eMedical — Clinic Administration

6. Clinic Administration Overview

This section of the user guide deals with the clinic administration functions related to the
management of:

¢ clinic contact details, services offered and external service providers — see section 6.22
Manage my clinic

¢ clinic staff — see section 6.3 Manage Staff

e the ‘Alert’ settings so that the system best meets the needs of your clinic — see Section 6.4
Manage the Clinic Application Settings

¢ clinics/specialists that your clinic may regularly refer clients to — see section 6.5 External
provider list list

Note: Only a user with the ‘Clinic Administrator’ role can undertake the clinic administration
tasks in eMedical. Accordingly, this section of the user guide assumes that you have a Clinic
Administrator role. For backup purposes it is expected that each clinic will have two Clinic
Administrators.

| 6.1 Clinic Administration Home Screen

When you logon to eMedical, your menu bar includes Administration, eMedical Support and
Contact Us tabs with the Staff list screen displayed.

Security defails My account Logout
, Mr Allen SANDERS!
CHS UAT Cambridge Hospital
English Francais US English
€ Medical
Administration »  eMedical Support Contact us

This table is filtered to show: 'All statuses' and "All roles'

- i T N

O DrFlynn CHUN e19557 18 Nov 2016 Active engagement Dactor ERLHEEE
O Ms Jessica COLLINS - 11 Nov 2016 Account Activation Pending Clerical (Radiology) n/a
O DrleeFLYNN e19857 24 Oct 2016 Active engagement Radiologist [ ] B3 | N2 o=
O Mr.Joe FRANKLIN e19855 24 Oct 2016 Account Suspended Clerical (Medical) n/a
Clerical (Radiology) n/a
O MrBob FREW e19834 13 Jun 2017 Account Suspended Clerical (Radiology) nia
O Ms Suzi HEDRICK e19762 29 Aug 2016 Active engagement Clerical (Medical) nia
O MrBobll €19854 30 Jan 2017 Account Suspended Clerical (Medical) nia
QO MrAlex RICHARD e19534 02 Jun 2016 Active engagement Clerical (Medical) nia
O MrAllen SANDERS 19856 24 Oct 2016 Active engagement Clinic Administrator nia

1-100f 12 results Page 1[v] < < b »
Edit Engagement

Note: The menu bar will also include the Clinic inbox and Case search tabs if you also have a case
management role (e.g. Clerical (Medical)).

Clinic inbox ~Case search Administration v  eMedical Support  Contact us
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The Administration tab includes the following menus:

Manage my clinic
Staff list
Application Settings

External provider list

The functions of each of the menu are covered in the following sections.

| 6.2 Manage my clinic

The Manage my clinic menu displays the Manage clinic screen.

Clinic details

Clinic name CHS UAT Cambridge Hospital

Website
Map link

Hours of operation )
9:00am - 5:00pm
Monday - Friday

Querview @

& Expand all B Collapse all

& Panel country status

Active country Clinic ID [Exam selection
Australia 419 Standard
Canada 014498502553 Complete

New Zealand CR0O000016 Complete
United States 108413 Standard
© World clock

Time zone TUTCHITO0 v

O Daylight savings is currently in force
Current local ime  08:26AM Sun 17 September 2017

(7]

@ Expand all B Collapse all
© Contact channels

Contact channels

e

Contact details Comments Edit
142 King Highway, Kuala Lumpur, MALAYSIA
+63 (2) 147895

clinicadmin

Primary
Yes
Yes
Yes

Delete Contact channel
m Address (Business)
] Phone (Business)
m E-mail (Business)

SN

mail.com

© Services offered

i

Added
28 Aug 2014

Exams included

501 Medical Examination

512 Limited medical Examination

711 Syphilis management information
901 Mini Mental Examination

902 Global Assessment of Functioning
903 Assessment of Activities of Daily Living
904 Chart of Early Child Development
946 Resettlement needs

945 Departure Health Check

950 Other

951 Vaccinations

952 Treatments / Medication

502 Chest X-ray Examination

503 Chest x-ray image

504 Posteroanterior (PA) chest x-ray
508 Posteroanterior (PA) chest x-ray
509 Lordotic chest x-ray examination
510 Lateral chest x-ray examination

Subscribed panels
EEIFIHE

Delete Service
Medical

Radiology 28 Aug 2014 5] 828 | Nz =S

© External service providers

No external service providers currently linked.

Provider Service(s) Linked

‘ Manage external service providers. ‘

In the Manage clinic screen a Clinic Administrator is able to view and/or update details about the

clinic, including:

¢ Clinic details (e.g. Website, Map link, Hours of operation, clinic overview)

e Contact channels (e.g. clinic phone number, email, mailing address)

e Clinic time zone

e Panel country status (i.e. whether you are part of the Australian, US, Canadian and/or New
Zealand panel physician network)

e Services offered (i.e. whether your clinic offers medical, radiology and/or other services,

such as pathology)

e External service providers (i.e. other clinics/specialists that you regularly refer your clients

to).

| Note: Your clinic will be initially added in eMedical by the Department of Immigration and
| Border Protection (DIBP), Refugees and Citizenship Canada (IRCC), Immigration New
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Zealand (INZ) and/or US Department of State (DOS). A number of fields in the Manage clinic
screen will therefore already be populated with the data that was provided by your clinic
during the initial registration of the clinic.

Clinic details

Clinic details

Clinic name CHS UAT Cambridge Hospital
Website

Map link

Hours of operation )

Qverview €

The clinic name will be entered into eMedical by DIBP/DOS/IRCC or INZ during the initial registration
process and cannot be edited. Additional details about your clinic can be added in the remaining fields
in this section to assist DIBP/DOS/IRCC/INZ when required to locate your clinic and/or review your
clinic operations:

Step 1.
Step 2.
Step 3.
Step 4.

Enter Website details (a URL) if available.
Enter a Map link (a URL) if available.
Enter the clinic’s Hours of operation.

Enter an Overview of the clinic (i.e. a brief description of services and location).

Note: If you wish to change the name of your clinic, you need to contact DIBP, DOS, IRCC and/or
INZ to request that this be changed.
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Clinic details

Clinic name
Website

CHS UAT Cambridge Hospital
www_cambrigeHealth org
Map link

Hours of operation @

9:00am - 5:00pm
Monday - Friday

Overview @

CHS UAT Cambridge Hospital is a multi-discipline

state of the art facility in the hart of the city. A
The hospital also has 24/7 emergency facilities and
pravide Immigration Medical Examination services to W/
Australia, Canada, USA and New Zealand.

Panel country status

& Panel country status

Active country Clinic ID Exam selection
Australia 819 Standard
Canada 014458502553 Complete

Mew Zealand CROO00018 Complete
United States 106413 Standard

The Panel country status section is not editable. It is provided for information purposes only and
displays the country panel networks that your clinic belongs to
(i.e. DIBP, DOS, IRCC and/or INZ).

This section can be collapsed or expanded by clicking on the ® icon or the
Expand all = Collapse zll ||inks

World clock

The time zone will be set by DIBP/DOS/IRCC and/or INZ during the initial registration process. The
time zone is required so that the above agencies can see your clinic’s local time at a glance. It will
also assist DIBP/DOS/IRCC and/or INZ when they are required to contact you. In eMedical the

examination date and the calendar will match the selected time zone. It is therefore important that a
correct time zone is selected for your clinic.

& world clock

Time zone * UTC+07:00 V]

[ ] Daylight savings is currently in force
Current local time 09:36AM Tue 01 Movember 2016

Step 5.
Step 6.

Select the Time zone from the drop down list.
Click the Daylight savings checkbox if your clinic is currently in daylight savings.

The system will calculate and display your Current local time based on the time zone and daylight
savings responses.

Contact channels

Your clinic’s contact details in eMedical must be recorded under ‘Contact channels’.
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The staff at DIBP/DOS/IRCC and/or INZ will have previously set up the clinic with a business
address and business phone number during the initial registration process in eMedical.

You, as Clinic Administrator may edit or delete the ‘Contact channels’, but the information
displayed initially is that which was provided for registration.

& Contact channels

Contact channels

o
o

Delete Contact channel Contact details Primary Comments Edit
o Address (Business) 142 King Highway, Kuala Lumpur, MALAYSIA Yes - y
o Phone (Business) + 63 (2) 147895 Yes - &
o E-mail (Business) clinicadmin@gmail.com Yes - &

Note: It is mandatory to advise DIBP/DOS/IRCC and/or INZ and obtain approval prior to changing the
physical location of your clinic. Clinic location is a factor considered by DIBP/DOS/IRCC and /or INZ when
deciding how many panel physicians and radiologists they require in a particular country.

Note: A Primary contact channel may not be deleted until a replacement Primary contact has been added
(e.g. a business email listed as a Primary contact channel cannot be deleted unless an alternative email has
been added as a Primary contact).

To add additional contact channels:

Step 7. Press the EEJ icon
The Add/Edit Contact channel window displays.

Add/Edit Contact channel E

Channel type * Selectan Option | v
Primary contact ® ves O No
Comments

Cancel

Step 8.  Select the required Channel type from the drop down list (in this example we select Address
(Mailing)).

