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PRINTING OR FAXING MEDICAL DOCUMENTATION - INTERPROFESSIONAL 

 

 Printing OR Faxing Medical Record Request:  

When a patient is transferred to another facility, their electronic documentation is printed (or can be faxed) and sent as 
a paper record to the receiving care providers. Patients should continue to request their medical records through Health 
Records.  
 
1. Open Powerchart from the AppBar.  

 
2. Open the patient's chart, select the correct encounter and click on "Documentation"  

tab.  
 

3. Locate the Documentation you wish to Print or Fax within the documentation list.  

 

4. Once the document is highlighted in blue, select the “Print” icon on the top right.  
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4. Select the "Template" and "Purpose" for Printing drop-down menu in the Medical Record Request window.   

5. Click "Preview".  

 

Note: The Medical Record Requests PDF Preview and Submitted Requests window appears. This preview will display all 

MRR requests created for the patient in the past 72 hours. 

 
6. Click "Refresh" to finalize query.  

7. Right-Click on the report and select "Display Report" from the menu to review the form that is being sent.  
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Note: Previewing the document is not necessary for processing unless required.  
 
8. Review the report selected. When finished, select the "X" to the right to close window.  

 
Note: Do not use the Print icon from the PDF version, as it will not be trackable. Medical Record Requests must be 
trackable for future verification.  
 
9. Return to the "Medical Record Request" tab, select the printer/fax device from the drop-down menu. To send a fax 
to a printer that is not within the fax library, the user can type in “AdHoc” and select the _Adhoc Fax for external faxes.  
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10. If the AdHoc fax option was selected, enter the corresponding fax number in the “PHONE#” box. Select OK once 
done. 

 
11. Then click "send".  

 

Note: For Clinical Solutions: A Medical Record Request is needed when transferring a patient to a facility that can't 

access the Electronic Health Record. Follow your site's guidelines for printing/faxing patient information. This request 

can also be used for printing discharge instructions for the patient either in the ED, ambulatory clinic or inpatient unit. 


