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NQPHN acknowledges the Aboriginal and Torres Strait Islander peoples as Australia’s First 
Nation Peoples and the Traditional Custodians of this land. We respect their continued 
connection to land and sea, country, kin, and community. We also pay our respect to their 
Elders past, present, and emerging as the custodians of knowledge and lore.
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Bulk inactivation

a. Ensure no patient files open

b. From main menu, click ‘Search’ > ‘patients’

c. Tick “Not seen since” > Enter a date > click ‘search’

How to inactivate patients
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How to inactivate a patient individually1

a. Select Patient > Search Patient (or press F2).

b. Locate the patient whose record you wish to flag as inactive as seen below.

c. Select the patient and then click “Edit”. The Edit Patient Details window will appear.

d. From the Status drop-down menu select ‘Inactive’.

e. Click ‘save’ to confirm

1 https://www.medicaldirector.com/help/
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1. Select Patient > Search Patient (or Press F2). The Search Patient window appears.

To activate inactive patients2

2 https://www.medicaldirector.com/help/
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d) From the Status drop-down menu select ‘Inactive’. 

e) Click ‘save’ to confirm 

 

To Activate Inactive Patients2 

1. Select Patient > Search Patient (or Press F2). The Search Patient window 
appears. 

2. Tick the “Include inactive patient” check box to display the inactive patient. 

3. Locate the patient whose record you wish to reactivate. 

4. Within the Select Patient window, select the patient and then click “Edit”. The Edit 
Patient Details window appears. 

 
 

 

 

 

 

                                                           
2 https://www.medicaldirector.com/help/ 

2. Tick the “Include inactive patient” check box to display the inactive patient.

3. Locate the patient whose record you wish to reactivate.

4. Within the Select Patient window, select the patient and then click “Edit”. The Edit Patient Details window appears. 

https://www.medicaldirector.com/help/
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5. From the Status drop-down menu select Active.

6. Click “Save” to confirm. This patient is made active.
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5. From the Status drop-down menu select Active. 

6. Click “Save” to confirm. This patient is made active. 

How to View Inactive Patients 

From the main screen > Patient > Select “Open” > in Search, click on inactive check box to 
display the inactive patient. 
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From the main screen > Patient > Select “Open” > in Search, click on inactive check box to display the inactive patient.

How to view inactive patients

 

    
Wentworth Healthcare Limited (ABN 88 155 904 975) provider of the Nepean Blue Mountains PHN. 6 

 

 

How to Merge Patient Records in Clinical3 

Warning: It is highly recommended that you perform a backup of your Clinical 
data before commencing any work on your data. A patient merge cannot be 
reversed. When merging patient records, it is essential that you are diligent 
when selecting and confirming the records to be merged. 

Steps 

a) Select Patient > Open 

b) The Select Patient from List window appears 

 

 

                                                           
3 https://www.medicaldirector.com/help/  
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Warning: It is highly recommended that you perform a backup of your Clinical data before commencing any work on 
your data. A patient merge cannot be reversed. When merging patient records, it is essential that you are diligent when 
selecting and confirming the records to be merged.

How to merge patient records in Clinical3

Steps

a. Select Patient > Open

b. The Select Patient from List window appears 

c. Locate and select one of the two patient records (the primary patient) you wish to merge.

3 https://www.medicaldirector.com/help/

d. Click on Merge > The Merge Patients wizard appears.

Note: The patient’s External ID number, Date of Birth, and Address are listed to assist with identification.

e. Select the second patient to merge from the list.

f. Select the patient that you wish to keep.

g. Click Next > you are prompted to confirm that you are ready to merge to the patient records.

h. To complete the merge process> Click finish
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c) Locate and select one of the two patient records (the primary patient) you wish to 
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h) To complete the merge process> Click finish  

Note: 
(Optional) Use the Source field to see where the secondary patient record has come from. 
This assists you in determining exactly which patient record you need to keep. The following 
options may be present:  

Billing - If the second patient has come from a billing package.  

