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Scanned Document Correction Button 

If you see that an OnBase scanned document has been misfiled in Epic, there is a new automated process to 
correct this. Any time you open a scan to view an OnBase document, you will see a Document Correction 
button located in the top left corner. All users can help keep OnBase documents filed in the correct way for 
increased accuracy in the electronic health record. 

 

Try It Out 
1. From Chart Review within Epic, click a scan to view it. 
2. Click the Document Correction button. 

3. Complete all necessary fields, Correction Request and Comments. 
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4. Once complete, the Submit button will display. Click Submit. 

5. A pop-up will display to show that the form was successfully submitted to HIM for correction. 

 
6. You will receive an email stating that the document is under review. 
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7. You will receive an email when the correction has been reviewed by HIM, and the form has been closed. 

You Can Also... 
If you open a scanned document that is under review, you will see a red note. 


