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CONTACTING ICANOTESSUPPORT

Our Support team is available to assist you via phone Monday through Thursday 8:30am to 7:30pm Eastern
(5:30am to 4:30pm Pacific) and Fridays 9:00am to 6:30pm Eastern (6:00am to 3:30pm Pacific). Support chat is
available Monday through Thursday 9:00am to 7:00pm Eastern (6:00am to 4:00pm Pacific) and Fridays 9:30am
to 6:00pm Eastern (6:30am to 3:00pm Pacific). Whether you need assistance with troubleshooting or training,
our friendly support experts are waiting to answer your call and respond quickly to address you request. We also
have someone on-call after hours to assist customers who are unable to access the program.

By Phone: 443-569-8778

By E-Mail: ticket@icanotes.com

By Live Chat: Visit our website for live chat assistance with a member of our Support Team.

Submit a Support Ticket: Click here to submit a ticket to our Support Portal, no login required!

Accessour Support Portal: Click heretologintothe ICANotes Support Portal, where you can create newtickets,
view ticket status, and peruse the knowledge base for quick answers to your questions.

In addition to this user guide, we have a library of on-demand video tutorials available on our website:

Video Tutorials

REFERRALS

We offer our customers areferral rewards program. If yourefer a colleague from another practice, you are eligible to
receivea$l00accountcreditasarewardifthatcolleague becomesacustomerofoursforatleast90days. Toqualifyfora
referral reward, submit your colleague's information to sales@icanotes.com.

CHANGES TO YOUR ACCOUNT

Ifyouwantto: Go to or Contact:

Addmore userstoyour Group Knowledge Base Article

Remove users from your Group Knowledge Base Article
Addelectronicsignaturetoyouraccount Knowledge Base Article
Adde-prescribingtoyouraccount ICANotes Website (at the bottom)
Set up electronic billing via a clearinghouse ICANotes Website Partners
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mailto:ticket@icanotes.com
http://www.icanotes.com/
https://icanotes-ehr.na1.teamsupport.com/createticket
https://icanotes-ehr.na1.teamsupport.com/login/user
mailto:sales@icanotes.com
https://kb.teamsupport.com/knowledgebase.aspx?organizationid=622114&ArticleID=2595068&TicketType=Ticket
https://kb.teamsupport.com/knowledgebase.aspx?organizationid=622114&ArticleID=9565759&TicketType=Ticket
https://kb.teamsupport.com/knowledgebase.aspx?organizationid=622114&ArticleID=15099042&TicketType=Ticket
https://www.icanotes.com/features/charting/psychiatry/e-prescribing/
https://www.icanotes.com/about-us/partners/
https://www.icanotes.com/videocontent/content/index.php?page=main

InquireaboutyourCANotes bill Billingi 866-847-3590 or billing@icanotes.com
Setup credit card processing ICANotes Website
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https://www.cognitoforms.com/ICANotes/AccountUpdate

INSTALLING ICANOTES (WINDOWS

A Type www.icanotes.com in your browser's address bar.

‘ 4 C f [ www.icanotes.com

A Click the Support tab on the navigation bar.

ICANOtESE' FEATURES  PRICING ~ SAMPLES ~ ABOUTUS  SUPPORT | il il il ano Q

Behavioral Health EHR \

= REMOTE SUPPORT e
i ) =
S {,@ INSTALL ICANOTES w; 5
| KNOWLEDGEMASE -
SUPPORT DOWNLOADS s ©
Better Notes. Less Typing. SUPPORTPORTAL =0
USER GUIDES AND i
N DOCUMENTATION = ) ==
The Most Clinically Robust A

A Follow the instructions under Install on Windows. Follow step one to download a shortcut icon, as illustrated
below.

Installon W

g!_\ Cpen link in new tab

Cpen link in new window

Step 1- Download Cpen link in incognito window
Save link as...
Right click the icon above and selec] Copy link addr{b
and save it to your desktop.
Open image in new tab
Save image as...
Copy image
Copy image address

Search Google for image

n LastPass »

@ Save

Inspect Ctrl+Shift=1

A The option to Save As pops up. Make sure that it is set to save on your Desktop and click Save.
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http://www.icanotes.com/

€ Savehs *
< < 4 [+ ThisPC » Desktop » v O Search Desktop o

Organize ~ MNew folder = - 9
[ Desktop &

¥ Downloads \ '\ \ ;é"' 7 el
| Documents | ; T | ] I
= Pictures 4. & \.
%/ iCloud Drive Calendar tidbits Camtasia Electronic Claims  Electronic Claims Honeymoon Images Treatment Plan
Camtasia Submission Submission
beginning

Camtasia Studio
Heneymoon

Images
4@ OneDrive
[ This PC

¥ MNetwork
v

File name: | ICANotes.rdp =

Save as type: | Remote Desktop Connection (*.rdp) ~

~ Hide Folders Cancel

A After saving, the icon will be available on your desktop. Click on the icon.

A You will be prompted to enter your credentials to login.
Windows Security >

Enter your credentials

These credentials will be used to connect to
internet.icanotes.com.

‘ Password ‘

|:| Remember me

oK Cancel

A In the User name field, enter your username in the following format: INTERNET\username (for example
"INTERNET\janedoe", no quotations). Be sureto use atrue backslash- asfailing to do sowill preventlogin.
The appropriate keyforthischaracteristypicallyfound aboveth key on the keyboard.

OK

A Enteryourpasswordinthenextfieldandclickthe button.
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Forgotyourpassword? Locked out? Ifthewrongusername/password combinationisenteredthreetimesinarow,
ICANOotes will preventfurther login attempts for 20 minutes. Ifthis happens, orifyou cannotremember your password,
contact your group's security administrator or call ICANotes Support at 443-569-8778 to have your password reset or your

accountunlocked. Please note: Dueto security protocols, all password resets issued by ICANotes Support mustbedone
over thephone.

A Afteryoulogin, give the system 60 seconds to fully log in. You will be brought to the Clinician Reminder Sheet.

|IC_ANOI:F_‘53 ~J chart Room I L.-ncn-tFwsI Calendar | Group Admin View
Mﬁmﬂgﬁh& Individual View Prior results will remain m?l:::?v:\ikn:y:’: ?:l:: l:i::: ::’:;m’ﬁ-:::‘;‘ ia‘::\':t::hme “Refresh” button again.

@ MyNotes O Cosign Requests Hide Block Outs.

) X Note(s) Created by You
Refresh | Examine Notes fomthe last 7 days O e e Show Appointments on  6/11/2019 Fide Cancelled and Rescheduied [ print_|
X for Patient on this Date
B kanore Form Letiers, Clinical Messages, Gustom Forms & Clinical Summaries. I e

O Seniice Code Changed from B/P Report ]
Sort by: ® Patient O Date

Press 'Refresh’ to search for notes that need your attention.

Print

WINDOWS CONNECTION TROUBLESHOOTING

If you receive a certificate error stating that "Your remote desktop connection failed because the remote computer cannot
be authenticated", please follow these steps:
The remote computer could not be authenticated due to problems with its
security certificate. t may be unsafe to proceed.
Certificate name

5] Name in the certificate from the remote computer:
“icanotes.com

Certificate emors

The following emors were encountered while validating the remote % Remote Desktop Connection x
computer’s certificate:

e

Your remote deskiop connection failed because the remote

& Arevocation check could not be performed for the certificate. a computer cannot :: authenticated

Your computer’s settings do not allow connection to this remote computer

You may not proceed due to the severity of the certificate emors. because it cannot be identified. Either it is running a version of Windows that
is earlier than Windows Vista, orit is not configured to support server
T authentication.

For assistance, contact your network administrator or the owner of the remote

computer.

A Delete icon if one is on your desktop and unpin from the taskbar (as applicable).
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0 Deleting icon
Open
Add to Start menu
@ Shred

Open file location
) Run as administrator
Pin to Start

@ Scan
Unpin from taskbar
Restore previous versions
Send to >

Cut
Copy

Create shortcut

Delete %

Rename

Properties

0 Unpinning from thetaskbar.

Recent

(8 Remote Desktop Connection

Unpin this program from taskbar

® @ & ®* @ ©

A Click Search.

Task Manager
Control Panel

File Explorer

Search %

Run

Shut down or sign out b
Desktop

A Search for remote desktop connection.

Best match

L\ Remote Desktop Connection
%) pesktop app

£2] Remote Desktop Connection Manager

Desktop app
Settings

™5 RemoteApp and Desktop Connections

remote desktop connection‘

A Right click and select Send to Desktop.
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Open
Add to Start menu

'@ Shred
Open file location

& Run as administrator
Pin to Start

@ sean

Unpin from taskbar

Restore previous versions

Send to > ) Bluetooth device
cut ¥ Compressed (zipped) folder
Copy I Desktop (create shortcut) %

Documents

Create shortcut %2 Dropbox

Delete 2 Faxrecipient

& Rename 5| Mail recipient
Properties B skype

& TeamViewer

& DVD RW Drive (D)

A Ifyou use Windows 10 Cortana, right click the Remote Desktop Connection Desktop app and click 'Open file
location'.

Best match

| Remote Desktop Connection

Desktop app
Run as administrator

Apps
PP Open file Jocation

4 Remote Desktop Co Unpin from taskbar

Settings Pin to Start

&5 RemoteApp and Des (jninstall

Web

£ remote desktop connection ‘
O remote desktop connection manager

£ remote desktop connection windows 10

£ remote desktop connection software
Documents

&) remote desktop connection authentication
failure.docx

5B My stuff £ Web

')

remote desktop connection

A Onthe popup window, select 'Send to' and then 'Desktop (create shortcut)'.

Home  Share  View Manage Manage (2]

i <« Microsoft > Windows > StartMenu > Programs > Windows Accessories v & | Search Windows P
o Ciicicaccas Name Date modified Type Size
@ Creative Cloud F # System Tools File folder
% Dropbox A Tablet PC File folder
B Desktop o % Mathinput Panel Shortcut 2K8
&l Paint Shortcut 2k8
[E Documents  #
% Remote Desktop Co| o Shortcut 28
& Downlosds  # " sripping Tool A::': . Shortcut 2k8
= - o Start menu i
] Pictures # [ Steps Recorder Shortcut 2k8
B My Computer  # (5 Sticky Notes @ shred Shortcut 2k8
2 Windows Fax and S Openfile location Shortcut 2k8
= Shorteu 2
,?\ Windows Media Plal @ g1, o acministator Shortcut 2Kk8
T Wordpad Do St Shortcut 2KB
A XPS Viewer N Shortcut 2k8
@ Scan
3 Dropbox Unpin from taskbar
G OneDrive Restore previous versions
[ My Computer Send to > § Bluetooth device
¥ Compressed (zipped) folder
& Network cat
. citi I Desktop (create shortcut)
(& Documents
Create shortcut 23 Dropbox
Delcte; 8 Fax recipient
® Rename 4 Mail recipient
| properties B Skype
12items 1 item selected 1.18KB & TeamViewer =

A The Remote Desktop Connection Icon will be on the desktop.

Remote
Desktop
Connection
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A Rename icon to ICANotes by right clicking on the icon and selecting 'Rename'.

[

Open
Add to Start menu
@ shred
Open file location

) Run as administrator
Pin to Start

@ Scen
Unpin from taskbar
Restore previous versions
Send to >
Cut
Copy

Create shortcut
Delete

Rename %

Properties

A Type ICANotes and click outside the field to save the change.

b

ICANotes|

A Right click the icon and select Open (or Edit).

Open

Add to Start menu
@ Shred

Open file location

¥ Run as administrator
Pin to Start

@ Scan
Unpin from taskbar
Restore previous versions
Send to >
Cut
Copy

Create shortcut
Delete

Rename

Properties

A Click Show Options.

&5 Remote Desktop Connection — x

| Remote De_sktop
¢ Connection

Computer: | emet icanotes.com| ~

Username; INTERMNETjoytestd

You will be asked for credentials when you connect.

(> Show ngns Help

A Gotothe Advancedtab and click the down arrow under Server authentication. Select'Connectand don'twarnme'.
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& Remote Desktop Connection - X

Remote Desktop
»¢) Connection

General Display Local Resources Experience Advanced

Server authentication
Server authertication verfies that you are connecting to the
intended remote computer. The strength of the verfication
required to connect is determined by your system security
policy.

[ server authentication fails:

Connect and dont wam me

Connect and dont wam me
Connect frf Y/am me

Do not connect
% CormgTe

L3

O T COTTECT IO T
Gateway when | am working remotely.

