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Key Clinical Guidelines and Tips

This guide provides you with key clinical guidelines and tips for your use of the Patient Portal.

Patient Portal Icon Guide

Ii Patient is registered and activated for the
Patient and may also be registered for one or more
of Medic Alert, Beating the Blues

m Patient is registered but not yet activated

l Patient is not registered

M Send the Patient an email

Secure Messaging Tips

Ask your patient to send you a secure message in
x number of days following a medication change
or to let you know how they are getting on
following a recent consult.

Health Goals - BP monitoring — patients can send
you details of their BP results using the
attachment in the secure message.

Rather than send abnormal results to the nurse to
follow up with the patient, send the patient a
secure message such as ‘your results are back,
please make an appointment to see me’. You are
also able to transpose a result into an email and
add your instructions.

If your response to a patients email is more than
3-4 sentences, or their request is too complex ask
the patient to make an appointment to see you
face to face.

Don’t file a significant result until you
have contacted the patient

If you have a result that is very significant, then do not
file it or add a classification until you have contacted
the patient. As an alternative tick the ‘Do not upload
to MMH’ button. Once you file the result it will be
viewable by the patient. If you do file it by accident,
you can tick the ‘do not upload to MMH’ OR the
‘confidential’ tick box and then ‘file’ again. This will
remove it from the patients view.

Don’t file a significant result or letter from
an external provider until you are aware
the patient has been informed

If you have a result or letter from an external provider
and you are not sure if the patient has been informed
of the outcome, then do not file it or add a
classification until you are aware the patient has been
informed. Refer to the options above to manage the
result




Comment on abnormal lab results

Patients go online to find their results. They do not
send emails asking about red “A” abnormal results as
long as the GP has made a comment in the result. For
example, an e-GFR may be mildly abnormal, but write
“kidneys fine’ in the result and patient will get the
message.

Have clear expectations about
anticoagulation

If you use Patient Portal for advising INRs and
warfarin doses make sure you have agreement that
this is what you will do. A standard phrase can be
useful. E.g., ‘INR 2.4: On4myg, continue 4 mg, test 1
month.

Patient Portal Status on Inbox Records

The Patient Portal green icon LLBI.IJ is displayed next
to the comment field on each inbox record,

Follow- up on emails/test results

It remains the practice/clinician responsibility to follow
up on any communications that you have sent to
patients that require a response. Add a task
(lightbulb) as a reminder to check for responses from
patients. You are also able to view unread messages
by going to your sent items in your inbox in the patient
portal. If the envelope is closed, the patient has not
yet opened the secure message

Make regular prn meds long term

Repeat prescriptions are a very useful part of the
platform, saving nurse or receptionist time taking a
message. Patients can only order medications ticked
‘long-term’ It is worthwhile keeping regular prn
medications as long-term so patients can order them.

Consult note viewing

Research has shown that patients having access to
their consult notes is appreciated by patients and in
many instances enable them to have better
understanding of their health and adherence to
medications. This can apply form the Go Live date or
when a patient registers thereafter.

Patients may spot errors in the record

Patients may well send you information asking to
update allergies or medications if they think there is
an error or omission. This is a useful quality control
measure.

Impact on daily workflow is not onerous
for most clinicians

So far, experience suggests that online services can
be managed within the normal daily workflow, where
you manage requests at the same time you would any
other incoming mail. Unless you are providing a large
e-consult or triage service then it would not seem
necessary to have separate time. On the whole this
should be a time saver by reducing the need for calls
to the patient. A secure email is faster and less at risk
of ‘capture’ by the patient for other issues.




Initiate sending a secure message to a patient

This guide will show you the different ways you can initiate a secure patient message to a patient on

The Patient Portal.

Step 1
In Medtech
1. Ensure patient in context is on the palette

Step 2

Click the = Icon to initiate a message to a
patient on The Patient Portal

! This will open a window inside Medtech to
compose a Patient Portal message

! You will also find this icon in the provider
inbox, patient inbox and daily record. Just

click the @ Icon to initiate a message to
the patient on the palette

@ Provider Inbox
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Step 3
1. Select correct Service from ‘Service Name’
drop down menu.