Module 6 — Clinic Administration 5 January 2018



Add/Edit Contact channel

ARROW to move dialog
Channel type * Address (Mailing) [V]
Country " Select an Option ﬂ
Address * Irequired
Suburb/Town
State/Territory/Province * Irequired
Post/Zip code
Primary contact O ves @ No
Comments

Step 9. Enter the relevant address data

Step 10. Press the Yes radio button if this is the Primary contact

Note: The Primary contact will default to Yes and you will not be able to edit it if this is the only contact
channel of this type that you are recording.

Step 11. Enter additional relevant comments in the Comments field.
Step 12. Press the Ok button
The Manage clinic screen displays.

Note: To add another Contact channel click on the [:] icon again and follow steps 4 to 8 above.

The Manage clinic screen will display the newly added contact details in the Contact channels
section. In addition, there are two icons now displayed for each record:

A pencil # (for editing) and
A trash can T (for deleting)

& Contact channels

Contact channels

o
o7

Delete Contact channel Contact details Primary Comments Edit
] Address (Business) 142 King Highway, Kuala Lumpur, MALAYSIA No &
m Phone (Business) +63 (2) 147895 Yes &
m E-mail (Business) clinicadmin@qgmail com Yes V4
] | Address (Mailing) P.O.Box 4404, Kuala Lumpur, MALAYSIA Yes | &

Step 13. Press the Save button in the Manage clinic screen

A success message is displayed.
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Administration ¥
@ Success

» Successful save. All data is valid.

To edit the Contact channel details:

Step 14. Press the ¢ icon next to the Contact channel that you wish to edit
The relevant Contact channel data entry screen displays.

Step 15. Make the changes to all relevant fields.

Step 16. Press the Save button

The Manage clinic screen displays.

Step 17. Press the Save button in the Manage clinic screen

A success message is displayed.

Administration *
@ Success

« Successful save. All data is valid.

To delete a Contact channel:

1. Press the Wicon next to the Contact channel that you wish to delete

A message displays.

.
Message from webpage @

I:e] Are you sure you want to delete this contact?

i [ OK ] | Cancel

o —

2. Press the OK button
3. Press the Save button

A success message is displayed.

& Success

Successful save. All data is valid.

Services offered

There are two types of services in eMedical that a clinic can offer i.e. ‘controlled’ and or ‘non-
controlled’ services.

The Medical and Radiology are described as ‘controlled’ services and your clinic must be approved
by DIBP, DOS, IRCC and/or INZ to provide these.

All other services e.g. pathology, cardiology, etc. are described as ‘non-controlled’ services. As a
Clinic Administrator for your clinic, you can add or delete any non-controlled services offered by
your clinic without an approval of DIBP/DOS/IRCC and/or INZ.
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The Services offered window displays a table that includes:
e The type of Service that your clinic provides (e.g. medical).

e Exams included which are the examinations your clinic can record in eMedical as part of
this ‘service’ (e.g. 501 Medical Examination).

e The date this service was Added to eMedical for your clinic, and

e Subscribed panels - which indicate the country for which you can provide this service (i.e.
Australia, Canada, New Zealand and/or United States).

Note: A flag for Australia, Canada, United States and an icon for New Zealand will display against a
‘controlled’ service if your clinic is approved to provide this service in relation to the health cases for
these countries.

Note: A country flag or icon is not displayed against a ‘non-controlled’ service, rather ‘n/a’ is
displayed.

& Services offered

&

Delete Service Exams included Added Subscribed panels

Medical 501 Medical Examination o2uun2017 EREFLIEEE
512 Limited medical Examination
711 Syphilis management information
901 Mini Mental Examination
902 Global Assessment of Functioning
903 Assessment of Activities of Daily Living
904 Chart of Early Child Development
948 Resettlement needs
949 Departure Health Check
950 Other
951 Vaccinations
952 Treatments / Medication

o Pathology 601 Sputum smears and cultures 17 Sep 2017 nia
BO& Await tuberculosis culture results
703 Repeat urinalysis
704 Serum Creatinine
707 HIV test
708 Hepatitis B test
712 Syphilis Test (VDRL or RPR)
713 Gonorrhea
715 Liver functions test
716 Hepatitis C test
M7 HbATC
718 Full blood count
719 TB Screening test - TST or IGRA
722 HIV Specialist report

Radiology 502 Chest X-ray Examination 02 Jun 2017 el B I Nz =
503 Chest x-ray image
504 Posteroanterior (PA) chest x-ray
508 Posteroanterior (PA) chest x-ray
509 Lordotic chest x-ray examination
510 Lateral chest x-ray examination

Note: If you add ‘Medical’ or ‘Radiology’ as a service that your clinic offers (e.g. when you were set
up as a clinic you only offered Medial services but you now provide Radiology services as well), this
service will display in the table. However, the country flag or an icon will only display when
DIBP/DOS/IRCC/INZ have approved to offer this service.

You should not add a new medical or radiology service without discussing the matter with DIBP,
DOS, IRCC and/or INZ.
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Note: You can add one or more ‘non-controlled’ services in eMedical that your clinic offers (e.g.
pathology, cardiology, etc.). For example, if you perform blood tests such as HIV, Hepatitis B and C
at your clinic, you should add the Pathology service.

It is important that you add the services that your clinic provides so that:

e you can record the results of health examinations linked to this service in eMedical without
being required to ‘refer’ the exam to another clinic/specialist (i.e. you can record that they
were performed ‘in house’); and

e your clinic is listed in eMedical as providing this service, therefore other clinics in your
country that perform health examinations for DIBP/IRCC/INZ/DOS may refer clients to you.

To add a new service:

Step 18. In the Services offered section, click the I:’I:II:l icon.
The Add New Service window displays.
Add New Service [ x|

Service * Select an Option v e
Exams included

ey

Step 19. Select the Service from the drop down list.

Note: For each Service that you select, the exams required as part of that Service are displayed in
Exams included box below it.

Add New Service

Senice f[Cardology [ e
Exams included
104 Cardiologist's report

Step 20. Press the Ok button

The Manage clinic screen displays the non-controlled service(s) added in the Services offered
section.
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& Services offered

Delete Service Exams included

Medical 501 Medical Examination
512 Limited medical Examination
711 Syphilis management information
901 Mini Mental Examination
902 Global Assessment of Functioning
903 Assessment of Activities of Daily Living
904 Chart of Early Child Development
943 Reseitlement needs
949 Departure Health Check
950 Other
951 Vaccinations
952 Treatments / Medication

] Pathology 601 Sputum smears and cultures
608 Await tuberculosis culture results
703 Repeat urinalysis
704 Serum Creatinine
707 HIV test
708 Hepatitis B test
712 Syphilis Test (VDRL or RPR)
715 Liver functions test
716 Hepatitis C test
717 HhA1C
718 Full blood count
719 TB Screening test - TST or IGRA
722 HIV Specialist report

Radiology 502 Chest X-ray Examination
503 Chest x-ray image
504 Posteroanterior (PA) chest x-ray
508 Posteroanterior (PA) chest x-ray
509 Lordotic chest x-ray examination
510 Lateral chest x-ray examination

m Cardiology 104 Cardiologist's report

Added Subscribed panels
28 Aug 2014 EE+1EHE

28 Aug 2014 n/a

28 Aug 2014 S E+10HE

02 Nov 2016 n/a

&

Step 21. Press the Save button in the Manage clinic screen

A success message is displayed.

Administration ¥
@ Success

» Successful save. Al data is valid.

1. Press the Wicon next to the service you want to delete

A Warning window displays.

T— ﬁ N
Message from webpage-

| Are you sure that you want to remove this service?

| ok || cancel |

EI——_-
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2. Press the OK button

Note: If you have been approved to provide Medical or Radiology services for Australian, Canadian,
New Zealand and/or United States, you will be unable to delete this service and you will need to
contact DIBP, DOS, IRCC and/or INZ.

3. Press the Save button in the Manage clinic screen
A success message is displayed.

Administration T
@ Success

« Successful save. All data is valid.

Manage external service providers

See 6.5 External provider list list in this guide for detailed information.

| 6.3 Manage Staff list

The second menu item in the Administration tab is the Staff list.

Manage my clinic

Staff list

Application Settings

External provider list

Note: The Staff list will always display after login if Clinic Administrator is the only role given to you.

Selecting the Staff list menu displays the list of a clinic’s staff and their panel-related details.

