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Sending and Receiving Faxes

This document explains the fax functionality in Kroll. It outlines the process for receiving incoming documents and

sending outgoing faxes, as well how to send faxes as mail.
Configuration
This section explains how to enable the outbound fax service in Kroll so faxes can be sent and received.

1. From the Alt-X Start screen, go to File > Configuration > Store > Interfaces > Other and place a

checkmark next to Use outbound fax service.

e Store Level Configuration Parameters [_J u
| Eenerall Eatientl Lirug | Dgctorl Bx | FDB | édiudicationl I__abelsl Hepolﬁsl ﬁecurit_l,l| lnterfaces| Dldgll E-AHI ¥-Ta Dol Ectrl E
| 1-POS/Robotic| 2 - Cential Fill| 3 - Dutbound Communication| 4 - Other |
I |se outbound fax service I Extemal Interfaces '
] ] Canfi
Local prefix Long distance prefis Resolution 150 dpi onngure
MediResource
YoicePart
CanadaPost
RxTouch

2. Click OK to close the Store Level Configuration Parameters screen.

Fax Reports

Several reports can be faxed directly from the report form. This section explains how to fax Prescription

Authorization Requests and Rx Transfer Reports.

Fax Doctor (Prescription Authorization Request)

1. Call up a patient record and select All Rxs from the right navigation pane.

2. Right-click the Rx you want to generate a Doctor Authorization Report for and select Fax Doctor(s).

3. The Doctor Authorization Report form will appear. Select the Fax radio button and complete the form.
= Comments tab: Enter any comments you want to include in the report
m Customized Text tab: Enter any body text you want to include in the report

= Options tab: Select the components you want to include in the report

Sending and Receiving Faxes
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report

w® Doctor Authorization Report

(B]lo ] s

File  Version 10

Comments | Customized Text| Options | Cover Page Cumments|

Comment
[Free Farm

2=

Font T Calibri +  FontSize 11 -

Send to
(") Printer

’Besture Defaults] [ o Fax ] ’ Freview ] ’ X Cluse]

Kroll®

Cover Page Comments tab: Enter any comments you want to appear on the cover page for the

4. Click Fax. The Prescription Authorization Request will be sent to the fax number listed on the

corresponding doctor profile and will appear in the Outbound Fax queue:

File Edit Reports Utilities Central Fill Cards Session Help

I F3 - Patient " F5 - Drug

” F7 - Doctor “ F9 - Workflow " F11 - Drop-off " F12 - MNew Rx ]l Alt-X - Start ‘

Last Rx Numbers

1000002
9000001

( Modify R || Show comgs -
[ Reprint R | | Dutbound Faxes (1) (R)T20 To: (556) 655-5555 Status: Completed Successfully
CsleiSecl [SentTo |tats | | on 1107720141021 On:
( Cancel Rx | | A/0772014 1021 | (5555555555 Completed Succassiul - :
& & |zoom314 % Q @[ D B
[ Modify Specific Rx # ] I | ' =
[ Reprint Specific Rx # ] pcthorizstion Regeest
I Counsel Rx ] o ;'«e bec o
Cannds
Pramace (BL
- .
Toron ON MIH 230
(555) 555-5535
CONFIDENTIAL
\ / - ax1mmiz Amino Carv GM ot B0 13-Dl-2004 Aporcasd (ry =
= oMb s Aot g ran e ) o Rapeatn
DIV O003ME4  TAKE | TABLET CRICE DRILY

Rx Transfer Report

1. Call up a patient record and select All Rxs from the right navigation pane.

2. Right-click the Rx you want to transfer out and select Transfer Rx to Another Store.

Sending and Receiving Faxes
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3. Search for the store you want to transfer the Rx to and click Transfer Out Eligible Rxs.

w® Transfer Out Ru(s) l @ = JEM
Search for a store. Type its name, address, or other information
RESS
Store Name | Pharmacy 1 Pharmacist Name
Chain Pharmacies Inc. Paul smith
Address 123 Any St Comments
City Toronto Prov |OMN
Postal 1M 1M1
Phone (111) 111-1111
Fax (222) 222-2222 Edit
Fx Summary
Fox Num Orig Fx Mum - Drug Doctor Status
1000002 1000002 Arnino Cery Dr. Test, Doc Mot completed

