How to upload CT data from CD’s using a Mac Laptop or Desktop

1. Please get everything off of your desktop folder before starting. You can create a
new finder window by clicking any blank area of the desktop. You will see the word
“finder” in the upper left of the screen next to the apple icon. Press “command and
N” to create a new finder window. Press “command and shift and N” to create a new
folder on the desktop. Rename the folder by clicking on the name and hitting return.
You will be allowed to name it anything you want like “all other desktop files”. Move
everything from your desktop into that folder to clean off your desktop. That way,
when the zip archive is created, it will be the only file on the desktop.

2. When obtaining the CD, in addition to the patient’s name, please be sure to also
note the patient’s sex, birth date, surgeon, side of surgery, and date of surgery.

3. Load the CD. You will see the CD on the left. Double-click to open the CD in the
finder window. The folder list is shown in Figure 1.
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Figure 1.
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4. Press “Command and A” simultaneously. This will highlight the entire contents of
the disc (Figure 2).
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5. Using a mac laptop, tap the trackpad with two fingers. Using a mac desktop, right
click. A window will open asking you what you want to do. Select “compress ###
items” Figure 3.
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A zip archive file will then be created and saved to the desktop (Figure 4).
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~archive.zip

Figure 4.

6. It would be good to rename the zip archive right away in the format, “last name
first name YYYY MM DD” of birth to minimize the risk of misidentifying the patient
(Figure 5).
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Figure 5.
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7. Log on to hipxpert.com and select the “Submit Plan Request” tab (Figure 6).
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8. Enter the data into the open fields (Figure 7) and then click the folder icon to
browse for the zip archive.
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A browser window will open. Navigate to where the zip archive is located and click
on it (Figure 8).
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Click on the “open” button. You will then see that the file location has populated the
appropriate window to the left of the “browse” button. Once all of the fields are
populated, click “Submit”. You will then see the “Please wait” notification.

Depending upon your connection speed, the data upload may take 5 or 10 minutes.
There are no status updates. When the upload is complete, you will receive the
message, “Planning request successfully submitted. We'll get back to you soon...

You will then receive an email notifying you of the successful planning request
submission. You may then log off of the site.
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