Configuring Group Settings

In this section, we will review each of the tabs which appear under “Shared by All Staff” in Settings &
Directories. These tabs allow you to configure your group’s ICANotes settings. You MUST be a Group
Administrator in order to make any changes to Shared by All Staff settings. To get started, click on the
Setting and Directories drawer in the Chart Room, then on “Shared by All Staff:”

Settings +
‘ E?.‘ Directories

—_— Shared by All Staff
, then

Sites/Letterheads Tab:

This first area stores some basic information about your practice which will be used in your notes and by the
billing portion of ICANotes. You will find a list of sites (if you have set any up yet) immediately on the left.

Let’s talk about the three tabs you see in the center, under the Sites/Letterheads tab:

( Facility Info T Letterhead T Electronic Billing ]

Facility Info Tab

Under the Eacilitylnfo  tab, you may create a new site, if you haven’t yet, by clicking on the button.

Specific to Indiidual T Shared by All Staff

Sites/Letterheads | Serviceddodifier Codes  Lab Reg Protocols | Meds Protocols  Prowider Directory_' Insurance Favers | Therapy Groups ' Fonts & Styles | MO futh.  Site Steff | Rules | Aecourts |

11 Billing Address = Facility Info T Letterhead T Electronic Billing Billing Tax ID {Organizational)
Office § Out pt service X — |123456?89 |
) Cattail Court Wellness Center o New ) -
Office f Out pt service x Billing[ConfaciName
5 Clinic (Qutpatient) Site Hame" | | Poel Fencik |
Office / Out pt service x (aor abbreviation - for location & letterhead lists) Billing Contact Phone {10 digits)
4 Hospital (Inpatient) Do not modify name once set [a10s956588 |
Hospits! / In Pt service X site Type | | eBilling Claim Format
F? Outpatient Clinic *The Site Type is used for CPT EM coding. [B37-native |
Office / Out pt service X HOTE: Your notes will print differently for in/out patient facilities.
HPI for Facility
Facility Other 1D

Place Of Service Code |

See www.cms.gov and search for Place of Service Code for details

Facility Hame | |
Address Line 1 | |
Address Line 2

I

City State Zip (9-digits)

hd Phone | | Fax | |
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A New Site Name dialog box will open.

= Enter a name for this location. NOTE: Once entered, the name cannot be modified. Once you have
entered a name, press Continue. The site name is automatically entered into the record on the Facility
Info tab.

= Click on the field next to Site Type and select the type of location from the dropdown list.

= Enter the NPI for this facility and any other Facility Other ID you would like to record in the next field.

= Choose your Point of Service code by clicking on the field and selecting from the dropdown list.

= Enter your full Facility Name as you want it to appear on your letterhead.

= Enter the Address, Phone and Fax Number for this facility.

You may add other locations under the Facility Info tab as needed, if your group operates multiple locations,
or for billing purposes.

Letterhead Tab

= Click onthe Letterhead 3 to the right of Facility Info.

= Press the Use Facility Address and the Use Facility Phone/Fax buttons to automatically populate the
data entered in Facility Info.

= If you need to, use the Format option on the toolbar (circled in red on the screenshot below) to select
a different font for your letterhead than the default, which is Arial. Position your cursor in the address
box or telephone/fax box first if you want to change the font. Alternately, you can highlight the existing
text you want to change, then right click and use the pop-up menu box to change the font, size, style,
and color of your highlighted text.

h FileMaker Pro - [iceo{iCarotes 1.00)]
Go  Reports  Help

Configure/More Eonts\
: el Size 4 :
- & v Arial \
Settings & 3t Courier New l
Align Text
Tahama | Shared by All Staff
Times New Roman

| Lot Req Protocols ' Megs#fotocals ' Provider Directory  Insurance Pavers | Therspy Groups | Forts & Sties ' MCM Auth. | Site Staft | Rules | Accourts

=t Facility Info | Letterhead Electronic Billing Billing Tax ID {Organizational)

- vy v v

Line Spacing

Text Color

Dffice ¢ Out pt service x Issicesas

[2)  Cattail Court Wellness Center : o :
Office £ Out pt service x Enter letterhead information below. Do not enter your Name. It will .Bl"lrlQ Contact Name

