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1. Getting Started- Access to MPS Medica – MediSphere 
1.1 Log in 

Open web Brower and enter www.medisphere.mpsconnect.com.au. 

 
 

Figure 1 - MPS MediSphere login Page 
 

 

A new screen like the one below is displayed. 
 
 

Figure 2 - Login screen 

 

 

There are 2 types of logins: 

• Federated Account (Single Sign On) – used by many large organisations – when you initially log in to  
access all site data. 

• Local Access – where you enter your email address and password. 

 
Note: You will be advised during your training as to what type of log in is relevant to your site. 

 

 

 

https://www.medisphere.mpsconnect.com.au/facility-group/532
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For Sites Using Single Sign On 

1. Choose Log in. 
2. Choose the BLACK AZURE ACTIVE DIRECTORY ACCOUNT BUTTON. 

 
 

3. Choose either your name or Use another account. 
a. Hint you can remove old names by clicking on the 3 dots and choose to either sign out and forget  

or forget and this will remove the user. 

 
 
 
 
 
 
 
 
 

4. Enter your email address and your organisational password. 

 

For Sites Using Email Addresses to Sign on 

1. Choose Log in. 
2. Scroll until the following is visible. 

 

3. Enter your email address followed by your password if already created. 
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For Initial Log In & Setting Password 

1. Choose Log in. 
2. Scroll until the following is visible. 

3. Select Forgot Password (As Below). 

 
4. The following will be displayed. 

 

5. Enter your email address and select send verification code. 

6. The verification code will be sent to the email address that has been registered within MediSphere. 

 
 

 

 

 

 

 

 

 
 

 
7. Enter verification code received email and select verify code. 
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8. Next screen click on Continue. 

 

9. Next screen you will create your own unique password (Minimum of 8 characters in length, including at  
least one capital letter, number, and symbol). 

10. The following will be displayed. 

 

Note: This may take up to 5 minutes for initial data upload with your first-time log in. 

 

11. You will then be prompted to set a four-digit pin number. 

This pin is used to witness controlled drugs or any other medication type, rate or category that has been set up 
by your organisation for a second signature. You pin needs to be created. The same pin is used to log you back in 
after not using the solution for 10 mins. 

Note: do not share this pin number, it is used when completing second check of medications or awakening MediSphere 
from standby mode after more than 10 minutes of inactivity. 
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1.2 Password recovery 

To change your password: 

1. Go to the log in screen. 
2. Enter email address. 
3. Select forgot password. 
4. Enter Email Address. 
5. Select verification code and a code will be set to your email. 
6. Select continue. 

The Password Recovery window will display. 
 

Figure 3 - Password recovery method screen 

 

Note: Passwords must be a minimum of 8 characters long must contain, upper case, lower case, a number, and a symbol. 

 

 
1.3  To reset your Second Check PIN 

1. Click the Menu option. 
2. Select Set your second check PIN option. 
3. Enter a four (4) digit PIN. 
4. Click OK button. 
  

Figure 4 – Second Check PIN 

Note: Your second check pin can be reset at anytime
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1.4  Reactivate MediSphere from sleep mode 

• When there is no activity for greater than 10 minutes a pin lock screen will display. 
• The Pin Lock code is the same as you second check pin code. 
• If there is no activity for greater than 1 hour you will be logged out irrespective of if you are in the middle  

of a medication round or not.  
 
Figure 5 – Pin Code 
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2.  Dashboard 
 

Figure 6 – MediSphere dashboard 
  

 

 

 

 

 

 

 

 

 
Once a facility is selected the MediSphere dashboard is shown. The Dashboard allows you to see the  
following        information. 

• Name of the user and their role is displayed, including the time of the next medication round due    
(See Section 2.1). 

• Administration Snapshot (See Section 2.2). 
• Menu Option (See section 3). 
• Status of medication administered (See Section 4.2). 
• Create a Medication round including number of Residents due (See section 5.1). 
• Search for a resident.
• Additional filters – Click on            located right of the Resident search 

o Medication type: 
§ All 
§ Controlled Drugs 
§ Non Controlled Drugs 

 
o Filter By: 

§ Time Critical 
§ Insulin 
§ Patch  
§ Injection 

 
o By Ward 
o Administration Status 

§ All 
§ Administered Late 
§ Refused 
§ Withheld 

 
• Resident tiles (See section 4) 

 

Figure 7 - Round filters 
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2.1   Username Display 

The Username and role is now displayed. 
 

Figure 8 - Username display  
 
  

 
 
 
 

2.2  Administration Snapshot 
Administration snapshot is located at the top of the dashboard and is a summary of dose administration for the  
24-hour period. 

 
Figure 9 - Administration snapshot 

 
 

  
  

If you click on one of the figures you will see a summary of the status selected, and resident/s this applies to, you  
can then filter by a resident and ward to see the following information. 

• Time of medication. 
• Resident Photo, Name, ward, and room number. 
• Medication. 
• Status. 
• Time of entry and user. 
• Comment entered. 

To exit the summary, click the back arrow left of the status name. see Figure 7. 
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Figure 10 - Administration Snapshot - Refused 

 
 
 
2.3  Counter for ‘Other’ administration status added to top bar 

A new counter for ‘Other’ administration status has been added to the dashboard counters. 
 

Figure 11 – Other Status 

  
 
 
 
2.4  Counter for ‘No Stock administration status added to top bar 

A new counter for ‘No Stock’ administration status has been added to the dashboard counters. 
 

Figure 12 – Other Status 

  
 
 
 
2.5  Ability to view the resident from the dashboard counters 

When a resident is displayed in an administration status counter (MISSED, REFUSED, WITHHELD, OTHER), clicking on 
their photo will take you directly to their profile. 
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3.  Menu options 
The menu button is located at the top right of the screen. When selected the following options are available. 

