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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

Patient Search

Demagraphic
Gender ATSI Age [wears]
AN [ Mot stated/inadequately described Gireater than or equal to: Less than or equa to:
[] Mat Stated [] Abariginal
[ Male [ Tores Strait lslander Occupation v Pregrant Al v
[[JFemale [ sbariginal and Torres Strait Islander

[ Intersex/Dher [ Neither Aborigiral nor Tones Stiait |slander — Tramsgender Al v QOther demoaraphic criteria

Smoking

[Ismoker  Greater than o equal ta per day ] Never Smoked [ ExSmoker
Drug/Condition

(®) Cunently taking drug

() Cunently taking drug from class

) Previous scipt for diug

() Conditian

() Spmptam

O Sign oR MOT Add to szaich criteris
Wisit
[JseenBy Ay doctor From [ 21/04/2022 To [ 1210472022 ( Mot seen since 21404219 )
Custom Fields

Cusiom Fatd Cuséom Fietd 2 Cusiom ety 3

| SearchCiitsria | Advanced Search

All patients wha have not been seen since 21/04/2013

Clear Close

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

All patients who have not heen seen since 21/04/2019 Mumber of patierts: 13

Setup search criteria

Sumame First name Address Prefered Address D.0OE. Gender  Transgender
Hungerford lsabella 1 5tuggle Strest, Dalwallinug Wa EB03  Residential 05/10/1380 N
CLrtiry Elizabeth 46 Woodlands Ave, Chester Hill NSW..  Residential 18/08/1976 F N
Clartin Hudson 57 Woodlands Ave, Chester Hill NSW..  Residential 05/05/1976 M N
CLrtiry Brianna 46 Woodlands Ave, Chester Hill NSW..  Residential 2000541998 F N
Curtiny Jake 46 Woodlands Ave, Chester Hill NSW .. Residential 27/061999 M N
Curtiny Laura 87 Chapman Ave, Gumang NSW 2767 Residential 05/0311937 F N
Booty Luke 38 Black Range Rd, Greendale NS, Residential 28/11/1940 M M
Holdswarth Charli 58 Wwalter Cres, Durras North MS%W 25 Residential 02/07/1986 F M
Lesina Len 18 Farmell St Trewilgs NSWw 2869 Residential 04/05/1943 M M
Hughes Darcy BE Amiens Rd, Aarons Pass NSW 2850 Residential 23/04/1943 M M
Cobhett Lilly B8 Cofton CI, Cascade MSW 2453 Residential 06/10/1980 F M
Huowitt Dominic B8 Cofton CI, Cascade MSW 2453 Residential 29112/2m2 M M
Harding Frank. 79 Kert Awenue, Cropden YIC 3136 Residential 04/10/1943 M M
Open Add Recall Same Print Labels Mail merge Close
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5. Select Yes to confirm
Medical Director

Wou are about to inactivate all the patients in this search list, Do you
wish to continue?

How to inactivate patients individually
1. Select File, then Open patient
2. Search for the patient, highlight the patient, right click, and select Delete

Select Patient From List

Include Search on
Enter patient sumame. chart number, phone number or 0.0.B. [dd/mmAyyww) [T Inactive patients [ Chart number
ﬁ |DEHH | [ Deceased [ Phone number

["] Mest of Kin and Emergency Contact

Mame Gender  Chart Number Address Phone Mumber DoE

4 0ld Tenterfield Rd. Paddys Flat 2469

Drerington, C
Open

Edit

Status: Active ok | | Add | | New | | Delete | ‘ Edit | | Merge | ‘ Close

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

Do you want to:

(| tark. az inactive | )
|

Mark a: deceazed |

| Delete permanently |

| Cancel |
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