EDIT OR RESUBMIT DOCUMENTS
QUICK USER GUIDE

Editing/Resubmitting Returned AppCentral Documentation

If a document submitted to the health authority requires further attention, Medical Affairs may return the document
through AppCentral with the necessary edits marked/noted.

Returned Documentation

When a document is returned to an applicant for editing, they will receive an email notifying them of the requested
edits.

A returned document will have a status of Returned on the home screen in AppCentral.

My Documents
Mame Due Date  Action Required &  Status

IS FHA Initial Appointment Application @ Contact|Help
Initial Appointment Application 2015/09/29 Fill out & submit 3 Returned
Medical Staff Bylaws M/ & Read document 0 | Was Read
(Adult) Cardiology (Burnaby Hospital) MAA Fill out & submit 0 Mew

Completing a Returned Document Request

1. Click on the document to open document for editing.
2. A message from the medical staff office is displayed in the header of the returned application.

@.I-‘;‘iéssaqe from reviewer ; Please up.dat.e H\gh.li‘.ghteci figld. I

Fax or Attach Image Submit
Page 2
Business Contact qi FP
Intoirglston INITIAL APPLICATION
Demographics

Home Contact
Infarmation

Languages

Permarient ” PERSONAL INFORMATION
Residency

Wark Permit

Page 3
College I
Hurnber Other First Name fi.e. Maiden Namel: | Other Middle Name fie. Maiden Name I: | Other Last Name ii.c. Maiden Namel:
Declaration faor
Application for o — = = - =

First Name: Middle Name: Last Name: Desree:
Joe Maonday

3. Once you have made the requested edit. You can resubmit the document electronically via AppCentral.
4. Click on the Submit tab at the top of the application.
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Complete a Request for an Attachment

When a Health Authority requires any additional attachments to be included with your application, they may
request them electronically. You will receive an email requesting the attachment and a note from the medical
staff.

To complete the request

1. Click on the link in the email to access AppCentral.

Dear Joe Monday,
FRASER HEALTH AUTHORITY has reguested the following attachment to the document Initial Appointment Application:
"Driver's Licensa"

Please attach a copy of your driver's license

To sign inte AppCentral, click here.

2. Signinto AppCentral with your existing account.
Click to open the document identified in the email.
4. Click on the Document Menu in the header.

w

Initial Appointment Application

Messages Actions

Export to PDF

Create a PDF to print, save & email, etc

Message from System Administrator: Please FOF
update highlighted field. - Today ﬁ

im;tachment Reminder: Test Attach Reminder added FE Export to POF (&dvanced)
arter

Create a PDF to print, save & email, ete,

T Wiew DOM XML

Attachment Request: Driver's License - Please attachf = View the ¥ML of the docurnent chject model

a copy of your driver's license

=> Get Attachment

Yiew Attachments Submit
Page 2

Business Contact =
Information - —
Dermographics k' fraserhealth h.__) AA S 99""“"“" .:I' !i‘;:"vllc:;‘lﬂl':!:;x:r vm("w'hemth‘
T bon b Inenrior Meshth ol b ook Resthem heshh prepiabe AR VR L
Information
Languagss
Permanent INITIAL APPLICATION
Docid

5. Under the messages column on the left is the Attachment Request message.
6. Click >>Get Attachment to select document to attach, AppCentral will then display the Satisfy
Attachment Request.
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] Satisfy Attachment Request

Select an image from your profile to satisfy the request.

Driver's License

Message from facility administrator Satisfy the request
Satisfy the request for attac

an image or fax,

G2 Please attach a copy of your driver's license

Return message to facility administrator Cancel
;l Cancel this operation and ret

previous page.

7. You can enter a return message in the text box provided

8. Click Satisfy the request link on the right side menu, AppCentral then displays the Select Attachment
Method window.

Be Select Attachment Method

Choose one of the methods of attachment below to proceed.

:i: My Computer
Select a document from your computer and upload it

= as an attachment to this document.

F Previous Attachments
= = Select from a list of previous attachments that have
—_— been saved to the system.

9. Click to select an attachment method.
10. Select your document and upload.
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