 
Figure 13 - Menu options 

 

  
 

• Synced – see section 3.1. 
• Active Rounds - see section 3.2. 
• Facility Name. 
• Facility Metrics - see section 3.3. 
• Controlled Drugs (Coming Soon). 
• Nurse Notes - see section 3.4. 
• Resupply History - see section 3.5. 
• Occupancy Status - see Section 3.6. 
• Reporting - see section 25. 
• Facility Setting - see section 26. 
• Name and Designation of person logged into device. 
• Set your PIN - see section 1.3. 
• Switch facility - see section 3.6. 
• Help – see section  3.8. 
• Support – see section 3.9. 
• Log out - see section 3.10. 
• Version. 

 
 
3.1  Synced 

 
A tick will be displayed indicating that the syncing of data has been completed. 

 
Note: Syncing will occur every 15 seconds and data entered during rounds will update. 
 
Figure 14 – Synced 
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3.2   Active Rounds 

Under the active rounds banner, you will see a list of rounds that are currently in progress. These rounds  
can be joined to assist the round owner or can be resumed. 

 
Figure 15 - Active rounds    

       
       

 
 

 
 
3.3  Facility Metrics 

Displays current real time percentages of the following: 

• % of resident on Polypharmacy. 
• % of residents on psychotropic medications. 
• % of residents on cytotoxic medications. 
• % of residents on syringe drivers. 
• % of residents on Antimicrobial medications.  

 
   Figure 16 - Facility Metrics feature 
 

 
Note: The back arrow will return you to the home screen. 
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3.4 Nursing Notes 
Displays all notes for all resident in the last 24hrs. Automated notes are created based on the following 
medication types/status changes. Notes required for more than 24 hours can be accessed in the Residents 
profile or via Power BI reporting. 

• Regular 
• PRN 
• NIMS 
• Refused 
• Withheld 
• Missed 
• Absent 
• No stock 
• Self-administrated 
• BGL/INR Results entered 

 
Figure 17 - Nursing Notes 

 

 
 
 
 
 
 
 
 

 
3.5       Resupply History 

A summary of non-packed medication ordered for all residents. 

• If the item is on order you will see: 

o Resident name, wing, and room number. 
o Medication. 
o Time, date, and the name of the user that placed the ordered. 
o Additional notes can be viewed by clicking on the   

• Has the ability to cancel the order. 

 

Note: All resupplies are created direct from the residents’ profile page. 
 
Figure 18 - Resupply History Option 
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3.5.1 Cancelling an existing order 
1. Click the Cancel button. 

2. Add a Note if required. 

3. Click Confirm button. 

 
Figure 19 - Cancel resupply order 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

3.6 Occupancy Status 
The summary displays current resident status within the facility. Filter the resident list by: 

• All – Active. 
• Deceased. 
• Discharged. 

 
Figure 20 - Occupancy Report 
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3.7 Switch Facility 

Is only available to organisations with more than 1 facility. You can switch between facilities if your access 
allows for multiple facilities. 
To switch facility: 
1. Click the Menu button located at the top right of the screen. 
2. Select Switch facility. 
3. Choose facility by clicking View. 

 
Figure 21 - Location of change Switch facility option 

 

 
Figure 22 - Selecting facility 
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3.8 Set your Second Check PIN 

In order to witness controlled drugs or any other medication type, rate or category that has been set up by your 
organisation for a second signature. You pin need to be created. 

1. Click the Menu option. 
2. Select Set your second check PIN option. 
3. Enter a four (4) digit PIN. 
4. Click OK button. 
  

Note: Your second check pin can be reset at anytime. 
 

Figure 23 – Second Check PIN 
 

 

 

 

 

 

 

 
3.9 Help 

The help feature gives you access to training, resource materials and Incidents that can take you to your  
corporate incident management system. 

 
Figure 24 - Help option 

  
 

 
 
 
 
 

 

 
3.9.1 Training 
Will take you to the MediSphere Training Portal where you will find several short instructional videos  
on how to use the features in MediSphere. A full Users Guide is also located here.   
 

 Figure 25– Videos                      Figure 26 – User Manual 
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3.9.2  Resources 
Will take you to the MPS Aged Care Principles Portal. You will be required to log in. Within the  
portal you will be able to access the following: 

• Training Manuals. 
• Templates. 
• Forms. 
• Incidents. 
• Upgrade notifications. 

 
Figure 27 – Aged Care Principles Portal 
 

 
 
 
 
 
 
 
 
 
 
 
 

3.9.3  Incidents 
Will take you to your Facilities Incident Management System (If Applicable). 

 
 
3.10 Support 

MediSphere is supported by the MPS Customer Service Team. You will see the phone number and hours of business, 
alternatively you may like to use the email function to notify the team of your concern and it will be addressed on the next 
business day. MPS support emergency hours calls of complete system shut downs and for after-hours prescribers.  

This is available 24/7. 
                  
                Figure 28 – Customer Service Details            
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3.11 Log out and Timed Out 

When you have finished using MediSphere or need to leave your device unattended, it is necessary to log  
out for security reasons. 

To log out: 

1. Click the Menu button located at the top right of the screen. 
2. Select Log out. 

 
Figure 29 - Logging out 

 

 
Note: If you have not touched your device for a period of 10 minutes or greater you will be timed out. To re-enter 
you will be required to enter your 4-digit pin. You will then be taken back to exactly where you were working. If you  
don’t touch your device for a period of greater than 1 hour your session will be terminated irrespective of if your  
round was completed or not. 
 
Figure 30 – Logging in after inactivity 
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4. Resident Tile 
The resident becomes the centre of their medication management by being surrounded by their medication administration 
record. The Resident profile displays: 

• Name, preferred name, room number, facility, wing. 
• Resident active status – on or off site. 
• Medication times – including time specific. 
• Medication administration window – Wedge. 
• Medication status – administered, refused, withheld etc. 
• PRN and NIM administration with or without outcomes. 
• Check chart – Medication review required. 
• Medication changes – Prescriber has made changes. 
• Self-administered – Medications that the Resident self-administers. 

