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These summary sheets are designed to supplement Train IT Medical course delivery.   

For purchase of comprehensive training manuals or training options, contact Train IT Medical. 

 

External documents may be scanned or imported into a patient’s file directly or via the document 

holding bay. 

 

DIRECT SCANNING 

• In MD3 open patient record →select document tab 

• Click on scan and enter document details (date, type, description 

etc) →OK 

• Click yes or no if it is a single sided document 

• Click yes or no to more pages to be scanned 

 

 

SCANNING INTO DOCUMENT HOLDING BAY 

• Open HCN Maintenance → Database Tasks →Medical Director 

• Double click Document Holding Bay icon and enter password 

 

                    

 
 

• Click on scan and enter document details (date, type, description etc) →OK 

• Click yes or no if it is a single sided document 

• Click yes or no to more pages to be scanned 

• Highlight document in top part of screen and preview it on lower part of screen 

• Click assign and search for the patient’s name from MD list 

• Highlight patient’s name and click OK 

• Highlight document (s) to be stored and click on store button to move it to the patient’s record 

and remove it from the document holding bay.  

 

                              
 

IMPORTING EXTERNAL FILES INTO THE DOCUMENT HOLDING BAY 

• Open HCN Document Holding Bay → Database Tasks →Medical Director 

• Double click Document Holding Bay icon and enter password 

• Click on import and select documents to be imported from other location within the computer 

• Highlight document in top part of screen and preview it on lower part of screen 

• Click assign and search for the patient’s name from MD list 

• Highlight patient’s name and click OK 

• Highlight document (s) to be stored and click on store button to move it to the patient’s record 

and remove it from the document holding bay.  

 

 

 