2. Enter the message

3. Click Send MMH email

':Qr.nmpm.- Tl Blane = el on=a (e nageiiyd lealbi) | 7|
B e

wiet |

uuuu

Subjecs

al=chrsanls

lezzage

Liendze lame.

i SAm T by sle

3RSk SHITE (M)

|Fatent Communicanan i

Compose llessage

OOE 1956-03-12 IH #. FVZJG604

|Patien” Cormm ~ication At
Lol S EIRIBIR SEISIEEE wEl A

Send MMH Email

F2IE-2574 MWeDReon Ciod! LIT. AN TRtz reanned

Cancel




Sending a lab result with a secure message

This guide will show you how to send a lab result with a secure message from the Provider Inbox.

Step 1
In Medtech
Open the Provider Inbox

These steps can be done as part of
managing your provider inbox

@ Provider Inbox

B Provider Inaax
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Step 2
Open the Lab result

Use the red up arrow in the inbox record to
ensure the correct patient is on the palette

Click on the “Send MMH Email” button

I This will transpose the lab results to an
Compose Email window

! This button is only available if the patient
is registered for the Patient Portal
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Step 3

Click into the message (at the start or end of
the lab result)

Type your message to the Patient

Click Send
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Receiving and Replying to Secure Messages

This guide shows you how to check your Patient Portal messages and reply to patients using secure

messaging.

All Patient Portal messages are saved in the patient’s daily record and patient’s inbox (MMH tab)

Step 1
1. In Medtech: Navigate to your provider
Inbox

2. Click on the ManageMyHealth tab

! You will receive a notification message in
your provider inbox in Medtech when you
have been sent an e-service message from
The Patient Portal. You will find the
message in the ManageMyHealth™ tab in
the Provider Inbox.

! The number next to this inbox name is
the number of new (unread) messages
you have in this inbox

@ MdTech-32 cmw”"_
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Clzims
Clivical

Immun zations

(33 petientRegister 3
Recall Germening

Gueue

@ Provider Inbox

Inbow  ManagetdyHealth [B] |

Step 2
Open the Message

! The patient message will only be sent to
the provider listed as the recipient in the
service setup.

@’Mﬁﬁm

rEEoBOE

Ihaox  ManagehuHealth (4] |

Date | Patient Typ=

9Jul 2014 :Ml Frank S5amson  Adhoc Message

14 Mar 2014 Mizs Charlene Abbott Email

20Feb 2014 \Wigs Charlene Abbatt - Recuest Repest Prescripticn
3Feb 2014 | Miss Charlene Abbott Request Repeat P ipti

Step 3
The full message will appear and give you
the option to:

a. File & Reply — File the message in the
patients’ inbox and reply to the
message from the Patient Portal

b. File - File the message in the patients’
inbox

c. OK — Do not file the message but will
be marked as read

d. Cancel

Select the appropriate action

! You must be registered and activated for
the Patient Portal to respond to Messages

Mv ManagelyHealth™
.TH

Patient has sent Secure Email
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Step 4

! If you select ‘File & Reply’, you will be
taken to the Patient Portal to respond to
the message

Enter your e-mail response into the message
body
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Step 5
1. Select a request status.

2. Click Send Message

I This status will only display if there is a
fee for this service. The item will not be
billed automatically; you will need to
complete this within Medtech if a cost is
involved.

Request Status 7 Billed and Close - Close without billing 2 Mesds More Info




Forwarding Secure Messages

This guide will show you how to forward The Patient Portal secure messages to another staff
member. This can be done for both emails and repeat prescriptions.

! If your practice has multiple locations in Medtech32, you are only able to forward a message to
another staff member in the same location as you

Step 1 I

i ; (D t=dTech 32 Compass Healo - Hidcenir=l I
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2. Click on the ManageMyHealth tab
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Step 3

E— T 1
a. Highlight the message you wish to e =
shilg ey T'EL 1 |
forward Inbos ManagebpHeath 7] |
Date |Patient [Type -
. . . 20 May 2015 Ms Susan Hanks  Email K|
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52|
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Audit information is available for each
forwarded message

Step 1
1. Right mouse click on the forwarded
message

2. Select Message Forward Audit

I The audit information will be displayed

@ Provder ks

EE-BOE

Irbos hi:a’ags }‘-iea‘h:‘El““ )

“escage Forward Audit

Date “|I ter:

21 Maw 2115 M: tusan Hank
10 May 2015 Mi.Jame: Smith

U Uct 2u14 M2 uaan Hanka

20 0ul 2014 Mz Susan Hanks

25 Oct 2014 Mz Suaan Hanka
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Receiving Repeat Prescription Messages

This guide shows you how to check your Patient Portal repeat prescription messages and accept or
decline these messages using secure messaging.

