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Archiving patients 
Medical Director software 

To ensure high quality data, it is essential to maintain your patient database with archiving practices designed 
to keep health records accurate and current. 
 
Please note: This fact sheet is current within the software as of April 2022. 
 

How to Inactivate Patients 

How to Inactivate Patients – bulk inactivation 
1. From the main screen, ensure no patient files are open, click Search and select Patient 
2. Tick Not seen since and insert date 
3. Click Search 

 
 

4. Select Inactivate Patients (this will inactivate all the patients listed) 

 



Fact Sheet 
V1 / April 2022 

 
 

               
 
 
 
 

Whilst all care has been taken in preparing this document, this information is a guide only and subject to change without notice. 
Disclaimer: While the Australian Government has contributed funding support for this resource the information contained within it does not  

necessarily represent the views or policies of the Australian Government and has not been endorsed by the Australian Government. 

 
5. Select Yes to confirm 

 
 

 
How to inactivate patients individually 

1. Select File, then Open patient 
2. Search for the patient, highlight the patient, right click, and select Delete 

 
 

3. Select Mark as Inactive (note: this list will not be permanently deleted) 

 
 

 
 


