Using the Word Plug-in
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Using Word plug-in

Note:

Or@installed, the Word plug-in feature gives you an icon in Microsoft Word to send your letters.

1. In Word 2003 the Interface will look like below.
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In Word 2007 the interface will look like below. If you would like the Word plug-in on the Quick
Access Bar, just right click the Word Plug-in toolbar and select Add to Quick Access Bar in the
menu.
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In Word 2013 the interface will look like below. A new tab called Medical Objects (or Add-Ins in
older versions of the Word Plugin) will be created in the program on installation of the Word plug-
in. If this tab does not appear, Please contact the Medical-Objects Helpdesk for assistance on
(07) 5456 6000.
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. Write your letter in Word and then select the Send button. If you use the keys RE: and DOB:,

the patient details will automatically be added in the next section.
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Medical-Objects Test Surgery
Suite 15/ 102 Wises Road
] Maroochydore, QLD, 4558
Or Bob Johnson
b Tuesday 29° December 2015
Dr Test DOCTOR
b Dr Example PROVIDER
Imaginary Medical Practice:
- 123 Test Streeq]
Brisbane, QLD, 4000
RE: Mr John Smith
. DOB: 23/11/1963

. When you have clicked Send, the following window will appear.

Note:

You'may be asked to enter your passphrase at this stage. If you do not know your passphrase,
Please contact Medical-Objects to arrange a reinstall of the software (07) 5456 6000.
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Medical-Objects Test Su
Suite 15/ 102 Wises R
Maroochydore, QLD,

Tuesday 29th December 2015

Dr Test DOCTOR

Dr Example PROVIDER

Imaginary Medical Practice
est street

Brisbane, QLD, 4000

RE: Mr_John Smith
D08 23/11/1363
22 Imaginary Lane
Brisbane

QLD 4001

Dear Dr Provider,
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Dr Bob Johnson

[ Confidential Report

4. The Patient details have automatically been filled. You can change these if you wish by clicking

the ... button beside Surname

5. You can select the doctor to address the letter to by clicking the Magnifying Glass in Addressing
details. Enter the surname first, or a provider number and click OK. For more information on the

Provider Lookup, see this guide.
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6. Back on the Report Details screen, Select the provider number you are sending from. In the
report details section, click the drop down box under From.

Erom

Exampie PROVIDER (D00000AB)

7. When you are ready to send, Click the OK button. You will then see a preview window like the

one below.
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Patient: Mr John SMITH 22 Imaginary Lane BRISBANE QLD 4001
LabMo:

Requested: 23/12/2015
TestDate: 29/12/2015

Unknown  DOB: 23/11/1363 Age: 52 years

Requested by: Dr. BOB JOHNSON

C

Reported:  6/01/2016 10:41 AM
tion Note (E PROVIDER) (Result has been updated since first viewed)

Medical-Objects Test Surgery
Suite 15/ 102 Wises Road
Maroochydore, QLD, 4558

Tuesday 29th December 2015

Dr Test DOCTOR

Dr Example PROVIDER

Iraginary Medical Practice
et

Brisbane, QLD, 4000

RE: Mr John Smith
DOB: 23/11/1963
2 Imaginary Lane
Brisbane

QLD 4001

Dear Or Provider,

healthy foods.

following foods:
- Vegetables

- Fruit

- e

- wholegrain bread

The follawing table shows some results from his medical:

Thank you for referring to Mr John Smith for our services. We have found that Mr
Smith has no serious i1lness, however he could benefit greatly from eating more

Nr_Smith was concerned as to what foods to eat, so I was able to confirm for him the

Dr Bob Johnson

8. Once you click OK, a new window will appear asking if you would like to save the letter.

9. Click Save to send, or cancel if you don't wish to save it. Keep in mind this will still send the

message.

Note:

If a@ny time you need to check the progress of your results. The Web Activity Report will show you what

results have been sent or received.

Capturing from Clipboard

Note:

An@emate method for sending correspondence is capturing from clipboard. This feature allows you
to send messages from text editors that aren't Microsoft word.

