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1. How to Inactive Patients

HOW TO INACTIVE PATIENTS - BULK INACTIVATION

From the main screen ensure no patient files open, click Utilities and select Search.
Select Visits

Select dates from & To and tick NOT (meaning NOT seen during that period)

Click Add then OK

INIEINES

Visits Immunisations I Pap smears | Observations I Famity/Social |

ﬂ Run queny |

Seen by: I;i'-,ll users *| I includs inactive providers

From: ¥ 02008 7]

To: [ 12207 =]

O AND OR & NOT Add |

Condition |

QK Cancel

5. Select Run query

tP[urﬂ
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.E. Database search [_ o]
File Help
Ly | B
Setup search:  Demographics | Drugs Conditions \isits Immunisations |  Papsmears | Observations |  Family/Social |
salQuen:  [SELECT- = [Aunauey |
FROM BPS_Patierts
WHERE StatusText = "Active’ Load query
(ORDER BY sumame, firstname
Save query
Ly |
™ Include inactive patients ™ Includs deceased patients IZB matching records
Mame Addiess D08 Age Medicare No tedicare expir File Wo._ &
Abhott, Anastasia Rose 12 John St, Albarty Creek. 4035 01/06/1970 7yrs 4133180467 - 4 3112/20n8 104
Abhott, Benjamin James 12 John St, Albarty Creek. 4035 26/01/2003  14yms 4133180467 -3 3112728 103
Abbott, Madeline Jane 12 John St, Albarty Creek. 4035 14/02/1578  39yrs 4133180467 - 2 31127208 102
Ackerman, Ashley Francis 71 Bilabonger Road, Willawong. 4110 10/07/1980 I7yrs 4133178947 -1 31/10/2022 7893
Ackermann, Maree Aleisha 71 Bilabonger Road, Willawong. 4110 06/08/1981 36yrs 4133178947 -2 31/10/2022 7894
Adams, Felix Alexander 35 Yamabine Road, Landsborough. 4550 30/12/1928 88yrs 4133180466 -1 31/01/2005 245
Ahem, Jason Patrick 17 Seymore Ave, Bertleigh. 3204 31/05/1977 40ys 3500158284 -3 31/03/2007 587
Ahem. Rhonda Joan 17 Seymour Ave, Bertleigh. 3204 06/06/1938  79yrs 3500158284 - 2 30/06/2008 986
Aldridge, Mffred Charles Lazy Lakes Nursing Home., 4 King St. Launceston. 7.24/01/1508 109yrs 5500064971 -1 31/07/2007 781
Affreds, David Charles 481 Spence St, Owdey. 4075 19/03/1930 7yrs 4133180466 -1 30/11/2006 5781
Affreds, Gwenda Elizabeth 481 Spence St. Owdey. 4075 16/02/1933  B4yms 4133180466 -2 30/11/2006 9782
Allen, David Charles 22 Star Street, Fremantle. 6160 06/10/1960  57yrs 2234567891 -1 30/05/2004 6749
Allen, Fay Ellen 8 Grey 5t. Fremantle. 6160 12/07/1940  77yrs 2234567891 -1 30/06/2005 3346
Allen, Janelle 22 Star Street, Fremantle. 6160 24/01/1969 4By 2234567891 -1 30/05/2004 6750
Allen, Jessica Cate 22 Star Street, Fremantle. 6160 08/01/1932  25yrs 2234567891 -4 30/09/2004 6751
AMOS, TEGAN 33 Tomago Ct, Wattle Grove. 4610 25/08/2017  3mths I 66
Bamett, Frances Ann 23 Gregory Street, Wynnum. 4178 16/09/1972  45yrs 2294247001 -1 31/08/2006 578461
Bishop, Rose 89 Gavin Street, Rutherford. 2320 24/01/1526 91y 2294247003 -1 307112019 789464
Bryant, Leonard 32 Lonely Lane, Bankstown. 2200 06/06/1956  61yrs 2294260071 -1 30/05/2019 66604
Costello, Kathleen 36 Reed Street, Bendigo. 3552 03/11/1962  55yre 3500158281-2 311072020 789462

