QUICK GUIDE

8) Preparing and Entering TIF file for insertion into AHLTA
1)  Open desired TIF file in Microsoft Office Document Imaging.
2)  Review the pages to determine which have clinical/results content.  Usually this will be one or two pages.  Click on one of the pages that will be copied on the left side of the screen.  Then either move your cursor to the tool bar and select “Edit” -> “Select All” or you can use the Ctrl+A shortcut.  

3)  RIGHT CLICK inside the selected area (or Select “Edit” again) and now “Copy Image” or simply use the Ctrl+I shortcut.

9) 4)  Open AHLTA and locate the patient’s record this will be inserted into.  Click on “Clinical Notes” and the “New” (see below on how to open the clinical note and set the header).  When blank page appears, type in “1 of X” ---X being the number of total pages to be inserted.  Hit ENTER, then RIGHT-CLICK and select “Paste” or you can use the short-cut Ctrl+V.  Now click save and the record can be closed and you may move on to the next page.

6)  Return to the Microsoft Office Document Imaging, select next page on the left side of the screen and repeat the steps done for the first page to copy this image as well. 

10) 7)  Return to AHLTA and select “New”.  Type in “2 of X” ---X being the total number of pages to be inserted.  Hit ENTER, then RIGHT-CLICK and select “Paste”.  Now click save and the record can be closed and you may move on to the next page.
11) Continue until you are done.
9)   AHLTA currently only supports standard TIF and LZW Compression TIF files
Uploading Images into AHLTA
1)  Log in to AHLTA and search to find the record that file will be loaded into.

2)  Select the tab in the Folder List on the left labeled “Clinical Notes”
3)  Click the “New”.  Select the note type, typically will be “Outpatient Consultation” (Shortcut here……..click on box, type oo and this item will be displayed)   Select your MTF in the POC field.  (Shortcut here is similar, but will depend on the name of your MTF.)  