E) Clinic {Outpatient) automaticalty be included where a_pproprlate. You may use thg Format iJoel Fencik
Office  Out pt servics X menu ahove to select font, style, size etc. Your text may be edited or Billing Contact Phone (10 digits)

- — changed at any time. . 4 g

[ Hospital {Inpatient) 4106956565
Hospital £ In Pt service x Address: Billing Address eBilling Claim Format

) Outpatient Clinic Testing Address G37-native |
Office / Out pt service X Edpewater, MD 21654

Telephone and Fax: 555-555-5555

444-444-4444

Use Facility Phone / Fax

Billing Address
Testing Address
Edgewater, MD 21654
555-555-5555

- 444-444-4444

Fields used by electronic billing  Fequired Optional
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Electronic Billing Tab

The Electronic Billing {3, may be found to the right of the Letterhead 3, f you will be sending your claims
electronically through a clearinghouse, or printing CMS/1500 forms, enter your billing address and NP!I
information on this tab (see instructions for Facility Info).

= Click on each Site Name that you would like to set up for electronic billing using the list on the left. You
will need to set up billing addresses for each site that you will use for billing.

Press the (use Facility adaress | button (circled in red on the screenshot below) and the address you entered
from Facility Info for that Site will appear in the address fields.

Click in the box below the field labeled: Select a billing address to use for this Service Facility. Select the
site from which you send your electronic claims or if the billing address is different than the facility address
where services were rendered.

The Billing NPI # and the billing address will populate based on the service facility you choose for your
billing address.

= You may choose to highlight fields that are required in Settings and Directories for Electronic Billing using

the IE button (circled in purple in the screenshot below).

Settings & Directories

- ~
Specific to Individual T Shared by All Staff

Sites/Letterheads | Service/Modifier Codes ' Lab Req Protocols  Meds Protocols  Frowider Directory  Insurance Fayers ' Therapy Groups |~ Fonts & Stes  MCMW futh.  Site Staff | Rules  Accounts |

1) Billing Address = Facility Info T Letterhead T Electronic Billing Billing Tax ID (Organizational)

Office f Out pt service 123456769

E)  Cattail Court Wellness Center : g
Click the Use Facility Address hutton to copy the site address, then edit Billing Contact Name

Office ¢ Out pt service
) Clinic {(Outpatient)

the electronic billing information below so that it will fit when formatted

to 3 lines of up to 26 characters each, with ho punctuation in the :
second line. Billing Contact Phone (10 digits)

Joel Fencik

Office ¢ Out pt service
1 Hospital (Inpatient) $illing Address ! 4106956585 :
; i Use Facility Add| ; ] . .
Hospital 'n_ Pt Ser\:"'fe m /o Main Street eBilling Claim Format
By Outpatient Clinic ; ; -
Edgewater, MD 21654 ; [B37-native |

x =X (x (X

Office f Out pt service

Service Facility Address formatted for Electronic Billing:
EILLING ADDRESS

2 MAIN STREET

EDGEWATER, MD 21654

Billing Address for Pay To Address for
this Service Facility: this Service Facility:

[ Clinic (Outpatient) | | |

[EXTERNAL CHAOQS
L35G SANDIED ROAD
LOTHILL, HC 95732

1]

Billing NP1
[p1z3456789

ields used by electronic billing Fequired Gplional

Click the Video Tutorial button for a brief video demonstration of how to configure all settings under
Sites/Letterheads.

VIDEO TUTORIAL
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https://www.youtube.com/v/As6CnEvmY3Q&hd=1&autoplay=1

Service/Modifier Codes Tab

The gerviceModitier Codes tah js used to create your group’s Service Code short list.

This short list of codes will be required when you create your individual billing rates under the Specific to
Individual tab. This short list of billing codes is a time saver, as only the codes you typically use will appear on
the dropdown list in the Progress Note and Initial Evaluation work areas.

* In the left column, click on the down arrow next to the field to open the full list of available Service Codes
If you do not find a code that you need, please email Support at ticket@icanotes.com to request that we
add the code.