Settings

'\: Hide Options Help

A Click the . _“m™=et | hutton to startICANotes.

INSTALLING ICANOTES (MAC

To install ICANotes on your Mac:

Microsoft RDP 10.0 is downloaded from the App Store.

A Gotothetoprightcornerofyourscreenandclick the Appleicon ‘ . Then choose App Store... from the dropdown
menu.

("% Chrome File Edit Vie
About This Mac

System Preferences...
App Store...

Recent ltemsk,' >
Force Quit...

Sleep
Restart...
Shut Down...

Lock Screen ~¥Q
Log Out Joy Zepp... {#Q

A Once the App store launches, search for Microsoft RDP.

Featured  Top Charts Categories Purchased Updates

Q. microsoft rde O

10
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A Your search results may look like below. Choose the Microsoft RDP option with the circle orange icon @ .Click

the “““4 putton by the ® icon.

‘en e * =
< Featured Top?mns Calgrias Pur;?ased UW?QS Q microsoft rdp Q
Search Results for “microsoft rdp” Sort By: Relevance
Jump Desktop (RDP, Microsoft Remote Des. Microsoft Remote Des.
&=
g 2018 Apple Inc. All righ d FAC =
A Next, click ™ putton to install Microsoft RDP.

Microsoft Remote Des
Business
W% 205 Ratings

A Youmaybepromptedtoenterinyour ApplelD.Insome cases, the App Store may promptyouto confirmyour
billinginformation. Thisisastandard processinthe App Store, especiallyifithasbeenawhile sinceyoulast
downloaded any apps. The Microsoft RDP appis free and your credit card should not be chargedfor it.

A Once downloaded, click &=

x E ® % O
Featured Top Charts  Categories  Purchased Updates Q microsoft rdp Q
Search Results for “microsoft rdp” Sort By: Relevance
Jump Desktop (RDP, Microsoft Remote Des. Microsoft Remote Des.
Business Business Business
Kk kKA 231 Ratings @ * ok 156 Rating Kk 234 Ratings

(I

A WhenyoustartMicrosoftRDP forthefirsttime you'llneed to add the connection for ICANotes. Startby
clicking button in the Microsoft Remote Desktop window.

=
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A When the Add Desktop window populates, you will enter the following:

Add Desktop
PC Name:

User Account Ask me every time u

Show More Cance:

PC Name: internet.icanotes.com

User Account: Leave as Ask me every time

A Click ShewMore i the bottom left of the window.

A This will open the Edit Desktop window.

Edit Desktop
PC Name: | internet.icanotes.com

User Account: |~ Ask me every time B

(6 i Display Sound Local Resources

Friendly Name:
Gateway: No gateway 2]

Group: Saved Desktops <}

Connect to admin session
Swap mouse buttons
Reconnect if the connection is dropped

Show Less concel | (EEEN

A Under Friendly Name, type ICANotes for easy identification.

Edit Desktop

PC Name: internet.icanotes.com

User Account:  Ask me every time 1T}
LSiul Display  Sound  Local Resources
I Friendly Name: ' ICANotes I
Gateway: No gateway 1T
Group: Saved Desktops 1]

Connect to admin session
Swap mouse buttons
Reconnect if the connection is dropped

Show Less cancel (D

A Thed S wmaquseb u t t optiorsmiay be usefulifyouarealeft-handed mouseuser. Ifyouare usingthetrackpad
(suchasonaMachook Airor Macbook Pro) the leftside ofthe trackpad will be your right-click, and the right-side of
the trackpad will be your left click.
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A Ifyou are not left-handed, you do not need to check this option.

A Click the tab to move to the next area.

Edit Desktop
PC Name: internet.icanotes.com

User Account:  Ask me every time B

General W Sound  Local Resources

Use all monitors
Start session in full screen
Fit session to window
Update the session resolution on resize

Available when connecting to Windows 8.1/Windows
Server 2012 R2 or later.

Resolution:  Default for this display g

Color Quality: High (32 bit) )

Show Less Cancel

The option to Start session in full screen will start ICANotes up using the entire display area of your
screen. In full screen mode you are NOT given the option to minimize the program to your dock.

If you prefer to use ICANotes in full screen, a handy keyboard shortcut you can use to navigate between
open programs is Command + Tab. When you hold down the Command and then hit Tab key, you will
see icons for the programs currently open. You can use the Tab key to cycle between each icon, and
then release both keys to switch to that program.

For this and other keyboard shortcuts for your Mac, please refer to the Apple website
https://support.apple.com/en-us/ht201236

If you prefer launching ICANotes in windowed mode, make sure Start session in full screen is not
selected. You can check the Fit session to window option to fit everything onto the window without
horizontal scrolling. Users on high resolution monitors (27” and higher) may prefer to use full screen
mode so that menus are not too small to see.

A Goto the EEELEEEN tab. Be sure that Printers and Clipboard are selected.

Edit Desktop
PC Name: internet.icanotes.com

User Account:  Ask me every time B

General Display  Sound Local Resources

You can access selected folders and devices in the
remote session.

Folders

Printers
Smart Cards
Clipboard

Show Less Cancel

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778

13



A Onceallsettings have been set, click the button. Your newiconwillshow onthe Microsoft Remote

Desktop.
R
A Tologin, double-click on the icon you setup.

A Typeininternetiusername (example: internet\joytest4) and your password in this window. Then click

the BEEEN putton.

User Account

internet.icanotes.com

User Name: internet\joytest4

Password: eesesesee

Store user name and password Cancel

A ICANotes will open in either full-screen or windowed mode. If you prefer windowed mode you can minimize
ICANotes by clicking on the YELLOW icon at the top left of the window.

A Onceyouare logged into ICANotes you can close out the connection screen (optional). Otherwise, when you click
on the orange RDP icon in your dock (when minimized) it will bring up the connection screen instead of ICANotes.

A To close out of the connection screen, click the red X.

Microsoft Remote Desktop

Desktops Q

14
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PLEASENOTE: When loggedinto ICANotes you will need to use the pink Log Off button in the Chart Room to properly
exitthe program. Please DO NOT X out of the active ICANotes window to logout.

A You can also look at the orange RDP icon in your dock to see if the ICANotes window is currently open (the black
dot underneath the icon indicates the program is open).

A Ifitis, right-click on the icon you will see ICANotes (the name we gave the connection). Click on ICANotes to bring
up the ICANoteswindow.

¢ Microsoft Remote Desktop
View Connection Center
Options >

Show All Windows
Hide
Quit

N

A Tokeep ICANotes in your dock for easy access, right-click and from Options choose Keep in Dock.

v Microsoft Remote Desktop

View Connection Center

Options »  Keep in Dock
Open at Login
Show in Finder >

! |

Show All Windows
Hide
Quit

A Youcanmovetheicontoanotherspotonyourdockby clickingand draggingthe Appicontoanotherspotonthe
dock.

Forgotyourpassword? Locked out? Ifthewrongusername/password combinationisenteredthreetimesinarow,
ICANOotes will preventfurther login attempts for 20 minutes. Ifthis happens, orifyou cannotremember your password,
contact your group's security administrator or call ICANotes Support at 443-569-8778 to have your password reset or your
accountunlocked. Please note: Dueto security protocols, all password resetsissued by ICANotes Support mustbedone
over thephone.

MAC CONNECTION TROUBLESHOOTING

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778
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If you receive a message that the file cannot be opened because it is from "an unidentified developer", please follow these

steps:
o Clickthe ‘ icon in the upper left corner of the screen.

0 Select System Preferences.
(3 Finder File Edit View Go
About This Mac
Software Update...
App Store...

System Preferences...

| 2
A Click Security &Privacy.
SR - e =
(2] (onai ] \ : —
E @ B B8 (o @ 3
General  Desktop & Dock Mission  Language SQ(u;lly Spotlight  Notifications
Screen Saver Control &Region | & Privacy

m . = o o= QA

Displays Energy  Keyboard Mouse Trackpad  Printers&  Sound
Saver

B 0 & 0

iCloud Intenet  Network  Bluetooth  Sharing
Accounts
) A IR r
n @ @ | \ {18) L
Users&  Parental  AppStore  Dictation Date&Time  Starup Time  Accessibility
Groups  Controls & Speech Disk Machine

A Onthe Security & Privacy window General tab, click the l% in the bottom left to unlock the settings.

Security & Privacy
< Show All Q

FileVault

General Firewall = Privacy |

A login password been set for this user | Change Password... |

l] Require p
Show a

sword | 1 minute % | after sleep or screen saver begins
lessage when the screen is locked | Set Lock Message..

isagllf automatic login

Allow giPlications downloaded from:

Mac App Store
Mac App Store and identified developers
Anywhere

f% Click the lock to make changes. Advanced... ‘\f’,‘

A You will need to enter your master password to unlock.

Type your password to allow System
‘“ L Preferences to make changes.

Lo

Name:

Password: | R |

» Details

@ Cancel )

A Under Allow applications downloaded from, click the radio button for Anywhere.

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778
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enon Security & Privacy

[« > | [ Showau (Q )
Filevauit | Firewall | Privacy }

A login password has been set for this user | Change Password... |

@Require password lilihour + | after sleep or screen saver begins
|| Show a message when the screen is locked = Set Lock Message...

@Disable automatic login

Allow applications downloaded from:

_)Mac App Store A
( : ) Mac App Store and identified developers
(&) Anywhere

‘\

n S S
d Click the lock to prevent further changes. | Advanced... | @

A Close the window and reattempt to install.

LOGGINGINONATABLET ORMOBILE DEVICE

ICANotes is compatible with almost every Android and Apple mobile device, including iPads, iPhones, and Kindles. Please
follow these instructions to connect to ICANotes through your mobile device. The screenshots you see below were taken on
an Apple device; however, the instructions are identical for Android devices unless otherwise noted.

A Gotoyourdevice's app store, search for "Microsoft Remote Desktop." The app should look like this:

Microsoft Remote
l E Desktop
; . \

=}

A Install the application.

A Oncedownloaded, openthe appandtapthe plussigninthe upperright-hand cornertoadd anewremote desktop
connection (ICANotes).

452 P

Microsoft Remote Desktop [/ + )
It's lonely here.

To get started, add the remote desktop that you warnt
to connect o using this device. You can also add
remote resources to work with apps and desktops
your administrator has set up for yvou,

A Your screen will display like this:

17
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ADD CONNECTION

Add PC or Server ]

Add Remote Resource Feed >

Add Microsoft RemoteApp >

Choose "Add PC or Server" to proceed.

You will see the screen below.

Tap "PC Name" to proceed to the next screen.

Youwillbe promptedtoentera“hostnameorIP address"i enter"internet.icanotes.com"intothisfield, without
guotations.

Clickthe"Done"buttoninthe upperright-hand corner. Thiswillbring you backto the screenbelowwhereyou
should now see "internet.icanotes.com” in the "PC Name" field.

Tapthe"UserName"field. Specifywhether ornotyouwanttobe promptedto enteryourusername and password
eachtimeyouconnect. Youmaychoosetoaddauseraccountorsaveyourusernameandpasswordi pleasebe

Prompt for user name and password v

Add User Account >

Tosaveyourusername and password, choosethe"Add User Account” option. Youwillbe promptedto
enter your username and password. Please note that your username must be entered in the same format
asthe example below, preceded by "internet\". Make note of the appropriate slash used asitmust be
precise inordertoconnect. For Apple device users, type "internet" (no quotations), then hityour"123"
buttoninthe lowerleft-hand corner, and thenyour special characters button (#+=), alsointhe lower left,
to access the appropriate backslash. Then, return to the alphabetical keyboard and proceed to enter your
username.

Once you have entered your username in the format specified, enter your password. Please note that if
you choose to save your username, your password is required.
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A Onceallrequired fields have been addressed, hit"Save" and return to the previous screen, which should
look similar to this example:

No Service #:55 PM

PC Name intemet.icanctes.com »
User Name intemat\rachaaltestd >
Settings >

A Tapthe"Save"buttoninthe upperright-hand cornerto save yoursettings. Thiswilltake youbacktothe
'Home'screen ofte app,which iIIIook like this nowthatyou have setup your ICANotesconnection.

Mo S

& (@ Microsoft Remote Desktop [

v My Desktops

-

Irtlsensat lcanotes.

com

A Tologinto ICANotes, simply tap the connection listed under "My Desktops" as 'internet.icanotes.com'.
A screen will display, indicating that you are being connected to ICANotes.

