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Welcome to our Webinar 

Correspondence Management in 

MD3.14c

Presented by Katrina Otto, Train IT Medical
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Our Learning Objectives:
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1. Understand the new Correspondence Management options in MD3.14c.

2. Design an effective Results Management Practice protocol.

3. Import and scan documents and photos in MD.

4. Update patient records from Holding File.

5. Add patient recalls from Holding File.

6. Change file location of documents.

7. View and follow up results.
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1. Pathology Management 

(Investigations) is now...... 

Correspondence 

Management

www.trainitmedical.com.au  



www.trainitmedical.com.au 

Practices need:

- Goals/Plan

- Defined roles

- Communication

- Clear system

- Training
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The Holding File
May Contain:

1. Results -
sent from  Pathologist or Radiologist

2. Specialist Letters/Discharge Summaries etc
sent through MDExchange 

3. Scanned Documents - New!
Not yet sighted by clinician 

4. CDA Documents - New!
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The Holding File – F5
Watch the filters!

Rightclick to 

change location 
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The Holding File (F5)

Actioned Items
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Actioned Items
Watch the filters!

To Print the List

1. Filter > Select 

All > Print List
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2.  Design an effective 

Results Management Practice protocol.
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Who follows up your 

action? 

Who marks results 

as notified? 
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One Protocol for the Practice is the goal! 

Keep this list  ‘clean’ and 

effective
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Discuss, design, re-

evaluate. Ensure 

everyone trusts the 

procedures.

Doctor marks result as 

Notified

Doctor marks result as 

Notified
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3. Import and scan

documents and photos.
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New location 
for scanning!
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Directly into the Holding File
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If document has not yet been seen:
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Scan directly into Actioned Items, 
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Or, if the document has been seen by the doctor:
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Or the Patient Record
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Scan into Results or Letters or Documents or 
Correspondence
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You can turn the Correspondence 

tab off if you choose
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Tools >
Options > 
Clinical  >
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4. Update patient records from the 

Holding File. 
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5. Add patient recalls from the Holding File.
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6. ‘Move Location’ of Documents
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All Results can now be filed 
in the ‘Results’ page.

Can ‘move’ from:
-Holding File

-Actioned Items

or from patient record 
(Results, Letters, 

Documents or 
Correspondence)

Right click on document to 
Move Location.
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7. View and Follow up Results

Vital to mark results that have been given as 

‘Notified’ in either ‘Actioned Items’ 

or the Patient Record
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No. 1 Tip: Mark as Notified’
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Questions?

How can we help your practice? 
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This Webinar was brought to you by:

Katrina Otto, Train IT Medical

For upcoming Webinars - www.trainitmedical.com.au

or to suggest ideas directly to Katrina, email: 

katrina@trainitmedical.com.au

or call 0424 580 286.
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Thanking you

http://www.trainitmedical.com.au/
mailto:katrina@trainitmedical.com.au

