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SIGNING INTO THE FAX APPLIANCE

Users must be logged into the fax appliance in order to successfully send a fax. During your
initial setup, you will be logged in as the administrator. You can leave this as your default or
change it to a specific user (either will allow you to send a fax).

1. Click the arrow in your taskbar to show hidden icons

2. Right-click on the Print-to-Fax icon and select “Options”

Launch Fax client

Exit:

Cuskomize. ..

. 4:21 PM
% ks [ 7 af3i01s B
3. Enter your Username and Password

NOTE: This is the same user name and password you utilize to access Practice Manager
and Clinical. (The network address should have been entered at the time of installation. Itis
either the IP address of the fax appliance or the name of the fax appliance on the network.)

=a Print-to-Fax Options E I

To print to the fax appliance, you must sign in.
Enter your credentials below.

Metwork Address of the fax appliance
Im.m.n.x |

User Mame

Password

4. Click “OK”
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SENDING A FAX (USING CLINICAL)

Single page or multiple page documents can be faxed from within ChartMaker® Clinical through
the Organizer in a patient’s chart.

ORG

1. Open the patient’s chart and access the Organizer ( /%)

2. Select the chart document(s) that you would like to fax.

TIP: If you would like to fax multiple documents at once, press and hold the “ctrl” key on
your keyboard and then select each document.

3. Go to Chart > Fax...

Chart Edit Tools View Insert To-Dof0) Mote Status: Criginal  Help
=g G et ey @it VOICE  ORE BF;? SIGH AHNOT Name: Patient 2, Test, Il Case: None Specified Fil
)
Save Chrl+5 Lk / 4 ; ; —r=
Save s CErln mpointment Open | Prirt | Print All Prrirt List || Delete I‘ Preswiew ‘
Fewert: Diagnosis List -—
Close itis 03-06-12| Date Heacling | Folder | Signing Provider | Format | Mo Preview | Formal Heaf
) MRS (et 04-02-2013 _ Progress Hote Unfiled Nte [N
Frink Setup... ing Diagnosis I
A SR cation List =|([02-28.2013  Progress hote Unfiled SYSADMIN hots
: 02-25-2013  Progress Mote Unfiledt SYSADMIM Maote |_ |_
Fax... rations i r
ting Meds 02-28-213  Progress Note Unfiled SYZADMIN hote
Prink Fraseriptions. . Mote List 02072013 Auto-generated drug log Unfiled SYSADMN Mote - N
Broy List 02-07-2015  Testing new referral Unfiled Note [ I
Restrict Lsers. .. .
History List 02-05-2013  Auto-generated drug log Unfiled SYSADMM Mote r I
Prescription Benefit. .. | History List 12-20-2012  Progress hote Unfiled SYSADMIN ote I N
Medication History. . Histary List 11-08-2012 Unfiled Nate I I
ecalls 2 & Unfiled Mote "] I
Export Patient Data t Annotation 03-06-2012  Progress hlote Dictated U Unfiled hlichael hate
brocadura 03-06-2012  Progress Nots Unfilect Mote rC |
PHR. Managemert T 03-06-2012  Progress Note Unfiled Mate - I
Wiew Audit Trail... Procedure
aferrals
Exit ChartMaker Clinical

4. (Optional) Enter any applicable cover sheet notes

 Cowver sheet

Type cover sheet notes herd

IV Use cover sheet

i~ Documents to be faxed

Selected | Document | Wisit Date
il Medical Inform Release 3/28/2013 939 AW
2 Caonsults-Ortho 5/22/2012 319 PM
2 Operative Fepart 2/10/2012 319 PM

. Browse
[ Selected recipients
[smith
Mame | Fax Mumber | Phone Mumber
Mame | Fax Number | Phone Humber
SMITH BLACKWELL, O
SMITH WD, STEPHEM T16E73-1474
SMITH, ALAN 444.444-4444 333:333-3333
> |
_‘l
Matching Results: 3
Search Calumn Search Type
Name j ISlalls with j

Patient referring physicians  Referming physicians | Additional recipients I
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5. Select the type of recipient you are searching for by selecting the corresponding tab

