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2 Click on the option Servicios a un clic
(One Click Services) you will find on the main page.

3 Sign into the system, using your ID number and the 
password you chose.

4 Click on the option Solicitudes y autorizaciones 
(Requests and Authorizations), located on the top right 
corner of the screen.

On the drop-down menu, choose the option 
Transcribir incapacidad- Estado de transcripción 
(Transcribe Disability Letter – Status of Transcription)
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Enter the date and number of days for your disability.

7 Enter the requested information with the details
of your disability.

8 Attach the required documents for validation
of your process.

9 Finalize the transcription of your disability letter
by clicking on Solicitar transcripción
(Request Transcription). 

*Work performed

*Telephone number (landline or cellphone)

*Email

*Confirm email

*Full name of physician who issues the Disability Letter

*Medical records o summary (Discharge summary)

*Disability Letter

*Service provider

Remember, you can verify the status
of your transcriptions using the same steps.
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