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SystmOne QRG – Scanning in on SystmOne 

Introduction   
   

• This user guide has been created to show system functionality not clinical processes and 

should be used in conjunction with the relevant Standard Operating Procedures (SOP) for 

your appropriate service  

  

• Any changes will be updated and published online, and staff should be aware that any printed 

copies of the guide are only correct at the time of printing and should constantly check the 

online version for updates  

  

• The following support materials are available from these locations:  

Course: Online System Resources (cpft.nhs.uk) 
  

• When in SystmOne you can press F1 for Help (or choose Help on the Menu at the top of the  

screen) 
  

  

 

 
 
 
 

Revision History 
 

Revision date Version Summary of Changes Author 

09/04/202 1.0 Initial Draft Megan Moore, Emma 
Tester 

    

 

Approvals 
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15/07/2025 1.0 
  

   

 

 

 

https://learning.cpft.nhs.uk/course/view.php?id=2360
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Scanning Documents on SystmOne in Acquired 

Documents 

 
Follow the steps below to scan and upload documents on to a patient record on SystmOne.  
 

1. Login to SystmOne and open the relevant unit  
 

2. Open Acquired Documents by clicking on to the Doc’s Icon 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click Scan Images to load your documents from your scanning folder.  
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4. Under New Batch Enter the batch name for the scanned documents.  
This can be left blank and it will default to your initials and current date and time. The Batch 
owner will default to your name.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. If more than one scanning folder is set up, they will appear below. Select your scanning 
folder by clicking Use this device. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The pop up below will appear to show the progress of the documents being imported from 
the scanning folder.  
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After importing, the documents will be displayed in the Acquired Documents section. Multi-
page documents will be shown with pages arranged side by side. When multiple documents 
are imported, each will be listed on a separate line below the previous one. 
 

6. If you want to merge multiple documents so they upload as a single file, hold down the Ctrl 
key and click to select each document page or click Ctrl and letter A to select all. Make 
sure to select the pages in the exact order you want them to appear in the merged 
document.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Then click the merge icon  
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Processing Scanned Documents, uploading to patient 

Records 

 
 

1. To add documents to the patient record, select the documents you wish to add and click on 
the icon to process the document.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The System will use OCR to read the document to pull through any Patient identifying information 
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2. The Patient details identified will be added to the information boxes on the left. If the patient 

have not been identified click on the patient icon to search for them.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on Letter details to check and confirm the details i.e. Type  
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4. Work through the rest of the boxes on the left to complete any information needed e.g. sender & 

recipient 
 

5. Once all the information has been competed, click on confirm in the top left  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

6. The Scan Action screen will display, Select Complete and click Ok at the top to continue.  

 

Hint: You can use these buttons 
to autofill patient details or this 
organisation details 
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You will then be returned to the Acquired docs pages, which will now appear blank and saved 
documents will have been removed from your scanning folder.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  The document will be added to the patient’s communication and letters  

 

 

 

 

 


