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MEDIVIEWER — FILE UPLOAD AGAINST AN ENCOUNTER

Only documents that you would have filed in the patient’s previous physical record or uploaded to
Panda should be directly uploaded.

Sometimes it is beneficial to upload a file directly into the system related to an encounter. Examples

of this are listed below:

e You want the documentation to be available now as opposed to sending back to Health

Records

e Health Records scanned in this encounter’s documentation, but you have found missed
papers in department that should have been scanned with them

Uploaded files appear as a Bundle.

Do NOT use this functionality for paperwork which is unrelated to patient encounters e.g.

Safeguarding.

Whilst in the patient’s
Health Record, scroll to
find the Encounter you
need or use the Funnel
icon in the Encounter View
to filter the list

Y

If using the Funnel icon, please see the Filter the Encounter View
guide for further details.

Click the Arrowed Paper
icon against the relevant
encounter

T G

The Direct Upload pop-up window displays with the Encounter on
display:

IMPORTANT: Check that you have the correct patient record and
Encounter before proceeding.

Direct Upload X

ABAM, Deborah (Miss) (Female) m
Born 167May/1929 (85)
NHS No 941 450 0138 (01)
MRN T1742666

ma & Orthopaedics | P

03:15 (2 years ago)

TWIM
Dr Adam Harper

Bundle name

Bundle name

Description

Date

27/01/2023

Cancel
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Only the following file types are valid:

PDF/PDFA, JPG, PNG, TIFF and DOC/DOCX

Please note: Always make sure files of patient data are not stored directly on your PC but held
within your Departmental folder (whether on a network drive or MS Team:s file structure).

Browse Method

When preparing to upload a file into MediViewer, make sure it is named meaningfully.

Click on the browse link to
open a dialogue window to

The dialogue window opens so you can navigate to the required file:

navigate to then. € open X
N <« OneDrive - N.. » MediViewer Uploads v O Search MediViewer Uploads »
Mew folder ==~ I @
MName - Status Date modified Type Size
[ Consent_Form_1{Orthopaedics) @ Microsoft Edge P... 1
[ DNACPR @ Microsoft Edge P... 1
< »
File name: ~ | Allfiles ~
Upload from mobile Open Cancel
Click on the Preview Pane | The Preview Pane now displays:
icon, if it is not currently
visible € open *
A |« OneDiive- N.. » MediViewer Uploads v O | SearchMediViewer Uploads @
New folder =+ O @
g Name L
B 5 [ Consent_Form_1(Orthopaedics
[ DNACPR
=l A
entz - ... 2 & s
T
al
| @ y
Tre
De
Ba
Then select the correct file . |
Ce ——
L se
Admi .
Core v < >
File name: | Consent_Form_1(Orthopasdics) | [anfiies ~
Upload from mobile Open Cancel
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With the right file,
selected, click Open

The file now shows as being ready:

Consent_Form_1(Crthopaedics).pdf

Ready for upload

Please continue to Page 4 for the rest of the instructions.

Drag and Drop Method

to upload a file into

When making preparations

MediViewer, make sure it

E] = | Shared Documents - UHSx - IT Training Dep

Home Share View
is named meaningfully so it
is easy to select and always E [ Preview pane| = Exira large icons =l L
set the Preview Pane to F small icons L
on, in the View Tab of Navigation Details pane  [EI= 1jjes 9= o
ane- 1y ==
Explorer, so you are able -
. P
to check you have the right AR
document before @ open «
proceeding 4 || « OneDrive- N.. + MediViewer Uploads v | [ Search MediViewer Uploads 0
New folder =+ O @
*Quick;" ;m& .
Consent_Form_1(Qrthopaedics
:’: 3 DNACPR
SoAf
Te #
IT#
M+
Tre o
Dot
Bast
[ Des
=] Pir
Cast
L Ses
Admi
Core ¥ < >
File name: | Consent_Form_1{Qrthepaedics) v| Al files ~
Upload from mobile Open Cancel
Drag-and-drop the file into
the dotted box
| m

Drag and drop or browse

-

The file now shows as being ready:

Consent_Form_1({Orthopaedics).pdf

Ready for upload

Please continue to Page 4 for the rest of the instructions.
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MEDIVIEWER — FILE UPLOAD AGAINST AN ENCOUNTER

Set the required Bundle
type (Name) from the list

Type in a Description to add further context.

Consent_Form_1(Orthopaedics).pdf

Ready for upload x

Bundle name

Charts & Forms

Description

Date

27/01/2023

Please note: For Inpatient files, you may wish to change the Date field
to match the date the pages were completed.

Date

27 /01 /2023

Click the Upload button

The Upload Successful pop-up usually displays:

J [ — |

Direct upload complete

The Bundle will not appear
immediately, only when
the screen is refreshed.

(press the F5 key on the
keyboard or refresh icon
on your browser)

... and the Bundle should now appear in the Health Record and appear
when the individual Encounter filter or Encounter View filter is
selected.

Charts & Forms

Rewv: 1.0

Trauma &
COrthopaedics

27/01/2023 Tof3

Note: If a file is uploaded to the wrong patient, please report to Health Records using the Report an
Issue function, when in Page View from the Settings Cog — see the Report a Scanning Issue guide for

more details.
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