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Accessing the Delivery Report

The Delivery Report is your auditing tool to check if results have been sent or have arrived. It is
recommended that it be checked frequently to make sure the software is functioning correctly.

There are several ways to access the Medical-Objects Delivery Report, depending on the software you
have installed.
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Once the installation of the Medical-Objects Download Client (Capricorn) is complete, an icon will appear
on the desktop as shown above. If the software is installed on the server and the icon is an
inconvenience to access, you can request Medical-Objects to install the icon on a front desk workstation
for easier viewing.

If you have an MO Delivery Report Icon on your Desktop, you can double click it to open the Delivery
Report.
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If you are running the Referral Client Software, Right click on the tray icon and select View Delivery
Report as shown above.
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If you are running the Word Plug-in Software, right click on the tray icon and select View Document
Delivery. You can also click on the Medical-Objects tab from Microsoft Word and select the Delivery
Report button.
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Note:

Plgge note that your Delivery Report is only accessible to your practice and Medical-Objects. Patient
details will only be displayed to your practice.

If you have any issues opening the Delivery Report, or it does not display, please contact the Medical-
Objects helpdesk on (07) 5456 6000.

Understanding the Delivery Report

When the Delivery Report loads, it will display a screen similar to the one below by default. Details of
the computer system the Download Client is installed on to will be displayed at the top right corner of the
screen.
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To view reports from a different date, you can enter the Start Date and the End date in the boxes as
displayed above, or enter the date directly into each field. Select the Refresh button to reload the report
and display all received documents from within that date range.

Select the Options button to Show or hide patient names, Use the Advanced View to see result details,
and Print Friendly Version to display a printable version of the currently displayed delivery report.
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To filter your results, select the filter options icon (below) and select your desired filters, then type your
query into the search field on the right hand side (below), and hit enter to search.
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This section will show you all results that have been received by the Medical-Objects download client.
They are listed by date, imported status, patient name, who they are from, who they are addressed to,
and the report type. You can sort these messages by any of these details by clicking on the heading.

Messages that have not yet been imported by your practice management software will appear in yellow
(below), imported messages will have a green tick with the date and time in the Imported column.

Date Imported Patient

E] Dr Jane Doe 2

05/02/201911:54 v 05/02/2019 11:55 - File Consumed John SMITH (DOB: 01/01/1980)
05/02/2019 1324 Not Yet Imported Laurel YANNY (DOB: 01/01/1980)

Delivered Tab
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This area will display a list of reports that have been sent out by your practice. Sending is only available
to those on a Medical-Objects Sending Plan. If you would like to be set up for sending capabilities,
Please contact Medical-Objects for more information.

The Delivered section will show the same fields as the Received section, As well as showing if the
recipient has imported/viewed the document on the receiving side.

Processing Tab

The processing section will display any documents you have sent out, that have not yet reached their
destination. This may be caused by the recipient’s software being offline, or an error on the receiver's
side when trying to import. If you see any results in this section for an extended period of time, please
contact the Medical-Objects helpdesk to help resolve the issue.

Errors Tab

This section will display any results that have returned an error whilst trying to send. These can be
caused by incorrect details in your practice software address book, or provider numbers being incorrect

as the most common reasons. Should any results appear in this section, please contact the Medical-
Objects helpdesk.

Undelivered Tab
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 incorrect - or simply caused by a permissions issue when the software is

trying to send the message out. If you have any messages here, please contact the Medical-Objects
helpdesk to assist.

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

Printing Your Delivery Report

You can find a print friendly version of the Delivery Report under the Options menu.
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Provider Lookup

The new Delivery Report contains a feature for easily looking up providers. Click on the Provider
Lookup link on the left hand side to open this section.
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Once selected you will be taken to the Provider Lookup section.
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Here, there are multiple Search Types, where you can select what type of search you would like from the
dropdown menu (see below).
The most commonly used is "Name".
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Once a Search Type has been selected you will be able to enter the details for the receiver in the Search
Box.

The required search formatting will be listed above the Search Box (see below) and will change with
each selected Search Type.

For example, the formatting for the Name Search Type is Surname <space> Firstname <search>.
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Click the Search button or press the enter key to view search results. From here you can select who you
would like
to send to and this will copy their provider number to your clipboard.
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Finally, from this page you can download the search result in XML format for any external use.
Furthermore, you can see if the provider number is currently valid for the doctor by looking for the green
tick in the online section.



Having issues finding a doctor? Try the following:
1

- Change the search type to Organisation, and search for the practice name.

- Try a partial name search if you're unsure of the full name. "Bob Johnson" can be found by searching
for "John B" or "Jo Bob".

- If the doctor has a space in their surname, try leaving out the space. For example, "Bob Von Doctor"
can by found by searching "VonDoctor" as the surname.

System Details

If you have used the Referral Client or Word Plug-in to access your Delivery Report you may want to
access the machine hosting the Capricorn software to clean up the Delivery Report. To find these
details click on the second last button in the top right of the Delivery Report (this should show name of
the machine that hosts the Delivery Report).
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On the next popup you can see the machine name and the installation directory, among other details.

Server Info / ®
7+ Machine name: MOWIN10PRO

‘i

{ e / Operating system: Windows 10 x64
Logged in user: Testing
Remaining disk space: C: 11 GB

Version: C:\MODemo\MD VM Capricorn\Capricorn.exe 3.1.9 (Build 151)
[win32-i386]
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