NorthEast Monitoring Inc. Part Number NEMMO11 revision A (June 4, 2003)

ARCHIVING
PATIENT REPORTS
ONTO CD

The backup program built into the Holter LX software can be used to archive
patient reports onto a compact disk using Roxio Easy CD Creator software. Dur-
ing the procedure, the patient files are copied from the system’s hard disk, com-
pressed, and saved to CD. There are two requirements: (1) the Roxio software
must be installed on your system’s hard disk and (2) your system must have CD
drive that can write to CD.

As a general rule, each 700-MB CD can hold about 10 to 15 full patient reports
(called “Full” in the backup settings), including 24 hours of editable ECG, or
between 200 and 300 partial records (called “Reports” in the backup settings)
that include the entire Holter report, but not the full editable ECG.

You have two options for backing up:
* copying a group of zipped patient files at a single session onto a CD, using a
format that is more likely to be accessible by any computer system; or

* copying zipped patient files at multiple sessions to a CD that is considered a
direct device, using a format that perhaps will not be supported in the future.

Note: We recommend that the former approach be used when backing up
patient reports for permanent archival. It is more likely to result in files that
can be read in the future and does not allow accidental over-writing of
previous files. That approach is described first in the following documentation.

Backing up on CD in a single session

The procedure consists of three steps:

1. using the Holter LX Backup software to compress patient files and save them
in a temporary location,

2. using Roxio software to copy the compressed files to CD, and

3. deleting the compressed patient files from the temporary location.
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Archiving Patient Reports onto CD

Compressing Holter data for
backup

To start the backup procedure:

1. Launch the Holter LX software.

2. Select File > Patient. Click List to open the
Patient list window.

3. Click Backup to open the Backup window,
which displays the Backup tab.

4. In the Destination field, enter the device
and directory in which backed-up files will
be stored temporarily. Use c:\nm\backup.

Archive destination [CiNMBACKUP =

Archive destination field in Backup window

5. In the patient list, click on the patient report
you want to back up; if your patient list is
longer than the window display, use the
scroll bar to display additional patient
reports. To back up multiple sequential
patient reports, click on the first report to be
backed up, then drag down to the last one
you want backed up.

6. With the appropriate patient(s) selected
(that is, highlighted), click Backup again. A
small Backup status window opens, dis-
playing the current compression step.

Copying to CD

To copy the zipped files produced by the
backup program onto CD:

1. Insert a blank, writable CD-R (not CD-RW)
into the drive.

Note: Although it is possible to use a CD-RW
for backup, it requires a prolonged
formatting period and is more expensive.
Because the backup procedure is intended to
be permanent storage of patient records,
there is no advantage to using CD-RWs.

2. Ifan Explorer window opens asking how to
proceed, select the choice “Create a CD
using Roxio Easy CD Creator” to launch
the Roxio Easy CD Creator software. If an

CD Drive (D:) X

Windows can perform the same action each time you ingert
adisk or connect a device with this kind of file:

(%3 Blank CD
Wwhat do you want Windows to do?

~'y Open wiitable CO folder
uzing Windows Explarer

Q Take no action

& Backup
Cnm'pat'fidatacard.dat -->C:NMBACKUPW0D102.zip ...

[ &hways do the selected action.

| [ owmt | |

Backup window displayed during compression

0K H Cancel ]

7. When compression is complete and the
files have been transferred to the
\nm\backup directory, the status window
closes. You can continue with formatting

Explorer’s CD Drive window

Explorer window does not open, launch the
Roxio Easy CD Creator from your Start >
Programs menu.

the CD.

Note: For details about what files get
compressed and assigned file names, refer to
the “Managing Patient Reports” chapter of
your Holter LX operator’s manual.
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Backing up on CD in a single session

3. The Roxio main menu appears. Place the
cursor over the button labeled “make a data
CD” so that additional menu choices appear
as shown below.

appears. Type the label you want for the CD
in the Volume Label field.

Make sure that “Joliet” is listed in the File
System field. If it is not, select it from the
list of choices.

{ directtdss

Format a directCD dise, so you can drag files to a CD
using Windows Explorer.

7. Click the radio button labeled
“Mode 1: CDROM.”

8. Press OK to close the window.

9. Within the Data CD Project

window, the “Select source

| Share or archive your computer filas such as images,
A documents, spreadsheets, and presentations on CD
in the most compatible format.

