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Import Required Notification

If you receive the following notification message when going into the attachments
section of a report then you will be required to run through an import process. The
reason you are receiving this message is due to the patient’s record containing
documents that were filed in Docman using the file format of .xxx

Attachments in this Report X

IGPR has identified some attachments in this patient's record that were unable to be
retrieved from the clinical system.

Please check all attachments in the attachment section and use the 'Add More Attachments'
function to include any missing files if needed.

IGPR selected 10 attachments for this report. 1 of these attachments could not be imported.
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Stage 1 - Docman10 Export Process

The first stage is to export the relevant documents from Docman.

* In Docman find the patient that you need to extract the document for either using
the quick search or the Docman toolbar, once the patient has loaded left click on
the three dots as indicated below.

B 165 ¢

Filing

Patient Documents

Nesno  bom 25-Jul-1974

MOUSE, Minnie (Ms) =
Folders < Latest documents 4 @ Document Actions

Latest documents 'l Admin Letter View in Emis

All documents 4 Administration Patient Details
27-Dec:2017 ot

" " ; apture

Notinatolder ° Document will be previewed here
Admin Letter v

Administration 4 Please use the document list to the left to preview a document. Start Discussion
Administration

Document Clipboard 0

27-Dec-2017
Admin Letter
27-Dec-2017
Admin Letter
Admin letter
03-Ju-2015

* Once you have clicked the three dots, click on the “Select Mode” function.

< Latest documents 4 .

Admin Letter g™ o0t Mode |

Administration

27-Dec-2017

Admin Letter

Administration

27-Dec-2017

* Once you have activated the select mode, you can either tick the documents that
are required for the report or you can click on “Select All” to automatically select
all documents.
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Once the required documents have been selected, click on the “Download
button” located on the right of the screen. Once selected you will be presented
with a screen message informing you the documents will be un-encrypted, click
on ‘Download’ to proceed.

Download

Download will save an un-encrypted copy of the document to your
machine. Please ensure that you apply encryption locally.

Cancel

The required Documents will now be downloaded to your default download folder
within windows as a zip folder and will need to be extracted. You need to extract
these files using Windows Explorer, listed below are the most common ways to
access Windows Explorer.

o Click on the Windows start button and select the ‘Computer’ icon o

Select the ‘Computer’ icon from the desktop

o Hold down the Microsoft key (the windows logo) and press E
Once you have opened up Windows Explorer double click on the ‘Downloads’

folder.
N This BC -0
Computer View ~ @
Q EI |§_‘ﬁ mﬂh y’ E’I @ [ Uninstall or change a program
Pr=r = = ot

Properties Open Rename

Location

18 System properties
Access Map network Add a network  Open Contral
media~  drive = lacation Panel % Manage

Hetwork System

@© ~ 1 ™) ThisPC v| | | Search ThisPC s
A A A
@7 Favorites 4 Folders (6)
B Desktop
8 Downloads h Desktop
‘2l Recent places
S phen Documents
. Customer Files
@ SharePoint
Downloads
[ 4% ThisPC

I =] Pictures

3 . Videos
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1%items

Music
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E
\ ]"'
N
3

=

v

Videos
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Once in the Downloads folder, locate the Docman zip file that was downloaded,

this file will be called “Docman_(Date and time of download), i.e.
Docman_2712017112513, right click on this zip file and select “Extract All”.
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Dpen
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* You will now be prompted to enter the location of the extract, you can either keep
the default location which will be your local Download folder or you can click on
“Browse” to choose a different location if required, once the desired location is
set click on “Extract”.

'I Extract Compressed (Zipped) Folders N _).K_[

O 1 Extract Compressed (Zipped) Folders

‘Select a Destination and Extract Files

Files will be extracted to this folder:

| c\users\lee\downloads

™ Show extracted files when complete:

Cixtraclz I , Cancel
o

* Once you have clicked on “Extract” a folder is created that is the same name as
the Docman zip file i.e. Docman_27122017112513 and this folder will contain the
extracted documents.
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Stage 2 - Import Docman documents into iGPR

* Open the selected report from the iGPR inbox and click on the “Attachments
Tab”.

Aviva TEMRI for Miss. Jane Test ﬁ F‘viﬁ 8 9

+ lG PR Connected to EMIS Web - 28824 Hote Inbox Settings Help

Redaction Key | Find and Redact Fti‘ia;ufo? Reﬁ:ﬁ;:’sser Re”sf:';_"gf?"”

Attachments ’

Front Page (Hide) &
31-Dec-2019 Testi23 o s
__ GPRID Niche 5083 2 iGPR
GERLEEIEELE Client Name Miss Jane Test (F)

*  Oncein the attachments screen click on the “Add More Attachments” button.

30-Dec-2013
Administration |

16-Nov-2013
J Referral letter
Page 17

q Add More Attachments D

* Select the “Import Attachments from Folder” button.

Import Attachments X

Import Docman Import Docman
Files (.xml) Files (Scotland) from Folder

“ Gancel

* Click on the “Add” button to which will then load up the Windows Explorer screen.
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Add Attachments

No changes will be made to your clinical system

Date: |31 December 2019 E~ User: l:l

Term: Scanned Document [9b30.]

Text: ‘ ‘
Attachment list:

Name Size Last Changed  Path Q m >

=D

* Once in the Windows Explorer screen you need to navigate to your “Download”
folder or if you chose a different location to extract the files navigate to that
folder. Once in the desired folder you will see the “Docman_(Date and Time)”
folder that was created automatically when extracting the files, double click on
this folder and you will see the same folder again, double click again on the folder
and you will see all of the files that were extracted. Click on the first file and this
will turn blue, hold down the CTRL key and press A and this will select all of the
files that are stored in this folder and then click on “Open”.

Lol Open
® = 4k » ThisPC » Downloads » Docman 2712201712513 » Docman 2712201712513 v| @ | SearchDocman 27122017112, P

Organize + New folder =y T @

Name = Date modified Type Size

i e 37/12/20171312__ Adobe Acrobat D, 10K8]

5 d Letter! pdf 27/12/20171312 __ Adobe Acrobat D, 19KB

& d Letter?. pdlf 27/12/201713:12 __ Adobe Acrobat D, 19KB

™ Docrnan Scannec d Letter3.pdf 27/12/2017 1312 Adobe Acrobat D, 19KB

BIE ¢ items selected Date modified:  27/12/2017 1312 Date created: 17/02/2015 09:10 - 27/12/2017 13:30

X Size: 74.1KB Availability: Available offine
File name: | “Docman Scanned Letter,pdf* “Docman Scanned Letter] pdf* “Docman Seanned LetterZ pdf” "Docman 5

* Once you have clicked on “Open” you will then be returned to the “Add
Attachments” screen, click on “Confirm” to add the attachments to the iGPR
report.

Add Attachments

No changes will be made to your clinical system

Date: 31 December 2019 [~ User:|

Term: Scanned Document [9b30 ]

Text: ‘ |
Attachment list:

Name Size Last Changed  Path Add...
iGPR-User-Doc... 3.49 MB 12-Nov-2018 C:\Users\jgenders\...

IGPR-Create-Re... 1.71 MB 12-Nov-2018 C:\Usersljgenders!. ..
iGPR-Quick-Sta... 1.42 MB 16-0ct-2018 C:\Users\jgenders\...

IGPR-Docman-... 994 KB 28-Sep-2018 C:\Usersljgenders'. ..

)
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* The attachments now form part of the iGPR report that will be sent to the
requesting third party.

IMPORTANT: We do recommend that once you have finished importing the
attachments that you delete the Docman folder from your Downloads folder.




