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SOP- How to transfer documents 

How to transfer documents that failed to move when an appointment is scheduled from the 
ARV: 

 

1. Go to Appt Requests 
2. Enter MRN in Account, click on Refresh 
3. Highlight the appointment to move documents for 
4. Click on "Import Doc." (if documents exist, the letters will be black) 
5. Click on "Ok"  

 

 
 

 
 