Service Code Short List

Use the arrow to add a Procedure Code from the standard list
or... Type in your own code Edit Delste

Q0207 PEYTH, 45-50 MIM, VWELM

90808 PSYTY, Office, 75-80 MIN

Q0809 PEYTH, Office, 75-80 MIN VWE &M

Q0822 {psychaotherapy w. EMM senices)

Q0247 Family Therapy- PT Present 60 min

08921 Telephone Counseling  20-min
Substance Abuse Assessment (83F)

4
D

Al A A Aff a) 4] Af o
X

B AR EEEP

= [f you would like to use Modifier Codes, you may click on the field in the right column and type in your own
codes to create a Modifier Code Short List.

Modifier Code Short List

Type in your own code into last row
Delete

)

T
m
HE
HF
E

x|
D

2| X

VIDEO TUTORIAL
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mailto:ticket@icanotes.com
https://www.youtube.com/v/u7yhFeWoF-A&hd=1&autoplay=1

Lab Requisition Protocols Tab

The Lab Req Protocols tab can be used to configure a group of lab tests for easier ordering on the Clinical
Order Sheet. Please click the Video Tutorial button below for a quick demonstration of how to setup up a lab

protocol.
Settings & Directories
Sites/Letterheads Service/Mod Codes Lab Req Protocols [ Meds Protocols  Provider Directory Insur Pavers Therapy Groups Fonis & Sties MCM Auth. Site St=ff  Rules Accounts M,
&5 Ne
Order Protocols A Protocol Name | ab Tests
3 ~
’ ADHD B
Test Ordered Frequency:
’ Depakote Level . ASAP v
B ol Tosts Request Type (OLab O Imaging () EEG
R / Indicati :
i Annual v Brain Injury Traumatic, -v:: Annual v (7 Save Temt
Test Ordered Frequency: Times X Diagnosis Delete
") Alkaline Phosphatase ASAP 1 55252 =
Reason { Indication Annual Brain Injury Traumatic , Annual X
B ALT Every other month x1
Reason /Indication Annual X
® BUN Routine Once
Lab Reason / Indication Routine Screen X

VIDEO TUTORIAL
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https://www.youtube.com/v/O2VHC6YTTfM&hd=1&autoplay=1

Medication Protocols Tab

The Medication Protocols tab can be used to configure a list of medication protocols that will automatically
populate a group of medications into the medication list in a clinician’s note. Please click the Video Tutorial
button below for a quick demonstration of how to setup up a medication protocol.

Settings & Directories
Specific to Individual i Shared by All Staff
Sites/Letterheads Service/Mod Codes Lab Reg Protocols Meds Protocols | Provider Directory Insur Payers Therapy Groups Fonis & Styles MCM Auth.  Site Stsff  Rules  Accounts  MAR
icati i S5 New |
1Med|cat|on Protocol List Protocol Name [Lexapro Protocol | |0 oetete | [T save Protocol |
X Admission Orders 4},,1 B
R el Medications
) Lexapro Protocol
Direction Medicine Dose Route Oty Timing
<)
> Lithium L |
#to Dispense Refills x Days Comment/Reason
Direction Medicine Dose Route Gty Timing Delete
") start Lexapro 5mg PO QAM =
1o Dispence 6 (five) Feric Mone v Days x§ Comment/Reason X
2) Then Lexapro 10 mg PO 0AM
10 Dispence 30 (thirty) “ulic None Doy x30da mentReason X

VIDEO TUTORIAL
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https://www.youtube.com/v/MBoljUIi9Zo&hd=1&autoplay=1

Provider Directory Tab

Use the Brewider lirectory 131 tg create a list of providers that you communicate with outside of your practice’s
ICANotes group. These providers may be Primary Care Physicians, referring providers, or any other providers
you may want to have in a central directory. This list is especially useful for making referrals, as you can store
contact data as well as directions for the patient.

Click on the button. From there:

= The cursor will move to the Name field. Enter the provider’s information, then press O s ]
= You may export this directory if you ever need to print it or send it electronically.