I JIranSferOutEligibleRxs I

4. Answer Yes when asked ‘Do you want to print the Transfer Report?’.

5. Click the Fax radio button and select Fax.

c‘ Rx Transfer Report [ = Jlil_lﬂ

File  Version 10
Options

[¥] Print Billing Info

[C] Print patient allergies and conditions
[[]Use doctor's address from Fx

[] Print Cowver page

7] Print P Status

Send to
() Printer
@ Fax

lBestoreDefaults] [ " Fax ] l Prewiew ] l xC|DSB]

The Rx Transfer Report will be sent to the fax number on the store record that you selected and will

appear in the Outbound Fax queue:

Sending and Receiving Faxes 4
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File Edit Reports Utilities Central Fill Cards Session Help
I F3 - Patient “ F5 - Drug ” F7 - Doctor " F9 - Workflow “ F11 - Drop-off ” F12 - New Rx H Alt-X - Start ‘
Last Rx Numbers
1000003
9000002 Outbound Fax
[ Modify Rx || Stow Pending |
[ Reprint Rx || Dutbound Fases (2) (08 14 (222) 222-2222 Status: Completed Successfully
Date Sent [ Sent To | status | ~| on 1107720141037  On:
[ Cancel Rx | Toremas iz 5 -
11/072201410:21 | [555) 5555555  Completed Successfuly & |z°om 314 % Q @ @ BB
I Modify Specific Rx # ] I "
[ Reprint Specific Rx # ] bl
To: Pharmacy 1 From:
127 Ay S Pharracit: Kol
l Counsel Rx l e,
Pan: (122) 322-23a2
= Sgratre
Patunt Do, Jar DO8: 01 Jarv 1900
0 Yenga St Pae Chone Orug besefrs
Tomn, O MM 230 Bilng e 1111 Rel 0
{555} $55-3555
Ru Trarmber Smport Printed arc 10000000 30 X019 =
Patient; Dos, Jane
N ool o tocer s
oI Fawt Fil Dute Last Fill Dute Al
Dupensed Qt  Authoried Qoy ) City/Prov. Wetmn Dute
e
000003 Ciprafes 20mg TAE Whnen Or. Test, Doc w3
|4 [P TE PR TR
N = i -
e e
TAKE | TABLET ORCE DamLY

Inbound Documents

Incoming faxes are located in the Inbound Docs screen, which is accessed from the default Alt-X Start screen.

Select Inbound Fax from the highlighted dropdown menu to view inbound faxes.

File Edit Reports Utilities Central Fill Cards Session Help

[ F3 - Patient ” F5 - Drug

H F7 - Doctor “ F9 - Workflow ” F11 - Drop-off H F12 - New Rx “ Alt-X - Start l

Last Rx Numbers

1000003
s000002

[ Modify Rx } Show Pending R inbound Fa R
( Beprint Rx || Inbound Documents (1) (B84 FayFrom:  Inbound Fax: 4163830001
Dale Desorition “ | Receivedon 14/07/201410:35
( Cancel Rx J14/07/2014 1035 [Inbound Fax 4163830001 -
R F & [zom232 % @ &|[[D B[Sy
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Fax Doctor (Prescription Authorization Request)

Inbound Prescription Authorization Requests contain 2D barcodes that get decoded by the Kroll Background

Service. Once a 2D barcode has been decoded .....
1. Double-click the inbound fax from the Inbound Documents frame.

2. The Sort Pages into Documents screen will appear. If the 2D barcode has been successfully decoded,

Rx information will populate on the right side of the screen.

|| Title Prescription Authorization Request
Date  2015/11/05 12:21

RxNum 1000400 Fill Date 2015/10/07
Patient Test, Fax

Drug |Ultravate 005%

Doctor  Dr. Dr, Fax3

&3

e o A ol Be Rege -2

il A PR
IR TAF 1TeA =oAL

X save for Later \ «/ Process ‘

3. Select an option from the dropdown list at the top of the screen. This determines how the inbound fax will

be used.

<Unknown> Title  Prescription Authorization Request

<Unknown>

Delete these pages Date  2015/11/05 12:21
Forward as mail message Rx Num | 1000400 Fill Date  2015/10/07
Save as patient document . e
Use to process prescription(s) Patient  Test, Fax
Forward as fax Drug  |Ultravate 005%

» ||| Doctor |Dr.Dr, Fa)e

£

Sending and Receiving Faxes 6
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Delete these pages

The inbound fax image will be deleted.