External - If the second patient was imported from another file (perhaps from another 
surgery).  

Locum - If the second patient was imported using a third-party locum service. 

Medical Director Clinical - If the second patient was originally created in Clinical.  

Pathology - If the second patient was created automatically upon importing Investigation 
Results; if you import results for a patient that doesn't exist in your patient database, Clinical 
will automatically add the patient to the Patient Database. 

View demographics button to open a window of more-detailed demographic information for 
the selected patient. 

  

https://www.medicaldirector.com/help/
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Note:

(Optional) Use the Source field to see where the secondary patient record has come from. This assists you in 
determining exactly which patient record you need to keep. The following options may be present:

Billing - If the second patient has come from a billing package.

External - If the second patient was imported from another file (perhaps from another surgery).

Locum - If the second patient was imported using a third-party locum service.

Medical Director Clinical - If the second patient was originally created in Clinical.

Pathology - If the second patient was created automatically upon importing Investigation Results; if you import  
results for a patient that doesn’t exist in your patient database, Clinical will automatically add the patient to the  
Patient Database.

View demographics button to open a window of more-detailed demographic information for the selected patient.
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a. From the patient file, Double click on Allergies/Adverse Reactions.

» If the patient has no “No Known Allergies/Adverse Reactions < Tick this option.

» If the patient has known Allergies > Click add > Add Allergy / Adverse Reaction > Choose one of the following:

Search by Drug / By Class / Other
> Describe the nature of the reaction > indicate the type of reaction > Indicate the Severity of the reaction  
> Click Ok, then > Click Save

How to record allergies 
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How to Record Allergies 

a) From the patient file, Double click on Allergies/Adverse Reactions. 

- If the patient has no “No Known Allergies/Adverse Reactions < Tick this this 
option. 

- If the patient has known Allergies > Click add > Add Allergy / Adverse Reaction > 
Choose one of the following: 

Search by Drug / By Class / Other 
> Describe the nature of the reaction > indicate the type of reaction > Indicate the 
Severity of the reaction > Click Ok, then > Click Save 
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How to record height, weight, waist, and blood pressure

a. To record Weight, Height, Waist and Blood Pressure from the patient file: Go to Weight Tab > Click on Weight 
Calculator > Record Measurements: Height, Weight, BMI, Waist, Hip > then Click Save
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How to Calculate Weight, Record Height, Waist and Blood 
Pressure 

a) To record Weight, Height, Waist and Blood Pressure from the patient file: 
Go to Weight Tab > Click on Weight Calculator   > Record Measurements: Height, 
Weight, BMI, Waist, Hip > then Click Save 
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b. To Records Blood Pressure, Click on Blood Pressure Tab > Insert Manual or get BP readings from device >  
Click Save.
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b) To Records Blood Pressure, Click on Blood Pressure Tab > Insert Manual or get BP 
readings from device > Click Save. 
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To add in a coded diagnosis in Past History
The following steps demonstrate how to Inactive patients with bulk Inactivation.

a. From patient file > go to Past history > Click on ‘+’

b. From Condition > Pick up from list “coded diagnosis”

How to enter a coded diagnosis
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Steps
The following steps demonstrate how to Inactive patients with bulk Inactivation.

a. From patient file > Current Rx tab > Click on Reason for Medication >

b. Pick from list (coded) > Select the reason for medication from the list >

c. Save in Existing Past Medical items > Click Ok

Note: when the condition is not in the list, select the condition that closest match and use the comment box to fill  
in details.

How to add a coded diagnosis while adding a prescribed 
medication
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How to add a coded diagnosis while adding a prescribed 
medication 

Steps 
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comment box to fill in details. 
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To avoid duplicate conditions in past history while prescribing 
medications

From main screen, Tools > Options > Select Prescribing tab > Untick “Save in past medical history” & untick “Preselect 
Save as reason for contact” > Save.
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To avoid duplicate conditions in past history while prescribing 
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From main screen, Tools > Options > Select Prescribing tab > Untick “Save in past medical 
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e: support@nqphn.com.au
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