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Before you begin

e Make sure you have the latest version of HealthLink SIX messaging system
(HMS version 6.5.x) installed in your system

e The HealthLink and HLINK directories described in this guide should be
shared and all users will need to have full (read/write) permission to it

e The HealthLink and MedTech integration has been completed.

e |f you are unsure on any of the above, please contact the HealthLink
Helpdesk on 1800 125 036
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Setting up the MedTech address book
Adding New Providers

Each provider that you wish to send to needs to have an address book entry. You
can add providers as you become aware of them.

To add a new provider address book entry, go to Setup / Agencies / Address Book.
Click on the New icon.

1.

2.

3.

Go to Setup / Agencies / Address Book. Click on the New icon.

&% Address Book

B Sumame: I"-.-"| Duplicate handin

{* Update  Create ( lgnaore

=10] x|

Surnarne | First M ames Street Address | Suburb ;I
SORDOVIC MARLEME 1097 Elizabeth 5t SYDMEY

STANTOM HARRY 1 Polaris Avenue MILL PAREK.
LENDWH

WaDER DARTH |
| 'l 4

Fill in the appropriate details

£ New Address Book x|

Dr Wylie Coyote (ACME)
M ain |F'|:u$taIDetai|3| kare I Motes I Audit I

~Mame
Code: I.-'l'-.EME
Surname: IEDYDTE
First Mames: IW'YUE Title: IDr—
Preformatted M ame: IDr Wiylie Coyate j
Contact Detail

Street: I'I Dezert Road

Suburk: [RUNAWAY BAY |
State: [ULD v]  PostCode:[4216
Residence: I

Haome Phone: ||
Wwiork, Phone: I

Inactive; [

] Cancel | Help |

Click the OK button.
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Adding the HealthLink EDI to the address book entry

4.

From the address book search for the provider you want to add EDI details to

and double click your providers entry

i
I
TS Sutharme: ICOYOTE Duplicate handlin
m @ - I {* Update " Create " Ignore
Sumame | First Names | Street Address | Suburb ;I
CHAM ALDREY 107 Oxford St MARGATE BEACEH
CLIMTOM EEVERL"Y 16 Catunga Foad TAABIMGA _I
COvaTE "W'LIE 1 Desert Road RLMAWEY BaY
DEPF JOHMMY 21 JUMP STREET RICHMOMD
< | 'l 4
5. Click the More tab
x

Dr Wylie Coyote /(AC.M{E]

S ET | Postal Detail@nre)\lntes I Audit I

—Mame
Code: I.-'l'-.EME
Surname:
First Mamesz: IW'YLlE Title: IDr—
Preformatted Mame: IDr Wiylie: Copote j
Contact Detail

Street; I'I Deszert Road
Suburt: [RUNSWAY BAY =

State: IE!LD VI Pzt Code: |421 G

Fezidence: I

Haorme Phone: I
Work Phone: I

Inactive: [

k. Cancel | Help |
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6. Select Messaging for the Preferred Contact Method. Type in the EDI of the

provider in the HealthLink Box

&% view Address Book

Dr Wylie Coyote (ACME)

Ed

b airy I Postal Details  More |Nutes I St |

—Codez/Reference

Reqiztration Mo; I

Internal Provider: I

Prowvider Mo I

L

Affiatiors | [ |
Specialty: I j
E xpertize: I j
IInload Ref: I
—LContact Detail

Fax: I kobile Phone: I
nlizited Ph.: I Pager Mo.: I

E mail: I

HealthLink Box [testedil

] 4 LCancel

o |

7. Click OK
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Creating letters

Draft creation

1. Click the New Patient Document button
£} MedTech32 Healthlink “Til =121

File Edit Patient Module Beport Tools Ublities Setup Window Help [

A [ 2 & R (O (&[5 @

MOUSE Mickey (167) R 2146 540346 Mar 14 ADM ¥

13-15 Teed Street, NEWMARKET, 02 111 1111, 03 222 01 Apr 2000 8 yrs Male 0.00 B P

2.  Select the document type from the Document drop down menu

£ New Patient Document 10|
Main _tiare Iﬂudit I
Didcument Detail
Dlocument: j I J [ Parked/In Progress ‘
Off Wwork, Certificate [0WwC) & _
Pathalogy Freforma [FATH) _E\B I u = v 4 E B S |
———|Radiology Referral [RAD
o '1Hadiolo$Heport[éH] ! g . uj-?- v B8 0 2 3 S 1B AT 18 R
5 Feferral Letter [REF)
. Reminder Slip [RS) /
Shared &AM Referral [SANR] 1
Shared Antenatal [SACE i /
o4
o
T
©

"D ocument Optian

Prirter: IPrimoF'DF j Prowider: ISystemAdministrator [aDM) j Copies: |1 i’ Golat .., |
3 Into | Erint&Sendl Send Wiz ™ | By prirt | & Wizard | ax I Cancel | Help |

