Mychart sending PDF’s & Questionnaires ?mm

1. Open your Inbasket and click on Patient Msg

Ch Patient Msg

2. Enter the patient you wish to send the message to. Update the Subject Line.

Patient Message

Regarding: Pain Test

Subject Line

1l
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Text you want the patient to read

3. If you are setting this up earlier than you wish to send out, you can delay the message to send on a
specific date. You can also request a notification if the patient hasn’t read the message by a certain
date.

4. On the right side of the message screen you will see options to add an attachment or a questionnaire
to this message. Click the Add button for the one you wish to attach.

Dates

Delay sending until

Motify me if not read by
25/122020

<
&

Tasks & Attachments

Attachment o Add
General Questionnaire o= Add

History Questionnaire 4 Add
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5. Attachments will automatically only show the PDF’s listed in a patient’s media tab in Epic
to attach anything from your computer you need to click Browse.

. If you want

|;| Test, Pain [43009061] - Media Selector
4 & &l g ~
Filters = | Thumbnail View  Detailed View Browse Settings | Refresh
All Media
|Dat... ¥ |Document Type |Descriptiur1 |Enc Date File Attached To
[§s 10/12/2020 Patient Entered ... 10M12/2020  10/12/2020 Patient Message w
[gs 10/12/2020 Patient Entered ... 10M12/2020  10/12/2020 Patient Message w

6. To find the path to your computer, click on ‘This PC’. A window should pop up asking if an online
application can access files on your computer. For this to work, you need to click ‘Permit all access’

[ [aa] Open
| & - 4 EJ » ThisPC » v | @ Search This PC
Organize = 5
~ g Quick access “ Tolders 16)

[£| Documents

1= Deskt

‘. Dl " l =il Citrix Receiver - Security Warning 2

E=| Pictures ﬁ - § An online application is attempting to access

usic :
> [ This PC | files on your computer.
¥ Network ~ Network locations (2)
ICP Chnical Trials (V:) — Black access
?A" 137 GB free of 4.63 TE 1E?I;r'u:t permit the application to read or change your
—> Allow reading only
The application cannot change files.
$ —> Permit all access
] Do not ask me again for this site. -
File name: rted Fil
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7. Once access has been given, click on the C drive for your computer — it will be labeled Local Disc
(C: on {computer asset number here})

| [ open x |
o v @ » ThisPC » v O Search This PC ¥+l |
Organize ¥ EE~ @ @ |

N ]

# Quick access ¥ balders (o)

ﬂ Documents -

Desktop |
< Downloads b 4 . 'Al
=] Pictures +

' Downloads m Music
3 This PC

o Reniork | Pictures ﬁ Videos

~ Devices and drives (4)

Documents

Local Disk (C: on TOHSITSL202582) NeswarkcDive (W on

-~ W TOHSITSL202592)
Local Disk (C:)
(ST CD Drive (D:)
L 11.9 GE free of 30.5 GB oy
~ Network locations (2) ¥,
File name: v| All Supported Files b
8. Click on Users
Organize = Mew folder
Fa
Mame Date modified Type
7 Quick access
i Intel 13/08/201612:44 ... File folder
[=| Documents 4 b )
Logs 13/02/2076 8:21 AM  File folder
Downloads o S B :
‘ MIMIMNT 22/03/2017 328 PM  File folder
= Pictures o 0365 22/12/2015 257 PM  File folder
z T35S TSt PR = 3
E This PC QEM Software & Drivers 2222015 2254 PM File folder
PerfLogs 26/05/2020 414 PM  File folder
¥ Network Program Files 26/05/2020 420 PM  File folder
Pragram Files (x26) File folder
ternp 23/12/2020 8.3 File folder
26/05,/2020 823 AM  File folder
Windows : oL -co oM File folder
Type: File folder '
Date modified: 26,/05/2020 &23 AM
Folders: Default.migrated, defaultuserD
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9. Click on your user name

Organize »

Mew folder

Mame

3 Quick access

E] Documents o
‘; Downloads
| Pictures o
|;:| This PC
d Metwork

Default.migrated
defaultuserl
helper
jwaccaropr

Public
TOH202582

Date modified

22/03/2017 10:48 ...

26/05/2020 8:28 AM

15/2020 8:28 AM

2020 8:27 AM

Pl bral

/2020 8:28 AM

2020722 AM

2020 4:20 PM

2020 8:27 AM

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder

10. You will now find your computer Desktop, Documents and Downloads

Organize »

j Documents

q'v Downloads

Mew folder

MName

7 Quick access

.cisco

- 3D Objects

[5] Contacts
[&=] Pictures B Deskiop
[ This PC % Documents
; Downloads
P ook ¢ Favorites
# Links

11. Find the document you wish to attach

Organize -

r Cuick access

j Documents

Mew folder

Mame

[_| Access Sandbox - 5BX
"\ Access Sandbox - SBX

12. Once the attachment shows up in the Epic window, enter the document type and name

Description:

Selected Media:

A ==
PDF

Access Sandbox -

Document TYpe:  Trial Consent
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13. Click accept and the PDF is now attached to the In-basket message

14. Once sent, the attachment will show up in the patient message as demonstrated below

Q Jennifer Laurin
23/12/2020 10:18 AM

Subject Line

& Access Sandbox - SBX

i

7] Patient Health Questionnaire (PHQ-9)

Text you want the patient to read
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