Scanning Documents into AHLTA
After scanning and e-mailing the documents to the person(s) who will be inserting them into AHLTA the following steps need to be accomplished.

Step 1
The scanned documents should be saved to a folder on the desk top labeled Scanned Documents.
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Initial set up for the file Scanned Documents should include establishing which program will open the scanned image.  Double click on My Computer. 
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Then click on Tools and select Folder Options.
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Click on File Types and 
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…select TIF; then click on the Change button
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Then select Paint and select OK then click on close.
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The above procedure only has to be done once.

Step 2
By double clicking on the image file now the scanned image will open in Microsoft Paint once open just click on File and click on Save and then Exit (this must be done for each image to change the image format so that AHLTA can import them:
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Step 3

Open AHLTA and perform a search to locate the desired patient once the patient is found you can click on Previous Encounters to locate the encounter where the consult was ordered. Once this encounter is found click on the Append Narrative.

[image: image30.png]» A = & = T | B

MyDoaments ENET-Hep  AHLTA mscdoc  Symantec N Jadsonvile CHCSIL  chesiibrief
DeskTrou...  COMMAND LT peAnywhere  Hand offDL. Training ..

fﬁ'@ﬂ E{‘ﬂ's o

dave.strobel  How to Map Shortaut to Account not cifn
N, daedp hos

2 froucropuons T

i I eneral | View  File Types | Offline Files
o e o o S

Places Printers s Regsteredfietpes
Extensions [ Fie Types [

S ST e
_ THTF  Corauas s poioyhers T Host

bt oumooc EmmTE————
[BTIFF  Mcrosch Ofice Document imagig e

Free Space | Comments

[EITTC  TreType Collection Font fie. -

. - BTTF  TueType Fortfie
[

ResctDMHRSI ner Test Dcument

Password New Delete

Adobe Reader _Shortaut to Opens with: Microsoft Office Document | Change.
70 Maasoho. 2 a (=N

Fies wih extension TIF are of type Microsoft Offce Document
g Imaging File'. To change settings that affect all Microsoft Office:
Document imaging Fie'fies, olick Advanced.

Advanced

=

1 start| [0] rbox - Microsoft ... | @ crics A -keal a0 | (DMyDocuments  [J davestrobel NR3... 1) AHLTA Scanning do... | [&] Microsoft Pawerroi... | [« B saeem




[image: image31.png]» A w

My Documents  ENET -Help.

-

dave.strobel
NHIAX-4125..

& |

-

My Network.
Places

HowtoMap.
sharedp.

&

Network
Printers

=

ouTLOOK.
WEBMALLL.

Internet
Explorer

o
Password

AdobeReader Shortautto
70 MaosoftO.

) start]

A

COMMAND LT

2 O

=)
Symantec
pcAnywhere Hand offOL..

Account not

=

LA

[ Folder options

Gl View  Fl Tres | O s |

Registered e types:

Exensions | Fle Types |

NH Jadsonvile

CHCSIL  chesiibrief
Training i,

cifn

Choase the program you want to use to open this ie:

Fie: TF

Programs

| rece Treme i
Coniures a pobryuters Thin st
Wiosc Offcs Documert naging S
Vs Ofics Documert Imagig Fle
ee
TueType Fort e
Tot Dovamort

ection Fort fie

Now || Ddets

- Detais for TIF extension ————————————————

Opensuth: & Microsoh Offce Document | Change
Fieswithosersion TF are o type Hicrosch Ofce Documert
Imaang Fe. o changs sings bt shec o Mo e
Dot raging i e ik Acvanced

) Reconmenced Frograms:
29 Microsof Offce Doment Imsging
2] pirosof O
]
9 Viindows Picture and Fax Viewer
) Otrerprograns
) acobe Photoshon b
adobe Resder 7.0
Py —
@
(] Mirosof Offce Exce
=

Picture Manager

rier Edion 3.0

¥ Always use the selected program to open this kind of file

Advanced

oK

=

A

If the program you want s not i the st or on your computer, you can logk.
for the appropriate procram on the

Concel

e e

() My Documents

|7 davestrobel nry... 8] ArLTA Scanning do... | [ Microsoft Pawerpai,




[image: image32.png]P A ® I & v 5 -

MyDoaments ENET-Hep  AHLTA mscdoc  Symantec N Jadsonvile aicsTr
DeskTrou...  COMMAND LT poAnywhere  Hand offDL.... Traiing ...

-

PR | Fic it vew Favorites Toos rep

O - C ppfrrrrrmm Lo X D|E-

Fie Edt Image Colors Hep

My Network. =& image00Ltf
Places S 1280 x 1736
Micrasoft Office Document I,

NHIAXA123...

Reset DMHRS!
Password

“OD/?%\%
O|m|~[F|=|2®

=
™ O
e

A start] (5] inbox -Micos... | @) CHCS A -KEAL.. | (53 Windos ... +| B8] AHLTA Scannin... | [3] Mcrosoft Poe... | P STROBEL, DAV

|1 tmageoorus .. [« AR OIR neepm





[image: image11]
Give the note a Title and then click on Load File.
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