Importing E-Mail messages into Medical Director

There are two ways to import e-mail messages into Medical Director. The method chosen
will depend on whether the e-mail attachments also need to be saved to the record. Itis
far quicker and easier to import messages without attachments, so if possible, advise likely
senders to avoid attachments unless absolutely necessary.

Both methods can be used, but the first method saves messages to the Letters tab in the
patient’s clinical record and the second method saves them under the Documents tab,
which means two places to check for saved e-mails. The first method is recommended if
the HIC’s PKI is used to sign and encrypt e-mails.

Prerequisites

The PC needs to have an e-mail client (eg. Outlook, Eudora etc.) configured and
operational. The e-mail client does not need to be open for the following procedures to

work, however, if it is already open, it takes slightly less time for the import screen to
display as it does not need to load the mail software first.

Importing e-mails without attachments
These messages are listed under the Letters tab in the patient record:
1. Open MD’s Letter Writer.

2. Click on File, E-Mail, Import. The following screen will display with the default mailbox
details:
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Dear Jayne, -

DARTA Medical has recently revised their lesson plans and now offer 4
modules which are based on our ald set of 6 - these are (1) Introduction and
Seript Writing, (2) Letter Writer, (3) Pathology and Recalls and (4)

Progress Motes, Tools and Tracking. | have attached a list of objectives

for each of these modules.

In addition to these we offer "advance" modules which are specific to a

particular health areas - mainly Diabetes, Women's Health, Asthma and the

Cardiovascular patient. With each of these modules we base our lesson plan

nn "wealkinn thennh™ a consultatinn. The main arras coverad are M7 .'.'.;

Irmport into current patient Import into another patient i | Ihgert into current |etter i LCloge i
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The screen may take a few seconds to load and the bigger the size of the mailbox,
the longer it will take to display the screen.

If it is opened from a patient’s record, all options will be available; if opened from the
main screen, the option to ‘import to current patient’ is not applicable and will be
greyed-out.

Messages are listed in the top right pane and are listed in date order (ie. The oldest
message in the inbox displays first rather than the most recently received message
that is usual in most e-mail inboxes.) The date field is hidden to the right of this
screen but can be seen by scrolling the window to the right. It is not possible to sort
the list by clicking on the headings.

Messages with attachments are listed with the number of attachments in the first
column — if these attachments are required as part of the patient’s record, these
messages should be imported using the alternative method outlined in the section
‘Importing e-mails with attachments’ below.

3. To import a message, click on the message required to import in the top right screen to
highlight it, then click on one of the three options at the bottom of the screen. Only one
message can be selected at any time (ie. It is not possible to choose several messages
from the list and then import all in one transaction.) If more messages are to be
imported for the same patient, repeat this step to import each message individually.

Import into current patient will import the details into the letters tab of the current
patient. If the Letter Writer was opened from the main screen this option will not be
available.

Import into another patient will import the details into the letters tab of another
patient on the system after prompting to find the patient’s record. After clicking OK,
the previous screen will still be available to select another message to import.

Select Patient j

i Surmname or Becord Humber: i.-‘-‘-.NDFE

I arme i Age i Fecard Mo i Address i [0.0.B. 1
Andrews, George ez 112 43 Main 5t.. Dematown 1234 294121923
Andrews, Heather KFEUs 2 Fennedy Rd., Demotown 1234 07/11/1964
Andrews, Jenniter 5. Az 107 23 Tanner St., Demaotown 1234 17101971
Andrews, Jodie 12ws 345681 5 Jefferzon St., Dematawn 1234 16/412/1939
Andrews, John B3z 105 2 Fennedy Rd., Demo Town 1234 10041943
Andiews, Julie 44 yrs b Jefferson St Demotown 1234 5
Andrews, Maureen Fiwr 34bE44 3 Best St., Demaotown 1234 19/12/1924
Andrews, Melizza FlLE: 34BE45 A Jefferzon St., Demotown 1234 18/07,/1934
Andrews, Michael 32 s 23 Tanner St... Demotown 1234 18/05/1969
Andrewe, Morman J. Thwz 364895 3 Best St Demaotown 1234 29/11/1926
Andrews, Sally 42 wrz 2 Fennedy Rd., Demo Town 1234 13401 /1960
ak. i Cancel ;

Insert into current letter will import the message into the letter to create a letter
that can be sent or saved.
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It is possible to check several mailboxes if different profiles are set up on the

system. To access another mailbox, use the drop-down box to select another
Message Store from the top left corner of the screen.

Close when all messages have been imported.

4. The messages are displayed in the patient’s record under the Letters tab:

mMedical Director 2.65 - [Rachel Deakin] mEE
_’9 File Edit Summares Clinical Tools HBesources Window Help

