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Updating your Practice (Location) Name in MedicalDirector  

Purpose 

Use this guide to update your practice (location) name in MedicalDirector and ensure all 
clinicians are linked correctly. 
This is commonly required when a practice name changes or when aligning with 
eReferral registration. 

 

Before you start 

• You must have administrative access in MedicalDirector 

• This guide updates an existing location — do not create a new one unless 
instructed 

• Allow 5–10 minutes to complete 

 

Step 1: Open Practice Details 

1. Open MedicalDirector 

2. Select Tools 

3. Select Options 

4. Select Practice 
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Step 2: Edit the Location Name 

1. Under Locations for ePIP Reporting Only (also used for eReferrals and 
messaging), select the relevant Location name 

2. Click Edit 

 

 

Step 3: Update the Location field 

1. In the Location field, enter the exact practice or organisation name that should 
appear in eReferral and formal directories.  

o Example: East Hobart Medical Centre 

2. Click Save 
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    Important: Check clinician usual locations 

If clinicians are not linked to the correct location, referrals and messages may fail. 

Step 4: Review clinician locations 

1. Go to User → Setup Users… 

2. Check the Location column for each clinician 

 

 

Step 5: Correct if required 

If a clinician’s usual location is incorrect: 

1. Select the clinician 

2. Double-click or click Edit (at bottom of page) 

3. Set the correct location in the Location field 

4. Click OK 

 

 

   You’re finished when: 

• The updated practice/location name appears in Practice Details 

• All clinicians show the correct Location 

• The updated name appears when creating a referral 
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        Appendix: Detailed Guide & Explanations 

Why this matters 

MedicalDirector uses Location as a key identifier for: 

• eReferrals 

• Messaging and provider linkage 

• Clinician default settings 

Updating the name without checking clinician locations is one of the most common 
causes of referral issues. 

 

What should the Location name match? 

• Use the official organisation or practice name 

• Match the name used for:  

o eReferral directory registration 

o Formal correspondence 

• Avoid abbreviations unless formally used 

   Good: East Hobart Medical Centre 
  Avoid: EHMC / Main Surgery 

 

What NOT to change 

Do not modify the following unless explicitly instructed: 

• Site ID 

• Minor ID 

• Health Identifier 

Changing these may disrupt integrations and historical data. 

 

Common mistakes (and how to avoid them) 

Mistake: Creating a new location instead of editing the existing one 
→ Fix: Always edit the existing location unless directed otherwise 
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Mistake: Updating the location name but skipping clinician checks 
→ Fix: Always complete the Users → Usual location review 

Mistake: Using different naming across systems 
→ Fix: Confirm the required naming standard before saving 

 

If something doesn’t look right 

• Exit without saving if unsure 

• Confirm:  

o You edited the correct location 

o The name matches advised standards 

• Contact your local support team if guidance was provided with this request 

 


