REGISTRATION GUIDE ’ SeNTReferrals

This guide will provide you with the necessary steps to ensure you have all the information needed to register with
BPAC CS to use SeNT Referrals. Please ensure the details in the set up form are correct, the instructions below will
assist in finding information where required.

Please complete the Sent Installation checklist before returning this form to BPAC, if you need assistance with any
items please contact your IT support.

Please note:

« Aminimum of 15 minutes for each workstation installation leaving time for troubleshooting if required.

+ Onthe day we need a user with administrator privileges to login to Windows and have a GP PMS account
available.

Every practice wishing to participate needs to sign an agreement to participate before we can set them up. If they
would like more information there is a fact sheet and also a two minute training/ demonstration video on the SeNT
Referral: http://www.bpacsolutions.com.au/videos

We can also do a 5 minute walk through training session if they are available at the time of installation.

Practice name

For SeNT referrals to provide e-referral recipients with more accurate information, it would be best if the practice name
in your clinical software reflects your actual business name. To change your Location/Practice Name in your clinical
software to your actual business name, please see below.

Medical Director

Your practice name can be found by clicking Tools > Options on the Medical Director toolbar. Once the options are
open click the Practice tab to view your practice name. See the area in yellow in Figure 1.

If your practice name needs to be edited click Set up > Set up users from the Medical Directory toolbar. Once the
license details are open enter your correct practice name and click save. See Figure 2.
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Figure 1. Medical Director practice name

www.bpacsolutions.com.au 3 ’ SeNTReferrals




Best Practice

Your practice name can be found by clicking Set up > Practice details from the Best Practice toolbar. If your practice
name needs edit you can do this by clicking Change, see the areas highlighted in Figure 3, enter the correct name and
click save. See Figure 4. To modify any location names click the Edit button shown in Figure 3.

"

Figure 3. Best Practice practice name
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Figure 4. Edit practice name in Best Practice

Your practice HPI-O number can be found by clicking Tools > Options from the Medical Director toolbar. Once the
options are open click the PKI tab. Under the IHI and My Health Record Certificates section double click My Health
Rec... to open the certificate details. The HPI-O number is liseted beside Issued To. See areas in yellow in Figures 5 and

6.
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Drug/Patiert Support Devices | FPH RSD [ Recal Issued To: general 8003637500036016.id electronichealth.net au
PKI Store Issued By: Medicare Australia Organisation Certification Authority
Location: L] Valid from 29/07/2015 1o 29/07/2017
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5. Medical Director PKI certificates
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Best Practice

Your practice HPI-O number can be found by viewing the certificate details via the certificate manager. Click the Start
button @ type certmgr.msc into the search box at the bottom of the page and press Enter.

Under Certificates - Current User expand the Personal folder and click the Certificates folder. Certificates installed
will be displayed in the right hand pane. You will see a NASH cert that begins with general.80031234626, see Figure 7.

This is your HPI-O number.

To view the full details double click the certificate, the HPI-O is displayed beside Issued To. See the areas in yellow in

Figure 8.
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Figure 8. Best Practice HPI-O number
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Clinical software details
Medical Director

The Medical Director software version and practice ID can be found by clicking Help > About... from the Medical Director
toolbar. See areas in yellow in Figure 9.

,

MedicalDirector Clinical 3.17.6.10894
Copyright & Health Communication Metwork Lid. 1558-2016
http:/Awoww. medicaldirector.com Ewvaluation Version

Practice |D:; 888828
MOiref: December 2015

MedicalDirector Customer Care
Top Floor, 205 Bourbong Street, Bundaberg Qld 4670
PO Box 176, Bundaberg Qld. 4670 Australia

: 1300 788 802
+61 2 9086 3421
mdsupport@medicaldirector.com
pracsoftsupport@medicaldirector.com

The DOCLE coding system used in this software is licensed from:
Docle Systems P/L. Melboume, Australia.

Figure 9. Medical Director details

Note: Medical Director version 3.17a has a known bug where Medical Director is advising practices to update to 3.17.1.
Alternatively, you can contact BPAC Clinical Solutions for a Medical Director patch to fix the issue.

Best Practice

The Best Practice software version and site ID can be found by clicking Help > About from the Best Practice toolbar.
See areas in yellow in Figure 10.

