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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 HealthLink SIX messaging system must not be installed on the Genie server

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 Genie 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 Genie address book
Adding New Providers

Each provider that you wish to send to needs to have an address book entry. You
can add providers either manually as a new contact to your local address book or
download them from the Genie web search.

Local address book

1. From the address book click on the Plus icon
Ry
Q@ @ ; @ & & D Merge | Specialty... - Text Search |
Download Genie Users I Display Genie Users | web Upload | ‘Web Search I
Surhame ‘ First Name ‘ Clinic | Suburh | Specialty 3
2. Fill in the appropriate details
4D Address Book: Dr Darth D ¥Yader x|
Details IEonespondencel
Title |Dr I~ Mark Contact
First Hame |Darth | Initial |D_ Suname [Vader ¥ Auto Capitalise
Clinic |Dark Side Surgery I™ Assists at Operations
Address 1 |1D‘I Hutchingon Ave [T innctive
[~ Web Import
Address 2 |
dkuli W o i l— ¢ First Mame ¢ Formal
ubur ew Lynin ostcode [Dear Darth
State M5Ww Country IAustraIia Full Address
Dark Side Surgeny
101 Hutchinson dve
Mew Lynn
Provider Ho | | Mobile |
Notes
Work Phone | | Pager | (e he is lukes father ]
Fax | | Home Phone |
Email & |
Category I Ll | [;; ;I
Specialty I LI I Genie User
ID 6 & | | M \3‘:4 P | bbl Delete Cancel | Save I

3. Click the Save button.

Genie for Windows RSD user guide Page 6 of 20



Web Search

4. From the address book click on the Web Search button
=IO

Q@@é@ ﬂ&@ Melgelm

Download Genie Users | Display Genie Users | ‘Web Upload |

Text Search

Surname | First Name ‘ Clinic ‘

5. Search for the provider you wish to add
|

Search the Genie Web Server

Surname: I@

First Name:

Clinic:

I
Specialty: I
|
|

Suburh:

Postcode Range: I 1] to I 1]

[~ Healthlink Users

& can be used as a wildcard character. [Shift-2]

Cancel | 0K I

6. Select the provider you wish to add and click Import
x
24 Select the records to import...
o | Surname I First Mame I Specialty I Clinic | Suburb | Postc._. I:I
V| Test Chockor General Practice Collingwood 3066
[~ Test Ore Testing 2001
[~ Testlo Adam Other. .. Lirver Transplant Lnit Heidelberg 3084
[ Tasta Llewelyn General Practice ¥ arrarn 3971
; [ I R
[ Tesho Llewwellyn General Practice Yarram Medical Centre “arram 3871
I
Cancel I Select All | Select None | Select GPs I Select Specializts I ITI

The providers details will now be downloaded and added to your Address book

Genie for Windows RSD user guide Page 7 of 20



Adding the HealthLink EDI to the address book entry

7. From the address book search for the provider you want to add EDI details to
and double click your providers entry
i
=, E‘} @ é_l @ ﬁ & D Merge ||5pecia|ly... vl Text Search |
Download Genie Users | Dizplay Genie Users | Wweb Upload I Web Search |
Surname | First Name | Clinic | Suburb | Specialty ZI
Vader Darth Dark Side Surgery
8. Click the Correspondence tab
x
Details |Eonespondence|
Title Im I~ Mark Contact
First Hame IDarth Initial [0 Surname I\-’ade[ ¥ Auto Capitalise
Clinic |Dark Side Surgery I” Assists at Dperations
Address1 | [™ Inactive
Web |
Address 2 | ¥ ATt

¢ First Name " Formal

Suburb I Fastcode I |Deal Darth
State I Country IAustraIia Full Address

Dark Side Surgery

Provider Mo I Mobile I

MNotes

Wiork;Fhene I Pager I ez e iz lukes Father =]
Fax I Home Phone I

Email = |

Category I LI j
Specialty I LI [T Genie User

ID 6 gl ﬁl_ﬂlb_lﬁl Cancel |[ Save |
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9. Select HealthLink for the Preferred Method of Communication any type in
the EDI of the provider in the HealthLink box under CARRIER IDENTIFIERS

