Manage document groups

You will need to manage document groups when you want to identify a
combination of claim documents that were used for an entitlement decision or for
grouping documents to then print as a pack (e.g referral to a specialist).

This includes adding, editing, printing (emailing) and removing document groups.

Note: A Bulk Print document is added to the VCF Bulk Print document group on
creation. Only Bulk Print documents can be in this group. This document group
can't be removed.

How to:
e Add a document group
e Add new documents to a group
e Link existing documents to a group
e Edit a document group
¢ Remove a document group
e Print a document group

o Tips
Add a document group

Step 1

Open the claim and go to the Documents tab then the Document Groups sub-tab.

Document Groups Tab View TSN
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