6. From File select from the dropdown menu Mark as inactive
7. Select Yes to confirm that all patients on this list will all be inactive

_:E‘ Database search

File Help
= ~
aHy || B
Setup search: Demographics | Drugs Conditions Visits Immunisations Pap smears | Observations |
SQL Query: SELECT * d Run query I
FROM BPS_Patients
WHERE StatusText = "Active” Load query |
(ORDER BY sumame, firstname
Save query |
= _Newany |
™ Include inactive patients [T Include deceased patients IZE matching records
Mame Address D.0.E. Age Medicare Mo. Medicare ¢
Abbott, Anastasia Rose 12 John St, Albany Creek. 4035 01/06/1970  47yrs 4133180467-4 3111272011
Abbott, Berjamin James 12 John St, Albarty Creekc. 4035 26/01/2003  14yrs 4133180467-3 3Az20
Abbott. Madeiine Jane 12 John St. Albany Creek. 4035 14021978 39yms 4133180467 -2 Iz
Ackerman, Ashley Francis 71 Billabonger Road, Wilawong. 4110 10/07/1980  37yrs 4133178947 -1 3110/.202
Ackemann, Maree Aleisha 71 Billabonger Road, Willawong. 4110 060841981 36 yrs 4133178947 -2 310202
Adams, Feloc Alexander 35 Yamabine Road. Landsborough. 4550 301241928 B8yrs 4133180466 - 1 31/01/200
g ol S o
Ahem, Rhonda Joan 17 Seymour Ave, Bert Mk b, > 20087200
Aldridge, Affred Charles Lazy Lakes Mursing H 71-1 31/07/200
Affreds, David Charles 481 Spence St, Odey Al patients in this list will be marked as inactive! 66- 1 30/11/2001
Alffreds, Gwenda Flizabeth 481 Spence St, Ondey Are you sure you want to continue? 6-2 30/11./2000
Alen, David Charles 22 Star Street, Fremar 891 -1 30/09/200:
Allen, Fay Hlen 8 Grey St, Fremartle. £ 851-1 30/06/200!
Alen, Janelle 22 Star Street, Fremar 891 -1 30/09/200:
Alen, Jessica Cate 22 Star Street, Fremar o | 891-4 30/09/200:
AMOS, TEGAN 33 Tomago Ct, Wattle £
Bamett. Frances Ann 23 Gregory Street, Wynnum. 4178 16/09/1972 45yt 2294247001 - 1 31082000
Bishop, Fose 89 Gavin Strest, Rutherford. 2320 24/01/1926  Flyrs 2254247003 -1 30117201
Bryart, Leonard 32 Lonely Lane, Bankstown. 2200 06/06/1956  61yms 2294260071 -1 30/09/201!
Costello, Kathleen 36 Reed Street, Bendigo. 3552 03/11/1962  55yrs 3500158281-2  31/10/202
Dina, Malak 256 Orana C, Blakehurst. 2221 11/09/1930 7 yrs r/
Franklin, Leanne-Marie 1 Happy Street, Happy Valley. 3360 18/10/1962  55yms 2666666666 - 1 30/411/201!
Jones, Annie 123 Hliott 5t, Newcastle. 2300 12/05/1982 35yme £
Marshall, Sandra 450 Richard St, Kings Cross. 2011 12/02/1972  45yms 5500064571 -1 b
Moore, Mandy 68 Bridge Road, Noosaville. 4566 11/04/1966  5lyms 4172401287 -1 £k
Smith, John 123 Campbell Road, Campbeltown. 2560 01/12/1955  62y= r/
Test, Test Mjhfuisfgiushgujg, Hodfujhgd. 2345 201041970 47yms bl
Toomey. Shirey 2 Coal Street. Bankstown. 2200 01/10/1955  62vrs £
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HOW TO INACTIVATE PATIENTS INDIVIDUALLY

1. Open patient file. F10 (edit screen) then mark as Inactive and Save.

£, Edit patient
Title: IMiss j Health |dentifier:

Family name: . INberts HI Status: j I j

Given name: - Igﬁﬂaw Medicare No. |ﬁ5ﬂ|}‘|‘|[}5[)1 IRM: I?_ Expiry:l

Middle name: I Pension/HCC MNo.: I Expiry: II_ 1,/12/20 "_'j
Prefemed name: IBﬁﬁBW Pension card type: I j

Date of Birth: ||7 2/06/1996 vI Age: [Plys DVA No.: I j Eonglitionsl
Sex: IFemaIe vI Safety MNet No.: I

Ethnicity: Record No.: I Patient |D: |2-|
Address Line 1 [10 Williams Road Usual doctor: I vl

Address Line 2: Deny access to other users r

City/Suburb: IDarwin Postcode: Igm Usual visit type: I i I

L«

Postd Address: I Usual account: lm
City/Suburb: l— Postcode: l— Health Ins. Fund: I _I
Home phone: Im Work phone: Ii Health Ins. No.: I Expiry: II_ 1/12/20 ‘.Tj
Mabile phone: I— Contact via: Iﬁ Religion: I
[T Conzent ta SMS reminder Head of family: Pohn Aberts S_Etl
E-mail: I Next of kin: | Sil
General notes: ;I Emergency contact: | Sil
Occupation: St

=l | mmmiaged for CTG PBS Co-paﬂ_.mlrelief
Appoirtment ;I % [T Deceased
retes: D ate of death: — 2017 Cause |

;I Beferal details I Bank account |

[ Update address of all family members
[ Update address of all cumently at original address
* These name fields are used for Health |dentifier lockups.

Medicare/DVA gty check |

Caneel |

¥ Best Practic
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HOW TO VIEW INACTIVE PATIENTS

1. Main menu Select File and select Open patient from dropdown
2. Enter patient name and tick Show inactive patients

?‘ Open patient E
Search for: IN @ Name/DOB " Medicare No. " Record No.
b jE./E
¥ Show inactive patients ™ Show deceased patierts

Marne: Age Address DL.0E Record No e
Abbett, Anastasia Rose A7 yrs 12 John St, Albany Creek. 4035 01/06/1970 104
Abbett, Benjamin James 1dyrs 12 John 5t, Albany Creek. 4035 26/01 /2003 103
Abbott. Madeling Jane IGyrs 12 John 5t. Albany Creel. 4035 14/02/1578 102
Ackeman, Ashley Francis 3Ty 71 Billabonger Road, Willawong. 4110 10/07/1980 7893
Ackemann, Maree Alsisha 36y 71 Billabonger Road, Willawong. 4110 D6/08/1981 7894
Adams, Felix Alexander 88yrs 35 Yamabine Road, Landsborough. 4550 30/12/1928 245
Ahem, Jason Patrick Alyrs 17 Seymore Ave, Bertleigh. 3204 31/05/1977 987
Ahem, Fhonda Joan THyrs 17 Seymour Ave, Bertleigh. 3204 D6/06/1938 586 3
Alberts, Brittany 2ym= 10 Wiliams Road, Darwin. 801 02/06/1996 i
Alberts, Jackson 17 yre 10 Wiliams Road, Darnwin. 801 20/09/2000 |
Alberts, Joanna 47 yrs 10 Wiliams Road, Darwin. 801 30/07/1970 i
Alberts, John 48yrs 10 Wiliams Road, Darwin. 801 16/10/1969 |
Alberts, Leon 2ym= 10 Wiliams Road, Darwin. 801 14/02/1530 '
Alberts, Michaela 2ym= 10 Wiliams Road, Danwin. 801 2371171988 I
Alberts, Rochelle 26y1s 10 Wiliams Road, Darwin. 801 01/08/1991 !
Alberts, Tamara 23yrs 10 Wiliams Road, Darwin. 801 16/12/1993 i
< | o

Open View details Add new Add to famity Cancel |

HOW TO ACTIVATE INACTIVE PATIENT

1. Find inactive patient- as seen in How to view inactive patients. Open patient file and select F10
(to edit). From Edit patient screen, untick Inactive and Save.