This table is filtered to show: 'All statuses' and "All roles’

. Name E “um

O DrFlynn CHUN £19852 18 Nov 2016 Active engagement Doctor [ B2 | Nz =
O Ms Jessica COLLINS - 11 Nov 2016 Account Activation Pending Clerical (Radiology) n'a
Dr Jack DONALD 218525 01 Dec 2016 Engagement ended 02 Dec 2016 Doctor
© |Dr.John FLETCHER - 31 Oct 2016 Account Activation Pending Daoctor Fo o 82 | Nz =S
O Drlee FLYNN e19857 24 Oct 2016 Active engagement Radiologist ERFIRERE
O Mr Joe FRANKLIN 19855 24 Oct 2016 Account Suspended Clerical (Medical) n'a
Clerical (Radiology) nia

1-100f 24 results Page 1[v| « < >  »
Edit Engagement

You can use the H icon next to the Engagement status or Roles(s) to only see the staff members
who match a particular criteria.
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This table is filtered to show: 'All statuses' and "All roles’

i i e T

! Al statuses
O | DrFlynn CHUN 2196852 18 Nov 2016 Active engagement | Joctor BRI+ ILHE

Engagement pending

O s Jessica COLLINS - 11 Nov 2016 Account Activation F,_~ = = TF T FETETE Clerical (Radioloay) na
Dr Jack DONALD e19525 01 Dec 2016 Engagement ended L____y_(_rg_r_lj_f_yf_g_rl_g_if_gljg_t{f_l_e_i_[f_}______j All currently engaged staff
O |Dr.ohn FLETCHER - 310ct 2016 Account Activation F Engagement ended Account Activation Pending £l B+ EHIEES
O DrleeFLYNN 219857 24 Oct 2016 Active engagement ERNIFIMRE
| Account De-activated
O Mr.Jos FRANKLIN 19855 24 Oct 2016 Account Suspended: *CCOUM DEAH CEEIMEATL AL FE
' Account Suspended na
Account due to expire ge 1[v] €« < > »
Edit Engagement Account Expired

The Clinic Administrator will use the Staff list screen to:
¢ Add a new person (staff member) to eMedical — section 6.3.1
e Edit Person to make changes to a staff member’s details — section 6.3.2
¢ Mange staff member’s eMedical access — section 6.3.3 that includes:
o Unlock a staff member’s eMedical access.
o Allocate a temporary password to a staff member.
o Un-suspend a staff member’s account.
o Resend an account activation email to a new person.
o Extend a staff member’s account expiry date.
¢ Cease/end a staff member’s engagement with the clinic — section 6.3.4
6.3.1 Add a new person

To add a new person (eMedical user) to your clinic in eMedical:
1

Step 1. Press the "' icon on the Staff list screen

This table is filtered to show: 'All statuses' and "All roles’ @

. Name “““

O DrFlynn CHUN 218852 18 Nov 2016 Active engagement Doctor BEAMLEE
QO Ms Jessica COLLINS - 11 Nov 2016 Account Activation Pending Clerical (Radiology) n'a
Dr Jack DONALD 218525 01 Dec 2016 Engagement ended 02 Dec 2016 Doctor
O Dr.John FLETCHER - 31 Oct 2016 Account Activation Pending Doctor ERIFI[HE
O DrleeFLYNN £19857 24 Oct 2016 Active engagement Radiologist ERIFI[HE
QO Mr.Joe FRANKLIN 219855 24 Oct 2016 Account Suspended Clerical (Medical) nia
Clerical (Radiology) n'a

The Add new person screen displays.

Add new person

.||

Search

eMedical User ID (if known)

OR
Date of birth 1]
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Enter the staff member’s eMedical User ID (If known) or Date of birth in the relevant fields

Note: You cannot add a person unless you have searched to ensure that they are not already in the system.
This is to avoid creating multiple records for the same user.

Note: When searching using a Date of birth, if there are existing record(s) those will be listed with a warning
message to avoid creating a duplicate person.

Step 2. Press the Search button

If there are no people in the eMedical database with the Date of birth that you entered, the following
screen is displayed.

Administration ~ eMedical Support  Contact us

Add new person
Q

Search

eMedical User ID (i known)

OR
Date of birth 21 Sep 1980 =

(7]
There are no users listed in the database with a date of birth 21 Sep 1980. Create a new person to proceed or check the entered details and try again.

Create new person

Step 3.  Press the Create new person button
The Add new person screen displays.

Note: The Date of birth that you entered in the previous screen (Step 3 above) is displayed in the Personal
Details section and can’t be edited. In case the Date of Birth displayed is not correct then you must use the
Cancel button to return to the Staff list screen and repeat Steps 1 to 3 above.

Personal Details

Title * Select an Option v
Family name  * required

Given name(s) * required

Preferred name

Gender " Selectan Option [v]|

| Date of bith 21 Sep 1980 |
Languages spoken®

(7]

~Me
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Add new person

Personal Details Contact channels o
Title *| Select 2n Opfion = Contact channels
Family name  * required {h
Given name(s) * ired
(8) *lrequire A primary e-mail address must be recorded in Contact Channels for this person before they can logon to

Preferred name eMedical. Please add one.
Gender * Select an Option [v/] Delete Contact channel Contact details Primary Comments Edit
Date of birth 21 Sep 1980
L. ken *

anguages spoken Clinic engagements

[

o Add new engagement
e — e A person must be linked to a clinic and have one or more roles before they can be added to eMedical.

rofessional Details

Clinic Start Engagement status Role(s) Panels
Speciality Select an Option v e e Edit Engagement
Select an Option M=

Registration body

Step 4. Enter the remainder of the staff member’s Personal Details

Note: Fields marked with a red asterisk * are mandatory. The minimum data entry for any person is
Title, Family name, Given name(s), Gender, Date of birth and Languages spoken.

Professional Details:

In this section, you can record the staff member’s professional qualifications where relevant.
a. Select Specialty from the drop down list
b. Enter the name of the Registration body where relevant

Contact Channels:

In this section, you will add an email address for the new person.

Note: Each user must have at least a Primary email address recorded in eMedical. Greater detail
on how to add Contact channels is provided in section 6.2 Manage my clinic of this user guide.

Step 5. Press the [SJ in Contact Channels section
The Add/Edit Contact channel window displays.

Add/Edit Contact channel IZl

Channel type * Selectan Option | v |
Primary contact @® ves O no
Comments

Cancel

Step 6. Select the Email (Business) from the Channel type drop down list
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-
Add/Edit Contact channel

Channel type " E-mail (Business) [v|
Email address * Irequired

Primary contact ®ves ONo
Comments

Step 7. Enter a valid email address

Note: The Primary contact will default to Yes if this is the first contact channel of this type that
you are recording.

Step 8. Enter additional comments in the Comments field if required
Step 9. Press the Ok button
The Add new person screen displays.

Add new person

Personal Details Contact channels )
Title * s ﬂ Contact channels

Family name * Collins

oy

Given name  * Jessica

(s) Delete Contact channel Contact details Primary Comments Edit
Preferred name o E-mail (Business) jess.collins@cambridgehospital.com Yes - V4
Gender * FEMALE [v]
Date of birth 21 Sep 1980 Clinic engagements
Languages spoken *
English [Ed Add new engagement
e A person must be linked to a clinic and have one or more roles before they can be added to eMedical.
Clinic start Engagement status Role(s) Panels
Professional Details
Edit Engagement
Speciality Select an Option [v]
Select an Cption V=
Registration
body

Note: To add another contact channel click on the '::J icon again and follow Steps 3 to 7 above.

Clinic engagements:

In this section, you will ‘link’ the new person to your clinic and confirm which role they will be
providing at your clinic (e.g. doctor, radiologist or clinic staff member).

Step 10. Press the Add new engagement button.
The Manage Clinic Engagement window displays.

Module 6 — Clinic Administration 15 January 2018



Manage Clinic Engagement

Country *[maLAYSIA[v] e
Clinic ”| CHS UAT Cambridge Hospital [V

Start * 103 Nov 2016 =)

End =]

Locum Oves ®No

Default screen Mot set

Assigned roles

[+
At least one role must be assigned in order to complete the engagement process.
Role Effective From Effective To Panel Status Edit

The Country and Clinic will be pre-populated.

Note: You must enter a date for the End field only if the person will be engaged for a known period
e.g. if the person is a Locum.

If the new person is a locum doctor or radiologist:
1. Select the ‘Yes’ radio button for Locum
The Replacement for field will display.
2. Select the appropriate name from the Replacement for drop down list.

Country " MALAYSIA[V] 0
Clinic *| CHS UAT Cambridge Hospital[™ |

Start " 11 Nov 2016 [=

End =]

Locum ®ves ONo

Replacement for

Select an Option

Default screen Not set

Assigned roles

L+
At least one rele must be assigned in order to complete the engagement process.
Role Effective From Effective To Panel Status Edit

Note: Locum arrangements should be discussed with DIBP, IRCC, INZ and/or DOS prior to adding the locum
as per existing arrangements.

Step 11. Press the ¥ icon
The Role details screen displays.
Step 12. Select a Role from the drop down list
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Role details K3

Role * v 7
Effective From * 11 Nov 2016 ﬁ
Effective To @

Cancel Ok

An explanation of the roles available in eMedical for clinic staff is provided in Module 2 - section 2.5

Note: The Effective To date in the Role details window should only be recorded if the person will remain in
this role for a limited time.

Step 13. Press the Ok button

The Manage Clinic Engagement screen displays.

