Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)

Computer Training Checklist

Basics

	Turn on Computer
	

	Turn on - Log in

   Own Password

   Change password
	

	Turn off - Log off
	


Medical Files
	Find Patient
	

	Make a new Patient file
	

	How to check Medicare details on line
	

	Opening a Patients File
	

	Patients results

Downloading
	

	Check current Medications
	

	Medicare billing
	

	Scan a document into file
	


Administration- Emails

	Sending
	

	Receiving
	

	Attachments
	


Printers, Photocopiers & Scanners
	How to use
	

	Insert paper
	

	Change cartridge
	


Backups

	How and where 
	

	When 
	

	Storage
	


Problems

	Checking
	

	Reboot
	

	Support
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