Cu® ),

Use yaur DVD recordable drive
to store up to 4.7 GB of data.

Main menu of Roxio Easy CD Creator

4. The middle menu choice is “data CD
project.” Click that. The Data CD Project
window opens.

files” field should read “Local
Disk (C:)” and should list
directories/folders below it.
One of the directories is
named “nm” - for NorthEast
Monitoring. Double-click that
folder so that “nm” appears in
the Select source files field
and additional directories are
listed below it. In that list of
directories, double-click on
“backup” to select it;
“backup” appears in the Select source files
field, and the compressed files (named

* zip) are listed below that.

# Untitled Data CD Project - Easy CD Creator
Fle Edt Vew Dic Took Track Internet Help

Select source files:

<
Froject ize: O bptes(Estimated free space: 650.4 M8 on a 74 min CD, 703,12 MB on an 80 min D)

7400

Selectsourcefies: a = roxio
Fmmo o @@ @ e Easy CDCreator> 3=
> hame A See | Type Date Modfied 8 CD Project Properties |X|
Siavoseare Fie Folder 20020521 07341 A —
H‘ Seackur File Folder 2002-07-24 12:47 P
Dbt File Folder 20021127 02:55 P . .
Dbin File: Folder 2003-01-22 03:26 PM General | FI‘B S}'Stem | FIIB T}'DES I
Sooew Fie Folder 20020413 01340 P
(Eadev File Folder 2001-12-24 09:24 P g |
» Add Remove “olume Label:  [HolerB ackupl
data B e - Ny ) & )
[} Holterackup1 e 5ze [ Type Vodified Type: Data CD
File System Im
Contairs: 0 Files. 0 Folders
Uszed Space: 0 bytes 0 bytes

[~ Automatically import previous session

w00 [ Walidate source filss before recording

I~ Automatically werity File System after recording

chjects [Data CD f Joet | NECNR-7500A_[Track At Once

Data CD Project window

5. Select File > CD Project Properties to open
the properties window. Click the General
tab so that the window shown at right

™ Record using a single data track only

Physical format of CD
' Mode 1: CDROM

" Mode 2 CDROM &

Save Az Default

Help |

o]

CD Project Properties window

Cancel |
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Archiving Patient Reports onto CD

10. From the list, select the patient records to Note: If the record button is dim, you have
be backed up, which will typically be allthe o1 yer moved files to the Add list. You must
files listed. Cl.ICk ona ﬁle.name to s§lect 1t; have selected at least one file and moved it to
to select multiple sequential files, click on the Add list for the record button to turn red.

the file name, press the Shift key and drag ]

to the last file name. To select all files, hold 13. When the Record CD Setup window

down the Ctrl key and press A. opens, if the Options button appears, click
it to include the record options at the bot-

tom of the window,

# Untitled Data CD Project - Easy CD Creator EEX
Fle Eat Mew Dsc Took Treck Imomet e as shown at the bot-
Select source files: - — tom of this page If
ori L .
59 BACKUF -] =) &) S S— EEWCDCW% . .
the Hide Options
> Hame Size | Type Date Madified ~
28,367 KB Compressed (sippe...  2002-07-24 12144 PM button appears
24,744 KB Compressed (zippe...  2002-07-24 12:44 PM
28,931 KB Compressed (zippe...  2002-07-24 1245 PM
(2100055, 2ip 79,386 KB Compressed (zippe...  2002-07-24 12:45 PM When the Record
IEUUUSE‘Z\D 29,947 KB Compressed (zippe...  2002-07-24 12:45 PM 1
(E300057.2ip 29,508KB  Compressed (sippe...  2002-07-24 12146 PM 2 CD Setup WlndOW
: Add  Remove ns. th ion:
data (B - ey ) P, s PO
[ HolterBackup1 Narme: Size | Type WModfied arc alrcady dis-
@UUUSZ‘Z\D 28,367KB  Compressed (zipped) Folder 2002-07-24 12:44:14
E1100053.2p 24,744KB  Compressed (zipped) Folder 2002-07-24 12:44:33 played
(2100054, 2ip 78,931KE  Compressed (zipped) Folder 2002-07-24 12:45:01
14. In the Record
Options area,
“Record CD”
should be selected.
In the Record
< > .
Project Size: B0 MB  [Estimated free space: 570.25 MB on a 74 min CD. 623 MB on an 80 min CO) 7400 B0:00 MethOd areaa CIICk
I .
on “Disc-At-Once.”
3 file(s), O Folder(s) Data D [ Joliet |_NEC NR-7900A Track At Once

