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Access & Credentials
URL: https://efax.larkinhospital.com/login

User: Admin / P@nth3rl

Fax Cover
If it needed, create a Fax Coversheet for the new users.

1. Goto:

LCHFS\\Departments\IT\MultiTech eFax\coversheet templates

2. Select one of the existing covers (the most appropriate for the one that you are creating) , copy
it ant rename it after the new Department/User.
3. Edit with Adobe Acrobat. Once opened, select Edit Document Content
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4. Change the static information about the Department/User. Change the logo if needed.

e n| g |@@[=]]|HB Tools | Fill &

Thisfileincludes ilabi form fields [ Highlight Existing Fields [~ 5

A ﬁ Edit Tex

*\“\*EAUH S [T] AddTe
. o 3
K 1N | [(5)j| D S =
\ ) Address: 5996 SW 70th Street, Miami, FL,33143 &) epont
: FL e

HOSPITAL e i - —
ST . SPITAL | Phone!(305) 284-7645 Fax: (305) 284-7649 More Content
[ 7031 SW 620d Avene [Email: medicalrecords@larkinhospital.com|_ & e
South Miami, FL 33143-4701 D Add Bo
& Attach

FAX —

TO / FROM l:E] 1
To: : From: B A ¢
Fax; Phone: |Email: Edit Using
Date: Total pages (including cover): [ Outline Text
Subject: » Pages

» Interactive
» Forms
COMMENTS e
» Action Wiz
» Text Recog
» Protection

5. Once saved, go to eFax website (Fax Configuration -> Cover Pages). Click Add button

Home

Send Fax

Status & Logs

Phone )

System Configuration

Fax
Fax Configuration
Cost Free
Fax Provider
Dialing Rules p—
Inbound -
AL Time Configuration &
Outbound Include Date v
Outbound Approval
MAETInE
Store & Forward (T.37) -
Fax Log -
Users vy

PDF in version 1.4 format (Editable cover pages)
Contacts

Cover Page

Logout
LBHS_BILLING.pdf @
LBHS_HR.pdf ®
Copyright © 1995-2019
Multi-Tech Systems, Inc. LCH_CANCERCENTER _ver1.pdf ®
All rights reserved. =

6. Upload the new cover page

Cover Page Choose File | No file chosen
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Configure eFax Users

1.

Go to https://secure.larkinhospital.com

LARKIN

COMMUNITY
HOSPITAL

& (¢] & Larkin Community Hospital, Inc. [US] | https://secure.larkinhospital.com/Account/Login... O Y¥ ('- Q 0O &g &

Welcome to Larkin Payment Portal

This site provides you with tools to make the billing process more manageable and user-friendly. By creating an online account
you will gain access to a simple, up-to-date summary of your account with useful resources that answer your billing questions.

This is an easy way to conveniently view, manage, and pay your bills online.

Make a Quick Payment

Pay by credit card or eCheck. It's fast and easy
and doesn't require that you complete

enrollment.

More convenience. Less paper.

Sign up for online billing and improve the way you access your payment information. Enrollment is easy. All you need is your

Sign up

Hospital billing statements and manage your

account.

Larkin Community Hospital patient number and the zip code from a previous statement.

Convenient Access

« Instantly view, download and print your billing statements.

pus

Palm Springs Campus

An easy way to view your Larkin Community

SIGN IN

To enroll, click on Sign Up below.
Already enrolled ? Enter your
username and password below.

Username:

asoto

Password

Forgot your password?

