xiv.  Policy and Procedure for Scanning Paper Charts into EHR
This policy and procedure provides an efficient guideline for staff to take the remaining paper charts in this office and upload them to the EHR in an organized manner.  The procedure may be modified by another office based on differently organized paper charts. 
Start at left side of chart
· Health History –scan in with this header
· Medication List -      "
· Preventative Log -      "
· Diabetic Flow Sheet -     "
· Immunization Sheet -      "
Right side of chart
· Progress Notes going back 3 years prior to the current year.
· Scan Progress Notes grouping by year with "Current Year/ Progress Notes" as the header.
· Scan Progress Notes for the current year with "Current Year/Progress Notes" as the header. Front and back of pages included in scanning.
Left side of chart, 2nd section
· Labs going back 3 years prior to the current year.
· Scan Labs grouping by year with "Current Year/Labs" as the header. 
· Scan Labs for the current year with "Current Year/Labs" as the header.
Right side of chart, 2nd section
· Reports going back 3 years prior to the current year.
· Scan Reports grouping by year with  "Current Year/Reports" as the header.
· Scan Reports for the current year with "Current Year/Reports" as the header.
