
You can “upload” an electronic file of encounters 
from your local system to the TCM System over 

the Internet.

Here are the steps to follow. . .
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The Electronic File

Data must be in a “fixed block text” format

Data fields must match the layout described in 
the “TCM File Format for Uploaded Encounter 
Record” (see “Training Topics” web page).

You may obtain a template in Microsoft 
Access® from DHCS if you have a licensed copy 
of Access®. 
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Start here
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Click on 
“Browse”
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A sub-window will appear. 
Select the correct drive, select 
the file you want to upload and 

then click on “Open.”
Remember it must be a “text”

file.

After you have 
selected the 
file, click on 

“Submit”
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The TCM System will display the 
results of the upload so you can 

determine whether or not to 
proceed, delete duplicates or 

cancel the process.
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The system will provide a summary of the results 
of the upload process.


