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Infroduction to ZeDOC

ZeDOC is a scanning solution provided by Cegedim Healthcare Solutions to
support the scanning and attaching of documents in Vision 3.

2eDOC enables:

Scanning of both single pages and batches of documents of different
sizes.

Processing of electronic documents.
Enhancement and annotation of images.
Processing of document batches.

Configuration of metadata, document attributes, categorisation and
file name structure.

~ Training Tip - 'Metadata' is the set of data that describes and
gives information about your document.

Attachment of documents with metadata to a patient record.
Optional clinical coding and workflow from a patient record.

The following overview shows a summary of the scanning process using
ZeDOC in Vision 3:
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* Scan documents into ZeDOC.

s From the list of scanned documents, maich each
document to a patient and select metadata.

» Process the document as per your practice protocols.

» Optionally workflow a scanned document by creating
a task within Tasks or Daybook.

» From Consultation Manager, select Local Guideline
Index - Scanning Assistant.




Navigating ZeDOC

The ZeDOC screen is broken down into four panels:
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Baskets

Select a document to
display the image

XL A L OR/S

v

Selecta
Basket to
display
the
content

Loeds General Hospital

Department of Urology
Our Ret CPC.

Tot: 0113206 2711

Fax: 0113 206 2509

O 4t 3021
o e 3 e

e Main Repository - Where you set up and maintain your metadata, see
Creating a Repository on page 8 for details.

e Baskets - The folders you scan or import your documents into, see

Creating Baskets on page 14 for details.

e Basket Content - Displays the documents within the selected Basket.
This is where you assign metadata to your documents, see Processing
Documents with ZeDOC on page 16 for details.

e Image - The image of the selected document.

°See Sefting Up ZeDOC on page 8 for details.
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ZeDOC Prerequisites

The following table contains the minimum system specifications for ZeDOC:

For Local Installation For Server Installation \
Operating System Windows 10 Windows 2016 or
Windows 2019

Can use virtual server

CPU 4 cores 3 GHz minimum

Memory 4Gb minimum, 8 Gb 8 Gb minimum
recommended

Storage Minimum of 10Gb of free [Minimum of 50Gb of free
space space

Net Net 4.8

Scanner Scanner with Twain Driver

Add!ﬁonal software Auto Hotkey Macro Auto Hotkey Macro

required

Remote scan software

Vision 3 Scanning Assistant Scanning Assistant
update to Local update to Local
Guideline Index Guideline Index

4 Note - ZeDOC can be installed on local machines where a
local scanner or document capture device is also installed. You
must create a shared folder so that documents captured locally
can be accessed from your hosted environment.

Once installed, ZeDOC must be set up.

oSee Sefting Up ZeDOC on page 8 for details.
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Setting Up ZeDOC

To scan items into Vision 3 using ZeDOC you must first create:

A Repository - This is the main file you are scanning into and where you
set up your metadata options, see Creating a Repository on page 8 for
details.

Training Tip - 'Metadata' is a set of data that describes and
gives information about other data, in this case, about your
document.

Baskets - These are the sub-folders you scan your documents into and
from where you process them, see Creating Baskets on page 14 for
deftails.

Electronic Document Folder - To create a consistent approach to all
document management, you can import electronic documents to
attach to your patient records, for example, TIF (Tagged Image
Format) files and PDF documents. You can use the same Basket as you
use for physical documents, or you can set up a separate one, for
example, a Basket named Electronic Documents, see Creating Baskets
on page 14 for details.

Creatling a Repository

A repository is the main file you are scanning documents into. To create a
repository:

From ZeDOC, select Create a repository
The Repository creation screen displays, select Next.
The Step 1 screen displays, in Name enter a name for your repository.

Image and
metadata

From Export type select Image and metadata and then select

Next.

The Step 2 screen displays, from Exported document type, highlight
Export PDF.

2 Browse .

Now, select Browse

In Browse for Folder, select Make New Folder. A new folder displays, give
it a recognisable name, for example, Scanned Documents and select
OK.

The Repository configuration screen displays, you must now set up the
types of metadata you wish to record for your documents:

8
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0 Important - ZeDOC selects DAT as the Format of the export
file of the fields. This must not be changed.

