NIH Radiology Imaging Drop Box Instructions
As of July 2020, the responsibility of uploading radiology images has transitioned from the PACSRIS staff (Film Library) to the Institutes.  Outlined below are the instructions for staff and patients on how to upload images to the NIH Drop Box and contact information for the PACSRIS staff.  A CD reader is required in order to upload hard copies of images received on a CD.  Please refer to the Department of Clinical Research Informatics webpage for further details https://www.cc.nih.gov/dcri/imaginglibrary.html

Instructions for use with PC systems:





Instructions for use with MAC systems:





Guidance for patients 
Patients can upload their scans information and instructions can be found here https://www.cc.nih.gov/dcri/imaginglibrary.html


Sample letter to patients uploading their own images to the NIH Drop Box:
Dear Patient:
Please upload copies of your Bone, CT, and/or MRI scans via our NIH IT Security approved weblink uploading vehicle called BOX: https://www.cc.nih.gov/dcri/imaginglibrary.html.
Upon accessing the link, you will find a Data Transmission Protocol or set of instructions on the page.  If there are any questions or concerns, please feel free to contact the NIH Radiology Library at 301-496-2729.  
Please be advised that the process works best with Google Chrome or Firefox. 
*Copies of the accompanying scan reports (i.e. Bone, CT, or MRI) should be submitted via Secure Email or faxed to 301-XXX-XXXX.

Additional information:
· The Office of the Clinical Director (OCD) is currently working on procuring and distributing portable CD readers to distribute to teams that need them.  Please contact your ORN Team Lead if your team needs these readers.
· There is equipment available for uploading of images near the Radiology Film Library in room 1C339.  Radiology is currently modifying this site to ensure there is adequate cleaning supplies and safety measures available to ensure equipment can be sanitized after each staff use.
· If there is a waiting line to use the equipment in room 1C339 please alert the senior PACSRIS staff by calling (301) 496-2729.
· PACSRIS staff are available to assist patients and outside facilities in uploading their images to NIH Drop Box by calling (301) 496-2729.
· Images are not immediately available after uploading the PACSRIS staff will need to review the images and finalize the submissions.  If there are issues with images that have been uploaded the PACSRIS staff will notify you.
· If you have an urgent need for your uploaded images to be available immediately please notify the PACSRIS staff.
· The PACSRIS staff will continue to upload urgent requests if you do not have access to a CD reader or have patient care priorities that take precedence over the task of uploading images.

PACSRIS Staff Contact List
Film Library main number (301) 496-2729.  If PACSRIS staff are out of the office, calls are forwarded to their cellular phones.  Fax (301)402-0882
PACSRIS staff global e-mail address ; CC-PACSRIS Support Team                             (CC-PACSRISSupportTeam@cc.nih.gov)
Shawn R. Thomas, Section Lead-Radiology Imaging Library PACS Administrator Radiology and Imaging Sciences, Direct: (301)402-2554, Fax: (301)402-0882, Pager:  102-12503 Email:  sthomas@mail.cc.nih.gov
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5 STEPS

Find Imaging data Copy Folder to Rename Folder Comepress Upload
Folder Desktop Folder Compressed-
Folder to BOX

 WHEN UPLOADING PLEASE PROVIDE NIH CONTACT, PHYSICIAN, NURSE OR CLINICAL SERVICE
https://www.cc.nih.gov/dcri/imaginglibrary.html




https://www.cc.nih.gov/dcri/imaginglibrary.html



Find Imaging data Folder

& Finder File Edit View Go Window Help

Insert the CD

The imaging data can be
found under the DVD :>

Drive

Data

Note:
The CD/DVD may automatically play and display a menu. If
this occurs, exit the menu/program that displays. W iENT sl ET






Favorites

@ AirDrop !
Open in New Tab
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2\ Applications JOHNL  Move to Trash

s ([ Desktop Get Info

B Documents Rename
0 Downloads Compress “JOHN DOE"
Burn “JOHN DOE" to Disc...
@ Creative Cloud Files Duplicate
Make Alias

iCloud Quick Look “"JOHN DOE"

& iCloud Drive Share

. Quick Actions
Locations

© John Doe Copy “JOHN DOE"

L:;.;'; N Import from iPhone or iPad

Use Groups

Sort By

Clean Up Selection
Show View Options

o000 OG°OGOS
Tags...

Tags

Folder Actions Setup...
Reveal in Windows

New Terminal Tab at Folder
New Terminal at Folder

New Folder
Get Info

Paste Item
Import from iPhone or iPad

Change Desktop Background...
Use Stacks

Sort By

Clean Up

Clean Up By

Show View Options

JOHN DOE

Copy Folder to Desktop

Copy your imaging data to
Data your Desktop

Note:

Many times the imaging data is not contained under one

root folder and you may see multiple files.

> You can always create a new folder on your Desktop
and paste all those files in that new folder





Rename Folder

Rename the file in the
following format

' %

|. First 3 letters of the patient’s last
name

JOHN DOE 2. E;rrs:: letters of the patient’s first doejoh01011980

3. Patient’s DOB (mmddyyyy)

Eg.doejoh01011980






Compress Folder open

Move to Trash

Get Info

Rename

Compress “doejoh01011980"
Burn “doejoh01011980" to Disc...