<

Matching Results: 3

Search Column Search Tupe
IMape M| IStaits it |
Patient referring physicians  Refering physicians I Additional recipients I
Send Cloze
Tab Allows you to select...
Patient referring Any referring providers that are linked to the patient’s account
physicians

Referring physicians | Any referring provider setup in the Referrals table (Administration >
Practice Tables) in Practice Manager

Additional recipients | A provider not in the Referrals table by allowing you to manually enter a
recipient

6. Search for the fax recipient

L
.. Browse
—Selected recipients
it
|sm| H Marne | Fax Murmber | Phone Murmber
Mame Fax Mumber M’mne Mumber
SMITH B L0
SMITH MD. STEPHEN TIBE73-1474
SMITH, AL&N 444-444-4444 3333333333
>
<
Matching Resulks: 3
Search Column Search Type
M arme j I Starts With j
Patient referring physicians  Referning physicians I Additional recipients I
Send | Close |

NOTE: You can search by Name, Fax Number or Phone Number by selecting the
applicable option from the Search Column dropdown.

Page | 5 Updated 5/1/2015 OpenText RightFax



7. Highlight the applicable recipient(s) on the left and click the arrow (L’) to move the
recipient(s) to the “Selected recipients” section on the right

. Browse

—Selected recipients

it
|sm| H Narne | Fax Mumber | Phone Mumber

Mame Fax Mumber Phonhe Murnber

SMITH MD, STEPHEN 7T16-673-1474
SMITH, ALAN 444-444-4444 333-333-3333

Matching Resulks: 3

Search Column Search Type
M ame: j I Starts With j
Patient referring physicians  Referring physicians I Additional recipients |
Send Close

8. Click “Send”

NOTE: The following message will appear when the documents were successfully
prepared and transmitted to the OpenText Fax Appliance. This only indicates that the
documents were transmitted to the fax appliance. This does not indicate successful
transmission of the fax to the fax recipient(s).

Faxing

l:o:l Fax sent ko OpenTesxt Fax Client successfully!

9. Click “OK”
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SENDING A FAX (USING THE FAX PRINTER DRIVER)

Single page or multiple page documents can also be faxed outside of ChartMaker® Clinical,
using the Print feature in a third-party program.

1. From the File menu of your program (Word, Excel, Internet Explorer, etc), select “Print...”

7/ Microsoft Word Yiewer 97 - TmpChargeSlip01.doc

Edit  Wiew Window Help
Open... Chrl40 -t
Open for Editing Ctrl+E
Close el
Summaty Info...
Prink....
1 TmpChargeslipl .doc 4414 [ Asa
2 1\Stiappserver.. \Stisuperbill, doc 723.0 [ Abdeminal P
| 31...IPAESZO0Phone 2 0List Y2085 % 200f %20 . 6329 | Abscess
4 E:\PM - 4.3 Releass Hotes. doc 2.3 | AneurysmFe
422 | Aneurysrvill
Exit 4423 | Aneurysmle
4423 | Aneurysrpe
412 | Aneuystith
5403 | Appendiciis
716,90 | Arthritis
61172 | Breast Mass
“ H ” H “ ”
2. Select “Fax Printer” from the dropdown and click “OK
rPrinter
Mame: 4 MD Office Brother MFC G440 |Z| Properties |
Status: S8 \ws2Brother 6 ) -
Tyne: <58 \\WSZ\Brother MFC-8460M Prinker
e Brother MFC-8440
Wi Brather MFC-8440 LISB I™ Print ta file
Comment: Brother MFC-G660DM LISE
= B <
298 FANGE TS5 WD OfFice Brother MFC 8440 -
= gl TIUMBET oF COpEsT |1 5‘
(o Current page " Selection
"~ Pages: I 11 11 v Collate
& &
Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12

Print what: IDocument

Options, ..

j Prink:

IAII pages in rande

[ o |

o

Cancel |

3. Type the recipient’s hame and fax number and click “Add to List".

J [E]Print-to-Fax

| Add a Recipient

~

: Name
N [ Doctor xvZ's Office

Recipient List

Recipient Fax Number |

J company

¥ Fax Number
\J 1-800-555-5555

J

| v Also add to Contg
] 2 Add to List |

<) Add from Contacts...

