
Uploader Role

R E G I S T R Y

Once logged into the 
registry, enter the patient 
name, gender and as much 
additional information as is 
available in the appropriate 
fields, then click “Search”. 

NOTE: This workflow assumes that a LaPOST document has been scanned 
and exists on the workstation you are accessing the LaPOST registry from.

You may also start by scanning the hard copy into the computer you are 
using with a scanner or other device connected to your PC.

Review the search 
results and select the 
correct patient.

This tipsheet will walk you through the process of uploading 
scanned LaPOST documents to the LaPOST Registry. 

Steps to Follow

1

2

1

The uploader  
role is intended 
for CLERICAL, 

ADMINISTRATIVE and 
CLINICAL STAFF who 
handle and maintain 

patient medical records 
and are trained in  

HIPAA compliance.
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Click “Browse” under the 
“All Documents” section 
towards the bottom left 
of the screen to locate 
the LaPOST document 
which was uploaded to 
your computer.

3

4 Now browse to the 
location of the scanned 
LaPOST document you 
wish to upload. Select 
and open the document.

You will next see the 
patient’s name displayed 
in the dialogue window.
You should have already 
verified the patient’s 
name in the patient’s 
chart. Select “Confirm”.

6

You will get a dialogue 
window confirming the 
document type as LaPOST.
Click the “Confirm” 
button.

5
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The next dialogue window 
questions whether the 
LaPOST document has a 
valid physician signature.

If not, the system will not 
allow you to proceed with 
the upload.

If there is a valid physician 
signature, select “Yes” 
and “Confirm”.

7

The next dialogue window 
prompts you to confirm the 
physician signature date.

NOTE: If you need to 
change this date, click on 
the date digits and you can 
navigate back and forth 
using the navigation arrows 
for month and year.

If the date is correct, 
or once the date has 
been corrected, click on 
“Confirm”.

8

The next dialogue window 
asks if the document has 
a valid patient or personal 
health care representative 
signature.

If not, the system will not 
allow you to proceed with 
the upload.

If there is a valid patient 
or personal health care 
representative signature, 
select “Yes” and 
“Confirm”.

9
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The LaPOST document is now visible in the “All Documents” section at the bottom of the 
Advance Care Planning Dashboard.

12

The next dialogue window 
prompts you to confirm the 
patient or personal health 
care representative signature 
date.

NOTE: If you need to change 
this date, click on the date 
digits and you can navigate 
back and forth using the 
navigation arrows for day, 
month and year. 

If the date is correct, or once 
the date has been corrected, 
click on “Confirm”.

10

Once the signed date is 
confirmed, your upload will 
be complete.

11

NOTE: It is important to note that if the LaPOST document that was just uploaded 
has a Physician signature that is older than the Current LaPOST document in the 
registry, it will show as a Prior document in the All Documents section.
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You can print the 
document by clicking 
on the “Print” button 
located on the top 
right section of the 
screen.

14

You will see the thumbnail image of that patient’s uploaded LaPOST document displayed in 
the same space instead of the color-coded thumbnails.

You can open the LaPOST document by clicking on “View LaPOST” near the top right of 
the dashboard or by clicking on the menu button of the current LaPOST thumbnail in the all 
documents section at the bottom of the screen.

13

You can also report a 
problem by clicking the 
“Report a Problem” 
button.

15
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