 
Figure 31 - Resident tile 

 

 
4.1 Resident status 

When a resident is active and on-site, they are displayed in full colour. When the Resident is flagged as Off-site  
the resident tile is faded. 
 
Figure 32 – Resident Status
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4.2 Sphere colours and representation 
The colour ring around the resident photograph indicates the medication status of the resident from the previous  
round. The Sphere will reflect      yellow or red until a successful administration round is completed i.e. Green. 

• Yellow – last administration contained a Withheld or Omitted medication. 
• Red – Last administration contained a Refused medication. 
• Purple – All medications administered. 
• Green – Fully administered – while in the current round – Resident will also be faded when in the 

Residents Seen  section. 
• Blue – Resident in Hospital. 
• Orange – No Stock. 
• Black – Late Administration 

 

 
4.3 Administration widow and administration status 

Administration times are displayed as a 24 hours clock of medication administration around the residents Sphere. The 
administration window is shown as a wedge – Medication times inside of the wedge are available for administration. 

• Green Tick – All medication for this time have been administered as charted. 
• Unfilled Dot – Missed medication dose or round yet to be completed. 
• Pink Dot – PRN was administered. 
• Pink Dot with + - PRN was administered and outcome recorded. 
• Green Square with a tick – Dose supplied. 
• Yellow Dot with a Cross – at least one medication has been withheld. 
• Red Dot with a Cross – at least one medication has been refused. 
• Number in a white circle – Multi times in a small-time window i.e. 8am, 8.05am. 
• Blue Dot – Resident in Hospital or Absent. 
• Orange Dot – No Stock of medication. 
• Red Dot with white exclamation mark – Indicates that round holds a time specific medication. 
• Black Dot – Late Administration 

 
Figure 33 - Icons 
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4.3.1  Ability to change administration status 
When a medication is no longer inside the administration window, the administration status can be updated by a 
Registered Nurse.   

• This is only available for medications for the current day.   

• Includes missed medication and previous administration statuses. 

• Available from the resident’s profile while outside a round. 

• Medication can only be updated one at a time. 

• Reason for the change in status must be entered). 
  

 
4.3.2  New administration status – Administered Late 
When a medication is no longer inside the administration window, a new administration status called 
‘Administered Late’ is available.   

• When administering as late, the  

• Resident sphere will change to black around the resident’s photo. 

• Administration time will display a black circle with a green tick. 
 

Figure 34 - Administered Late 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If the medication is due again later in the day, a late administration warning is displayed against the next administration.   
This can be seen from the resident’s profile or within a round. 

 
Figure 35 - Administered Late Warning 
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4.3.3 Administered Late round workflow 
If a medication has been updated to ‘Administered Late’, the next administration for the same medication on the 
same day will display a ‘Administered Late’ warning which includes details of the last dose. 

With this in mind, the medication can either be administered again or a different administration option can be 
selected from clicking the 3 dots.   
 
Figure 36 - Administered Late Warning for next dose 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
4.4     Locating a resident 

You can locate a resident in a couple of ways from the dashboard. 
• Enter the residents first or last name in the search field by commencing typing the name, the list shortens. 
• Scroll through the screen to locate the resident and select them by clicking on their photo. 

 

 
4.5 Residents Profile Page 

Is a full record specific to the resident selected. 

• Resident name. 
• Room number, Ward, Facility, Wing DOB, MPS ID. 
• Allergies – Drug, Physical and Food. 
• Special instructions and special considerations. 
• Chart review status (you may be required to scroll to the right of the section to locate chart review). 

o Red Expired or 7 days from expiry. 
o Orange – will expire with 14 days. 
o Green – Chart in cycle and the date of expiry is shown. 

• Administer PRN/NIM – See section 5.7. 
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Figure 37 – Resident profile 

  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
4.5.1 Resident Updates  
A user with permission can update the Special instructions, Special considerations, and self-administered status. 

 

 
4.5.2 Update Special instructions and special considerations 

User with permission can change special instructions and considerations from the SEE MORE option inside or  
outside of a round. 

  

Figure 38 - Resident - See More option 
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4.5.3  Fully Self-administered Resident (all medications are self-administered) 
From the Resident sphere. 

1. Click the see more option. 
2. Select always Self-administering. 

  
Figure 39 - Always self-administering option 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Resident will display – washed out with Self-Administered Badge 
4. An auto generated progress note is made to reflect the change 
 
Figure 40 – Resident tile – Self-administered 
 
 

  
 
 
 
 
 
 
 
 
 

  
      4.5.4 Self-administer a one off individual Medication 

A medication can be set as self-administered from the drug level. 

1. From a round. 
2. Select 3 dots. 
3. Choose self-administered. 
4. Check the Set as self-administered. 
5. Add comment. 
6. Click Update status. 
7. Future rounds the medication will be shown as self-administered. 
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Figure 41 - Set self-administers at Drug level 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 42 - Next Due Med self-administered 

  
  
 
 
 
 
 
   
 

  
4.5.5 Self-administering a medication on a regular basis 

 An individual medication can be set to self-administered on an ongoing basis. 

1.  From a round. 
2. Select the medication you want to set as self-administered on an ongoing basis. 
3. Click on the person icon. 
4. Click on the green Yes button. 
5. Medication will then show as self-administered in this and future rounds. 

 
 Figure 43 – Set self-administered icon 
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4.6   Medication 

 Medication is displayed across the following tabs. 

• Continuous – Regular continuous medication, short course, patches and syringe driver medications can be 
seen in this view. 

• PRN’s – PRN medication only. 
• NIM’s – NIM medication only. 
• Syringe Drivers. 
• Patches. 
• Short Course. 

