FRONT DESK RECEPTIONISTS
ScriptAid

Password: ScriptAidTutorial (Use for link below to view video tutorial)
https://player.vimeo.com/video/700082481

Uploading Photos from ScriptAid to EPIC

1. Click the “PDF button” to download the image.
T Script \ Home 4 Send Lists =

Requests sent by Dorien Saunders

@ View all requests list

Show| 5 v|entries Search:

Cell phone Date + Status Language Script Sent by

My ScriptAid ~

Q

(856)-449-3107 1/31/2022 11:23:17 AM EST @ Uploaded English J Preview |& Dorien Saunders

Showing 1 to 1 of 1 entries

2. Clicking the PDF will automatically save it in your downloads folder with the cellphone

number being the name of the file.
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3. Find your patient in EPIC and click Media Manager.

RNS DIAGNOSTIC -

CooperCare Production — ANNA BOBB

AmIOn-On Call il Lexicomp g, Appts Media Manager §4 Schedules ~ §&f Billing Activities »~ [5] Work Lists

4. From Media Manager, select Add New Media

Media Manager - Johnson, Anne

28 Thumbnail View | £ Refresh

@© Filters

21841580] DOB: 7/17/1964

[2) Scan Multiple | #' Editinfo v X Delete £+ Switch Patient (¥] Ext Result O Search Patient Chart

5. Select Outside Order as the Document Type and click Find Orders to select the
order to associate the script with, select the correct order, and click Accept.

M{

E'

m—)

Add New Media X

Outside Order

</ Selected Patient:

)
'

O Find Orders | 4 Add External Results

No orders selected

Do

Select a document type bed
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Select Orders

X
A

[ In process

[ Preliminary result

[ Final result

[ Edited

[ Edited Result - FINAL

Order Type A

[ Admission
[ ADT Transfer

[ Advance Prep Placeholder
Medication

[ Allergy/Immunology Services
[ Anesthesia
[ Art Therapy
M AcnRAVA

o

Search

All orders have been loaded. Sorting is enabled

CSN Date/Time

&

Ancillary Procedure on 05/06/202

Ancillary Procedure on 03/24/2025

oogo

o

Ancillary Procedure on 02/14/202

O

Ancillary Procedure on 02/14/2025

M
uJ

Ancillary Procedure on 02/06/2025

ription
MRI LUMBAR SPINE WO CO
XR LUMBOSACRAL AP OBLI
US BREAST RIGHT LIMITED
Bl MAMMO DIAGNOSTIC W

BIMAMMO SCREENING W T

Orders selected: 0f + Accept §X Cancel

= e

Order Status

MR ORDERABLES Active

DIAGNOSTIC IM Completed
US ORDERABLES Completed
MAMMO ORDER... Completed

MAMMO ORDER... Completed

>

6. Click Scan.

Add New Media

+« Select a document type
Qutside Order

+ Selected Patient:
[ ]

O Find Orders
Ancillary Procedure on 5/6/2025 [1078912339]

MRI LUMBAR SPINE WO CONTRAST on
51612025
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7. Click File and select Import File from the dropdown menu.

% Cooper Health System OnBase-Epic Integrated Scanning - Front Office Scanning - o X
| File Edit View Window Help
PMEEEA/AK|THE O
Select Configuration...
|
View Pending Uploads...
Manage Signature On File...
No image available
Exit
Dariment Panel<) Nate Pendinn v
Acquire image(s) from a file Page 0 of 0 NUM
8. Click Downloads and select PDF File from the dropdown in the lower right corner.
e = &
@ c ; =
| File Edit Window Help fiagnos
SSERSrAa/OKd PINEEHERQTHE O Brpt Ph
Avaiable Data Sets: SrptPh
See Keyword Panel Below & % Open x |
litrasov
<« v 4 ¥ > Downloads C » tpa Far
Organize v New folder =- o @ .rpa Far
R o Name Date modified Tpe Size | :"
< fpa Far
W) Gallery Last month
8] Screenshot 2025-04-24 081809 4 PNG File 9%2Kk8 [paFat
Scan De Rescan P > @ Anna - Cooperl
v Earlier this year
Store images as:
@ MRIABDOMENMARIEQUIGLEY PNG File
Index Any Document. [0]
Gl Desktop  # [) MRIABDOMENWOAUTH PNG File
[#) JaNE PG File
Shared »
© Music »
3 Videos +
Desktop
File name: v| ImageFiles (* if, ~bmp, *.img) |

Ready to scan

Nacument

Danelel

Nate

Pendinn v

Page 0 of 0
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9. Select the

document and click Open.

v o 4 > Downloads > Search Downloads L
Organize v New folder = o e
A i Name Date modified Type Size
v Toda
| Gallery y
8562856188 5/6/2025 10:35 AM Adobe Acrobat D... 2,510KB
> @ Anna - Cooper |
v Last month
(#) 6094152006 11:30 AM Adobe Acrobat D... 2,144K8B
M Desktop  # [® MBEAN XR 4 9:43 AM Adobe Acrobat D... 16 KB
& Downloads # v Earlier this year
Shared » j hart 3 Adobe Acrobat D... 155KB
& 3.17.25. A - : 3 Adobe Acrobat D... 216 K
© Music ’ D 3.17.25.WEDUL.CAPE-AMI.c PAR jobe Acrobat D 1 KB
@ 3.17.25.MERRITT.CAPE-AMI.c PAR 3/12 Adobe Acrobat D... 1,306 KB
i3 Videos *
@ 3.17.25.HILL.CAPE.c PAR 3 Adobe Acrobat D... 1,415KB
Desktop
3.17.25.FITZPATRICK.CAPE-AMI.c PAR 3 Adobe Acrobat D... 785 KB
File name: | 8562856188 ~ | PDF File (*.pdf) N
10. Select Index Any Document and when the pop up appears, click OK.
@
File v W Help |
SSEOBB /&K 4 b DIE EIO)
Avalable Data Sets
See Keyword Panel Below 4 |
1
1
1
1
Scan Delete P .
Store infiges as:
e 2l No image available
Upload Images Discard Images
Naciiment Panel<) Nate DPendinn v
Page 0 of 0 NUM

Ready to upload or scan more pages
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Service Date: | 5/ 6/2025
Effective Date: | 5/ 6/2025
Received Date: | 5/ 6/2025

S5ERG|r2/OKIPIEBERRTEO

Available Data Sets:

See Keyword Panel Below

Scan

Store images as:

index Anyggimert 1]
No image available
Upload Images Discard Images
[ —— Panafc) Nate Pendinn ¥
Ready to upload or scan more pages Page 0 of 0 NUM

12. Once the file has been uploaded, go back into Downloads and delete it, and empty
your recycle bin.
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