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Introduction

All Direct Medical Experts (DMEs) and Medical Reporting Organisations (MROs) must upload case
data in line with their obligations under the User Agreements.

This document provides instructions on how to manually upload case data and how to view a
closed case once data has been uploaded. It will describe

e How to locate a case

e How to enter the case data required and close the case.
e How to view a closed case.
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How to locate a MedCo case?

To locate a MedCo case to upload data follow the steps below.

1. Log in to your MedCo account at https://app.medco.org.uk/ See Figure 1
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Login or register

Existing users

Email address |

Password [ |

Forgotten password?

Enter your email address and password to login

Figure 1

2. From the Main Menu click the option Manage Outstanding Cases. See Figure 2

Med@

Main Menu

Please choose from the following options

Important Information

Manage Registration

Manage User Agreements &

Currently there are no messages

Financial Links

Manage Invoices
Bulk Case Data Upload

Manage Outstanding Cases | [ Click here ]

Search for Closed/Archived

Cases

Change Password

Log Off

Figure 2
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3. On the Outstanding Cases screen, there are 7 filters available for you to use in order

to find a case or list of cases. If you know the MedCo case reference, enter its value in
the MedCo Case reference field and click Search. See Figure 3

Med@

Outstanding Cases

Enter a value into one of the search filters here |

Qutstanding Cases Search Filter =

MedCo Case Reference Authorised User Reference Authorised User Name Formally Instructed Status

All [v| Open v
From Selection Date To Selection Date
20/04/2018
Search
Download CSV
Figure 3

Note: if you enter the MedCo case reference in the filter without the forward slash and the following
number, the search will return all associated Medco reference numbers eq 419/1, 419/2, 419/3, 419/4 and
419/5.

On the results page click Upload data to open the case. See Figure 4

‘MedCo

Outstanding Cases

Outstanding Cases Search Filter

MedCo Case Reference Authorised User Reference Authorised User Name Formally Instructed Status

419/4 Al v/ Open v
From Selection Date To Selection Date
23/04/2018
Search
Download CSV
Show 10 [v]| entries
Authorised Instruction
User Authorised User Ref. MedCo Case Reference |= Selection Date Received Status Action
Evans Best UAT001 419/4 22/02/2018 O Open ‘Ugload Datal Close
Solicitors “
Showing 1 to 1 of 1 entries n
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5. This will show the Case Details screen. The view will depend on whether you are a DME
or MRO.

The DME Case Details screen is shown in Figure 5a and automatically populates the
GMC/HCPC Number.

The MRO Case Details screen is shown in Figure 5b and requires the user to enter the
GMC/HCPC Number of the medical maexpert that carried out the examination.

DME View

Case Details

Authorised User Reference Test2
MedCo Case Reference 363/1
Date of Accident 01/08/2017

Date of Report 1

GMC/HCPC Number 1000060

Date of Examination 1
Time Spent With Claimant 1 . In minutes; minimum - 1, meximunm - 959
Add Injury Details
Examination Injury Prognosis Duration Additional Report Additional Treament Type of Additional
Outcome Diagnosis Prognosis  (months) Recommended Recommended Treatment
Return To Outstanding Cases List m
Figure 5a
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MRO View

Case Details

Authorised User Reference 38371
MedCo Case Reference 366/1
Date of Accident 01/08/2017

Date of Report M

GMC/HCPC Number 1

Date of Examination

. . - In minutes; minimem - 1, maximum - 599
Time Spent With Claimant [ ] + i s i

Add Injury Details

Examination Injury Prognosis Duration Additional Report Additional Treament Type of Additional
Outcome Diagnosis Prognosis  (months) Recommended Recommended Treatment

Return To Outstanding Cases List w

Figure 5b
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How to enter the Case Data and Close
the Case

Important: Before you start, check you are entering the correct case data by cross referencing
the Authorised User Reference and Medco Case Reference on the MedCo system with the
Medical report you are working from.

1. Enter the Date of the Report using either the date picker (that will appear as soon as
you click in the box) or type the date manually following the format DD/MM/YYYY.
See Figure 6

Case Detalls

Authorised User Reference Test2

Click in the box to
bring up the date
picker

MedCo Case Reference 363/1
Date of Accident 01/08/2017

Date of Report i

GMC/HCPC Number o August 2017 o

Su Mo Tu We Th Fr Sa
Date of Examination

1 2 3 4 <3

Time Spent With Claimant

Figure 6

Note: the date of the report cannot be before the accident
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2. This step is for MROs Only - Enter the GMC/HCPC Number. See Figure 7

Case Details

Authorised User Reference 363/1

MedCo Case Reference 366/1

Enter the
GMC/HCPC

Date of Accident

Date of Report Number here

GMC/HCPC Number

1
Date of Examination 1
Time Spent With Claimant ] o

Figure 7

3. Enter the Date of the Examination using either the date picker (that will appear as
soon as you click in the box) or type the date manually following the format
DD/MM/YYYY. See Figure 8