Step 1
1. In Medtech: Navigate to the provider
Inbox

2. Click on the ManageMyHealth tab

! Make sure you are in the provider inbox
of the provider who has been setup to
receive these repeat prescription
messages else you will need to filter the
inbox

! The number next to this inbox name is
the number of new messages you have in
this inbox
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Step 2
1. Double Click to open the Message

! Click the blue up arrow to put this

] &

Inbox  ManageMyHealth [25) |

patient on the palette and view their I [Patirt Lie =
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11 Jun 2015 M= Susan Hanks Request Repeat Prescripti
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To Approve All Medications in the message
1. Click Approve All

2. Click to add a note to the patient
against an individual medication if
required

3. Click File

4. The patient will receive a notification

message
! The message also displays other

information i.e. date of last consultation,
date last prescribed, any note from the
patient. Comments from the patient will

show as / in the Attn. column
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The medications will be repeated and
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To Reject All Medications

1. Click Reject All

2. Enter a note to Patient (mandatory field
for rejections)

3. Click File

! The patient will receive a notification
message in their email with further
information displayed in the activities
section of the their home page on the
Patient Portal
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To Approve or reject individual medications

1. Click the radio button to approve or
reject individual medications

2. Enter a note to patient under the
rejected medications (mandatory)

3. Click File

4. The approved medication will be
prescribed

The patient will receive a notification
message advising of the number of
medications that have been approved,
rejected, or still to be actioned.
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Message Read / Receipt Status

You are able to view if the patient has opened a secure message that you have sent. This applies to

both patients and practice staff

! This feature only applies to secure messages. It does not apply to comments in filed lab results

! It remains the practice’s responsibility to ensure that patients have received important

information. It is recommended that you also add a task (light bulb) as a reminder to follow-up

Step 1
Navigate to the Patient Portal by clicking on
the Patent Portal Icon on the tool bar in

Medtech32

If the icon is orange, on the main menu

W W mche dare Comousna

| 7 5 P B oue el - G Ts Mk S

T ECEFELT T

select ManageMyHealth/ Login to AN e amen i CE
ManageMyHealth
Step 2

Click on the Inbox under the Practice Menu

f; Search Patients
= Inbox
() My Appointments
o Post in Nofice Board

4 Group Message

My Profile
Step 3
i e ey i g
i 4 B st by Bt
Click the Sent Tab T o | x|
Subedt SeskDate
EUSAN HAMES Ao Hedeal Advice 20 ul 2u1L Uy o

If the envelope is closed, the patient
is yet to open this email

SLIRAN HARKS

SEAN HANKS

r
=
=
|
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|
n

I Tl P01 004
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Preview Pane

This guide will demonstrate how to setup and use the preview pane to view the body of messages

without opening the item

The preview pane is available for The Patient Portal Messages and SMS messages

The preview pane can be switched on or off and will remember the screen position and size

Step 1

1. Click the preview icon & | at the lower
left of your screen to turn on or off

! Red for off
IGreen for on

iEIick here to toggle Preview functionality

[f[ g [oem-pc

The Preview pane will open when you scroll
over an item in the daily record

@ Przview Pare

Subjact Medical Advice

HiDr Sam

My nack is still sore, any sugorstions?
Reooy

Thanics

Gue

! Where there is no preview, the preview
pane will still open

() Prev ew Pane

Mo preview zvailzlle
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Witholding Particular Items from the Patient Portal

It is possible to withold specific items from a patient record so that they are not included in the
patient’s Health Summary on the The Patient Portal. Items that can be withheld are:

1. Consultation Notes

2. Classifications

3. Medications

4. Inbox Items

5. Recalls and Vaccines
Items can be withheld at any time; either when it is first entered, or after it has been entered. For
items that are withheld at a time after they are first entered, the item entry will be removed from
the patient’s Health Summary on the Patient Portal at the next data synchronisation
(approximately every 15minutes but is configurable at each practice)

! Records marked as confidential will be withheld automatically from the Patient Portal.

