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To access the Case Management system, firstly visit www.lifescreen.com.au
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From this page there is a link directly to the CMS site. The link is located on
the left hand side of the page, just underneath ‘Rapid Referral Service'.

semanaey  Verification: Entrust or an independent local registration
== = ==+« guthority has verified that Sonic Healthcare is an existing
business and owns or operates the domain name
www.lifescreencms.com.au

Location: North-Ryde, AU

Data Security: This site is capable of using SSL to encrypt data going
between your Web browser and the website. The communication of your
private information from any address beginning with “https” is encrypted and
secured using SSL
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log into the CMS (Case Management System) click on “Life Office” tab,
located on the top left hand side of the page.
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If new to the Lifescreen online system, and do not yet have a ‘Life Office’ Log
in, please call to register and set up an account on 1800 686 000.

When logging in to the Case Management System for the first time, you will
be prompted to change your password for security reasons. To successfully
change your password, a few guidelines must be followed. A password must
be chosen that includes both upper and lower case letters, and at least one
number.
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ANNOUNCEMENTS
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Once logged into the CMS, the page will firstly direct to the ‘Announcements’
page. Announcements can be viewed at any time by clicking on
‘Announcements’ on the top left side of the page.

This section displays recent announcements from Lifescreen, these will
include information relating to operations affecting advisors. Announcements
will provide information regarding procedures, coverage, holiday closing etc.

To view past announcements, fill in the box along the top with the number of

days you wish to view. Click on ‘view’ to display the announcements within
that range.

Click ‘Ok’ to continue.
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On this page, clients referred by your Life Office, or with your Life Office
selected will be displayed. Referrals can be sorted either by ‘control number’
which will sort the clients in order of referral date, or by ‘client name’ this will
sort the clients alphabetically. To sort clients click on either of these titles on
the header row, located with ‘progress notes’, ‘procedures’, ‘policy number’
and ‘ref date’.

To view the full details of any of the referrals, click on the particular clients
name.

The coloured boxes located at the top of the page is the key used to
differentiate the different referral stages, the clients row, and the stage it is at
will correspond with the colour allocated to that status.

AWAITING NURSE ALLOCATION: This status is for referrals that usually
have just been received, the referral has not yet been allocated to a
Lifescreen consultant for an appointment. This key is also a hyperlink, click on
title to retrieve all referrals currently in this status.

AWAITING APPOINTMENT CONFIRMATION: This status is assigned to
referrals that have been allocated to a Lifescreen consultant and are awaiting
an appointment date. These referrals will stay in this status until an
appointment has been made, clients that have been called, messages left etc.
will still appear in this status until the appointment has been confirmed. This
key is also a hyperlink, click on title to retrieve all referrals currently in this
status.

APPOINTMENT CONFIRMED: This status relates to the referrals that have
an appointment made. The referrals will stay in this status until the



appointment date has passed. This key is also a hyperlink, click on title to
retrieve all referrals currently in this status.

AWAITING PAPERWORK: This status is for those referrals that have had
appointments confirmed and the appointment date has passed, the referral is
currently awaiting paperwork from the Lifescreen consultant to arrive into the
office. This key is also a hyperlink, click on title to retrieve all referrals
currently in this status.

PROCESSING PAPERWORK: This status is assigned to those referrals that
we have received the paperwork for. Once the paperwork from the
appointment has arrived in the office, Lifescreen will change the referral to this
status. This status means that the paperwork and pathology results etc. are
being processed and prepared for reporting. This key is also a hyperlink, click
on title to retrieve all referrals currently in this status.

COMPLETED Once all paperwork is processed and all results received, the
report will be uploaded and available for the Life Office to download from the
Lifescreen site. The Life Office will be notified that the report is ready. This
status for advisors is to inform them that the referral is complete and the Life
Office should now be in receipt of the report.

CANCELLED This status will display the referrals cancelled, either by their
advisor, or by Lifescreen.

INVOICED CANCELLED These are referrals that have been cancelled after
invoicing, eq. If the referral was entered under the wrong Life office. A new
referral will be entered with the correct Life office.

WAIT UNTIL Referrals in this status are in a hold mode. We have been
advised by either the client or the advisor to hold this referral and not to action
until a certain date. Once this date has passed, the referral will be re activated
and placed into the appropriate status.



SEARCH FUNCTIONS
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Three search boxes are located on the left hand side of the page. These
searches can be used at any stage will logged into the CMS. The search

boxes allow for searches of referrals in three different ways, either by clients

surname, by clients policy number or control number.

Once the data has been entered into the search box and the ‘search’ button
has been clicked on the page will display possible matches for the information

provided. Click on the clients name which corresponds with the client you
were searching for to display full details of the referral.