Case Details
Authorised User Reference Test2
MedCo Case Reference 363/1
Date of Accident 01/08/2017
Date of Report - Click in the box to
) . "
bring up the date
picker
GMC/HCPC Number 1000060
Date of Examination 1
[« ] August 2017 [

Time Spent With Claimant

Su Mo Tu We Th Fr Sa

1 2 3 4 5

6 7
Examination Injury al R
Oulcome Diagnosis Progno: endd
Figure 8
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Note: the date of examination cannot be before the accident or after the date of the report

4. Enter the Time Spent with Claimant in minutes by using the arrows in the box to
select the minutes or manually type them in. See Figure 9

Case Details

Authorised User Reference Test2
MedCo Case Reference 363/1

Date of Accident 01/08/2017

Date of Report Wo6/08/2017
GMC/HCPC Number 1000060 .Use the arrows to
increase/decrease
Date of Examination the time )

006/08/2017 F
In minutes; minimum - 1, maximum - 399

Time Spent With Claimant ]

“r

Add Injury Details

Figure 9

5. Having completed the general information about the report and the examination, click
Add Injury Details to complete the information about the injury. See Figure 10

Important Notes:

e If there are multiple injury types (for example, neck, back and shoulder) this step
needs to be completed for each injury type.

e Prognosis Durations must be entered from the Date of the Accident and must be the
number of months in whole numbers.

o If the "Claimant's Injury Diagnosis" is of type "Other" then the "Prognosis" and
"Prognosis Duration" fields will not appear.

e It is possible to add injury type multiple times.
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Case Details —
Authorised User Reference Test2
MedCo Case Reference 363/1
Date of Accident 01/08/2017
Oste of Report No6/08/2007
GMC/HCPC Number 1000060
Date of Examination W06/08/2017
Time Spent With Claimant 125 & 1 RS minimi 3, mamam - 55
Add Injury Details ___m
Examination Injury Prognaosis Duration Additional Report Additional Treament Type of Additional
Outcome Diagnosis Prognosis  (months) Recommended Recommended Treatment

Figure 10

The remaining Steps 6 — 15 below follows an example of entering case data showing a
neck and back injury.

6. To add details of a neck injury, first select the Claimant’s Examination Outcome
Injury Diagnosed and in the Claimant’s Injury Diagnosis select neck. See Figure 11

Add Injury Details

Claimant's B Injury Diagnosed
Examination
Qulcome

Claimant’s Injury
Dlagnosks

Prognosis

Additional Report
Recommended

Additional
Treatment
Recommended

] m

Figure 11
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7. Complete the remaining information about the neck injury using the drop down boxes
and press Next once complete. See Figure 12

Note: Prognosis Durations must be entered from the Date of the Accident and must be
the number of months in whole numbers.

Add Injury Details

Claimant's 1 Injury Diagnosed
Examination
Dutcome

Claimant's Injury
Diagnosis

Prognosis One Month Or Greater

Prognosis
Duration
[manths)

Additional Report
Recommended

Additional
Treatment
Recommended

Type of Additional Physistherapy Dsteopathy
Treatment

Cancel m | Click here

Figure 12

8. The neck injury details will now be displayed in the Case Details screen. See Figure 13

. L
Case Details
Authorised User Reference Test2
MedCo Case Reference 363/1
Date of Accident 01/08/2017
Date of Report W 06/08/2017
GMC/HCPC Number 1000060
Date of Examination N05/08/2017
Time Spent With Claimant 1z s I minutes; minimum - 3, moximam - 399
Add Injury Details
Examination Injury Prognasis Duration Additional Report Additional Treament Type of Additional
Outcome Diagnosis Prognosis (months) Recommended Recommended Treatment
Injury Diagnosed One Manth Or 12 Ne es Physiotherapy Amend Delete
Greater Osteopathy
Figure 13
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9. To add details of a back injury, click Add Injury Details. See Figure 14

. L]
Case Details
Authorised User Reference Test2
MedCo Case Reference: 363/1
Date of Accident 01/08/2017
Date of Repart g o6 10g 2017
GMC/HOPC Number 1000060
Date of Examination
Time Spent With Claimant | s - Janmiites; o - 1, maximu - 495
Addinjory Detais | —=_ Click here |
Examination Injury Prognosis Duration Additional Report Additional Treament Type of Additional
Outcome Diagnosis Prognosis (months) Recommended Recommended Treatment
Injury Diagnosed Neck One Month Or 12 Ne Yes Physictherapy Amend Delete
Greater Osteapathy

Figure 14

10. Select the Claimant’s Examination Outcome Injury Diagnosed and in the Claimant’s
Injury Diagnosis select back. See Figure 15

Add Injury Details

Claimant's B Injury Diagnosed
Examination
isteorme

Claimant's Injury
Diagnosis

Prognosis

Additional Report
Recommended

Additional
Treatment
Recommended

Figure 15
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11. Complete the remaining information about the back injury using the drop down boxes

and press Next once complete. See Figure 16

Remember: Prognosis Durations must be entered from the Date of the Accident and

must be the number of months in whole numbers.