Specific to Individual T Shared by All Staff

Sites/Letterheads  Service/Modifier Codes  Lab Reg Protocols | Meds Frotocols  Frowider Directary | Insurance Pavers | Therapy Groups | Fonts & Styes  MCH futh. Site Staff  Fules  Accounts |

External Provider List

Wiew by Spesialty: i« Select a Specialty = vy = New O s ] T
1) Dr. Morganstern s
= Mr. John Smith, MD
F Mr. Referral
Distitician Hame |
= ] :
Ms. .Jane Doe Address |
] Pharmacy1 :
Pharmacy
=] ReferringProviderdame Telephone
Fax
I ;
Sandy Crowley, MD Specialty |
F Sue Moy, APRN Directions
Mursing
HPI# |
Other # |

Fields used by electronic billing  Fecuired Optional

VIDEO TUTORIAL
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https://www.youtube.com/v/SJxH-l2U08Y&hd=1&autoplay=1

Insurance Payers Tab

The Insurance Pavers () js ysed to enter the insurance payers your patients use most frequently and save them

to a short list which can be used when entering a patient’s demographic information.

Click on the button to enter an Insurance company name (circled on the screenshot below).
Enter the insurance company’s name, address, and all subsequent data fields.

Designate the Insurance Type by clicking on the field and selecting from the dropdown menu. If one of
those options is not what you need, click on Insurance Type (Other) field and choose one of the options in
that dropdown list.

If you would like to use the Alternate NPI # entered under the Specific to Individual tab (located on the
Personal Info/Identity tabs) when you send claims to this insurance company, check the box labeled Use
Alt NPI on claims.

Click on the box labeled Use Alt Tax ID on claims if you would like to use either the Alt #1 or Alt #2 Tax ID
entered under the Specific to Individual tab (again located under the Personal Info/ldentity tabs).

Enter the Taxonomy Code, if applicable. This is an optional code for electronic billing.

Click to store this Insurance Company entry.

If you later want to delete this or another Insurance Company from your short list, return to this screen,
click on it from the list in the left column, and click [ o= to remove it.

You may export this short list for printing or electronic transmission by clicking on [_&set ],

Sitesiletterheads  Servicesodifier Codes  Lab Req Protocols  Meds Frotocols  Provider Directory  Insurance Fayers | Therspy Groups  Fonts & Stdes  MOCM Auth.  Site Steff  Fules  Accounts |

Insurance Payer Short List & tew @SM [[O0 concet | peete || EXPD

17 ABC Insurance =

ARG E5ATE P
21 ABRAZO Advantage Health Plan Payer ID Remittance ID ........................ Payer AHS| Options

CA (555) 555-5555 Hame | [ Always Send Service Facility Loop
3 j !

)] Alaska Electrical Health & Welfare Fund Address |

Ak (222) 333-4455
B BCBS of ICANotes i

[0 999-556-0999 City, State Zip |
% BCBS of South Carolina Telephone |

sC 449 9949 44949 :
€ Gateway Health Plan Medicaid PA '“s"'la““ Type | | nera2gi |

nsurance

T :I'I,:\.RSH ADVANTAGE DL Type (Other) | ] Use Alternate HPl on Claims |

bl 111-111-1122 Hotes Zi Use Alternate Tax ID on Claims |:|

2 United HealthCare
CA

9 waterstone Benefit Administrators
iy 565-655-6555

Fields used by electronic billing i Ontional

VIDEO TUTORIAL
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https://www.youtube.com/v/sIhSL5lfmUk&hd=1&autoplay=1

Therapy Groups Tab

Use the ThersexBroups ah o create patient therapy groups, and to create Group Therapy Remarks which will be
included in each individual participating patient’s chart.

= Click on the button (circled on screenshot below) to start a new therapy group.

= Click on the button at the bottom of the screen, and enter the patient ID or name to select a
lbutton (see blue arrow below). Add as many patients to the

patient to be added. Click on the  #dd Patient
group as you wish following the same steps.

= When you have a therapy group created, click on the button (circled in purple below, above the
group sessions field) to enter your group session remarks (see screenshot on next page). You will be given
the option to have the program open a new group therapy progress note for each member of the group
and to have your session remarks automatically inserted into those progress notes.