Manage Clinic Engagement

Country * MALAYSIA[V] 0
Clinic *| CHS UAT Cambridge Huspnalﬂ

Start *111 Nov 2016 =]

End =]

Locum Oves ®No

Default screen Not set

Assigned roles

o
Role Effective From Effective To Panel Status Edit
Clerical (Radiology) 11 Nov 2016 - n/a &

Note: If the new person’s role is a Doctor or Radiologist, an information message in the Mange Clinic
Engagement screen will display:

Manage Clinic Engagement

© Information

You have allocated a doctor/radiologist role in eMedical to this user. Please note that their status
will remain as 'pending' until they are 'panelled’ and/or 'activated' by the relevant government
agency. Please contact the relevant government agency to check if you will need to provide any
information before the doctor/radiologist can be panelled and/or activated. Until then, they should
not examine any clients as a doctor/radiologist as they will not be able to grade and submit a case
in eMedical. They will be notified once they have been panelled and/or activated by email and the
'flag' in eMedical for the relevant country will appear in colour.

Note: To add another role press the o icon again and follow Steps 5 and 6 above.

Step 14. Press the Ok button

The Add new person screen displays the Clinic name, Start date, Engagement status and
Role(s) in the Clinic engagements section.

Module 6 — Clinic Administration 17 January 2018




Add new person

Personal Details Contact channels 7

Title " Ms Contact channels

Family name * Collins [E]

Given name * Jessica

(s) Delete Contact channel Contact details Primary Comments Edit
Preferred name biij E-mail (Business) jess.collins@cambridgehospital.com Yes - V4
Gender * FEMALE
Date of bith 21 Sep 1980 Clinic engagements
Languages spoken *
English rl Clinic Start Engagement Role(s) Panels
0 status

{ CHS UAT Cambridge Hospital, Kuala 11 Nov Active Clerical n/a

Lumpur, MALAYSIA 2016 engagement (Radiclogy)

Page 1[v]  « | < | >  »

Professional Details

Speciality Select an Option Edit Engagement
Select an Option =
o

Registration

body

Cancel Save

Step 15. Press the Save button.
A success message is displayed.

Administration ¥
@ Success

= Successful save. All data is valid.

The Add new person screen is changed to the Edit person screen with the Account details
section displayed.

Module 6 — Clinic Administration 18 January 2018



Personal Details Contact channels o
Title " Ms ~] Contact channels
Family name * COLLINS [::h

Given name(s) ~ Jessica

Delete Contact channel Contact details Primary Comments Edit
Preferred name o E-mail (Business) jess.collins@eambridgehospital.com Yes - 4
Gender * FEMALE
Date of birth * 21 Sep 1980 =

Clinic engagements
Languages spoken *

S
Clinic Start Engagement status Role(s) Panels
g'ghSh El L O CHS UAT Cambridge Hospital, Kuala Lumpur, MALAYSIA 11 Nov 2016 Active engagement  Clerical (Radiology) nfa
Page/1[v] <« | < | > | »
Professional Details EEE L
Speciality Select an Option Q

Select an Option -]
Registration body

Account details

Account status Account Activation Pending

Resend account activation email |
User id -
Account expiry 11 Nov 2018 =)
date

View history

Leave planning
Going onleave? () Yes @ No

Panel country status

This Person is not known to back-end systems.

Active country Person ID

Step 16. Press the Cancel button
The Staff list screen displays with the new person’s name added to the staff list.

This table is filtered to show: 'All statuses' and 'All roles'
. e . “n B v R Y =
O DrFlynn CHUN 219852 18 Nov 2016 Active engagement Doctor T8 | Nz E=
| © s Jessica COLLING - 11 Nov 2016 Account Activation Pending Clerical (Radiclogy) nia |
Dr Jack DONALD - 01 Dec 2016 Engagement ended 02 Dec 2016 Doctor
O DrJohn FLETCHER - 31 Oct 2016 Account Activation Pending Doctor BRI+ ItHE=
O DrleeFLYNN 19857 24 Oct 2016 Active engagement Radiologist BEI+IEE=
O Mr Joe FRANKLIN 19855 24 Oct 2016 Account Suspended Clerical (Medical) nia
Clerical (Radiology) nia

Note: An account activation email is automatically sent to the newly added person to the email address
registered in eMedical.

Note: If the new person is a Doctor or Radiologist, DIBP/DOS/IRCC/INZ must approve the service before the
user can submit exams in eMedical. The relevant agency will be advised automatically (by email) when you
add a new person with this role in eMedical.

6.3.2 Edit staff member’s details
Step 17. Press on the name of the staff member in the Staff list that you want to amend
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This table is filtered to show: "All currently engaged staff' and "All roles’

l Name

9

m“ S —— m_

Edit Engagement

O | Ms Jessica COLLINS 11 Nov 2016 Account Activation Pending Clerical (Radiclogy)

O Ms Jill FLETCHER 219759 09 Aug 2016 Active engagement Radiology Support nia

QO Dr.John FLETCHER 31 Oct 2016 Account Activation Pending Doctor B i+1 A
| O DrleeFLYNN e19857 24 Oct 2016 Active engagement Radiologist Bl i+l

O  Mr.Joe FRANKLIN 219855 24 Oct 2016 Active engagement Clerical (Medical) nia

O Ms Suzi HEDRICK e19762 29 Aug 2016 Active engagement Clerical (Medical) n/a

O MrAlex RICHARD 219534 02 Jun 2016 Active engagement Clerical (Medical) nia

O | MrAllen SANDERS £19856 24 Oct 2016 Active engagement Clinic Administrator nia

(O |DrZeb SOHRAB £19865 31 Oct 2016 Active engagement Doctor P |

O DrMaria ZANG £19858 24 Oct 2016 Active engagement Doctor Bl i+l

Page 1 €| <] >| »

Note: You can use the Engagement status filter X to show staff members who match particular criteria
(e.g. staff who have account locked, account due to expire, a suspended account etc.).

The Edit person screen displays.

Edit person

Personal Details Contact channels -3

Contact channels

Languages spoken *

Clinic engagements

Title Dr

Family name FLYNN

Given name(s) Lee {h
Preferred name Delete Contact channel Contact details Primary Comments Edit
Gender *MALE 1 E-mail (Business) lee1245@gmail.com Yes - &
Date of birth 15 Oct 1983

@
Engiish = Full role history
Clinic Start Engagement status Role(s) Panels
e — ) CHS UAT Cambridge Hospital, Kuala Lumpur, MALAYSIA 24 Oct 2016 Active engagement  Radiologist ESll<N IIEA
Page 1[v] « | < | > | »
Speciality Select an Option 7] Edit Engagement
Select an Option =

Registration body
Account details
Account status Account active
Userid 219857
Account expiry  * (24 et 2018 =]
date
View history Allocate temporary password

Leave planning

Going on leave? (O yes ® No
Panel country status

Active country Person ID

Australia 2434

Canada P1135303205458

New Zealand PRODD1693

Personal Details:

Step 18. Enter changes to the staff member’s Personal Details.

|Note: You will need to contact DIBP/DOS/IRCC/INZ to make changes to the Title, Family Name, Given
|name(s) and/or Date of birth of staff members with a Doctor/Radiologist role.
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Note: Languages spoken and Specialty can be added or deleted by using the ks and & icons located next
to those fields. Keeping these fields current enables clinic’s administrative staff to advise a client about the
best doctor for a health issue.

Step 19. Enter any changes to the staff member’s Professional Details
Leave planning:
Step 20. Select the Yes radio button for Going on leave?

Leave planning
Going on leave? @ Yes () No
On leave from = required g

Expected retumn ~ required g

Step 21. Enter a date in the On leave from field

Step 22. Enter a date in the Expected return field

Note: Staff members will be unable to access eMedical before the Expected return date.

Contact channels:

Amend any details in the Contact channels (instructions are in Section 6.2 Manage clinic of this
User Guide)

Step 23. Press the Save button after all the required changes have been made

A success message is displayed.

& Success

« Successful save. All data is valid.

6.3.3 Managing a staff member’s eMedical access:

In the Staff list screen you will be able to manage a staff member’s eMedical access when a staff
member:

a. Has a locked out eMedical account
b. Needs atemporary password
c. Has a suspended eMedical account
d. Has an eMedical account due to expire
e. Needs an account activation email
a. Locked account:
A staff member’s eMedical account will be locked after 5 logon attempts with incorrect details.

Note: A locked out user receives an automated email advising that their account has been locked.
They can wait for 60 minutes to get their account automatically unlocked or contact their eMedical
Clinic Administrator to unlock their account immediately.

Step 24. Press the staff member’'s name with the Engagement status of ‘Account locked out’
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coooo oooolill

Dr Flynn CHUN e19357
Ms Jessica COLLINS -

Drlee FLYNN e19857
Mr Joe FRANKLIN e19855
Mr Bob FREW 19634
Ms Suzi HEDRICK e19762
MrBob LI 19854
Mr Alex RICHARD €19534
Mr Allen SANDERS €19856

18 Nov 20186
11 Nov 2016
24 Oct 2016
24 Oct 2016

13 Jun 2017
29 Aug 2016
30 Jan 2017
02 Jun 2016
24 Oct 2016

Engagement status Y ~

Account locked out

Account Activation Pending

Active engagement
Account Suspended

Account Suspended
Active engagement
Account Suspended
Active engagement
Active engagement

Role(s) ¥ ~

This table is filtered to show: 'All statuses' and 'All roles'

Doctor
Clerical (Radiology)
Radiologist

Clerical (Medical)
Clerical (Radiology)

Clerical (Radiology)
Clerical (Medical)
Clerical (Medical)
Clerical (Medical)
Clinic Administrator

ERIEE
nia

n/a
n/a

n/a
n/a
n/a
n/a
n/a

The Edit person screen displays.