4) Address Book: Dr Darth D ¥ader

Details Comrespondence I

Preferred Method of Communicalio

CARRIER IDENTIFIERS

Healthlink |geniets] 4____'}

Alltalk/EQuery |

DivisionReport |

ePIT I— (@epitmail. com

2Hippo |

Medical l]hieclsl £ sl e same ar He Fatas Mamder

[™ Include RTF in letters

x|

ol (] o ]n] o

I Save I

10. Click Save
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Creating letters
Draft creation
1. Click the Letter button

File Edit ©pen Tools Special Help

41 Thomas Tank Engine {(6,/01,1950) Fat Controller Street Island Plantation 4650 ()

Summary |Nutes| Ehechﬁﬂ'&ﬁcript An::hivel Obsztetnc H:r.l Su-::iall
[EUHHENT PROBLEMS = i op [+ Diabetic [PAST HISTORY > !

=

Add Cons | Edit Cons |

2. Search for the provider you wish to send the letter to

Search Address Book... [ Hide Inactive Records
Surname I'q.rader

First Hame I

Chinic

|
Suburh I
|

Specialty

Cancel I 1] 4 I

(@ can be uzed as a wildcard character. [Shift-2]

3. Select the provider and click OK
=10l

@ Select a docior...

Surmame

Suburb

Clinic

First Name

Dark Side Surgery

Add | [ Delete Cancel | ok |
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F\Ie Edit COpen Macros Help

= 6 &
G| 7 » |e

Pl

Fields Expressions |

emplate

Date:

From:
To:

Prefers:

Type out the draft of your letter

Genie - [Letter: Thomas Tank Engine]

- [Default Letter x| |

I™ Send via 3rd party

- [05/03/2003
Admin hd I

Di Darth D Vader
Healthlink ~]

[Select Carrier
[= | Sent from Genie §
I~ Delivery
1D Mo: 154

=1 [~ Printed

™ Reviewed

I™ Flag for Followup
I~ Reply Received
[~ Can't Delete

[ Spelichecking €

Edit Template
Convert to Text

=181 =]
=181 ]

Load Account Holder

Load CC

Load Checklist

Laad Consultation

Load Emplover Insurer Details
Load Health Assessment
Load Nest Appointment

|»

Load Procedure

Laoad Referring Dr
Load Usual GP

Load workcover Claim

Allergies

Current Medications
Currert Problems

Current Problems + Notes
Ermployer Insurer Details

Immunisations
Last Measurement
Life Events
Obstetrics History
Past Hx

Past Hx + Notes

| Fle Edit Wiew Insert Style Colors Paragraph Format Toals

Inas e |&®Ba €| ~|1u|oalm j“r.

J [Hormal

= | [Fimes hew Roman

u

=] A i H 3 . o
EEEEEEEEE__—_—_—_—— Bl
Patient List Clinical-Thomas Tank Engine Letter-Thomas Tank Engine T

[o [vaeinn

o

sz =B~

|

D O R

"4 7 g

E_

Dear Darth

Mr Thomas Tank Engine
Fat Controller Street

Island Plantation QLD 4650
DOCB: 06/01/50

Thank you for seeing this

Current Problems:

This 15 atest letter to demonstrate how to send an electronic letter securely through

HealthLink.