=l |
#=RED Wer ABED Y || SWE aznm 2188 = @
’Hachel Deakin j;DDB:‘IBJDEQDDD |23 mths  Occupation: |
|55 Langdon Street, Cleveland. 4163 |F'h: Record no: | Om 19 H]
Allergies: 7 Allergies Penzion Mo: 1 ..
W arnings: Smoking Hx: = @ [Eeelidie
@i Surnmgr_l,ll B, Curent Flgl ’9 Erogressl £ Past histor_lgl E Rezults Letters I E ld scriptsl f lmm.i roumentsl
Date Sender I Addressee | Subject ﬂ
M argaret Windsor DR. | FEELGOOD E-mail
304042001 Meagan DR. | FEELGOOD E-rnail
Dear Jayne,
DARTA Medical has recently
modules which are hased aon
Seript Writing, (2) Letter Writ
Progress Mates, Tools and T
for each of these modules.
In addition to these we offer "
particular health areas - main
Cardiovascular patient. With
= on "walking through" a consu
] _’l—J Entering History, (2 Prescrib
Farm, (4) Using the relevant',l
Search | 4 | i i ; b >
doctd:Eti.au| MDwebsite | 2 Heip | A e | customs1 | customs
|Dr. 1. Feelgood |Friday, 10 May 2002 |1253:07

The addressee is the name of the person who is logged on to import the e-mails.
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Importing messages with attachments

This method is slower than the method above, but can be used to import
messages with or without attachments. In this method, the messages and
attachments are listed under the Documents tab in the patient’s clinical
record.

Not all messages with attachments can be imported in a single import — those
that do not save in .rtf format (ie. HTML or .txt format) will require the
attachment and message to be saved and imported separately.

1. Open the e-mail client (eg. Outlook, Outlook Express, Eudora) and open
the message to import.

2. Click on File, Save As... and save the message to a folder (the default
folder offered is quickest). If the message has attachments, and the
message format is Rich Text (with an extension of .rtf in the Files of Type
box at the bottom of the screen) the attachment will be saved along with
the message.

Save As |
Save in: I@ My Documents j L | @ b @ - Tools ~
Excel Exercises
ey
mdwkes
o dwkest
My eBooks
My Pickures
- nancy
“’ test
My Documents David's Ikinerary 13 - 17 May.rtf

Labels GPs L7160, rkf
MMR Facilitator ad. et
Mewsletter article, rkf

Favorites

File name:

Newsletter article, rf j & save I
Save as type: IRich Text Farmat {*.rtF) j Cancel |

If there is any other file format in this box (eg. .htm, .txt) then after
saving the message, go back to the message in the inbox and click on
File, Save Attachments... to save the attachments to the same folder
as the message.

3. After saving all the messages and attachments required for import from
the mailbox, open Medical Director and open a patient’s record.

4. On the Documents tab, click the Import button (centre of the screen).
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5. The Open Documents box displays a list of files. The box opens the
MDW?2 folder by default, but this can be changed by clicking the drop-
down Look in box and browsing to the folder where the saved messages
are stored. To ensure the box always opens to this location in the future,
click on the ‘Always open to this folder’ tick box.

Dpen document I
Look jr: ;@ My Documents - l @I ﬁil I
MName | Size | Type | Muodified AJ
GP hospital commmunica... 22K Microzoft'Word .. 9/5/2002 11:28
&1 GPA ACCREDITATION... 2kB  HTML Document 104552002 202
Inztruchions for Creating... 21KE  Microsoftword .. 17/11/2001 1.1
@ Labels GPs L7160t 53KE  Rich Text Format  9/5/2002 4.38¢
@Letter of [reitation for 2... 47KB  Microgoftword ... 22/6/2000 237
E? List of Indigenous com... 7B Microsoft'word ... 21 .-’EHEIEIEH 3257
1 3
File: marme: |".°‘ Open I
Files of type: I,-’.'-.II Files [*.%) j Cancel !
IV always open ta this folder?

6. Click on the appropriate file from the list (only one can be imported at a
time) and click on Open button.

7. The file will open and a box will display to record details of the document.

Document Details I
Document type [ ate
{-mail =] ovoss2002
Dezcrption
Test e-mail meszage import :J
[~
¥ Fill type list on opening? Save I LCancel I

8. Complete the details and click the Save button.
9. Ritf attachments can be viewed by double-clicking on the icon within the

message to load a word processor. Close the open documents to return
to the Medical Director screen.
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i3l Newsletter article.rtf - Microzoft Word
JEiIe Edit Wew Insert Format Tools Table Window Help |

Deda glky

| Hormal =i -0 -sr o
I.‘_"I'l'l'2'I'3al'4'l'5'l'6' ' g

From: Janette Randall
Sent: Thursday, 9 hay 2002 11:43 Al
To: Bev Anderzan (E-mail)
Cc: Alison Dumaresg (E-mail); Jayne Deakin (E-mail)
Subject: Mewsletter article
Bev,

Article on GP-hospital communication for neswsletter.
Aligon, can we include with meeting papers for next meeting for infarmation.

Thanks

GP hogpital
Janette, communication May ..

Do

BEEEERN] 3
| Page 1 Sec 1 11 [at 28m Lni1 ol 1 REC [Tkl [E4T JovR) | [Englishiuis || |

10.1f there are more messages or attachments to import for this patient, click
on the Import button and repeat the steps above. Otherwise, close the
patient record and open another patient’s record and start importing
messages appropriate for that patient.

Medical Director does not link to external documents - it saves a full copy of
the imported file in it's own database. Therefore, once a file has been
imported into the Medical Director database, it can be safely deleted from the
original location on the computer's disk drive.

Importing messages and attachments may take up considerable amounts of
disk space. It is recommended that the free disk space on the file server is
checked regularly and drives are replaced once they reach 70% capacity. As
storage requirements will also increase for backup purposes, consider the
need for a tape drive if currently using alternative options for backup.
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