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Logging In 

Log into Inquiry eScription One - Client Login - iMedX ANZ – Click the Go to Login button. 

 

Enter your login details as provided by iMedX Support. 

 

Once logged in you will see the workflow across the top – click on Admin Review. 

 

This will then list any documents that are needing review before being sent to the Clinician. 
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Setting up Columns 

You can select which columns display on the workflow screen or change the order of columns. 

Add a Column 

Click Choose Columns on the right. 

 

From the list of Columns available, click and hold down the left mouse button on the one you want to 
add and drag it to where you want it positioned. 
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e.g. We suggest you add Comments as a column - from the list Click and hold down the left mouse 
button on Comments – drag the column to where you want to insert it and release the mouse 
button. 

 

This adds the Comments column next to Patient ID. 

 

Do this to add any other columns needed. 

Remove a Column 

Click on the X to remove any column you don’t need. 
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Reorganise Columns 

To change to order of the columns – click and hold the left mouse button on the column you 
want to move. 

Drag the column to the new position and release the mouse button. 

 

 

Editing a Document 

For each document to review you can Edit by clicking the down arrow under Actions and selecting 
Edit Transcription 

 

 

 

This will open the Modifying Transcription Editor. 
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The Editing screen is split into 5 sections 

1. Tool Bar 
2. Patient Information 
3. Dictation  
4. Transcription Content – Body of the document 
5. Referred Associates 

 

The Tool Bar 

 

• Save button: This is used to save changes made to the letter after editing but not move it to 
the next step in the workflow. Letter will still be listed under Admin review. 

• Add Associate: We use this button when we need to send letters to a GP, patient, or anyone 
else requested to be added as an associate in these letters. 
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• Save and Close button: When details have been edited, we click this button to save the 
changes and close the letter. This will not move the letter to the next step in the workflow. 
Letter will still be listed under Admin review. 

• Complete/Next: Use this button when a letter has been completed and is ready to move to 
the next part of the workflow. This letter will close and the next one in the Admin review list 
will load. 

• Complete: Clicking 'Complete' signifies that the letter has been completed and is to be 
moved to the next folder in the workflow. This will move the letter on and close the editing 
window. 

• Add Authenticator: Use this button when doctors want the letter to be reviewed by another 
doctor or their senior. 

• Comment: Click on this to view or update the comment left by the transcriptionist. 

• Patient Info: This button is used to edit the patient's address. 

• Exit: Click this button to exit the current letter. 

• Append: We don't recommend using this button for doctors, as it merges two patient IDs and 
order numbers for the same dictation. This can be confusing for our typist team. Instead, we 
ask doctors to create new dictations, and we will merge those dictations for them under one 
patient ID 

 

Patient Information 

Loading a Patient from the database 

The Patient Information can be reviewed and edited in the top panel. 

 

If you need to update the patient as it is incorrect in incomplete - You can search for patients in the 
patient database by clicking the Magnifying Glass icon next to the patient’s name. 
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Enter the patient’s name or UR (Patient ID) number and click Search on the right. 

 

From the list of patients returned click on the correct entry by clicking on it. 

 

You will then be prompted to choose an appointment date – Tick the correct appointment and then 
click Select on the right 

 

 

Updating Patient Details 

If the patient details need updating – Click Patient Info in the menu bar at the top. 

 

This opens the patient details panel - update the necessary details and click save. 
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Dictation 

You can listen to the transcription from the Clinician to assist in verifying details if required. 

 

Referred Associates 

If you need to Add an associate such as a GP or the patient, click the add associate button in the top 
menu bar. 

 

 

You can enter the details for the Referred Associates manually or complete a search using the search 
option at the bottom right. 

 

From the list of Associates – click on the correct entry to load the details. 
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Completing the review 

Once you have the details correct for patient and or associate and the letter is complete it needs to 
move to the next phase of the workflow. 

To do this Click Complete or Complete/Next. 

Complete – will move the letter to the next part of the workflow and close the edit window. 

Complete/Next – will move the letter to the next part of the workflow and then open the next letter 
to be reviewed. 
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