Personal Details Contact channels I
Title Dr Contact channels
Family name CHUN
Given name(s) Flynn [:}
Preferred name Delete Contact channel Contact details Primary Comments Edit
Gender * MALE o Phone (Business) + 60 (5) 5556666 Yes - rd
Date of birth 03 Feb 1959 o Address (Business) 5 Jalan Kerinchi, Kuala Lumpur , 82365, MALAYSIA Yes rd
Languages spoken® o E-mail (Business) jayamanne jude@border.gov.au Yes rd
g‘inSh 8 Clinic engagements
Full role history
Professional Details Clinic Start Engagement status Role(s) Panels
Speciality Vascular surgery o o] Eﬁﬁpﬂfhﬁﬂ&%ﬁe Hospital, Kuala ;g1l:0v Active engagement Dector BRI+ IHE
Registration body
Page 1[v] €| < > | 2
Account details Edit Engagement
Account status
Userid e19557
Account expiry  * 30 Jan 2019 =]
date
View history | Allocate temporary password |
Leave planning
Going on leave? O Yes ® No
Step 25. Press the Unlock access button
Account details
Account status Account locked out
| Unlock access |
User id e19557
Account expiry 30 Jan 2019 i3]
date
View histo | Allocate temporary password |
Leave planning
Going on leave? (Yes ® Np
An information message is displayed.
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@ Information

+ Acress to this account has been unlocked. They have been sent an email with a link to reset their password.

The staff member will receive an automated email with a link to reset their password.

Note: The user’s status will continue to display Account locked out until the user resets their password.

b. Allocate temporary password

The Allocate temporary password button is used if a staff member is unable to reset their
password using the Forgotten Password self-service because they have forgotten the answer to

their security questions.

Step 26. Press the staff member’s name in the Staff list who requires a temporary password

The Edit person screen displays.

Personal Details Contact channels )
Title M Contact channels
Family name  * FLETCHER EE]
Given name(s) * Jjll
Delete Contact channel Contact details Primary Comments Edit
Preferred name m E-mail (Business) receptionist@amail.com.au Yes - V4
Gender © FEMALE
Date of birth " 28 Aug 1988 =]
Clinic engagements
Languages spoken ©
Clinic Start Engagement Role(s) Panels

English -] status

(7] O CHS UAT Cambridge Hospital, Kuala Lumpur, 09 Aug Active engagement Radiology nia

MALAYSIA 2016 Support
Professional Details Page 1[v]  «| < | > | »
. Edit Engagement
Speciality Select an Option 7]
Select an Option -]

Registration body
Account details
Account status  Account active
Userid e19759
Account expiry  * 13 Nov 2018 =]
date
View history | Allocate temporary password |

Leave planning

Going on leave? (Yes ® No
Panel country status
This Person is not known to back-end systems.

Active country Person ID

Step 27. Press the Allocate temporary password button
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Account details

Account status Account active

| Unlock access |

User id e19557

Account expiry  * 30 Jan 2019 58
date

View history | Allocate temporary password |

Leave planning
Going on leave? ()Yes ® No

The Allocate temporary password window displays.
Allocate temporary password [_I:W
(D Warning

+ All requests are logged and can be audited if required. Please ensure the user has requested this action to be completed. They will be sent
an email advising that you have reset their password.

1 confirm that the user has requested this action

This password will be assigned to the user as 'expired’, 5o when the user next logs on they will be obliged to establish their own value.

New password * required e
Re-enter new Password * required
Cancel | ﬂl

Step 28. Select the check box next to | confirm that the user has requested this action

Step 29. Type a temporary password in the New password and Re-enter new Password fields

Note: The temporary password you enter must be a minimum of 9 characters and must contain at
least three of the following: lower case letters (a - z), upper case letters (A - Z), digits (0 — 9),
punctuation and special characters ! @ $#% ? & ! *=: ).

Step 30. Press the Save button

& Success

= The user's password has been successfully changed

The user will receive an email advising that a temporary password has been set up and that they
need to contact their clinic administrator to receive the password.

Step 31. Provide the user with their new temporary password.

Note: Please make sure that you do this verbally, the password should never be emailed for
security reasons.

Note: Allocating a temporary password for a ‘locked out’ account will automatically unlock the user’s
account. The account status will then display as ‘Account active’ and a success message will
display.

c. Suspended Account
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A staff member who has not used eMedical for more than 90 days (i.e. their account has been
inactive) will have their account automatically suspended in line with IT Security requirements for

DIBP, DOS, IRCC and INZ.

If a staff member’s account is suspended and they are still engaged with the clinic:

Press the staff member’s name with the Engagement status of ‘Account Suspended’

This table is filtered to show: 'All statuses' and 'All roles'
-
Q DrFlynn CHUN e19557 18 Nov 2018 Account locked out
O Ms Jessica COLLINS 11 Nov 20186 Account Activation Pending
O Drlee FLYNN 19857 24 Oct 2016 Active engagement
O  MrJoe FRANKLIN €19855 24 Oct 2016
O MrBob FREW 19634 13 Jun 2017 Account Suspended
QO Ms Suzi HEDRICK e19762 29 Aug 2016 Active engagement
O MrBoblLl e19854 30 Jan 2017 Account Suspended
O MrAlex RICHARD 19534 02 Jun 2016 Active engagement
O MrAllen SANDERS 219856 24 Oct 2016 Active engagement

“

Doctor
Clerical (Radiology)
Radiologist

Clerical (Medical)
Clerical (Radiology)

Clerical (Radiology)
Clerical (Medical)
Clerical (Medical)
Clerical (Medical)
Clinic Administrator

@

ERHIEE
n/a
(=] 82 | Nz [E=S

n/a
n/a

n/a
n/a
n/a
n/a

n/a

The Edit person screen displays.

[ ]

Start

Personal Details Contact channels
Title N Zl Contact channels
Family name * FRANKLIN
Given name(s) * Joe
Delete Contact channel Contact details
Preferred name - E-mail (Personal) joe.franklin@mail.com
Gender * MALE
Date of birth ~ ~ 23 Mar 1990 &
Languages spoken” Clinic engagements
[v]
English ~a S
O CHS UAT Cambridge Hospital, Kuala Lumpur, MALAYSIA 24 Oct 2016 Active engagement

Professional Details Edit Engagement
Speciality Select an Option 12
Registration body
Account details
Account status  |Account Suspended
User id 219855
Account expiry  ~ 10 Nov 2018 B
date
View history | Allocate temporary password |

Leave planning

Going onleave? (Yes @ No

Engagement status Role{s)

2]

oa

Primary ‘Comments Edit
Yes s
Panels

Clerical (Medical) nfa
Clerical (Radiology) n/a

Page 1 «[ <[ >]»

Step 1. Press the Re-activate button
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Account details

Account status

Account Suspended

User id e19855

Account expiry 10 Nov 2018 i

date

View history | Allocate temporary password |
Leave planning
Going on leave? (Yes @ No

The Change to active window displays.
Change to active BIX

Change status to 9
Reason for change -

Further details * |required

Cancel | O_kI

Step 2. Select a Reason for change from the drop down menu and enter some relevant information in the
Further details text box

Step 3. Press the Ok button
The Account status is changed to Account active in the Edit person screen.

Account details
Account status Account active
Userid e19855
Account expiry  * 10 Nov 2018 i
date
View history Allocate temporary password |
Leave planning
Going on leave? (yes @ Ng
Step 4. Press the Save button.
A success message is displayed.
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® Success

= Successful save, All data is valid.

d. Extending Account expiry date:

The Account expiry date for an eMedical account is automatically set for two years from the date
the staff member is added in eMedical. It is editable for shorter periods, such as for locum contracts
or for staff who have ceased engagement with the clinic. Staff members must also have an Active
engagement with an eMedical clinic to be able to access the system even if their account has not
expired.

Note: An automated email is sent to Clinic Administrator(s) 14 calendar days prior to the Account expiry
date. If no action is taken and the Account expiry date is not extended, a follow-up automated email is sent
to clinic administrator(s) 7 days and 2 days prior to this date.

Note: If the Account expiry date lapses and no action have been taken by the Clinic Administrator, the
staff member will not be able to access eMedical.

Note: The Staff list will default to ‘Account due to expire’ and ‘All roles’. You may use the E for the
Engagement status to look up for staff with ‘All status’ and ‘All Roles’.

Step 5. Press on the name of the staff member with the Engagement status of ‘Account due to
expire’

This table is filtered to show: "Account due to expire’ and "All roles’

O Ms Suzi HEDRICK e19762 29 Aug 2016 Account due to expire 30 Sep 2017 Clerical (Medical)
Page 1[~] &« <

Edit Engagement

The Edit person screen for that user will open with the current expiry date displayed under the
Account details section.