A Once connected, your screen should look like this:
internet.ican... [

Note: Uponinitiallogin,yourmousessettingsmaydefaultto'drag'. Tochangethis, simply tapthe darker-colored baratthe
top ofthe screen. Youwill see the screen belowappeari clickingthe "Touch"option inthe lowerright-hand corner will
change the settings to 'touch screen'.
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intermnet. ican

A You should now be able to click the OK button on the login screen.

CHANGING YOUR PASSWORD

From within ICANotes:

Settings +
EF,‘ Directories

ES— |

A Inthe main ICANotes Chart Room, click onthe drawerinthelowerright-hand corner ofthe
screen.
A Clickonthe [STn9¢ ®WPasSWord] b itton in the bottom middle of this screen.

A Enteryourcurrentpasswordinthefirstfield. Inthe secondfield, enteryour desired new passwordandthenenter
it again in the "Confirm Password field"

Password Change

Note: Passwords mustbeaminimum of eight characters, including at least one uppercase letter, at least one lowercase
letter, and at least one number.

A Click the L' button to proceed. You will receive a confirmation message if successful.

From the Upload Site:
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A You can access the upload site by going to https://upload.icanotes.com.

ICANotes Documents Login

This is a private computer system and is the property of
ICANotes LLC. It is for authorized use only. Unauthorized or

improper use of this system may result in administrative
disciplinary action and civil and criminal penalties. By
continuing to use this system you indicate your awareness of
and consent to these terms and conditions of use. LOG OFF
IMMEDIATELY if you do not agree to the conditions stated in

this warning
Login
User name
B
Password
B

Forgot Password?

Remember me?

A Thefirsttimeyoulogintothe ICANotes Upload Site, you will be prompted tofill out the email used with your

ICANotes account and three security questions.
Answers

Username

1. What was your childhood nickname? v
answer
2. In what city did you meet your spouse/significant ¥
answer
3. What is the name of your favorite childhood frienc ¥

answer

A Thereareawidevariety of questionsthatyou canchoose foryoursecurity questions. Hitthe down arrowtothe
right of the field to get the full list of security questions.

A Onceyou havefilled out your email address, selected three security questions and answers, click Submit.
Answers

Username

1. What was your childhood nickname? :
2. In what city did you meet your spouse/significant ¥

3. What is the name of your favorite childhood frienc §

A NexttimethatyouhaveforgottenyourpasswordtoICANotes, gotothe uploadsite and selectthe Forgot
Password? link.
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https://upload.icanotes.com/

Login

User name

Password

orgot Password?

Remember me?

A You will be prompted to input your username or email. Click the blue arrow.

Please enter your username or email address.

\ bisername/email ‘
[ |

A Afterclicking the blue arrow, you will be brought to the verification page. Please note thatyou can use the
dropdown arrow in the Security Question field to answer any of the three security questions. Click the submit
button.

Question

«

‘ What was your childhood nickname?

Answer

A If successful, you will receive this message:

You will receive an email when your password has been
reset. If you have not received an email in 10 minutes
please check your spam folder.

You may now close the window or Click here to return
to the login page.

A Check your email and you will find your temporary password.

ity-inf com B3 Inbox - Google ~ 9:44 AM o
ICANotes Account Password Reset Request

To:

Reply-To: account-security-info@icanotes.com

A password reset request has been generated for your account and the following password reset verification code has been issued:

Hpcs#&zteB70

Please follow the link below and enter your username, password reset verification code, and new password in the appropriate fields.
icanote: ?token=5CODBFC0-D59F-4654-8962-3F 1109D4F427

If you cannot click the above link, please copy and paste it into your browser.
If you run into problems with the password reset, please contact support at 443-569-8778.
Thanks,

ICANotes, LLC
www.icanotes.com

Please do not respond to this automated message. Emails sent o this address are not monitored.
If this message was marked as spam, please add this email address 10 your contacts o prevent this from reocurring.

- Followthe ResetPasswordlinktoresetyourpassword. Ifyouusedthe ResetPasswordlink (instead oftypingthe
address into the browser), your username and the temporary password will populate in the fields. Type in your new
password and confirm. Click the reset button.
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Username

Password reset verification code

Passwords must be between 8 and
16 characters and cannot be the
same as the password reset
verification code

New password

A You will know you were successful when you receive this message.

Your password has been reset.

Please wait a couple minutes for this
process to complete and enter your
ICANotes username and password again.
Click here to return to the login page.

Forgotyourpassword? Locked out? Ifthewrongusername/password combinationisenteredthreetimesinarow,
ICANotes will preventfurther login attempts for 20 minutes. Ifthis happens, orifyou cannotremember your password,
contact your group's security administrator or call ICANotes Support at 443-569-8778 to have your password reset or your
accountunlocked. Please note: Dueto security protocols, all password resets issued by ICANotes Supportmustbe done
over thephone.

23

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778



IMPORTING PATIENT DEMOGRAPHICS

Ifyou currently have your patientdemographics in electronic form, we canimport the datainto ICANotes for you atno
extracharge. Please make every effortto ensurethatyourimportfile followstheseinstructions exactly asthiswillenable
usto performyour dataimportmore quickly. Fileswhich do not followthese instructions will require more time to import.
First, followthislinkto save the demographicimporttemplate toyour computer:

https://upload.icanotes.com/files/Patient%20Demographics GroupName.x|s

ImportantNote: ICANotescannotbeheldresponsiblefortheaccuracyofthedatayouprovide. Please ensurethatall
recordsare 100%accurate before submittingthefiletoICANotesorbe preparedtohaveyourstaffadjusttheinformation
record by record withinthe ICANotes system. Do notinclude any field you do not see listed below i doing so will
dramatically increase the time required to import your data.

Onceyouhavethetemplate installed onyourcomputer, openitandresaveitwith thefollowing convention, where
"username" is your ICANotes username: "PatientDemographics_username.xIs".

Afteryour Excelfile hasbeen savedaccordingtothe following instructions, either fill outthe spreadsheettemplate
appropriately or copy and paste theinformationfromanother spreadsheet. Manytimes, your previous software will
provide a demographics export for this purpose. Please note that the ICANotes template formatting is required per our
import process. Please see the list of required fields below.

Onceyourfile has been populatedwithaccurate patientinformation, save yourfile (being suretofollowtheinstructions
mentioned aboveregardingthefile name), and submityourfile by uploadingitto https://upload.icanotes.com/filedrop/.
After you have uploaded your file via the secure Dropbox link, please send an email to ticket@icanotes.com to notify us of
your file upload.

The following fields are REQUIRED in your spreadsheet. Please ensure the column names match EXACTLY as you see them
below:

FirstName should notcontain salutation orinitials

LastName should not contain title or initials

PatientID canbeanyformataslongasitisunique

Gender M, F, O or Male, Female, Other or Man, Woman or Boy, Girl, Person

DOB 1/31/2001 or 1/31/01 or 1/31/2001 or 01/31/01 (if this isn't provided, we'll fill in an arbitrary value)

The following fields are optional and may also be imported. There are no restrictions unless otherwise noted. Once again,
make sure to title your columns exactly as you see them listed:

MiddleName
SocialSecurityNumber
DateEntered 1/31/20010r1/31/010r01/31/20010r01/31/01
Address

City

State

Zip

HomePhone
WorkPhone
CellPhone

Pager

EmailAddress
SchoolOrEmployer

SchoolGrade
24
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https://upload.icanotes.com/files/Patient%20Demographics_GroupName.xls
https://upload.icanotes.com/filedrop/
mailto:ticket@icanotes.com

MaritalStatus

Ethnicity

Religion

AdditionalNotes
PrimaryCarePhysicianName
ReferredByName
EmergencyContact
EmergencyContactNotes
InsuranceCompanyl1
PolicyNumberl
GroupNumberl
InsuranceCompanyTelephoneNumberl
InsuredFirstNamel
InsuredLastNamel
InsuredMiddleNamel
InsuredDOB1
InsuranceCompany?2
PolicyNumber2
GroupNumber2
InsuranceCompanyTelephoneNumber2
InsuredFirstName?2
InsuredLastName?2
InsuredMiddleName2
InsuredDOB2
PharmacyName
PharmacyPhone
PharmacyFax
GuarantorName
GuarantorPhone
GuarantorAddress
GuarantorCity
GuarantorState
GuarantorZip

Note: Anyfield notlisted above may beincludedinthe "AdditionalNotes" field by naming your desired datatobeimported

as "AdditionalNotes_YourFieldName", e.g., AdditionalNotes_BalanceDue. When imported, all the fields you name in that

fashionwillbe mergedandwill be availableinthe Miscellaneous Notes section ofthe Demographics page onthe patient

chart.

Please note that all imports are final.
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CONFIGURING GROUP SETTINGS

Inthis section, we will review each of the tabs which appear under 'Group Level Settings & Directories' in Settings +
Directories. You must be a Group Administrator in order to make changes on these tabs. These tabs allow you to configure

your group's ICANotes settings.

A To getstarted, click on the Settings + Directories drawer in the Chart Room, as shown below:

i
|7 SignOut Edt Miew Formok Go Reports Help

NEE
-
=
Behavioral Health EHR
Show Charts:
Chart Room for Joy MacLauren working at | PSYCHIATRIC CLINIC |4 [ et
Enter Pationt Hame or 0 or Phone
[T | — ]
5| TestResuli
.,
\ Sun
.~ D
Lo e « o
Calendar Account:
Quich dar —
@ —
Active Charts = | MHT ciipboard
—_— —_ Ther. Groups:
> = —
Cick om the name 0 orte ohart.
Hover cursor over name for more detais.
o0 =% Browse T ¥

A Click on the 'Group Level Settings & Directories' tab.

A Clicking the button atthe bottom of the screen will highlightin yellow those fields that are required for

electronic billing. Fields highlighted in pink are optional.

ICANCt D)

Settings & Directories

1. Group Level Settings & Directories
2. Show

?

You are allowed to see all group members because you are a Group
1) Betty Morganstern ™| Personallnfo Caseload T Billing Rates & Payer Rules T Custom Buftons T I Bestore Deleted
User Name: bettym

20 Courtney Kimmel, (MD} \dentity
Use1 Hame: kimmel md

% Courtney Kimmel, (RN)
User Hame: kimmelrn

4 Jane Jones, APRN
User Name: jjones

Hational Provider ID
Alt. Hational Provider ID
Medical License Humber
DEA Humber

%) Janina Russian, LCSW
User Hame: janinar
Janina T. Russian, M.D.
User Hame: jrussianm a

Federal Tax Id
Alt. #1 Federal Tax Id
Al #2 Federal Tax Id

Taxonomy Code

Bill Under Supervisor
Medicaid ID #
CLIA #

@ Joy MacLauren
User Name: joydems
109 Liz Gallagher, MHT

Initials LL- RN
User Name:|gallagher
11 Liz Lobao, (MD)

Ussr Hame:llobao

User Name  joydemo

12) Liz Lobao, LCSW
User Name:lizswe
12 Liz Lohao, RN

Group Administrator  ® Yes

Hame Joy MacLauren

{Moved to Payer | |
Rules tab) I

Email joy@icanotes.com

User Type Psychiatrist

Group Hame ICANotesDemo

Supervisor(s) can edit notes owned by Joy MacLauren
Liz Lobao, (MD) X =

Subaxons Prefix — s -
~ Belecta Clinician > ssign Superisor
SSNEN 0 Sup
SSN EN Supervisee(s) Joy Maclauren can edit notes owned by
SSN EIN these clinicians

Temporarily Switch User Type
[Psychiatrist

For Gov't claims

Accept Assignment  Yes  No
Userip 100001060 - s
Rendering Status  Sole Practitioner

Group Member

User Hame:llobaorn

Security Center

14) Minnie M. Mouse, Office
User Hame: mmouse =

Pleass Nole: Passwords must have B characters and af least =
Change My Password | one Ietier and one number. One of the Isfters must be capitalized, CI,“'hMy .
The passward should nat includs the user name and sholld not be ipboart

the: same s the previous password

SITES/LETTERHEADS TAB

Thisfirstareastoressomebasicinformationaboutyourorganizationwhichwillbe usedinyournotesandbythe billing
portion of ICANotes. Your office sites and letterheads will be listed on the left as you create them. For each

e Show IFieIdsusedlwelectmmchillmu Required = Optional

site/letterhead, there are three tabs in the center of the screen pertinent information:

( Eacility Info |

Letterhead

| Electronic Billing
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| FACILITY INFO TAB
A Underthe Facility Info tab, you create a new site by clicking on the button.

