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Download the app to 
your device

Use the app store on your device to 
locate symplr Access & install.
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Choose Vendor Rep Enter Login Info Main Menu
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Upload 
ID/Photo; Basic 

Info

Check In for an 
Appointment

Check Out After 
an Appointment
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View, Add, 
Remove Facilities

View Credential 
Status

Convenient Options
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My facilities
View Territory + Check Status
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Animated

Search + Add Facilities View Details & Required Credentials
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Manage credentials
View the status of all required credentials & upload to satisfy.

Animated

View the 
status of 

your 
credentials 

- those 
needing 
attention 
will be at 
the top. 

Click any 
option to 

view 
details.

Select a 
credential 

to read 
how to 

fulfill it & 
upload 

your 
document.

Click 
Upload to 

be 
presented 

with 
options to 

either 
choose an 
existing file 

or take a 
photo with 

your 
device.

After you 
have 

uploaded 
your 

chosen 
document, 

its status 
will change 

to In 
Review. 
You can 

View your 
most 

recent 
upload at 
any time.
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View & sign required policies with ease.
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Sign policies

• Your Incomplete 
Policies will show 
on the top. Click to 
expand any option.

• Select a policy to 
view & sign. 

• Click View – the 
policy will open in 
another window for 
you to read.

• Return to the 
previous window to 
click Sign Policy, 
then Agree to 
confirm.

• The policy is now 
signed and will 
move to the Signed 
Policies category.
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Facility check in
Your Facility check-in list 
will have all facilities in your 
territory & check-in status. 
Only the facilities you are 
compliant with & allow 
mobile check-in will have a 
Check in option.

Healthcare operations

Animated

Clicking on Details for a facility 
with red status will allow you to 
view what needs attention by 
clicking either Policies pending or 
Credentials pending. If prompted, you must Agree to 

the electronic signature 
presented upon clicking Check 
in at facilities with a green status.

Fill in the details of your visit, 
Confirm that you are at the 
facility, then Submit. 
Use Add more if you have 
more visits that day at the 
same facility. 

Use the symplrCode you 
are provided to scan at the 
kiosk to print your day 
pass to wear visibly during 
your visit. 
Done - you are checked in.



Facility check out

You can check out from Facility check 
in, Facility check out, or the Onsite 
icon in the top right corner of the 
home page. 

If you forget to check out, you will 
automatically be checked out within 24 
hours.

From the Facility check-in list, you may 
also view your symplrCode, day pass, 
or complete Visit history at any time. 



Final notes

Login to your account via web browser 
for additional valuable features, such as 
training courses

Schedule lab tests through our 
trusted partner AccesaLabs

Contact us directly from the app via 
chat, phone, or email


