Submitting Medical Documents
Quick Reference Guide

BUILDING AMERICA"

HR Health and Medical Services

There are two recommended methods to submit documents
to Health & Medical Services:

e Bar coded fax coversheet
e Upload documents to your case

See Also:
e Obtaining Additional Coversheets
e Confirming receipt of Medical Documentation
e Tips for Requesting Documents from Medical Provider

Using a Bar Coded Coversheet

Return to Top

Using a Bar Coded Coversheet helps ensure that your documents get to the
right person as quickly as possible. (Documents faxed without using the bar
coded coversheet may take up to 24 hours to get to Health & Medical
Services.)

If Health & Medical Services has requested information from you, you should
have been provided a Bar Coded Fax Coversheet.

Place the Bar Coded Fax Coversheet on TOP of your documents and fax
them into the number provided on the coversheet.

NOTE: You can only use the Bar Coded Coversheet once see “Obtaining
Another Bar Coded Coversheet” for directions on how to get additional Bar
Coded Coversheets.
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4000715019

Barcode Mo. 4000715019
Employee ID

Employee Name

Case Number 000001358835
Service Number 1001336055
Document Type BAR

Physical Type BAR

Print the following document and fax or email this cover page and medical
document (in that order) to the number or email address below:

Fax Number: 402-501-0067

Email: ehealthsafe@up.com
Note: Do not use or reuse same cover page for faxing multiple documents. A

new cover page must be printed from eHealthsafe portal for each document that
need to be faxed.

The only visible barcode in your transmission should be the one on this sheet. To
avoid transmission errors conceal any other barcodes that may appear on the
information being submitted.
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Obtaining Additional Bar Coded Coversheet Pages . Highlight the Service you want to submit your document too
Return to Top . Click <Fax Document>
To print a fax coversheet page from the My Status Update Page:

1. Go into eHealthSafe
2. Click My Status Update
3. Click on Service List S — o — —

Servee ) I Atic puted -
Human Resources  Finance  SAP GUI  Business Intelligence N.,:/ﬂém ; E:nwml Gust: Dale:

Ovenview | ePayroll | Time Entry | eHealthSafe | Travel & Expenses | Authority to Pay | Re 1OMETET  IWANAGER REFERRAL
10014571995 REGULATORY /UP FOLICY | REGICOL
My Status Update FaM

1S W0451996  MEDICAL LEAVE MOA<3DDAYS Tana Bvans
REUEST

Employee Status - Check Status

ServicaList | Fequalory Complance Siatus

You are here 1001459567 FMLA RECRIEST Hatin Beck

~ Employee Em ployee Status - Check Status 01451906 | MELICAL LEAVE MLOA = 0 DAY Jonner Foborts
REQUEST

= Overview
» Request a Service

= To Do List
Service List gulatory Compliance Status
— . Click <Display BarCode Page>
/ | e e

Start Cate End Date Absence Type | Outcome
| oot et - Print Barcode Page

Enployee D * 00415677 Heather Aguilera
Service 8% 1001451993 MANAGER REFERRAL
Case#° 000001411454 FFD NON-REGULATORY
Document Type * [FITNESS FORCUTY = |
Fhysical Type ™ [OTH |

Mote: This tab display s infor mation regarding all Services for the employ ee

- ~
\ Dsphy Barcode Page || Close Window |
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7. Print the Bar Coded Coversheet

Barcode No. 4000869216
Employee ID 00415877

Employee Name Heather Agullera
Case Number 000001411454
Service Mumber 1001451583
Document Type FITNESS FOR DUTY
Physical Type OTHER

Faex Document

Fax your medical documents with the Bar Coded Coversheet ON
TOP of your documents.

The Bar Coded Coversheet MUST be the first page you fax in
or it will not assign to your service.
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Uploading Documents . Select the File to Upload
Return to Top : ;
If you have electronic copies of your documents: r _ :
1. Save the document as a PDF(if possible) ——
2. Name the documents with the following Naming Convention: | & fevcnes
e Description of what the document is ok
e Your Employee ID and it
e The Date of the Document .
i.e. ReleasetoWork 0015248 120315.pdf : — [ S S S
Highlight the Service you want to submit your document too .
Click <Upload Document>

Employee Status - Check Status | File namez  Description of Document 1o Uplosd EE ID_Date.pdf * | All Files \".‘I. -

| | Open {vl Cancel

Sendealist | Feoutoy Compience States Restrons & Accammodabons i CIICk <Open>

View [ Stanclerl View | = | | [Priee Version || Expont . || Fa Docurmn( | Upkna Docurent | [ . C“Ck <U p I 0 ad DO cument>
Serviee - Amicpatod s
e . yee Service Sab Type ﬁv:n Manager xn foWork  Close Date .
Md,i,m e Upload Medical Documents

1001451005 | RECULATORY/UP POUCY | REGICIL Krsten Pow of

001451006 | LEDCAL LEAVE MLOA < 30 DAYS Taina Bvans an EmployeeID* | 00415677 Heather Aguilera
REDUEST

Service i * 1001407144 MEDTCAL LEAVE REQUEST
05T | FMLA RECUEST Fatin Beck

OCTEE1Es | WETIAL LEAVE rrTperrr e e prow Case ff * | 000001317480 FFD NON-REGULATORY
REQUEST
— Document Type * [FITNESS FOR DUTY

Prysical Type * | OTH

Saoe of Sevice .!/’l !.r” !} !/ !”l Document *

5. Click <Browse> ((poat pocument |Gose widow |

Upload Medical Documents

Empoyee 1D (00015677 weather aguilera
Service # * 1001407143 MEDICAL LEAVE REQUEST
Case # ¥ 000001317489 FFD NON-REGULATORY
Document Type = [FITNESS FOR DUTY

Physical Type * [OTH

Document: * " Browse

upoad Decument || Cose Window
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Confirming Receipt of Medical Documents

Return to Top
Employee may check eHealthSafe portal to confirm receipt of medical

documentation.

When documents have been assigned to your Health & Medical Case a
message is sent to your “My To Do List”

Tips for Requesting Documents from Medical Provider
When requesting documentation from a medical provider, consider the
following:

e Provide them the release of medical records included in mailing
received from HMS.
Provide them the bar code included in mailing received from HMS.
Build understanding of their process for handling information

My To Do List

fou are horo

- Enployee
= Ovarview

requests, including when the documents will be sent.
If requesting documents from a hospital, ask for the Medical Records
department. Again, ask how long it will be before information is sent.

Date: © Bite

Halreah || iamuve Filee |

Required Actlon: | Acknow kedge |
MNote: Selectrow 1o vew scton dembelow the Wbk
Viow | [Standard View| = |{/[] un || Expurt [ Fax Ducumant [ Uploat Decuman |

ETPEYE | Engioyus oo Seevics Siags 0B | oo Date. | Deserition

— | (413877 Hoather Aguiera 4Rmiow nPocess Mo 05032016 035, DOCUMINTS RECEVED )
A1SETT | Rather Agukera THI Vi o UE022016 125... | SERVICE CREATED - AVKATTING RaTIAL
415677 | Heather Aguiera 2 fw aing Inferaton | Mo 05022015 125... | FMLA REUEST - CORDITIGHALLY AFPR:]

If medical has not been received within 72 hours of submission, contact
FFD@up.com or the FFD Help Line at 1-402-544-7096.
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