2. Once logged, go Admin -> eFax User Options

&4 (2758un X | (@ vSphere! X | [ Fox New

& Cc & Larkin Community Hospital, Inc. [US]

LARKIN
rﬂ COMMUNITY

B HOSPITAL

Bl @) Faceb: x | ) LincolnC X | @ FaxFinde

https://secure.larkinhospital.com/Patients/Search

x +

o % /00 &k ;

Users
Roles
PATIENT SEAR
Departments
Facility eFax User Options  earch criteria
® Larkin Community Hospital ® Account
Larkin Behavioral Health Services Patient Name
Palm Springs Campus Medical Record

SSN
DOB
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3. Enter the username (AD account) of the new eFax user. If this user will be using a fax cover,
enter the filename of this cover (previously uploaded into the eFax system)

LARKIN
ra COMMUNITY

B HOSPITA

L

Home

Set Options

Username

¥ Include Cover

Email Receipt

Fax Attachment

4. Click Update.

5. Go to Active Directory Users and Computers tool (larkinhospital.local -> Groups)

Set eFax options

Set eFax User Options

LCH_Default_Cover.pdf
always

pdf

= Active Directory
File Action View Help
e 2@ 0 X2 HE PaETaR
] Active Directory Users and C s [DCO2.larkinhospital,| Name - Type Description
p (] Saved Queries 2 Administration Security Group...
4 4 larkinhospital.local 82 Admitting Distribution Gr...
b < Builtin 2 Admitting-Group Security Group... Admitting Depa
b - Computers 2 billpayalerts Distribution Gr...
b :~ ContaFts #2,80Group Security Group...
b f‘ g::::: Eant:::: 2, Case Managers Security Group...
> ;‘ Domain Users 8 centraldistribute Distribution Gr...
b :z Education Testing 82, e0U SI-_IARE Security Group... To giveaccesst
b ] ForeignSecurityPrincipals 82, Education Group ) Secur!ty Group...
b &1 GPO-EXCLUDED 9&eFaxUsers_CancerCenter_qumo Security Group...
82, eFaxUsers_Education Security Group...
b 5 Kiosk Test 82, eFaxUsers_Imaging Security Group...
b 51 Kiosk2 82, eFaxUsers_IT Security Group...
b (&1 Larkin Research Center 82 eFaxUsers_LBHS Security Group...
b &1 Larkin University 82, eFaxUsers_Main Security Group...
p =] LarkinHospital 33)eFaxUsers_MedicalRecords Security Group...
b (-] LostAndFound 82, eFaxUsers_MedicalStaff Security Group...
p (&1 Microsoft Exchange Security Groups 82, eFaxUsers_Neuroscience Security Group...
b &1 Nurse Stations 82, epayBankReportLCH Distribution Gr...
b [31 Orthopedics at 7000 82, epayBankReportPS Distribution Gr...
4 3_ Prestige 82, epayTransReportLCH Distribution Gr...
b - Program Data %epayTransReportPS Distribution Gr...
b if Servers H2 FR_PSC_Remote Security Group...
b = System L 2 Full-Internet Security Group...
b f‘, ;eic;:aﬁrzlll'g‘\:ew 2, Gamma Knife Info Distribution Gr...
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6. Add the new user to the eFaxUsers_Main security group. If you are adding multiple users (a new
Department, for instance), a best practice is to create a new security group , and add it to the
main security group later.

7. Go to eFax website (Users -> Active Directory Users). Click Sync button. The new user/s should
appear on the Active Directory Users list after synchronization.

FaxFinder® IP Fax Server Logged In: admin
FF240-IP.Rx Firmware 5.0.5.8 Logout

AdveDrecoy s @
Advedrecoy UsersGro @
Status & Logs
AD FF Users Group  eFaxUsers_Main Sync
System Configuration
Fax Configuration AdiveDirectoryUsers &
Full Name Username Email Phone Fax Organization
Carolina Navarro cnavarro cnavarro@larkinhospital.com LCH ®

FaxFinder Users
Include Cover Page: Yes

- Active Directory U
CHVE Lectoly Users Default Cover Page: LCH_NEUROSCIENCE_FRONTDESK_ver1.pdf

