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Best Practice allows practices to archive a large number of patients in one hit (patients not seen for 
x years).   
Follow the instructions below to Archive Patients.  
 
1. Click on “Utilities” –  “Search” 

 
 
2. The screen below will appear.   

Click on “Visits” if you want to archive patients who have not been seen for a certain period of 
time. 

 
 
3. The screen below will appear.   

� Select “From” field and enter your 
“Date” to produce a list of patients not 
seen from date period agreed by the 

Practice. (eg 3 years from today’s 
date).   

� Select “Not” (meaning patients not 
seen) 

� Click “Add” 

� Click “Ok” 

 
 
 
 

 
4. Click on “Run query” 
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5. The records matching your query will appear.  

Please Note: Highlight all records that you wish to mark as inactive. 
Then click on “File” – “Mark as inactive” 

 
 
6. A confirmation box will appear 

Click “Yes” if you are happy to mark all the patients in the list as inactive. 
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Grey = Deceased 
Pink = Inactive 
Click on View Details to Edit patient – mark as active if appropriate. 
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Inactive checkbox.  Tick this option if the patient is no longer a regular patient and you would like 
their name to be removed from the general patient list.  Inactive patient files can still be accessed 
using the Show inactive patients checkbox when selecting a patient.   

Deceased checkbox.  Tick this option for deceased patients.  The date of death field will be 
enabled.  Date of death can be entered by clicking on the date box and selecting the date from the 
drop down calendar.   
 
 
 
 
 
 
 

This document has been created by SEA-GP (Brisbane) using screen shots and content from Best Practice Program. 
 

Disclaimer: Whilst every effort is made to ensure accuracy, SEA-GP (Brisbane) does not accept any liability for any injury, 
loss or damage incurred by or reliance on the information contained within this information sheet. 