b [mis =] Heath idertiier

Famiy name: . [Abets HI Status [ = =
Given name: - |E"“EW Medicare MNo. [5500110501 IRN: |7_ Expiry:

Middle name: I Pension/HCC No : I Bxpiry: Il_ 1412 Qii_j
Prefened name: [Bigany Pension card type | |

Date of Bith m Age IZWT DVANo.: |— l—L[ Condtins
Sex: [Ferae =] sdeyNetto: [
Ethnicity: I j Record No.: l— Patient ID: lm—
Address Lne T [10 Willams Read Usual doctor =

Address Line 2: Deny access to other users =

City./Suburb: |Dam.in Postcode |3m Usual visit type o

Postal Address: | Usislaccount:  [Pracicsfes  ¥]

City/Suburb: | Postcode I Heatth Ins. Fund I .
Home phone:  [[523650491 | Wer phone: | Heshimsio: | Boiy: [T 1r1272017F]
Mobile phone: | Cortact via: [ = Religion: -

I Consent to SMS reminder Headoffomiy.  [ohnAbets | sat
i [ Next of kin: =
ity ;l Emergency contact: ’7 Set
Occupation:  |=

I™ Registered for CTG PBS Co-payment relief
I~ lnactive; ™ Deceased

Deteofdeathe [ zm02017 2] |G

K Referal details | Bank accourt |

™ Update addrsss of all family membars Medicare/DVA sighity check |
™ Update address of all curently at original address

* These name fields are used for Health Identfier lookups. Save Cancel

H
Appointment &
notes B

ol
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2. How to merge duplicate patient files

1. Main menu, F10 to view patient list
2. Search patient and highlight patient file you want to keep
3. Select Edit and from the drop down menu select Merge

£, Patient list [_ o] x]
File Edit Utlites View Help

®
Search for: IAMOS| J I Show inactive patierts ™ Show deceased patients
Name Address 008 Age Medicare No. M =
AMOS, TEGAN 6 Orana Cresc, Blakehurst. 2221 Iy

1

i

View details Addnew | Addtofemly | Delte |

4. Select Yes

Merge patients

@™ You must now select a patient to merge with the currently
'-e-' highlighted patient.
= The selected patient's data will be merged into the highlighted
patient's record.

Merging patients is permanent and cannot be undone!

Are you sure you want to continue?

5. Search patient name. Select file that will merge (no longer appear) and this will confirm merge

? Merge patient

2t Select the patient to merge with

Search faor: IAMDS' TEE
[ ame External [0 | Age | Addrezs
0 days & Orana Crescen|
AMOS, TEGAN 0 days 33 Tomago Ct, W

Note: In this case Amos Tegan with address
33 Tomago Ct, is the file that will remain.

snhn.org.au
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3. How to Record Allergies

1. From patient screen click on Reactions

3 ? Mr. Test Test

File ©pen Request Clinical Yiew Utilities My Health Record  Help

|P9PY [ 2:la0=40 Q@M ®

Mame: Test "Tes" Test DOB.: 204041956 Age: 60w
Address: Mihfuisfgiushgujg Hodfujhgd 2345 Phone:
Medicare No: Record No.: 55 Pension No.:
Occupation: Tobacco: Ex smoker
Blood Group:
Mlergies / Adverse Drug Reactions: Reactions | Notifications:
ltem | Reaction | Severty | Type | Due |
Nil kemown Reminder sent 13702720017
Expand | Collapss | Seen by: |Dr Frederick Findacurs

2. If there are Nil Known Allergies tick the box to indicate this then click save

L, Allergies/Adverse reactions

ftem | Reaction | Severity |
Comment: ;I
=

Add Edi | Dekie |

¥ Nil known Save I Cancel |

3. If the patients does have an allergy click on Add and select the allergy. Fill out the Nature of the
reaction and the Severity then save. Repeat this step if the patient has multiple allergies.

snhn.org.au
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|

Search: I
' Drug class ftem :l
ACE Inhibitors -
Adenosine receptor agonists
" Ingredient Aldose reductase inhibitors

Alpha adrenergic blocker
Alpha glucosidase inhibitors

= Specifi duct
pechic produ Aluminium containing compounds

Aminoglycosides
" Non drug Aminothiols -

| | »
™ Other I
Nature of reaction: I j
Sewverity: I j
Comment: ;I

[ -
Save | Cancel |

4. How to record Height, Weight, Waist and Blood Pressure

Note: there are multiple ways to record Height, Weight, Waist and BP - as seen below

Option 1. from patient screen click on the stethoscope icon. Record relevant observations.

