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UPLOAD DOCUMENT
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Desired patient name —> Right click drop-down or hover box = EMR All Notes = Scroll to “Upload

Document” section =

6728906 Test, Chris G 1995-03-05 999-99-9993

6307263 Test, Christa 1956-09-13  999-99-9599
EMR All Notes
Create New Note

7047780 View Most Recent Note

7047817

View Test Results
7047753 Send Referral Letter

j— Print Patient F
— STEPS : Diet Calcator

Select “Choose File” from the “file location” field

Search for and select file saved to computer

Select “Open.” You will now see the file name under “file location”
Select the category you’d like the file to appear under in “Documents
Add a custom label, if desired

”

Select “Upload document”
Select the file name to view PDF record in patient’s chart

No ks wnNe

Note: You may only upload one document at a time

UPLOAD DOCUMENT { Upload Muliple Documents? )

START 027052020 B END DATE 02/05/2020 i3
DATE
FILE Choose File |J Doe labs. pdf
CATEGORY Lah Report v LOCATION
LABEL Allergy test X Upload Document
(OPTIONAL)

DOCUMENTS ( Show All Documents | Cument Practice: View All Documents )

Medical Records { Current Praclice: 17 Other Practices: 0 )

02/032020 Medical Records & Modify / Delete ( Transmit/ Send )
- Fax Comments

/Q I

"NOTES

e |[f a document is accidentally uploaded to the wrong category, or you wish to add a label after upload,
select the “modify” option to the right of the document title to make such edits. Only staff with system
permissions will be able to modify or delete.

e When documents are scanned into the computer, be sure they are in a folder that is easy to find (such
as Documents) and are distinctly labeled (ie- “J Doe labs”). If the scanned document automatically
\up/oads to a hard-to-find default folder, move the document into the desired folder after scanning. /
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