@y MedicolLegal Connect How to use for clinicians

These are the instructions for clinicians using MedicolLegal Connect.

Please email us with any questions at support@medicolegalconnect.com.au
or call Varad on 0402 251 972.

Help is also available by clicking on the many question marks throughout the
site.

You can view the brief introductory video or a longer clinician video here:
https://about.medicolegalconnect.com.au. If a video is blurry on your browser,
you can click on the 'V! and download the video or download videos from
https://vimeo.com/sh(}WC%e/7925093.

@ Medicolegal Copnect

Clinician Video
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@y MedicolLegal Connect How to use for clinicians

First Steps

1. Please go to https://medicolegalconnect.com.au on your internet browser and login with
your email , and initial password you were provided. For security reasons, MedicolLegal
Connect has to setup an account for users, and they cannot create your own account.

% MeYicoLegal Connect
Email
Password

2. You will then see the screen below and your name will show herge. We are using a mock
clinician called "Alison Harris" in these instructions.

@y Medicolegal Connect Search all cases Dr Alison Harris, Clinician &~

i= Available

Search available cases From Date B  ToDate a]

Available cases

You have not yet accepted the Terms and Conditions for Medicolegal Connect. Please go to your prole page and complete this step.

B Available cases o

3. |Initially please review your profile and change your password.

a. The first time you login, you will be guided to your profile as you will need to
accept the privacy policy and the terms and conditions, to use the site.

b. Thefe are question marks which provide help in each section.

an open or close\any sections in your profile by clicking on the headers. For
Detaijls' section has been opened in the image below.

c. You
example, the 'My

d. If you\make any ghanges to your profile, please make sure you press 'Save'.

Dr Alison Hagfis, Clinician %~

@ MedicoLegal Chnnect Search all cafes

View your Referrer/Patient profile

B My Professional Information e .

B My Details

$ My Regular Fees

i= Permissions - Case Types | Can Be Sent Referrals For

& Other Permissions

1agree to the privacy policy and terms and conditions of Y Subspecialties
the Medicolegal Connect website
[ Allow New Referrals

Daily Status Email Enabled

My Invoice Details

o
@ My Practices

B Facilities | Attend

&+ My Delegates

AHarrisPublicEmailj@practice.com
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Your Profile

1. You can access your profile from the top right at any time by pressing #-. You can edit
your profile or contact us to request changes at support@medicolegalcgnnect.com.au.

2. Important sections to initially review in your profile are:

a. 'Allow New Referrals'. When this is on, you can receive new referrals, and then

B My Details B My Professional Information

$ My Regular Fees

i= Permissions - Case Types | Can Be Sent Referrals For

& Other Permissions

Q Subspecialties

B My Invoice Details

@ My Practices

B Facilities | Attend

&+ My Delegates

AHarrisPublicEmailj@practice.com

0222222222

C.

practice contatt details.
i. Your dontact details are only|visible to referrers if you apply for cases.

iii. Referrers/can provide your coptact information, to their client to make a
hooking/ this can contain thislemail or phone number. You can use your
practice contact details here rather than your personal contact details.
Your Practice contact details will also be visible if you accept cases.

d. 'My Professjonal Information' includes information such as your bio, booking,
fee and dodument handling informatidn for referrers. Referrers can share this
information with their clients if you apply for a case.

e. The Permissions, Other Permissions and Subspecialties sections, determine the
types of cases you can receive referrals|for. Please review these initially.

f. If you have requested Delegate accounts for your admin team, please review
their permissions. (See page 10 below)
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Available Tab

1. The 'Available' tab shows new referrals you can consider your suitability for.

You can 'Apply' for the cases you are suitable for

a. | You can only receive referrals for the case,types, subspecialties, and age ranges
that match the permissions set in your p

b.| You should review the deidentified
for a case. This is similar to the infg
would speak to you about, or email you
on a case.

ase description to consider your suitability
rmation in a usual referral, or what a referrer
r practice about when you consider taking

c.| You will receive an email in/the morning when you have a new referral, so you
know when to login. You/Only receiye the daily email if you have the daily status
email switched on (see/point 2b of/page 3 above).

Dr Alison Harris, Clinician %%~

b MedicoLegal Connect Search all cases

Search available cases From Date (o] To Date 5]

Medicolegal > Criminal > Private > District Court

105 Ms Jonnifer Gillespie
NSW Corrections AVL or Visit Corrections Centre ve not set your
o 16 Sep 2023 You have not set yor
P—— retenes regular + Apply
Is 5 eferre fee for this case type
Subspecialty not selected Sydney, NSW, 2000

27 Jun 2023

Age Range: 18 10 65 years.

