
Add to File Cabinet 
 

1. To add an item to a patient’s file cabinet, go to the patient’s account.  
 

2. Once in the patient’s account, you can either upload the document of your choice or 
drag and drop to deliver the document to the patient’s file cabinet. Choose File 
Cabinet.  

 

 
 

3. If you would like to upload a file, choose Upload Files. Your screen will change to 
allow you to choose from your saved files.  
 

 
 
 
 
 
 



 
4. Choose the file from your computer you wish to upload into the patient’s file cabinet.  
 

 
 

5. You will see your document listed in File Name once the upload is complete. Use the 
Actions buttons to edit the file name, add a category or add a comment. Other 
Actions allow you to print the document or download the document. 
   

 
 

6. You can drag and drop a document into the File Name area.  
 



 