This will allow you
to copy files to the CD and then close the
11. With the files you want highlighted, click session to any future additions.

the Add arrow near the center of the win- 15. Click the Start Recording button.

dow. The selected file names appear below

the Add arrow. You can also choose to drag

Data CD Project window with selected files in Add list

the highlighted file names from the top of
the window to the space below the Add L) s Number of Copies:
arrow. Files can also be selected individu- Jo:_HEC HA-7500 = = Concel
. . ™ Copy to hard drive first
ally and added to the Add list one at a time. Wite Speed: - [
. 16# (2400 KB/sec) = Buffer undenun
12. When all of the files you want copied to Infomation Bereron

. . The selected Record Method finalizes both the session and CD at the end of the
the CD appear in the Add list, press the red ecarding pracess. YYou ean nat add additional files to the CD' anee it s finalized.
record button. The Record CD Setup win-

Hide Options

dow shown at right opens.

Fecord Options Record Method

(* Record CD " Track-At-Once
" Test Only o
" Test and Fecard CD o
e
@ & Disc-AtOnce
Set as Default r

Record CD Setup window
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Backing up a Holter test on “direct” CD

Record CD Progress

Form

o

‘wiiting track

©

Copy 1 of 1

Selected \write Speed: 16x
Actual Wwite Speed: 15

Recording ta Drive: D

Method: Track at Dhce
Buffer Level: 1002

Elock: 14208 of 55384
Bytes Remaining:  81.5 MB

16. The Record CD Progress window appears
as the files are copied to CD.

Progress

Remaining Time 0:36 minutes

Digc Progress
Recording Phase

Remaining Time 0:53 minutes

| Cancel | << Hide Details | 25.

Deleting compressed files

22. To delete the compressed files from
their temporary location, go to My
Computer and double-click Local
Disk.

23. Double-click the nm folder to open
it.

24. Double-click the backup folder to

open it, displaying the compressed

files (*.zip) currently in the folder.

To delete the files one-by-one, right-

click on each file you have backed up

at: Data CD Total

Tracks 1
Files 4

ritten

Skipped

and select Delete. To delete all files,
select one of them, then hold down
the Ctrl key and press A to select all,

then press Delete.

Record CD Progress window

17. When copying is complete, a query about
launching CD Label Creator opens. To
Close the current CD session, click Close.

Launch CD Label Creator

“rour new CD is complete.

‘Would you like ta create a CD label or
ingert for your CD case?

CD Label Creator

Launch CD Label Creator query window

Cloze |

18. In the Record CD Progress window, click
OK.

19. If a query window appears asking you
whether you should save the project, click
Yes.

20. If the Explorer window for the CD drive
appears with the compressed files listed as
“Files Currently on the CD,” close the win-
dow.

21. Eject the CD from the drive and label it
appropriately, with a unique name that will
distinguish this CD from other backup CDs.

Note: Do not remove the CD from the drive
while it is still being written to. Wait for the

spinning sound to stop before removing the

CD.

Note: Ifyou do not delete files from the
\nm\backup directory, they will accumulate
and you will have to keep track of which ones
have been copied to CD and which ones have
not. Instead, we recommend that you
routinely delete all files after copying to CD
so that when you are backing up, you know
that any files in the \nm\backup directory
have not yet been copied to CD.

Backing up a Holter test
on “direct” CD

The procedure consists of three steps:

1. properly formatting the CD,
2. using the Holter LX Backup software, and
3. closing the CD session.

Formatting the CD

To format the CD to accept the zipped files
produced by the backup program:

1. Insert a blank, writable CD-R (not CD-RW)
into the drive.

Guide to

archiving patient reports on CD



Archiving Patient Reports onto CD

Note: Although it is possible to use a CD-RW
for backup, it requires a prolonged formatting
period and is more expensive. Because the
backup procedure is intended to be
permanent storage of patient records, there is
no advantage to using CD-RWs.

2. Ifan Explorer window opens asking how to
proceed, select the choice “Create a CD
using Roxio Easy CD Creator” to launch
the Roxio Easy CD Creator software. If an

CD Drive (D:)

Windows can perform the same action each time you inzert
adisk or connect a device with thiz kind of file:

] Blank CD
What do you want Windows to do?