Past History:
Il Significant
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Update letter and send

6. To edit the letter after it has been reviewed by the provider click Open >
Outgoing Letters

“¥ Genie - [Thomas Tank Engine (6/01,1950) Fat Controller Street Island Plantation 4650 () - Current User Admin]

File Edit | Open Tools Special Help

[7911 e Sheo I Add Cons | Edit Cons
59 yrs i Appaointrients Cte4-1 | | I Mark
Summary IN: Address Baok Ctrl+E tric Hxl Sociall
Tasks
CURRENTF . PAST HISTORY z) [ALLERGIES ]

Procedures ;I ;I
( Cwkgaing Letkers >

Incoming Letkers

Impork Transcribed Letters

o
7 =
Correspondence Log Smoking Status | > I
Emplovers ™ Alcohal I

Account Holders
Bank Accounts
Account Messages
Billing Tkems ﬂ Scratchpad

» Pathology & Radiology
I Ceriificate Investigations Ackion Lisk T

AUICKSCRI  Investigations Audit | @3| i}l |nﬂn%% 'ﬂ Reset ||_ Reg 24 TPG = | Strength | v Access

EatIPrintI Patient Handaouks Medication | Dose | Frequency | Instructions | Oty
Genie Message Board

MIMS Abbreviated
MIMS Annual
MNPS RADAR Documents

7. Alist of letters will be displayed.

“¥ Genie - [Dutgoing Letters: 3 of 44 Records - Current User Admin] N =8 il
File Edit ©Open Recards Help =151 x|
- 5 To Be Reviewed - Method - Import Letters
= ml_ﬂl ] [ =] | =]
Prink Delete From j' Patient List | Correspondence Log |
Date | Patient | To | Carrier | Sent ‘ Ack | From | Creator Pref Clinicg
20/02/09 Mr Test Patient Dr Darth D ader False False Admin Admin Healthlink Dark Side &
05/03/09 |Mr Thomas Tank Engi Dr Darth D Yader False False Admin Admin Healthlink Dark Side S
05/03/09 Mr Thomas Tank Engi Dr Darth D ader False False Admin Admin Healthlink Dark Side 3
8. Doubile click the letter you wish to edit, and make your changes
9. Once the changes have been completed, put a tick in the Reviewed box

“¥ Genie - [Letter: Thomas Tank Engine] 151 x|

T8] File Edt Open Mamros Help — =1

= B & C’) - Date: [05/03/2009 I~ Send via 3rd party Reviewed! Cancel_|
= ; :

I / & | @ From: [Admin E3| [Select Camier x| I™ Flag for Followup | «| «l v bb
= = 2+ . I Reply Received ! o | e

ID No: 153 To: [DrDarth D Vader | : [T Sent fiom Genie b i
- i [~ Can't Delete i
Fields |E,p,e,sio,,,| Prefers: | Healthlink ~| | ™ Delivery I~ Spellchecking € :

10. To send the letter put a tick in the Send via 3" party box, a selection screen
will appear. Select the appropriate options and click OK
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PRIORITY ———— ~REQUESTED ACTION
W Send Written Repart
~ Critical/Urgent ™ Return Patient After Evaluation
" ASAP ™ Assume Management
™ Second Opinion
™ Third or Further Opinion
[™ Discharge Summary
[™ F¥I. Mo Action Requested
[ Share Care
[ Case Corference
Cancel I OK I
11. Make sure HealthLink is selected in the area indicated below, then click
Save
¥ Genle - [Letter: ThomasTankEngine] =lB(x]
IS] File Edit Open Macros Help ==X
& & G =D [os/0372008 | i [ViSend via 3rd partyi N Reviewed Cancel
B = Printed
y Tom: Imin = I\ [Healthlink =] =
|/ & co|8|l From: [Ad ; T Flag fon Followup | | &l b b
e B |;‘ | | To: [BrDanh D Vader | | I7 Seni from Genie < | FE::!:’:;E:"“ _I J J J
Fields | Expressions| Prefers: [Healthlink =] r Delivery I~ Spelichecking €

The message has now been created and save 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 practice

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 when 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, the Flag for Followup box should be
ticked and the letter saved.

[~ Reviewed

[ Printed

¥ {Flag for Followup
[ Reply Received
[ Can't Delete

[ Spelichecking B

The provider can then go into the newly created electronic letter and review it. Once
the provider is confidant the letter is complete the letter can then be marked
reviewed and sent.

Printed process: Once the letter is typed, you can print it out to be reviewed by the
provider. Printing the letter will automatically put a tick in the Printed box.