Repository configuration |
General | Export | Image processing | Plugine
Path: C:\Users\inp_cgul\Documentshiep 1 [ 48 Browse ..
name :
Exported Document [
Filename must Exported documents filename :

mateh this and be P> [c¥fiodayL_*lleld 5_Name] *llield F_Name]_*dlieid DOBL % {feld NHS_No]

entered last during ¥ Use globals fields [ Donat export fields [7] Da not revalidste export fiekds

set up of this screen Fomat of the expart file of the fieids: @ DAT Select DAT

Exported document type :

= [

JPG expot Expod POF | TIF export Select Export
PDF
Exported documents type satlings
PDF/ATL: [ Fattwebview: [] Mode desport: [Ti v
Fields
Name Type DV. Requred Locked  Donctesport  Invisitle
F_Mame Test Yes No Mo Ne
5_Mame Text Yes No Mo Mo
DoB Text Mo No Mo No
NHS_Mo Teut Yes No Mo Mo
Filirg_Date: Date Mo Yes Mo Mo
Event_date Diate Mo No Mo No
Clin_Man Close et Clirical Mo No Mo Mo
Sender Close st No No Mo Mo
Dept Close st Mo No Ho Mo
Doc_Type Close kst Mo No No Mo
Send_clinician Test Mo Na Mo No
Notes Memo Mo No Mo Mo
Select Add
toset up P O Add.. Modiy Delete
types of PR
metadata (@0 ][@cxd ]

9. From Exported document type, select Export PDF.
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10. Select Add o+l and the Field creation screen displays:

Field creation

Mame : |S_Name | Type: |Te:-:t vl
Dizplayed name : |Surname |
Default value : | |
Required Locked [ Blaqué [ ]
[ ] Do not export Inisible [ ] Me peut &tre vide [ ]
Text field :

®

Yalidation maszk, :

Digplayed informations ;

Zoom

Fage : |1

Left (<1): [0

Top(v1): [0

Right (¢2): |1

Bottam [v2] : |1
width: |1

Height : |1

| @ ok

| |@ Cancel |
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11. Complete as appropriate:

e Name - Enter a short name for the type of metadata, for example,
S_Name.

e Type - Select from the available options:

Text - Select to allow a short description for this metadata type.

Date - Select to specify this metadata as a date, defaults to
DD/MM/YYYY format, enter a different format in Date field -
Format to update the format if required.

Open list - Select to create a list that the scanner can add to.

Close list - Select to create a list to choose from for this metadata
type:
a. Available types displays, select Internal list.

Chonze

b. Select Choose and the List editor screen

displays.

c. In New value enter the list items, for example, your local
hospitals.

d. Select Add o+l in between each one once they

are adll added, select OK QoK fo save.

Multi list - Select to create a list to choose multiple items from for
this metadata type:

a. Available types displays, select Internal list.

Chooze

b. Select Choose and the List editor screen

displays.

c. In New value enter the list items, for example, a list of key
diagnosis.

d. Select Add ol in between each one once they

are all added, select OK O oK fo save.

Check box - Select to create a tick box, complete the
Checkbox field options, for example, Yes and No

Counter - Displays how many documents you have processed
today. This number resets each day.

Memo - Select to allow longer free text for this metadata type.
Maximum number of characters 2048.

Extract text - Not currently in use.
Barcode - Not currently in use.
Dividing line - Not currently in use.

o Displayed name - Enter the full name of this type of metadata, for
example, Patient Surname.
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o Default value - Enter a default value if appropriate depending on the
Type selected above, for example, if you select Check box, you can
enter Checked or Unchecked as the default.

e Required - Tick to mark this type of metadata as mandatory.

¢ Locked - Select for information that is not going to change, for
example, your practice name.

e Bloque - Select for information that is not likely to change, but has a tick
option to update if required.

e Do not export - Select to exclude this information from the metadata.
e Invisible - Select to hide the line.
¢ Ne peut etre vide - Select to mark a line as must be completed.
o Textfield:
o Validation mask - Select to add ....

¢ Displayed informations - Select to add an | symbol to the line, for
@ Pt Surarme

example,

e Zoom - Select and define if you want to zoom in on particular part of
the document every time, for example, if the patient surname is always
on the top left hand side of a document then you can set it to always
zoom in on that part. Define the details using:

e Page

o Left (X1)

e Top (Y1)

e Right (X2)

e Botitom (Y2)
e Width

¢ Height

o Setzoom coordinates with an image - Select to define the zoom
in area using an example page (recommended).