2o 0 PEO(QME S @ B [mmiml o T
= [ 0185 Age: S0 E"I"-it‘. Eﬂ.’ﬂ— =

o Vi 25 [ =

o

est

™
AR evo

Practice

on in medical software
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Option 2: Alternatively add in Observations from the right side of the screen by clicking on General
then filling in relevant information.

£, History & Examination
/ History:
En Fever [Tves [ he  Lethargy [Tives [ Mo Malaise [“hves [ ho
P Ancraxia [ves [ ho  teusea [ves [ o Giddiness [ ves [ o
& wotkss [ Tos [T Wontown  [Tvos [o econibewst [ Tvou o
Respiratory
" | Gastro-rtestinal Examination:
@ Cinicaly anaeric [“ves [no Juunciced [ ves [ o 7o
q B e Ez | ‘ Cartiovasculsr
. K] Bood Presswre:  Stirg [ /[ () Respratoy
% s [ /[ - F——
. ing [T/ @cns
. - [ [ e [—] -
By Weghtkol [~ Heom) [T BSL 'l | Q ENT
2] ¥ — ®ce
52 Waist measurement Hip measurement 05 50
n ®
f Derydration. I Yes ™ Ne € /M&:uhd‘ﬁdul
0z %
. saon [ - -
Paych
o

Option 3: click on Observations on the left, then Add to fill in relevant information.

Allergies / Adverse Drug Reactions: Reactions | Motifications:
ltem | Reaction | Severity I Type | Due | Reason
Nil known Reminder sent 13/02/2017  Careplan Sent on 17/05/2017

Bpand |  Colapse | Md | Eit | Deee | P | Geph |

F (g Mr- Test Test
| "
|:| L | (2382017 | 25/08/2017 |
EEI----@ Past visits Temp 38
- Fulse
EH-@” Current Rx B 120/35
- N EP (Standing)
[+ % Past history BP (iymg)
%ﬂ\\\ Immunisations Resp
BSL
Investigation reports Height 160
Weight 65
; - BMI
- Comespondence Out Head Circ.
B Waist
[2a) Past prescriptions Hips
E Waist/Hip
/ Observations Chest (Inspiration)
Family/Social history ﬁﬂ;;tg’&q)imﬁon}
Clinical images K10
Diabetes risk
=] Enhanced Primary Care 02 Saturstion
Healt PEFR
Q’ v CV risk 14
- Medication reviews
|5 Care plans
Diabetes Cycle of Care
GD Dementia Assessment

¥ Best Practic

tien in medical 5.
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5. How to record Enter a Coded Diagnosis

To add in a coded diagnosis in past history
1. Open patient file and select Past history. Click Add

Bpand |  Colapse | Ad | Edat Delete B
....... [En fy' Date Condition | Severty |
:l L il Chronic Kidney Disease, Stage 1
[ Past visits Reflux cesophagitis Mild
5 Hypertension
|:—:|,:‘_J Current Rx Diabetes
S 02/03/2004  Asthma Mild
-------- [> Ficotide 250 CFC-Free 250meg Inhaler | 1521095011 Throat pain

Karvea 300mg Tablet 1 Daily 131072011 Diabetes Mellitus, Type 2
06/06/2017 Head injury
Lipitor 40mg Tablet 1 Daily with meals £

