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Faxes Received & Viewing Sent Faxes 
 

Objective: 
 

• To open and view faxes received 

• To handle faxes in the my task interface 

• To filter and forward faxes received 

• To reply to prescription refill request faxes 

• To forward and approve lab faxes 

• To view faxes sent 
 
 
HotKeys: 
 
Ctrl + D - Delete a record 
Ctrl + S - Save a record 
Ctrl + R - Retrieve all records 
Ctrl + I - Print preview 
Ctrl + P – Print 
Tab – toggle between search fields 

 
 

Faxes Received can be access by clicking on the first phone with red arrow.   
 
The window below will launch.  Notice the filters on the top row. 

• Date from and to range 

• Status (All, New, Pending, To be done, Forwarded, Acknowledged, Done) 

• Responded by (All or list of employees in the system) 

• Fax No. – allows user to filter by fax number.  

• Office – useful if multiple offices are part of this practice 

• Fax Line – useful if multiple fax numbers are used by office 

• Retrieve button 
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Views:   There are 3 ways to view the faxes received.  
1

st
 View is shown in this document with details to the left and the fax itself to the right. The 2

nd
 icon shows 

only the fax itself. The 3
rd

 icon shows the fax itself at the top of the screen and the details of this fax at the 
bottom.  
 

  
 
Each office should dedicate two individuals to monitor faxes received.  
 
When a fax is received the user will open the fax, determine if it is related to the practice or simply a junk 
fax to be deleted from the system –such as an advertisement.  
 
 
 
 
 
Next the user will choose the filters such as: 
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• From • Who it is from • Patient  

• Category • Sensitivity • Description (optional) 

• Note   

• Forward to • Response Required • Respond by date 

• Status   

 
 
 
 

 
 
 
 
 Input / link the information then Save.  
 
 
 
The individual this fax is Forwarded to will find the fax in their 
“My Task” in the Fax area.  
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Faxes for Prescription Refills Request 
 
When a Pharmacy faxes in a request for a refill, the monitoring individuals can forward this request to the 
Provider’s  My Task Fax area.   
 
To approve the refill the Provider can use a stylist from a tablet pc, click the Pen icon, then write 
approved and send back to the Pharmacy.  
 

 
 
 
Or click Refill and have a staff member fax later.  
 

 
 
If the prescription is not one to be refilled, the Provider can Respond and Forward back to a staff 
member to call the patient, deny the refill, etc.  
 
Faxes Received and Lab Results 
 
If the practice is not using the HL7 interface, then Lab Results will be received by fax.  
 
Just like the Prescriptions, Lab Results can be forwarded to the Provider for review and placed in “My 
Task” in the Lab area.  
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All faxes will be reviewed, linked to patient and easy to find within the Patient Document area at a 
later date.  
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FAXES SENT 
 

 
 

 
Click on the 2

nd
 phone icon to open the Faxes Sent window.  

 
 
 

 
 
 
From this screen users can view the faxes sent out.  
 
The Status records if the Fax has Not been Sent, has Failed, or was Sent.  
 
Users can print out a list of Failed Faxes, or select and Resend.  
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Tips: 
 
If you are not seeing any faxes in your Received faxes folder make sure you check your fax filter. The 
status window can be changed to view all of your various faxes. 
 
 
Parameter Settings: 
 
Under Setup >>> Parameters >>> System Parameters you will find the options below. 
 

 
 
 
Under Setup >>> Parameters >>> User Parameters you will find the options below. 
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Troubleshooting: 
 
The user’s rights to view the Faxes Sent and Received are setup from Setup >>> Security.   
Note the check in Fax Admin. The user must have this checked in order to view Faxing functions of the 
program.  
 
Or, if the system gives an error while sending faxes from Visit Note (such as a Prescription) one thing you 
can check is the user’s rights/permission and make sure they are allowed to send faxes.  
 

 
 
 