Add a recipient to this list by entering a name and fax number using
the controls to the left or by selecting a recipient from your contacts.

] Cancel Back Next Send

TIP: You can check “Also add to Contacts” to keep a personal address book. These
contacts will not be shared with others. (Note: If you are logged in as an administrator,
the contacts added here will stay with that admininistrative user)
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4. Click “Send” OR if you have more documents to add to this fax or want to modify some of

the features, you can click “Next”

Page | 8

If you selected “Next”, you will have the option to attach a document by clicking “Add file...” and
then browsing to select the file. If you would like to send the fax at this point, click “Send”. If you

would like to configure a cover sheet, click “Next”.

Fax Contents
Click to add a file to the fax.
Addfle.. |
Microsoft Word Viewer 97 - TmpchargeSlipd L.TIF Q  Movelp
Move Down

Cancel

Bak  |[ Met | send |

If you selected “Next”, you will have the option to configure a cover sheet. The administrator has the
option to create multiple cover sheets. Choose the one you want by clicking the dropdown under
“Select a cover sheet”. Type your notes for the recipient in the “Enter cover sheet notes” box. If you
would like to send the fax at this point, click “Send”. If you would like to configure your contact

information, click “Next”.

Cover Sheet
Preview [
Select a cover sheet
[Standard - Fax
Enter cover shect notes = =
2000 characters remaining
Cancel Back Next Send

If you selected “Next”, you will have the option to configure YOUR contact information (Name,
Company, Phone, etc.), which will be displayed on the cover page, as well as the delivery time of the
fax. If you would like to schedule the fax to be sent at a later time, check the box for “Delay sending
until:” and either type in the time or click the clock for a dropdown list of times. Click “Send”.

Sender Information

From Name

®iPrint-to-Fax

Billing Codes
Billing Code 1

[admin

Billing Code 2

From Company

From Voice Number

From Fax Number

From Email Address

I Delay sending until:

(s

Cancel

Back Next send |

Updated 5/1/2015 OpenText RightFax



SENDING A FAX (USING THE FAX SERVER CLIENT)

Single page or multiple page documents can also be faxed directly from the fax server client.

1. Click the arrow in your taskbar to show hidden icons

2. Right-click on the Print-to-Fax icon and select “Launch fax client”

Qptions

Launch Fax client

Exit:

Cuskornize, ..

N 4:21 PM
2 iy [ 41312013 =

3. Enter your Username and Password

NOTE: This is the same user name and password you utilize to access Practice Manager
and Clinical. (The network address should have been entered at the time of installation. It
is either the IP address of the fax appliance or the name of the fax appliance on the
network.)

@5 Print-to-Fax Options

To print to the fax appliance, vou must sign in.
Enter your credentials below.

Metwork Address of the fax appliance
Im.x:oc.n.x |

User Name

Password

oK | Cancel |

4. Click “OK”

Page | 9
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5. Click “New Fax”

e!RightFax Express - Windows Internet Explorer

@ v I;,——‘ http:ffrightfaxserver RightF axExpressfHome UserClient ,‘Dj || X (2 RightFax Express »

() &

New Fax Refresh

Folders (14 = Received From Pages Received
|7 Inbox

1 outbox

3 sent

3 Trash

6. From the Send Fax dialog, enter the recipient's Name and Fax Number

NOTES: You can add additional recipients by clicking the “More Recipients” button.
Contacts from the administrator profile will not be available if you are signed in as a
different user.

OPTIONAL:

To select a cover sheet, select the applicable version from the “Select cover sheet”
dropdown and enter any applicable notes to the recipient in the “Notes” box. and add
your notes if necessary. To modify your contact information (name, phone number, etc.)
or time of delivery, click “Options...".

7. Click “Add Attachment...” to browse and select the document you would like to fax

TIP: You can change the order of multiple attachments with the “Move Up” and “Move
Down” options.