Forward as mail message

The New Mail Message screen will appear with the fax image attached. Select a recipient, enter a subject line,

and enter any comments in the space provided (optional). Click Send.

o Mew Mail Message l&@]&@g

To: | Kroll Pharmacy

Subject: Prescription Authorization Request for Doe, Jane

[ add Attachment || inbound Fax 5555555555.paf (28 k) |

Prescripion Authorization Request for Doe, Jane attached. -

E Send ; ’ x Cancel ]

Sending and Receiving Faxes
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Save as patient document

The New Patient Document screen will appear with the fax image attached. Enter a description. Click Ins to add
a comment to the file (optional). Click Save.

o New Patient Document MEJ L@g
Title |inbound Fax 5555555555.pclf i Select ¥ |
Description Prescription Authorization Request - et

Comments (1) [Tns] (Del] o TR
Topic Comment |~
General Test comment

m

The fax image will appear in the patient’'s document library. This screen can be accessed by selecting
Documents from the right navigation pane in the patient card.

File Edit Patient Profile Reports Utilities MNH Central Fill Cards Session Help
F3 - Patient F5 - Drug F7 - Doctor I F9 - Workflow F11 - Drop-off " F12 - New Rx “ Alt-X - Start ]
Last Mame [Dge First Name Jane Salutation s, j _ Qf T  Profile
Address1 200 Queen St W Phone Numbers (1) [F2)(nel(0al)  Bithaate 01,01/1980 AR
P Description |Phor1e | f 35 years Active Rxs
Home (555) 555-5555 Active Rxs w/Passtimes
City Toronto j Prov ONj Gender Female j No image available Refillable Ree
Postal  MIM IM: County Canada -] tanguage Engish | Pricing Profile
Email Family Doctor Height  5%" Not Disp./OTC Rxs
Quick Code Weight  120lbs Rucs Filled in Error
Documents Suspended Rus
Filter documents here perform FD8 Analysi
Ttems (1) (2] ing) [0=) -
Title IBy |DocumentType ICreated hi IRetain Until I o m;ﬂddresses
[ Inbound Fax 5555555555, pdf KRL  ManualImport  06/11/2015 AR Profile
Batches
Charting
Consents
Credit Cards
Documents I
= ||| Histery
1 Medication Review/Dialogs (8)
Rx Counseling History
To Do Items
Work Orders

Sending and Receiving Faxes
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Use to process prescriptions
The F11 - Drop-off form will appear with the original fill parameters of the faxed Rx. Make any necessary

changes to the Rx. Click Okayed.

File Edit Drop-off Profile Utilities NH Central Fill Cards Sessiopn  Help
F3 - Patient F5 - Drug " F7 - Doctar ] Fa - Workflow F11 - Drop-off F12 - Fill Now Alt-X - Start
Patient Search  Doe, Jane ~ Age:35years  Phone |Home ||[555! 555_5554 * Drop-off
Address |200Qneenstw ||Female| Plan | |CI\entID | | Import Script Image File
Import Script Image from fax scan
Priority Default Wait Time LI Due in 19 mins Delivery Pickup ;I ‘Work Order 34 P P J
Select Script Image
R SR T eI JO
- CopyRx-1of1 e
Doctor Documents
,,,,, . Name Dr. Doctor, Test View Drop-off Work Orders
e EE Address 222 First 5t Licg 123123123 r
ComrLEm 1AL Drug/Mix All Rxs
e WY sy 104 ) | s o I—
Eorctrr e e R Name Apo-Ciproflox/Ciprofloxacin Hydrochloride Active Rus
Strength  500mg Form TAB Manuf APX (Apot: Active Rxs w/Passtimes
sig *1 Init KRL Refillable Rxs
TAKE 1 TABLET OMCE DAILY Pricing Profile
Mot Disp./OTC Rxs

Disp Qty 30 = Refills 6 = Auth Gty 210

Days Supply 30 Unlimited Refills Until []

Rx Status Written Date

R Comment
e
n
b 0 L 2 520 - I Okayed I Refused
Warkorder items
#  Adion Patient Drug Daoctor

Mot Rus

X Clear All ** Finalize Work Order

The Rx will be added to the Workorder items frame.

