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Desktop Layout

8092014 Pmlﬁmﬂ

This is the layout for the Explorer Software. Being aware of this will simplify your day to day use of
the Explorer Software.

Along the very top of the program window is the Tool Bar, starting at the File tab. Each Heading has
a drop down box which appears when clicking on the word.

Under the Tool Bar are Icons, which are used as shortcuts

Below and to the left is the Patient window. It holds folders relating to patient charts and results.
Under the Patients window is the Available Results. This lists documents held in the patient charts.
When a document is requested, it is shown in the Main Window right of the Patients and Available
Results. All icons and commands within this window relate directly to the result currently shown
(e.g. Cumulative Results, Park This Result etc....)

Please not that unlike other software you may have used in the past, all results, letters and messages
are filed under Documents.

All practitioners, whether Doctors, Physiotherapist, Dieticians or others are referred to as Providers.
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Toolbar

The Tool Bar in Explorer allows shortcuts to commands that are regularly used.

Each has a drop down box relative to each command. Those you will use most often are:

File Patients Documents Create Document Providers View MNavigate Tools Reports Window Help

File - Print

Patients - Find Patient, Merge Records, Register new Patient
Documents — Send a Copy to Another Doctor, View Document Delivery
Create Document — New Patient, Current Patient, Progress Note
Providers — Look up Provider

Help — Online Manual, Upgrades, Email Support Desk
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Logging In and out

When the Explorer Software is started up, a box will appear asking for a passphrase. Enter your

passphrase into the box to log in.

?& Amy MOA (Meridian) <MO2846995.Test Message capric

o] (o ]

If the program remains idle for more than 20 minutes, the software will suspend and require you to

re-enter the passphrase again.

To log out, press the Log Out icon in the shortcuts. If you wish to log back in, click the Log In icon.

G &

Log In Icon Log Out Icon
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Changing your Password

To change your password, click on the PGP Encrypted button located at the very bottom of the

window, next to the current time and date.

_ NoTasks Active | (3 PGPEncrypted | 6/05/2014 3:08:48 PM

A window will appear with your encryption details. In the bottom left hand corner of the screen,

click on the Change Passphrase button.

Enter your current passphrase and new passphrase in the appropriate boxes, then click OK when

done.

Current passphrase

[nn---

New passphrase

[guna-u'

Confrm
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Finding Incoming Documents

Results are downloaded automatically, however you can manually download by
(3; clicking on the New Results shortcut icon. This is represented by a pair of Binoculars
(Shown left).

When there are new results, the number of patients with new results will be displayed under the
Unreviewed Results folder in the main window. To retrieve the results, click on the Unreviewed
Results folder to show the list of patients.

Patients

o

[~ Query

2 Unreviewed Results

(7= Further Review
= Requested Charts
(= Dedsion Support
(= Reports created

—

o o oo

Click on the individual patients name to display the list of results to be reviewed. These are displayed

in the Available Results window below.

e ~ Available Results
All | Disease | Groups " Graphs ™

[ # 07.04.2014 : GP Referral

Click on an item in the list to display the results. The Lightning Sign will appear next to the result to
indicate that the result is not reviewed. To easily scroll through results, hit the space bar. This will
mark them as reviewed. Once you have reviewed the results they will be filed under the patient’s
name. They can be found in the patient’s file, which can be accessed by locating Look up Patient (‘To

Find a Patient Chart’ goes through this process in detail)
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To Find a Patient Chart

& Click the Find Patient icon in the shortcuts.

To search for a patient using the Lookup Patient window, type the patient’s surname then first

name. It's recommended that only a few letters from both the surname and first name are used

when searching to allow for potential variations in spelling.

Surname <space> Firstname <Return> Matching

3 Max.
o b o |5 [ B

A list of patients will be displayed in the table. Hover the mouse over the patient’s name to select
them. Click on the Patient’s name or press the OK button at the bottom of the window to view the

Patient’s details.

Surname <space> Firstname <Return> Matching Max.
smo P <] [ | 37 (e 9

Name DOB Sex Medicare No Address
SMITH, John 23,11.1963 ™ BRISBANE
SMITH, Joan 27.9.1965 F EBRISBANE

Once you have found the patient, their chart will be displayed in the Available Results window. The

most recent document will be displayed on main window.
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Writing Progress Notes on a Patient

To write progress notes that will be stored in the patient’s chart, you must initially

& look up the patient to bring up the chart.