12. Select OK to save.
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13. Repeat from Step 4 until all expected metadata types are set up. For
the import process to Vision 3 you must set up at least the following in

this format:

Name

Description

Type Required

S_Name Patient Surname Text Yes
F Name Patients First Name Text Yes
DOB Date of Birth Date No
NHS_No NHS Number Text Yes
File_Date Filing Date Date Yes
Event_Date Event Date Date No
Clin_Non Clinical/Non-Clinical Letter Closed list  |Yes
Sender Organisation Closed List |Yes
Dept Department Closed list  |No
Doc_Type Document Type Closed list  |[No
Send_Clinician |Sending Clinician Text No
Note Filing Notes Memo No

14. You must now tell the system which types of metadata are which, in the

Exported documents filename, enter

'%%[today]_%%b[field:S_Name]_%%[field:F_Name]_%%[field:DOB]_%%|[fiel

d:NHS_No]".

15. Select Next and then Next again.

16. Finally, select End.
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Creating Baskets

To creafe new Baskets:

1. From ZeDOC, right click in the Basket pane and select Create.

2. The Add a basket screen displays, enter a name for your Basket, for
example, Patient Documents:

Add a basket .

Fleaze enter the name of the new bazket :

| Patient Documents |

| () oK ||@Eancel |

3. You must then set up the folder, from File, select Watched directories:

File | Edit Settings 7
(& _Global fields... F10
3 Watched directories...
R | Reusable pages...
[B Export Scan settings... Ctrl+Shift+5
Save Scan settings Ctrl+5
= | Groups management...
& | Link between baskets and repositories...
s | Filters after scanning management...
[ | Emails management...
m Options...
> = Alt+F4
4. The Watched folders screen displays, select Add o+ il
Watched folders =]
Watched folders list :
| Pathio watch Recursiv  Autoimport  Target basket Add reusable page
C:AUsersting_cguihDocumentshTest L [w] Images None
CM\sershing_cguiDocuments'Patient Documents O Patient Documents MNone
(£ Add Editer Delete
03
@0k | [ & cancel
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The Add a new watched folder screen displays, select Browse

Add a new watched folder .

F'ath:| | - |

| &) 0K ||@Eance| |

Select Make a New Folder, and give it the same name as the basket.
Select OK to save.

Now, from the Watched folders screen, select the target basket and
check Auto Import is ticked.

Select OK fo save.

oSee Processing Documents with ZeDOC on page 16 for
details.
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Processing Documents with ZeDOC

Processing documents with ZeDOC is broken down in-to the following four
components:

e Scanning your documents - See Scanning Your Documents on page 16
for details.

e Importing electronic documents - See Importing Electronic Documents
on page 18 for details.

o Selecting metadata - See Attaching Metadata to a Document on
page 19 for details.

e Processing documents in Vision 3 - See Processing Documents in Vision
3 on page 21 for details.

Scanning Your Documents
The way you scan your documents depends on whether you are using either:

e A scanner installed locally, see Scanning Locally on page 16 for details,
or

e A scanner installed on your terminal service, see Scanning from a
Terminal Service on page 16 for details.
Scanning Locally

If your scanning device is set up on a local desktop the scanning process
follows the following workflow:

Using ZeDOC on your local Log into your Process the
desktop, scan your terminal service scanned

documents into a shared and start up documents in the
folder ’ IeDOC usual wery

In this solution, you have two versions of ZeDOC, a locally installed one for
scanning documents and a terminal service one for processing documents.

Scanning from a Terminal Service

If your scanning device is set up on your Terminal Service the scanning
process follows the following workflow:

Log info your temminal service and Scan and process documents in

start up ZeDOC the usual way

In this solution you have one version of ZeDOC, this is installed on your terminal
service and everything from scanning to processing can be completed from
this instance.
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Scanning Documents

To scan your physical documents:

1. From your computer desk top, select ZeDOCScan

2. Prepare and load your documents into the scanner, ensure multi-page
documents are scanned together and in order.

3. Either:

e If you are scanning locally, select the shared folder that the
terminal service instance of ZeDOC has access to.

e |If you are scanning from a terminal service, select the Basket you
want to scan into:

oSee Sefting Up ZeDOC on page 8 for details of setting up

Baskets.
File Edit Settings 7
(.) . 3 v Filtres: | None
rep1 '-ﬁ an™ 180 an d ¥ “"“ 2 o
| — |1 b 1

= =—tnk
® -

Images (4)
[ 2
o @
Patient Documents (0)

_Hsers_inp_caui_Docu  _Users_inp_caui_Docu
m:nts_0000U005 (001)  ments_0000U005 (002)

4. Select your scanner from the available list and select Scan bt
Select your Select fo start
scanner scanning
|
Fil= FEdit Settings ¢
i, v '
=nd el ]
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5. The RemoteScan Enterprise screen displays, complete as required:
e RemoteScan Server - Select your scanner.
e Scan Seftings:
e Resolution - Defaults to 250, update if required.
e Paper Size - Defaults to A4 Letter, update if required.
e Color/BW - Defaults to Black and White, update if required.

e Scan Source - Defaults to Use Main Scanner, update if required
and another scanner is available.