: Losec 20mg Tablet 1 Daity

------- D Wentolin CFC-Free 100mcg./dose Inhale
- 8

|_:_| [) Active

------- E} Chronic Kidney Disease, Stage -
------- D: Reflx oesophagitis

Il

------- D‘l Hypertension
"""" D i Date | Condition | Severty |
....... [;\, 02/03/2004 Asthma Mon insulin dependent Diabetes Mellitus
1957 Left Athroscopic Meniscectomy
------- D‘: 25/03/2011 Throat pain 09/06/2004 URTI

------- [> 13/10/2011 Diabetes Melitus, T | [22/0%/2011  Abrasion

....... [> 06/06/2017 Head injury

2. Search condition and select from the list
*Tick Include in summaries- Unless it is already in past conditions- to avoid double up
**Tick Save as reason for visit - If applicable

TO ADD A CODED DIAGNOSIS WHEN PRESCRIBING A MEDICATION

Open patient file

Current Rx and click Add. Fill in all information and click Next

In Reason for prescription enter first few letters of the diagnosis and select from the list
Tick Save as Reason for visit

Add to diagnosis if needed

Tick Add to Past History - Unless it is already in past conditions- to avoid double up
Select Finish

NOOA N

Note: In cases where the condition you've searched is not on the list, please select the condition
that is the closest match and use the ‘further details’ section to add comments

snhn.org.au
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£ Mew Rx - Warfarin 1mg Tablet B

Reason for prescription: ||

&' From existing condtion list ' New condttion

Search: Femward search | Synonyms
BE P
ason | I Leit = Fight I Eilateral
Abrasion T Acute = Chroric
Arthroscopic Meniscectomy
Asthma = Mid [T Moderate [T Severe
Chronic Kidney Disease, Stage 1 Fracture:
Diabetes
Dichetes Melitus, Type 2 I~ Displaced [T Undisplaced
Head injury T Compound [T Comminuted
Hypertension =
Mon insulin dependent Disbetes Melitus = Spiral [T Greenstick
Reflux oesophagitis LI
T I Add to Past History
Further details: T Active T Inactive
=] T Corfidential 7 Includs in summaries
T Sendto My Health Record
¥ Save as Reason for visit
¥ Add to d
F Sl Product Information I
H oMl

<Back | Feeh |

Another | Cancel |

HOW TO AVOID DUPLICATE CONDITIONS IN PAST HISTORY AND REASON FOR VISIT

WHEN PRESCRIBING MEDICATIONS;

Main screen, click Setup, select Preferences
Click Clinical icon

Untick Always add to past history

Untick Always Save as Reason for Visit

NN

£, Bp Premier

File Clinical Management Utilities View Setup Help

PEPME Usulasd@ M

£, User preferences x|
User name IMr. IT Technician | Clone |
I
J Today's notes font: IA“EI =l I-”} =]
General Usual visit type I j
1 Default temperature site: I j
Initial focus in Observations window @ Pulse € Sitting BP
Lett
= ™ Allow blark notes ™ Show "MNon visits'in Past Vist list
2 ¥ Prompt f no notes recorded ¥ Display Outstanding requests in patient record
i =l [~ Enforce entry of Reason for Visit when closing patiert record [ Use bald font for Allergies and On screen comment
Prescribing ¥ Prompt for Reason for Vist when closing patient record ¥ Load PMH favourites on opening New PMH window
I Dont start timer on opening record ¥ Expand Currert Rx and PMH in tree view
I~ Dont record visit length ¥ Separate PMH inta Active and Inactive in tree view
Clinical ™ Reason for vist at top of notes I Expand Inactive PMH in tree view
™ Use SOAP headings for History and Examination ™ Open the PMH window with the curser in the date field
a ™ Load SOAP headings on opening notes
Pathology
¥ Send reminder for influenza vaceination
Diagnosis window Procedure window:
Imaging ¥ Always "Add to Past history’ [V Aways 'Add to Past history’
[V Mways ‘Save as Reason for Vist' [V Mways ‘Save as Reason for Vist'
Reason for Visit window: Past History window:
¥ Atways ‘Add to Past history’ ¥ Aways 'Save as Reason for Vist'
Save Save & Close Close
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