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QUICK

START
GUIDE

Creating and
Sending Letters
and Referrals

There are quick and easy ways for
you to save time using your EMR
software. This guide shows you
how to create and send letters
and referrals tor

MedicalDirector
Edition

You can look up a Specialist or GP messaging address as well as update your practice details on the
HealthLink User Directory addess below. If you require access to the HealthLink User Directory, please
contact HealthLink on 1800 125 036

HL Directory: https://secure.hlink.net.au/directory/login.php
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Before You Begin

Each Specialist or GP that you wish to send referrals to needs to have an address book entry with
a MDX Facility ID in Medical Director Systems. In the Address Book a site has a facility ID if there
is an &= icon against the address details.

You will need to be registered to use MDExchange with Medical Director, You will also need to
check that your registration includes being able to send. To check:

a) Select TOOLS> MDEXCHANGE> LICENCE DETAILS

MDExchange Management . = 2 x|

Status: CRegistered

 Practice Detais
Practice ID:

Practice Name: |infomatic Austraiia

Facility ID:
6NOL - |5WQQ - [2VRD - [VEEF - |QPFX - [ZVIA - [P2 |
~Licence Detais
Product [ Bony [ Send /Receve |
MDExchange 5/04/2017 Send/Beceve

If the status does not show as registered or shows “receive” only you will need to follow the on
screen registration instructions or contact MedicalDirector.

Creating a New Referral/ Letter
a) Select PATIENT> OPEN (F2)

%I MedicalDirector Clinical 3.16a

ML&BT@MWW&MM%%

b) Search for the patient you wish to send the referral/Letter for
c) Highlight patient and select OK

Select Patient From List i E
Enter patient sumame, chart number or phone number I™ Include inactive patients
ﬁ ™ include Next o Kin and Emergency Cortact
IDUMW W Search on chart number
[ Search on phone number
Name Gender | Chart Number Address Phone Number
Status: Active Ad | MNew | Delete | E | Meme | Cose |
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d) Select TOOLS > LETTER WRITER(F8) or the [B] icon
e) Select FILE > NEW (Ctrl +N) or the [D]icon

Z«?_{l MedicalDirector Clinical 3.16a - [Letter Writer - Patient Dummy]

mwmmmt Table Window Help
D I M e - 09 F &
Modify Template | : :
[ G save cui4s  [Vew Roman a2 B
- 2 1 2 3
L Bl Bl
Import..
Export...
E-mail »
Dasna Cats us

f) Select the name of your required templates from any of the tabs and select OK,

User Defined | Supplied | Summanes | e-Heath | Heathlin | Preview Template |

[ Bank Letter
[D Bark Template
R Bindabela_Test o B
#71CBH Outpatient Referal —
AT\ CERTIFICATE
ZTICERTIFICATE 2

Z™ Endocscooy Service
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#M) Gadsione Hospital Outpatient
@) MBH Referal S

__ Rename_|
_ Dot |
Fiter |
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Ok |
_ Cancel |

Rt L L

o2 ian e
e daams Bl L Simsaee

Sam s ki e

L e T
Boarm g it a Fn 1 Bk B et g 5 Bt

P e S g LR e
- ol et B aarnany ca Ly or humen

Wy mem e o el umant

ZAPapcin2 ks S e s
ZT)PAP CIN3

ZT)RBH Gen Ref

ZT)REF LET WITH PROG N
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g) Complete the letter/template as required e.g. adding the Addressee
h) Review your completed document. Any changes can be updated directly into the template.
Sending Your Letter/ Referral

Once you have Finished making changes to the letter/ referral you can then send your message
using MDExchange.

a) Click on FILE > SEND Via MDExhange or click on the [&4] icon located on the toolbar

Quick Start Guide: Creating and Sending: MedicalDirector 3
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D) Select TO...

Q-{l MedicalDirector Clinical 3.16a - [Letter V

&R cdt View Insert Format Table
D [ New... CHri+N g
Maodify Template... |
[ Esave Cules [V Send via MDExchange x|
ij| Sevessiempisit 2., Patient PATIENT DUMMY
g From: [Or Medcal Drector ]
Export...
— q To... | ))
E-mail B l
o
Page Setup...
&Pt Crriep Subject: [PATIENT DUMMY
Preferences... Sign With... IYwddmllsigingcerﬁcah
-"'me Send As: I'—-:' Test Fomnat =~
Send via MDExchange.. = Sendt EHF Previt I Cancel I
Y

c) Select the Address Book tab
d) Enter the name of the Provider/Clinic. The sites information will be show
e) Highlight the recipient and select To

O a—— F
Name  [Heathlnk Townsvile Practice Name: | Privateld: [
Catagory | v| Citysuburb: | Faciltyld: [
PostCode: [ Provider Number [ Seach | Clear Fitens |

Please note if the@icon does not appear next to the Addressee you will need to add them
in to the MDExchange Address book. You are unable to send to this site using HealthLink via

MDExchange if the [&4] icon does not appear next to the address.

f) The Addressee’s details should appear in the Recipients To area

g) Select OK
Recipierts

Cc-:ll ‘
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h) In the Send as section select Plain Text
i) Select Send

If you wish to add a CC please do so before you select send. See instruction Adding a CC
located in this quick guide.