“ Dpenwritable CO folder
| uzing WWindaows Explarer

Q Take no action

[ &lways do the selected action.

[ oK ][ Cancel ]

CD Drive window with Roxio selection

Explorer window does not open, launch the
Roxio Easy CD Creator from your Start >
Programs menu.

3. The Roxio main

directCD %

e

Free Space: 703 MB
Total Space: 703 MB

Type: CD-R
Compressed: No
Used by

.
formatiGh}
e

format utility

+ toolbox 3

CD utilities q

erase GD) ,ﬁ
make. /‘
writable
web-
)
options @ 4

roxio

Direct CD format utility

Make sure the correct drive name is listed
in the select CD field as shown in the figure
above. Then click the Format CD button in

the center of
the display.
The Format
window
opens.

Type a label
name for the
CD (choose a
unique name
that will dis-
tinguish this
CD from
other backup
CDs) in the

DirectCD 5.3.5.10 (Drive D:) Format

Edeacoss

Label: [Helkerd[ Gtart Farmat |
[Marimur length: 11 characters] Cancel
Hote: The label helps to distinguish between COs. Help

™ Enable Compression

Format Typ

¢ Auick Format - Allows you to quickly start using
your CD without having to do a ful Famat

€ Full Farmat

Direct CD Format window

field indicated in the Format window. If you
have inserted a new blank CD-R, the Quick
Format and Full Format selections will be
dim; the Quick Format will be done.

menu appears.

4. Place the cursor
over the button
labeled “make a
data CD” so that
additional menu

.. Note: Ifthe
<'\\ Quick Format
is dim and the
Full Format

‘ directCD™ >—

E Format a directCD disc, so you can drag files to a CD
using Windows Explorer.

| ( wm® )

hare or archive your camputer files such as images,
and

selected, and
you cannot

on CD

choices appear as
shown at right.

5. The top menu
choice is “direct
CD.” Click that.
The Roxio format
utility opens.

E
makea inthe most D(;mpall:ls format.
data €D

Use your DVD recordable drive
to stora up to 4.7 GB of data

click the
Quick Format
on, you
probably have
a CD-RW in
the drive. We
recommend
that you use a
CD-R instead.

Roxio main menu with “make a data CD” choices

NorthEast Monitoring Inc.



Backing up a Holter test on “direct” CD

8. Click the Start Format button. Several win-
dows open in sequence. When formatting is
complete, Explorer may open an empty
window for the indicated drive.

13. From the list of patients in the Backup win-
dow, click on the patient report you want to
back up. To back up multiple sequential
patient reports at one time, click on the first

9. Close the Explorer window to reveal a CD one to be backed up, then drag down to the

Ready window; click OK to close that; and
then close the Roxio format utility display.

10. Launch the Holter LX software and con-

last one you want backed up. Or click on
the patient report you want to back up and
then press the Shift key and click on addi-

. . . . tional patients.
tinue with the steps in the next section. p

& NorthEast Backup g@@
File

Backup | Restore ‘

| Patient name S H L] Bl | ‘ Scan ¥

e HDate recorded ¥ ‘ ‘ Date analyzed »: || Physician - ‘ ‘ Backup dateld |

Patient directories - All files

Directory | Patient name | 1D \ Scan # |Date recor.. |Dale analy. | Physician Backup datesld

T &S CITTTgE Tl e 10 49 oy e TUT-TZ- 1T ZUUZUF 1% =~
Cinmipatidcl2s DC 35 620208.. 2001-12-02 2002-10-02 =
Cinmipatidcls0 DC &0 628189.. 20011212 2002-02-02
Cinmipatidclsl DC &1 450488.. 20011217 2002-03-02
C_\nm\bat\dt\ﬁ-ﬁ DC 54 103118.. 20011218 2002-03-02
Cinmipatidcls? DC &7 375500. 2001-12-20 2002-02-02 2003-08-22 02:28/m0..
Cinmipatidcls® DC 68 205268.. 2001-12-19 2002-02-02
Cinmipatidcls9 DC 59 440321.. 2002-01-02 2002-03-02
Cinmipatidclé0 DC 60 092300.. 2002-01-04 2002-03-29
Cinmipatidcléd DC 64 442301.. 2002-01-09 2002-03-02
Cinmipatidcléd DC 69 602254, 2002-01-09 2002-02-09
Cinmipatidel?l DC 71 240478 2002-01-14 2002-02-09
Cinmipati21 dei1 on CD# 22 2001-02-14 2003-05-02
Cinmipati2? defa? 22 2001-02-14 2003-05-15
Cnmipati32 deipwe_03 648185, pediatric 2001-11-28 2002-10-14 Dr. Cheryl Bloombery 2002-10-14 16:46/00... [+]
Archive destination [0 [=] Usedfree(MB) [rorar | Refresh | | Backup | | Export | S7° [Allfiles
Archive

