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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. 

 
 

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. 

 
 

 
 

4. From Media Manager, select Add New Media 

 
 
 
 

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. 
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6. Click Scan. 
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7. Click File and select Import File from the dropdown menu. 

 
 

 

 
8. Click Downloads and select PDF File from the dropdown in the lower right corner. 
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9. Select the document and click Open. 

 
 
 
 

10. Select Index Any Document and when the pop up appears, click OK. 
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11. Click Upload Images and the file is now successfully uploaded! 

 
 
 

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