Send Fax 5
Recipient Cover Sheet
Name Select cover sheet
Fax HIPAA Cover Letter -
Company : : Notes
Fax Number e 1

Phone Number

{% More Recipients

Click to add more recipients or add
recipients from your contacts.

Click image to enlarge. 2000 characters remaining

Attachments

Add Attachment...
Options...

Send

Cancel

8. Click “Send”
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MANAGING RECEIVED FAXES

The OpenText Fax Appliance may also be utilized to receive incoming faxes. The destination
path/folder for incoming faxes is generally the scans folder on the server but may differ based
on individual client need and/or preference.

1. In Clinical, go to Chart > Scan Documents

3 ChartMaker Clinical ® - user: SYSADMIN

Chart Edit Tools View Sort To-Doi) Re
Mew Chartiaker Clinical T

PICE OR

@pen Chrl+ !

©pen and Build Mote,., el TLI

Search

Print Setup. ..

Print... Chr+P
Print Appointments. ..

Merge

Instrumentation 3

Irnport 3
Export 3

[ Scan Documents. .. ]

Health Portal Requests. ..

Exit: ChartMaker Clinical

2. Select the applicable Scans directory (i.e. Local Files or Unassigned Files)

Scan Management

Fax-FaxReceived-2013-04-02-06;02;03.6170_0.jpg -
Fax-FaxReceived-2013-04-02-06;02;03.6170_1 jpg
Fax-FaxReceived-2013-04-02-06;13;26.5370_0.jpg
Fax-FaxReceived-2013-04-02-06;13;26.5370_1.jpg
Fax-FaxReceived-2013-04-02-06;13;26.5370_2.jpg
Fax-FaxReceived-2013-04-02-06;16;56,3970_0.jpg
Fax-FaxReceived-2013-04-02-06;16;56,3970_1.jpg
Fax-FaxReceived-2013-04-02-06;34;05.5230_0.jpg
Fax-FaxReceived-2013-04-02-06;34;05.5230_1 .jpg
Fax-FaxReceived-2013-04-02-06;34;05.5230_2.jpg
Fax-FaxReceived-2013-04-02-06;34;05.5230_3.jpg
Fax-FaxReceived-2013-04-02-06;34;05.5230_4.jpg
Fax-FaxReceived-2013-04-02-06;34;05,5230_5.jpg
Fax-FaxReceived-2013-04-02-06;34;05.5230_6.jpg
Fax-FaxReceived-2013-04-02-06;41;03,3030_0.jpg
Fax-FaxReceived-2013-04-02-06;41;03,3030_1.jpg
Fax-FaxReceived-2013-04-02-06;41;03,3030_2.jpg
Fax-FaxReceived-2013-04-02-06;41;03,3030_3 jpg

Fax—FaxReceivec!—ZD13-04—02—06;41;03.3030_4.jpg LI
Filker: I
Name | Account/Chart | DOB

3. Complete the remaining steps to select the patient, heading, date and folder for the scan/fax
and click “Save”
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LOGGING INTO THE WEB INTERFACE

The fax appliance web interface can be accessed in one of two ways. Either method will require
the user to enter their fax appliance username and password.

Via the Fax Client:
1. Click the arrow in your taskbar to show hidden icons

2. Right-click on the Print-to-Fax icon and select “Launch fax client”

Options

Launch Fax client

Exit:

Cuskomize. ..

" 4:21 P
A iy [7 432013 =
3. Enter your Username and Password

NOTE: This is the same user name and password you utilize to access Practice Manager
and Clinical. (The network address should have been entered at the time of installation. It
is either the IP address of the fax appliance or the name of the fax appliance on the
network.)

@ Print-to-Fax Options

To print to the fax appliance, vou must sign in.
Enter your credentials balow.

Metwork Address of the fax appliance
Im.m.n.x |

User Mame

Passwaord

4. Click “OK”
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Via the Internet:
1. Open a web browser and type http://otfa/ or http://rightfaxserver/rightfaxexpress in the

address bar

2. Select “User”

OPENTEXT

RightFax Express
Sign in as...
User
Administrator
Download...