A Aboxwillappear prompting youto specify anameforthesite. Click the button. The site name is
automatically entered into the record on the Facility Info tab.
New Site Name
Enter the Site Name for this location. The Site Name should be

brief but clear. You can enter a more complete name as the Facility
Name to appear in the letterhead

Site Name

|
|

Cancel Continue

Note that after create a site name, it should not be changed for any reason.

Click on the field next to Site Type and select the type of location from the drop-down list.
Enter the NPI for this facility.
(Optional) enter the Alternate NPI for Facility.
(Optional) enter the Alternate #2 NPI for Facility.
(Optional) Facility Other ID you would like to record.
Choose your Place of Service Code by clicking on the field and selecting from the drop-down list.
Enter your full Facility Name as you want it to appear on your letterhead.
Street address offacility.
(Optional) address linetwo.
. City offacility.
. State of facility.
. Zip code of facility. (For electronic billing purposes, a 9-digit zip code is required.)
. Phone number of the facility.
. Fax number of the facility.
. Save button.

©CoNOOR~WDE

el ol el
O WNRFEO

Settings & Directories

Specific to Individual | Group Level Settings & Directorles

Settings for Site Staff, Rules and MAR have been moved under the More tab

1) Anne Arundel Medical Center =
L8 s Eacillty Info [ Letterhead [ Electronic Billing
ospital / In Pt service
2) Hokey Pokey Counseling | 4+ New | + Eart | &
Bl e — |4 Default Billing
3) Hol Site Setup Entry
Home V| z
) we site Name* Hokey Pokey Counseling ] > Default Billing
Office / (or abbreviation - for location & letterhead lists)
*The Site Name cannot be modified
Site Type | Office / Out pt service °
*The Site Type Is used for CPT E/M coding
NOTE: Your notes will print differently for in/out pgignt facilities
NPI for Facility (1234567890
Alternate #1 NPI for Facility 098765431
Alternate #2 NPI for Facility
Facility Other ID
Place Of Service Code (11 _Office B [o
Facility Name Hokey Pokey Counseling
Address Line 1 1600 Saint Margarets Road 3
Address Line 2
Annapolis il 4095547 x |
City State Zip (9- & Cancel
Phone 443-569-8778 'eax 443-992-4239
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You may add other locations under the Facility Info tab as needed if your group operates multiple locations. You may also
need to set up facilities specifically for billing purposes.

| LETTERHEAD TAB

A Click onthe Letterhead tab to the right of Facility Info.

A Click the [Use Facility Address | p tton and the [Use Facility Phone {Fax] o to automatically populate the data

enteredin Facility Info. Apreview oftheletterheadwillappearbelowthesefieldsi youmayeditinsidetheseboxes
as desired.

Enter letterhead information below. Do not enter your Name. It will
automatically be included where appropriate. You may use the
Format menu above to select font, style, size etc. Your text may be
edited or changed at any time

Address: Hokey Pokey Counseling
1600 Saint Margarets Road
Annapolis, MD 21409-5547
Telephone and Fax: t: 443-569-8778
f: 443-992-4239
Hokey Pokey Counseling
1600 Saint Margarets Road
Annapolis, MD 21409-5547
t: 443-569-8778

f. 443-992-4239

A Youmayformatthe letterhead fontin avariety ofways by highlighting the informationin either box and selecting
"Format"fromthetoolbarabove orright-clickingto getadropdownmenu. Youcan changethe font, size, style,
alignment, line spacing, and text color of your site's letterhead.

? File Eit View Format Reports Help

' ﬂ Address: Hokey Pokey Corentin~ 1
= 1600 Saint Margan  Cut
Group Level Settings & Directories
Font >
Telephone and Fax: t 4435698 6
1:443-9924 Sejle » 3
Use Facility Phone / Fax
Text Color )
Small Caps. 10
Chart by Adm Letterhead_Selected=address..
Highbght 1
Address: Hokey Pokey Counseling 12
uppeRCaSE 1600 Saint Margarets Road Hokey Pokey Counseling
(owercase E Annapolis, MD 21409-5547 1600 Saint Margarets Road 13
Tile Case Annapolis, MD 21409-5547 .
T Supencrit t 443-569-8778 18
L subse +and Fax: f: 443.992-4239 5
(Use Facility Phone / Fax) ;6
48
Hokey Pokey Counselir 72
in
7600 Saint Margaros Rosd Fields used by electronic billing Required Optional
Annapolis, MO 21408.5547 Increase Size Ctrl+Shifts>
F ids 04239 DecreaseSize  Ctrl+Shifts <
Custom...
16 Point

| ELECTRONIC BILLING TAB

TheElectronic Billing tabmaybefoundtotherightofthe Letterheadtab. Youneedtoenterinformationonthistabfor
each site listed onthe left that will be used to submit claims (either electronically or by printing CMS1500 forms).
A Click on the first Site Name in the left column that you want to configure.
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A Pressthe button andthe address you entered from Facility Info for that site willappearinthe
address field.

A Clickinthe box belowthefieldlabeled: Billing Address for this Service Facility. Selectthe site from which you send
your electronic claims if the billing address is different than the facility address where services were rendered. This
site needs to be setup in the list (on the left side) before they can be selected.

A Clickin the box below the field labeled: Pay to Address for this Service Facility. Select the site from which you want
the payment sent. This site needsto be setup inthe list (onthe left side) before they can be selected fromthe
dropdownmenu. The Facility Address, Billing Address, and Payto Address can bethree differentaddressesif
needed.

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

A You may choose to highlight fields that are required in Settings & Directories for electronic billing using the
button.

ICANCTES) | Jcnartroom

Settings & Directories
Specific to Individual |

Group Level Settings & Directories

Settings for Site Staff, Rules and MAR have been moved under the More tab

1) Anne Arundel Medical Center =

Hospital / In Pt service | Disable | Eacly ik T
2) Hokey Pokey Counseling

Office / Out pt service
3) Hokey Pokey Home Visiting

Letterhead | Electronic Billing

Click the Use Facllity Address button to copy the site address, then
edit the electronic billing information below so that It will fit when
formatted to 3 lines of up to 26 characters each, with no punctuation

Home Visit service m In the second line
) West Coast Clinic ~— Hokey Pokey Counseling
Office / Outpatient service Use Facility

1600 Saint Margarets Road
IAnnapolis, MD 21409
Service Facility Address formatted for Electronic Billing:

HOKEY POKEY COUNSELING
1600 SAINT MARGARETS ROAD
IANNAPOLIS, MD 21409

Billing Address for Pay To Address for

this Service Facility:

this Service Facility:

[ Hokey Pokey Counseling [+

| Hokey Pokey Counseling [~ ]

HOKEY POKEY COUNSELING
1600 SAINT MARGARETS ROAD
ANNAPOLIS, MD 21409

1600 SAINT MARGARETS ROAD

HOKEY POKEY COUNSELING
NNAPOLIS, MD 21409

<

Billing NPI
|1234567890 ]

Click the button below to watch a brief video demonstration of how to configure all settings under Sites/Letterheads tab.
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https://youtu.be/4CkZqe5VTfE

SERVICE/MODIFIER CODES TAB

Click on the Service/Modifier Codes tab to the right of the Sites/Letterheads tab. You will be able to create your group's
service, revenue, and modifier code lists here.

Settings for Site Staff, Rules and MAR have been moved under the More tab

Insur Payers Therapy Groups Formats MCMAuth. Accounts Calendar Integrations More

Service Code Short List o Revenue Codes Modifier Code Short List

Use the arrow to add a Procedure Code from the list

ype your own code into the last row Type your own code into last row
or... Type In your own code Revenue Code = Description

00000 non-billable Room & Board 25 | Medical E/M Same DOS| x|
00001 Broken Fumniture Lol £ Beactipton 59 | Same DOS X
00001 Clinic Fee [ I I ([ Service | X
00002 Print/Provide Enter Medical . Rate Descripton Basis GV | Hospice X
1036F Non tobacco User 2 5 $50.00 | MH Aftercare UN | x[2] [ HA | sex off. Eval Addend. | X
36410 Blood Draw 50 $120.00 MH LOP Group (low UN || | [HF | Adult SA individual (OP)| X
80101 Urine Drug Screen 3 $150.00 MH IOP Group UN | x| |[Ho]initial DI X
80104 Drug Screen, Multiple [ 506 $50.00 SA Aftercare UN | x| |[QW|Medicare Drug Test | X
80304 Drug Screen 506 $120.00 SA LOP Group (low UN | x| |[SF [Sliding Fee Scale X
90833 Psychotherapy 30 min. with |- 506 $150.00 SA IOP Group UN | x| || sk |sexofr. Evaluation X
90836 Psychotherapy 45 min. with | H 905 $120.00 | Dual DX LOP (low UN | x| | [ TC [BCBS I0P Modifier X
90838 Psychotherapy 60 min. with H 905 $150.00 | Dual Dx IOP Group UN | x| | [ 4 [Facility Based 0P X
90885 Review of Records [ b024 $500.00 | Inpatient Rehabilitation x| | [us | cPp Modifier X
90887 Meeting/Conference XE | Same DOS/Same X
90889 Report Preparation XP | Same DOS/Different | X
96150 Health & Behavioral

96372 Injection

99201 (Office / Out pt, New) [ o L

The Service Code Short List will be required when you create your individual billing rates under Specific to Individual tab.
Setting up ashortlist will save you time as you will have the optionto choose from your shortlist of billing codes (setup
here) rather than a longer full list of all available billing codes.

A Intheleftcolumn, click onthe down arrow m next to the field to open the full list of available service codes.

A Ifyoudo notfind acode thatyou need, you can simply click within the field and begin typing i aboxwill open

askingfortheinformationforyourcustomservice code. Enterthe 5-digitcode andthedescriptive text,andthen
click thel < putton.

| Enter Custom Service Code |
| |
| Type in a new custom Service Code (or cancel and press the down |
| arrow to select a standard Service Code).

|
| 5-Digit Service Code (required):
|

| Descriptive Text (optional):

Revenue Codes can be created for inpatient settings. If you are strictly an outpatient setting you can disregard this area.
Click the next blankrow (inthe example below, the row right under 0024) and add the code, rate, and description.

Specific to Individual

] Settings for Site Staff, Rules and MAR have been moved under the More tab
Service Code Short List . Revenue Codes odifier Code Short List
Use the arrow to add a Procedure Code from the Type your own code into the last row ype your own code into last row
or... Type In your own code Revenue C Description
00000 non-billable X Room & Board 25 | Medical E/M Same DOS| X [4]
00001 Broken Furniture [~] J X Codé fate Description 59 | Same DOS | X
00001 Clinic Fee 7 X [ I I ] ET Service X
00002 Print/Provide Enter Medical 7 x| Pcoce Rate Description Basis GV | Hospice X
1036F Non tobacco User x| [905 $50.00 MH Aftercare UN | X[ HA | sex Off. Eval Addend. | X
36410 Blood Draw 7 x| [05 $120.00 MH LOP Group (low UN | x| [ HF | Adult SA Individual (OP)| X
80101 Urine Drug Screen 7 x| Hoos $150.00 MH IOP Group UN | x| [ HOInitial DI X
80104 Drug Screen, Multiple X 906 $50.00 SA Aftercare UN | X QW Medicare Drug Test X
80304 Drug Screen [-] 7 x| fooe $120.00 SA LOP Group (low UN | x| [N SF [Sliding Fee Scale X
90833 Psychotherapy 30 min. with x| Hooe $150.00 SA IOP Group UN | x| [ SK | Sex oft. Evaluation X
90836 Psychotherapy 45 min. with |- X |1 MH 905 $120.00 Dual DX LOP (low UN | x| [ TC | BCBS IOP Modifier X
90838 Psychotherapy 60 min. with x| B MH 205 $150.00 Dual Dx IOP Group UN | x| (8 U4 |Facility Based IOP X
90885 Review of Records 7 x| o024 $500.00 Inpatient Rehabilitation x| |} us | CPP Modifier X
90887 Meeting/Conference J X XE | Same DOS/Same X
90889 Report Preparation 7 X XP | Same DOS/Different | X
96150 Health & Behavioral 905 X
96372 Injection X
99201 (Office / Out pt, New) X = 5
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Ifyouwould like touse modifier codes, youmay clickonablankfield inthe rightcolumn and type inyour own codesto
create a Modifier Code Short List.

