
 How to add a specialist in Medical Director 

 1.  Select “  Admin  ” and then “  User List  ” to open the User List window. 

 2.  Click “  Add  ” and the “  User Details  ” window opens. 

 3.  Enter a unique ID into the “  User ID  ” box - maximum 4 letters. 
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 4.  Select “  Practitioner  ” from the user type drop down. 
 5.  Enter the full name of the practitioner 
 6.  Select a “  Security Leve  l” from the drop down box 
 7.  Select a “  Summary Data View  ” - this can affect the daysheet reports being run 
 8.  Enable or disable “  Recall Prompts  ” as required 
 9.  Click “  Save  ” and the “  Set-up Password window  ” will open. 

 10.  Select and confirm the new password. Passwords must have a minimum of 6 
 characters. Click “  Save  ” to continue. 

 11.  A new window labeled “  Practitioner Details  ” will open. 

 12.  Ensure the “  Referral Required  ” box is checked. 
 13.  Click “  Save  ” 
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