3. Click the To field
B

Main |More IAudit I

Document Detail —
(Document: IHefenaI Letter [REF] iT o || E [~ Parked/In Progress ‘

| T aial B ERE = T B an ‘
E-|-1-|-2-L-3-|-4-|-5-|-5-|-T-1-8-1-9-|-1D-|-11-|-12-|-13-|-14-|-15-|-1B-|-1?-|-18m
- “ID Mar 2009 _I
4. Search for the provider you wish to send to and double click the entry
Copyright © 2009 HealthLink Limited
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Find Address Book |

] | Advanced I

Mame: IEEI'T' S parch |
Code: I =

Frovider urknowe: [

Code M ame Address ik, k=

ALCME D 'wiylie Copote 1 Desert Road, RLUMAWAY BAY

oK, add. | Cancel | Hep

5. Type out your letter and put a tick in the Parked/In Progress box

18(x]
Main |Mure IAudit I

Drocument Dretail

(Document: IHefenaI Letter [REF] j Ta: IDrW’yIie Coyate J ¥ Patked/In Progresw ‘

" — ———————

I':ﬂ‘AnaINanow ;”12 ;I H-|p 7 U = = v 4 B R N S

Cre 2 F g e B 7 BB A0 T A2 AFe T A8 B 17 8 T
= Mo

-

Dear Or Caoyote,

Re: Mickeylongname Mouse DOB: 01 Apr 2000
13-15 Teed Street, Newmarket, QLD
~ Medicare Card Number: 2146 84034 6

7 [This is a test letter to demnonsirate how of send an electronic letter via HealthLink using MedT ech

Yours Sincerely

System Administrator
Code M Location Name

=3

i -
-

"D ocument Option ‘

Fiinter: | PrimoPDF 7| Provider: [System Adminisuator (4DM) | Copies: [1 3|  GoDet... |

2 Irfa printtSend | cenaviv | Bypi | @ Wi;an:w\ ot | )cancel | bep |
6. Click the OK button. This will save the letter in both the providers and patients

outbox for review by the provider
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Update letter and send

7. To edit the letter either go to the provider outbox or the patients outbox, a list of
letters will be displayed.

&% provider OutBox

101 x|

EERNYEE® |

Tck|Date |F‘atient |Subiect |Doc |Status |T0 Exam No |;|
[~ 194pr2002  DRAKE Brad [62) Radiology Report RR Completed 190402123730
[T 22Ap 2002  CRAWFORD Cindy (49) Fadiology Referral RaD  Completed | Sadistegr Sanasmas 220402104841
I~ 45ep 2003 SkvwalLKER George [165) Referral Letter REF  Completed | Dr Darth Y ader 040308130548
[~ 27 Feb 2002 JOMES Chriz [54] Feferal Letter REF  InProgress | MrHarold Smythe 270202170340
[~ 11 tar 2003  MOUSE Mickey [167] Referral Letter REF  InProgress  Driwylie Copate 110309162612

L]

8. Doubile click the letter you wish to edit, and make your changes

9. Once the changes have been completed, remove the tick from the Parked/In
Progress box

&% view Patient Document

I =l
Main |M0re IAudit I
Dacument Detail e T
’VDocument: IHeferraI Letter [REF) j To IDrWyIie Copote J I Parked.-"InF'rogressz> ‘
[T b DW= s s (=== e BS G |
5-!-1-!-2-L-3-|-4-I-S-I-B-I-T-I‘S-I-Q-l10|11

CAZe0 130 A4 A8 1 A8 017 15 AR

& |11 War 2009 _I
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10. Click the Send Via button and select Message transfer

=loj x|
tain |M0re IAudit I
"Document Dretail

Document: IHeferraI Letter [REF] j Ta: IDrW_uIie Copate J [~ Parked/In Frogress ‘
T do-dm-ds s ujs==> 42 B % ‘
R Y- KRR S-SR N - AVSVICR: NI RONIRS [ EUCOS § RIS P-PNS OIS € SR E-PNIS - RNIRE EARR =P i
T 1 Mar 2009

Dr Wylie Coyote
1 Desert Road

- [Runaway Bay

T jaLD

. Pear Dr Coyote,

Re: Mickeylongname Mouse DOB: 01 Apr 2000
13-15 Teed Street, Newmarket, QLD
Medicare Card Number: 2146 84034 6

"D ocument O ption:

Fiinter: | PrimoPDF | Provider: |SystemAdministna}L9.DM-}—ﬂ—cm;_lJ\é Go Dot... | ‘
1 F‘r_inEJ %m‘ard | oK | Lancel | Help |

Message transfer 32400 |ADM

-

|Evaluati0n Database (M)

11. Select RSDAU for the Messaging Platform and select the appropriate
options from the rest of the fields Click OK

& Enter Message Paramekers |

Recipient; IDr Wiylie Copote

L] 12

Messaging Platfarm; |EEIREMIE]

—Parameter

HealthLirk Mailbos: Ipmsgenie

teszzage Tupe: I

Priarity: |Fh:uutine R

[] Return patient after evaluation [RFP)
[ Assume managernent (&64)

Dizposition: |[] Send \Wiitten Report PR ﬂ

Reason: [ Second, Third ar Further Opinion [S) ;I
[] Patient Preference [P)
[ Provider Ordered [0) ﬂ

] 8 LCancel | Help |
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12. Click OK

[information
i ] This document will be lodged

Cancel |

The message has now been created and saved for secure sending through
HealthLink. Your letter will be sent automatically on the next scheduled
HealthLink connection.
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Reviewing procedure and best practices

We recommend all letters created should not be sent immediately, to eliminate errors
or mistakes. It is good practice to have the typist, assistant or receptionist type out
the letter, and save it for reviewing by the provider. Only once the provider or practice
manager has reviewed the notes and either signed off or approved the letter should
the letter be sent. There are two common review processes. The electronic process
or the printed process. It is your preference which you choose.