User Options

Nastasha Rodriguez nrodrigu nrodrigu@larkinhospital.com Ich @
Josslyn Milanes jmilanes jmilanes@larkinhospital.com LCH @
Daria Farrat dfarrat dfarrat@larkinhospital.com @
Krystie Cabrales kcabrales kcabrales@larkinhospital.com @
e Michelle Shika mshika mshika@larkinhospital.com @
"""';'T'ﬁ‘:‘:m'"" Karol Martinez kmartinez  kmartinez@Ilarkinhospital.com @
Estelle Joakimsen ejoaki ejoaki larkinhospital.com @
Roselim Gallardo rgallardo rgallardo@larkinhospital.com @
Michelle Lorenzana MLorenzana MLorenzana@Ilarkinhospital.com ®

H m 25 S0 Displaying 1 - 10 of 41 n 2/|3/|4](5] >> >
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Configure Inbound Routing
Steps:

1. Configure Cisco Call Manager to redirects incoming faxes for the desired number, to eFax server.
(end a ticket to NextPointe, so they can configure it)
2. Configure at eFax the inbound routing and actions

€& > C A Notsecure | hitpsy/efaxlarki ital.com/fax_c inbound e /. 00 s &

FaxFinder® IP Fax Server Logged In:  admin
FF240-IPRx Firmware 5.0.5.8 pEic

Home

Send Fax

Status & Logs
System Configuration

Fax Configuration Add [ Import | Export [ Delete All

2
c
=
IIIIl :
®

Route faxes by extension, caller ID number and caller ID name.

Fax Provider
Dialing Rules Name Extension Caller ID  Caller ID Fax Destinations
Inbound Name Number
Mejngro 7864569414 @
Outbound ®
Outbound Approval Medical Records 3052847649 Email Fax: @
Cover Pages medicalrecords@larkinhospital.com (%)
Store & Forward (T.37) PHP out reach 7864568277 Email Fax: @
Fax Log Fax php_or_fax@Iarkinhospital.com ®
Zulin Pena Fax 7864568278 Email Fax: @
nurspvrfax@Iarkinhospital.com ®
e b 7864568279 Email Fax: @
hh_fax@Iarkinhospital.com ®
O
Doctor at Home 3052847665 Email Fax: @

a. Add anew Inbound Route

[ome
S
Status & Logs

System Configuration
Fax Configuration

Fax Provider

Add || Import N Export || Delete All

Route faxes by extension, caller ID number and caller ID name.

Dialing Rules Name Extension Caller ID  Caller ID Fax Destinations
Inbound Name Number

Inbound Routing Alejandro 7864568414 @

Name Medical Records

Extension [3052847649| )

Caller ID Name

Caller ID Number

Save Cancel
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b. Once saved, Add a new destination for the inbound route

& @75Tunresc X | (@ vsphereWet X | [ FoxNews-E: x | [ ) Facebook x | I LincolnCent X @ FaxfinderFi x  + 5

€& > C A Notsecure | hitps:/efax.larki ital.com/fax_configuration/inbound/recipient_edit?oid=3... ¥ /. 00 & & | Q)

Home

Send Fax

Name 'Medical Records

Status & Logs Extension [B0528476492

System Configuration

Caller ID Name

Fax Configuration Caller ID Number

There are no destinations

c. Select Email Fax option

Destination Type [(Email Fax to User vI

Select User Administrator v

Destinations

d. Enter the email address which will receive the incoming faxes (it could be a single email
account or a distribution group)

Destination Type Email Fax v
Enter Email john@larkinhospital.com

Destinations
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e.

The new destination appear in the Destinations list.

Home

Send Fax

Status & Logs
System Configuration

Fax Configuration

Users

@ Destination updated

Medical Records

|B052M76492 '

Caller ID Name

Caller ID Number

Type

Email Fax

ol

Value

john@larkinhospital.com

10
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Install and configure eFax client

1.

2.

3.

On the user desktop, go to:

\\LCHFS\Departments\Hospital General Files\Programs\Multitech FaxFinder

Install the client.