 
Figure 44 - Medication Tabs 

 

 
Medication is displayed as follows: 

• MPS packed medication is displayed first followed by original container, with the most recent to be 
administered at the top. 

• Drug Detail - All medication the Resident is currently prescribed are listed here. Brand, Form, Strength 
and (Active ingredient) shown. 

• Allergy Alert – A warning symbol is displayed to acknowledge allergy/sensitivity if applicable. 
• Directions - This includes the quantity and frequency of the dose for the medication. 
• Dose - Quantity of the medication is to be administered. 
• Medication indicators (Colours): 

• Controlled Drugs – Green font. 
• Cytotoxic Drugs – Purple font. 
• Handle with Care – Purple font. 
• Reproductive hazardous – Pink font. 
• Psychotropic – Orange font. 

  
Figure 45 – Medication 
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4.7 Side Tabs 
The tabs to the right of the resident’s photo provides information on. 

• Ceased medications. 
• Resupply of medications. 
• Chart – The Residents Medication Summary is available here. 
• Test results. 
• Notes/Docs. 

 
    Figure 46 – Side Tabs 

 
 
 
 
 
 
 
 
 
 
 

 
 

 
4.7.1  Ceased Med 
The ceased medication tab displays the following information: 

• Name & dose of the medication. 
• Any badge alerts. 
• Medication Type – Regular, short course or PRN. 
• Pack type – MPS Packed, Original container, Blister, Pharmacy added. 
• Ceased Dose Times – Time the medication was being administered. 
• Ceased At – The time and date the medication was ceased. 
• Ceased By – Name of Prescriber that ceased medication. 

 

Figure 47 – Ceased medication  
 

 

 

 

 
 

When the ceased medication tab is opened it will display packed and unpacked medication that have been ceased by the 
prescriber within the last 14 days. 
  

Note: If a Medication has multiple administration times and is packed i.e. Twice a day and is now daily – This will not  
appear in under the ceased tab but will be shown as ceased at the time of dosing. 
   

Figure 48 – Changed Medication alert 

 
 



P a g e | 30 

MediSphere User Manual | V.6 | © MPS Connect 

 

 

4.7.2 Resupply 
The Resupply history can be viewed, and medications can be ordered via the Resupply tab. 
 
Note: The system will default to show the medications that have been ordered (Resupply history) to prevent  
duplicate ordering. 
 
Figure 49 – Resupply History 

 

 

 

 

 

 

 

4.7.2.1   Order Resupply of Medication 
To order a resupply of medication that is not packed into a Dose Administration Aid (Sachet or Blister). 

• Click the Resupply Tab. 
• Click on Medicine available for resupply option, 

o If the item is already on order the entry will show On Order with the time of the order, date order                 
placed, the name of the user who placed the order will also be displayed. 

o If not already ordered click the Resupply button. 

§ Next daily delivery – This will arrive with your next scheduled delivery; a note must 
be added to advise of the reason for urgency. Note: If you do not want to add a 
note simply insert a full stop or press the space bar. 

§ As per Script – Dispense and supply when a script is legally able to be dispensed. 

o Click Resupply button. 
 
                Figure 50 – Order Resupply 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Item will show as On Order 

• To view any notes entered click on the page icon 
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4.7.2.2   Adding a note to an existing order 
• Locate medication on order that you are wanting to add a note to. 
• Click on the Purple note. 
• Add note details. 
• Click Add note. 
• Click the X to close note. 

  
               Figure 51 - Adding a Note to existing order  

 

 
4.7.2.3  Cancelling an existing order 

• Medication that is on order can be cancelled if required by selecting Cancel, adding a note stating  
reason and selecting Confirm. 

• Completed orders are ones that have been sent from the pharmacy. 
 
Figure 52 - Resupplied is cancelled 

• If an order is cancelled the User, Role, Date, & Time the order was cancelled is displayed. 

Figure 53 – Order Cancelled  
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4.8 Chart 

The Residents Medication Summary is viewable or can be downloaded and printed from here. 

• To print a copy of the Resident Medication Summary, click on the green OPEN PDF button in the top 
right-hand corner of the screen & open the file when the pop up appears. 

 
Figure 54 – Residents Medication Summary 

             
               

   

 

 

 

 
  
             Figure 55 – Printed Resident Medication Summary  
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4.9    Test Results 

Test result can be view and recorded via the test result tab located right hand side bottom. One the test result  
is open to close click the cross in the top right corner. Test results can also be record at the time of administering 
medication as well as from a note (see figure 51). 

• Blood pressure 
• Blood Sugar Level 
• Weight 
• INR 
• Pulse 
• Temperature 
• Pain 

 
Figure 56 - Test Results  

  
 

4.9.1 Entering a test result 
• Select type of test result to be recorded. 
• Add the appropriate result for the selected type. 
• Click ADD RESULT button. 

 
               Figure 57 – Entering Test Result 
               

 
  
 
 
 
 
 
4.10 Notes 

Notes can be viewed via the notes tab. Notes show: 

• Date and time. 
• Username and designation. 
• Medication type – medication name and strength. 
• Comments entered. 
• Changes made to Residents information, including date, time, name & designation of person making  

the changes. 
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Figure 58 – Notes 
 

               
 
 
 
 
 
 
 
 
 
 
 

  
  4.10.1    Adding a Note 

• Select subject from drop down 
• Write note 
• Add test results if applicable 
• Click Add Note 

 
Figure 59 - Nursing Notes 

                
  
 
 
 
 
 
 
 
 

 
4.10.2    Uploading Documents  
Documents can be accessed and uploaded from the Notes/Docs tab located on the right-hand side of the screen. 
 
Figure 60 – Notes/Docs Tab 
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4.10.3    Supported File Types for Uploading  
Currently only a jpg, jpeg, png, gif, tiff, bmp, wepb or tif image can be uploaded. 
 