Scan

6. Select Scan

The number next to the Basket name reflects the number of pages scanned,
select the Basket to display the items scanned. The scanned documents
display in the Basket Content panel, select a document to display the image
in the far right panel.

Importing Electronic Documents

To create a consistent approach to all document management, you can
import electronic documents to attach to your patient records, for example,
TIF (Tagged Image Format) files and PDF documents:

FeDOC Scan

From your computer desktop, select ZeDOC Scan

2. Now from your Windows taskbar, open File Explorer and navigate to
where you have saved the documents to import.

3. Open asecond instance of File Explorer and navigate to the Basket
required.

4. Select, drag and drop the files you require from their saved location to
your Basket.

¥ Training Tip - To select more than one item, hold down the
Cirl key and select all the items required.

5. The images now display in your Basket ready for processing.

/ Note - You can process scanned and electronically received
documents at the same time in from the same Basket.
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Attaching Metadata to a Document

Metadata is the set of data that describes and gives information about your
document. For Vision 3 to recognise your patient and for you to have an
effective at a glance summary of a document without opening and reading
it, you must attach the appropriate metadata to it.

To attach metadata to a document:

1. From ZeDOC, select the Basket to process and the documents in the
Basket display to the right.

2. Starting with the first image, top left, select the document to preview the
document.

3. Double click on the last page of the first document, for example, if this is
a single page document double click on the first page, if it is a three
page document, double click on page three:

S o g e T (L0 e Rl

© @ e ‘ : — lpage
‘ Images (4) _ : ; document

?

DRt Users_inp_caui_Docu  _Users_inp_caui_Docu
mentcs_UUDUU 005 [001) mms_ﬁongmﬁ%(uml mnts_ﬁooﬁuﬂut'n (003)

== || 3page
document

_Users_inp_cgui_Docu _Users_inp_cgui Docu | MRS sl e
n'lehks_ﬂﬂgﬁUDDS'[DlJl) ments_0000UD05 (002) PG e iR Ianaine]
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4. The Fields capture - Repository : Repository name - Basket : Basket
name screen displays, review the document using the following tools
where required:

,.\-&‘.4. P - J\

. Orientation - Select the appropriate option to
change the orientation of the image, for example, a landscape

page.

. @ Crop - Select to crop the image if appropriate.

o L=—"Zoom - Select to zoom in on the image.

o Annotate - Add annotation.
5. On the left hand side enter or select the relevant metadata:

Select metadata
for this document

Qo O Carcel

oSee Creating a Repository on page 8 for details on setting up
your metadata options.

6. Select OK.
7. The document no longer displays in the Basket, repeat steps 3 - 6 until all
documents are processed.

You can now close ZeDOC and move over to Vision 3.

20
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Processing Documents in Vision 3

To attach documents to a patient record:

1.

If not already open, open Vision 3 and select Consultation Manager.

Select the Local Index .

|Scanning Assistant|

Select Scanning Assistant

The Add Attachment screen displays, select Load a folder and navigate

to the folder containing your scanned documents:

File Edit Help

File Attachment Application for Vision 3
This program has been specifically designed to work with ZeDOC Scan.

Please make sure you have started a consultation before proceeding.

Attach/view |Letter Summary | Coding

e [ : o| Attachment
Load afolder | | |Delete all files | |POF Lettor Date: [07/03/2022

1t will attach files from a selected folder directly to a patient record in Vision 3.

Riaht mause click on a document in the List to attach it 0 3 patient record, or open O view it
Tle

PIESTETIUTEPECh consultation before opening a patient record from the list view below.

Name Size (K8) In Folder
JI& 1900_111 111 1332.POF 44 Ci\Users\inp_cgui
4] 1998_B8888857869.PDF 1041 C:\Users\inp_cgui
| [&H 20220223 _Test_testl_19081977_111 111 1332 PDF 44 C:\Users\inp_cgui
< L
There are 3 files listed Copynght Protected Cegadim 2020 « 2022, All rights resarved,

Your scanned documents display, if required, double click on a

document to view the details.

From Add Attachment, right click on a document and select Open

Patient Record. The patient record displays.