' B

? Best Practice

An evolution in medical software

Version: Lava Edition
Build Mo 1.8.6.748

Distributed by: Best Practice Software Pty. Ltd.
P.0O. Box 1911
Bundaberg 4670
Phone: 1300 401 111 Fax: 07 4153 2093
Web site: www_bpsoftware_net
E-mail: support@bpsoftware net

Copyright © 2004-2017 Pyefinch Software Pty. Ltd.

Site ID: 0
Last drug update: September 2017 (14/09/2017)

Figure 10. Best Practice details
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Terminal server set up

One way to identify if you are running a terminal server is if you are accessing your clinical software via Remote
Desktop Connection. Remote Desktop Connection is accessed using the icons shown in Figure 11, you will then be
prompted to connect. Once connected you will see the blue bar shown in Figure 12 at the top of your screen.

If you follow the step above you are likely running a terminal server envirnoment. If you have any questions or
concerns regarding terminal servers, please contact your IT support to confirm.
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Figure 11. Remote Desktop Connection icons.
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Figure 12. The Remote Desktop Connection toolbar
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Windows version

To find your windows version click the Start button > Control Panel > System. The windows version is listed under
the Windows edition section. See areas in yellow in Figure 13.
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Copyright © 2009 Microsoft Corporation. All rights reserved.

Service Packl
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Rating: m Windows Experience Index
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System type: 64-bit Operating System
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Microsoft
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Learn more online...

-

Figure 13. Windows version details
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Internet browser
Internet Explorer

To find the Internet Explorer version click the tools icon %, located on the top right of the toolbar, then click About
Internet Explorer. See Figure 14. The version number will be displayed in an information popup. See areas in yellow
in Figure 15.

i ™
w About Internet Explorer [ 23 ,|
Tt
Print 4
File 2 | t t
i , nerne
- ' Explorer1
Add site to Start menu -
REchiunshas S Version: 11.0.9600 18665
Manage add-ons Update Versions: 11.0.42 (KB4013271)
F12 Developer Tools Product ID: 00150-20000-00003-A4459
Go to pinned sites . :
| Install t ticall
e —— '@ nstall new versions automatically
Report website problems 2 2013 Microsoft Corporation. All rights reserved.
Internet options
About Internet Explorer
L% =
Figure 14. Internet Explorer tools. Figure 15. Internet Explorer details.

Google Chrome

To find the Chrome version click the tools icon & , located on the top right of the toolbar, hover over Help then click
About Google Chrome. See Figure 16. This will open a new tab displaying the version number. See areas in yellow in
Figure 17.

- About Chrome
« 8 7,6
New tab Ctrl+T
N @ cooglecrvame

New window Ctri+N
New incognito window ~ Ctrl+Shift«N
History » Google Chrome is up to date
Downloads Ctrl+J Version 61.0.3163.100 (Official Build) {64-bit)
Bookmarks »
Zoom - 100% + . Get help with Chrome
Brint.. Ctri+P
Cast. Report an issue »
Find.. Ctrl+F
More tools »
Edit Cut Copy Paste
Settings Google Chrome

About Google Chrome Help v Copyright 2017 Google Inc. All rights reserved

Help centr

spen '_E . ) Exit Ctrl+Shift+Q Google Chrome is made possible by the Chromium open source project and other open source software.
Report an issue... AltShift+]
Google Chrome Terms of Service
Figure 16. Google Chrome menu Figure 17. Google Chrome details
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NASH certificate

Finding if the NASH is current: clicking the Start button @ type certmgr.msc into the search box at the bottom of the
page and press Enter.

Under Certificates - Current User expand the Personal folder and click the Certificates folder. Certificates installed
will be displayed in the right hand pane. The general NASH cert installed it begin with 800123456432. See Figure
18. To check if the expiry date is valid double click on the certificate, see Figure 19. If it isn't then a new NASH
Certificate may need to be ordered.

[ ﬁ certmgr - [Certificates - Current User\Personal\Certificates] @Mr
File Actien View Help
€« HE = RE=HF
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[» [ | Trusted Root Certification Au
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Personal store contains 26 certificates,
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Figure 18. Certificate manager.

General | Details | Certification Path |

@a | Certificate Information

This certificate has expired or is not yet valid.