Figure 61 – Acceptable file formats  

 

 
 

If the document is a paper copy, Word document or PDF simply take a photo of the document and save to the  
computer for upload. 

 

 
4.10.4    How to Upload an Image of a Document   
To upload an image of the document 

1. Select resident and open 
2. Click on Notes/Docs tab 
3. Select a subject 
4. Enter a comment 
5. Click Add Attachment button 
6. Browse for image on the computer 
7. Select file 
8. Click Open button 

  
Figure 62 – Upload an image of a document  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. The file name will display - click X to remove if required 
10. Click the Save button 

 
   Figure 63 – Uploaded document  
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The saved note will display the uploaded document. 
 

Figure 64 – Available Uploaded documents  

 
 
 
 
 
 
 

4.10.5    How to View the Image   
By clicking on the thumbnail of the image it will display a larger size image on the screen. 
Clicking on the larger image will close it. 
 
Figure 65 – Viewing Uploaded documents  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.11 Exiting a Resident 

To exit a resident and go back to the dashboard, click the cross located in the top right-hand corner. 
 

 Figure 66 – Existing a Resident 
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5.  Medication Rounds 

Medication rounds can only be created when residents have regular continuous medication due  
within the time  administration window(wedge). The Create Round button will show the number of  
residents due to be dosed. 

 

5.1 Creating a Round 
To create a medication round 

• Click Create Round button 
 
Figure 67 - Create Round button 

       

• The following screen will display. Controlled Drug are displayed with a green triangle, time critical 
medications a red circle with white explanation mark.  

 
Figure 68 - Create Round  

  

 

 

 

 

 

 

 

 

 

 

 

 

 



P a g e | 38 

MediSphere User Manual | V.6 | © MPS Connect 

 

 

 

 

 

5.2   Round Filters 
When creating a medication round, the rounds can be filtered by: 
• Medication type: 

o All 
o Controlled Drugs 
o Non Controlled Drugs 

 
• Filter By: 

o Time Critical 
o Insulin 
o Patch  
o Injection 

 
• By Ward 

 
• Time of Medication round. 

o All times within administration wedge window will appear. Can be deselected if required  
by unselecting the round time not required. 

 
Figure 70 - Round filters 

 
 
 
 
 
 
 
 
 

• Resident Selection 
o To deselect a resident – click on the white filled circle/s adjacent to the resident’s name 

 
Figure 71 - Round filters 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Figure 69 - Round filters 
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By default, the residents will be displayed in alphabetical order based on their surname. 

• To reverse name sort - click on the down arrow next to the word NAME  
• To filter by wing - click on the down arrow next to the word WING 

 
Figure 72 - Round filters 

 
 
 
 
 
 
 

     
  Apply filters as required 

• Round will display with selected criteria 
• Click the Start Round button 

 
Figure 73 - Round filters 

 
 
 
 
 
 
 
 
 
 
 
 
• Round will be displayed 

  
 Figure 74 – New Round View 
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5.3 Controlled Drugs Round 

If a round contains controlled drugs a controlled drug report can be obtained prior to starting the round so 
medication required can be gathered and entered in the Controlled drug register as per your facility procedure. 

From the create round screen 

1. Select Controlled drug tab 
2. Follow facility procedure for recording removal of Controlled drug from the safe 
3. Click the Close button to exit the report 
4. Click start Round button 
5. Administer as required 

 

Figure 75 - Controlled Drug report 
 

 
 

5.4     Cancelling a Round 
When the Create round button is selected and the Start Round button has not been 

selected 
Click the back arrow located in front of the create Round to return to the Dashboard 

 
Figure 76 - Cancel create round 

  
 
 
 
 
 
 
 
 
 
 
 
 

It is possible to finish a partially administered round. This includes rounds that have: 

• Unadministered doses remaining. 

• Self-administered doses. 
 
Upon finishing an incomplete round, a mandatory note/reason must be submitted to close the 
round. 
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Figure 77 - Cancel create round 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The following workflows remain unchanged. 

• Finishing a fully administered round. 

• Cancelling a fully unadministered round. 

 
NOTE: A round report is currently not available (Jan 2025) but will be developed in a future release. 

 
 
5.5 Cancelling a round started by accident 

If a round has been created in error, and, no residents have been administered, you are able to exit the round 

1.     Click on Complete Round 

2. Click the Cancel round button  
 

 Figure 78 - Round Summary page - Cancel button 
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5.6 Joining a round that has been commenced by another user 

If a round has been commenced by another user, you are able to join the round. 

1. Click the Menu button 
2. Click the Join button against the round you are wanting to join 

 
Figure 79 - Joining a round 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

5.7   To exit a joined round 
§   Click on the Complete Round Button 
§    Click Leave Round button 

 
Figure 80 - Leaving a round 

cc 
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6. Administering Medication 
To administer a medication to a resident, select the resident and the following screen will display 

 
 Figure 81 - Resident dose administration screen 

 

 

Administer all medication as prescribed: 
• Click Administer against each medication or alternatively select Administer All at the top of the 

packed medication, if your role allows you to do so. 
 

Recording non administered statuses: 
• If a resident’s medication is not administered select the three dots beside the green administer button in the 

white medication field. 
• Select that status that best describes what occurred e.g. refused. 
• Add note. 
• Click Update Status. 