Specific to Individual ]

Settings for Site Staff, Rules and MAR have been moved under the More tab

Service Code Short List e Revenue Codes Modifier Code Short List
Use the arrow to add a Procedure Code from the list L Type your own code into the last row ype your own code into last row
or... Type In your own code Reverme Code.. = % Description

00000 non-billable X O X [2] | Room & Board Medical E/M Same DOS| X |~
00001 Broken Furniture (-] KR /X L fals Same DOS | X
00001 Clinic Fee RO /X { I Service | X
00002 Print/Provide Enter Medical || OO 7 X| | cose Description Basis Hospice X
1036F Non tobacco User [~ oo x| |[905 $50.00 | MH Aftercare UN | x | Sex Off. Eval Addend. | X|
36410 Blood Draw OO 7 x| |[s0s $120.00 | MH LOP Group (low UN | x Adult SA Individual (OP)| X
80101 Urine Drug Screen oo 7 x| |[905 $150.00 | MH IOP Group UN | x | Initial DI X
80104 Drug Screen, Multiple oo x| |[906 $50.00 SA Aftercare UN | X | Medicare Drug Test | X
80304 Drug Screen [~] OO 7 x| |[08 $120.00 | SA LOP Group (low UN | x | Sliding Fee Scale X
90833 Psychotherapy 30 min. with | - oo x| |[906 $150.00 | SA IOP Group UN | x | Sex Off. Evaluation X
90836 Psychotherapy 45 min. with oo X || | MH 905 $120.00 | Dual DX LOP (low UN | x BCBS I0P Modifier X
90838 Psychotherapy 60 min. with | oo x| |[MH 905 $150.00 | Dual Dx IOP Group UN |x Facility Based IOP X
90885 Review of Records XO 7 X 0024 $500.00 | Inpatient Rehabilitation X CPP Modifier X
90887 Meeting/Conference og 7zx Same DOS/Same X
90889 Report Preparation [~ aoga J X XP | Same DOS/Different X
96150 Health & Behavioral -] 905 oo X

96372 Injection [=]=] X

99201 (Office / Out pt, New) [-] [ulu] X[

Click the button below to watch a quick video tutorial about the Service/Modifier Codes tab.

Video Tutorial

Service/Modifier Codes

LABREQUISITION 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.
A Clickonthe button to create a new order protocol.

Name the protocol.

Pick a test from the drop-down menu or type in the name of test.

Indicate the frequency from the drop-down menu or type in the frequency.
Indicate the number of times the test should be performed.

Type in thediagnosis.

Click inside this box if the test should be performed while fasting.

Indicate what type of request.

Choose areason/indication from the drop-down menu or type in the reason/indication.
Save the test newly created.

10 The newly created test will show in this area.

11. Save the protocol.

©ooNoaR~WDNE
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Settings & Directories
Snecific to Individual |

Settings for Site Staft, Rules and MAR have been moved under the More tab
Sites/Letterheads Service/Mod Codes Lab Req Protocols Meds Protocols Provider Directory Insur Pavers Therapy Groups Formats MCM Auth, Accounts Patient Portal Calendar Integrations More
[E v ]
Order Protocols Protocol Name ‘sslon (Solutions) | Delete Save Protocol ‘
0l =
Admission: (Solutions)
Test Ordered Frequency: Times X Diagnosis
3
7 admission: (Dr. Smith) lo [e ]
ChestXRay 1| Fasting Request Type Lab_Olmaging OEEG
) Reason / Indi
Depakote Level IV” |"|| |‘| Q Save Test |
3
2 FAKE LAB PROTOCOL
Test Ordered Frequency: Times X Diagnosis Delete
P s Q CBC & Differential Routine Once =
7 Lab Reason /Indication (Admission) X
> Lithium Level
P} Comprehensive Metabolic  Routine once
Lab Reason {Indication (Admission) x
P TsH Routine Once
Lab Reason / Indication (Admission) X
P T4 Routine Once
Lab Reason /Indication (Admission) x
P HeC Routine Once
Lab Reason / Indication (Admission) X
P uDs Routine Once
- Reason /Indication (Admission) X

Click on the button below to watch a brief video tutorial on how to set up a Lab Req Protocols tab.

Video Tutorial

Lab Req Protocols

MEDICATION PROTOCOLSTAB

The Meds Protocols tab can be used to configure a list of medication protocols that will automatically populate a group of
medicationsintothe medicationlistinanurse or prescriber progress note. Thisis notrelevantto DrFirstePrescribe.

A Clickonthe button to create a new medication protocol.

Name the medication protocol.
Pick the verb from the drop-down menu.
Select the medicine from the drop-down menu or type in the medication.
Select the dosage.
Insert the Route/Qty.
Indicate the timing.
Insert the number to dispense.
Indicate refills.
Select the amount of days.
. Input the dose.
. Pick a comment/reason from the drop-down menu or type in the reason.
. Click the 'Save' button to save the newly created medication.
. The newly created medication will show in this area.
. Click 'Save Protocol' to save the protocol.

©ooNO RN E
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Sefttings & Directories
Specific to Individual [ Group Level Settings & Directories
Settings for Site Staff, Rules and MAR have been moved under the More tab
P “ e
1Medu:atlon Protocol List [T tew | S ) ‘wsmn Sriers l — —_—
’ Admission Orders n
2 Medications
? Admission PRNs iy fetlng st -
Dose ute Qty iming
B
? Ativan PRN (CWA) é‘ é
Doses CommentRea:
K
: Ativan Taper q
6)
Celexa Taper
Direction Medicine Dose Route Gty Timing Delete
i Common Cold (OP) e Start Prozac 20mg PO QAM -
7y £ Refills xDays % Doses Comm/Beazon Depression X
Medrol Dose Pack =) =
Start Ambien 5mg PO QHS PRN
2 2 # Refills Days Doses Comm/Reason x
Muitiple Meds (OP) - e i st bl
5 P start Ativan 025mg PO q4hr PRH
Romeson Exotocol ¢ Refills <Days % Dose: CommiBeazon Agitation X
'Y sst Regular Insulin B start Antabuse 250mg. PO 0AM
T .2 Refills ¥ Days A LommiBescon ETOH Deterrent X
Standing Orders: (w / instructions) ) start Zypress 25mg PO AM
12) STAT Ativan .- Refills x Days % Doses CommiBeazon Psychotic Features X
13) =
TB: Aplisol - -

Please click the button below to view a quick tutorial on setting up a Meds Protocols tab.

Video Tutorial

Meds Protocols

PROVIDER DIRECTORY TAB

UsetheProvider Directorytabtocreatealistof providersthatyou communicate with outside of your practice's ICANotes
group. These providers may be Primary Care Physicians, referring providers, or any other providers you may wantto have in
acentraldirectory. Thislistis especially usefulformaking referrals asyou can store contactdataaswellas directions for
the patient.

A Clickonthe button to create a new external provider.
A Thecursorwillmovetothenamefield. Enterthe provider'sinformationandthenpressthe button.
A Byclickingthe button, you may export this directory if you ever need to print it or send it electronically.
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Settings & Directories

1) Dr. Frank N. Stein
Surgery

5 Dr. Sharon Fillerup
Pediatrician

2] Dr. Will Tickel
OT/PT/Recreation

Telephone [443-512-1616

Fax |

Email Iastnngs@provnder.net

Speclalty [Psychiatric/Prescriber

Site Name

Directions

NPI# [1284501253

Other # [astring ovider.net

Specific to Individual | Group Level Settings & Directories
Settings for Site Staff, Rules and MAR have been moved under the More tab
Sites/Letterheads  Service/Mod Codes Lab Req Protocols Meds Protocols ~ Provider Directory  Insur Pavers Therapy Groups Formats MCMAuth. Accounts Calendar Integrations More
External Provider List
View by Specialty: | % l g New I
View by Ste Name: x
it »
') Dennis Doom Name [Dr. Alice Strings O cancet ]
Case Mgr/Team Leader
Address [54 Happy Lane
2} Dr.Alice Strings R -
Psychiatric/Prescriber City jAnnapolis
o |MD O Automatically filter by
) Dr. Faris P. Atchoo State working at location
Family Practitioner Zip [21401 when adding PCP in

demographics.

Please click the button below to view a quick tutorial on setting up a Provider Directory tab.

INSURANCE PAYERS TAB

ThelnsurPayerstabcanbeusedtoentertheinsurance companiesyourpatientsusemostfrequentlyandsavethemtoa
short list (which will appear when you enter a patient's demographics). Before you start creating, it is highly suggested that
you click the %=1 button to highlight the required and optional fields for electronic billing.

A Clickonthe button to enter an insurance company name.

Enter the city, state, and zip code to complete the mailing address.

Designate the insurance type by clicking on the field and selecting from the drop-down menu.
Ifyoudonotseethe optionyou needforstep6, clickintheinsurancetype (other) option and choose one of

Ifyouintendto sendclaims electronically, youwillhavetoenterapayerID7 thiswillbe supplied by the

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

1. Enterthe insurance company's name.
2. Enter the streetaddress.
3.
4. Enter the telephone and fax numbers.
5.
6.

the options on the drop-down list.
7.

clearinghouse you choose to work with.
8.
9.

Clickonthis boxifyouwould like to use eitherthe Alt#1 or Alt#2 tax ID entered underthe Specific to
Individual tab.

10. Click the 'Save' button to store this insurance company entry.
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Settings & Directories
Specific to Individual Group Level Settings & Directories
Settings for Site Staft, Rules and MAR have been moved under the More tab
Sites/Lefterheads Service/Mod Codes Lab Req Protocols Meds Protocols Provider Directory InsurPayess Therapy Groups Formats MCM Auth. Accounts Patient Portal Calendsr Integrations More
Insurance Payer Short List i Ql ssve [0 cocet [ cetete || epen |
You are now editing BCBS of ICANotes. Payer ANSINUCC Options
1) ABCDEF Insurance of AZ = Any changes will overwrite this Payer.
AZ 889-789-7894 Institutional
- Name (BS of ICANotes ] "
2)  AdminOne b Exclude Amount Paid on CMS 1500
TX 300-555-5789 8 Box 1993-7894 | | Bgend As Group Member
3 Aetna CT #1 ]
TX 555.555-5545
: s - 5
4 AetnaNY #2 | | Citys State Zip Gghapolis ] [fz3457894 |
™ 555-555-5545 Telephone 38)-573-7837 ] Fax | |
5 AMERIGROUP Insurance Type €8 Health Plan
ut 123-456-7890 nraica
8  Amerihealth LA Type (Other) Qb€ Cross/Blue Shield
5 LA 800-000-0000 Payer ID Remittance ID :]
Anthem BCBS S I—I
GA 1-800-ANTHEM Eligibility ID Payer ID
B BCBS of AL Notes B
AL 1.800-BLUEMAN
9  BCBS of ICANotes
MD 800-879-7897
10)  BCBSof LA
LA 500-879-7897
1) BCBS of MA =1
MA 300-879-7807
12)  BCBS of Maine (PO Box 111) ° Use Alternate Provider NPl on Claims i
ME 999-555-5555 [ | . [ g% Provider Code to Service Loop
D Use Alternate Facility NPl on Claims @ Supplemental Info to Service Loop
Use Alternate Tax ID on Claims ] Exclude Referring Provider Loop

Ifyou laterwantto delete this or anotherinsurance company fromyour shortlist, returnto this screen, clickonthe
appropriateinsurance payerfromthe columnontheleft,and clickthe button to remove fit.

Youmay exportthisshortlistfor printing orelectronictransmissionbyclickingonthe button.

Note: The Payer ANSI/NUCC Options shown on the right should not be edited in any way unless you are instructed
to do so by the ICANotes Support or Training Teams.

> D

Please click the button below to view a quick tutorial on how to use the Insur Payers tab.

Video Tutorial

Insur Payers

THERAPY GROUPS TAB

Use the Therapy Group tabto create patient therapy groups and to create group therapy note remarks which will be
inserted in each participating patient's chart.

Settings & Directories
Specific to Indvidual
Settings for Site Staft, Rules and MAR have been moved under the More tab
SitesfLetterheads Service/Mod Codes Lab Req Protocols Meds Protocols Provider Directory lnsu Payers Therapy Groups Formals MCM Auth, Accounts Patient Portal Calendar Integrations More
Therapy Groups I Group Rosters |
Therapy Groups t New Print All Groups
ol cii to..  Group Sessions Delet
1) Focus Group (Dana Monday AM) /X [4] [<]
Prirt
2> Focus Therapy 7 X
Print
3 GroupA 7 X
Print 5
4) Harriet's Focus Group (Mon AM) /X
Prit
5  10P: Group A 7 X Lo
Print 1
&) 10P:Group B /7 X
Print
7 10P: Group C 7 X
5 Janina's11am Coping Skils /X
Group Prit
S Janina's Adolescent Meds /s %
Group Wed 8pm Print
10)  Janina's Focus Group /Monday /X g
Mornings Print
11)  Janina's Substance Abuse s X @IM} L&]
Mondays 8am Print < Selecta Roster > ] Add Roster
12)  Jennifer Group at Ridge 7 X
(Monday 10 AM) prit__|~]

A Clickonthe buttoninthe upperleftofthewindow (nextto Therapy Groups)tostartanewtherapy
group.
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A The Therapy Group Entry window will open. Enter a Therapy Group Name and the site/location, and service codes.

