SOP- How to transfer documents

Rev 3 27 2018

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

ARV:
1. Goto 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"

| [~ Due Date Range

Patient Name Account DOB [” Unlirked Demas Only
| 3/27/2018 || /2742018 || FA)BDDE'IH-'I I @Refresh I Clear Al | Ig | M #ﬁ F
Query Filter Status Request Type Worl Step Dept
M > ey PENDING Inbound Fax Docked » |CR -
[INore] = —l SCHEDULED | inbound Cal New —ler -
CANCELLED SCMG Request for Biopsy ﬂ DEXA 3
FINALIZED Pending Priors/Auth MG =
SIGNED Pending Rad Protocol MR
Biopsy Callback ouT
Refers ReauestFeady - |RF -
I Select Al T MNome [T A I Monme [T Al [ More [ Al [ Mone

= | Demographics | Fatient Lizt | Linkﬁ-‘n.pptl Bonks\-"iewl SearchWizardl Walklnl Add Req. | Wigw Fieq.l x | Wi Doc.l ImportDoc.l

[sTAT] DueDate | Reg Status |  WorcStep | Docs | Patient Name | opoe | Account |

Req. ID |

Dept

Import Documents 2

:I 1 of 1 document(s) successfully imported.
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