 
Figure 82 – Recording Administration Status 
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6.1 Adding a comment 

  
Figure 83 - Adding a comment 

 

 
 

6.2 Selecting a status 
Select a status as follows: 

 

Status Reason for use 

Administered need to change the medication administration status back to dosed and / or add a 
comment e.g. swallowed whole 

No Stock Used when No stock is available to dose 

Absent Used where a resident is offsite 

Self-Administered Used when a Resident self-administers medication 

Dose Supplied Used when dose is pre supplied as resident that is off-site 

Withheld Used when a medication is Withheld due to Resident condition or doctor request 

Ceased Used when a medication is ceased 

Leave (Absent) Used when resident is on leave from the facility 

Refused Used when the medication is refused 

Hospital (Absent) Used when a resident is in Hospital 

Omitted Used when a dose has been omitted for any reason 

Other Omitted 

Late Administration Used when a medication is administered outside the round time 

 

1. A comment must be added to the note for all the above statuses 
2. Click Update Status 
3. You will be returned to the administration screen 
4. Click the Close box in the top right corner once completed administration for each resident 
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6.3 Warfarin 

  When administering Warfarin medication, you will be required to enter the last known IRN prior to administration 
 

1. Click the Run Test button 
 

               Figure 84 – Run Test - INR 

 
2. Click Administered 
3. Enter INR Level 
4. Add Note 
5. Click Update Status 

             
     Figure 85 – Adding Test result 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Medication is now administered and can be changed if required by click the 3 dots. 
 

                   Figure 86 - Administered 
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6.4 Insulin 
 When administering Insulin medication, you will be required to run a test prior to administration. 
 If a second check is required for insulin the Second check will appear prior to the Run Test option. 

1. Click the Run Test button 
 

                  Figure 87 – Run Test - BGL 

 
2. Click Administered 
3. Enter BGL level 
4. Change unit to be administered if required for sliding scale 
5. Add Note 
6. Click Update Status 

 
 Figure 88 – Entering BGL Result 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 
Figure 89 – Administered Insulin 

 
The Medication is now administered and can be changed if required by click the 3 dots. 
 
 

6.5  Medication Flagged as Time Critical/Insulin 
When a Medication has been flagged as time critical/insulin it will display as a Red/Blue dot with a white  
exclamation mark on the Resident Sphere. Rounds can also be created for time critical or insulin medications  
only by using the filters tab. 
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Figure 90 - Resident Sphere 

  
 
 
 
 
 
 
 
 
 
 

 

 Figure 91 - Time Critical Round 
 

  
 
 
 
 
 
 
 
 
 
 
6.6 Administering a Patch 

1. From the continuous Tab 
2. Perform Second Check if required on the patch entry 
3. Click the Administer button 
4. Select patch placement 
5. Click Administer button 
6. On return you will see Patch Activity as Applied 

 
Figure 92 - Patch Avatar 
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Figure 93 - Patch applied entry 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

6.7 Patch Tab 
From the Patch tab inside or outside of a round, you will be able to see all the patch activity 
recorded in the system, including times for patch sighting and removal. 
 
Figure 94 – Patch Tab 
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6.7.1  Sighting a patch 
A patch can be sighted inside or outside a round via the Continuous or Patch tab in the resident’s tile. 

1.  Above the patch you will see the location of the patch placement 
2.  Click the Sight button 

 
            95 – Sighting a Patch 

 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 96 – Sighted Patch 

 
 
 
 
 
 

 
 

 

6.7.2 Continuous Tab outside of a round 
From the Continuous tab after a patch has been applied you will see the upcoming sighting in time order 
 
Figure 97 – Continuous Tab 
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6.7.3  Removing a patch  
If a patch is to be removed earlier than the scheduled removal time as the medication is ceased or is required to be removed 
earlier than scheduled: 

1. Go to the Patches Tab for the resident  
2. Go to the removal entry and click Remove OR  
3. Click the 3 dots next to administered 
 
Figure 98 – Remove Patch Location 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4. Select Status of Removed 
5. Click Remove Patch 
 
Figure 99 – Patch Removed 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



P a g e | 51 

MediSphere User Manual | V.6 | © MPS Connect 

 

 

 
 
 

6.7.4  Out of cycle Patch Replacement 
If a patch has fallen off and needs to be replaced: 
1. Go to the Resident Patch Tab  
2. Click the 3 dots next to administered  
3. Select Fallen off  
4. Click Update status 

 
Figure 100 – Reapply a patch that has fallen off 
 
 
 
 
 
 
 
 
 
 
 

  
5. Click the REAPPLY Button 

 
Figure 101 - Reapply 
 
   
 
 
 
 
 
 
 

 

6. Select the patch placement location 
7. Click the REAPPLY button 
 
Figure 102 – Patch Reapplied 
 

 
 
 
 
 
 
 

 
 
Figure 103 - New activity recorded 
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7. Administering PRN/NIM Medication 
To administer a PRN or Administer NIM tab: 

1. Click on the Administer PRN/NIM Tab 
2. Select the resident you are wanting to administer the medication to  
3. Click on the PRN/NIM Tab 
4. Find the medication required 
5. Check last administration date and time located under the photo of the medication  

 
Figure 104 – PRN/NIM Administration 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Click the Administer button 
7. Select administration status – Administered 
8. Change the dose if a variable dose (i.e 1-2 tablets is in the dose instructions) to how many tablets you  

have administered 
9. Enter a comment as to why the PRN/NIM has been administered 
10. Click Update status to confirm the administration 
11. Click the Close button, top right corner, to exit 
12. Click the green Round button to return to your round 

 
Figure 105 - PRN Administration screen 
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8. Syringe Driver 

To administer a medication via a syringe driver:   

1. If the Syringe Driver contains a Controlled Drug – Follow facility procedure for recording removal of Controlled  
Drugs from medication safe and complete the second check requirements. 

 
Figure 106 - Syringe driver administration 

 
 

 

 

 

 

 

 

 

 

 
 

 

 

2. Click Administer button.   
3. Update status to administered 
4. Enter Volume to be infused 
5. Enter Rate of Infusion 
6. Enter End date and time – click the calendar to pick date and time easier 
7. Select site location – pick list 
8. Add note if required 
9. Click Update status 

 
Figure 107 - Syringe driver administration 
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Figure 108 - Syringe driver view after first administration 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8.1 View Running Entry 
Allows you to see the details of syringe driver entered from administration. 

