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Professional Archive Manager
How to Archive Patient Folders from Second Opinion Professional

The Professional Archive Manager is a utility that allows for the archiving of Patient folders
from Second Opinion Professional. During the archive process, the Patient folders are
stored in a retrievable format on the media that is selected. Once the archive is complete,
the archived Patient folders are deleted / removed from the Second Opinion Professional
databases. There is a Restore function in the Archive Manager to retrieve any archived
folders in the future.

Start Archive Manager

Click the Windows Start menu and navigate to the Second Opinion section. Double
Click the Professional Archive to run the program.
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Once the Archive Manager loads, Log into the program using a user account with
Administrator or Archive privileges. Click on the Archive button to start the process.

.»-;9, Archive — (m] X
i ﬁ ﬁ] Directions
"Archive to volume' or 'Restore from volume™? Start Over
Archive | Restore 4‘
Name [ | Status | Created By | Created [si

When the Archive process is initiated, the Locate Folder selection screen appears. The

default selection is to display All Folders. The Only Folders Matching selection allows

for a specific range of Patients to be listed in the next section of the process. When
finished, Click OK.

Choose what set of folders you wish to include in the list: ;
@ All Folders [V Show Folder Size

" Only folders matching the following criteria:
'Ol T T

Status I Al :I
Created or Assigned to This Site: |;J _I
Created On or After this Date (AMDDAYYYY): | [ -]
Created On or Before this Date{MM/DD/YYYY): Iil:l

ID Contains: |

Name Contains: |

OK Cancel
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A list of Patients based on the selection criteria will be displayed. Select the specific
Patients to be archived. Once all the Patients to be archived are selected, Click the

Archive button.

' é Archive = O X
]
Directions
Select the patient folders to archive, then click "Archive’ Start Over ‘
Name | D | Status | Crested By | Created | si
[ Sample,... 12345678 Administrator. .. 3/31/2000 5.
[/ NY, IANS 123321 Administrator...  6/3/2022 3
(LI SF,IANS 242354 Administrator...  11/13/2015 1¢
2 Women... 3212312 Administrator... 9/24/2022 1
[CHRA, T.. 53442 Administrator...  11/8/2022 0.
[ Smith, J... 34785345 Administrator... 3/15/2023 2t
[ Demo, J... 457659 Administrator...  3/21/2023 1§
[~} James, ... 64756475 Administrator... 3/23/2023 1¢
[} Smith, ... 5636453 Administrator... 9/25/2023 0.
[Ciwer qw... 3468324 Administrator...  9/19/2024 D.
| Case, T... 9587385 Finalized Administrator...  1/28/2025 4:
et T 02T
i =
|! Smith, ... 899485 Administrator...  8/8/2025 0
|_'Case, T.. 873264234 Administrator...  9/19/2025 5¢
| Vform, ... 34234 Administrator...  1/28/2026 1.
S ——
Archive Close

Note: The selection windows supports the traditional Windows selection hot-keys.

Ctrl-A, Selects All. Click an item then Shift Click the last item in the list, selects a range
and holding down the Ctrl key while clicking Selects and Deselects an item.
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The list of Patient folders to be archived are shown in the list. If the listis not correct,

exit the windows and reselect the Patient folders to be archived. To continue, Click the
Options tab.

B x|
Warning!
Folders and Documents will be removed after archiving

Do you want to Archive the following folders?
Name | ID | Status | Created By | Created | size |
Smith, Sam 673462834 Administrator... 4/23/2025 516.0MB
|
| Cancel

In the Options tab, Choose the Destination Media Size, Destination path and
Archive Name. When finished, Click OK to start the archive.

=a

y) x|
Warning!
Folders and Documents will be removed after archiving
Folders  Options I
Destination Media Size |Hatd Drive j
Destination path |c:\Users\timk \Downloads

Archive Name |

| Cancel
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Once the archive process is complete, an Archive Log will be displayed. If you would
like to save a copy of the archive log, Click the External Editor button and save a copy.

5 Archive Log -

O X

Secon

Saving file
Folder: 1D

d Opinion Professional ARCHIVE Log

Date: 3/4/2026 10:03:25 AM

Archive Name Test Archive

Session 1D 20260304-03

s to C:\Users\timk \Downloads\Test Archive\03042026-1003251261\Disk0001%
H (673462834) successfully copied
Document :Demographic Information 1D (4N669784) successfully copied
Med01: successfully copied
Document:images (1) ID# (4NG674727) successfully copied

Document C:\Users'\Public\Second Opinion‘Document\P00004.s90%3D2374080CE
Document Content (1) Edit 1D (4NE75127) successfully copied

Document C:\Users\Public\Second Opinion*\Document\P00004 550,30 23740906E
Document Content (2) ID# (4N675129) successfully copied

Document C:\Users'\Public\Second Opinion‘Document\P00004 s90%3D23740907D
Document Content (3) ID# (4N675130) successfully copied

Document C:\Users\Public\Second Opinion‘\Document \P00004 5904,3D2376740DB
Document Content (4) ID# (302373FE) successfully copied

External Editor

copied
copied
copied

copied

Close

Archive

To restore a

é Archive

Restore

Patient folder from an archive, Click Restore.

X

Directions
‘Archive to volume' or "Restore from volume™

Start Over | ‘
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Next Click Archive Log, this will display a list of archives that have been completed in the
past. Click the desired Archive Log, this will display the Patient folders included in the
archive. Lastly, select the specific Patient folders to be retrieved and Click Restore, this
will start the restore function. When complete, a Restore Log will be displayed.

& Archive - O X
=2 “@ Directions
Select the patient folders to restore. then click ‘Restore’ Start Over ‘
Archive Log ive Volume

Smith, 5... 673462834

] ed by: Administrator,
| - Date: 3/4/2026 10:03:25
- Locate: C:\Users'timk \Downloads\1
| - Log: ArcLog2026341032595 rtf

Restore Close | |
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For More Information or Technical Support, Give Us a Call

Second Opinion Telemedicine Solutions, Inc.

310-802-6300

www.sotelemed.com SECOND ,

corp@sotelemed.com - '/
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