
Once you have completed your document and saved as usual you can send this to the referring GP. 

Choose the “Add– Ins” Tab

Click “Send”  

Sending Documents With Medical Objects Word Plug In



Once Send is selected  you will be prompted to enter your password

Click your mouse in the white box, type ‘default01’

Once your password has been accepted the report details screen will appear.

You need to check  and  if not auto populated enter the following patient demographic  
details
Patient Address, State, Postcode, Sex 



Choose the date that you saw the patient from “Performed Date” 

Click the Red 15 in the “Performed Date” box and the calendar will open– choose the date 
(move the arrows left and right  to choose the correct month)

Choose the date of referral from “Request Date” 

Click the Red 15 in the “Request Date” box and the calendar will open– choose the date 
(move the arrows left and right  to choose the correct month)



Check the “From” details are correct e.g. Focus Standard  or Focus Suicide, if not then select the correct entry. 



Choose the Report Title.

Choose “Consultation Note” for reporting after each visit 

Or 

Choose “Discharge Summary” when discharging the patient back into the GPs care (treatment 
course complete). 



From Addressing Details 
Click on the magnifying glass icon

The “Look Up Provider” box will open 

Place your mouse in the white box
Type GP name:  last name, first name
Click the lightening icon

Click on the GP name to choose from the list (uncommon names will not have a list)

Click OK



You will then be returned to the Report Details Screen 

Check all the details are correct

Choose “Send”



A Preview of the message will appear.

This is the last chance to cancel if you need to choose cancel below

If you are happy all details are correct 
Choose OK to send the message