CIickthe button to create the group.

B Therapy Group Entry H[=] E3

Therapy Group Name

Therapy Group SitefLocation
PSYCHIATRIC HOSPITAL i

Therapy Group Service Code #1

]x
Therapy Group Service Code#2 ..
] x
L |
100 = B Browse _‘] io A

A Tocreate aGroup Roster, click the button in the upper left of the window.

Settings & Directories

Sites/Lotiorheads Service/Mod Codes Lab Req Profocols Meds Prolocols Frovider Directory Insur Pa
| Therapy Groups T T
Group Rosters Group Roster Members
Edit_Delet Remove
U Comforts Anger MGMNT Group /X =~ = When a patient is removed from a Group Roster
you will have the option to remove the
[2) Courney's Roster 7 X patient from every group to which they belong.
3 James Male Process Group 7 X
) L Group Patients J X
5) LIZ'S GROUP J X
6) Monica's Patients 7 X
7) Rae's [OP Roster J X
[5)  Rae's Roster 7 X

£ rind |[SClick Find o Select = dd Patiert

A EnteraGroup Roster Name. CIickthe button to create the group roster.
n Group Roster Entry !E m
j‘

Group Roster Mame
Humar Therap ‘

\ y

100 = ¢ B Bromse 4| A2

A Find your patient by clicking the button. With the Find Patient window, locate the patient and click the
patientdés name.
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o e

7 Find Patient
Type Last Name, First Name, and/or ID [separated by spaces)
0 oe 2 Patients Found (S0 Total)
~
Press Return to Find
Patient Name DOB City, State Zip Patient ID# Status
1) Alice Doe 8/19/1984 Windsor, PA 17366 2004684621 ACTIVE
[Go| 2) @ 6/18/1986 Owings Mills, MD 21117 2004695718 ACTIVE

8100 = ¢ B Browse

][ AddPatient |

[ Find | [Doe, Alice

Video Tutorial

Therapy Groups

A Withthep a t i mameirdtefield, clickthe [_2sdestent | pytton.

A The patient will be added to the roster. Continue the process until all patients are added.

Please click the button below to view a quick tutorial on how to use the Therapy Groups tab.

FONTS & STYLES TAB

Use the Fonts & Styles tab to change the look of finished notes for all users in your practice.

Settings & Directories
Specific to Individual Group | evel Settings & Directories
Settings for Site Staff, Rules and MAR have been moved under the More tab
Sites/Letterheads Service/Mod Codes Lab Reg Protocols Meds Protocols Provider Directory Insur Pavers Therapy Groups Formats MCM Auth, Accounts Patient Portsl Calendar Integrations More
Finished Notes Font Group ICANotesDemo
Printi ——
Gmm;P[:zrerenchs Font Arial |(devaun Arial if blank)
Size (defautt 12 if blank)
Note Style Bold (overrides default formatting)
Italic
Uppercase
Header Style < Bold (overrides default formatting)
(ex: "Medical History:") Italic
> Uppercase
< Underline
Highlight

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

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

A Click onthe appropriate checkbox(es) under Note Style to change the style of the body text in your notes.

A Click on the checkbox(es) under Header Style to change the style of headersin your notes.
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Please click the button below to view a quick tutorial on how to use the Fonts & Styles tab.

MCMAUTHORIZATION TAB

The MCMAuth.taboffersaquicklookatallthemanaged care authorizationsthatyourgrouphasenteredintothe
program.

A The ShowOnly checkboxesl 14t Thresholdand[] Mon-Expired allow you to show only those patients that are at or
pastthethresholdorthosethatare non-expired and active respectively. Alternatively, anylistinginredneeds
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.

Settings & Directories
Specific to Individual ] Group Level Settings & Directories

Settings for Site Staff, Rules and MAR have been moved under the More tab

Default Alert Recipient: | ]X Default Alert Sender: lX | sotbyExp.Date || Print || Expot |
Show Only: [JAt Threshold [] Non-Expired . § : = =
Issued # Expires < 0= Used Used
Banner, Bruce 5/14/2019 | 6546322 12/31/2019 | X X 20 1 19 edit |~]
Hudson, 5/1/2019 78457845 121312019 | @ 28 0 28 edit
Markle, Meghan 6/1/2019 848168418145 12/31/2019 | X X 7 0 7 edit

A The button will allow you to edit the MCM authorization for the patient specified.

A The [_setbxEx pate | pyytton will list the patients by expiration date.

A The button will print the list.

A Youmayexportthislistforprinting orelectronictransmission by clickingonthe button.

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 m.rthuriza‘liunsl button in the lower left-hand corner.

Please click the button below to view a quick tutorial on how to use the MCM Auth. tab.

ACCOUNTS TAB

Ifyou are using Patient Accounts to keep track of charges and payments, you can set up codes underthe Accounts tab to
link to a patient or a charge in order to report on any of the codes that you create.
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Settings & Directories

Specific to Individual I Group Level Settings & Directories
Settings for Site Staft, Rules and MAR have been moved under the More tab
Sites/Lefterheads Service/Mod Codes Lab Reg Protocols Meds Protocols Provider Directory Insur Pavers Therapy Groups Formats MCM Auth, Accourts Patient Portsl Calendar Integrations More
Codes ] Statement Settings Options
Payment/Adjustment Codes Billing Codes
1) COPAY Frontdeskposted these [~ | New 1) COMMER Commerical Insurance |~ l+ New |
copays from patients Payments
2) 1ST Primary Insurance 2) GOVT Government Insurance
Code Payments Code
3 2ND Secondary Insurance E 3 COPAYS Copayments from the
client or responsible Description .
When a new Service Charge is added for
4 DEDUCT Applied to Deductible 4) REFUND Refunded to appropriate a patient who is not marked as self-pay,
party which party should owe the balance?
5 MR Medical Records
O Patient
8) MISC Miscellaneous @ kiaudnce
7)  |LRefund Refundtol O ssve | _m
O ceiete | [ veste | switch the ity to

- Patient if the Patient has no Secondary

®  P-Refund Refund to Patient Insurance listed and there is a balance

remaining after Primary Insurance
9 Courtesy Courtesy Waiver :

(X PA Auto Responsibility Switch

Allows group ability to override Autopost
Contractual Adjustments. Not needed if
group is Manual Insurance Post only.

<q
[

< PA AP Adjustment Override

A Ontheleftofthe Codes tab, the Payment/Adjustment Codes section can be used to set up a payment code. When
you goto postapaymentin Patient Accounts, you can link these codes to a paymentin orderto reportonthem at
a later time. The codes must be linked to a payment in order to report on them.

1. Click the button to create a new code.

Code

2. Enter the Code you would like to use.___|

Description

3. Enter the Description for the code
4. Select the buttonto save the code or to delete the entry highlighted.

Payment/Adjustment Codes

1) COPAY Front desk posted these
copays from patients

2 1St Primary Insurance

3 2ND d

4)  DEDUCT Applied to Deductible est Patient Fee

5) MR Medical Records

8  MISC Miscellaneous

7 I-Refund Refund to

Delete

8) P-Refund Refund to Patient

9 Courtesy Courtesy Waiver

10)  TPF Test Patient Fee

A Billings Codes listcan be setupinasimilar 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.

1. Click the button to create a new code.
2. Enter the Code you would like to use.
3. Enter the Description for the code.

4. Select the button to save the code or[E === to delete the entry highlighted.
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Billing Codes

L) COMMER Commerical Insurance
Payments

2) GOVT Government Insurance
Payments

3) COPAYS Copayments from the
client or responsible

R REFUND Refunded to appropriate
party.
5) TPF Test Patient Fee

A Thetoggle switchfor Patient/Insuranceisonthefarrightalongwithtwo checkboxeswhichare usedinthe patient
account. PA Auto Responsibility Switch is to enable the system to automatically switch the balance responsibility
from insurance to patient. An AP Adjustment Override allows you to modify auto posted contractual adjustments.

When a new Service Charge is added for
a patient who is not marked as self-pay,
which party should owe the balance?

O Patient
® Insurance

Automatically switch the responsibility to
Patient if the Patient has no Secondary
Insurance listed and there is a balance
remaining after Primary Insurance
paymentiadjustment.

X PA Auto Responsibility Switch

X P& AP Adjustment Override

A Onthe Statement Settings Options tab, you are able to set up account default statement settings options which are

applied to all patients (unless unique statement settings are set for a patient).
Settings & Directories
Specific to Individual | Group Level Settings & Directories

Settings for Site Staff, Rules and MAR have been moved under the More tab

[ Account Defaut | Batcn Defaut
Account Default

DX Add the text "Please pay Balance Due within B0 Include Patient Check # In Payment Details Show Clinicians'

30 days from Statement Date™ X Include Credit Card Payment Info [OINPI CMed Lic [JTax ID
b Sonee c g 9 of [] Include Next Appointment Date Return Address Locati Billing Address Locati

[T]' Include Signature Lines Hokey Pokey Counseling | | Hokey Pokey Counseling
[] Exclude Insurance From Payment Amounts
Statement Note:

[] Hide Adjustment Amounts [C] Show Account Aging
[C] Hide Charge Amounts ) show Balance Forward
"] Hide Dates of Birth [] Show Diagnoses
("] Hide Description [7] Show Insurance Balance
[] Hide Insurance Payment Details X Show Last Payment Date/Amount
[] Hide Payment Details X Show Patient Balance R:‘P"_"’""" Party
L, Hide. 7ot Salances X sort Services New To Old 2?}:;::“0; 1 s:;?;t?r:szured Secondary nsured
[ use 1 Addi If &

Patient Is NOT Responsible [_] Replace "Make Check Payable To" with:

]

Please click the button below to view a quick tutorial on how to use the Accounts tab.

Video Tutorial

Accounts
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CALENDAR

A In Settings & Directories > Group Level Settings & Directories tab > Calendar tab, there are two

sets of settings that can be set by Group Administrators.
DR

Settings & Directories

Specific to Indlvidual |
Settings for Site Staff, Rules and MAR have been moved under the More tab

Settings that Individual Users can Override 0 Group Level Only Settings 0
time scale E] Double Scheduling = A clinician Double Booking = A patient is
_increments has more than one appointment scheduled with more than one
start day at m scheduled in the same time slot clinician in the same time slot
(select 0 for midnight) T prevent double scheduling prevent double booking
oot _soow ] T e
(select 24 for midnight) led) canceled/rescheduled)
default appt duration E warn before double X wam before double booking [
(s aioctes) prevent double []
interval E scheduling Double Booking Medicare =
t B50G A patient with currently active
(fumber:f mi Medicare primary coverage is
Deteen scheduled for more than one

show weekends
hide cancelled appointments

hide rescheduled appointments
do not enter current patient
in new event

only group admin may
addfedny i m} wambeﬁ;fedwbleboddna (m]
show type color 0
instead of status color

0DooOoD
H

The following Settings are only
enforced after a new logon.
show column count

show scheduled clinicians only

oo

A This area allows group administrators to set default settings for individual users.

Settings that Individual Users can Override @
sargors [_soow )
foclort Do s
enddov ot [ 5000
et __19:00:00 |
B i
(in minutes)

g
g
5
g

show scheduled clinicians only

A This area allows group administrators to toggle on/off group level only settings.

41

ICANotes QuickStart User Guide | To Contact Support: 443-569-8778



Group Level Only Settings 0

Double Scheduling = A clinician Double Booking = A patient is
has more than one appointment scheduled with more than one
scheduled in the same time slot clinician in the same time slot
prevent double scheduling O prevent double booking O
(except over (except over
canceled/rescheduled) canceled/rescheduled)
warn before double (X warn before double booking [
prevent double [
scheduling Double Booking Medicare =
CAi A patient with currently active
Medicare primary coverage is
scheduled for more than one
appointment on the same date
prevent double booking O
of a medicare patient (except
over canceled/rescheduled)
only group admin may ;
add/editjdelete block outs B0 B ORI OO [

a medicare patient
show type color 0O
instead of status color

Please click the button below to view a quick tutorial on how to use the Calendar tab.