Witholding a Consultation note

& New Consultation E=8 EoN 5
1. Open the Patients consultation note Main  More | pudi |
2. Select the More Tab Provider: [B
3. Select the ‘Do Not Upload To MMH’ When Seen: [14.Jun 2015 v] statTime:[1236pm  ~]
ChECk bOX. Location Type: JAt Practice [4F) _v“j Q
Consult Type: itonsult In Surgery [C) _v“j
Accident: ] ‘_i
[~ Corfidential - [~ Do Mat Upload to MMH
! This consultation note will now be Status: | E|
withheld from the Patient Portal. Inactive: [

o SFE

| Details

Witholding Classifications

& New Patient Classification

1. Open either the New Patient Main | sudi |

Classification (NPC) or View Patient Bead Code: [Hearng loss (F58.00 H
Classification (VPC) dialog for the Note:

classification to be witheld from The

Patient Portal [~ LongTem [ Highlight

2. Select the ‘Do Not Upload To MMH’ Severty: | E
check box. MansgedFlisk: [ Previous Risk:

3. Complete the remainder of the NPC or Qualfer | =l

VPC dialog as needed.

4. Select OK Date Onset: I "I [mthAr only)

Pravider: ISam E aves [SFE) |
Confidential: [~

&dd Fead Ta Cammmon Lisk [
Add To Patient Histar: [~

[1]4 I Cancel | &Mol Help |

I The classification will now be withheld
from the Patient Portal.




Witholding Medications

1. Open the New Patient Medicine (NPM)
or View Patient Medicine (VPM) dialog
for the medication to be witheld from
The Patient Portal.

. Select the ‘Do Not Upload to MMH’
checkbox.

. Complete the remainder of the NPC or
VPC dialog as needed.

4. Select OK.

! The medicine will now be withheld from
the Patient Portal. .

&3 New Paticnt Medication

Main | Audi | GMS: AdZ
M| g |Erythr0ny:in Ethyl Succinate 400mg Tak |
Dcsage: || tabs trzq | | I—en:ud:l
il I tabs ATNILINE:
Directinaz ;I
E
Hx:px:als.l o Opliors.. |

Mudniniztar : I

Initial Dispensing Penoc: I days

Da:

5

[# Prwidei Figible for £ Co-Fagmeat

Prrwirer Iﬁan’ Faves [SFF)

e 0f ssue:l'll Mar 2013 vl

=] T Preseined Futamally

External Provider: I I

Cloze Control [~ [~ Long Tem

Elassification:l j Confdential [~ ¥ Genedr: Suhstiotnn
Stat.ls:l LI I Do Mot Jpiosd t2 MMH
™ Recommendec by 53ecialst [ Patiert reets Endorzement Criteria
Specialst; I I liat= R ermmmenidert I "I
Previous Drug: I j
C AddoPesol | OK | dncther | Cancel | MIMS | Hep |

Witholding Inbox Items

1. Open the New Patient Inbox (NPI) or
View Patient Inbox (VPI) dialog for the
inbox item to be witheld from The
Patient Portal.

. Select the ‘Do Not Upload to MMH’
checkbox.

. Complete the remainder of the NPl or
VPI dialog as needed.

4. Select OK.

I The inbox item will be withheld from the
Patient Portal.

! Only items filed in the LAB and RSD Inbox
folders are included in the Patient Portal at
this time.

Iricnre [

Py 28 | zed | bee |

* [ L

Witholding Recalls/Screening and Vaccine
Terms for individual patients

Open the Screen

Select the ‘Do Not Upload to
MMH’ checkbox.

3. Complete the remainder of the
NPI or VPI dialog as needed.
4. Select OK
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Provider Guide

2 Provider Guide

MedTech and ManageMyHealth™ support 3 common single sizn on, meaning if you are logzed into
MedTech, you are automatically logzed into ManageMyHealth™.

when you have a patient in context, you can seeif a patient has a3 MMH record by the colour of the
MM H icon on your toolbar.

‘When the button is green, the patient has 3 ManageMyHealth™ record

B et 12 st i . |
£ Mob fopon ook s foba Mpsgbipied Coraseos GAT et

o T ) 3 (s el o el

MOUSE mwum 1)
BEMA Bnrmry Laved, 11ETEMAS, 21

You can set automatic replies from providers who do not wish to use E-messaging via MMH, or if
youw're Zoing on lzave. To do this, the provider maust;

1. cClick the MMH Icon on the toolbar

2. G to: Inbox/settings

3. This will; bring up signature, out of office and autorephy.

4. Ernter your auto or out of office message reply.

To withhold 3 singular classification, medication or inbox item from being uploaded to MMH, tick
Dio Mot Liplosd bo MIMH: [+

Checking MMH Messages on Medtech
Make sure you check your MMH Inbox regularhy for amy secure MMH meszages coming in from

patients. You will find the meszages in the ManagenyHealth tab in the Arowider inbox and can zee
howw mamy new messages there are by the number in brackets.