Print-to-Fax installer

3. Enter your Username and Password

NOTE: This is the same user name and password you utilize to access Practice Manager
and Clinical. (The network address should have been entered at the time of installation. It
is either the IP address of the fax appliance or the name of the fax appliance on the
network.)

B RightFax Express - Windows Internet Explarer IH[=] E3

@ L |§} hitpi/rightfaxserver [RightFaxExpressiHome User Client FRa (IS (& RightFax Express x ok 3

To sign in, enter your credentials below.

Username

Password

Sign In

Select Language
| English (United States) -]

4. Click “Sign In”
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FAX APPLIANCE FOLDERS

The fax appliance web interface provides various folder options (Inbox, Outbox, Sent, Trash) for
viewing your fax transmissions. Please note, folder content is user specific and is based on
which user is signed into the fax appliance.

The typical, default, fax transmission setting will attempt to send each fax up to 4 times with 5
minutes in between each attempt.

5 RightFax Express - Windows Internet Explorer [_To[ =]
@ y @ [ @ httpjinghtaxserver/RightFaxE-press/Home UserClent P4/ %] [ Googe @ RightFax Express x {0 3¢ fo3
) Contacts | Preferences Sign Out
) 2 C
Mew Fax Refresh admin 2014886441

ecipient Name Recipient Company Recipient Fax Number  Pages  Date Created ~ Status Billing Code 1 Billing Code

[ nbox
|7 Outbox

[ Sent

[ Trash

(3 Undelivered
4 Global Inbox
4 Global Qutbox

4 ] »

4 4fPagef1  |of1|P M|
Folder Allows you to...
Inbox View incoming faxes
Outbox View faxes which are in the process of being transmitted by the fax appliance.

Once the fax transmission is complete, the fax will disappear from the Outbox
and can be viewed in the Sent folder. Faxes which fail will remain in the
Outbox with a Condition of “Failure”.

Sent View faxes which have been sent successfully
Trash View faxes which were manually deleted
Global Inbox* View all incoming faxes

Global Outbox* View all outgoing faxes

* Only available if set by the administrator
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VIEWING & MANAGING FAILED FAXES

Failed faxes will reside in the Outbox of the fax appliance. The Condition column will display a

status of “Failure” for failed faxes. Failed faxes can be retried by highlighting the failed fax and
selecting the “Retry” icon.

#=*Fax Client - Windows Internet Explorer

—

_|O
6] = [ @ httpjotfalst clentrost jdsfauk aspx OB [+#] x| @ Fax clont o e
File Edit Wew Favortes Tools Help

— Fax Appliance

Signed in as Admin | Sign Qut

|
Faxes : Outbox

H®CE W& &

Mew Fax || Open || Print = || Save || Delete

Retry v Refresh
Retry ) - . N
Folders Recipient Name Recfbie ber  # of Pages Date Created Status Condition illing Code 1 | Billing Code
Retry with new fax number... B
ALAN SMITH 5 pages 4/2/2013 4:14;. Waiting to reschedule Canceled

3 Inbox

= Outbox

[ Sent

.4 Trash

The “Retry” icon provides two options: Retry or Retry with new fax number. Retry with new fax
number allows you to attempt sending the fax with an alternate fax number.

Retry With New Fax Number
To try sending this fax to a different fax number, enter the new number.

If this fax includes a cover sheet, it will be updated with the new fax
number. No other changes can be made.

Fax Mumber

Cancel Send

The “Resend” icon (available in the Sent Folder) allows you to resend a fax that was previously
sent.