Electronic process: Once the letter is typed, put a tick in the Parked/In Progress
box.

o]
Main |M0re | Audit | /_\\
Document Detail F/

(Document:lﬁefeﬂd Letter (REF] =l Ta [DrDathVader & ¥ EakednProgiess ) ‘
ETE Hzm=e s sj===> 42 98%___— |

E-.-1 ce2e 34 B B T B G 0 12 13 T4 1S B AT 18 AT

The provider can then go into the newly created electronic letter in his outbox and
review it. Once the provider is confidant the letter is complete the letter can be
updated and the tick in the Parked/In Progress box can be removed.

Printed process: Once the letter is typed, you can print it out to be reviewed by the
provider. Put a tick in the Parked/In Progress box.

The provider will then review the printed copy. Once the provider is confidant the
letter is complete the letter can be updated and the tick in the Parked/In Progress
box can be removed.

Copyright © 2009 HealthLink Limited Page 14 of 20
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Keeping track of letters

using MedTech

Messages Lodged
You can track and monitor the status of letters you have sent to providers from within
MedTech.
1. Click Tools > Message Transfer > Messages Lodged
=10
EE |
D ate Lodged |Dale Sent |Palianl ITU IType |Slalus Iﬂ
Thu 12 Mar 2009 16:07 SKYWALKER George [165] Dr Darth Y ader RSD:R  Unzent Message
Thu 12 Mar 2009 15:51 MOUSE Mickey [167] D 'wiylie Coyote L Unzent Message

‘wied 11 Mar 2003 14:54
wed 11 Mar 2003 12:54

‘whed 11 Mar 2003 14:54
wied 11 Mar 2003 12:55

MOUSE Mickey (167)
MOUSE Mickep (167)

br Kyle Macdonald
rr Kyle Macdonald

RSD:R  “aiting for Acknowledgement
RSD:R  wWaiting for Acknowledgement

‘wied 11 Mar 2009 10:11
Tue 10 Mar 2009 15:42

‘wied 11 Mar 2009 10:11
Tue 10 Mar 2009 15:43

MOUSE Mickep (167)
MOUSE Mickey (167)

Hr Kyle Macdonald
br Kyle Macdonald

RASD:A “aiting for Acknowledgement
RSD:R  “Waiting for Acknowledgement

Mon 03 Mar 2003 11:20
Fri 06 Mar 2009 12:41

Maon 03 Mar 2003 11:20
Fri 06 Mar 2009 12:41

SKWALKER L (173]

kr Kyle Macdonald
Clifford ‘Wilson

RSD:R  waiting for Acknowledgement
RSD:R Mot Acknowledged

Thu 05 Mar 2009 10:09
Thu 05 Mar 2009 08:55

Thu 05 Mar 2009 10:10
Thu 05 Mar 2009 08:56

MOUSE Mickey (167)

[

[

[

[

MOUSE Mickep (167)

[

[

MOUSE Mickep (167)
[

kr Kyle Macdonald
br Kyle Macdonald

RSD:R  Acknowledged
RSD:A Mot Acknowledged

‘wied 04 Mar 2003 19:42

‘whed 04 Mar 2003 19:43

MOUSE Mickep (167)

br Kyle Macdonald

RSD:R Mot Acknowledged

Here we can see details such as, date, patient, who the letter was sent to and the

status of that letter.

Status meanings

An acknowledgement indicates that the letter you created has been received by the
recipient provider and imported into their clinical software

Please note this does not mean the provider has viewed the message.

Below is a table of what

the different statuses mean.

Status

Description

Unsent Message

New letter has NOT been generated for electronic sending
yet

Waiting for The letter has been generated for sending. MedTech is

Acknowledgement waiting for an acknowledgment.

Acknowledged The message has been received and accepted by the
recipient

Not Acknowledged The message has been ‘Waiting for Acknowledgement’ for

longer than the ‘Acknowledgement Timeout’ period.

Acknowledged Error

The recipient rejected the message. The exact details of the
error can be viewed within the log file produced by the
Message Transfer Utility.

Error occurred while
sending

A component of the message was missing. MedTech was
unable to generate the message. Exact details can be
viewed in the Message Transfer Utility log file.

Document Inactivated

Message in the outbox has been inactivated prior to the
message being delivered.

Copyright © 2009 HealthLink Limited
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What to do if there is no acknowledgment

2. If a message has not been acknowledged, this simply means you cannot
verify the message has been imported into the clinical software of the
provider you sent the message to.

If there is no acknowledgment within a week, we suggest you call the
HealthLink Helpdesk on 1800 125 036
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