Then click on the Create Progress Note icon in the shortcuts. This will bring up a

window which you can type inside. (Icon shown left)

W MedxﬂOb’«B - logged into Test Message capricom as AMY STEWART (AS4558001GA)
Fie FPatients Documents Create D nt igate  Took Reports Window Help Admin

.2 120 QOO & S,’% w X LM@®PEIES
—

Patent: John SHIIN 22 imagrery Lone SRISSANE QLD 4001 AUS

Query 1
b Make DOB: 23111967 Age: Syews  LabNo:  EAMIIEI0IAASILIEE DIEAICERED
= [ Requestad: 22/04/2014

s Uy evened Resdn

\= Purther Revew [ Recuested by: AMr STENART Test Date: 22040014

Ny Reaquested Charts ° Reported: 220472014 1:52 P4

|~ Decann Suppont Q '

s cuves ’ B B - 9 = 2 @ =2 @
Reast

17.04.2014: % % "Q Jamy STEWART 46 4558001 G4

17.04.2034: L 0)
ity atnem was seen today]

0.04.2034 : GP Referval
03.04.2014¢
DE.04.2034
07.04, 2014 7 GF Referval
07.04.2039:
07.04.2014:
04042014
0404.2034
0404, 2014+
DALA. 2034
04.04,2014¢
02.04.2024:
0204.2004:
22.00. 04
27.02.2014¢
25.00,2014 ¢ Biood Fressure Morstor (A STEA) |
25.02.2014 : GF Reforral I
21.02,2014 : Conmitaton Note {A STEWARY

21.02.2014 : GP Referral (A STEWART)

Once complete, click OK to see a preview. The progress note will then be stored in the patient

record.
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How to Look Up a Provider

ﬁ) Select the Lookup Provider icon from the shortcuts.

To search for a doctor, type the doctor’s surname then first name into the search box. Press enter
when done, or click the search button on the right hand side of the box. It is recommended that only
a few letters from both the surname and first name are used to allow for potential variations in

spelling. In addition, please do not use hyphens or commas between names.

(O Australian Directory (&) Local Providers [] Online Providers Only [] Show Inactive Providers
Surname <space> Firstname <Return> Search Type

Max
Istew Am | [Name ][50 [+ Looku| add.. S

Name Practice Name Phone Address Provider ID
,STEWART, AMY Medical-Objects Pty Ltd (07) 54566000 MAROOCHYDORE 102 Wises Road AS4558000GT
QSTEWART, AMY MOA Test Capricorn (07) 54566000 MAROOCHYDORE 102 Wises Road AS4558002GZ

‘SI'EWART, AMY Medical-Objects Pty Ltd (07) 54566000 MAROOCHYDORE 102 Wises Road AS4558001GA

[More Detail | Legend: & Provider is online

Hover the mouse over the doctor’s name to select a doctors details to view. Click on the doctor’s
name or press the OK button at the bottom of the Lookup Staff window to view the doctor’s details.

Using Search Type you can also look up providers by their practice, provider number or post code.
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Sending a Letter

There are a few ways of sending documents:
> Letters can be sent directly from the Explorer Software using the Create Document tab. The
drop down box offers free text option as a New Document.
» Templates of your own that have been set up in the Explorer Software — Document from
Template. To set up templates within the Explorer Software, refer to the Medical-Objects
Wiki:
http://wiki.medical-objects.com.au/index.php/How do | create a report template for later use%3F

Alternatively please see ‘Creating a Quick Report Template’ in this manual

» Another option, if you have the Word Plug-in installed, is using your templates in Word and
it will be saved into the Explorer Software when sent. Documents typed in Word can also be

saved into the Explorer Software in the Letters for Editing folder to be sent later.

No matter which option is used, the Report Details window will need to be addressed.

Faver Cetwn Cutats

“mere Fevt e Ve e Sadesned v

x ”4
e se Maicars Harste Caiss
hd bt *
Smest Adbes
ot Sy Fuenake
. .

Putert OIS o togparn - Prrcl Com .

