Best Practice - How to bulk archive patients

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”

f Best Practice

Filz  Clinical

[Management Wiew Setup Help

> i CLrl+FZ
\H L:"J é;@ u | Stored prescriptions F9 D':ii

Prescription lookup

Word processar F4
WivasAaCIR
Ta da list F&

Prewious patients  Shift+Fz2

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.
f Database search
File Help
-
sHe) J
Setup search [ Demoaraphics ] [ Dirugs ][ Conditions H( Yisits ]’[ Irnrnurizations ][ Pap smears ] [ Observations ] [ Farnily/S ocial
N A
SOL Quer:  [SELECT * — Bun query
FROM BPS_Patients
WHERE StatusTest = Active!
ORDER BY surmarne, firsthame
| Hew query
[ Inchude inactive patients [Include deceazed patients |
MName Address D.0E. Age Medicare Mo. Medicare expiny File Mo.

3. The screen below will appear.

£ Search for, visits

= Select “From” field and enter your
“Date” to produce a list of patients not Seenby Al users | Dlinchuds inactive providers

seen from date period agreed by the = & .
Practice. (eg 3 years from today’s ~fen>

date). To
» Select “Not” (meaning patients not

seen)
Mo Oor @

= Click “Add”
= Click “Ok”

Condition
AND NOT Seen since 06/02/2006

0K ] [ Cancel

4. Click on “Run query”
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f Database search

File Help

sHe ) 4§

Setup search: [ Demographics ] [ Drugs ][ Conditions ][ Wizitz ][ Immunizations ][ Pap smears ] [ Obszervations ] [ Farily/Social

SOL Quens: SELECT *
FROM BPS_Patients
WHERE StatusT et = ‘Active’

ORDER BY sumame, firstname

AND NOT Internall D IN (SELECT InternallD FROM Wisits WHERE VisitD ate » = "20060206' AND RecondStatu

CEna=r

Mew query

[ Include inactive patients [ Include deceased patients |?24 matching records

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”
f Database search

frmport :] [ Dirugs ] [ LConditions ][ Witz ][ Immunizations ][ Pap smears ] [ Dbszervations ] [ Eamily/Social
Print Fa ;
Labels tients :
tail merge Text = Ative'
£idd ta reminders IN [SELECT IntemallD FROM Yisits WHERE “isitDate »= 20050208 AND VistD ate <= "2005
ame, firstname

Hew query

Close Chrl+F4
CTIRCIaEECve patients [ Include deceased patients 2 matching records |
Mame Address D.0B. Aae Medicare Mo Medicare expiy File Mao.
Katana, James M Kennedy Rd., Demo Town, 4523 17/06/1343 B4 yrs 3500265121 £ 105
K.atrillana, Knobby 3 Kennedy Rd.. Demao Town, 4523 17/06/1343 Ed yrs 3B00265121 £ 105

6. A confirmation box will appear

Click “Yes” if you are happy to mark all the patients in the list as inactive.

Patient search

a4l patients in this list will be marked as inactive!
‘-.,,) Are wou sure wou wank bo conkinue?
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Show inactive patients

Inactive patients can be included in the search list by selecting the 'Show inactive patients' checkbox. Inactive
patients which match the current search information will be included in the list with their names highlighted in red.

rﬁ Open patient

| Searchfor 4 (&) Hame ) Medicaie Ne.
[#] Shaw inactive patientz [ 5haw deceased patiest:

Harme Age Addiess D.OE.
i Slwr T2dstnSt Abay Cissk 4105 e
fabbast, Bnastasia Ak 12 Jobe 5t Ay Creck, 4005 ZE/022004
bk, Beriamin Sye 12 Jebe 58, Sbary Crogk, 4005 260200
fibbost, Brian ESyiz 12 Jehn 5t Abany Cresk, 4035 2E/031555
Abbon, Madsbne 26 yis 12.Jokin St by Crssk, 4035 14021578
btz Brltany Tz 10WTkams Foad, Dansin. B0T [R/06 1596

To an Inactive FENM, you will need to open the patient's record and unselect the 'Inactive’ checkbox
from the Edit screen.

£ Open patient

Search for: |-‘3« | (®) Name () Medicare No. (") Becord Mo,
Show inactive patients (] 2hew deceased patients
Mame Age Address DOE. Record Mo,
Abbatt, Alan John B4 prs 12 Jogaer St, Albany Creek. 4035 30/06/1945 101
Abbott, Anastazia Roze B s 12 John 5t Albany Creek. 4035 25/02/2004 104
Abbatt, Benjamin James Ewrs 12 John 5t, Albany Creek. 4035 26/01/2003 103
Abbatt, Madeline Jane s 12 John 5t, albary Creek. 4035 14/02/1978 102
Ackermann, Ashley Francis 29 prs 71 Billabonger Road, Willawong. 4110 1040741980 7893
Ackermann, Maree Aleizha 27 vz 71 Billabonger Road. Wilawong. 4110 0B/08/1981 7894
Adams, Felix lexander 80 s 35 Yarabine Road, Landsborough. 4560 304121928 245
Ahern, Jason Patrick 32wz 17 Seymore Ave, Bentleigh. 3204 31/06/1977 987
Ahern, Rhonda Joan 1 s 17 Seymour Ave, Bentleigh. 3204 06/06/1938 986
Alberts, Brittany 13 s 10"williams Road, Darwin, 801 02/06/1996
Albertz, Jackszon By 10%Williams Road, Darwin, 807 20/09/2000
Alberts, Joanna 39 prs 10%Williams Faad, Darwin, 807 304071970
alberts, Jokn KIERUES 10%Williams Foad, Darwin, 807 16/10/1969
Alberts, Lean 19 wrs 10Williarnsz Foad, Darwin, 807 14/02/1930
Alberts, Michasla 20w 10%illiamz Road, Danwin, 801 23/11/1988
Alberts, Rochelle 17 wis 10"Williams Road, Darwin, 801 01/08/1991
Alberts, Tamara 15 s 10"williams Road, Darwin, 801 16/12/1993 .
< | >
Open H Yiew detailz £ : y

Grey = Deceased
Pink = Inactive
Click on View Details to Edit patient — mark as active if appropriate.

11 August 2009 Page 3 of 4



Best Practice - How to bulk archive patients

f Edit patient

Title: | Mast 3 | Medicare Ma. 4133180457 | Line Mo.:

Surname: |.-’-‘n.bbott | Medicare expiny: 12/08

First narme: |Beniamin | Pension/HCC No.: | | Ewpiry: ||:| 3 |

Middle name: |James | Pension card type: | " |
|

Prefered name: |Beniamin DA Mo || Conditions
Date of Bith:  [[Z]26/1 2003+ | A0= [Byrs Safety Net No.: | |
Sex - Record Mo.: |1|:|3 |

ATSI: w | Usual doctar: |Dl. Frederick Findacure v|
Address Line 10 {12 John St Deny access o other users |
Address Line 2: | | I sual account: | Schedule fee L |
City /S uburb: Posteode: Health Ins. Fund: |Medihealthy |

Health Ins. o |123‘| 23123 |

Home phone: 07 50505050 | Wwork phone:

tobile phone: I:l Religian: |Ba|:utist |
E-mnail: | | Head of Farnily: Alan Abbatt Set
General nates: Mext af kin: Alan Abbott Set
Deceased
Appaintrent
notes: Cauze
[ Save ] [ Cancel

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. patient files can still be accessed
using the Show patients checkbox when selecting a patient.

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.
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