NEW REFERRAL

To submit a new referral, click on ‘New Referral’ on the top left side, just
below ‘HOME’.
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Type in the name of the clients Advisor (last name only) and_select the stat

in which the client is located and click ‘Continue’.
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A list of advisors with that surname will then be listed. Select the appropriate
advisor by clicking on that name.

If the client does not have an advisor, type the name of the LifeOffice into the
‘Advisors surname’ box to list Life Office Direct details.

The first box displays the advisors (or Life Office direct) details.

The next box is for the clients details, enter clients name, address etc. The
suburb box has drop down menu, you may scroll through to find the required
suburb or type in the first letter of the suburb when the box is highlighted,
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there will then be a list of suburbs beginning with that letter in alphabetical
order.

EVALUATION DETAILS is where you must choose the life office for this
client, once this has been selected, products for this life office will appear for
example Term Life, TPD etc. Select the appropriate products using the tick
boxes.

The last box is to mark the procedures necessary. The procedures are divided
into ‘Blood’, ‘ECG’, ‘Medical’ and ‘Urine’. If there is a test your client requires
that you are unable to locate on the list, enter the details into the ‘comment’
box. If there are any special instructions for the client, please also enter into
the ‘comments’ box.

Once all details have been entered, click on ‘Submit’. You will then be
directed to another page that will display all the information entered. Please
check these details before continuing. If all details are correct, click on
‘Submit’ if any of the details are incorrect, click ‘Cancel’ to direct the page
back to your data entry page, correct the incorrect details and continue.
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REFERRAL DETAILS

Top box of page contains clients information: Name, address etc. Details can
be edited here if they appear incorrect by clicking ‘Edit’. A copy of the referral
can also be printed from here for your records if you require a hard copy.
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The top box also contains the clients ‘Control number’ this number is
important as a reference when enquiring on referrals.

The next box will display the status of the referral, e.g. Appointment confirmed
or completed.

The box marked with ‘Progress Notes Available’ will display such things as
what date the referral was allocated to a consultant, when messages have
been left for the client, if an appointment has been made or re scheduled etc.

The next box will display the status of the clients report. When the report is
ready for the Life Office, ‘Report Available’ will be seen below ‘Full Report'.
This will mean that the Life Office is able to download the report. ‘Report
Available’ will be a hyperlink for you to download the file. When only part of
the report is ready, ‘Report Available’ will be displayed under ‘Partial Report’.

SENDING NOTES TO STATE OFFICE
The next box is for advisors or LifeOffice, should they want to send a
message to Lifescreen regarding the referral.

Advisors and the Life Office are able to sent notes and instructions to
Lifescreen via the CMS. Type into the box the required text and click on ‘add’
then press ‘Send’.
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DOWNLOADING REPORTS

Firstly enter the clients details page.

The Reports will be located underneath either ‘Partial Report’ or ‘Full Report'.
When a report is ready to be downloaded, the words ‘Report Available
Download’ as hyperlink will appear underneath either ‘Partial Report’ or ‘Full
Report’.

Select either ‘Open’ to open the file or ‘Save’ to save to another location.

The Report will be in .pdf format, it cannot be changed or modified in any way.
The file can be downloaded for viewing, or to save a copy. The copy will be
‘read only’.
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CHANGE DETAIL

If at any time you require your details to be changed, you may do this by
going to this section. Click on ‘Change detail’ located on the top left side of
page, underneath ‘New Referral’.

Your details will be displayed and you may edit your details accordingly.
When finished editing, click ‘submit’.
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CHANGE PASSWORD

This section is useful in keeping your information and the information of your
clients secure. Your password can be changed at any time by clicking on
‘Change Password’ located on the top left of the page, just underneath
‘Change Detail'.

Enter your current password, your new password and re enter your new
password before clicking ‘submit’ to successfully change your password.
Please keep in mind that to fulfil security requirements, your password must
be at least 8 characters long, contain both upper and lower case letters and

contain at least one number.
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LIFESCREEN COVERAGE

This section allows you to search by postcode or suburb, the page will display
coverage by Lifescreen in that particular area.

The search will show whether that area is covered by any of the following:

CC = Collection Centre
RN = Registered Nurse
EN = Enrolled Nurse

SP = Specialist

GP = General Practitioner

Occasionally an area might display that it is not covered by Lifescreen, but
may be able to be covered if it is just outside one of our areas, please call
Lifescreen to confirm.
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DOWNLOAD FORMS

This section simply allows advisors to download forms that may be useful.

Click on the Name of the file you want in the list to begin downloading

FEEDBACK

The Feedback section is set out as a form. If you would like to fill in our
feedback form online or make any suggestions or complaints, click on
‘Feedback’. Follow the instructions within the form and click ‘Submit’.
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LOG OUT

When you are finished using the Lifescreen Case Management system,
please log out. This will prevent unauthorised access to your Lifescreen
account. Simply click on ‘Log Out’ and your session is complete.

Click ‘yes’.
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