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Notes:
- Only use capital letters.

- Never create a different image category.
Call Mariann Schuessel or Nicole Lewis if
you are unsure of how to label a
document.

- Use the date format provided by
DocuTAP (MM/DD/YYYY), and change
the "unknown" text to the

proper document name.

- Place all images related to a work injury
in the "WORK INJURY #" folder. If the
patient has multiple work injury visits, place
in correct folder.

- Place all images related to a work visit in
the "WORK VISIT #" folder. If the patient
has multiple work injury visits, place in
correct folder.

- Assessment and Retail are not placed into
the “Work Injury” or “Work Visit” folders.

- If a patient is paying for the DOT physical
out of pocket, place in the “Physical” folder.
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