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Using ‘Print and Fax’ in AppCentral
QUICK USER GUIDE

Overview

Print and Fax functions were added to AppCentral in 2017. This guide explains the two ways you'll
encounter or use the Print and Fax function in your re/appointment application:
1. Asadocument type in your application.

THE 3 DOCUMENT TYPES IN APPCENTRAL

Print and Fax Must be printed, completed manually and faxed

Fill out and submit Must be completed and submitted electronically

Read document Need only to be opened and read

2. Asadelivery method to attach images to your application. Fax

THE 3 WAYS TO ATTACH IMAGES TO YOUR APPLICATION My computer

Previous attachments

1. Print and Fax documents

What should | do with print and fax documents?

e They must be printed—along with the associated coversheet—and completed, then faxed to
your medical affairs office. The fax coversheet contains a unique barcode that AppCentral uses
to automatically tie the document to your specific process.

Examples: images or documents requiring a provider’s actual signature (attestation forms), or
documents requiring a third party’s attention (health forms).

How do | complete my print and fax documents?—and then where do | send them?

e The Print and Fax function allows you to:
a. Fill out a document in AppCentral and then print it, sign it, and fax it back to medical affairs.
b. Save the blank document to your computer for completion and submission at a later time.

e Send your Print and Fax documents to the number on the coversheet. You must include the bar-
coded cover sheet with the completed document.

Tips for working with print and fax documents:

e Only documents designated as Print and Fax in AppCentral can be faxed.

e You cannot save Print and Fax documents with data. You can only save the blank coversheet.
To keep a copy for your files, retain the printed copy that you fax back.

e Electronic signatures cannot be used with Print and Fax documents.
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Print and Fax —Document process

1.

Print and Fax documents are
identified as such in the Action
Required column.

Select Facility

My Documents

(G

When opened, the first page of

the Print and Fax document is the

bar coded cover sheet.

This sheet MUST be included as
the first page of the document
you fax back to medical affairs.

You have the option to:

a) complete the Print and Fax
document in AppCentral and
then print it off, or

b) save the blank form to your
computer to complete later.

Note:
You may see this if your browser
does not permit pop ups.

/€ FaxBack Coversheet - Windows Internet Explorer

K =lolx|

& about:blank
q & | € $[1 /3 & @0 o

| out the following form. You cannot save data typed into this form.
&print your ify py for your records.

AppCentral Fax Coversheet

Document Name:

fillable

Fax Number: 604-297-9331

To: AppCentral Online Services.
From Erich Armes

Roquest Date: 2016/11/22 8:53:26 AM (CST)
Routing Number:  F0002Y012U

How to send your fax:

v Lo

e 1 fax. One decusment type per coversheet pleass

PHSA-CPC Release_physicians phsa (07.27.15) pdf

B Add document

(UL CILTNOR LT R LT RTT R LT AT

- |
W

Your fax coversheet is ready to be printed. A popup window should display prompting you to
print the coversheet. Proceed as directed and close the window when finished.

f the popup window does not show, please click the “Print coversheet” link. If the
problem persists, temporarily disable “Popup Blocking” in your browser and click the

“Print coversheet” link again.

Print Coversheet

Resources/FaxbackCoversheets/867619a37c5a41a58fcc7e00243475cd.PDF

Status—submitted
After you've faxed the document,
the Status column for this

Select Facility

Select a facility that y
display the list c

selected facility.

account is currently associated with. Doing
oing activities associated with the

My Documents

Status column will change from
“Submitted” to “Accepted.”

|Wi print and Fax Test

PHSA-CPC Release_physicians.phsa (07.27.15) pdf fillable

Name Due Date  Action Required = &  Status
document will change from @Print and Fax Test
“« ” “« . ” PHSA-CPC Release_physicians.phsa (07.27.15) pdf fillable N/A wait
Opened” to “Submitted.
5' Status_accepted Seliitfai?:itlhiatt I account is currently associated with. Doing
displa oing activities associated with the
Once the document has been ccred T
. . My Documents
acce ted by Medlcal Affalrs' the Name Due Date  Action Required = &  Status

Status—returned

If returned to you by Medical
Affairs for updates, the Status
column of the document will
change to “Returned.”

Select Facilit
Select a facility that y

Il display the list of ¢
selected facility.

r account is currently associated with. Doing
oing activities associated with the

My Documents
Name

[ Print and Fax Test
PHSA-CPC Release_physicians.phsa (07.27.15) pdf fillable

Due Date

&  status

Print and fax

Action Required

Action required: Open the returned document to see the comments advising you on the document
updates needed. Once updated, you will need to print and fax the document again.
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2. Fax - For attaching images

You now have the option to fax in required attachments (rather than scanning and uploading them).

Faxing attachments—Process

1. To access the fax function when
completing your application,
select Fax or Attach Images.

(@ Please review the entire application for accuracy and completeness. The fallowing fields must be papulated to submit the
application.

Fax or Attach Image Submit

-—-/' >

K faserheath. 70 MG Pt |t e

Theattn

2. Select the Add License, Photo,
Certification, etc.

Fax or Attach Image Submit

Attachments may be added or removed only
aday before the document is submitted for review.

i ifi ion
£ Ty r

3. Select the Fax option for
attachment methods.

B Select Attachment Method

Choose one of the metheds of attachment below te proceed,

- My Computer
B sciect = gzcument frem your computer 2nd uplzad 7 as

= an altachment To this document.

e
* Yy Serermizs s cevemhest W instctions B2 a0 an

aftashment I= Dhis documant using 2 faz machine

Brevious

:= AEATRAENE it of previeus attashmants that have

Dmsn maved Iz M= syst=m

4, Add the document type from the
drop down.

You will also:

e provide a name

e enter BCin the State, and
e select “Print Coversheet.”

Add document

Specify the name and type of the document to be faxed.
Mame .
State

Diocument Type |No walue Specified

5. This document will be created S
with a unique bar code for this -
specific attachment. The print AppCentral Fax Goversheet
function will open allowing you to posumentnieme: My Photo
print the fax coversheet. Print the Fa Number: 604-207-92331
Cover Sheet. ::m: :::::::r:l COnline Services

Reguest Date 2016/12/23 11:41:02 AM (CST)
Rauting Number: FOOO3200H4
" Locate tha documsnt ',Jc-)u intend te fax, One document type par covershaest pleasa,
U
Yoty sont your e s i A romindor v sl may e st 1 Y24 i your ek
| (I HCCE N AT AT O O
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6. After you have printed the b= Add document
coversheet this document will
“our fax covershest is ready to be printed. & popup window should display prampting you ta
appear. Select the Done button. print the coversheet. Praceed as directed and close the window when finished.

1If the popup window does not show, please click the Print coversheet” link. If the problem
persists, temporarily disable "Popup Blocking” in your browser and click the " Print

coversheet” link again.
Print Covershaet

® c 25427, .
YoU may send your fax at anytime, /A reminder via emall may be sent to you if your fax Is not
received within 3-4 days.

' Done

7. When you look at the Fax or Fax or Attach Image Cubmit
Attach Image tab again it will
Attachments may be added or remowved

show your étj(achment and the PR TR T SN A R =
status (awaiting fax). review

€y P hoto (.awaiting fax) =

ﬁ Add License, Photo, Certification, etc.
T - —~——— L
™
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