Archive name | Patient name | [] \ Scan# |Date racord \Date analyz. | Physician |Elackup dat

00089.2ip DC 57 375500 2001-12-20 2002-03-08 2003-05-2

Backup window with Backup tab displayed

14. In the Archive destination field under the
patient list, select the appropriate drive
name for your system’s CD drive. Click on
the arrow at the right of the field to display
the drive choices; click on your choice to
change the setting.

Using the Holter LX Backup
software
11. After launching the Holter LX program, go

to File > Patient to open the Patient win-
dow, then click the List button. 15

12. In the List window, click the Backup but-
ton to open the Backup window, which dis-

. With the appropriate patient(s) selected
(that is, highlighted), click Backup again.
The report for each patient is compressed

plays the Backup tab. into a zip file and transferred to the CD.
Arctiv destination o3 c

C'nmpatic'57 templet.001 -->D:'00099.zip ...

Backup window displayed during compression

Archive destination field in Backup window
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Archiving Patient Reports onto CD

16. When the procedure is complete, the
Backup window reappears, with the list of
backed up patients in the bottom of it.

17. Click the red close button in the upper right

corner to exit the Backup window and
return to the List window.

18. To remove the CD from the drive, follow
the directions in the next section.

Note: Details of what gets saved for each
patient report and how to retrieve a patient
report from archived files are covered in the
chapter “Managing Patient Reports” in the
NorthEast Monitoring Holter LX Software
Operator’s Manual.

Closing the CD session

19. Once you have backed up patient files on
CD, to remove the CD, you must first indi-
cate how to save the CD. To do so, select
the Roxio software so that the format utility
is displayed.

20. Click the Eject button in the center of the
display. The Eject Options window opens
with the following choices:

DirectCD 5.1.0.209 (Drive D:) Eject Options

Eject CD

Before ejecting, decide if you want to continue using DirectCD to
access the CD or if you want to read it from a standard CD-ROM drive.

' Leave As |5 - Leave the CD asit is so it can be iead and
wiithen to as a drive leter. Standard CO-ROM drives will not be
able toread the CD.

" Close ta UDF +.1.5 - Cloze the CD o/t can be read on most
CD-ROM drives after installing a UDF +.1.5 Reader.

" Close to Read on Any Computer - Close the CD sa it can be
read autarmatically in most standard CO-ROM drives.

-

[v Display these selections the nest time | eject a CO

Cancel | oK |

Eject Options window

Help |

* Leave As Is - This leaves the CD in a state
so that you can continue to add patient
reports to it. In this state it is only readable
by a system running Roxio Easy CD Cre-
ator Software.

* Close to UDF v.1.5 - This saves the infor-
mation on CD, but it can only be read by a
system running UDF v.1.5.

* Close to Read on Any Computer - This
saves the information on CD, but will not
allow additional patients to be added. It can
be read on most standard CD-ROM drives,
without Roxio software.

21. To save to the CD, but allow additional
patients to be added in the future (up to the
storage limit of the CD), click “Leave As
Is” to select it, then click OK. The CD drive
opens and the following window appears.

i DirectCD 5.1.0.209 (Drive D:)

e CD ejected!
= The CD you just ejected from drive (D] iz readable in all CD-R/CD-Rw
drives running DirectCD. |t is not readable on CO-ROM drives.
W Dizplay this notification again.
22. Click OK Ejected CD window

23. Remove the CD and label it appropriately.

24. If the Roxio format utility is still displayed,
click the close button in the upper right cor-
ner to close it.

Adding patient reports to CD

To copy additional patient reports onto a
directCD that already contains some:

1. Insert the CD into the drive. If a window
opens displaying what is on the CD, close
it.

2. Launch the Holter LX software and follow
steps 10 through 19 listed above.

3. Ifthe CD is not yet full, you can proceed
with steps 20 and 21, and then remove the
CD from the drive. If the CD is full, (1)
select the “Close to Read on Any Com-
puter” choice in the Eject Options window
in step 20 so that the information is perma-
nently archived in a format that is accessi-
ble by most CD-ROM drives without Roxio
software and (2) click to turn on “Protect
CD so it cannot be written to again”; then
click OK and remove the CD from the
drive.

