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Purpose:  Steps to add a document for a read and sign in the MTS system.
Procedure:  

1. Add new document

1.1. Log into the MTS system

1.2. Select “Content” at the top of the screen

1.3. Select the “Integrated Hospital Laboratory of Windsor Essex”

1.4. Scroll to the Read & Sign

1.4.1. Select the + (add) icon on the right 

1.5. A box will open up, select document and name it.

1.6. A blue link will be created

1.7. Select the link to add the document

1.8. Scroll to the bottom and select the “edit” button

1.9. Select the “browse” button and locate the document
1.10. If a request for a read receipt is required, check the box

1.10.1. The wording of the read receipt instruction can be changed if desired.

1.11. Select “Save Changes”.

2. Update the document
2.1. Follow steps 1 through 7

2.2. Scroll to the bottom and select the “New Version” button

2.3. Select the “browse” button and locate the document
2.4. If a request for a read receipt is required, check the box

2.5. The working of the read receipt instruction can be changed if desired.

2.6. Select “Save Changes”.
NOTE: This is a CONTROLLED document as are all system files on this server.  Any documents appearing in paper form are not controlled and should be checked against the server file version prior to use.