MORE TAB

On the More tab, you can make further changes to your group level settings and directories.
| Specific to Individual | Group Level Settings & Directories

Settings for Site Staff, Rules and MAR have been moved under the More tab

| SITE STAFF TAB

The Site Staff tab is useful for organizations with multiple locations. Use this tab to assign clinicians to a site. When assigned
toasite, clinicians will only be able to retrieve charts for patients being seen atthat site when they searchfor patientsin
the Chart Room.

Note: This feature must be enabled by the ICANotes Support Team. A Security Administrator or Group Owner should call
443-569-8778 or submit aticket viaticket@icanotes.com to request that this feature be enabled for your group.

Filter by Site checkbox organizes the list by site.

Filter by Clinician checkbox organizes the list by clinician.

Site selection dropdown list will narrow down the list per site.

Clinician selection dropdown list will narrow down the list per clinician.

Click on the Pick a Site menu and choose the site you want to assign to a clinician.

Click on the Pick a Clinician field and select the clinician you are assigning from the dropdown list.
Click the [_assimstaf | hytton to save the assignment.

Listof sitesandc | i n iassigmamend.s

cONo R~ wWDNE
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Settings & Directories

T

5 ifi Indiidual G 1 1 Setti % D N
Settings for Site Staff, Rules and MAR have been moved under the More tab
Sites/L heads Servi Codes Lab Reg Protocols Meds Protocols Prowvider Directory Insur Pavers Therapy Groups Formats MCM Auth. Patiert Portsl Calendar Integrations More

Contact ICANotes Support at {443) 569-8778 if you want this feature turned on

@

°Filterby Site Filter by Clinician
° Mursing Home | = Select a Clinician = | Print |
[PBYCHIATRIC CLINIC Rae Morris, (MD) 3 [+]

ick a Site

Assign Clinicians to Sites where they see patients,
then when in Chart Room the Clinician will only Find patients seen at those sites.

ick a Clinician
= Select a Site = ] < Selecta Clinician = |

o’

v Assign Staff

Please click the button below to view a quick tutorial on how to use the Site Staff tab.

MAR TAB

The Medication Administration Record (MAR)isfrequently used by inpatientfacilities. Ifyourfacility intendstousethe
electronic MAR in ICANotes, you can configure specific times of day to be associated with the medication timing options
used for dispensing of medication. Once configured, the administration times will be automatically pushed onto the MAR.

SGttings & Directories
Settings for Site Staff, Rules and MAR have been moved under the More tab
Sites/Letierheads Service/Mod Codes Lab Req Protocols Meds Frotocols Frovider Directory Insur Pavers Therspy Groups Formats MCM futh, ts Patiert Portsl Calendsr Integrations More
Assign Times to Administer Medications
Administer At:
Medication Timing 1 2 3 1 3
QAM v 0900 =
QPM v 2200
Daily ~ | 0900
Every Other Day |~ || 0900
QHS ~ || 2200
atHour of Sleep |~ 2200
BID - 0900 1600
TID - 0900 1600 2200
QD - 0900 1300 1700 2100
every § hrs o o000 1400 2200
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Note: Anygroupintendingtousethe MAR mustattendtrainingwithourclinicaleducationspecialist. Pleasevisitour
website training schedule or email ticket@icanotes.com to request MAR training.

Please click the button below to view a quick tutorial on how to use the MAR tab.

MISCELLANEOUS RULES TAB

The Rules tab has several features that you may want to enable for your group. Before you start creating, itis highly
suggested that you click the (22«1 button to highlight the required and optional fields for electronic billing.

Settings & Directories
Specific to Individual | Group Level Settings & Directories

Settings for Site Staff, Rules and MAR have been moved under the More tab

Sie Staf I MAR | Miscellaneous Rules [ Claim Templates
D4 Check if Note is Claim-Ready o Clinical Reminder Rules Latency  Units Role  Delete
[X) Fasting Labs by Default @ Initial Psychiatric Exam 60 Hours PsyMD =
Initial Nursing Exam 24 Hours RN
Initial TP 72 Hours Ther

Forward Patient's Telephone Intake Notes To:
F Billing Notes (Patient Accounts)

Followup TP 90 Hours Ther

A AL AL

(] Miscellaneous Notes (Demographics)
[ Past Psychiatric History (Complete Evaluation Note)

ration Valt illing i

10-15 min =
15-20 min
[20-30 min
145-50 min
155-70 min
[75-80 min
[8-22 min

[23-37 min
[38-52 min
153-67 min
168-82 min
183-97 min

A Ontheleft, you will see Check if Note is Claim-Ready checkbox option. If you check the box, each time anote is
compiled ICANotes will automatically check to ensure that all fields required to submit an electronic claim have
been populated.

A The Fasting Labs by Default can be checked to include fasting labs by default.

A ForwardP at i eTeléphosielntake Notes toiswhere you can decide if you want the intake notes from the
telephone intake to go into various areas in ICANotes.

A Duration Values for Billing Service Combos field is atype in field where values can be input for billing.

Ontheright, there are anumber of rules that can be configured to control the timing of due dates for various
patientdocuments fromthe time of admission. Oncethesetime intervals have been established, overdue
documents will appear on each clinician's Clinician Reminder Sheet for easy visibility into items which need their
attention.

Note: This feature must be enabled ty the ICANotes Support Team. Please call 443-569-8778 or submit aticket via
ticket@icanotes.com to request that this feature be enabled for your group.
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Clinical Reminder Fules

Latency  Units Fole

[Lelete

nitial TP

Initial Psychiatric Exam
Initial Psychiatric Exam
Followup TP

Initial Psychiatric Exam

NW
!

24 Hours || Frincipal |
24

X
X

" Days_|_PoD | x| |
1| Days [ Principal | x

X
X

Y

CONFIGURING INDIVIDUAL SETTINGS

In this section, we will review each of the tabs which appear under Specific to Individual in Settings + Directories.

A Click on the 'Settings + Directories' drawer in the Chart Room, as shown below:

W FileMaker Pro - [icn-r] [_T21x]
7 SignOut Edit View Format Go Reports Help o =] |
|
otes=
Behavioral Health EHR
Show Charts:
Chart Room for Joy MacLauren working at [ PSYCHIATRIC CLINIC || [ W
show Charts:
o lam
oo TR | it Paent e o 0. Phone
51| | Lastchart | @
Last Hame DOB
=] Test Results.
— —
e Makea B Messaging
. < Hew Chart 5 center
1 Fertal Update 2 Unread Int: hisg.
Fortal Reminder $envice No Uniéad Patient Msg
G-J u-z o Patient
164 | Lu.z] Calonutar ‘ & e
Guic| dar =
E See All MaR || sche; Settings +
Active Charts i= | MHT Clipbosrd
—_ —_ Ther. Groups: =
L pu—
Inactive/Pending Charts Ad
Click on the name to get the patient's chart.
Hover cursor over name for more details.
Contact Us.
100 =& Bowss 4 407

A TheSpecifictoIndividualtabwill be the defaultwindowdisplayed. Ifyouare agroup administrator, youhave the

ability to configure settings for all usersin your group and the left side of the window will show all users. Non-

administrators will only be able to view and modify their own account settings.

ICANOtesy ' cmartRoom

Settings & Directories

Specific to Indlvidual [

User Type Psychiatrist
User Facility Type Inpatient @ Outpatient
User Name jzepp

rs because you are a Group Administrator SN

Amy Peacock WIMTWTWTWT mm(mmu_mm
User Name: apea :
Anna Recksick, MD Identity T Options | Calendar Options
User Name: arecksick TSPlus User[]
Crystal Docs Name Joy Zepp, MD, PsyD
User Name: crystakdoc National Provider ID 1234567890 Supervisor(s) can edit notes owned by Joy Zepp, MD, .p-«,o
Emma Royds, RN Alt. National Provider ID 9876543219 =
User Name: eroyds Medical License Number |
Frank N. Stein, LCP DEA Number Suboxone Number =
User Nashe: fatales e Yy e [ <SelectaClinician > | | Assign Supervisor
Jane Moody, LMFT AlL#1F TaxId 321890541 SSN EIN Supervisee(s) Joy Zepp, MD, PsyD can edit notes owned by
User Name: jmoody 5 these clinicians
Joy Zepp, MD, PsyD AiLs o SENSCAEIN Jane Moody, LMFT 2]
User Name: jzepp Taxonomy Code  (Moved to Payer Anna Recksick, MD | |
Lotta Dinero Bill Under Supervisor Rules tab) Emma Royds, RN I~
User Name: Idinero Medicaid ID # MU /MIPS /cam [

CLIA# 8675309

Email joy.zepp@gmail.com ompomlry Switch User Type

Initials jz

UserID 106571

For Gov't claims
Accept Assignment ® Yes No

Status @ Sole

Group Name Documentation Group Member
Group Administrator @ Yes No
Please Note must have 8 characters and at least Fix
Security Center Change My Password | one letter and one number. One of the letters must be capitalized c“pbr.yrd
My Security Info The password should not include the user name and should not be
Usec C8 Ositions the same as the previous password.

*group administrator view
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ICANGteL ) ] Fominom

Settings & Directories
Specifi = T g Seftings & Di
Emma Royds, RN Eg[snnﬂmmlmsemn mmm;&mm:[mmn.cm; Cnsmmﬁunnns‘ i ‘nem‘ Restore Deleted
User Name: eroyds
Name Emma Royds, RN
National Provider ID Supervisor(s) can ¢ a
t. Nat = Anna Recksick, MD X |af
Medical License Number Lotta Dinoro x|
5 - . | Joy Zepp, MD, PsyD x [+
Oej Bembet sl [_<Selects Cinician> ] [ Assign Superw:
' + P electa Clinician > n Supervisor
Federal TaxId SSNEIN - o pe
' al Tax [\ SSh ) Temporarily Switch User Type
2 Fed: LAY Nurse
Eanonomy Code For Gov't claims
Bill Under Supervisor
Medicaid ID # Accept Assignment | ® Yes No
CLA# i Rendering Status Sole Practitioner
Email eroyds@hokeypokey.com ® Group Member
Initials ER
User Type Nurse
User Facility Type Inpatient Outpatient
User Name eroyds UserID 106358
Group Name Documentation
Group Administrator  Yes ® No
Please N must have § characters and at least
Security Center _ Change My Password | one tters must be capialized c:h "’m
The er name and shoud not be o
the same as the p:

*non-administrator view

PERSONAL INFOTAB

The settings in this portion of the program pertain to your identity and personal preferences. Whenyou first enter Settings
+ Directories, you will be looking at the Identity area under the Personal Info tab.

The Identity and Options tabs are where the user's identification information can be added/edited.

| IDENTITY TAB

On the Identity tab you can enter:

National Provider ID/Alternate National Provider ID

Medical License Number

DEA Number

Federal Tax ID/Alternate Federal Tax ID

Medicaid ID

CLIA#

Email Address

Provider Initials (initials will display next to provider-created documents on each Chart Face to provide a quick
visual cue if the patient is seen by multiple clinicians)

o Do Do Do o Do Do o

Onthe Identity tab, you can also do the following: (Before you start creating, it is highly suggested that you click the
button to highlight the required and optional fields for electronic billing.)

1. Assign Supervisorsi Specify asupervisorfor each provider. This feature will allow the supervising clinician to
have edit access tothe work areas of the supervisee's notes. The supervisor setting may also be used to grant
access to billers for claim preparation purposes.

2. Temporarily Switch User Typei Theenablesausertotemporarily switch disciplinesinorderto accessfields

populated by other disciplines, such as when a nurse fills in for an intake coordinator.

ForGov'tclaimsi Ifyouacceptgovernmentassignmentfor Medicare payments, indicate so here. Alsoindicate
your rendering status.

Security Centeri Users setup as Security Administrators for a group can enter this password-protected area
(usingthe same ICANotes password) toupdate useraccounts. They canadd/disable users, reset passwords, and
change permissions.

3.

4.
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5. Fix My Clipboard i Pushing this button will correct a problem that sometimes occurs when attempting to copy
and paste to and from the ICANotes program.

6. Show Fields Used by Electronic Billingi Whenthis button is pushed, allfields required for electronic billing will
display in yellow and optional fields will display in pink.