Send via MDExchange 5’
Patient: PATIENT DUMMY
From: IM Lawrence Peterson E]

_To. | [Heathink Tounsdle
EEE
Subject: |[FPATIENT DUMMY

Sign Wth... | Your default signing certificate

—_—_ e 5
I™ SendtoPC Preview | Send D Cancel |

V3

You will see a bar showing the message being sent.

Once the message has been send you will be taken back to the Patients record and it will show
the details of the under the Letters tab.

] HMedicalDirector Clinical 3.16a - [Patient Dummy (66 yrs)]

[ Fle Patent Edt Summaries Took Cinical Comespondence Asmessment Resources Schar PCEHRL Window Help

= AR PADN IRW YO BB Sext@@ || [ GoMDRdennce |

{PA'IEHTDUHM’Y:E&m: d DOE: 010171950  Gender Female Oceupation: 'llhf\h‘l_']

T Smith Q. Smithtown New 2440 P Record No: [ " ATS

Morgos b [5 derges Adverse Reactors _._Jl’u-nml'h- Ethricity: |

Feactions jwh [7 Smckeer Hi Hey

" mﬂ..l jm: IHingt recorded as of 05062015 Facaly I

{Z) Summary | P, Cumert Fix | "5 Progress | £ Past history | Ilhmmll‘m.l Q Pap Test | 7] Cbateine | | Comespondence | S MDExchange | HL Hesthirk |
Preview -Ful = | Hide Preview t Move Location | Document Detalds | Send3MS | Scon = | Import = Print - Add | Delete  Search Refresh

1¢f 1 Records Salecs 2yl
Dute Croated | /|| Subject ¢ || Fecipient/Docior ¢ || Descripton || Comment 7l Tree (|| Sender/Provider ¢ | Notaion | Date Checked

Adding a CC
a) Select CC...
Send via MDExchange

Fatient: PATIENT DUMMY

From: | e Lawrence Peterson |
_To.. | [HeathinkTonnsvle
I
Subject: |PATIENT DUMMY
Sign With... | Your default signing certificate
et A -

I Sendto PCE Preview | Send |  Cance

I
4

b) Select the ADDRESS BOOK tab
c) Enter the name of the Provider/Clinic. The sites information will be shown

Quick Start Guide: Creating and Sending: MedicalDirector 5
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d) Highlight the recipient and select CC

Select MDExchange Recipients L8 5'

Name [HealthLink Townsville Practice Name: | Private |d: I
Category | ~| Citysuburb: | Facility d: |
PostCode: [ Provider Number | Seach | Cear Fiters |

oK | Cancel

,

(4

Please note if the @ icon does not appear next to the Addressee you will need to add them
in to the MDExchange Address book. You are unable to send to this site using HealthLink via
MDExchange if the [&] icon does not appear next to the address.

e) The Addressee’s details should appear in the Recipients Cc area
f) Select OK
You are able to add more than one CC by repeating steps b — d.

Recipients
[ To-> | |Heakhlnk Townsvile

g | [icformatix Ausiralia: >

Co ] om |,

a) Select SEND

send via Htxchonge X

Fatient: PATIENT DUMMY

From [Mr Lawrence Peterson |

To. | [Feathink Townswie

[co ] [romanrsie

Subject: [PATIENT DUMMY
Sign Wih... IYo;.rdefadtsigingoertiﬁcaw
Send As: | Prain Text =

You will see a bar showing the message being sent.
Once the message has been sent you will be taken back to the Patients record and it will show
the details of the under the Letters tab.
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& MedicalDirector Clmical 3.16a - [Patient Dummy (66 yrs]]
[) Fle Patent Edt Summares Tooks Okl Comespondence Assessment Resources Sidebar PCOHR Window Heb
=A@ PADS I PV @O0 BE e iEa@ | [ GoMORderence |
[PATIENT DUMMY (6 yeu) j'ﬂm:uwms&u Genger Femabe Occupation: | hhﬁm
——— = e 1 S
=] Pensen No: | Bty
| Semokang He: 7 Smokcer 11 No: S|
PCEHR: JHi not mcorded as of 06062016 Recals |
() Summary | R, Cumert R | %5 Progres | €3 Past histery | I Documents | i Oidscrpts | @ i | ' Pap Test | 3] Obstetne | ] Comespondance | 5 MDExchangs | HL Heasthink |
Preview -Ful = Hide Preview t Move Location | DocumentDetals | SendSMS | Scan = Import = | Print = | Add | Delete | Search Refresh
1¢f 1 Records Select 2l
Date Created | | Subject || Reciplent, Doctor ¢ || Description || Comment || Type || Sender,/Provder | Notaton ¢ || Date Checied

Tracking Sent Messages

It is Important if you are sending referrals or any other types of messages, to check that they
are actually being received by the recipient.