Add Injury Details

Claimant’s |
Examination
Outcome

Claimant's Injury
Diagnosis

Prognasis

Prognosis
Duration
[months)

Additional Report
Recommended

Additional
Treatment
Recommended

Figure 16

Injury Diagnosed

Back

One Month OF Greal

e

Cancel m — Click here

12.The back injury details will now be displayed in the Case Details screen. See Figure 17
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Case Details

Adithorked User Relerencs

MedCo Case Rederence Y/
Date of Acchtent 01/08/2017
Date of Repori 106
AC P Mumbier 1000060
Date of Casmination not
Time gt With Clalman L 5 -
#aid Injury Detaly
Eraminarion Ingary Progneaks Durstion Auddigional Repon Additienal Tresment Type of Additenai
Duitiame Dlageasi Proged (mesihi) Rec o mended He mamended Treatment
mpury Dlagnosed Meck One Wignth O 1 w  ¥es  poyioteersgy 0 Amen d  [Delete
Grewtar
¥ Diagnosed [ Wone  Amen i oe
Figure 17

13.0Once you have added all injury types and are happy the details are correct press Save
to complete the data. This will Close the case and remove it from your list of
Outstanding cases. See Figure 18

IMPORTANT: Please check the case data is complete and accurate BEFORE you
press Save as it is not possible to delete or amend the data once Saved.
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Case Details

Authorned Uer Reieience Tenl
Medio Case Bederence LT
Date of Accldem O1/087201T

Date of Repont W D6/0R3017

LM Mumibes 1000060

Date of Lasmination

nos l
Time Spent With Claimant 125 & T
fiedd Injury Detply

Examdmation Ingary Pregnaaa Durstion Addigional Bepon Additlonal Tresmen Type of Addiriemal
i oo [Hagmoi Progeosi Imawiha] Recommended Recomanmended Treaiment
njury Dlagnosed Mgk One Month O 13 Ha Ve Phryibotheeragy Amend Delele

Grewtar Csteopathy
wjury Disgnosad Back Ona iigath B 14 o Mo Mone Amend Delete

Greater

Btuen, o Cotspanciing Casen Ui — Click here

Figure 18

14.0Once you have Saved the case data the system will return to your list of outstanding
cases where you can apply filter criteria to search for open cases. See Figure 19

MedCo

Outstanding Cases ——

Enter a value into one of the search filters here }

Outstanding Cases Search Filter

MedCo Case Reference Authorised User Reference Authorised User Name Formally Instructed Status
All v Open v
From Selection Date To Selection Date
20/04/2018
Search
Download CSV
Figure 19
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How to view a Closed Case

Once you have added all injury types and pressed Save to complete the data, the case is
Closed and is remove from your list of outstanding cases.

To view the information you have uploaded on a case follow the steps below.

1. From the Main Menu click the option Search for Closed/Archived Cases. See Figure
20

Med@

Main Menu

Please choose from the following options I m pO rtant [nformation

Manage Registration
Currently there are no messages

Manage User Agreements &
Financial Links

Manage Invoices
Bulk Case Data Upload
Manage Outstanding Cases

Search for Closed/Archived | | Click here

Cases

Change Password

Log Off

Figure 20

2. On the Find MedCo Cases screen enter the full Medco Case reference (including the
forward slash and the following number e.g. 363/1) in the box and press Search. See
Figure 21

Enter the
MedCo ref here

Find Medco Cases ﬁ/—

MedCo Case Reference Number [ 363/1 Search

Return To Main Meny

Figure 21
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3. On the Search results page click View to see the case data.

Med@

Note: if you enter the MedCo case reference in the Search box without the forward slash and the following
number, the Search will return all associated Medco reference numbers eqg 419/1, 419/2, 419/3, 419/4 and

See Figure 22

Number

4152

MedCo Case Reference Number

MedCo Case Reference

Med@

Find Medco Cases

Number

UATOOL

Return To Main Menu

4192

Authorised User Reference

Search Type

Direct Medical
Expert

Expert Speciality

Consultant ARE
Medicine

Search
Claimant Date of
PostCode Accident
MK14 22/11/2017

Status
Closed - Medical Data

Uploaded =
/
Click here

Figure 22

4. The Closed Case data is displayed and is read only.

Figure 23

See Figure 23

Med@

Closed Case

Amthorised User Reference
MedCo Case Reference
Date of Aocident

Date of Repaat

Medto id

Hame

Test2

363/1

01f08/2017

05/08/2017

bmER2

hér Jashua George

GMLHCPC Mumber 1000060
Date of Examination 0608/ 2017
Time Spent With Claimant 15
Date of Report Upload  07/08/2017
Esamination Infary Prognodis Duration
Dutrome Diagnosis Prognodin [monthi|
mjury Diagnazed Meck Oree Month Gr 12
injury Diagnosed Back 14
Regturn To Main Mirs

Additional Report
Recommended

Mo

Addiional Tresment
Recommended

Ve

Type of Additional
Treatment

Fhysiatherapy Osteopativy
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