Sapert Detats
Atreit Do Ctwtrvabon Dam  Freuest O dey flastie Son

53016 | 514 W o -

et 15 4 Poeot ke Crost s

TR FIAET | Cormdinson Nete * | Crocal ther = reper|

VE Gl ’

»

Corbdarasl Repact [7) Ctide | P Aggovesi Sebun debvered [ Abrarvedd Anat
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http://wiki.medical-objects.com.au/index.php/How_do_I_create_a_report_template_for_later_use%3F

Creating a Quick Report Template

In the Explorer Software go to View = Configuration Options (Shortcut: F12)

File Patients Documents Create Document Prowviders | View Navigate Tools Reports Window Help Admin

B2 25 QOO W Wt @9 PE
G —— Patents Text Size

&= Query J7 Show HL7TMonitor
» Unreviewed Results View Source

= Further Review o F

e e 2 Contigurstion Optiont. F12
»Reguested Charts iete

— Load HTML From File

¥ ;m Support
4 Reports created
Try Exception

Setup Spell Check
Standard Work List
Default View

Test Prescnption Printing
Reset MIMS Permission

Go to Report Shortcuts
e You can choose Add to create a new shortcut or Edit to change a current shortcut. In the top

window enter the body of the document you wish to create a shortcut for.

Appointment Configuration
Archetype Format Shorteuts
Archetypes Installed [ .
Auto-Upgrade i
Client Logging mmm- -
Document Printing “ppp” -
Editing defaults “g55" -
Encryption
GLIF setup Pk
Http Client tee” -

Image Import Options “p22" -

Keyboard Shortcuts S
Label Setups L o -

Local Network Domain

Offine backup futher

Order Query by Name [ Amy STEWART (A5455800 1GA)
Order setup Category

PSP Conﬁ?uranon ‘l

Phone Dialer

PKI Configuration Preview - = -

Practice Identifiers This Is a test message to dermonstrate the shortcut tool
Printer margins
Printer setups i - 5
B e i s This shortcul can has multiple uses
Report Defaults

Report Digplay Options
Report setups

“testysm” -

0
Report Templates
Reports of Interest
Reports to Edit Pilter
Result Code Editors
Results Ticker

Server Group Manager
Server Setup

Snomed Lookup
Spelling Dictionaries
Utility Files

Virtual Printers

Work List

add || pelete || sort | [7] Auto Synch

“ Cancel
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From here the template can be created. Please insure you put an extra return on the end of your
report. In the Shortcut to Replace field, enter a series of characters that will replace your document.
Please ensure you use a shortcut word such as ‘tst’ or ‘stn’ and do not use a dictionary word as it will

be replaced with your shortcut.

Thisis a test message to demonstrate the shortcut tooly|

1
This shortcut can has multiple usesy

>

[ Aval = lm-la-]
B|z|u|[E === /| &S

Category

To use your new shortcut, create a new message by pressing the Create Document
B icon. Now enter in the main window the characters you used as your shortcut.
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To Forward or Resend a Letter

In order to resend or forward patient information to another doctor/provider, it is
& necessary to first look up the patient. Their chart will be displayed in the Available
Results window. Click on any of the available results and the report will be displayed in

the main window.

To send the patient information to another doctor, select Send Copy to

Another Doctor from the Documents menu. (Shown Right)

Patient’s results are displayed on the left hand side of the Select Results
for Copies window, and the results to be sent are displayed on the right
hand side. Use the set of arrows between the two lists to select the
results being sent. The single arrows will only move the selected result,

while the double arrows will move all of the results.

Click OK to proceed. The Lookup Staff window will appear. Search for the

provider or providers you are sending to by typing part of the Surname
then first name. Click OK or Press enter to begin searching. Highlight and click the desired recipient.

The document will then send.

