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EXPORT CLINICAL LETTER FROM EMIS DOCUMENTS AS PDF
AND DROP INTO DOCMAN - FILING - THEN CAPTURE

Open EMIS Documents
Go to EMIS Web and open

Documents.

Open the clinical letter

Click on the letter to open
and view it.
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Export as PDF

Click ‘Export’ on the toolbar

and select ‘PDF’.
Click ‘Export’.

PDF

Save the PDF

Choose a location to save
the PDF (e.g. Desktop or
relevant folder) and click
‘Save’.
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Open Docman

Open Docman from your
system.

Go to File Capture

In Filing, select File Capture’.

Save the PDF on your
Desktop or relevant folder
Ensure the PDF you exported
from EMIS is saved and ready
to drag.

Drag and drop the PDF
Drag the PDF file from your
Desktop or folder and drop it
into the File Capture window
(drag & drop area).

Upload the document
The file will appear in the
Upload Queue.

Click ‘Upload’ to upload
the document.

Capture

Once uploaded, click ‘Capture’
to store the document into
Docman.
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From:
City Hospital
Outpatient Department City Hospital
Outpatient Department
123 Hospital Road U 2
NHS City 16 May 2024
Date:
Dear Dr Smith
16 May 2024
: -Apr-1
Subjoct: Re: Mr Joe Bloggs (15-Apr-1980)
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Thank you for referring Mr Bloggs to our clinic
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Documents as PDF.
¥ @ Save the PDF to your
Desktop or relevant
folder.
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