5 Warkorder items (1)
= #  Acdtion Patient Drug Doctar
E 1 Mew Rx Doe, Jane Apo-Ciproflox/Ciprofloxacin Hydroc...  Doctor, Test

X Clear All [ Finalize Work Order

If the Prescription Authorization Request contains additional Rxs, the original fill parameters of the next faxed Rx

will populate. Make any necessary changes and click Okayed for each Rx included in the fax.

When each Rx has been added to the Workorder items pane, click Finalize Work Order. A To Do record will be

created for each Rx.

NOTE: If you click Refused instead of Okayed, no To Do record will be created for the Rx.

Sending and Receiving Faxes
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Forward as fax

Kroll &

The New Fax Message screen will appear with the fax image attached. Select a recipient and click Send.

wf New Fax Message

LB = | B |t

To: |Test, Doc - Fax

[ Re-attach document ¥ ]

|zoom 521 % @ @ |[FD B

Prazsurip Lo AU feuUn Rugucsd

u L Lt st e
222Tast5t
Toronitn Ji
MM
rarads

5! I55-5555

Tel: (T35
Fae: (223) 222-2232

Franmacst; R
Feenil Lo, Zere e S PER ERESE L o
Aucen W
Teneanle O M Al WL
) 555 5555
CONFIDEHTIAL
mANNT 202 30mg TAR b I sep s

b &t S M w7 shiali™ o ki oy e N Y
CIM022385945 TAKS LTAS.E ONIEDWCY

» Iz presc pTon preasnk
» s pher masy A e =
« 1n ragl ey e

30or drug oot

rerderpis b Are there are nne et
i Aty A sl e et o Snnshose t menrher

Fresciber S {pres reme) 1=
FresciterSgrasr= Tin-s
Fiilen oz TET RIS D080 Foye |

I Send I

Sending and Receiving Faxes
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1. Double-click the fax you want to modify.

The Sort Pages into Documents screen will appear. The pages must be added to a manual document

before they can be modified. To do so, select the first page and click the star icon. The page will appear
in the <Manual Document> pane.

=% Sort Pages into Documents

[+ %2 KaD>PMAVIAY

[ unprocessed Pages

e e

B
Bl

e A s ey A eer R .

* Claim Numbers are Limited, Coll Today even if you

We don’t only save the environme

3

Go green to Get g

1 - <Manual Document> <Unknown> | All of our products are Eco-Clean ¢

'"-'-:—I Eco Plasgtic (PVCI), Low-emissive glass coatings LoE-2, ,
—— spacers, “Custom Shapes" assembiing technology, IPF

Poy Pt bt And unigue “Weather-Stripping” In
el e
=== ==1]

. _

L3

4 AREvy=triye

f » B > ke

3. Select each additional page you want included in the document and click the plus sign icon. The
additional pages will appear in the <Manual Document> pane.

=* Sort Pages into Documents

e KA DPMAVIAY

iy
0 Unprocessed Pages

e e

Els

[}

1 - <Manual Document:

<Unknown: -l

i ———— i

- ==} ra

o oty - Quial

—— .

e — H 4 m
i

oo —

=== — rere] —

- N
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If you want to modify each page separately, click the star icon instead of the plus sign icon for the subsequent

pages. Each page will appear in a separate <Manual Document> pane and can be modified independently.

«* Sort Pages into Documents i E@éj

Tk RKIDPHMAVIAY

[ Unprocessed Pages

[ A P LT TR

* Claim Numbers are Limited, Coll Today even if yot

We don’t only save the environme
2 Go green to Get g
<Unknown> - All of our products are Eco-Clean &

Eco Plasgtic (PVCI), Low-emissive glass coatings LoE-2, |
spacers, "Custom Shapes” assembling technology, IPF
And unigue "Weather-Stripping” In

. B O

<Unknownzs -l
LIFETIME TRANSFERABLE WARRZ?
Hurry, This Prograr
Call Today To Schedule Fre
r Toll Free: 1-877-T47-

<Unknownz j

If you do not wish to receive our communications,

Brightness Contrast Saturation

’ U U 0

<
X save for Later

=== e ———————— |

4. Use the Brightness, Contrast, and Saturation controls to adjust the colour display.

5. Click Process to save the changes you made to the document.

Sending and Receiving Faxes 12
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1. Double-click the fax you want to use for a prescription.

