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How to inactivate patients

................................................................................................................

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’
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How to inactivate a patient individually®

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

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

(LR STp== ITH =
| Sl
T Tl o il e Surmm Lar oy Dz el i Er o o W o
e ] (T Myt (54 ] ErE 1SAAYA =] W6 ]
HeL ¥ Malicwd S Lo Hebien armr
et a I A | - 1T R ] T -
1Y e e e ) e B Sl e G
AP < ey ™ e
1= i, il M i
Fimibar Liwgged e Teon bl B =)
o EEnm
= Frwrey - EETE TN -
[ (- [ EPoed Siotan
COTI——
L . E-E Pl ik
I_ Moo e ]
= e e
| P ey bl Py | Fewedileish | oA |
Adderw | Ewid Gdbes | e AL
Teeew L & Eoymdy Fosd T T T 1]
T
i
riit Burasiara Foall IR A T LM 20 B
frm Srmmcaas i, B (5
+ Muiocaidie il geee |l mes [ Gess |

Thttps:/www.medicaldirector.com/help,

Data cleansing using Medical Director Software



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

To activate inactive patients?

................................................................................................................

1. Select Patient > Search Patient (or Press F2). The Search Patient window appears.
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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.
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5. From the Status drop-down menu select Active.

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

Data cleansing using Medical Director Software




How to view inactive patients

................................................................................................................

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

rﬁdﬂlﬂﬁ‘ﬂfmliﬂ
Erter paliord sumarse. chard rumber or phrs rumber (Wlinchurde rucrve poseres

m B 7 it Mnt of Wi ired Ermsepeccy Cortact
|| Baprch on chan mameer
|| Eapreh an phene rombers

Mame Bge Gender DOt hlumber Adareas Prore Humber

Sredaren, Pre &m. F £ Bgrrmddy Flaed, Burclabary 4570

Andrews. Fred W M 3 Taboatven Strest. Bunciaber 4670 0450501502 Piome)

Audrwot Turabubes Wa M I Warrudy Rasd. Bundabang 470

Brwdogeen, Hodlexr .. F 234 George Srett, Bundaberg 4670

Andreses. Jemnier FLY T  Barnedy Foad. Bundsbeng 4570

Bradogeot, Jobni S L JWarnady Fasd Bundsbang 4670

Prvdrgwes, by Eam., F 5 Jefterson B Bursdsbery S5

Areirews. Mareen ¥nm. F 1 Mope Snest. Bundaberg #6570

Arokmay Haly 150 F Jiarridy Fasd Bandsbany 4671

Aredrews, Seata Thm.. F L Borrredy Floed, Bundaberg 4570

1| = ! L]

Seas: Active [ oK. | [ A || Mew || Dole || S || Mope | | Cows |

8 Data cleansing using Medical Director Software



How to merge patient records in Clinical®

................................................................................................................

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
c. Locate and select one of the two patient records (the primary patient) you wish to merge.
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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 |T
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Medical e
Director s ssys s am s st

E]m ikt Mo bl b piow e e Do

s https://www.medicaldirector.com/help,

Data cleansing using Medical Director Software


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

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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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 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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b. To Records Blood Pressure, Click on Blood Pressure Tab > Insert Manual or get BP readings from device >

Click Save.
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How to enter a coded diagnosis

...............................................................................................................

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

..............................................................................................................

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
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Note: when the condition is not in the list, select the condition that closest match and use the 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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