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Welcome and Today’s Agenda

e Paper to Electronic File Transfer Process

* Filling out the Documentation Request Form
* Accessing the Secure File Transfer System

* Downloading and Saving Files

* Uploading Files

e Deleting Files

e Helpful resources
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Paper to Electronic File Transfer Process

 Use the Documentation Request Form to request an
electronic version of patient charts/files/information

* Files will be scanned into the IMITS Secure File Transfer
System

* You will receive an email with a link to the IMITS Secure File
Transfer System once the documentation is uploaded
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Filling out the Documentation Request
Form

e Select you site at the bottom of the Excel Workbook

T
Remote Patient Care
. BC MENTAL HEALTH
Documentation Request Form & SUBSTANCE USE SERVICES
Provincial Health Services Authaority
Instructions:

This form is used to request any documentation to be scanned to support remote patient care.
Please email this form to your site administrative contact or nurse. If you do not know who to email, please contact your site for directions.

FPH Request Form HCW Request Form

FPSC Request Form
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Filling out the Documentation Request
Form

* To select the priority of your request, click the information field, then click
the arrow that appears
e Select an option from the drop-down menu (high, moderate, low)

Requester Information™
* Please note all fields in the section is required

Full Name: Preferred Phone Number: /
Role: Health Authority Email: / 2
Site: Priority of Request: \ -]

Requested Information

Patient Information *
Patient Name: | Patient PHN: |
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Filling out the Documentation Request
Form

* To select the forms you require, click a grey rectangle, then click the arrow
that appears

e Select an option from the drop-down menu

20 Clinical Documentation Information*
21 * Please select a form name from the drop-down lists below. Click a grey rectangle in the relevant

22 form categories to reveal a drop-down arrow. Click the arrow and make your selection.
23

24 Intake Assessment
25 Medication Orders

26 Laboratory Reports /1 //2
27 4 y

Medication Reconciliation /PharmaNet A
Medication Orders

Intramuscular Tracking Sheet

Laboratory Reports 3

Mental Health Act Certificates

Face Sheet

Initial Intake Assessment Report - Case Manager
Initial Intake Assessment Report — Provider M =
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Accessing the Secure File Transfer
System

* Optionl
— Click the link in the email sent to you after your documents are
uploaded to the IMITS Secure File Transfer System website

— The link will take you to the Secure File Transfer System
— You will not need to enter login credentials
— You will only see the specific documents referenced in the email
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Accessing the Secure File Transfer

System

* Option 2

— Go to https://sftp.phsa.ca/Weblnterface/login.html

— Use your health authority email and password to login
— Do this to access all of the documents that you have requested

imits

VCH/PHSA/PHC Email address or vendor account

Password

[J remember Me

Login
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https://sftp.phsa.ca/WebInterface/login.html

Downloading and Saving Files

REMINDER: This service is for TRANSFERRING files NOT STORING files.
Files over one week old will be AUTOMATICALLY DELETED.

imits |

{i¥ jordyn.baldry@phsasca ' =

—
= Create Folde - B Download . ¥ User Options B8 Search U Paste EL Upload &3 Rename

@ pelete P8 share = Add To Zip-File Basket = Show Basket g Logout

= d files... Drag & drop files here to upload
[57] Thumbnail Wiew

Clear 5% Select :=sShow 100 items on page

Filter: |

1 Items (1 Files) 100.01 MB available
Size Modified Keywords

MName
| " Test Document.docx 11.1 KB 05/06/20

1

Do you want to open or save Test Document.docx (11.1 KB} from sftp.phsa.ca? Open Save Cancel 4
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Uploading Files

REMINDER: This service is for TRANSFERRING files NOT STORING files.
Files over one week old will be AUTOMATICALLY DELETED.

imits? )

{it jordyn.baldry@phsa.ca ' &
& User Options B8 Search [ Pac'e B Upload & Rename

© Delete P8 Share & Add To Zip-File Basket = Show Basket [ Logout

= Create Folder & Download

= d files... Drag & drop files here to upload
[7] Thumbnail View

Clear %% Select ;=Show 100 items on page

Filter: |

imits

= Create Folder [ Download

4 User Options B Search [@Paste €} Upload EiRename @ Delete P® Share ¥ Add To:

S PP —
1

FUTTRR N .

load ~ x Cancel (@) Overwrite Al I Resume All < Share Uploaded il Remove +

q

tick Filter...

Add files to upload...
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Uploading Files

tmits

® Create Folder W& Download

[ ] - 4 o TR - Py

' Files to uplogd

. X Upload ~ Cancel €4 Overwrite All Iy Resume All

Y Quick Filter...

&
e}h /TEST DOCGUMENT #2.docx
. 05/14/2020 11:50 AM

3

B Add file

4 User Options Bi Search [fiPaste @, Upload &3 Rename

T R —

=% Share Uploaded

11.4 KB

© Delete P® Share T Add To Zip-

Wl Remove

Q

X Upload @ Remove |
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Deleting Files

REMINDER: This service is for TRANSFERRING files NOT STORING files.

' m 1 ts Files over one week old will be AUTOMATICALLY DELETED.

{i¥ jordyn.baldry@phsa.ca | &

= Create Folder & Download . User Options B& Search [jjPaste B, Upload SiRenaiie © Delete B Share "B Add To Zip-File Basket ®f Show Basket [ Logout

= d files... Drag & drop files here to upload

Filter: | Clear %% Select :=Show 100 items on page [7] Thumbnail View

1 Items (1 Files) 100.01 MB available

Name Size Modified Keywords
E‘ " Test Document.docx 11.1 KB 05/06/20

1

* Delete documents from your computer AND recycle bin when you no longer need them
* If you need to keep a document for more than one week:

— Download the file

— Save the file to an encrypted hard drive or encrypted USB

— Delete the file from your computer AND recycle bin
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Helpful Resources

* Thereis a 15-minute IMITS Secure File Transfer Training online
course to take and can be found on the LearningHub.
(https://learninghub.phsa.ca/Courses/8388/imits-secure-file-
transfer-trainingIMITS Secure File Transfer Process)

e |MITS Secure File Transfer Process

Seaure File
Transfer Process

 Documentation Request Forms (FPSC, FPH, and HCW)

Documentation
Request Form
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https://learninghub.phsa.ca/Courses/8388/imits-secure-file-transfer-training

Y

BC MENTAL HEALTH
& SUBSTANCE USE SERVICES

Provincial Health Services Autharity

Thank You

Questions and concerns can be emailed to
bcmhsus_ VH@phsa.ca
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