@ FaxFinder Client - O X
p— TECHO

Fax Manage Help

e &£ [ = £ & =

New Fax Conﬁ%laﬁon Contacts Fax Servers Print Captures Refresh
Scheduled | Sent  Received
State Created At Pages Subject Recipient Actions

Once installed, opened. Go to Configuration -> General Configuration

PAREEN - |
® General Configuration X

4. Be sure the first two options are checked.
[~ Minimize diient on startup

[] Minimize dlient on dose
[] Minimize dient after scheduling
[[] use local dient conversion for TXT and PDF

Date Format: |MM/DD/YYYY v
Time Format: | 12 hours v
Print captures to keep: All v 11
Auto-refresh interval, minutes: 60 v

e
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—— TECHO

= # L e & &) =

New Fax Conﬁng.raﬁon Contacts Fax Servers Logs Print Captures Refresh

i | Scheduled Sent

®
4 State =" TECH O [

3 |Fax Servers Actions
J
® Add Fax Server X
1 sever st Jumsa
Username: [ ]
Password: l I
[] show Password
OK Cancel
v
@ No connection to t
i 2 b

ns are checked. Add Auto Discover
(S e

5. Go to Fax Servers -> Add

12
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6. At Server Address, enter efax.larkinhospital.com

7. At Username, enter the AD username (tip: Check if the username in AD has any uppercase
letter, the username has to be identical as it is in AD).

8. At Password, enter the AD password. Click OK.

9. If the action succeed, the efax server appears in the Fax Servers list, along with the new user
connected.

13
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| @ Fax Servers X
‘
Fax Servers Actions
v efax.larkinhospital.com (Default) Connected: asoto = &= &=X
Default ®
Description
Version 5.0.5.8
Model FF240-IP.Rx
Status Connected
User Info asoto 2

o | o
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Send fax

1.
2.

The easier way to send a fax is through printing the document.

Open the document and select Print. Choose Multi-Tech FaxFinder, that appears as a printer on

the list.

Print

A Copies: |1 s
=
Print
Save As Printer
Multi-Tech FaxFinder
Save as Adobe = R"' e =
PDF ey
Printer Properties
Print .
Settings
Share [y, Print All Pages

| The whole thing

Pages:
[o]  Print One Sided
| Only print on one side of th.
Collated .
Account S 123 123 123
Options Portrait Orientation -
Letter. 81/2x 11"

The Fax Finder client starts, opening the New Fax windows

@ New Fax - FF240-IP.Rx (efax.larkinhosp...) X
+ o
-B TECHO
Fax Server
FF240-1P.Rx (efax.lorkinhosp...) -
To
[ 7o || contacts || ]
Name Fax Number Phone Number Organization Actions
Cover page
Cover Page: |LCH_MEDRECORDS_ver2.pdf % View
Subject: |
Comments:
Attachments
Browse...
Recent Attachments Selected Attachments
sheet.pdf Add HMS Training.docx
page_one.pdf o
Options Send

15
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LAREKIN®

4. In this windows,

a.

o0 T

To: Click here to enter the information for the person you will be sending the fax to.
The information you enter here will appear in the Contact section of the cover page.
Contacts: You can click here to select previous saved contacts to fax the document.
Cover Page should have selected the cover page file associated with this user
Subject: Any text entered here will appear in the Subject section of the cover page
Comments: Any text entered here will appear in the Comments section of the cover
page

The document to be faxed should appear in the top bottom — right at the Selected
Attachments panel (If you want to fax multiple documents in a single fax session, you
can add other documents clicking the Browse button).

Click Send to start faxing the document.

5. You can see the status of this task in the client main window. Hitting Refresh button will show
you the last result.

o

@® FaxFinder Client - [m] X

Fax Manage Help

+| £ (GF ‘E’ >
New Fax Conﬁggalion Contacts Fax Servers Logs Print Captures Refresh
Scheduled | Sent  Received

preprocessing

Recipient Actions

TESTING, 23423423423

State Created At Pages

01/04/2019 11:53:10 AM 1

Subject
Testin

6. After the fax have been sent, you will receive an email with the results. The fax should be
attached to the email.

16
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Receive fax

1. If the user was successfully added to the eFax server, he should receive in an email the fax as an

attached pdf document.

17