8 henderinber ==y ]
B2E B8

Grtvm  Marapedategth [N
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Ty [Pt Tree [ Tt Ticace :
| Ll il bia b b Bl | S E - | s Rl gy Hom el Pt

[ Fsh Tt Vi Chaplerad Al Pt Pirgett Prmpipion MR - Fgtae? bonpn 8 et o et el Pttt

tlfﬂli‘“ Moy [ b b Bl Hrapam i1 Aepemad Pie s iguduss EWH  Patenl sapael srpral paessagdum B erred Pl

(BiFek A s Choors Abdedt Hempae i) Hegmeosd Premegdems WUH - Paterdd segeil cepral puessoglem Heser=d Pustesa. -

Mote: You can also click the E loom to initiate 3 message to 3 patient on MMH
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Recall Contact List - Patient Portal Recall

Reminders

You are able to send Patients on the Patient Portal recall reminders via the Recall Contact List
! The Out box document recall templates must first be setup and linked to screening or vaccine

terms before this feature can be used

Step 1
In Medtech32:

Navigate to
Module/Recalls/Screening/Recall Contact
List
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Hubd lepst o Jhke: L

beridents

Becourts

Achvanced lorms ¥

Stull+Hs

Tl e
&

abnor

Step 2

Filter the recall contact with required
settings

Step 3
To generate recall reminders to The Patient
Portal

1. Click the MMH Icon

2. You will receive notification of how many
recall emails have been sent to Portal

! A recall reminder to the Patient Portal will
be generated for patients where
Patients registered for The Patient
Portal
Where a template exists
No contact has been made

! Continue to send recall reminders to
Patients not on the Patient Portal via your
usual system

Ersain

DAXWIARIR-ODOT

' @ Recall Contact

ST LR
Due ‘Nane 105}'521‘15 recal reminder to all MMH patientsl..LD_L'
H20im M e TSMITH K e 451 LFRRT T ara= To s ar
Waraing R M
f!-_ 3 of i Rerall RIMH-Frrail(s) will ot ke generated as then parients are net regist=red b MATH.
2 2%
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After generating the recall reminders via
The Patient Portal , the recall contact list

1 H 1 ] |La:l Cur Lauleal Lasl Cortavled Date CHIRR] = v [Renivns Smouee [Smoose DclclMMl' Sy
WI" be uPdated WIth the fo"ow'ng v MMII Cruai S lun 23 1 372 Unr=ad ¥
information ¥ MH Einai e Jun 203 13 |Umzal i

o 3 =
Iz 5= I
Last Contacted — MMH Email 5 o =
Contacted Date
The patients daily record and outbox will SFE
display that the recall has been sent Fiecall Letter - Cervical Smear MH
& ) =l
Tck|Date |Document|8ubiect |FOIder |F'r0v

I 14Jun 2015 C<MMH - Cervical Smear MH oo SR

Patients will receive the following
A notification alert in their email account
A recall reminder email in their The

Patient Portal with a link to create an
appointment for the recall

After the Patient views the email , update
messages will be sent back to the Provider
inbox in Medtech32 as follows

If an appointment is booked an
Appointment booked message will be
received

[ o
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[T
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If the message is read but no
appointment is booked a Read message
will be received

The recall contact list reminder response
column will be updated with
Appointment booked or Read




Patient Portal Screening Secure Messages

If your practice has activated screening terms on the Patient Portal, Patients are able to update their

screening measurements and send this information back to Medtech32 as a secure message into the

ManageMyHealth Provider Inbox in Medtech32 for review and filing.

! Screening download settings should only be set to manual download

Step 1
1. Openthe Provider inbox LS
2. Click: ManageMyHealth tab L O L R
3. Double click: on the screening
message you wish to review and
action
Step 2
4. Tick the screening term/s you wish to m*ﬁ __ e “
download M'n? ManageMyHealt
5. Click: Download Screenings, to update | ||
the patients record in Mt32 il
6. Click: File to file the message and

close the window

! If you don’t wish to download the patients

screening measurement to their record, Click:

File

daaded i WA L Kbk 32
Fraaning & g A

ddec o kAL

File || ok Cancel

Secure screening messages will display in the

patients daily record and the
ManageMyHealth Tab of the Patients Inbox

Any screening measurements that have been

downloaded will display in Patient

Screening/ManageMyHealth Tab
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