Personal Details Contact channels @
Title “IMs ~] Contact channels
Family name * HEDRICK {h
Given name(s) * Syzi
(=) = Delete Contact channel Contact details Primary Comments
Preferred name E-mail (Business) j.herdich123@gmail.com Yes
Gender “ FEMALE =2
Date of birth * 12 Dec 1976 i)
Languages spoken® Clinic engagements
[¥]
English ﬂ 2 Clinic Start Engagement status Role(s) Panels
Q O CHS UAT Cambridge Hospital, Kuala Lumpur, MALAYSIA 29 Aug 2016 Active engagement  Clerical (Medical) nia
Page 1[»|]  « < > =»
Professional Details Edit Engagement
Speciality Select an Option [v] (7]

Registration body

Account details

Account status ~ Account active

Userid 219762

Account expiry  * 30 Sep 2017 iz
date

View history Allocate temporary password ‘

Leave planning
Going on leave? (yes (®No
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Step 6. Enter a new date in the Account expiry date field

Account details

Account status Account active

User id e19762

Account expiry  |* 22 Sep 2019 B
date

View history | Allocate temporary password |

Leave planning
Going on leave? (yes (@ No

Step 7. Press the Save button

A success message is displayed.

@ Success

= Successful save, All data is valid.

e. Resend Account activation

If a new user in your clinic did not receive their account activation email or it has expired (i.e., their
status remains as Account Activation Pending), Clinic Administrators can resend the email.

Step 1. Press on the name of the staff member with the Engagement status of ‘Account Activation
Pending’.

9
This table is filtered to show: 'All statuses' and 'All roles'
I~ N
O DrFlynn CHUN 19557 18 Nov 2016 Account locked out Docior EFIEE
O Ms Jessica COLLINS - 11 Nov 2016 | Account Activation Pending | Clerical (Radiology) nia
O DrleeFLYNN e19857 24 Oct 2016 Active engagement Radiologist BR+-IE=
O Mr.Joe FRANKLIN 19855 24 Oct 2016 Account Suspended Clerical (Medical) n/a
Clerical (Radiology) n/a
O MrBob FREW 19634 13 Jun 2017 Account Suspended Clerical (Radiology) n/a
O ' Ms Suzi HEDRICK e19762 29 Aug 2016 Active engagement Clerical (Medical) E]
QO MrBobll 19854 30 Jan 2017 Account Suspended Clerical (Medical) n/a
O MrAlex RICHARD 219534 02 Jun 20186 Active engagement Clerical (Medical) n/a
O MrAllen SANDERS 19856 24 Oct 2016 Active engagement Clinic Administrator n/a

The Edit person screen displays.
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Edit person

Personal Details Contact channels )
Title *Ms Contact channels
Family name  * COLLINS I:'I}
Given namafs) * J

) essica Delete Contact channel Contact details Primary Comments Edit
Preferred name ™ E-mail (Business) jess collins@cambndgehospital com Yes - &
Gender " FEMALE
Date of birth " 21 Sep 1980 =]

Clinic engagements
Languages spoken =

g Clinic Start Engagement Role(s) Panels
English -] status
o O CHS UAT Cambridge Hospital, Kuala Lumpur 11 Nowv Active engagement  Clerical nfa
MALAYSIA 2016 (Radiology)
Professional Details Page 1[v] “« < > »
Edit Engagement
Speciality Select an Option (2]
Select an Option -]
Registration body

Account details

Account status  Account Activation Pending

Resend account activation email |

Userid

Account expiry * (11 Nov 2018 2
date

View history

Leave planning
Going on leave? O Yes @ No

Panel country status

This Person is not known to back-end systems.

Active country Person ID

Cancel Save

Step 2. Press the Resend account activation email button

Account details

Account status  Account Activation Pending

Resend account activation email |

Userid -

Account expiry  * 11 Nov 2018 i3
date

View history

Leave planning
Going on leave? ( )yes ® Ng

An information message is displayed.

(@ Information

= An account activation email has been sent to this user.
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6.3.4 End Role

A staff member may have more than one role. If they have changed roles but still engaged with the
clinic and have active account then one or more of the roles can be ended. For example a user has
a Clerical (Medical) and Clinic Administrator roles. If user is no longer required Clinic Administrator
role then to end this role follow the steps below:

Step 1. Select the radio button next to the staff member’s name in the Staff lis.
Step 2. Press the Edit Engagement button
The Manage Clinic Engagement screen displays.

Manage Clinic Engagement

Country * MALAYSIA[v] 9
Clinic * | TestClinic[ ]
Start *123 sep 2016 g
End &
Locum Oves @No
Default screen Not set
Assigned roles
o
Role Effective From Effective To Panel Status Edit
Clerical (Medical) 23 Sep 2016 - n/a &
Clinic Administrator 23 Sep 2016 - nla Vs

Step 3. Press the ¢ icon next to the role for example Clinic Administrator in the Roles section
The Role details window displays.

;Role details
Role " | Clinic Administrator | v | o
Effective From 06 Oct 2017
Effective To s
Cancel Ok

Step 4. Enter or use i icon to select a date in the Effective to date field (i.e. today’s date or a
future date).

Step 5. Press the Ok button

The Manage Clinic Engagement screen will display with an Effective to date added next to the
Clinic Administrator role.
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Manage Clinic Engagement

Country *[MALAYSIA[V] o
Clinic *| TestClinic[v]

Start *23 Sep 2016

End i)

Locum Oves @nNo

Default screen Not set

Assigned roles

[
Role Effective From Effective To Panel Status Edit
Clerical (Medical) 23 Sep 2016 - nla rd
Clinic Administrator 23 Sep 2016 06 Oct 2017 nla

Cancel

Step 6. Press the Ok button
The Edit person screen will display with Clinic Administrator role removed in the Role(s) column.

Personal Details Contact channels )

Title *[Ms Contact channels

Family name  * FUNG

Given name(s) * Anne

o

Delete Contact channel Contact details Primary Comments Edit
Preferred name m E-mail (Business) clericalmedical @testclinic.com Yes - &
Gender ° FEMALE
Date of birth ~ * 01 Mar 1971 ]

Clini t
Languages spoken* inic engagements

English

[7] Clinic Start Engagement status Role(s) Panels
©® TesiClinic, Kuala Lumpur, MALAYSIA 23 Sep 2016  Active engagement Clerical (Medical) n/a
TesiClinic, Kuala Lumpur, MALAYSIA 13 Nov 2015  Engagement ended 14 Sep 2016 Clerical (Medical) n/a

Page 1[v]  « < > | »

Professional Details

Speciality Select an Option 7] Edit Engagement

Registration body

Account details

Account status  Account active

Userid 210974

Account expiry 24 Jan 2019 e
date

View history | Allocate temporary password |

Leave planning
Going on leave? (Yes ®No

Panel country status

This Person is not known to back-end systems.

Active country Person ID

Cancel Save

Note: The ended role will continue to display if a future date was selected for the Effective to field
and the role will disappear after the future date has past.

Step 7. Press the Save button
A success message is displayed.

Module 6 — Clinic Administration 31 January 2018




& Success

= Successful save. all data is valid.

6.3.4 End Engagement:

The Clinic Administrator must ensure that the Staff list of the clinic that they are responsible for is
current. If a staff member is no longer using eMedical e.g. has left the clinic, then you must end their

engagement with the clinic.
Step 1. Select the radio button next to the staff member’'s name in the Staff list

The Manage Clinic Engagement screen displays.

Manage Clinic Engagement

Country * UNITED KINGDOM[&] e
clinic * | Spire Hartswood Hospital - SYS[¥]
Locum Oves @no
Assigned roles
Role Effective From Effective To Panel Status Edit
Radiology Support 07 Jun 2013 - n/a 4
Cancel I 0Ok I

Step 2. Enter or use e icon to select a date in the End field on which the staff member will be
ceasing work at your clinic (i.e. today’s date or a future date)

Note: Once the End is reached, the staff member will be unable to access eMedical.

Step 3. Press the Ok button
The Edit person screen displays with the Engagement ended date under the Engagement status.
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Personal Details Contact channels )
Title * Ms Contact channels
Family name  * FUNG d::]
Given name(s) * A

(=) nne Delete Contact channel Contact details Primary Comments Edit
Preferred name i E-mail (Business) clericalmedical@testclinic.com Yes - rd
Gender “ FEMALE
Date of birth ~ * 01 Mar 1971 ]

Clini ¢
Languages spoken® Inic engagements

English

[7] Clinic Start Engagement status Role(s) Panels
@ TesiClinic, Kuala Lumpur, MALAYSIA 23 Sep 2016 Engagement due to end 13 Oct 2017 Clerical (Medical) n/a
TestClinic, Kuala Lumpur, MALAYSIA 13 Nov 2015 Engagement ended 14 Sep 2016 Clerical (Medical) nfa

Page 1[v] | &« < | > »

Professional Details

Speciality Select an Option o Edit Engagement

Registration body

Account details

Account status  Account active

User id 10974

Account expiry  * 24 Jan 2019 il
date

View history | Allocate temporary password

Leave planning
Going on leave? (O Yes ®@No

Panel country status

This Person is not known to back-end systems.