Z| FileMaker Pro Advanced - [icn-¢ {ICANotes 1.04)]

4y Eilz Edit “iew Format Go Reporkts Tools Help

ICATNTe) | Jowtnm

Settings & Directories

Specific to Individual

T

Therapy Groups(_ [* hew | Print |

a H H H =
Filter} {Edit Dealete Group Sessions C )

Lelete

All Staff

Sitesiletterheads  ServiceiMod Codes  Lab Req Protocols ' Meds Protocols  Prowider Directory  Insur Payers | Therapy Groups | Forts & Sties MM Auth,

T Getting Along with Sikling F T Qrar2014 Group Type: Famile Thetapy W=
21 9/5/2014 Group Type: Substance 4bhuse: »

2) Process Group (Liz Thursday) ra i

3 Process Group (Liz: Monday g XK

200 pro)

4 Rae: Ahger Management ra 4

=] Rae: Grief & Loss ra 4

=] Rae: Self-Esteem (Tuesday) 4 M
Group Members Remove

7y Bubstance Abuse Group s X 17 Alban, Jil 10000103320 &iEs 3 [
2 Duke, John 10000103364 7i7iay o
K} Feldman, Blythe 10000103386 argiaa x
4} Iten, Anita 10000103411 BruTy b

1]

) | — e

You may add custom buttons to the Group Therapy Session Remarks screen, in the same way you add custom

Create New Button

buttons to other note screens, by clicking on [

page). You may also share these custom buttons with other clinicians in your practice.

](circled on screenshot on the next
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™ FileMaker Pro

File Edit ‘iew Format Go Reports Help

B Session Remarks

CANGtes)
GROUP THERAPY SESSION REMARKS

Group Therapy ( Create New Button D
Ny

Fresert Today
Therapist Intervertion
Flar

After you have finished entering your group session remarks, click on the button to return to the Therapy
Groups tab.

You will see that the current date is shown above the group therapy session remarks you entered (highlighted in
yellow on screenshot on the previous page). Click on the date field to change the date to your encounter date, if
needed. Then click in the Group Session Remarks field to see the date update on the Group Sessions list in the
center of the screen. If you ever need to delete your Group Session note, click on the red X next to the date of the
note you want to delete.

Tip: To insert the group session remarks into an individual clinical record, select the
Group Therapy Note utton on the patient’s Chart Face (circled on screenshot below). At the top

of the Group Therapy Progress Note screen, look for ( S0t Theragy Grouns ]Select a therapy

group from the list on the left (or add one as needed), then add your session remarks by clicking on
== Make a NEW GROUP SESSION REMARK for Today

ICANGHE) ] =

= Fﬁl&ﬂﬂm_” T [ 3¢ Delete this entire ohar(]

Treatment Plan

Arrival Time
2i17/2012 6:06:25 PM

Clinical Order

—| ! Most Recant H Most Recert L pocuments |} Sheets =
Demographics E C = ion f i Notes B =
F’ This is the Chart Face for: Mouse, Mickey Patient’s ID: 50000 DOB: 12-1953  60Yrs
O Current Disanosie (Axis |- V) Filter Hotes >>» | Show All ] == Showing 115 of 115 Hotes
(Generalized Anxiety Disorder, 300.02 (Active)
Z Major Depressive Disorder, Single, Severe wi 1 9/30/2013 rBW % Discharge Summary \ » PREVIEW Compiled Note “ Go to WORK Areas
= Daucholic £a 0633 tArtiva DATE ADMITTED: 1:2/2013
= Active Problem List DATE DISCHARGED: 9/30/2013
§ Depressed Mood -
,§ Anyiety This discharge summary consists of
Social Skills o o
Anger Management ~ A.Initial it -
T 2)  9/3012013rev B Progress Note % PREVIEW Compiled Note | Go to WORK Areas
By ah i fm PO A [<|/|INTERVAL HISTORY: Mr. Mouse denies all iatric pr ior has been appropriate and
g‘ 2; ';‘:gg:rg%f%g“g AN uneventful. Ho side effects are in evidence or reported.
% 43) Zyprexa 2.5 n%g PO QAM Prob. Pert. ROS / Assoc. S&S: He reports no i pi ive or anxiety
E f4) Adderall XR 5 mg PO QAM
2 - — Mz 012013ran B Progress Note % PREVIEW Compiled Note || Go to WORK Areas
Adverse Drug Reactions: Active List < hiatri i : =
= Adverse Duud Reactiongifetivelist Ret.:ctmns Act»w::}ust — — || INTERVAL HISTORY: Mr. Mouse denies all psy ic pri S, has been appropriate and
g 1) Sulpha Dmgs Ort " Ho side effects are in evidence or reported.
Photosensitivity Prob. Pert. ROS / Assoc. S&S: He reports no psy i p ive or anxiety
Patient Hotes and Risk Factors
OTES & RISK FACTORS: . Progress Note, Prescriber Record a Rx Called In Send a Message
R Fill out a Custom Form Make an Appoi
— Produce a Form Letter ._“ll’m_
Chart Reminders Make a Clinical Patiet Account