30 Aug 2023 You have not set your

reguiar  Apply
Referred:

regu
fee for this case type  ©

27 Jun 2023

Medicolegal > Civil > SIRA > Total permanent t

Flat Fee: $1,706.70
(inc GST $1877.37
disability

Hourly Rate: -

Telehealth ‘eget mi proin. Amet justo donec e

Arcu non sodales neque sodales ut etiam sit. Volutpat

can complete by the due date.

a. If the 'My Regular Fees' sectieri’in your profile is set, it will show your standard
flat fee or hourly rate here, for the specific case types that are set.

i. When the case type matches with a fee already setup in your profile, your
regular fee will show here.

ii. You can edit this fee when you apply for a specific case.
iii. This fee can be a flat fee or an hourly rate for most case types.

iv. Some organisations have gazetted fees and MedicoLegal Connect can help
set these fees up for you.
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Apply for A New Referral

3. If you press 'Apply' for a case in your available tab, you will see the screen below. Please
click on the question marks for help with any specific field.

a. You can apply for a case with a Flat Fee or an estimate with your Hourly Rate.

Prepayment amount. Enter tliis if the client or referrer is required to pay an
amount, when they make a booking to see you. Not all case types allow a
prepayment.

@ MedifoLegal Connect Search all cases Or Alison Harris, Clinician %8~

Confirm Application @ x

Case Type Subspecialties  Age Range Report Due L
Medicolegal > Criminal > Private > District Court Psychiatrist 18to6Syears  15Sep 2023

NSW Corrections AVL or Visit Corrections Centre (NSW)

Interdum velit laoreet id donec ultrices tincidunt arcu non. Eros donec ac odio tempor orci dapibus ultrices in iaculs. Lacus sed viverra tellus in hac habitasse platea dictumst.

tis eu. In fermentum posuere urna nec tincidunt.

ae suscipit tellus. Consequat id porta. Mauris cursus matti tie a iaculis at erat pellentesque adipiscing

@ FlatFee (O Hourly Rate N
Fee®

$ . °

Prepayment amount

$

14 JUL 2023 a]

© My available practice for this case:

(@® Contact: Stanmores Clinic

 Apply for Case

Spedific’case requests. This field is optional, and it will usyally be left empty, as
the general booking and document handling informatiop you have setup in your
profile, will be vigible to the referrer after you apply. This field gives you the
optjon of proviting more specific instructions to the feferrer or patient, after
considering this specific referral. The question marK gives examples.

Specific fee requests. This field is optional, and At will usually be left empty, as the
general fee and cancellation information you flave setup in your profile, will be
vidible to the referrer after you apply. This figld gives you the option of providing
mpre specific fee instructions to the referrér or patient, after considering this
specific referral. The question mark giveyexamples.

My available practices for this case. If you have multiple practices, select one for
this case.

f.  When you are ready, press 'Apply for Case' and the case will move to your
'Applied' tab. A maximum of 5 clinicians can apply for one case. If the referrer
selects you for the case, it will move to your 'In Progress' tab, and you and your
optional admin delegates will receive a notification email.
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In Progress Tab and Case Details Page

1. The 'In Progress' tab is where the cases you have been authorised to complete reside.
Each case has a unique case number (E.g. in this case C-2371-DG).
i. The referrer or clierdt can contact your practice using this case number

Dr Alison Harris, Clinician %~

Search cases in progress From Date B  ToDate 5]

v

Code: C-2371-0G.
Ref: Cloient 1D
SHFBS6eutd

15 Sep 2023
Sydney, NSW, 2000 Subspecialty not selected

Age Range: 18 to 65 years.

2. Press 'View' to go to the 'Case Details' page for any case- shown in image below.
a. After you send your report press, 'Report Sent'. When the report is paid for,
press 'Register Final Payment'. If ygu had a prepayment, there will also be a
button to register this here. Whey the buttons at the top are registered, the

® MedicoLegal Connect Searchall cases Dr Alison Harris, Clinician %8~

& Patentbeste © ~
Ms Jennifer Gillespie
g partner st CoD Loga #% Clinician's Practice For This Case e -
. Sydney, NSW, 2000

o 0212345678
B 028765 4321 #® My Instructions e ~
= i

P s -

Booking Instructions
For th 1 address... or or visit this site.

Document
Please transmit documents via MedicoLegal Connect or send to

P Notes o e ~
n o5~ f

W Case Details

e .
$ My Fees for this Case e ~

Total Fee: $5,000.00 (ic. GST $5500.00) Pending Edit

General Fee and Cancellation Information
Cancellations within 72 hours will incur a xx% fee.

Invoices

Documents 0

© Upload Document

c. My Fees for this Case. For/cases with an hourly rate, you can set the number
of hours taken in this section.
i. If you change yoyir fees for a case, you can edit them here - please
ensure you discliss and confirm fee changes with the referrer.
ii. You can Create Invoices for a case if you have allowed this in your
profile. You can also send invoices to referrers in the other usual
methods you use.
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d. pdf Documents can be transmitted between the referrer and yourself.

i. | This section is for document transmission only, and not for document
storage, as documents are deleted 21 days after they are downloaded,
by the other party.

Dr Alison Harris, Clinician %8 ~

@ MedicoLegal Connect

For appointments please contact...this email address... or phone number... or visit this site.