Active country Person ID

If the staff member does not have an Active engagement with any other clinic, then
Step 4. Change the Account expiry date to today’s date.

Step 5. Press the Save button

A success message is displayed.

& Success

= Successful save. all data is valid.

In the Edit person screen, the account status is changed to Account Expired.

Account details

Account status Account Expired

User id x12239

Account expiry |14 Jul 2015 ﬁ

date

View history Allocate temporary password |
Leave planning

Going on leave? (O ves ® nNo

Step 6. Press the Cancel button to return to the Staff list screen.
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6.4 Manage the Clinic Application Settings

The third menu item on the Administration tab is Application Settings.

Administration

Manage Clinic
Staff list
Application Settings

External provider list

The Application settings menu allows the Clinic Administrator to activate the Alerts tab in the
Clinic inbox for the management of the health cases which have been inactive for a certain number
of days.

Application Settings

Inbox Alert tab

Show case inactivity alert tab OYes ®No L
-Save

Note: The Application Settings will always default to No which means the Alert tab will not appear
in the Inbox menu.

To activate the Alert tab:
Step 1. Select the Application Setting menu
The Application Settings screen displays.

Application Settings

Inbox Alert tab
Show case inactivity alert tab OYes @ No (7]
Step 2. Select the Yes radio button for Show case inactivity alert tab
The Add cases after field is displayed.
Inbox Alert tab
Show case inactivity alert tab ®ves ONo 7]
Add cases after " required  days

Step 3. Enter the desired number of days in the Add cases after field
Step 4. Press the Save button

A success message is displayed.
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& Success

= Successful save. all data is valid.

The Alert tab will be added in the Inbox menu bar and the health cases will start appearing here
after the number of days selected in the Application Settings menu have been reached.

Pre-exam (5)  In progress (26)  Awaiting grading (3) | Alerts (24) | Returned (1) = Show all (33)

6.5 External provider list

The fourth menu item on the Administration tab is the External provider list.

Administration *
Manage Clinic

Staff list

Application Settings
[ External provider list

The External provider list allows you to manage the external service providers for your
clinic. These providers are specialist clinics that you refer clients to for the completion of
additional health examinations required for their visa application. They are referred as the
specialist examination(s) that are not conducted by your clinic.

Note: The external service provider clinics are not automatically linked to your clinic and must be
linked before results for the specialist examination(s) can be recorded.

Selecting the External provider list menu displays the Manage Links to External Service
Providers screen.

Manage Links to External Service Providers — for TestClinic

Linked Service Providers Unlinked Service Providers
No external service providers currently linked. Search Criteria
Clinic Service(s) provided Add Service

Count *

ountry MALAYSIA [v]
Senvice Select an Option [v]
Clinic Name:
Search setting: ® Exact match O Name contains
Search results

New Service Provider
No clinics found matching selection criteria.
Clinic Service(s) provided Add Service
S

The Linked Service Providers section displays the clinic(s) that are currently linked to your clinic.
The Unlinked Service Providers section provides options to:
e search for existing service providers (clinics) offering the required service(s) and to link to
your clinic (section 6.5.1); or
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e add the required service to an existing clinic and link to your clinic; or

create a new service provider (clinic) and link to your clinic.

Note: The Clinic Administrator can also access this screen from the Manage my clinic menu to update this
list (refer to Section 6.2 Manage my clinic).

6.5.1 Search and link an existing external service provider

Step 1. Select the External provider list menu from the Administration tab.

Administration = el
Manage my clinic
Staff list

Application Settings

External provider list

The Manage Links to External Service Providers screen displays.

Manage Links to External Service Providers — for CHS UAT Cambridge Hospital

?
Linked Service Providers Unlinked Service Providers
No external service providers currently linked. Search Criteria
Clinic Service(s) provided Add Service

Count -
-ountry MALAYSIA

Service: Select an Option

Clinic Name

Search setting: ® Exact match O Name contains

Search results

New Service Provider
No clinics found matching selection criteria.
Clinic Service(s) provided Add Service

Step 2. Select a Service in the Unlinked Service Providers section.

Unlinked Service Providers

Search Criteria

Country * MALAYSIA
Service: Select an Option

Clinic Name:

Search setting: (®) Exact match ) Name contains

Search results

| Mew Service Provider |

No clinics found matching selection criteria.
Clinic Service(s) provided Add Service
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Note: To narrow down the search, you may enter clinic name in the Clinic Name field.

Note: If you are using the Clinic Name field, we recommend that you select the Name contains option and
enter a minimum of four letters of the clinic’s name. Selecting the Exact match option may limit the search
results as the text entered in the Clinic Name field would need to be exactly the same as the clinic name
appearing in eMedical.

Step 3.  Press the Search button.

A list of clinics that meet the search criteria will appear under Search results.

Unlinked Service Providers

Search Criteria

Country * MALAYSIA
Service: Chest specialist

Clinic Name:

Search setting: (® Exact match O Name contains

Search results

New Service Provider

Clinic Service(s) Add
provided Service
(O Gleneagles Specialist, 42 King Sultan Road. Kuala Lumpur, Chest specialist  Add
MALAYSIA Respirology Senice
(0 GClenneagles Specialist Services, 42 King Sultan Road. Genatrics Add
Kualalumpur, MALAYSIA Chest specialist  Service
Paediatrics
Respirology

Step 4. Select the check box next to the clinic that you want to link.
Step 5.  Press the <Link button

The selected clinic (s) will be listed under the Linked Service Providers section.
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Manage Links to External Service Providers — for CHS UAT Cambridge Hospital

?
Linked Service Providers Unlinked Service Providers
Clinic Service(s) Add Search Criteria
provided Service
O Gleneagles Specialist. 42 King Sultan Road. Kuala Lumpur Chest specialist Add Service Country * MALAYSIA -
MALAYSIA Respirology ™
Service jali
Chest specialist >
Clinic Name:
Search setting: ® Exact match O Name contains
Search results
New Service Provider
Clinic Service(s) Add
provided Service
O Glenneagles Specialist Services, 42 King Sultan Road Geriatrics Add
Kualalumpur. MALAYSIA Chest specialist ~ Service
Paediatrics
Respirclogy
e

Step 6.  Press the Save button.
A success message is displayed.

® Success

= Successful save, All data is valid.

6.5.2 Adding additional service(s) to an unlinked external service provider clinic

If the external service provider clinic exists in eMedical but the service required to process a
particular examination is not listed, then you can add additional services to this clinic before
linking it.

Note: You will not be able to add additional services to existing external service provider clinics that have
medical and/or radiology services. For these clinics, you will need to contact DIBP, DOS, IRCC or INZ or the
clinic directly and ask them to add the additional services.

® An error has occurred

* This clinic provides controlled services and you are not authorised o edit their defails. Please contact your Network Administrator with any change requesis

Follow Step 1. to Step 6. under section 6.5.1 above
Step 7. Press the Add Service link next to the clinic

The Manage clinic screen will display.
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Manage clinic

Clinic details Expand all & Collapse all

& Contact channels

Clinic name Gleneagles Specialist
Website Contact channels )
Map link ﬂ}
Hours of operation @ - " .
Delete Contact channel Contact details Primary Comments Edit
o Phene (Business) +60 (03) 4789633 Yes - &
v Address (Business) 42 King Sultan Road, Kuala Lumpur, 545696, MALAYSIA Yes &
Overiew @ O Services offered
Delete Service Exams included Added Subscribed panels
] Chest specialist 604 Chest clinic investigation about radiclogical abnormality 13 Jul 2016 n/a
606 Initial TB investigation
Expand all & Collapse all 607 Continued anti-tuberculosis treatment
© PrEry e w Respirology 610 Pulmonclogist's report 13Jul 2016 n/a
No Panel Countries have accepted controlled services from this @ Referring Clinics
clinic.
Active country Clinic ID Exam selection Name Primary contact Address Service(s)
CHS UAT Cambridge Hospital clinicadmin@gmail.com 142 King Highway, Kuala Lumpur, MALAYSIA Medical
Pathology
© World clock Radiology
Time zone TUTCHEB00  [v]

O Daylight savings is currently in force
Current local ime  11:03AM Fri 09 December 2016

Note: Use {::I icon to add additional Contact channels for this clinic where available.

Note: The Referring Clinics section lists the clinics to which this clinic is linked to as an external service
provider.

Step 8. Press the EZJ icon under the Services offered section.
The Add New Service window displays.

