
 Additional CSV File Import Training Agenda  

 

 

 

T
h
e
 D

ig
it
a
l 
C

h
a
rt

 R
o
o
m
Ê
   

 T
ra

in
in

g
 A

g
e
n
d
a

  

Practice Name: 

 

Phone# 

 

Fax# 

 

E-mail 

 

Date:                           Trainer: 

Team Members:                                Responsibility      

1. 

2.  

3.  

4.  

5.  

6.  

7.  
 

CSV file  

The CSV file is a specially formatted plain 
text file which stores spreadsheet or basic 
database-style information in a very simple 
format, with one record on each line, and 
each field within that record separated by a 
comma.  

ü Where do I get the information from 
o Created 
o Stored on PC  

ü Microsoft Excel saves as Comma 
Delimited Files (.CSV) do not use .XLS 
or .XLSX.  

Notes: 

 

 

 

 

 

 

 

 

 

 
 

 Creating the file 

ü Cell A contains the ñActorò information. 
This is the title. For example in row 2 is 
listed as Practice. The titles would be 
Practice Organization, or Contact. 
Please note: This field is mandatory 

ü Cell B contains the Label. The label 
being the type of contact: i.e., Office, 
External Organizations, External 
Contacts with the type of Office next to 
it. If it is labeled as an office, the sub 
label will also be office. You must 
specify the type of External 
Organization and External Contact. For 
reference here, we have Pharmacy and 
Referring Physician. However, there 
could also be Nursing Home, Assisted 
Living Facility, etc.  

ü Cell C contains the Address type for the 
contact. This will usually be Business. 

ü Cell D contains the address. Line 1 
means the street address. 

ü Cell E also contains the address. Line 2 
means the suite.  

ü Cells F, G, H, I, J, K, and L all contain 

 

 

Notes: 
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 the rest of the External Organization or 
Contacts demographic information.  Try 
to input as much information as possible 
known about the organization or 
contact.  

 

 Cell M contains the name of the 
organization. 

ü Cell N is the location; i.e. North side, 
Southside, etc. 

ü Cell O is the email type. 
ü Cell P is the actual email address of the 

contact 
 

 

 

 

Notes: 

 

 

 

 

 

 

 

 

 
 

 Save the file as Excel 97-2003 

 

 

 Saving the file 

Theò Save Asò window will appear. Scroll 
through the Save as type 

ü Save as Comma Delimited Files (.CSV)  
ü Do not    use .XLS or .XLSX. 
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  Select the CSV (Comma Delimited), 
then select save 

ü Once these tasks are completed, they 
may be forwarded to the respective 
department for review and upload 

ü  If there are any errors, the  IT 
department is not responsible for 
correcting those errors prior to the 
upload 

ü  You will be notified and given the 
opportunity to correct the errors. In the 
event those errors are not corrected and 
sMD is instructed to proceed, the CSV 
file will be uploaded in the current state.  

 

 

Notes: 

 

 

 

 
 

 Manually adding an external 
organization or external contacts 

ü Log into your appliance.  
ü Select the Admin tab Scroll  to the 

External Organizations and select the 
link 

ü Select External Organization you wish 
to create 

 

 

 

Notes: 

 

 

 

 

 

 

 

 
 

 Input the following information:  

ü Name of the organization 
ü Phone numbers 
ü Email addresses 
ü  Postal addresses  
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  Make sure when entering the phone 
number, the phone number type is selected. 
The same goes for email address type and 
address type. Once the information is 
complete, select create.  

ü All of the information will be listed under 
external organizations. If there are many 
external organizations, the search tool 
may be used to look up and entity.  

ü If there are many external organizations, 
the search tool may be used to look up 
and entity.  

 

 Input the following information: 

ü Person Title, first name, middle name (if 
applicable), and last name 

ü All of the information will be listed under 
external contacts 

ü  If there are many external contacts, the 
search tool may be used to look up and 
contact  

 CPT codes may either be manually 
entered or completed by a Comma 
Separated Value (CSV) data import.  

ü Select the  create new link. 
ü The code, modifier, caption, and 

description are then entered.  
 

 

 

 

 

Creating additional CSV Files for 
import 
CPT codes 

ü Select the CPT codes from the Admin 
menu  

ü There is a sample excel spreadsheet 
which displays the guidelines for the 
CSV file and includes the list of import 
fields, data formats, and maximums 
sizes.  
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  An example excel spreadsheet:  

ü Note, this spread sheet is created using 
Microsoft Excel just like the external 
organizations and contacts and must be 
saved in the same format using .csv.  

ü The fields which must be entered are 
the same as the information input 
manually 

 

 Save the completed excel spreadsheet 
in .csv format from excel  

ü Email to the respective department 

 

 ICD codes may either be manually 
entered or completed by a Comma 
Separated Value (CSV) data import 

ü The code, caption, and description are 
entered 

ü Once this information is entered 
manually, select create  

 

 

 On the admin menu 

ü Select Import, then format and 
examples 

ü Select ICD codes.  
 

 

 All items in bold must be completed 

 


