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Introduction 
This document is intended to concisely describe the new process of importing and attaching 

files to a patients chart in Aprima. This is a two part process that separates the importing document 
into Aprima from linking those documents to a patient’s chart. The acts of loading a file and 
attaching it to a patient’s respective chart within Aprima are referred to as “Document 
Importing” and “Document Linking.” Aprima has separated these two functions in their effort 
to improve the performance, reliability, and scalability of this feature.  

 

Document Importing 
Open Aprima and click on the “Desktop” menu at the top left side of the Aprima Desktop 

window: 

 
Alternatively, you can select the “Document Import Icon” from the list of icons near the top of the 
Aprima Desktop window: 

 
The “Import Files for Document Linking” window should appear. 
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When you first open this window, there won’t be any entries in the Source or Destination Folder fields. 
You’ll be configuring this once and Aprima will remember these selections moving forward.  By 
default, the “Import files for Document Linking” radial option is selected.  

 

 **WARNING** DO NOT select the “Automatically Integrate from Folder” radial option. That 
option is for a very specific process of importing and is only used for the process of converting from 
paper to electronic records; with large numbers of paper attachments for each patient. Normal 
workflow will ONLY involve the “Import files for Document Linking” radial option. 

 
Selecting Source Folder 

Click the Browse button to the right of the “Source Folder” field. A “Browse for Folder” window 
will pop up and allow you to search for the folder you’ve saved the files in that need to be attached in 
Aprima.  
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It is recommended to create a new folder on your Desktop and only use this folder for placing files 
that need to be imported into Aprima.  

 

**WARNING** - All files in the chosen folder will be imported into Aprima. Whether they are 
word documents, Adobe PDF files, Jpeg picture files, or mp3’s of your favorite band. This importing 
process DOES NOT discern one file from another. It grabs everything! That’s why it is recommended 
that you create a specific folder and only put files in this folder that need to be imported.  

 

Select your new scans folder from the list and click OK.  

 
You should now see the file path for your new scans folder in the “Source Folder” text field: 
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Selecting Destination Folder 
 The “Destination Folder” is simply a container Aprima has devised to collect all the 
documents that you’ve imported into Aprima, so that you can work through them after 
they’ve been imported into the Aprima database. These folders allow several users to 
actively import files into Aprima without interfering with each other. Each user will have 
their own destination folder, which will be named after the respective employee.  
 
To select a Destination folder, click on the magnifying glass to the right of the field: 

  
Then under the “Name” text field, type in the name of your folder and click on the Search 
button at the bottom left. Then click on the blue link shown in the “Name” column to select 
it.  
 

If you don’t see your folder in the list when you search, it may not be created yet. 
Refer to the Destination Folder creation section of this document for more 
information on how to create your folder.  
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You should now see your Destination folder in the related text field: 

 
If you’re sure you have all the documents in your Source Folder that you need to import, and the correct 
Destination folder selected, then press “OK” to process the import.  

Make sure the “Continue document linking after importing files” box is checked, this will cause Aprima 
to take you to the Document Linking window after you click “OK” to process the file import.  

Depending on the number and size of documents being imported, you may or may not see the green 
status bar load across the bottom of the window.  
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Once all the files have been imported, they will be moved to a folder within your scans folder called 
“Processed”: 

 

 This is a configuration setting of your Destination Folder. It can be set to either move the files as is 
shown here, or it can be configured to delete the source files once imported. This will be covered in 
more detail in the Destination Folder creation section. 

After the file import completes, the Document Linking window will appear and you can now work 
through the process of attaching files to patients: 
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Document Linking 
The in depth process of Document linking will be covered during New Employee training by 

that employees department. The scope of this document is a high level basic description of the 
process.  

Linking Overview 

The active Destination Folder you’re working from will be listed at the top left of the window.  

