
How to Use SMR 

 
Monash Health’s Scanned Medical Records (SMR) is where you’ll find information relating to 
Outpatient Clinic visits, Correspondence between health professionals, some Diagnostic 
Test results, as well as patient admissions prior to late 2019.   

Information relating to patient admissions from late 2019 onwards are now on Monash 
Health’s Electronic Medical Records (EMR) system. 

This document will outline how to do the following on SMR: 

 Log On  
 Search for a Patient  
 View an Admission  
 Submit an Internal Referral  
 Create an E-Form  
 View Clinic Lists 
 Bookmark documents 
 Create a My Patient List 
 Filter document search for a patient 
 Print  
 Report a Scanning Error  
 SMR Support 

How To: Log On  
To access SMR from a Monash Health computer you can click on the SMR icon on the 
computer’s desktop: 

 

You can also access SMR from the Monash Health Intranet site, click on Clinical Portal: 



 

This will take you to a range of applications.  Click on the SMR icon. 

 

This will take you to the SMR page. Once logged in, it will take you to the following screen.  
You can then begin your search for a patient on SMR. 

 

 



How To: Search for a patient  
You can search for a patient via their UR number or, if you don’t know their UR number, 
using the Advanced Search option, you can search via their name.  

You can enter the patient’s UR number into the search box indicated by the arrow: 

 

After searching you will be presented with any patients with that matching UR number: 

 
 
To search for a patient via their name, click on the Advanced Search option. 

http://monashdoctors.org/wp-content/uploads/2016/07/SMR-Search.png


 

This will then take you to a screen where you can search via patient name. 

After you’ve clicked on the patient you want, you’ll be presented with the Cover tab.  

 

 

 

Clicking on the different tabs will bring up the following information: 

 

. 

 

 Patient Demographics & Aliases 

 Alerts including Allergies 
 

 Mental Health Act (Legal) 
Forms) 

 Respecting Patient Choices 
Forms 

 Freedom of Information (FOI) 
 

 All ED presentation notes 

http://monashdoctors.org/wp-content/uploads/2016/07/SMR-Patient-Result.png


 

 

.  

 

 

How To: View an Admission  
 

Click on the Admissions tab -> you will then see all the admissions for the patient prior to 
late 2019 (post late 2019 admissions are on EMR).  The site of admission is indicated in 
brackets: 

 (B) is Berwick which is Casey Hospital. 
 (C) is Clayton which is Monash Medical Centre 
 (D) is Dandenong which is Dandenong Hospital 
 (M) is Moorabbin which is Moorabbin Hospital 
 (J) is Jessie MacPherson Private Hospital 

 

 Outpatient Clinic notes 

 Community health services 

notes 

 Diagnostic test results including: 

o TTE, ECG, EEG 

o External path /imaging 

 Correspondence received/sent 

e.g. GP letters, Referrals, Info 

Requests 

 All patient admissions prior to late 

2019 



 

 

Clicking on an admission will present you with a list of scanned documents relating to that 
admission: 



 

How To: Submit an Internal Referral  
 
Many outpatient clinic referrals are now done via SMR.  To make a referral via SMR you 
need to do the following: 
 
1. Go to the appropriate patient 
2. Make sure you are on the Cover tab  
3. Click on the Submit Internal Referral link at the bottom right of the Cover tab 

http://monashdoctors.org/wp-content/uploads/2016/07/SMR-Document-List-1.png


 
 
4. An outpatient clinic referral form will appear – fill in the relevant details and click submit 

 

 
 



How To: Create an E-Form  
 
You can use an e-form to enter data directly into a patient’s medical record on SMR.  When 
you are at outpatient clinics, this is how you create your outpatient clinic notes.  
 
1. Find correct patient and ensure 3 point ID has been confirmed 

 
2. Click on the required tab. For example, if it is an outpatient clinic appointment note, click 

on the Outpatients tab. 
 

3. Click on the Add button and start typing in the name of the e-form required (or you can 
scroll down the list to find the relevant form). 