Duplicate

\VELCWAIER
Right click and select — Compress “(Name o JL= Fock toejono1otas0*
of your Folder)” Quick Actions

doejoh01( Copy “doejoh01011980"
Import from iPhone or iPad

This will compress your data into one T
zipped file. Sort By

Clean Up Selection

doejoh01011980.zi
p

Compressing “doejoh01011..." to “"doejoh01011980.zip"

320.2 MB of 388.3 MB - About 5 seconds

Your compressed file should
look like this
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& cc.nih.gov/dcrifimaginglibrary.html

Step 2. Upload the file using the below BOX:

Image Library Upload
Type in the study center and study ID number. Enter a
message you would like to convey to the CC Digital Image

Library in the box below.

Drag and Drop

7P

doejoh01011980.zi )
doejoh01011980.zi o Drag and drop files
p

Browse your device

Before uploading, please be sure you trust this site, have the rights to
the data, and want to share this content to the owner of this upload
widget.

View Box Terms of Service

View Box Privacy Notice.

box

1. Drag and drop your file into the box above or select browse to choose your Zip file.

2. In the File Description text box, type in the study center and study ID number (if applicable) and any other
information you would like to convey to the NIH Image Library (Optional).

3. Enter your e-mail address (Required).

4., Select the Upload button once.

5. You will receive the following message on-screen after the upload has been successful:

Success. Your file has been uploaded, and the owner has been notified.
A note about file size:

» Users uploading files through Internet Explorer versions 6, 7 and 8 can upload files up to 2 GB in size.
« Users uploading files through Internet Explorer versions 9, 10 and 11 can upload files up to 4 GB in size.
» Google Chrome allows file uploads up to the 5 GB maximum.

* Upload at:

https://www.cc.nih.gov/dcri/imaginglibrary.html

Upload Compressed-Folder to BOX

Image Library Upload

Type in the study center and study ID number. Enter a
message you would like to convey to the CC Digital Image

NIH Contact

File(s) /

v doejoh01011980.zip 144.8 MB ‘

Library in the box below.

Description

Please notify...(NIH Physician, Nurse, or Clinical Service)

Your Email Address (required)

r 2 Your Email

Cancel Upload

box

* Please provide NIH Contact, Physician,
Nurse or Clinical Service
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Success! Your file has been
uploaded.

[

Upload more

Success!
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5 STEPS

Find Imaging data Copy Folder to Rename Folder Comepress Upload
Folder Desktop Folder Compressed-
Folder to BOX

 WHEN UPLOADING PLEASE PROVIDE NIH CONTACT, PHYSICIAN, NURSE OR CLINICAL SERVICE
https://www.cc.nih.gov/dcri/imaginglibrary.html
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Find Imaging data Folder

Insert the CD

The imaging data can be

Data found under the DVD :D

Drive

Note:
The CD/DVD may automatically play and display a menu. If
this occurs, exit the menu/program that displays.
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3D Object:
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= Documents
¥ Downloads

o | Copy your imaging data to
B I Data your Desktop

.. Windows (C)
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v

9items 9 items selected j E

Note:
Onpr e Many times the imaging data is not contained under one
Pin to Quick access . .
root folder and you may see multiple files.
Give access to
> You can always create a new folder on your Desktop

Include in library and paste all those files in that new folder
Pin to Start

Restore previous versions

Send to

Cut

Copy
Paste

Create shortcut
Delete

Rename

Properties






e Rename Folder

Rename the file in the
following format

' )

doejoh01011
John Doe |. First 3 letters of the patient’s last 98(
name
2. First 3 letters of the patient’s first
name

3. Patient’s DOB (mmddyyyy)

Eg. doejoh01011980





Open

Comepress Folder oo

Give access to

Restore previous versions
Include in library

Pin to Start

Send to © Biuetooth device

Cut ¢ Compressed (zipped) folder
Copy Bl Desktop (create shortcut)

= Documents
Create shortcut

Delete

Right click and select “Send to” pee.
Compressed (zipped) folder

This will compress your data into one
zipped file.

» 4 Compressing...

doejoh010...

Cancel

Your compressed file should
look like this
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Image Library Upload

Drag and Drop s
/ = @ Drag and drop files
E Browse your device

doejoh010.

1. Drag and drop your file into the box above or select browse to choose your Zip file.

* Upload at:
https://www.cc.nih.gov/dcri/imaginglibrary.html

Upload Compressed-Folder to BOX

Image Library Upload

Type in the study center and study ID number. Enter a
message you would like to convey to the CC Digital Image

Library in the box below
NIH Contact

File(s)

v doejoh01011980.zip 270.8 MB

Description

Please notify...(NIH Physician, Nurse, or Clinical Service)

Your Email Address (required)

Your Email

Cancel Upload

box

* Please provide NIH Contact, Physician,

Nurse or Clinical Service
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Success! Your file has been
uploaded.

[

Upload more

Success!






