EMIS instructions to attach a Data Protection Summary to the Docman files

access medical records 

 

select N- Print/Export from the top menu

 

From the drop down options select - Defined

 

On the next screen - ensure all the options are ticked

 

select the "export" button and HTML format

 

choose where you want to save the file (the desktop is probably easiest) - but choose the NO option for exporting the scanned documents.

 

When complete - select the file from your desktop and move over to drop a document and file as normal in DOCMAN

 

Please remember to delete the document from your desktop after saving into Docman.

