
Medical Director 3 

Manual designed and written by 

Katrina Otto, Train IT Medical 

www.trainitmedical.com.au 

E-mail: enquiries@trainitmedical.com.au 

Mobile: 0424 580 286 



Table of Contents 
 

Getting Started with Medical Director 

The Main Screen 

User Levels –setting up a new user 

Allocating Access Levels 
To Set Up a Practice Manager in MD 

Logging On and Off 

Searching the Patient Database 

Adding a New Patient 

Adding a New Family Member 

Adding Head of Family 

Editing patient’s demographic details in the Main Screen 

Address Book 

Removing Address Book items 
Adding Categories to the Address Book 
Adding the No/Known Gap Specialists to the Address Book 

The Patient Screen 

Customising MD for individual preferences 
The Summary page view 
Adding or Editing patient details from the Patient Record 
Adding Allergy/Warning details 

Warnings 
Adding Family/Social History 

Adding Notes 
Smoking & Alcohol 

Progress Notes 

Inbuilt Shortcut Keys for Headings in Progress Notes 
To create advanced shortcuts with carets in Progress Notes 

The ‘Reason for Visit’ and ‘Procedure’ tabs 
The ‘Review’ tab 
The Medicare tab 
Saving your Progress Notes 
Viewing Progress Notes from Previous Visits 

Search 
Append 
Diagrams 

Past Medical History (PMH)  
 



Scriptwriting 

To Prescribe a new medication 
To Print a Repeat Script 

To Make Changes to Medications 

Actions, Reminders and Recalls 

The Action List 
Recalls 
Adding Patient Recalls in the consultation (F4)  
Deleting Recall Reasons from the List 
Generating the Recall List 
Contacting Patients for recall 
To Update, Remove or Cancel?  
Marking recall reason as performed 
Following up recalls using the Outstanding Actions List 

Pathology Management 

Generating a Pathology request form 
Generating a Radiology request form 
Downloading Results (The Holding File)  
Checking Results within the Patient Record 
Notifying Patients of Results 
Following up Results 

Database Searches 

Customised Patient Searches 
Using General Searches to create an Asthma Register 

Proactive Patient Searches 
Asthma Register Search 
Diabetes Register Search 
Immunisation Search 
Pap Smear Search 
Pregnancy List 
Prescription Searches 
Influenza and Pneumovax‘At risk’ Search 

Letterwriter – F8 

Opening Letterwriter 
Access Letterwriter from within a Patient Record:  
User-defined Templates 
Supplied Templates 
Summaries in Letterwriter 
Using Templates 
Address Book in Letterwriter 
Accessing Address Book within a patient record 



Accessing Address Book within Letterwriter 
Existing Letters - opening, editing, deleting, reprinting and resaving 
Using Existing Templates 
Modifying Existing Templates 
Template Fields 
User-defined Fields (Advanced features) 
Importing Templates 
Example of Complex Template 

Websites with MD templates for downloading 

Scanning and Importing 

Scanning directly into the patient record 
Scanning into  the Document Holding Bay 
Filing Scanned Documents from the Document Holding Bay 

Patient Education Handouts 

Accessing and printing patient education handouts 

Importing patient education handouts 

Options 

Customising in Options 
Suggestions for option changes 
Prompts 

Database Cleansing & Maintenance 

Marking patients as inactive 
Viewing and reactivating ‘inactive’ patient records 
Marking patients as deceased 
HCN Maintenance functions 
Diagnosis Coder 
Merge Search Lists 

MD Exchange 

Registering for MD Exchange 
Downloading/Viewing new messages 
Viewing sent messages from the patient record 
Viewing all sent messages from the main screen 
Sending letters via MD Exchange 

MD Mobility in MD3 

Downloading 
Using Mobile Data 
Uploading 
Creating Patient Lists 

MD Stats 

Viewing Reports in MD Stats 