* Training Tip - We recommend you start at the top of the list

and work down.

21
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7. Next, from Add Aftachment, right click on the same document and
select Attach to Vision. An entry is added to the patient record with all
the related metadata:

Agpginiarts | Patieet Select | Patiert Dotads | Consutationrs > douend! | Eered List | SumeanGod |
[Date | Descrption :
0703/22 Ho DNA hotpital spporiment

8. Optionally, you can now summarise the document. From Add
Attachment select the Letter Summary tab, search for and select the
required clinical term:

- T

File Edit Help

File Attachment Application for Vision 3

This program hag bean spaciheally designed to w-:!rl-c_wnh ZEDDI_'.‘ SCan.
1t will attach files from a selected folder directly to a patient record in Vision 3,

Blasrs reslba coes o haps rtertad o conncabatine hafors orocssdins

[ attachpialy | Letter Summary | Coding |
Enter a Tagm Description in the bext box below to find a term frorm the list and click Run Search

Partial Tery/'Code: | |

Dauble-Cice 2 Clrical 1erm BV LETTLICTT AR Tres 5L DRl LIdl DerLt TOETIONES Lre 1gLer
Clinical Term Descrption READZ SCT -
DA hospetpl appoimtmernt QH4H.00 314503007
Clinical lathe 9bK0.00 8236910000
Outpatient lattar 9bk1.00 8236810000
Letter ancountar from patient 9M33.00 270424005
Letter recaved GNE000 1982910000
Hospital discharge lattar recaivad aMz0100 9119110000
Cutpatient clineg lettar recaivad aNED200 9119510000
Letter from outside agancy 9ML..00 1923100000
Letter from Drver and Vaklde Licensing Authorty recewved aHLO.00 2950510000
Sean in genaral surgery cinic aN01.00
Seen i genatnc dinic Q0200
Sean in hypertension clinic aN03.00 =
L4 ’ o m >

There are 213 terms Copyright Protected Cagadim 2020 - 2022, All rights regarvad.

oSee Updating the Term Description List on page 23 for details
on how to update the list available.

9. A History - Add screen displays with the clinical term selected, add any
Comments as required and select OK to save.

¥ Training Tip - You can workflow a scanned document from
Vision 3 by creating a task and attaching the document to if,
see Creating a Task on page 25 for details.

22
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When you are adding a scanned document in Vision 3 as an attachment,
you must select a Term Description from the Add Attachment screen:

| 4

File Edit Help

File Attachment Application for Vision 3

This program has been specifically designed to work with ZeDOC Scan.

It will attach files from a selected folder directly to a patient record in Vision 3.

Please make sure you have started a consultation before proceeding.

Attach/View Letter Summary Coding

Enter a Term Description in the text box below to find a term from the list and click Run Search

Partial Term/Code: ! R

Double-click a Clinical Term Description in the list below to record the event

Height
Weight

Pulse rate

Clinical Term Description

BP - Blood Pressure
Smoking Status - Never
Smoking Status - Smoker
Smoking Status - Ex-Smoker

Alcohol Status - Teetotaller
Alcohol Status - Drinker
Alcohol Status - Ex-Drinker

Pulse oximetry

READ2  SCT Added

246..00 314503007 01/09/2021
1371.00 266919005 03/09/2021
137P.00 65568007 03/09/2021
1375.00 8517006 06/09/2021
229..00 162755006 03/09/2021
22A..00 162763007 03/09/2021
1361.00 105542008 03/09/2021
136..00 160573003 03/09/2021
1367.00 160579004 03/09/2021
242..00 162986007 03/09/2021
8A44.11 284034009 03/09/2021

un Search Reset List

There are 11

terms listed

Copyright Protected Cegedim 2020 - 2022. All rights reserved.

To update the list available:

1. From the Add Attachment screen, select the tab required:

Letter S ummary - Select for recording the type of letter this is.
Coding - Select for recording the clinical terms within the letter.