1. Press ctrl + ¢ to copy any body of text from your clipboard. Alternatively you can select the text,

right click and select the copy option

Re: Test Patient
DOB: 12/12/12

15/102 Wises Road
Maroochydore, OLD, 4558
Australia

Hithere,

This is a test message from Medical-Objects to see if *
of results.

You may delete this message after 2 days.

Kind Regards,
Thomas Webber

Medical-Objects Pty Ltd
http://www.medical-objects.com.au
Wiki: http://kb.medical-objects.com.au/
Phone: (07) 5456 6000

Fax: (07) 32210220

"Australia’s Fastest Secure Messaging”

*
2e}
®

® 4 >

By

I Y

o A‘;lv

= - styles

I U A

ing for delivery

Font...

Paragraph...

Smart Lookup
Synonyms »
Tranglate

New Comment

2. Locate the Medical-Objects icon in your tray and right-click. From here you will see the option to

capture from clipboard.
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3. This will carry your message into the Medical-Objects Word Plugin. Any templates set up
correctly will also automatically retrieve patient details, similarly to if you were sending from
within Microsoft Word.
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Web Activity Report

Once the Word Plugin is installed, You will have access to the Medical-Objects Web Activity Report. This
report is only visible to the practice and Medical-Objects.

1. To access the Web Activity Report, Right-click on the icon in the taskbar and select View
Document Delivery as shown below.
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2. The first section of the report contains the name of your practice and the details of the machine
it is installed on to. It also includes the directory the Download Client was installed in to, and the
version it is currently running.
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3. The next area allows you to set the dates back to see if any results have been sent or received
during a time period. This date can be set back up to three months. Any results beyond that
time frame have been archived by the application. If you need to access these, Please contact
Medical-Objects.

Report for Monday, 23 July 2018

Start Date: | 23/07/2018 End Date: | 2310772018 & Options

Results Received

The following area of the web report looks at the results that have been received from other
facilities.

As you can see below, the incoming reports are sorted under the names of the practice they
were sent from, and by the date and time they were received. The first section of text indicates
the acknowledgement by the software that the file has been received, the second section (with
the green tick) indicates it has been imported by the practice management software.

The sending and receiving doctors are also listed, including their provider numbers.

-objects

Results Sent

The following area of the web report looks at the results that have been sent from the practice
through Medical-Objects. Messages sent from the Referral Client will be shown here.
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Much like the Received Reports section, It will list the names of the practices you've sent to,
times, dates, Doctors names and provider numbers. It also has the Acknowledgements ticked in
green, which will appear when it has been processed by the receiver.

Messages that cannot be sent



When Medical-Objects is used for sending for example; Trinity referral client and Word Plug-in,
Some messages may not be delivered due to the recipient's computer or software having
complications and not being able to receive your correspondence. The diagram below shows
the sections of the web report that provides details on the unsent messages.

Undelivered

As shown above, if you have messages that are located under Undelivered this means that the
result/letter or referral cannot reach its destination due to either being in the process of
registering a connection to the practice, or software or hardware issues at the receiving end.
The software will continually try to send the result every 30 minutes, so there is no need to try
and resend through Medical-Objects. However, it is advised to monitor the messages sitting in
this section. If they remain there for a while you would be advised to fax a copy of the result
lletters to the provider listed under that section to ensure delivery.

Reports That Are Addressed And In Transit

This section of the web report shows messages that are in the process of being sent. Results
and letters have been sent to this provider before but are unable to at present due to hardware
or software issue or the practice is offline. In this case if the results or letters are listed under the
In Transit section for more than 24 hours please send a fax copy to the provider. If issues
persist, Contact the Medical-Objects Helpdesk on (07) 5456 6000.

Error

Messages that appear here will do so because of an issue with sending. It may be that the
provider number is no longer valid or in correct - or simply caused by a permissions issue when
the software is trying to send the message out.

If you require any assistance determining why these messages are causing issues, Please
contact the Medical-Objects Helpdesk on (07) 5456 6000.
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