (ENDCCRINE) 4| Pension No: L e

Wamings:

- Smoking Hx: [Smokes 10/day

[© Summay| R, Curert x| Progiess| B Pasthisoy| & Resuts| (5] Letters| i O scrps| 2

Documents | & MDExchange

Date Sender

Addressee Euhe\ /

REQUESTFOR OUTPATIENT

) i
Government of Western Australia APPOINTMENT

Department of Health

_Huspir.al: St. John of God, Murdoch
Speciality / Clinic: Neurology
Name of ist Preferred: Dr. Who

Has the patient been referred to this Speciality / Clinic for the same condition before: Yes O NoO
Has the patient previously been seen by this hospital? YesO No O Year:
Is the patient suitable for a Telehealth consult? (Rural / Remote Only) YesO NoO

Patient Details: Hospital No: (if known)
Family name: Anderson Medicare No:

First Name(s): David 413340027175
Preferred Name/Title: Mr

Previous Name (eg. Maiden): Ref No: Expiry Date: [/ 1
Retained: Yes O No O
[ P—— 3 Birth Date: 4/1/1955 DVA White O DVA Gold O
[L_seaich. ] [ Clear Search | [ Refresh ] [View Signature Country of Birth: DVA Card Number:
[ HCN | 7w | (e
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