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MICROSOFT WEB — PRINT EMAIL TO PDF

You may get asked to upload an email, as a file, to MediViewer. This guide covers the required steps.

OUTLOOK CLIENT

Click on the required email
in Outlook

The email is selected:

Inbox W 0 = = ByDate

PERR, Toni (UNIVERSITY HOSPITALS SUSSEX NHS FOUNDA.. € #
Clean up of CareFlow Deployment WSVVMGTWINO1 folder

BLACKWELL, Steve (UNIVERSITY HOSPITALS SUSSEX NHS FOU...

RE: MediViewer Demo infa 2024-09-17
https:/fuhsx-train.mizaic.cloud/ Standard MediViewer Demo - SB Stev...
ELY-HARRIS, Richard (UNIVERSITY HOSPITALS SUSSEX.. € = A

Re:

BLACKWELL Steve (UNIVERSITY HOSPITALS SUSSEX NHS FOUNDATL...
2410 18 Next Steps for patient 09:06
Hi Steve Please can you do the following on my behalf, for patient A: .

UHSussex communications
NHS Staff Survey 2024: How do you feel about working ... Thu 12:06
This message originated from outside of NHSmail. Please do not click...

HUGHES TAIT, Helen (UNIVERSITY HOSPITALS SUSSEX NHS FOU.. ©

241018 Next Steps for patient

9 BLACKWELL, Steve (UNIVERSITY HOSPITALS SUSSEX NHS FOUN
To: BLACKWELL, Steve (UNIVERSITY HOSPITALS SUSSEX NHS FO)

Hi Steve

Please can you do the following on my behalf, for patient A:

N

By xx/xx/xx.
Thanks

Steve Blackwell

Training Feedback Thu 09:06 IT Trainer
Click on the ... Ellipsis The File sidebar displays:
menu, top-right within the
email q
@ « & ~ 4 & B@E

Other reply actions

ny Delete
= Mark as unread

(

F Flag

Customize actions

= Print

Click Print, from the menu

The Print window displays:

e 4 & & B D

i Cutiook

261018 Mext Szeps sor patient

.

Flease can you da he fllowing on my behal,or patint A

Change the Printer field, to Microsoft Print to PDF, from your default
setting — in this screen, the default was canonprint.
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Click on the Print button

The Save Print Output as pop-up displays:

241018 Next Steps for patient

ﬁ BLACKWELL, Steve (UNIVERSITY HOSPITALS SUSSEX NHS FOUNDATION TRUST)
To: BLACKWELL, Steve (UNIVERSITY HOSPITALS SUSSEX NHS FOUNDATION TRUST)

Hi Steve
& Save Print Output As X
Please can you d
4 B > ThisPC > Desktop ~v|@ | Search Deskiop »p
- X g-=
.y Organise v New folder =2 (]
.z OneDrive screen ®  Name Date modified Trpe Size
By soubxfx. Recordings [ Address - Add or Update the Current Ad 1071072 Microsoft Edge P 205 KB
c2 Shared Documer [ Address - Add, End or Update a Correspo.. Microsoft Edge P... 200 KB
Thanks SharePoint scree [T Register a New Patient Microsoft Edge P... 698 KB
Transcribed Files
Steve Blackwe|
IT Trainer Whiteboards
[ ThisPC
g 3D Objects
) 2 ]
ﬁ I Desktop
- [£] Documents
¥ Downloads
Website: wu uhsug b Music
Email: steve blackw
&) Pictures
Tel: 01273 664660 of
Sussex House, Abbg [ Videos
5 Windows (C)
0600 -wonm
VHS | :
University Ho File name: | hd
NHs Foundation Trus| Save astype: PDF Document (*pdf) v
~ Hide Folders Cancel
Ad notic:

Select the appropriate location on your PC — noting that you will
delete the email PDF once you have confirmed it has been uploaded
and is viewable in MediViewer — and name the file accordingly.

Click the Save button, to
save to the selected
location

The email PDF file is now ready for you to Direct Upload into
MediViewer.

Name Date mcdiﬂ‘e’tl Type
~ Today (1)
[ Approprizte file name here 18/10/2024 09:24 Microsoft

~ Last month (3)

If required, follow the File Upload for Encounter and File Upload -
Non-Encounter guides, as appropriate.

Don’t forget to delete the file once you can view the file against the correct patient record in

MediViewer.
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