
 
1. Click on Attach on the Clinical Toolbar. 

 

 
 

2.  
a. If your picture is saved on your computer, click on Browse and select the document.  

 
 

b. If you have a scanner hooked up with Optum, click on Scan. 
 

 
 
 

3. Make sure the Document Type is Clinical and select Sub-Type. Click on drop down to view 
choices. Click on Encounter to select date. Enter description under Document Name and 
Document Date. Click Yes for Marked Sign. Click Add Document. 
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