
Made with Scribe - https://scribehow.com 1

How to Upload and Manage Files

This guide provides a walkthrough for navigating a file uploader. Follow these steps
to efficiently upload images, manage file selections, and clear unwanted items from
your upload queue.

1 Click here to access File Manager
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2 Click this image.

3 Click "Click or drop files to upload". Select the files from your computer that you
want to attach to this patient



Made with Scribe - https://scribehow.com 3

4 Click "X" once you see your files/documents

5 Click here to open attachments. Do not use the + to attach multiple attachments
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6 Click here. Click to Add button

7 Double-click here. Double click the files/documents you want to attach
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8 Double-click here.

9 Double-click here.
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10 Click here. Click the Add button

11 Click here.
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12 Click here.

13 Click here.
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14 Click here. Go back to File Manager to delete the previously selected files before
you switch to another pt.

15 Click this image.
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16 Click "X" to remove the files that you no longer need

17 Click "X"