Selac!od Results:

GP Ratarmal 110.04.2014 ; Consultation Note (A STEWART)
¢ GP Refenal &l 10042014 GP Refenal
; GP Relenal ' 09.04.2014 ; Consultation Note (A STEWART
: Consultabion Note (A STEWART) 0804 2014 Progress Nates [A STEWART)
; Consultabon Note (& STEWART)
: Consultation Note [A STEWART)
; Consultation Note (& STEWART)
; Consultabon Note [A STEWART)
; Consultation Note (A STEWART)
: Consultation Note (A STEWART)
; Consultabon Note [A STEWART)
: Progtess Notes (A STEWART)
: Progress Notes [A STEWART)
: Blood Pressure Monitor (A STEWART)
: GP Refenal
: Consultation Note (& STEWART)
. GP Referal (A STEWART)
. Coames M abinm Mate (A STEVWWARTY
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Merging a Patient Report

In some cases patients will appear in the system as two or more | patients BN
different people. This could be due to a surname change or |
patient information being spelt differently between facilities. X1\ teoe Patient Records
This process enables currently different patient files to be A
reconciled, and recognised by the system as the same patient.

In the Explorer Software go Patients 2 Merge Patient Records

Click on the Lookup Patient button on one side and use the
same directions as on the To Find a Patient Chart section. When
the patient is selected, the details will appear in the window

underneath. Do this for both windows.

Once both patient details are selected, choose one of the files and select Make this Master. This will

become the file with the dominate details.
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Printing Patient and Provider Files

To print a patient’s report, first follow the steps on ‘To Find a Patient Chart’ section

& to look up the patient. Once that is complete, select file from the toolbar.

There are a few options to print. For a single report, either select Print in the tab (shortcut: Ctrl+P).
To setup and preview the document before printing, select Print Preview. To print multiple reports,
select Print Multiple results, where another window will appear and prompt you to select the
reports. Use the set of arrows between the two lists to select the results being printed. The single

arrows will only move the selected result, while the double arrows will move all of the results.

Press OK when done.

Sobdod RM&:

£ ~| 4 - Consultation Note A STEWARTI
Iy c«uamuaeusuwmn '> 17002014 GP Refenal
: Progress Notes (A STEWART) 1 17.04 2014 : Consultabion Note (& STEWART)
: GP Relenal 10.04.2014 : Consultation Note (8 STEWART)
|
: GP Redenal
: Consultation Note (A STEWART)
: Conubtation Note (A STEWART)
. Consultation Note (A STEWART)
: Comsultation Note (A STEWART)
 Conaubtation Note (A STEWART)
: Conaubtation Note (A STEWART)
: Conaultation Note [A STEWART)
: Consubtation Note (A STEWART)
: Progress Notes (A STEWART)
: Progress Notes {A STEWART)
: Blood Pressuee Monder (A STEWART)
: GP Refenal
7107 M1 A - e dabinm Mote (A ETEWABT)
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To print a Provider’s details, first follow the steps on ‘How to look up a Doctor’
p section to look up the provider. Once that is complete, select File from the toolbar.
. From here the page can be printed in a variety of ways. The first option can be
accessed by selecting Print (shortcut: Ctrl + P). Secondly the page can be previewed

before printing through Print Review. Lastly Print Setup can be selected to choose the printer and to

print multiple copies. Click Ok when done.

Dl Color Lawer 3110cn PCLE
Ready

Del Color Laser 3110cn PCLE
© 192168110
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View Document Delivery

To see reports, letters or results that have been sent out through the explorer software, select View

Document Delivery from the Documents Menu

This tool has a few search options. It can search for results within a given date range, search for a
specific patient, or for a specific doctor. To search by date, type in or select from the dropdown
menu in the first and second boxes of the View Sent Messages window. To search for a specific
patient, input their surname and first name in Surname and First name fields. To search for only
results that have been sent to a specific doctor, regardless of time, choose Lookup

- Look up Staff Records at the bottom of the window.

Searching by a specific patient and by a specific doctor can be combined to find a specific patient

result sent to a specific doctor.
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Interpretation of the Results Page

If the Delivery Type states Capricorn, the Application ACK field identifies if the result has been

consumed by the practice software. If there is no Application ACK present for the result then the

time in the Delivered column only denotes that the time that the message was saved to their

system, not that their Practice software has imported the result.
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If the Delivery Type states Equator, the Reviewed field identifies if the result has been viewed in

their Medical Objects software. If there is an Application ACK present for the result it means that

they may be viewing their results in more than one software package. In the case of the Equator,

results only showing a date in the Delivered column and not the reviewed column means that the

result has been delivered to the practice but not yet read.
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