 
Figure 109 - View syringe driver 

 
 

 
 
 
 
 
 
 
 
 
 
 
8.2 Stop Syringe Driver 

To stop a syringe driver 

• Select status – Stop, Pause or Cease 
• Enter Volume Infused 
• Enter Volume to be infused  
• Enter Rate of Infusion 
• Enter Note 
• Click Update status 
 

Figure 110 - Stop syringe driver 
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8.3 Syringe driver tab (inside or outside of a round) 

The syringe driver tab allows the user to view, stop or observe now. 
 
Figure 111 - Syringe driver tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Observe now feature 

The observe now feature allows the user at add information on the observations 

1. Click the Observe now button 
2. Enter Site Status – pick list (New, NAD, Red, Inflamed/Swollen, Leakage) 
3. Line status – pick list (New, NAD, Crystallised/Cloudy) 
4. Line Clamp on – pick list (Yes, No) 
5. Pump infusing – pick list (Yes, No) 
6. Battery level – pick list (0% to 100% options) 
7. Volume infused 
8. Volume to be infused 
9. Rate of infusion 
10. Add note 
11. Update status 
 

Figure 112 - Syringe driver observe now 
 

 	



P a g e | 56 

MediSphere User Manual | V.6 | © MPS Connect 

 

 

 
 
 
 

 
 

9. Adding an Ad-Hoc test result during a round 
  Test results can be added at any time via the test tab within the resident’s tile. (See section 4.5.3.1) 

 
 
 
 
 

10. Exiting a Round 
To finish and exit the round all resident need to be dosed or have a comment added. 

To exit the round, click on the Complete Round Button 
 
Figure 113 - Complete Round 

 

 
Round summary will be shown 

• Finish round – click the Finish button 
• To return to the round click the close button in top right corner 
 

Figure 114 - Finish Round 
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11. Dashboard Tips 

11.1  Medication History 
To see the administration history of a particular medication and any comments associated with it. 

• Click on the image or name of the medicine 
• Click the X to exit screen 

 
Figure 115 – Medication History 

   

 
 
 
11.2  Administration history by day 

  To see the administration history for a resident on days prior 

• Click on the back arrow beside the date 
• Click on the forward arrow to return to today 

 
Figure 116 – Day Arrows   
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12. eMIMS 

If your facility/corporate subscribes to eMIMS this tab is a shortcut to the site. 
From the resident profile there is a tab eMIMS – Clicking the tab will open up eMIMS login screen for  
quick entry. 

 
Figure 117 - Resident Profile 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

 
 Figure 118 - eMIMS Login screen 
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13. Offline Feature 
 It is possible to work offline. Offline warning message will be shown at the top of the screen. The side menu  
 will also state Offline. 
       

Figure 119 - Offline Warning 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• All changes made offline will be synced with the backend systems when back online.  

 You can, while offline: 

• View residents and update resident information (User permission required) 
• Start a round and finish rounds 
• Administer medications including NIMS and PRN 
• Add test results 
• Resident Notes 

 You cannot (warning message shown) 

1. Order/message Resupply of medication 
2. Use Reporting feature 
3. Observe any medication changes by a prescriber 

 
 
 
13.1 Commencing a round while offline 

If a round is commenced while offline a warning will show 
 

Figure 120- Commencing a round while offline 
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13.2 Offline during a round 

If the internet is disconnecting while in a medication around a message will display at the top of the screen. 
Continue to Administer medication as per standard process. Once the internet is reconnected data will be  synced 

 
Figure 121 - Offline during a round 

  
 
 
 
 
 
13.3 No activity by user while offline 

• If there is no activity by the user, the 10-minute lock out will still apply – use your PIN code to log back in 
• If there is no activity by the user, greater than 1 hour. You will be required to fully login with your username and password. 

You can only do this if you have the internet 
• The user must ensure the device is synced as soon as possible to prevent data deletion. 

 
 

** IMPORTANT! ** 
If the previous session was logged out of prior to completion of data sync, a warning will display on next login in.  
“UnSynced data from prior session, please log in again as Username to sync your data” 

• Click the Login button – another Warning will display - “Username has unsynced data on this device.  

This is displayed as notification that the previous user logged out prior to syncing of data being completed. 
 
Figure 122 - Offline for greater than 1 hour - Warning 
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14. Reporting 

To access MediSphere Reporting 

• Click on the menu Tab 
• Click Reporting 
• Click on the words Registered Nurse, Facility Manager etc, the reports will not load without this information.  

 
Figure 123 - Reporting 

 

 
  
 

14.1 Registered Nurse Report 
 The RN report provides a per resident view of all administration records, can be filtered by date, residents name,       

  medication  type, generic name and more.  
 

Figure 124 - RN Report 
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14.2 Facility Manager Report 

The Facility Managers Report provides an overview of all activities in facility and defaults to the last 7 days breaking  
the data available down by  wing. This report can be filtered by Wing, Resident, Staff Member, Prescriber and more. 

 
Figure 125 - FM Report 

 
 
 

14.3 Syringe Driver report 
 The Syringe Driver report shows administration and observations of all syringe drivers. 

 
Figure 126 – Syringe Drive Report 
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14.4 Notes Report 
 Display all Notes automated or created for a resident. Can be filtered by date, wing, staff member, DOB, residents 
name, note type and subject. 

 
Figure 127 – Notes Report 

 
 

14.5  Detailed Administration 
 The detailed administration report allows for any medication reporting. It can be filtered by Drug category,  
 drug type, route,  generic name, administration status and many more. 

 
Figure 128 - Drug Class Report 
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14.6 Cytotoxic Report 
 A report of all residents administered Cytotoxic medications and as a percentage. 