Add New Service

Service * Select an Option v 9

Exams included

| Cancel H Ok |

Step 9. Select the service(s) that you wish to add from the drop down menu.
Step 10. Press the Ok button

The added service(s) will now be listed under the Services offered section.
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Clinic details Expand all & Collapse all
Contact ch 1
Clinic name Gleneagles Specialist & CIArRETTTIED
Website Contact channels o
Map link [:}
Hours of operation - . -
Delete Contact channel Contact details Primary Comments Edit
| j Phone (Business) + 60 (03) 4789633 Yes - V4
= Address (Business) 42 King Sultan Road, Kuala Lumpur, 545696, MALAYSIA Yes rd
Ovenview @ O Services offered
Delete Service Exams included Added Subscribed panels
- Chest specialist 604 Chest clinic investigation about radiclogical abnormality 13 Jul 2016 nia
606 Initial TB investigation
Expand all & Collapse all 607 Continued anti-tuberculosis treatment
O Prrlmripeie o Respirclogy 610 Pulmonologist's report 13 Jul 2016 nla
m Oncology 119 Oncologist's report 09 Dec 2016 nfa
No Panel Countries have accepted controlled services from this
clinic. @ Referring Clinics
Active country Cli Exam selection
Name Primary contact Address Service(s)
& World clock CHS UAT Cambridge Hospital clinicadmin@gmail.com 142 King Highway. Kuala Lumpur, MALAYSIA Medical
Pathology
Time zone *UTC+08:00 Radiology

O Daylight savings is currently in force
Current local time  12:18PM Fri 09 December 2016

Step 11. Press the Save button

A success message is displayed.

@ Success

= Successful save, All data is valid.

Step 12. Press the Cancel button

The clinic with newly added service will be listed under the Linked Service Providers section.

Manage Links to External Service Providers — for CH Cambridge Hospital

Linked Service Providers Unlinked Service Providers
Service(s) Add Search Criteria
provided Service
O Gleneagles Specialist. 42 King Sultan Road. Kuala Lumpur Chest specialist Add Service Country “ I MALAYSIA ~
MALAYSIA Respirclegy .
Oncology Service: Select an Option
Clinic Name:

Search sefting: ® Exact match () Name contains

Search results

New Service Provider
No clinics found matching selection criteria.

Clinic Service(s) provided Add Service

Step 13. Press the Save button
A success message is displayed.
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& Success

= Successful save. all data is valid.

6.5.2 Adding additional service(s) to the linked external service provider clinic

If the external service provider clinic is linked but the service required to process a particular
examination in eMedical is not listed, then you can add additional services to the clinic.

Note: You will not be able to add additional services to existing external service provider clinics that have
medical and/or radiology services. For these clinics, you will need to contact DIBP, DOS, IRCC or INZ or the
clinic directly and ask them to add the additional services.

® An error has occurred

+ This clinic provides controlled services and you are not authorised to edit their details. Please contact your Network Administrator with any change requests

Follow Step 1. to Step 6. under section 6.5.1 above
Step 7. Select the External provider list menu in the Administration tab

The Manage Links to External Service Providers screen displays with the linked external
service provider clinics listed under the Linked Service Providers section.

Manage Links to External Service Providers —for CHS UAT Cambridge Hospital

Linked Service Providers Unlinked Service Providers
Clinic Service(s) Add Search Criteria
provided Service
O Gleneagles Specialist, 42 King Sultan Road. Kuala Lumpur. Chest specialist Add Service Country * MALAYSIA
MALAYSIA Respirclogy ~
Service
Select an Option v]
Clinic Name:
Search setting: ®) Exact match O Name contains
Search results
New Service Provider
No clinics found matching selection criteria.
Clinic Service{s) provided Add Service
S

Step 8. Press the Add Service link next to the clinic name.
Follow Step 7. to Step 12. under section 6.5.2 above.

The Manage Links to External Service Providers screen with the newly added service
will display.
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Manage Links to External Service Providers — for CHS UAT Cambridge Hospital

Linked Service Providers Unlinked Service Providers
Clinic Service(s) Add Search Criteria
provided Service
O Gleneagles Specialist. 42 King Sultan Road. Kuala Lumpur. Chest specialist Add Service Country * MALAYSIA (%)
MALAYSIA Gastroenterology . J
Respirology Service Select an Option v]
Clinic Name:
Search setting: ®) Exact match © Name contains
Search results
New Service Provider
No clinics found matching selection criteria.
Clinic Service{s) provided Add Service
e

Step 9. Press the Save button.
A success message is displayed.

® Success

= Successful save, all data is valid.

6.5.3 Creating a new external service provider

If you have not found the external service provider that you need to link to your clinic that you want
to refer the applicant to, you will need to create one clinic.

Note: You must not create a new external service provider clinic until you have searched for all the existing
external service provider clinics in your country. This is to prevent the creation of duplicate clinics.

Note: If there are multiple specialists located at one location (for example a hospital) then DO NOT create
separate clinics for individual services/specialists. Instead add the required service(s) to the same clinic
following the steps above under section 6.5.2.

Follow Step 1. to Step 3. above under section 6.5.1

Note: You must leave the Service, Clinic Name and Search setting fields blank/unselected. This ensures
that all clinics in a country that exist in eMedical are listed in the search results. Possibly the clinic may exist in
eMedical under a different name or with different service(s) than the ones you are searching for. If you perform
a search using additional fields, then the following error message will appear.

() An error has occurred

* Please perform a Country-only search first, and verify the clinic you want to add does not already exist.

The list of all the clinics that exist in eMedical in your country will display.
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Manage Links to Extemnal Service Providers — for CHS UAT Cambridge Hospital

Linked Service Providers

Unlinked Service Providers

Clinic Service(s) Add Search Criteria
provided Service
O Gleneagles Specialist, 42 King Sultan Road. Kuala Lumpur Chest specialist Add Service Country " MALAYSIA
MALAYSIA Gastroenterology .
Respirclogy Service: Select an Option
Clinic Name:

Search setting ® Exact match ) Name contains

Search results

[<]
H
g

New Service Provider

Clinic Service(s) Add
provided Service
O A, Jn 245 MALAYSIA Respirclogy Add
Service
O Alfre Specialist Clinic. Jn 245 Kuala Lumpur, MALAYSIA Respirology Add
Service
O Alfred Specialist Clinic. Jn 245, Kuala Lumpur. MALAYSIA  Respirclogy Add
Service
O Alnur Pathology. 642 . Jin Hakim, KI. MALAYSIA Psychiatry Add
Genatrics Service
O  Alred Specialist Clinic. Jn 245, Kuala Lumpur, MALAYSIA — Gastroenterology — Add
Service
O Glenneagles Specialist Services. 42 King Sultan Road, Geriatrics Add
Kualalumpur, MALAYSIA Chest specialist Service
Paediatrics
Respirology

Once you have ensured that the clinic that you are looking for is not listed then:

Step 4.

Press the New Service Provider button

The Add new clinic screen displays.

Add new clinic

Clinic details

Current local time -

Expand all B Collapse all

& Contact channels

" Select an Option

I Daylight savings is currently in force

Clinic name *[required
\Website Contact channels
Map link
Hours of operation @ No data
Delete Contact channel ‘Contact details Primary Comments Edit
@ Services offered
COverview @
No data
Delete Service Exams included Added Subscribed panels
© World clock
Time zone

Cancel

Step 5.  Enter the Clinic name

Step 6.  Select the correct Time zone

& World clock

Time zone * | Select an Option = |

r Daylight savings is currenthy in force

Current local time -

Step 7. Inthe Contact channels section enter the Address (Business) and the Phone

(Business)
43
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Note: Press [:}' to add the Contact channels and the Services offered.

Note: If multiple services are offered by the same clinic, follow the above steps to add each service to the
clinic and DO NOT create duplicate clinics for additional services.

Add new clinic

Expand all & Collapse all

Clinic details

& Contact channels
Clinic name * \Webster Health Senvices.
Website Contact channels
Map link

Hours of operation @ Delete Contact channel

o
m Phene (Business)

Cverview @ O Services offered
Delete Service
v Chest specialist
© World clock
Time zone * UTC+08:00

[[] Daylight savings is currently in force

Current local tme  02:06PM Fri 09 December 2016

Cancel

Address (Business)

Contact details Primary Comments Edit

Sterret 1, KL, 56789, MALAYSIA Yes V4

+60 (3) 87412569 Yes P
Exams included Added Subscribed panels
604 Chest clinic investigation about radiclogical abnormality 09 Dec 2016 nfa

606 Initial TB investigation
607 Continued anti-tuberculosis treatment

e

Step 8.  Press Save.

A success message is displayed.

® Success

= Successful save, All data is valid.

You have now created a new clinic.

Step 9.  Press Cancel.

The created clinic is now automatically added in the Linked Service Providers section.

Manage Links to External Service Providers —for CHS UAT Cambridge Hospital

Linked Service Providers

Clinic

Service(s) A

provided
O Gleneagles Specialist, 42 King Sultan Road, Kuala Lumpur Chest specialist
MALAYSIA Gastroenterology

Service
Add Service

Respirology

O Webster Health Services. Sterrst 1. KL, MALAYSIA

Chest specialist Add Service

Cancel

Unlinked Service Providers

Search Criteria

Country © MALAYSIA
Service: Selact an Option
Clinic Name

Search setting: ®) Exact match O Name contains

Search results

No clinics found matching selection criteria.
Clinic Service(s) provided

New Service Provider

Add Service

Step 10. Press the Save button

A success message is displayed.
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= Successful save. all data is valid.

Step 11. Press the Cancel button
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