2. Right click within the available list and select as required:

B Add Merachment

Fia Ede tep

Ertac & Tarm Oeccrgeion

Cede

Q! Term Descrphion

ONA hoagelal agponimeant

0 the taxt

File Attachment Apphication for Vision

Thes program Nas been spaoficaly desgned 3 wirk wi

AtachiView Lettor Summary  Coding

bax belaw 32 Srdd & tarm from e ke

Doubledck 3 Crucal Term Desorphion n the ket below that best iderthes the letter

- ® B Add ktacvment

Fla tde Hep

Attach/Viw  Letter Suremary  Codng

Ertar & Tam Oesrgtion «

2l Term/ Cocde

REMD2
SRAMLDO

scr ~ Cinecal Term Descrption FEADZ

B . lood Preaaeure

-~
Quipatent letter

Letter encounter from patient
Lattir tucitved

Hoapeal chacharge letter reces
CuUIpaDent chn fetter receives
Latrar from outside agency

Seen 0 genecsd surgery dne
Seen 0 genatric chok

Saon 0 hppertension dns

<

Tharm ave 313 tenms

Lattur from Oviver and Wehale s .

Add to Viden

24 Sweremary Cace

£ Surremary Code

Dalete Summary Cace

B
2£1.00
3 Smokl

00 Mt
110000 Amgt
0 3319510000 Akcoh

. 4dd Coding Code
1923100000 Akcoh P
Ede Codng Cote

Thaos are 53 tenme bated

File Attachment Application for Vision 3

Thes (rogram has been sgachicaty desgned % wirk wit 2e50C
It wi! atrach Fles from 3 seiected fodder drectly 1o & pasent
Flease makt (e yiu have F3N80 & (UGN Defore (roceetnyg.

the tae box be

3w 23 Aed &

Doublechck 3 Cnical Term Oescrption in the kst below to record the svent

SCT

0 2930510000 Akahy ]
Pusel Dedete Coding Code 1
Puise Ty BEIEOT 28

Added
01/002021

2. AB ighen reserved

patient record.

list.

Reset List View - Not available.

Add to Vision - To add the highlighted Description Term to the

Add... - To a new Description Term to the list.
Edit... - To update the highlighted Description Term.
Delete... - To remove the highlighted Description Term from the

23
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3. If you select to Add or Edit a Description Term, the appropriate Code
Management screen displays:

Coding Code Management

Desmiption:

Description: | | |

READZ Code: (Case Sensative. Max 7 characters) READZ Code:; [Case Sensalive, Max 7 characters)
SCT Code [Cptianal) SCT Code: {Optional)
Date Saved 16/11/2022 Date Saved: | 16/11/2022

Dats Entry Infarmation Daka Entry Informatsan

READZ codes are mandatory and mast indude the full 7 characters. & READY codas are mandatory and must include the full 7 charachars

Use dots wethin the frst 5 characters to use up the spacs, e Use dobs within the first 5 characters 1o wuse up the space. e

HES,.00,

H33..00
READ?Z codes are restricted bo chapter 9 for Summary letters. Th SCT code is the Concapt 1D and @ for refarance only. Only tha
¥ READZ oode is used to enter the clinical term

=

Cancel

Complete as follows:
e Description - Enter the Read Description.

e READ2 Code - Enter the full Read code required, remember the
full stops and synonyms where appropriate. Guidance is
provided in the Data Entry Information secftion.

e SCT Code - If known you can enter the SNOMED CT term here.

4. Select Save and then repeat if required.
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. cegedim
.. Healthcare Solutions
Creating a Task

You can workflow a scanned document from Vision 3 by creating a task and
attaching the document to it. To create a task and add an attachment:

Tasks

If you use Tasks as your task management system:

1. From Consultation Manager, select the patient in the usual way.
2. Select Tasks - Add New Task:

:C;.u:lu:l Mew Task,

View gl | asks =

i s 1 o O e

3. Tasks automatically opens, the New Task screen displays and the
selected patient details populate automatically.

4. Select the Recipient(s) and complete the New Task screen as required,

) @ Attach . ) )
selecting Attach navigating to and selecting the scanned

document required.

Daybook

If you use Daybook as your task management system:

1. From Consultation Manager, select the patient in the usual way.
2. Select Tasks - Add New Task:

Add Mew Task
Wiew all | asks

13 o 1 1 i e
3. Daybook automatically opens, the Issuing New Task screen displays and
the selected patient details populate automatically.

4. Tick Aftached to document and select the document required.
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. cegedim
.. Healthcare Solutions
Viewing a Scanned Document in Vision 3

To view an attachment on a patient record:

From Consultation Manager, with the patient selected, you can either:
e Locate the entry from the Journal tab, or
e Select List - Aitachments, or

e From the Navigation Pane, select Miscellaneous - Multimedia
Attachments.

Once you have located the entry required, either:

e Right click on the attachment, select Item View and then View
e Wiew I

or

Ao’ Wiew

e Double click on the item and select View

Close the document once you have finished and then select Close to close
the Attachment - Display screen.
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