
Faxing Guide 
 
This guide will help you to understand how to set up and use faxing at Ambiki! If you have any 
questions about any part of this process please feel free to submit a support message.  
 
 
Topics: 
Getting a phone number through Ambiki 
Porting through Ambiki 
How long will it take to port my number? 
I was told my fax is set up, what’s next? 
How to fax 
I don’t see the Organization Admin Menu 
Faxing multiple documents 
Cover Sheets 
Connecting a Fax to a Patient 
Where do I see my faxes? 
Where can I find my fax number? 
 
 
 
Getting a phone number through Ambiki 
 
Ambiki provides the opportunity to purchase a fax number through them. It costs about $2 and 
customer is able to fax immediately 
 
That can be found under Organization Menu > Edit Organization > Faxing Settings > Click 
here to purchase a new fax number (Image 1) 

 
 
 
 
 

 



You will then be directed to choose an area code (Image 2) 

 
 
 
Once you choose an area code click Save Organization and a new phone number will be 
provided for you on the new page load. 
 
 
You can find this number under Organization Menu >  Edit Organization > Faxing Settings > 
Fax Number (Image 3) 

 
 
 
 
 

 



Porting a phone number 
 
Porting in a number is started by filling out a form on Ambiki through the Fax Settings > Add 
Port Order. (Image 4) 

  
 
 
The form will look like this: (Image 5) 

 

 



 
Once that form is completed be sure to click Save at the bottom. This begins the process of 
porting your number. We will reach out to you if we need any further information. 
 
At this point it is just waiting for your current phone carrier to complete the transfer. This can 
take a few days to several weeks. 
 
Once we have been contacted by your current provider and have finished setting up your 
number in our system we will contact you to let you know your number has been successfully 
ported! 
 
 
Phone number set up, what's next? 
 
Before faxing you need to ensure you have a practice directory setup along with appropriate fax 
numbers.  
 
You also need to enable faxing through your subscriptions page allowing your clinic to send 
faxes and authorizing the charge to your account. (Image 6) 

 
 
 
 
How to fax 
 
There are 2 ways to fax a document. From the  physician order tab under a patient and through 
the fax directory under the organization menu. 
 
 
 

 



 Option 1: Physician Order Tab: 
 
In a physician order under Actions -> Fax. (Image 7)

 
 
Confirm fax number and Send fax. (Image 8) 

 
 
 
 
 

 



Once sent there is a log at the bottom of the page of all faxing related to this order. (Image 9) 

 
 
 
Option 2: Fax Directory: 
 
The other way to fax is through the Fax Directory which is found under the Org Admin Menu 
(Image 10) 

 
 
 
 
I can’t see the Org Admin menu even though I have faxing permissions 
In order to access the faxing directory page you must have the Organization Management 
permission enabled. (Image 14) 

 

 



 
Once you click on the Fax Directory you will be directed to a page that has all of the faxing 
information. You can see Incoming Faxes, view Outgoing Faxes, see the Uploaded PDF’s for 
faxing and view Blocked Contacts, and Cover Sheets. (Image 11) 

 
 
 
In order to fax a document that is not a Physician Order you must have that document as a PDF. 
We do provide the option to download a number of our clinical documents as PDFs. To get them 
you would go to the clinical document and then choose Actions > Print. You will then be 
directed to a page where you can download the document as a pdf. (Image 12)​

 
​
 
To Fax you would choose Fax a document in the top right corner of Image 11.  
 

 



This will take you to the screen below where you fill out the fields, upload your PDF and choose 
Save Fax Document (Image 13)​

 
 
 
You will be directed to another screen where you can choose Actions > Fax (Image 14) 

​
 
​
Make sure you are faxing from your clinic and choose the appropriate number to send fax to 
and choose Send Fax as shown in Image 8. 
 

 



All of the faxes that have been saved but not sent will be found under the Uploaded PDF’s for 
faxing. Within that tab you can View a saved fax and that will direct you to the screen shown in 
Image 14. You can continue in the steps above to fax your document. 
 
​
Faxing multiple documents 
 
If you need to fax multiple documents from the same patient you would go to the All 
Documents tab on the patient profile. (Image 15) 

​
 
​
You are able to select all of the same type of document or you can sort and select individual 
documents. (Image 16)​

 
 
 
Once you have selected the options then you would click the button Generate PDF. (Image 17) 

 
 

 



Once the PDF has been generated you can either download it or you can send the fax directly 
from this page. (Image 18) 

 
 
 
Cover Sheets 
 
Custom Cover Sheet 
 
To add a custom cover sheet to your fax you would go to the cover sheet tab and choose Add 
Cover Sheet. (Image 19) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



You will then be directed to the next page where you can title your cover sheet and upload a 
custom pdf. Once completed choose Save Cover Sheet at the bottom. (Image 20) 

 
 
 
To add the cover sheet to your faxed document you would go to Actions > Fax Document as 
shown in Image 14 and in the modal you will see the option to choose a cover sheet from the 
drop down. (Image 21) 

 
 

 



Ambiki ID Page  
 
An Ambiki ID page will get attached to a fax when you have the box checked: I expect a 
response. This page can be used as a cover sheet and will have information that was typed in 
Cover Sheet Notes as seen in Image 13. (Image 22) 

 
 
 
 
 
 
 
 
 
 
 
 
 

 



​
Connecting a Fax to a Patient 
 
To connect an incoming fax to a patient, you would choose the fax and click View. From there 
you would click Actions > Edit. This will take you to another page where you can choose what 
kind of document the fax is and which patient you would like it linked to.​

 
 
*Note: When you choose the box I expect a response then you will not have the option to link 
this to a patient as the fax will already be linked to another document. 
 
 
Where to see received faxes 
 
Physician Order Faxes 
Information that is received can be found at the bottom of the physician order See Image 9 
 
Fax Directory 
Information that is received can be found at the bottom of the individually faxed document.  
In addition all incoming faxes can be found under the Incoming Faxes tab shown in Image 11 
 
 
Where to find my fax number 
 
The fax number can currently be found under Organization Menu > Edit Organization > 
Faxing Settings as shown in Image 3 
 
 
 
 

 


