Upload an ACP Document

Patients must have the following recorded in
their demographic details:

The user logged in to Bp Premier must have one of
the following entered in their User Profile:
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= AelEmes B Planning documents can L~ Toupload Advance Care Planning documents,

only be uploaded as a PDF User must have My Health Record Access
=  permission set to Allow Access.
. , L. £ Advance Care Planning X
1. From the patient’s clinical record, select My Conespandenee documeres:
Health Record > Upload Advance Care oae From Caegoy e Daechecked | Checkedty
No PDF Advance Care Planning documents found
Planning.

2. Click the Import PDF button.
o Import new Advance Care Planning document import POF
2 3. Find the document and click Open. i et Documert A s
; Date Use patient details Use Contact Details
© 4. Complete the Import details and the Caegan T
© Document Author details sections. e Semch_] | | e

Subject Advance Care Planning Sumame

© q .
= 5. Click Preview > Check the document > et icae ortctdetas
a U pload . Phone Number:
D Mobile Number

Once uploaded, a copy of ACP is saved to
Correspondence In and the action is recorded
in the patient’'s Today’s notes.

Email:

Confidertial

User reference:

Upload from Correspondence in

# Advance Care Planning X

Comespondence documents:

Date Category Subject
8 20022023 Advance Care Planning Advance Care Planning

Import new Advance Care Planning documert Impot PDF

Date checked Checked by
21/02/2023

Impot detals:
Date:

Document Author detais:
Use patert detals

Use Cortact Detals
Category: Advance Care Planning Tile:
From: Search Fist name:

Subject Advance Care Planning Sumame:

Detais Include contact detals

. In Correspondence In, locate a copy of the patient’s

. Right-click on the document and select Edit details >

. From the patient’s clinical record, select My Health

. Select the document.

5. Complete the Import details and the Document Author

. Click Preview > Check the document > Upload.

ACP.

update its category to Advance Care Planning > Save.

Record > Upload Advance Care Planning.

details sections.

View ACP in MyHR:

1.

From the patient’s clinical record, select My Health

Record > Document List

. Set the filter Document Type to Advance Care

Planning Document.

. Click Update.

Delete ACP from MyHR:

1. From the patient’s clinical record, select My Health
Record > Uploaded documents.

2. Select the document > Remove.
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