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Important Content Update Message
We are currently updating the OP Help Center content for the release of OP 20. OP 20

(4 (official version 20.0.x) is the certified, 2015 Edition, version of the Office Practicum
software. This is displayed in your software (Help tab > About) and in the Help Center
tab labeled Version 20.0. We appreciate your patience as we continue to update all of our
content.

How do | add a document to an
external device (USB thumb drive,
external hard drive, etc.) ?

Last Modified on 02/10/2020 9:23 am EST

Overview

Note: Before saving a document to any external device, be certain it is connected to your
computer. Also, please follow any HIPAA regulations accordingly before transferring any

documents to an external device.

Any printable items within OP can be sent as file to an external device that is connected to your
workstation. Please set your output options to Preview or Print prior to sending the document to the

connected external device.

Sending a Document to an External Device using the Print Button

There are multiple ways to send a document to an external device. One way is to use the
Print button. To send a document (like a PDF) to a connected device (USB drive, etc.), perform the

following steps:

1. Open the document or window that you wish to print. Any window with a printer icon will allow
some or all of the information in that window to be printed.

2. Select the printer icon in the active window. If you ware in the Manage Documents window,
select one of the options that appear in the dropdown when the Printer button is selected
(Print Selected Record, Print Selected Record (with info), Print All Records (with info)). The
Print window appears.
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& .2 Print Selected Record
é__-',g. Print Selected Record (with Info)

(;1 Print All Records (with info]) — Ctrl+P

3. In the Print window, select thePrint to File checkbox.

]
Type:
Where:

_P'EIQE R.Elr‘l-gr.: _Cup;r.:b
& Al Mumber of copies:

i~ Current Page
Enter page numbers and/or page ranges

separated by commas. For example,
1,3,5-12.

Print |All pages in range

v —Print to File

Type: IPDF File

Where: I*-Ddf
[T Open File

4. Select the file type to be printed in the Type dropdown (PDF, Bitmap, JPEG, GIF, etc.).

v —Print to File

Type:  |PDF File vl |

Where: I*-l:ldf _I
[T Open File

5. Click the Save As Location (..) button next to the Where field.

v —Print to File

Type:  |PDFFile |

Where: I*.Ddf _I
[T Open File
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6. Select the Removable Disk/Device location.

T = * This.. » RemovableDi.. » v G Search Removable Disk (E:)

Organize » New folder = =
[® cnuser (tra-bder »  Name Date modified

% Deskt,

g;; op t 10/2/2015 9:22 AM

. Docurlnev; s 9/28/2015 2:54 PM
ownloads 3/29/2018 12:10 PM

_ﬂ Music

_El Pictures

j Videos

S Local Disk (C3)
g% home (H:)
g common (M)

L

File name:

Save as type: | PDF files (*.pdf)

(4 Hide Folders

7. Enter the document name in the File Name field.
8. Click the Save button. The path where the file will be saved will appear in the Where field.
9. Click the OK button. The Medical Disclosure Tracking window will appear.

W —HTINT T0 File

Type: IP‘DF File j

Where: IE:‘I.ChartImagESz.de _I
[T Open File

OK I Cancel |

10. Click the OK button. The file will be saved onto the external device.
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Select which medical records are being printed or released.

Patient Encounter Note P Scanned Documents
School Physical Exam

Immunization Record

Referral Letter

Pre=scription

Event Chronology W

Recipient of the records being released: |In house: file copy

Additional recipient information:

Who authorized this request?

Staff member who processed this release:

|\/ OK |3< Cancel |

Export as an Image or Page from the Manage Documents Window

There are multiple ways to send a document to an external device. One way is to Export a document
from the Manage Documents window by clicking the Export button.To export a document to an

connected device (USB drive, etc.) as an image, perform the following steps:

1. Click the Docs button.

2. Locate and select the image you wish to export.

3. Select the Export dropdown and choose either Export Image or Export Page. The Save to File
window appears.

[F Export Image

Q Export Page
:_,l' Export Document

4. Select the Removable Disk/Device location.
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i) =
@ * 1 o= * This.. » RemovableDi... » v O Search Removable Disk (E:) 2
Organize = New folder B= - (7]
3 H‘“ cxnuser (tra-bder * Mame : Date modified Type

© | jg Desktop

| F| Documents

B j Downloads

[ jD Music

[ E Pictures

13 _. Videos

» & Local Disk (C:)

| [ = Removable Disk |
> Lg¢ home (H:)

b L common (M)

10/2/20158:22 AM  Filefolde
9/28/2015 2:54 PM File folde

v € >
File name: v
Save as type: | BMP files (*.bmp) ~
(= Hide Folders | s || Cancel

5. Enter the name of the file into the File Name field.
6. Select the file type in the Save as Type dropdown.
7. Click the Save button. The image will be saved to the removable external device.
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