Issued to: 8003621566686153
Issued by: SeMT Test CA

valid from 20/ 03/ 2015 to 20f 03/ 2016

? You have a private key that corresponds to this certificate.

Issuer Statement

Learn more about certificates

Figure 19. Test NASH certificate expiry date information
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Microsoft .NET version

To check if your .NET version is 4.5 or above click the Start button > Control Panel > Programs and Features. The
version number is displayed beside the program name, see the area in yellow in Figure 20.

& e

— - - - — -
@Qv + Control Panel » All Control Panel Items » Programs and Features - | 5 | | Search Programs and Features pe) |
File Edit View Tools Help
Control Panel HeeS Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
'@' Turn Windows features on or
utt Organize « l@l
Install a program from the -
network Mame Publisher Installed On  Size Version o
7 MedicalDirector MDX Practice Server MedicalDirector 26/07/2017 119MB 3174
7 MedicalDirector Medicare Online MedicalDirector 26/07/2017 316MB 3174
7 MedicalDirector National eHealth Plug-ins for Clinical ~ MedicalDirector 26/07/2017 385MB 3174
7 MedicalDirector NIMC Plug-in for Clinical MedicalDirector 26/07/2017 369MB 3174
“7# MedicalDirector Online Appointments MedicalDirector 1/12/2016 183IMB 12225
7 MedicalDirector Patient Photos Plug-in for Clinical MedicalDirector 26/07/2017 164MB 3174
7 MedicalDirector Phoenix Plug-in for Clinical MedicalDirector 26/07/2017 665 KB 3174
" MedicalDirector Search Agent Plug-in for Clinical MedicalDirector 26/07/2017 159MB 3174
 MedicalDirector Service Manager MedicalDirector 28/11/2016 303KB 3187
i MedicalDirector Sidebar Plug-in for Clinical MedicalDirector 26/07/2017 107MB 3174 ¥
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@ Microsoft MET Framework 4.5.2 Microsoft Corporation 771172016 388 MB 4551209 ™
I‘] Microsoft Office Microsoft Corporation 30/11/2013 296 MB  15.0.44541510
E} Microsoft Office 2007 Primary Interop Assemblies Microsoft Corporation 24/04/2017 693 KB 12.045181014
[2°] Microsoft Office File Validation Add-In Microsoft Corporation 4/04/2017 108 MB  14.0.5130.5003
E} Microsoft Office Professional Plus 2007 Microsoft Corporation 20/01/2014 12.0.6612.1000
5 Microsoft Report Viewer 2014 Runtime Microsoft Corporation 29/11/2016 257 MB  12.0.2000.8
ﬁll\dicrosof‘t Report Viewer Redistributable 2008 SP1 Microsoft Corporation 5/02/2014
[ Microsoft ReportViewer 2010 SP1 Redistributable Microsoft Corporation 7/11/2016 124MB  10.040219 -
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h .;bl. 163 programs installed

Figure 20. Microsoft .NET version
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Best Practice database password

In order for SeNT to operate it has to talk to BP and authenticate with it. The way it does this is through inputting the
BP Database password in a setup screen when the program is downloaded onto each PC.

This password is usually setup on installation of BP by either your IT person or through direction from BP itself. If you
do not have a record of this check to see that this was actually inputted in the first place. If it hasn't you can set it up
yourself, but please keep a record of it in a safe place.

If either you or your IT provider cannot remember what this is password is, then you will need to ring BP and get it
reset. This is and easy process and BP will direct you through it.

To see if you have a BP password already setup, undertake the following instructions (see Figure 21):

+ Under Setup choose Configuration

- This will display options on your left — choose Database

- When this option has loaded choose Database Browser
If there is a password present it will show and you may need to reset it via BP if you cannot remember it
If it is blank then you are able to fill this in and create a password.

Utilities  View [Sefupl Help

B sdkilsd @B

# Configuration .4 |
[ ~ The following list of servers that haj # Database viewer password X
Premier installed were found.
Please select the one that this com Current password:
? to.
General || |

& Servers Enter the new password:

Results import

Enter the new password again to confim:

| |

Connect to: |-Uoca|) TRange [
Passwords: | Database browser Emergency patient access

Delete local copy of drug database

Extemnal data access: [ Clinical [ Billing [] Appointments

Figure 21. Finding your Best Practice database password
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