e Charge Credit Card

Dietitian Note

Case Mgmt/S.\W. Note
Play Therapy Note

*Set or See Reminders
’ New Complete Evaluation l . ReviewMAR |

[MaR X| ®active Olnactive

a

[add or Update Managed Care Al

VIDEO TUTORIAL
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https://www.youtube.com/v/_aVeKjE8exM&hd=1&autoplay=1

Fonts & Styles Tab

Use the Bet=&3hes 45 +6 change the look of finished notes for all users in your practice.

Finished Notes Font Group lest |

and Printing Styles = o
Group Preferences Font (default Arial if blank)
ST Siwe [ | cetam2itba

Hote Style | |Bold (overrides default formatting)
[ italic
[JUuppercase

Header Style || Bold (overrides default formatting)
(ex: "Medical History:") Dnalic
[]Uppercase
[] Underline

= Click on the Font field to open the dropdown list of available fonts (default is Arial).

= Click on the Size field to enter a new size (default/blank is 12 pt.).

= Click the appropriate checkbox for Note Style to change the look of the body of your note text.

= Click on the appropriate checkbox for Header Style to change the look of headers within your note (e.g.,
Medical History header).

NOTE: Any changes you make here will only affect notes created after you have saved your change. Notes
previously compiled will not be affected.

VIDEO TUTORIAL
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https://www.youtube.com/v/b0XGYkBbBJY&hd=1&autoplay=1

Managed Care Authorizations Tab

The Managed Care Authorizations

MCM Auth.

tab offers you a quick look at all of the Managed Care
Authorizations your group has entered into the program (see screenshot below).

The Show Only checkboxes labeled At Threshold and Non-Expired allow you to show only those patients that
are at or past the threshold or those that are non-expired and active respectively. Alternately, any listing in
red needs attention because one of the two alert thresholds set on the patient’s chart for managed care
authorizations has been reached, either for number of sessions/units or expiration date.

Default Alert Recipient: |

| Sart by Exp. Date Il Frint Il Export
T
Show Only: { | At Threshold [ ] Non-Expired = : :
g T, Sessions Unitz
|ssued Bthorization & Expires E iz PAuthorized  Used R Used R

Adams, Sam 111252010 [ 2243124 11482011 OO0 10 1] 10
Adelheid, Lady 8iEr2009 O O 5 1] i
Alicea, Cristy 172002011 | 12369542213 143152011 O O 360 1] 360
Alicea, Cristy 172002011 | 659494+48 162672011 O O 12 1] 12
Armistrong, O O
Franzen, Jan 1042010 | O [ 10 0 10
Hanson, Harold 51312011 | 35083094508 33152011 <K O 10 1] 10
Hanson, Harold 202212011 | iuyiuyu Ai5i2011 [ O 10 0 10
Jason, Janet 72002011 | 233045909 9/6/2011 K 10 0 10
Jones, Boh 4172011 34987348883 72011 K 100 15 a5
Kimmel, OO
Miller, Mahle Q052010 | 219845889 1ironizoio | O O 10 1] 10
Mardone, Mane O O
Mavarro, Adelin 24589589835 2(26:2010 OO 18 1] 15
Mosis, Diag 211812011 | 8-Sessions 3452011 [ [ g 1 7
nate, urifinished O O
Fan, Peter P. gr1iz2008 345678 9¢3052008 O O 1 1] 1
Pan, Peter P. ddd OO0
Fan, Peter P. e 00 5 i 5
Pan PeterP 123 1M

If you need to update the thresholds for a patient, you may do so in that patient’s Chart Face. Just look for the
|Add or Update Managed Care Authorizations |, tton in the lower-left hand corner.