2. The Sort Pages into Documents screen will appear. The pages must be added to a manual document
before they can be used. To do so, select the first page and click the star icon. The page will appear in
the <Manual Document> pane.

=% Sort Pages into Documents P ” =NACE X

[+ %2 KaD>PMAVIAY

[ unprocessed Pages

e A s ey A eer R .

* Claim Numbers are Limited, Coll Today even if you

We don’t only save the environme

3

Go green to Get g

1 - <Manual Document> <Unknown> | All of our products are Eco-Clean ¢

'"-'-:—I Eco Plasgtic (PVCI), Low-emissive glass coatings LoE-2, ,

—— spacers, “Custom Shapes" assembiing technology, IPF

Poy Pt bt And unigue “Weather-Stripping” In
el e

= | mo=

3. Select each additional page you want included in the document and click the plus sign icon. The

additional pages will appear in the <Manual Document> pane.

«* Sort Pages into Documents A ) (o= |l

e KA DPMAVIAY

0 Unprocessed Pages

1 - <Manual Document> <Unknown> j

[}

U

Sending and Receiving Faxes 13
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4. Select Use to process prescription from the dropdown menu and click Process.

=* Sort Pages into Documents

TR KADMNAVIAY

[ Unprocessed Pages

& 3

*

Use to process prescr_-

=

Brightness Contrast Saturation

Sending and Receiving Faxes
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5. The Drop-off screen will appear. Enter the required patient, doctor, and drug information and click Add.

File Edit Drop-off Profile Utilities CentralFill Cards Session Help
F3 - Patient JL FS - Drug J[ F7 - Doctor ] F9 - Workflow F11 - Drop-off F12 - Fill Now Alt-X - Start
Patient Search  Doe, Jane v Age:34years  Phone |Cell (555) 555-5555  Drop-off
Address 100 Yonge St Female Plan opg |ClientlD 1111 Clear Script Image
Priority Default Wait Time ~| @ Due in 19 mins Delivery Pickup ~| Work Order 5 ¥ Patient
- Documents
& Q ® | DB Ref: # Rxs on page New Rx Rxis # 0" page [ '] View Drop-off Work Orders
e e i [(PatientProfile |
W el P Name Dr. Test, Doc All Rxs
123 Ay S Pramace: Cull
P ot s Address Lies 123 Active Rxs
Fe 22y 220202 ” b—_—
P Drug/Mix Active Rxs w/Passtimes
e ju‘::ni.;.m - R et Name A.C. & C/Asa/Codeine Phosphate/Caffeine Refillable Rxs
il s/8/1 Vi
e Transter Rugert Prnted on: LUTTI0M 203729 9 37 Sm¢ Form TAB Manuf VIT H Pricing Profile
Patient:  Doe, Jame Sig 1 Init KRL Not Disp./OTC Rxs
. g Move  aRioe s e
:e..;;-:. RAroy  amaanaly  Cas ] TAKE 1 TABLET ONCE DAILY
1000001 Cowales omg TAB. Wt v, Tout, D m
wARN 11-)eb-2014 1-M-2004
] £ taaes
ARG TIABRET OWGE oY Disp Qty 30 + Refills 6 = Auth Qty 210
Days Supply 30 Unlimited Refills Until [ ]
Rx Status Written Date
Rx Comment
[ 1mport New Image || selecta Ditterent image || Don't Use This image | | add | cancel
[ g, Workorder ltems (F2) (oel)
! | ® Action Patient Drug Doctor
3
Z
X Clear All < Finalize Work Order

6. The Rx will appear in the Workorder Items pane. Repeat step 5 for each Rx you want included in the

work order. When you are finished, cl

ick Finalize Work Order.

’ Import New Image ” Select a Different Image ” Don't Use This Image ] [ Add ] [ Cancel ]
E Workorder items (2)
- #  Adion Patient Drug Doctor
1 Mew Rx Doe, Jane AC. B C/hsa/Codeine Phosphate/Ca..  Dr. Test, Doc
2 Mew Rx Doe, Jane Amatine/Midodrine Hydrachloride 2...  Dr. Test, Doc

X Clear All

[ Finalize Work Order

Sending and Receiving Faxes
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Saving as a Patient Document

1. Double-click the fax you want to save as a patient document.

2. The Sort Pages into Documents screen will appear. The pages must be added to a manual document

before they can be used. To do so, select the first page and click the star icon. The page will appear in

the <Manual Document> pane.