 
This section will operate essentially the same as the Old Document Linking process. Check the boxes 
for the documents you want to link to a specific patient. Change the Attachment Type and Document 
name if desired. Click Apply to attach the documents and clear the fields so you can link attachments 
to another patient.  
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Major Differences from Old Linking 

With the new Document Linking process you can click and drag to select multiple files, then 
check one of the check boxes to select all the files. After you have multiple files selected, you can drag 
them into the white “Documents to be linked window” to add them to the patient’s chart.  

 
 

Unfortunately there’s no way to delete files directly from this screen or move them to a different 
destination folder; with one exception. Aprima created two folders to deal with issues regarding invalid 
files being imported and linking a document to the wrong patients chart.   
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Ignore Destination Folder 

If you find a document was imported that you didn’t expect, you can move it into the “Ignore” 
Destination folder. This is done by selecting the file/s and dragging them to the icon that looks like a 
blue square with a red line through it, to the right of the Destination Folder field: 

 
Those files will disappear from your list of available files to attach. To permanently delete the files, you’ll 
need to switch to the Ignore Destination Folder.  Use the Magnifying glass icon to the right of the 
“Destination Folder” field and search for the name “Ignore.” 
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Click on the blue link under the “Name” column in the results and that will switch you to the Ignore 
folder’s contents. Notice that while in this folder, the icon for moving documents to the “Ignore” folder 
has been replaced by a red X. If you drag a file/files to this icon, it will permanently delete them from 
Aprima.  

 
You cannot move files out of the ignore folder, into any other destination folder, its configured to be a 
recycling bin of sorts. You have one last opportunity to attach a document that was accidently placed 
in the ignore folder, to a patients chart, otherwise your only other possible function from this folder is 
to Delete the attachments it contains.  

 
Rejected Destination Folder 

In order to assist with files that get accidentally attached to the wrong patient, Aprima has 
created another Destination folder, called the Rejected folder. Just like any other destination folder, 
files in this folder can be attached to a patient, or moved to the Ignore folder.  

To get files into the Rejected folder from a patients chart, access the Document Management 
section of Aprima. You can reach this screen from the main Aprima Desktop window, under the 
“Desktop” file menu: 
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You can also access Document Management from Patient Demographics, by selecting 
Patients Documents from the Patient file menu 

 
Accessing the Document Management window from the Patient Demographics screen causes the 
patient name to be prepopulated in the Document Management window.  
 

Once the Document Management window is open, select your patient if it’s not already pre 
populated. If you already know the Attachment type, go ahead and select that too to reduce the 
number of results.  
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Check the box of the files you need to reject and then click the “Reject” button above the list of files 

 
Click “Yes” on the warning prompt to complete the process of rejecting the files. The files won’t 
disappear from the Document Management list until you click “Search” again to refresh the results.  

 



   
 

                                                 support.paindoctor.com  1(855)245-6175    (480)563-8009 

9977 N 90th ST STE 320 Scottsdale AZ, 85258 15  Last Revised: 6-9-2016 

You can now go back to Document Linking, switch to the Rejected folder, and relink those files to the 
correct patient.  

 
 

Destination Folder Creation 
 

There are a couple of ways to create and configure a Destination Folder.  
From the Document Import screen, click on the Magnifying Glass icon to the right of the 
Destination Folder field. In the search window that pops up, click the “New” button. That 
will bring up the screen to create the new folder.  
 
For those with the appropriate level of access, you can also get the same screen by going 
to List Editor>System>Document Linking Folder type (this is where you can edit any 
existing destination folder). 
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For the folder name, type the users first and last name, separated by a period. 
Example, Han Solo would have a Destination Folder named “Han.Solo”. It’s not necessary 
to enter anything into the “Notes” field but it would be useful to enter something here for 
Destination folders not directly assigned to a user.  
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By default, the option for behavior “After importing files” is set to “Move” rather than delete. 
This is to prevent the accidental deletion of patient attachments after being imported. You 
have the option to keep a local archive of attached files; however, unless properly managed by 
the individual user, one could easily fill up their hard drive and run into trouble.  

It’s recommended to avoid setting the “Maximum files to process” to more than 200.  

 