VIDEO TUTORIAL

Page | 12


https://www.youtube.com/v/JFnKtfWc1WU&hd=1&autoplay=1

Site Staff Tab

The ===t 34 is useful for organizations with multiple locations. Use this tab to assign clinicians to a site.

When assigned to a site, clinicians will only be able to retrieve charts for patients being seen at that site when

they type in a name and click Find in the Chart Room. NOTE: You must contact ICANotes Support to have this
feature activated for your group.

Click on the Pick a Site menu and choose the site you want to assign a clinician to in order to restrict their view
of patient charts in the Chart Room.

= Click on the Pick a Clinician button and select the clinician you are assigning from the dropdown list.
= Click on the | Assign Staff | button to save the assignment.

Call ICANotes Suppart if you want this festure furned on Assign Clinicians to Sites where they see patients,

[ Filter by Sita [CFiltar by Clinician then when in Chart Foom the Clinician vill only Find patients seen at those sites.
l J I I Pick a Site Pick a Clindcian

Hine Sue Moyninan ¥ = | My Office | [ Tasts, Sleva ]

Home Sue Office »

Hoszpital Joed Tast8 X | Assign Siaft I

Haospital Sue Maynihan x

Wty O Stervi Tesl 8 X

Wy Ciffic e Sue Moynifhan o

VIDEO TUTORIAL
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https://www.youtube.com/v/5FQbO_6MsxI&hd=1&autoplay=1

Rules Tab

The Rules tab has several features that you may want to enable for your group.

On the left, you will see the following checkbox option. If you check the box, each time a note is compiled
ICANotes will automatically check to ensure that all fields required to submit an electronic claim have been
populated.

If you submit claims electronically

or print HCFA forms regularly,

then this box should be checked so that
the system automatically reviews each
hillable note when it is compiled to see
whether it has all the elements

to make a valid claim:

B Check if Note is Claim-Ready

On the right, there a number of rules that can be configured to control the timing of due dates for various
documents for a patient from the time of admission to an inpatient setting. Once these time intervals have
been established, overdue documents will appear on each clinician’s Clinician Reminder Sheet for easy
visibility into items which need their attention. To use this feature, ICANotes Support must activate a rule for
your group on the backend. Please call 443-569-8778 or email ticket@icanotes.com to have this enabled.

] Shared by All Staff

avider Directory |Insur Payers Therapy Groups Fonts & Styes MCM Auth. Site Staff Rules | Accourts

Clinical ReminderRules[} Latency Units Role pelete
Discharge Summary || 1 || Days | PsyMD | 3 [
X
Initial Medical Exam | MedMD | X
Initial TP 24

Initial Psychiatric Exam X

X

Q
]

VIDEO TUTORIAL
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mailto:ticket@icanotes.com
https://www.youtube.com/v/zLAIbvzvxiE&hd=1&autoplay=1

Accounts Tab

If you’re using Patient Accounts to keep track of charges and payments, you can set up codes under the

Accounts tab to link to a patient or a charge in order to report on any of the codes that you create.

On the left, the Payment/Adjustment Codes section can be used to set up a payment code. When you go to

post a payment in Patient Accounts, you can link these codes to a payment in order to report on them at a

later time. The codes must be linked to a payment in order to report on them.

Payment/Adjustment Codes

-

-

1 RISK Risk from Insurance
2) IND Indigent Clients
3) 01 Medicare Payment
4 02 Donation

|; Newr I

Code

Description

On the right, a Billing Codes list can be set up in a similar fashion. You can report on these codes as well. They
are linked to charges recorded in ICANotes so that you can run reports on these codes.

Billing Codes

D

1 01 No Show Fee
2) RF Records Fee
3) LPF Late Payment Fee

New

Code [%

Description

VIDEO TUTORIAL
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https://www.youtube.com/v/ZytopiHOIPs&hd=1&autoplay=1

MAR Tab

The Medication Administration Record (MAR) is frequently used by inpatient facilities. If your facility intends
to use the electronic MAR in ICANotes, you can configure specific times of day to be associated with the
Medication Timing options used for the dispensing of medication. Once configured, the administration times

will be automatically pushed onto the MAR.

Assign Times to Administer Medications

Administer At:

Medication Timing 1 2 3 4 [y

1400 1900
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