[ Reviewed

I Printed:

[ Flag for Followup
[ Reply Received
[~ Can't Delete

[ Spelichecking e

The provider will then review the printed copy. Once the provider is confidant the
letter is complete the letter can then be updated, marked reviewed and sent
electronically.
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Keeping track of letters

Correspondence log

You can track and monitor the status of letters you have sent to providers from within
Genie.

1. Click Open > Correspondence log

x|

- -- Thiz machine iz zet to export letters for Healthlink

Sent IHeceivedl Error Logl

D ate v| ACK | Patient | To | Carrier | <
5/03/2009 Tank Engine, Thomas Vader, Darth Healthlink
2E/02/2009) 0 Tank Engine, Thomas Wader, Darth Healthlink
260242009 0 Tank Engine, Thomas “ader, Darth Healthlink
26/02/20038) T Tank Engine. Thomas “Yader, Darth Healthlink
ZE/02/2009) T Tank Engine. Thomas “Yader, Darth Healthlink
26/02/2009 T Duck, Donald Wader, Darth Healthlink
25/02/2009 T MOUSE, MICKEY Wader, Darth Healthlink
25/02/2009) 0 Skywalker, Luke Wader, Darth Healthlink
25/02/2009 & MOUSE, MICKEY Wader, Darth Healthlink f=
11/09/2008 = Skywalker, Luke “Yader, Darth Healthlink
340942008 TESTSUR. TESTFIR Wader, Darth Healthlink
1z/08/2002 Skywalker, Luke Vader, Darth Healthlink
13/08/2008 Skywalker, Luke Vader, Darth Healthlink
1z/08/2002 0 Skywalker, Luke Wader, Darth Healthlink
13/08/2008 Skywalker, Luke “Yader, Darth Healthlink
13/08/2008 Skywalker, Luke “Yader, Darth Healthlink
1z/08/2008 Skywalker, Luke Vader, Darth Healthlink
25/07/2008 T Duck, Donald Wader, Darth Healthlink
25/07/2002 T McFake, Dude Wader, Darth Healthlink
24/07/2008 T tMcFake, Dude Wader, Darth Healthlink -
e _ = . = _'l_I

AR lethers sent

Fatient List Clinical-Thomas Tank Engine Review Comespondence

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

2. Further information can be viewed by double clicking on the letter you wish to
check
I
= Delivery Acknowledged
Sent on: 05/03/2009 15:02:18 Carrier - Healthlink
Patient - Tank Engine, Thomas Workstation : HLEVM-GEMIE
Sent To - “ader, Darth Letter ID - 153
Sent By : Admin Message ID - 1532

Here you can see additional detail such as, Letter ID and the workstation the letter
was sent from.
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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.

3. If there is a tick in ACK or Delivery Acknowledged this indicates the letter

has been received by the recipient and acknowledged.

a @ ; @ 6 This machine is et to

Sent |Hecei\red| Error LDgI

Date ~| ACK | Patient

25/02/2008 B MOUSE. MICKEY
1140942008 & Skywalker, Luke
3/09/2008| B TESTSUR. TESTFIR

4 Correspondence Log

¥ Delivery Acknowledged

Patient - MOUSE. MICKEY
Sent To : Yader, Darth
Sent By : Adrmin

What to do if there is no acknowledgment

Sent on: 25/02/2009 075310

4, If there is no tick in ACK or Delivery Acknowledged, this simply means you
cannot verify the message has been imported into the clinical software of the

provider you sent the message to.

4 Correspondence Log

= Thiz machine iz zet to
ad® = @ &

Sent |F|e-::eived| Error Lugl

Date ~| ACK | Patient

5032009 T Tark Engine, Thomasz
2640202009 O Tank Engine, Thomas
2B/02/2008 T T ark Engine, Thomas
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4 Correspondence Log

& Delivery Acknowledged

Sent on: 05/03/2009 150218
Patient : Tark Engine, Thomas
Sent To : Wader, Darth

Sent By : Adrmin

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