
 

How to bulk archive patients in MD3.7 
Note: This feature is not available in earlier versions of Medical Director.  
 

1. Click on Search - Patient 

 
 

2. The screen below will appear. Tick “Not seen since” and enter the relevant time 

period (or whatever criteria you would like to use). Click “search” 

 



 
3. A list of patients will appear. Click on “inactivate patients”. A box will appear 

asking you to confirm.  

 
 

4. Run your data extraction tool again and compare the new results with the 

previous ones. You may be pleasantly surprised.  