* Sort Pages into Documents 410 = | B e
[+ 2 KaD>PMAVIAY am

0 Unprocessed Pages

e s ey e G
* Claim Numbers are Limited, Coll Today even if yot
We don’t only save the environme
L Go green to Get g

<Unknown> | All of our products are Eco-Clean ¢

Eco Plagtic (PVCI), Low-emissive glass coatings LoE-2, ,
spacers, "Custom Shapes” assembling technology, IPF
And unigue “Weather-Stripping” In

| . B O

L3

3. Select each additional page you want included in the document and click the plus sign icon. The

additional pages will appear in the <Manual Document> pane.

«* Sort Pages into Documents e =R X
e KADMAVIAY o

D Unprocessed Pages

ER

Fl [}

1 - <Manual Documents> <Unknown> -l

i

Sending and Receiving Faxes
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4. Select Save as patient document from the dropdown menu and click Process.

‘Sor‘cli'agesinlachcurrleﬂ;s""I el 4 T —— —— Eh
“ % %K< Dt»ua'wﬁvwl

& (@

D Unprocessed Pages

4 ¥

1 - <Manual Document> ISave as patient docui_» I

Sending and Receiving Faxes 17
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5. The New Patient Document screen will appear. Click F2 to perform a patient search. Enter a title and

description and any applicable comments. When you are finished, click Save.

wf New Patient Document [ P® @M
Patient |Doe, Jane [E2] Age: 34 years  Phane [cell ||(555) 555-5555 I 0
Address 100 Vonge st | [Female] Plan |ODE | ClientD[1111 |

Title Rx image
Description  Rx image from 14,/07/2014 =
Prescription Autherization Request
Tar Dr. Tast, Doc. From:;
bl Canscly
Fharmacen KRL
Retain this document until 120 months after Last Date of Service Pt o e DB 01- 1560
Taronio 08 MIM

Comments (1) (Ing] (Del] bt CONFIDENTIAL
Topic Comment = Resacong: Armina Cerv GM Lt 1132004

- ‘Ganaric Mame: Armino AcicySodks m Fropa et k] [
General  Test e

o save
A

The document will be added to the patient’s documents. To view the document, call up the Patient Profile

and select Documents from the right navigation pane.

File Edit Patient Profile Reports Uhilities Central Fill Cards Session Help

s -orug || F7-Docor |jamiichioifioms et puoe-oia] meeeiac tewx e et saria)
lasthame Doe  FinstName Jane savtation Ms.  ~|  [NNGKINN ' Save _ Patient )
1  Profile
Address1 100 Yonge St Phone Numbers (1) (P2l (Bel)  githaate 01/01/1980
Description IPhone | All Rxs
Address 2 Age 34 years
J _] Cell (555) 555-5555 _J Active Rus
City Toronto ~| Prov ON ~ Gender  Female % i i
No Jmagsiatailsble Active Ruxs w/Passtimes
Postal M2M 2M: Country Canada j Language English lJ =
. Refillable Rus
Email janedoe@email.com Family Doctor Height m— -
e e Pricing Profile
Quick Code F2 Weight 03 elete
- Not Disp./OTC Res
Comments (0) [F2][Ins)(Del) -
Topic Ir COE) ODE J 1111 Rxs Filled in Error
Blans (1) (£2) s (Bl Suspended Rxs
| |SubP|ln Cud¢| Group ID |CIierrt[D ‘Expiry | -
1 ODB 111 Perform FDB Analysis
Alternate Addresses
= - Batches
Allergies (0) [AddDrug) (F2)(Ins)(0el] Geperal | Family ] Copaygl Commgnications] Other | [Han [
Chartin
Patient Consent 2
Active  [¥] Consent Unknown Consent
; 7 Credit Cards
Animal - [ Unit Dose D
Deceased On Type <None> ﬂ ocuments
Medical Conditions (0) ((F2) (Ins| (Del) — Medication Review/Dialogs (1)
| Prescrintions Cuele <None> = |

The Patient Document List screen will appear. Double-click a document view its contents.

Sending and Receiving Faxes
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Outgoing Faxes
Outgoing faxes are located at the top of the default view on the Alt-X Start screen. When sending a fax or mail
message, you have the option to include an existing script image from your computer or scan a new image.

