8th December 2004

Dear Doctor,

EXPORTING MEDICAL DIRECTOR PATIENTS
For Aged Care Medical  Director Systems
If you are using Medical Director in your clinic you can easily export your patients from your system and import them directly into the computer systems at XX, XX and XX Nursing Homes.  This saves an incredible amount of time compared to manually entering in drug information and ensures a more comprehensive record is kept at the facility.  Some GPs are choosing to hold information only at facilities and not duplicate notes back at the clinic.  Backups are of course extremely important at facilities and DoN’s are responsible for ensuring these are carried out.  You could also utilise your Practice Manager to perform the export and import for you so that the records are in place the next time you attend at the facility.  They will need your password for importing at the facility.
I have enclosed instructions for exporting and importing your patients.  Although these may look daunting, it is a relatively quick and easy process but instructions need to be precise to cater for all levels of expertise.  

If you would like assistance in exporting and importing your patients I am more than happy to assist in training you or your Practice Manager in this process.  

Kind regards,

Tanya Heaney

Special Projects & Informatics Coordinator

Instructions 


*Note you will need to have data export rights to complete this task – this can be edited in user options.  Go to users, then highlight the user and select edit user.
Exporting


1. Make sure all other MD users are off the system and have closed down MD.


2. Create a separate data folder on your computer somewhere called “Export for Nursing Home” or something you will recognize.  
3. Open up Maintenance and select the Data Transfer Tab.  Then select ‘Export’
4. Enter in your password and press YES to continue if you are sure all users are off.

5. Select “Clinical” as you want to export the clinical info as well as demographic data.  If any demographic information has already been entered at the facility the record will merge.
6. Select “Patient” as this will provide you with a list of all your patients.  Select the appropriate patient by clicking in the check box to the left of their name.  Multiple patients can be selected.  Press Next.
7. Select Destination:  This is where the exported data will be sent.  When transferring this data over to a folder or drive, all information stored on that destination folder or drive will be erased.  Therefore, it is important you create a blank folder or choose a blank storage media drive such as a CD Rom or removable USB pen drive etc.  As per instruction 2, I suggest creating a folder entitled “Export for Nursing Home” .  PLEASE NOTE:  Do not export to floppy drive.  Export to a folder on the computer and then burn to CD or save to USB pen drive.  Computers are the Nursing Homes do not have floppy drives.
8. Choose ‘browse’ to navigate to this folder.  Once selected, click on OK.  You will then be prompted with a warning that the destination folder will be erased.  Click OK if you have created a separate blank folder.

9. The export process will then begin.  This may take several minutes depending on the number of patients you are transferring.  Files will be exported as a zip file with the date of the export.
10. You can then copy the file from the “Export for Nursing Home” folder onto a blank CD Rom or USB pen drive etc.  A floppy disk will not provide enough storage capacity for the files.  The Nursing Home computers can take a CD Rom or USB storage device.  

Importing

It is suggested that a backup is carried out on the facility computer prior to this process taking place.  Speak to the DoN to have a backup carried out.  They are quite quick.

1. Insert your CD Rom or USB storage drive, and open up Maintenance.  

2. Click on the Data Transfer Tab and then Import.

3. Enter in your password, and press YES to continue as the computers are all stand alone at the Nursing Homes.

4. Choose ‘clinical’ and press ‘next’

5. Select Source:  Browse to the location of your CD Rom or USB storage drive etc.  If you have already copied the folder to the local drive at the nursing home, browse to this location.  Press ok, then Next.

6. Click the next button to start the process.

7. You will be told when the operation has finished and if it has been successful.