£ERightFax Express - Windows Internet Explorer

@A y @ [@ htepjinightfaxserver/RightF axE-press Home/UserClient

Neeee

NewFax Open  Print¥ Save Delete  Empty Folder

O]+ | = | [Eyeece {22 RightFax Express

=

|7:' Contacts | Preferences  Sign Out
Refresh

Resend

admin 2014886441

Folders » Recipient Name Recipient Company Recipient Fax Number  Pages Sent = Billing Code 1 Billing Code 2
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MODIFYING USER PREFERENCES

1. Click “Preferences” in the top right corner of the screen

/¥ RightFax Express - Windows Internet Explorer

O &

New Fa Empty Folder
Folders # = Received From
[ Inbox
[ Outbox Medical Records
[4 Sent Fax
[ Trash "
[ Undelivered CareCore National
(3 Global Inbox
5519960577
[4 Global Outbox
201 4570571
Medical Records

812018337091

Medical Records
Fax
12

Holy Name Medical Ce

5519960577

@ ) ® | @ tetp:firightFaxserver RightFaxExpressiHoms Ussrclisnt

Pages

N W OW NN W RN NN

e

O] 4]l x M {2 RightFax Express xJ

@

Refresh

Received *
5/1/2015 8:21:27 AM
5/1/2015 3:32:28 AM
5/1/2015 3:28:35 AM
5/1/2015 3:27:20 AM
4/30/2015 10:22:50 PM
4/30/2015 4:58:46 PM
4/30/2015 3:11:41 PM
4/30/2015 3:03:15 PM
4/30/2015 3:01:11 PM
4/30/2015 1:42:05 PM
4/30/2015 11:52:42 AM
4/30/2015 10:40:32 AM
4/30/2015 10:26:35 AM
4/30/2015 10:21:00 AM
4/30/2015 9:

159 AM
4/30/2015 9:10:51 AM
4/30/2015 5:33:52 AM
4/30/2015 3:29:30 AM
4/30/2015 3:27:37 AM
4/29/2015 11:34:34 PM
4/29/2015 6:12:38 PM
4/29/2015 3:36:53 PM

Contactsf Preferences [Isign Out |

14886441

14 ¢ |Page[L of3|r M|

140 items, 0 selected

2. Select the type of information you want to modify (User Information, Fax Cover Sheet
Defaults, Notification Options, or Received Fax Options)

3. Modify the applicable information

Preferences

User Information

Username: admin

Motification Options

Select where, when, and how you want to

receive notifications.

Change Password...
Fax Number: 2014386441

Email address:

Current Time Zone:

L (UTC-05:00) Eastern Time (US & Canada) ~ |

Preferred language:
L English {United States) )

Fax Cover Sheet Defaults

Enter the information you want to appear on
vour fax cover sheets.

Name

admin
Company

Fax Number
Phone Number

Email Address

Default cover sheet:

Send em

cations to:

Send print notifications to this printer:

Send notifications about received faxes.

Received Fax Options

= r my received faxes to this email

address:

Em
HTML

Print my received faxes to this printer:

[] save a copy of my received faxes to this
folder:

W\stiappserver\Clinical\Scans\admin
|_| Forward my received faxes to this fax
number:

Use Network Authentication
You can use your network username and
password to sign in. Each time you sign in, your
password and email address will be updated
automatically from the network, and you can no
longer change them here. This change cannot
be undone.

4. Click the “X” in the upper right after making changes
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ministrative Mode

OVERVIEW

When logging into the fax appliance web interface in order to modify system defaults and
configurations, make sure you select “Administrator” and log in with administrator credentials.

OPENTEXT

RightFax Express

Sign in as...

User

Administrator

Download...

Print-to-Fax installer

After logging in, you will have the ability to manage the faxing software using the following tabs:
Users, Devices, Cover Sheets, Dialing Rules, Reports, and System.

OPENTEXT Signed in as admin | Sign Out

RightFax Express

Administration : Versien 2.4.1388.0

I Users | Devices | Cover Sheets | Dialing Rules | Reports | System |
1

NOTE: Do not use the Devices tab. The Dialing Rules tab is not applicable. Cover
sheets need to be edited in HTML. If you do not have knowledge of HTML, please
contact Clinical Support for assistance.

CREATING A NEW USER

1. From the User tab, click “New”

2. Add the appropriate information into the fields
NOTE: You can provide the user access to the “shared contacts”, have the user see all
global faxes (by default, you will only see the faxes you send and receive) and/or allow

another user to be an administrator.

