Using Medical Objects:
VS Word Plug-in

Sending an electronic referral

1. After you have finished your referral using Word, in Office 2007, click on the “Add-Ins” tab,
and then click on the “Send” button.
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If you have an earlier version, your Word will look like this.
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2. Before you can send your first message of the day, you will need to put in your passphrase.
After the first message is sent, you will not have to enter this passphrase in again (until the
next day).
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3. Once your passphrase has been entered, the Report Details window will appear.

e (Complete as much information as possible regarding the patient.

e Select the doctor (and provider number) the message is to be sent from

e Select the doctor/s who are to receive the message.

e C(lick the magnifying glass with the red cross to choose the receiving doctor.

You can

then choose doctors to receive copies of the message by clicking on the green cross

beneath.
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Complete as much of the section above as possible.

4. To choose who you are sending the message to type their surname then first name in the box,

then press the button with the lightning symbol to search.

e When you have found the person you wish to send to, click their name.
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5. When ready, click ‘Send at the bottom of the window. A confirmation will appear to give you
a chance to check your message and details or cancel.

+# Message Preview Z @@

Palienil: Palienl TEST  Lulwyd e LUTWYCHE QLD 4030 =1
Male DOB: 11/06{1974 Age: 34 years Lablo: 61600648-4CE7-46C3-9A95-5F29F0CBEIES
Requested: §/07/2008
Requested by: Ms. DONMA HAYWARD Test Date:  8/07/2008
Reported: 10f07f2008 12:51 PM
Ci Itation Mote (M DOLTON) {Result has been updated since first viewed).

Dr General Practitioner
124 Medical Centre Lane
SickTown Q1d 4021

Re: TEST, Patient
DOE: 11,/06/1975

Greetings to you,

This is a test message from GPpartners to see if your connection is working for
delivery of results.
You may delete this message after 2 days.

Kind regards

Mat Dolton

Information Systems Officer
GPpartners

mathew, dolton@gppartners. com. au
PH: 07 3830 7340

FAx: 0©OF 3630 7840

Mob: 0400 33 77 14 -
http: /. gppartners. com. au

The information in this document is intended solely for the addressee and may be
private and confidential. If you are not the intended recipient, please delete this
mescage and any attachments and adwvise the sender by return e-mail. If you are not
the intended recipient any disclosure, copyinga. distribution or taking any action

a en.
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6. Finally, to check that your reports have been sent, go back to Word and click ‘Delivery Report’
(next to the original “Send” button). A delivery log will open in your Internet browser that will
show all reports sent and received by that provider.
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7. Provider Lookup: Before sending a message, you can look up to see if

Logaff
the user is on the system first. To do this, right click on the Word Processor Configure...
icon then click on ‘Provider Lookup’. This brings up the provider lookup e e

Provider Lookup

window where you can search the directory. Capture From Clipboard

Create New Message

Yizw Docurment Delivery
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