 
       Figure 129 - Cytotoxic Report 

 

 

 

 

 

 

 

 

 

 

 
 

 

14.7 Controlled Drugs Report 
A report of all residents administered Controlled Drugs and reflected as a percentage 

 
Figure 130 - Controlled Drug Report 
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14.8  Antipsychotic Report 

 A report of all residents administered Antipsychotic medications and as a percentage  
 

Figure 131 – Antipsychotic Report 
     

 

 

 

 

 

 

 

 

 

 
 

14.9  Polypharmacy Report 
Displays resident on 9 or more medications 

     
    Figure 132 - Polypharmacy Report 
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14.10 Psychotropic Report 
 Report of all Residents administered Psychotropic Medications 

 
   Figure 133 - Psychotropic Report 

Figure 120 – Psychotropic Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

14.11 Antimicrobial Report 
 Report of all Residents administered Antimicrobial Medications 

  
   Figure 134 - Antimicrobial Report 
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15. FACILITY SETTINGS 

The facility setting feature allows a Facility Manager or System Admin user to add/edit/delete the following: 

• NIM 
• Second Check – What items require witnessing 
• Users 
• Processes – Facility configuration options  

To return to the dashboard click the arrow icon in front of settings 

 

 

15.1 Facility Configuration option – Processes 
A User with the ability to access Facility Settings can complete the following 

• Patches – Set the Patch Sighting time – Multiple sighting times can be set. Time is uniform across entire site  
• Rounds – Set the wedge window determining when a round can be commenced                                                                                  

(0.5 to 3 hours before or after charted time) 
• Labelling – Set your preferred naming conventions for (free text) 

o Facility i.e. Home, Site… 
o Ward i.e. Wing, Area, Section, Building… 
o Resident i.e. Consumer, Client… 

• Incidents – You can add the URL for your incident management system here for direct access 
 

Figure 135 - Facility setting – processes 
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15.2 NIM 

Adding a NIM - To add a NIM: 

1. Go to the Facility Setting 
2. Select NIM Tab 
3. Enter the item into the search field 
4. Select item from the list 
5. Click the Add button 

 
Figure 136 – NIM  feature - Search field 

                                                                                                          

 
 
 
 
 
 
 
 
 
 
Figure 137 - NIM - Selecting item 

             
 
 
 
 
   
 
 
 

6. Enter the following information: 

• Dose 
• Route – select from list 
• Frequency 
• Indications 
 

Figure 138 - NIM - Adding instructions 
 
 

 
 

7. Click the Add button to save 
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 15.2.1    Assigning resident to a NIM 
 Once the NIM has been added it then needs to be assigned to one or many residents 

1. Click the SEE RESIDENTS link 
  

Figure 139 - NIM - See Residents 
 

 

2. Click the select 

• All button to select all residents – once selected message will appear 
• Individually select resident required 

 
Figure 140 - NIM - Select all 

 

 
Figure 141 - NIM - Individually select 
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15.3 Second Check 

Facility Manager users can set up what items require a second signature. This can be set at the Route of  
administration or at the Drug level. Controlled Drugs are automatically configured to trigger a second check. 

 
Figure 142 - Second Check 

 

 
 
 

15.3.1    Adding a medicine to be Second Checked 
1. Click the Add Button in the section required 
2. Select Route or drug from Drop down list 
3. Click Add button 

 
Figure 143 - Adding Second Check 

 

 
 
 

15.3.2    Deleting a Second Check 
1. Click the Bin icon in the section and item required 
2. Click Confirm to approve the delete or Cancel to abort 

 
Figure 144 – Deleting Second Check 
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15.4 Users 
Facility Manager level can add or delete users as required. List can be filtered by role and by clicking  
on the column headers          will change the sort order of the user list. 

 
Figure 145 - Users 

 

  

 
 
 
 
 
 
 
 
 
 
 

 
 

15.4.1    Adding Users 
There are 2 ways that users can be added to MediSphere.  

Via the IMPORT USERS tab 
1. Prepare excel spreadsheet – Columns must contain Name, Email, Login Type and Roles. 

• Roles must be in full words i.e. Registered Nurse. 
2. Click the Import User. 
3. Click Import File. 
4. Select file. 
5. If there are errors on the spreadsheet you will be informed – and will need to correct data error  

and repeat action from step 2. 
6. You will receive an email advising of user import status. 

 
                   Figure 146 – Adding users via Import User Tab 

 
 

 
 
 
 
 
 
 
 
 
Via the ADD USERS tab 

1. Click on ADD USERS 
2. Complete details of user 
3. Select required role from drop down list 
4. Click SAVE 

 
NOTE: Multiple roles can be added. 
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Figure 147 – Adding users via Add User Tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15.4.2    Removing Users 
1. Locate user and select End Access 
2. Click Confirm to approve the delete or Cancel to abort 
3. User name will remain visible but there will be no role attached  
 

  Figure 148 – Ending/Removing access 
 

            
 
 
 
 
 
 
 

15.4.3    Reactivating Users 
 1. Locate user and click on name 
 2. Complete Designation and select Add Additional Role 
 3. Select required role from drop down list 
 4. Click the green SAVE button 

 
Figure 149 – Reactivating Users 
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16.    User Permissions 
Multiple Roles 

 A User with Permission can assign multiple user roles to a login  

1. Click Add Additionl role 
2. Fill in details 

  3. Click save   
      
Figure 150 - Setting - User 

  
 
Figure 137 - Multiuser display 

  
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
For training assistance please contact one of our friendly team 

1800 003 938 or email info@mpsmedica.com.au 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Brisbane. 8 Clunies Ross Court, Eight Mile Plains QLD 4113 Sydney. 11 Spireton Place, Pendle Hill NSW 2145 

Melbourne. 29 Connell Road, Oakleigh VIC 3166 

mailto:info@mpsmedica.com.au