Please refer to your scanner’s user manual for operation instructions.

Sending a Fax

1. Select the Outbound Fax tab and click New Fax.

File Edit Reports Utilities Central Fill Cards Session Help
" F7 - Doctor “ F9 - Workflow " F11 - Drop-off “ F12 - New Rx ]l Alt-X - Start ]

I F3 - Patient “ F5 - Drug

Last Rx Numbers

1000003
9000002

[ Modify Rx l Show Completed v| Fromthelast 3 days (blank shows all)
Reprint Rx Outbound Faxes [0) (2 (Tns) (el G

’ ] Date Sent ISentTo |Status | - 6 @ |2°°m 314 bR ® | D E

’ Cancel Rx ] | | | |*|

2. Click Attach Document. Select From Fax/Network Scan to scan a new image, or select From Other

File to upload an image from your computer.

el e

wf New Fax Message

To: ‘

[ Attach document W

E Fram Fax/MNetwork Scan
— Frarm Other File

m If you selected From Fax/Network Scan, feed the script through your scanner, as shown:
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m If you selected From Other File, locate the document you want to attach and click Open. The image will

display in the Picture Importer window. Use the Brightness, Contrast, and Saturation controls to

adjust the colour display. When you are finished, click Save.

« Picture Importer OB B e
Image1 % “ldb  NewPage
LoadImage ¥ (3l [ 35% e aO ‘
Scanned Image Selected Image (This one will be saved)
L
- W
AT e [P
< | L&
L/ b \
e
Brightness Contrast Saturation
o save
-
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3. Enter the recipient’s fax number in the To field and press the Enter key on your keyboard. Click Send.

w New Fax Message

o[ @)l=|E

To: | Test, Doc - Fax |

[Re-gttach document ¥ ]

& |zoom 521 % @ @ |[F)D

I Send I
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4. When the fax has been transmitted, it will show a status of Completed Successfully.

FEile Edit Reports Utilities Central Fill Cards Session ﬂdp
[ F3 - Patient ][ FS - Drug " F7 - Doctor F9 - Workflow " F11 - Drop-off ][ F12 - New Rx [ Alt-X - Start
(&
Last Rx Numbers P ?
1000003 rﬂ @1
9000002
( Modify R | Show Completed  v| Fromthelast 3 days (blank shows all
[ Reprint R || Outbound Faxes (3) (®)@0 To: (555) 655-5555  Status: Completed Successfully
R e — | " 10O O o
( Cancel Rx ]
| Modify SpecificRx# |
[ Reprint Specific Rx # ]
[ Counsel Rx ]

Sending as Mail

1. Double-click the document you want to send as a mail message. The document will appear in the

Unprocessed Pages section of the Sort Pages into Documents screen.

——— 1T
=% Sort Pages into Documents E‘EM
vk R KIADPHMAVIAY £l B
0 Unprocessed Pages
Prescription Autherization Request
To O Tes Do fro:
Ganata
—
P e B0 G- 1560
Tarenia Gt 454 43
1555) $55.4888
CONFIDENTIAL
nutoonsz Amine Cer GM Rt prevee P
e e A ik oG R
GO L3P+ TAAE L TAGLET OHGE BALLT
=T
me
[
constiintaL S A DA
AT T AT ASTRET TR, . e
o s
frinid om L0 102113 faet
Brightness Contrast Saturation
[ U [ U [ ]
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2. The page(s) in the document must be added to a manual document before they can be used. To do so,
select the first page and click the start icon. The page will appear in the <Manual Document> pane.

[‘ Sort Pages into Documents <Al &IEE
I+ % (KA DA VIAY o I
|| [1 Unprocessed Pages
Prescription Authorization Request
L or T, B From:
o
q = Canac -
Batent e ire BOR: Ot 1500
T | 100 Forwge St
1 - <Manual Documents <Unknown> | T B g 2
CONFIDENTIAL
Restoosz Amin Cery GM L B 1102014 o
tirm » o ) Rapaae
OO COLITaEA TARE 1 TABRET DMCE DALY

3. Select each additional page you want included in the document and click the plus sign icon. The
additional pages will appear in the <Manual Document> pane.
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4. Select Forward as mail message from the dropdown menu in the <Manual Document> pane and click

