
 
 

Faxing through ICHA’s EMR  

 

How do I fax a consultation request? 

1. After creating a consultation request by clicking the “+” beside Consultations in the 
relevant patient’s chart, selecting the appropriate service and specialist, imputing 
pertinent clinical information, signing and saving your signature, copy and paste the 
specialist’s fax number into the box for “Other Fax Number”. Use the format xxx-xxx-
xxxx. If you cannot locate a specialist in our database, message ICHA’s Clerical 
Assistants to add. 

2. Attach relevant eForms and/or documents by clicking “Attach File to Consultation”, 
checking off the required ones and clicking “Done Close Window”. 

3. Click “Add Other Fax Recipient”. 
4. Click “Submit and Fax”. 
5. Select “Yes” or “No” to include a cover letter, then “Submit”. Record of the faxed 

consultation request will appear in encounter notes. 

  

How do I fax an eForm? 

1. After creating an eForm by clicking the “+”, ensuring demographic information is 
complete and correct, imputing pertinent clinical information and signing, input the 
destination fax number into the box for “Other Fax Number”. Use the format xxx-
xxx-xxxx. 

2. Click “Add Other Fax Recipient”. 
3. Click “Submit and Fax”. A successful fax stamp will appear in encounter notes. 

 
 
How do I fax a document? 
 

1. Upload the document to your OSCAR Pro Inbox. (For additional instructions, see 
the ICHA OSCAR Pro EMR Guide.) 

2. Open the document by clicking on it in your Inbox. 
3. Title the document and select a type (Consent, Prescription, etc.). 
4. Assign the document to the appropriate patient chart. 
5. Scroll down and input the fax number manually into the space provided. 
6. Press "Enter", then "Fax". 