Once you have sent a message, the recipient's system will inform you, by way of an
acknowledgement. There are 2 ways of viewing a status of a patient’s e-referrals.

a) Select TOOLS > MDExchange > SENT Items

Patient Photo Options _ .
Healthlink »  Setup User Profiles...
Proxy Server Setup...

This will show the status of all Messages sent including CC’s. You are able to use the filters to
make a more individualised search

MDExchange Qutbox F x|
Al Messages = LastFortght = Al Recpients = [aF Pracumoners =| Al Panents = | (i) ce = x =
To [ From [Potert [ Subject [ Set [ sts | Sender |
Heakhlirk: Townsvile Mr Lawrence Peterson PATIENT DUMMY PATIENT DUMMY D6/062016 147 FM Accepted M Lawrence Feterson
Healhlink: Towngvile Mr Lawrence Peterson PATEENT DUMMY PATIENT DUMMY DE/052016 148 PM Accepted N Lawnence Feterson
Healihlirk Townsvile M Lywrence Paterson PATIENT DUMMY PATIENT DUMMY D06/062016 237 FM Teanshemed to Heatt N Lewrerce Paterson
Frformatox Austraka Mr Lawrence Peterson PATIENT DUMMY PATIENT DUMMY 06/D6/2016 237 FM Transiemed to Healt . Mr Lawnence Feterson

b) Within the patient file select the MDExchange tab. This will show only the OPEN
patients e-referrals. Th is will show the status of the messages sent including any CC's

%] MedicalDirector Clinical 3.16a - [Patient Dummy (66 yrs)]

[} Fle Patent Edt Summares Tooks Chrical Comespondence Assessment Resouces Sdebar PCEHR Window el

#=RABD e AN IRE @Ol BE @@ | [ Go MoRdeece |

[PATIENT DUMMY (€6 yrs) ~] [DOB: 01/1/1950  (Gandar: Famala " Occupation: | ok m

1 Smth St. Smithtown. New 2440 P Record No ATSE

Merges b [ s s oee Feactors =] Pension He: |  Ethnicky: |

Feactions | Smaking He 7 Smoker IHIMe: |

Wamings: :.I PCEHR: |Hinot rcoedad a3 of 06062016 Recalls

@ summarz | R, Cumert Ry | 67 Progress | £ Pastbistory | & Remats | [§] Letens | [ Documents | i Qidserpts | # jom | D Pip Temt | ] Obstetne |} Comeapandence HLHulmtl
11 Messages * LastMonth = Al Recpents = AlPractioners . ol 2 Y&

To [ From [ Patere [ Sutject [ Sere [22 ] Senger I
HeathLri Towrgvibe Mr Lawrerce Peterson PATIENT DUMMY PATIENT DUMMY 06062016 147 PM Accegied M Larwrenice Petermcn
HaathLirk: Townsvile M Lawrenice Paterson PATIENT DUMMY PATIENT DUMMNY 06062016 1:48 PM Accapted M Lanerenice Paterson
HeathLnk Towrsvile Mr Lawrance Peterson PATIENT DUMMY PATIENT DUMMY 06062016 237 PM Trarsiered to Heat Mr Lawrence Paterson
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The Status of the Referral Sent will be Updated as Follows

STATUS

MESSAGE PROGRESS

Awaiting Transmission

The message is sent the the practice server

Sent

Referral is sent from your practice server to the
MDExchage server

Transferred to HealthLink

Referral is sent from MDExchange to HealthLink

Accepted

The Provider/ Clinic has successfully received
received your referral

Failed Transfering
to HealthLink

Connection between MDExchange & HealthLink
Unsuccessiul. Please contact HealthLink for
further assistance.

Rejected by HealthLink

Incorrect EDI Address/ Message failed
HealthLink validation.

Contact HealthLink for further assistance.

For all queries, please call the
HealthLink Customer Support Line:

Monday to Friday (except public holidays) 8am- 6pm
Phone 1800 125 036 Support email: helpdesk@healthlink.net
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