Scanning
In the patient file go to correspondence in tab

Scan button

The scan screen will appear but most fields will be grayed out

Put document in the scanner 

( Choose Grey (Band W is not very good quality and color makes file too big)

Hit scan button

It will scan and then the document appears similar to below

Put tick in View normal size box 

Select document date

Select a category eg. Referral, Care Plan, Report

Hit the search button and select the sender form the address book

Subject line is a one line summary of the document

Enter your initials in the user ref section 

Save 
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