Documents &

Document Handling Instructions
Ploase transmit documents via MedicoLegal Connect or send to

Applied © Upload Document

# InProgress
Discharge summary May 23.pdf (spages- 4740) P Notes o e ~
Uploaded by: Ms Jennifer Gillespie - 29 Jun 2023 8

v Complet "y
Police fact sheet.pdf (4 pages - 41k) e s

Uploaded by: Ms Jennifer Gillespie - 29 Jun 2023 i 8

Letter of Instruction.pdf (2 pages - 32kb)
Uploaded by: Ms Jennifer Gillespie - 29 Jun 2023 i 8

Clinician Report Jun 23.pdf (12 pages -8248)
Uploaded by: Dr Alison Harris - 30 Jun 2023

O Add

Date 4

Case Completed/Report Sent. 3042023

2842023

2702023

referrer about a case, and store your communication, press 'Add New Note'.
If you or the referrer share a note, the receiver of the note, will also receive
an/email notification.

f. Activity. This Activity section at the bottom left of the 'Case Details' page,
records case activity as the case progress.

3. Aftij the buttons at the top in point 2a on page 6 are pressed, the case will move to your
'Completed’ tab.
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Completed Tab

Cases for which you have registered that you have sent the report, and you have been paid,
will show in your 'Coampleted' tab. You do this by the buttons at the top of the case details
page as shown in pgint 2a of page 6 above.

@ MedicoLegal fonnect Searchall cases Or Alison Harris,Clinician 8~

Completed cases Search completed cases From Date [a] To Date 8 -

B Completed 1 e ~

 Completed
Case Referrer Case Type/Subspecialty CompletedDue

Medicolegal > Criminal > Private > District Court

Ms Jennifer Gillespie
Code: C-2371-DG Partner
Ref: Cloient ID — ‘Stanmores Clinic

Sydney, NSW, 2000 Subspecialty not selected 15 Sep 2023

NSW Corrections AVL or Visit Corrections Centre (NSW)

01.u12023
SHFgSGeutd .

Age Range: 18 to 65 years

Cases in your completed tab can be saved as pdf's for your own records, and then deleted.
1. Press the 'Print Case Details' button to download or print a pdf copy of the case for your
records.

8 Print Case Options

Custom View should include the following sections:

Select All

Clinician Details Referrer Details

Patient Details Referral

Fee Information Instructions

Practice Locations Case Activity
Case Notes [ Invoices

Case Documents List

(@ Openin new browsertab (O Download as PDF

Close

2. When you have saved your own pdf record of a completed case, you should delete the
case. Please note we cannot retrieve information about your deleted cases or
documents, and we prefer to minimise the data retained on the site.

© Delete Case

this

Are you sure you want to delete this case?
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Accounts and Website Billing

1. You can access the drop-down menu from the top right at any point by pressing #-.

a. This allows you to see your overall accounts.

b. Invoices are visible in the drop-down if ydbu generate invoices on the site.

c. You can also view the website billing to clinicians here.

i. MedicolLegal Connect charges inici , inidian
charges the referrer or client for a case. no other fees from us.

.

Dr Alison Harris, Clinician %8~

& My Profile

B Invoices

$ Accounts

B Website Billing
Keyword Search From Amount From Generated Date To Generat dREFRTNNN

Case Case Type Case Sub Type

Practice

© ClearFilters
G d Date 4 o Code Referrer Case Type & Consultation Methods Amount
Medicolegal > Criminal > Private > District
‘Completion Payment
C»2(:;7|-DG Ms Jennifer Gillespie Court el y
Ret: Cloient ID ’
30 Jun 2023 01 Jul 2023 01.Jul 2023 NA e "“‘ﬂ CBD Legal NOW Comections AVL or Viat jons (s;;z; Total ssmg:u
Completea Sydoay, NSW Centre (NSW) Totah  $5500.00

Stanmores Clinic
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Delegates

You can view your delegates in your profile and adjust the settings for each delegate.
Delegates would be thestaff members that assist you with your cases and administration.

1. Delegates can view and iqteract on cases on your behalf.

a. Your delegates may be\able to receive notifications, communicate with the
referrers, or transmit dosuments for you.

b. You can control what any of yqur delegates can access on the site on your behalf.

@9 MedicoLegal Connect Searchall cases Dr Alison Harris, Clinician %8~

iZ Available

&+ My Delegates

AHarrisPublicEmailj@practice.com

Janice Stanton

E Applied
L4

0222222222 delegatefordoctori@gmail.com
ph: 02 22222222 mb: 0411987 654 fx: -

0211111111 This delegate can edit my profile

https://www.SiteForMyselfOrMyPractice.com.au

e. Delegates that can edit your profile cannot edit your delegate settings. You will
need to change your delegate preferences yourself, or contact MedicolLegal
Connect to change your delegate settings.

Please contact us at support@medicolegalconnect.com.au or call on 0402 251 972 with any
guestions. Further information and the videos are available at:
https://www.about.medicolegalconnect.com.au.

16 Jan 2024
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