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Cegedim Healthcare Solutions Flash Card

Uploading Documents

It is quick and easy to upload a document from your local computer into
DocHub:

1. From DocHub, select Upload files :

Not filed Select Upload files = BCRVIEELEIES
Showing 846 of 904 Q searc = Filters
D Document Patient Document type  Event date Status Filed date Upload date
Eample 2(@)pdf @ Mot matched  Not recorded Mot recorded Not filed Mot recorded 02-Apr-2023 at

2 pages ’ 10:40
file-sample_100KE 1 (32).rF Not matched  Not recorded Not recorded Not filed Not recorded U2-Apr-2023 at
4pages / 10:40

2. The Upload one or more files screen displays, either:

Upload one or more files

Drag and drop files here or click 'browse files'
Supported file types include .doc, .docx, .pdf...

I I

Q, Browse files

Drag and drop files Select to navigate
or folders here to where the files
are saved

Cancel

e Select Browse files, navigate to where you saved the documents,
select an entire folder, or individual files and select Open, or,

e Open your File Explorer and drag and drop the file(s) or folder
required on to the Drag and drop files here secftion.
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Manager
. The documents start uploading. You have the opportunity to cancel
X e e e .
the upload, select Cancel against individual files or Cancel all
X Cancel all . . .
if you have uploaded files in error:
Upload one or more files .,
[l]J [_Jrag and d_rlop files.here or clzlick '‘browse _files' Q. Browse files
Supported file types include .doc, .docX, .pdf.
Uploading 2 files... X Cancel all | -m— Cancel dl
uploads
& F‘ '-\.-\"I'uitele}-'.j Pg %
B csmithjpg < Cancel individual
09 upload
Cancel

Once uploaded, you have the opportunity to delete any documents

not required, select Delete
B Delete all

with the documents uploaded, select Continue:

against individual files or Delete all

if you have uploaded files in error. Once you are happy

Upload one or more files

@J Drag and drop files here or click 'browse files'

Supported file clude .doc, .docx, .pdf...

types in

Successfully uploaded 1 file

TestlLetter.pdf

&

v
O, Browse files
- Delete all
B Delete all |t uploaded files
|
— Delete
B+ indiviual files

Complete

Confinue with
uploaded files

-

. The uploaded documents automatically display in your All Documents
- Not filed folder and are now ready for processing by any member of

staff.