Process.
w® Sort Pages into Documents [ <">_|_J EIEE
TR KIDHMAVIAY o3
0 Unprocessed Pages
Prescription Auther|zation Request
Tar Cr. Test, Doc. From:.
ou
- E Canaca e
Patent: Dw,hues( DO 01-lan- 1300
1 - <Manual Document> Forward as mail mes: ~ Tommoal oM 22
CONFIDENTIAL
Re2200022 Amine Cerv GM Lat Bl 11-uk-2004 e L
M Ed Dt ¥ Rapmats
CAM Q0137964 TASE 1 TABLET OMCE DadLY
me
(=)

D % PESEE LY. IF DE READER 15

OF DS ICNLMINT I SIRICILY PXSNEATTES
Frinted o 1L 102113 Fape1

Brightness Contrast Saturation

I ] I U I ]

5. The New Mail Message window will appear. Enter the recipient’s user initials and any body text you want

included with the mail message. You can send this message to additional recipients by entering more

user initials in the To: field. When you are finished, click Send.
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—————— -
fNew Mail Message

To: | Diana Chelsea Jlemmett weekly blisters

Subject: ) New User

Add Attag o NU

The mail message will appear in the Sent Mail folder (accessed via the Mail dashboard icon).

« Mail - Sent Mail Bl = ] E -

@ Mew Message € Reply € Replyto Al § Forward | < Delete | Mark as Unread hark as Read | i= Group By: Date Received — [ x Cancel

(=7 Inbox From Subject @ Received Message Type Date Read

| Sent Mail_____|

|7 Sent Mail Today N

A Deleted

D Unread L1 KRL (Kroll) Test 14,07/2014 10:07:38  User Message 14,/07,/2014 10:... I

(= Scan/Fax Last Week ~

=7 Archived Scan/F... a . Fax 11/07/2014 11:45:48 Qutbound Fax 11/07/2014 11:..,
S Kroll Faxed Rx Transfer Report 11,/07/2014 10:37:31  Qutbound Fax 11,/07/2014 10:..,
S Kroll Faxed Prescription Authorization Request 11/07/2014 10:21:14 Qutbound Fax 11/07/2014 10:...

NOTE: Mail messages can be sent to Kroll users only.

Printing and Deleting

This section explains how to print and delete faxes.

To print a fax:

Select the fax you want to print and click the Print icon.

File Edit Reports Utilities Central Fill Cards Session Help

[ F3 - Patient ” FS - Drug ” F7 - Doctor ” F9 - Workflow ” F11 - Drop-off J F12-NewRx | Alt-X - Start ]

Last Rx Numbers
Regular | 1000003

Narcotic | 9000002

oot O M1 L1
Phasa: (111) 1113111

Counsel Rx

{ Modify Rx J | Show Pending |
I Reprint Rx | | Dutbound Faxes (2) ()08 To: (222) 222-2222  Status: Completed Successfully
A lsani To | St - On 11/07/201410:37  On
’ Cancel Rx | N0T0A03 (2221222222 Completed Suceessily | :
1M/07/2014 10621 (555) 5555555 Completed Successhully J ] | Zoom 314 % 5{ 3{ 2 :“: E
I Modify Specific Rx # ] — | J -
[ Reprint Specific Rx # ] R Transfer Report
l ] L7 o
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To delete a fax:

Right-click the fax you want to delete and select Delete.

Kroll®

File Edit Reports Utilities Central Fill Cards Session Help

[ F3 - Patient “ F5 - Drug

“ £7 - Doctor ” F9 - Workflow ” F11 - Drop-off ]l FI2-NewRe || Alt-X-sStart ]

Last Rx Numbers
Regular | 1000003

Narcotic | 9000002

Modify Rx

Reprint Rx

Cancel Rx

Modify Specific Rx #

Reprint Specific Rx #

Counsel Rx

Show Pending j
Outbound Faxes (2]
Date Sent |Sent To

| Status

[F2) (Ing) (0e)

»

/07720141037 | [222) 2222022 ' Prmmnlabadd Brinnacshily

/077241021 [555) 5555555

Edit
Insert

lly

| Delete |

To: (222) 222-2222
On: 1140772014 10:37

Status: Completed Successfully
On:

@ Al |zoom314 % @ @D @

Pracmscy ]

20 Ay 82
Touio ON MIM 1]
Prasa: {113) 113 2041
Vo (32 idi-2add

R Transfer Repart

From
harracmt Kol
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