NorthEast Monitoring Inc.



Using a spreadsheet to keep track of archived data

Using a spreadsheet to
keep track of archived
data

Once you have backed up patient reports
(either Full reports including all

7. Launch the Microsoft Works Spreadsheet.
An empty spreadsheet opens.

8. Select Edit > Paste. The data selected in the
Backup program is entered in the data fields
of the spreadsheet.

B C [B] E F G H | J

A
the recorded ECGor Reports 1 Archive narrPatient name n} Scan # Date record Date analyzPhy Backup datiSerial #  Volume
. : : : 3 : 2 00001.zip |GOLD STANDARD - DC ## 2001-10-31 2002-03-13 2002-03-16 08:36/00001 F
lncludlng _]llSt the information in 3 00107.zip | Patient dc'21 b 2001-11-08 2002-05-23 2003-05-29 09:03/00101 F
the printed repor‘[) onto CD’ you 4 00102.zip | Patient dc\35 b 2001-12-03 2002-06-04 2003-05-29 09:04/00102 F
5
=

need to keep track of which CD
holds which patient reports. You can do this
using a spreadsheet program like Microsoft
Works Spreadsheet.

The simplest way to do so is to create a spread-
sheet that lists all the patients on a particular
CD and print that list to archive with the CD.
Alternatively, you can create one large spread-
sheet listing all archived patients and the CD
label on which they are saved; this spreadsheet
can be used to locate a patient name and then
obtain the CD label.

Creating a simple spreadsheet
list

To create a printout listing the patient reports
on a particular CD:

Launch the Holter LX program.

Select File > Patient.

In the Patient window, click List.

In the Patient list window, click Backup.

LU

In the Backup window, in the bottom half
of the window, select the Archive destina-
tion where the patient records were stored.
If you backed up using the dataCD method
described earlier, the Archive destination
was c:\nm\backup\. If you used the
directCD method, the Archive destination
was d:; make sure you have the CD in the
drive when you select the d: drive. The
patient records you just backed up will
appear in the bottom half of the Backup
window.

6. Press the Export button.

Spreadsheet with patient list

9. Seclect File > Save As. Select an appropriate
folder/directory in which to save the docu-
ment and type an appropriate name (for
example, the Volume Label you assigned
the CD).

10. To print the spreadsheet to keep with the
CD or to file, use File > Print.

11. Use File > Exit to close the spreadsheet
program.

Creating a spreadsheet listing all
archived patient names

If you create a single spreadsheet listing all
archived patient names, you can more easily
locate the particular CD on which a patient
record is archived. To create the spreadsheet:
1. Follow steps 1 through 8 above.

2. Create a new column by clicking in the
spreadsheet in the field to the right of “Vol-
ume” and selecting Insert > Insert column.

3. Type a label for the col-

umn; call it “CD Label.” wur#e ch L;im
4. Clickon the first field ~ 01F Foreir
below CD Label and type 02 F Halter001
the label of the CD on
which the patients were New CD Label column

archived.

5. Drag across the label you have typed to
select it and select Edit > Copy to make a
copy of the text. Paste the copy into each of
the CD Label fields of the other patients
backed up on that CD.

Guide to archiving patient reports on CD



Archiving Patient Reports onto CD

10.

1.

Select File > Save As. Select an appropriate
folder/directory in which to save the docu-
ment and type an appropriate name.

Use File > Exit to close the spreadsheet
program.

Whenever you want to add patients to the
spreadsheet, launch the Holter Backup pro-
gram, select the appropriate archive desti-
nation and click Export. Then open the
spreadsheet file, click on the row below the
last used row and select Edit > Paste.

To eliminate the extra row of labels at the
top of the new list, click in a field in that
row and use Insert > Delete row.

For each newly pasted patient record, add
the appropriate CD label in the CD Label
column.

Select File > Save, then File > Exit.

Locating a patient record in the
spreadsheet

To find a particular patient in the spreadsheet,
sort (using Tools > Sort...) by the name or scan
number column, locate the match, then refer to
the CD Label field to see which backup CD
holds that patient record.

10
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