 

 
 

4. Select the appropriate e-form from the list 
 

5. Complete e-form and click on Save button 
 

6. The E-form will appear in the document description listing for the patient under that Tab. 
 

Telephone E-Note 
 

1. There are also telephone contact E-Notes that can be used to document any telephone 
contact you have with an outpatient patient.  To document the telephone conversation go 
to the relevant tab, usually this will be the Outpatients tab  

2. Click on the Add button and type telephone  
 



 
3. This will bring up a list of different Telephone E-Notes.  The Telephone Contact E-

Notes is a generic form that you will often use.   
 
4. Click on the relevant E-Note, it will bring up the following screen, fill in the details and 

click Save 
 

 
 

How To: View Clinic Lists 
 
You can view upcoming outpatient clinic lists by doing the following: 
 
1. Click on Search in the left-hand side menu 

 



 
 
 
2. Select Clinic List  
 

 
 
3. A list of clinics will appear, click on the name of the appropriate clinic 
 

 
 
4. Click on the Clinic Name to view the Clinic List 

 
 

How To: Bookmark documents  
 
You can bookmark certain documents to view again later or to print. 
 
1. Find appropriate patient 
 
2. Click on the document you would like to bookmark 



 
3. Click on the ‘Action’ button and select Bookmark 
 

 

4. The document will be marked with a bookmark symbol 

l  
 

5. This listing can be accessed by clicking on the My Details drop-down in the side menu 
and then selecting My Bookmarks. 

 

 

6. To remove a Bookmark simply go to My Bookmarks and in the Actions tab select 
Remove Bookmark. 

 
 
 
 

How To: Create a My Patient List 
 



Individual users can add patients to a ‘My Patients’ list which allows them to easily access 
their patient.  Note: once you create a Patient List, this list will be the first thing that appears 
each time you log on to SMR. 
 
1. Find your patient by either entering their UR or doing an Advanced Search and using 

Family name and First name 
 

2. On the Cover tab there is an Add to My Patient List button.  Click this and the patient 
will be added to your patient list. 

 

 
 
You will be notified that the patient has been successfully added to My Patient List 
 
To view your current Patient List, click on Patient List in the left hand side menu 

 
 
Click on the My Patients tab.  The selected patients will be listed 
 



 
 
You can access their patient record by clicking on their name 
 
Removing Patients from My Patient List 
 
1. Click on Patient List on the left hand side menu 

 
2. Click on My Patients tab 
 
3. Click in the tick box beside the patient name you want to remove 

 

4. Click on the Remove Patient button  

 

 

How To: Filter document search  

 
1. Search for the required patient 
2. In the Cover tab select the Filter /Search drop down box 

 
 
3. The Category Filters drop down box will list all the available filters 
 



 
NOTE: If you would like to request for a new category filter or additional forms to be added 
to an existing category filter – please complete the Category Filter Application Form 
 
4. Select the appropriate filter 

 
5. Documents relating to the selected filter will display.  For example, if you selected 

Neurology, the documents relating to any Neurology consultation will appear. 
 

 

 

 

How To: Print  
To print a document, go to the relevant document and click on the + icon on the bottom left 
side of the document to reveal the printer icon 

 
Click on printer icon 

 

 

How To: Report Scanning Errors  
If there is a scanning error on SMR you can report it to be fixed. 



1. Click on the Cover divider 
 

 
 
2. Scroll down on the right-hand side to Report a Scanning Error link 
 

 
 
3. Click on the link and enter the details of the error, divider, name of form and page 

number—click on Send 

 

SMR Support 

Reception: 9554 8071 
Fax: 9265 2798 

 
400 Warrigal Road 
Cheltenham Victoria 3192 
7am – 8pm 

Manager - Emma George 
Phone: 03 9594 2302 

______________________ 

Clinical Information Support 

Forms & eForms 
Matthew Kemp 
Phone: 03 9792 7648  

Support 
SMR Support 

Phone: 9792 7773 

I.T. Support Desk 
Phone: 03 9594 7255  
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