Settings & Directories

You are allowed to see all group members because you are a Group Administrator,

1) Barbara Biller +~ | Personalinfo | Caseload | Billing Rates & Paver Rules | ICD-10 Codes | Custom Buttons | Beminders | Device mzmmd‘
User Name: bbiller
2) Betty Morganstern, CMT Identity Qptions ] Calendar Options

User Name: bettym
I¥) Courtney Kimmel, (MD)

Hame Joy MacLauren

Ny Mational Provider ID 1234567891 Supervisor(s) can edit notes owned by Joy MacLauren
4)  Courtney Kimmel, (RN) Alt. Hational Provider 1D 1
User Name: kimmelrn Medical License HNumber N123456789 1|
5) Jane Jones, APRN DEA Humber Suboxone Number TR °
User Name: jjones Federal TaxId 11122333 ® SSN EIN £ .
) Janina Russian, LCSW Alt. #1 Federal Tax Id SSN EN Supervisee(s) Joy MacLauren can edit notes owned by
Aar.Nare: janinas Alt. #2 Federal Tax Id SSN  EIN et i o -
7) Janina T.Russian,MD. [ Liz Lobao, RN =
User Name: jrussianmd Texonomy Code (Moved to Payer Liz Lobao, LCSW
T Joy MacLatren Bill Under Supervisor Rules tab) Janina Russian, LCSW =
Tt Rt Medicaid ID #
9) Liz Gallagher, MHT CLIA # Temporarily Switch User Type
User Name: Igallagher Email joy@icanotes.com &Miﬂ ]
10) Liz Lobao, (MD) Initials jam
User Name:llobao For Gov't claims
1) Li iatri
) Liz Lobao, LCSW User Type Psychiatrist Accept Assignment ® Yes  No
User Name:lizsw 1 1060
12) Liz Lobao, RN Ueer Neme. [SIR User 10/ {000 Rendering Status  Sole Practitioner
User Name: llobaorn Group Hame ICANotesDemo ® Group Member
13) Minnie M. Mouse, Office Group Administrator © Yes  No

Uset Name: mmouse ‘l I Please Note: Passwords must have 8 characters and at least 5 Fix My

14) Neu P. Patient, MD Security Conter Change My Password | one letter and one number. One of the letters must be capitalized Clipboard
User Name: npatient - The password should not include the user name and should not be

the same as the previous password

° show | Fields used by electronic billing Required Optional

The following fields are populated by ICANotes and cannot be changed by the user:
Name

User Type

User Name

User ID

Group Name

Group Administrator

o Do Do Po Do Do

Please click the button below to view a quick tutorial on how to use the Identity tab.

Video Tutorial

Identity Tab
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OPTIONS TAB

[ Group Level Settings & Directories
You are allowed to see all group members because you are a Group Administrator
) Amy Peacock = &MIM[WIWTM[M[MTW
User Name: apea
2) Anna Recksick, MD Identity I Options T Calendar Options
User Name: arecksick
N
) Crystal Docs o Signature At End Of Note t ;
User Name: crystaldoc Joy Zepp, MD, PsyD Clinician Reminder Sheet [J
4) Emma Royds, RN tions in a Note:
User Name: eroyds Navigate to Simplified PN [J
5) Frank N. Stein, LCP o"oy Zopp ;';C";g’;ls Signature Name Level of Care Writes to: O History @ Instructions
User Name: fstei CRigl -
ser Mame Tstem Finished Note Header Name Qptions when Col ling Notes:
6) Jane Moody, LMFT ° Clinical Decision Support Rules W Diagnostic Algorithm B Show
User Name: jmoody Patient Education Material [] Use Military Time
7)  Joy Zepp, MD, PsyD Default Site/Letterhead Name Include Medical History @ Yes  No
User Name: jzepp Hokey Pokey Counseling Include Noleislsk. Fac(qs ® Yes No
8) Lotta Dinero Include Diagnosis @ Yes Omit All Omit Axes Il to V
e Use Custom Rx Letterhead? DX Yes Include Medications ® Yes | No
2OTTeaneTo Hokey Pokey Counseling _
1600 Saint Margarets Road Rx Discount Card Enabled [] @
Annapolis, MD 21409-5547 Options for AutoPosts
) Batch Deletion Enabled [
J
G Timezone Eastern: -5 ° 4
(Relative to GMT) Central: -6 Show Clock at startup? [ Default Note Titles ]
-5 I Mountain: -7
Pacific: -8 Showcleckhow, Default Note Type & Discipline |
Ignore DST[]
Default Note Headers |
Please Note: Passwords must have 8 characters and at least Fix
Security Center Change My Password one letter and one number. One of the letters must be capitalized Cllpbroyrd
= My Security Info The password should not include the user name and should not be
e Teriis st User CS Options. the same as the previous password

Under Options, you can enter the following information: Before you start creating, it is highly suggested that you click the
[“s= ] button to highlight the required and optional fields for electronic billing.

1. SignatureatEndofNotei Enteryoursignatureinformationasyouwouldlikeitto appearatthe bottom of
your notes.

2. Electronic SignatureName i Enteryour signature name ifit differs from your display name (viewed inthe
Identity tab).

3. Finished Note Header Name i Enter your name or practice name here as you would like it to display at the top
of each note, above the letterhead.

4. Default Site/Letterhead Name 1 If you have multiple sites, you can use the dropdown menu to select the site
you are workingat.

5. UseCustom Rx Letterheadi By clickingthe Yesfield, you caninsertthe custom letterhead you would like to
use.

6. Timezone (Relativeto GMT)i Please enter the number which corresponds to your local time zone in this field.
Changing this number will only change the time on notes and other timestamps going forward.

7. Show Clockat Startup i Some clinicians may have ICANotes maximized which blocks the view of the clock on
yourlocal desktop. We offer asmall clockthatwill display onthe lowerright of your screenwhenyouare using
ICANotes. Youcancheckthe checkboxtohavetheclockstartautomaticallywhenyouloginoryoucancome
to this screen and press the button to display the clock.

8. OptionsatLogoni Clickthe Show boxto display the Clinician Reminder Sheet atlogon (instead of the Chart
Room).

9. Clinical Decision SupportRules - Checkthe Show boxifyouwantthe option to view clinical decision support
ruleswhenyoucompileanote. Thisboxmustbecheckedifyouintendtoattestfor Meaningful Use
incentives.

10. Patient Education Material i Check the Show box if you want ICANotes to prompt you to offer patient
education materials. This box must be checked if you intend to attest for Meaningful Use incentives.

11. Diagnostic Algorithm i Checkthis box if, as a prescriber, you would like to review diagnostic algorithms for
justifying psychotropic medications and treatment modalities for your patients.

12. Use Military TimeT Check this box if you would prefer a 24-hour clock instead of a 12-hour clock.
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13. RxDiscount Card Enabled i Choose this checkbox ifyouwould like to enable the Rx discount card. Contact
ICANotes Support to have this enabled for your group.

14. Default Titlefor Notes i Ifyou preferanothertitle, click inthe field and enter the title you wantto appearon
your notes. The Progress Note, non-Rx does have a drop-down menu option T you can double click inside the
field to free text another title.

Default Note Titles

Progress Note Prescriber progress Note Prescriber
Progress Note, non-Rx Progress Note
Case MgmtSW Rx Case MgmtUSW Note
Group Therapy Group Therapy Note
Nursing Nursing Note
Play Therapy Activity Therapy Note

Treatment Plan  Treatment Plan

N
O [ Default Note Titles | I I l
15. Default Note Type & Discipline Button 1 If you want to use a different letterhead for your scripts, enter the
custom letterhead information in the field and check the box.
Default Note Type & Discipline

Default for Complete A it or
when Changing Hote Title:

Type (CE Only) Complete Evaluation
Discipline Psychiatrist

l | Defautt Note Type & Discipine__| |
16. Default Note Headers i Ifyou prefer another header for your Progress Note Initial Header, click in the field and

enter the header you want to appear on your notes.
Default Note Headers

Progress Note Initial Header |nterval History
[ No Initial Header

Default Note Headers |

Please click the button below to view a quick tutorial on how to use the Options tab.

Video Tutorial

Options Tab
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CALENDAR OPTIONS

In Calendar Options tab, there are settings that can be set per user.

Settings & Directories
Group Level Settings & Directories
You are allowed to see all group members because you are a Group Administrator. I
1) Amy Peacock - W[WTWIWIWTWTMIW
User Name: apea N
2) Anna Recksick, MD Identity T Options ] Calendar Options
User Name: arecksick
3) Crystal Docs For the rest of
User Name: crystaldoc this session:
4 Emma Royds, RN mu.em Settings selected in this area will default for this staff/ clinician.
User Name: eroyds { c‘m These individual options supersede group options.
5) Frank N. Stein, LCP Individual Group
User Name: fstein time scale -
6) Jane Moody, LMFT i | 15 ] 1 J % Group
Usec Name: fmoody sw‘tdav at 8:00:00 | show weekends O @
7) Joy Zepp, MD, PsyD (select 0 for midnight) el s O
User Name: jzepp end day at 19:00:00 I hide cancelled appointments O @ [0
8 select 24 for )
) Lotta Dlnerf) ¢ hide rescheduled sonok sO® O
User Name: Idinero default appt duration [—I 30 I
(in do not enter current patient O @ a
in new event
refresh interval | 5 I
(number of minutes maximize calendar window X
between auto-refresh)
start on view (Requires New Logon)
Please Note: P must have 8 and at least Fix
Security Center Change My Password | one letter and one number. One of the letters must be capitalized Clbbzm
5 My Security Info The should not include the user name and should not be
e User CS Opti the same as the previous password.

You can choose which version of the calendar you want to use for your entire session.
For the rest of
this session:

Here you can decide what to show on your calendar. The default group option will show, but individuals can override. The
'start on view' field is the type of calendar view you want to see when you go to the calendar.

Please click the button below to view a quick tutorial on how to use the Calendar Options tab.

Video Tutorial

Calendar Options

CASELOAD TAB

The Caseload area shows the caseload of the clinician selected onthe listin the left column. If you are a Group
Administrator, youwillsee allcliniciansinyourgrouplisted. If youare notaGroup Administrator, youwillsee only your
account listed.
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ICANGteSY [ cnart Room I

Settings & Directories
Specific to Individual Group Level Settings & Directories
You are allowed to see all group members because you are a Group I
1) Amy Peacock (=~ MIWIWTWIWT Device | Restore Deleted
User Name: apea
2} Anna Recksick, MD The following patients have been assigned to The following cliniclans can sign notes for
User Name: arecksick Joy Zepp, MD, PsyD
[ Crystal Docs [) Banner, Bruce 411411970 2004694898 |~ [+
User Name: crystaldoc
R)  Bear, Goldilocks 2/18/1992 2004696083
4) Emma Royds, RN
s Mmool B)  Burns, Charles M 6/25/1917 2004684335
5) Frank N. Stein, LCP ) Doe, Alice 8/19/1984 2004684621
User Name: fstein B)  Doe, John 6/18/1986 2004695718
©) Jane Moody, LMFT B)  Hudson, Barbara 2/14/1963 2004692406
o ‘j"’ ';:”;":‘“’D""’P. = M Mouse, Micky 33111950 2004696275
loy Zepp, MD, Psy|
B)
i N ) Smith, Beth 6/18/1976 2004696098
8) Lotta Dinero B)  Smith, Summer 6/52000 2004690951
User Name: Idinero 10)  Test, Charlotte 2/18/1992 2004696085
1) Test, Katherine 1/10/1949 1000010670492
1) Test, Lisa s 1/8/1972 1000010670496
(| ‘Show Inactive Charts Assign Provider <Selecta Clinician>__]
Please Note: Passwords must have 8 characters and at least Fix My
oty canise Change My Password I one letter and one number. One of the letters must be capitalized. Clipboard
[+ My Security Info The password should not include the user name and should not be
the the
X = TSPlus User User CS Options e same as the previous password.

A Themiddle columndisplayspatientsassignedtotheclinicianselected ontheleft. Ifthetotalnumberof patientsis
needed, scrolling to the end of the list will provide the total as the list of patients is numbered.

A The right column lists any additional clinicians that are assigned to the patient selected in the middle column. This
includescliniciansthatwere assignedtoapatientinthe demographicstab ofthe patient'schart; however, ifany
clinicians are assigned to a patient chart via this screen, that designation will not appear on the demographics tab

ofthe patient'schart. Further, thiswillnotreflectany supervisorsthathave beensetupunderthe Personal Info
tab.

Please click the button below to view a quick tutorial on how to use the Caseload tab.

BILLING RATES AND PAYER RULES TAB

The Billing Rates and Provider Payer Rales tabs are set up specific to the individual. If you are a Group Administrator, you
willseeallcliniciansinyour grouplisted. Ifyou are nota Group Administrator, youwill see only youraccountlisted. Before
you start creating, itis highly suggested that you click the button to highlight the required and optional fields for
electronic billing.
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