3. Click “Save”
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MANAGING USERS
1. From the Users tab, highlight the user

2. Click “Edit” to modify the user’s information (including password) or “Delete” to remove
them from the system

Users | Devices | Cover Sheets | Dialing Rules | Reports | System

O

|| Edit || Delete |

Name Login Name Login Provider Fax Number Email Address

admin admin Basic 2014886441

3. If editing, click “Save” to close the dialog

REPORTS

You can see activity reports through the Reports tab by selecting the Start and End Dates and
then clicking “Generate”.

E?RightFau Express - Windows Internet Explorer =] I

g’\ ) = [ @ nito irightaxserver SiCieni Host cin. sp e O] [#][% | @& rightrax express x Nk

OPENTEXT

RightFax Express

Signed in as admin | Sign Qut

Administration : Version 2.4.1388.0

Users | Devices | Cover Sheets | Dialing Rules | Reports | System

Report Start Date End Date Contains
Fax Activity ~ J§ |3/30r2015 G5 |arevrz01s =l i || | cenerate |

Recipient Name Recipient Fax Number  Recipient Company # of Pages Sender Name Sender Fax Number  Billing Code 1 Billing Code 2 Queued Tim:
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CLINICAL AUDIT TRAIL

The Audit Trail in ChartMaker® Clinical will display faxes that were processed and sent to the
OpenText Fax Appliance. This does not verify that the fax was successfully transmitted to the
fax recipient(s). To verify the transmission, reference the fax appliance web interface.

Sample Audit Trail:

£ Audit Trail - Account #307 [_ (O}
Event | Group | &udit Date + | Operator | Awudit Trail Description | DldValue | Mew Value

Wiewed i

4424201 | iy

Fax Mote /2020341703 PM | susadmin ToalAM SMITH Fawd44-444-4444 Doc:Operative Report Date:2/10/20012 3:19:50 P

Fax Mote 42020341703 PM | sysadmin ToalaM SMITH Faxd44-444-4444 Doc: Consults-Ortho Date:5/22/20012 3:19:50 P

Fan Mote 220341703 PM | susadmin ToALAM SMITH Faxddd-444-4444 Doc:Medical Inform Release Date: 3/28/2013 9:39:16 AM
Wiewed Chart /20203233720 PM | suzadniin

Page | 19 Updated 5/1/2015 OpenText RightFax



A

Add Attachment - 10
Add File - 8

Additional recipients - 5
Also add to Contacts - 7

C

Chart> Fax - 4

Chart > Scan Documents - 11
Clinical Audit Trail - 19

Cover sheet - 4, 8, 10, 17
Creating a new user - 17

M

Managing received faxes - 11
Managing users - 18

Modifying user preferences - 16
More Recipients - 10

N

New Fax - 10

D

Delay sending until - 8
Devices - 17
Dialing Rules - 17

(0]

Options - 10
Organizer - 4
Outbox - 14, 15

F

Failed faxes - 15
Fax appliance folders - 14
Fax Appliance Web Interface - 12, 14, 17

P

Patient referring physicians - 5
Preferences - 16

Print - 7

Print-to-Fax Launch fax client - 9, 12
Print-to-Fax Options - 3

Fax Appliance Web Interface-Administrative Tasks - 17

Fax Printer - 7
Fax Status Notifications - 16

Inbox - 14
Incoming faxes - 11

R

Received Fax Options - 16
Referrals - 5

Referring physicians - 5
Reports - 17, 18

Retry - 15

Retry with new fax number - 15

L

Launch fax client - 9, 12
Logging into the web interface - 12
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Scans directory - 11

Select a cover sheet - 8

Select cover sheet - 10

Selected recipients - 6

Sending a Fax (Using Clinical) - 4
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Sending a Fax (Using the Fax Printer Driver) - 7

Sending a Fax (Using the Fax Server Client) - 9

Sent - 14
Signing into the fax appliance - 3
System - 17

U

User Information - 16
Users - 17

T

Taskbar - 3,9, 12
Trash - 14
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Viewing & managing failed faxes - 15
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Trainer: Phone:

STI ChartMaker Medical Suite Support: 1-800-487-9135

NOTES:
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Date

Version

Changes

5/1/15

5.6

Initial Release
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