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ACCESSING THE NEW CALENDAR

Enter the New Calendar by clicking the Calendar drawer in the Chart Room.

Alternatively, you can access the New Calendar by clicking the ‘Calendar’ button from a patient’s Chart Face (and other
areas within the program).

The screenshot below shows what you will see upon entering the New Calendar (this shows the schedule view).

SignOut Edit View Format Reports Help

a
f o 35! group | [Show Al clinisian e .&L\[jm C [ roday © 41312 momn p152043144
ICANotesy) ] <« »
Monday, & Feb 2021
ChartRoom | 4 New Chart Michelle Docs Dr. Zepp Jane Kyle Lindsa, Anna mma i
- 9 $ Shirley, Anne Initial Assessment
No Patient Selecte Q . (A 1:00 :
Group (2) Group (S) 1.00 Group (2) Group (S) 1.00
10 King, Elle Chemical Dependency
00 1:00
$ Account
1M1 Group (2) Group (S) 1:00 <  February 2021 »
Find Openings. + MNew Appt 5
Filter Appts Wiarthst
-
Print Export 42+ [ Lunch Block Out (BO) 1.00 -
Reports s

Back To Report

2
1
2 o Biake, Anila Follow Up (S) 100
3 0 King, Elle Chemical Dependency
(8) 1:00
4 @

= Test, Pabent Vitaisfiniection (S)

After you have set up the clinicians in your practice, each one will have their own column on the calendar, and you can use
the filters (see below) to control your view.

Q 24 group | [Show All] dlinician

New Calendar Guide



CONFIGURING THE NEW CALENDAR

Settings and options can be found in the Calendar and in Settings & Directories.

FROM THE CALENDAR

Within the Calendar, use the Settings option icon in the top left.

r
Settings ‘;.'ﬂ' ) Settings >ﬁ

) x)

Select
Group Options

Select == Select ==
My Options My Options

Set Up
Clinicians
Set Up
Appointment

Types -

Open ] Open

Legacy Calendar

Legacy Calendar

Group Admin View
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SELECT GROUP OPTIONS - only Group Administrators have access to this button. Select Group Options allows you to set the
following options for the entire group:

«  time scale in min e

start day at

end day at

default apt length

refresh interval

prevent double scheduling

warn before double scheduling

prevent double scheduling over block outs
prevent double booking

warn before double booking

prevent double booking of Medicare patient
warn before double booking a Medicare patient
only group admin may add/edit/delete block outs
show type color instead of status color

show weekends

hide cancelled appointments

hide rescheduled appointments

do not enter current patient in new event

show count of events in column

show scheduled clinicians only
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Group Calendar Options

time scale in min

start day at
{sebect O for midnight)

end day at
{zelect 24 for midnight)

defaul 3ppt length

refresh interval 15
{rasmber of minutes between
auto-refrash)
Double Scheduling a Clinician
prevent double scheduling
{excapt over cancelled rescheduled) O
wiam before double scheduling [

prevent double scheduling O
over block outs

Double Booking a Patient
prevent dovble booking
{excapt over cancalled rescheduled) &
warn before double booking [

Double Booking Medicare
prevent double bocking =
of 2 medicare patient
warn before double booking [

3 medicane patient

only growp admin may [
zdd/edit/delets block outs
show type color =
instesd of status color
show weskends []
hide camcelled appointments [

hide rescheduled zppaintments )

do not enter oument patient in
rEw event

Options applied at logon only
show count of events in column
femept block out & availabie) L]
show scheduled dlinicians onhy
{if there are no appts, that [
day then no dinicians will show)

-

Group Calendar Options




time scale increments

start day at

end day at

default appt length

start on view

refresh interval

show weekends

hide cancelled appointments
hide rescheduled appointments
do not enter current patient new event
maximize calendar window
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SELECT MY OPTIONS - this option allows each user to set up a portion of the calendar to his/her specifications.

N

Individual Calendar Options

-

time scale
et

start day at
({select 0 for madnght)

end day at
(select 24 for micnight)

T —

requires new logon)

hehmeral ]
{rsmber of minuwtes betwesn

auto-refresh)

On Off
show weskends () @

hide cancelled sppointments () @
hide: rescheduled appointments (7) @

do not enter owment
patient in new event O®

maximize czlendar window [

-
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SET UP CLINICIANS - Group Administrators can add a clinician to the calendar for scheduling.

Clinician Settings Clinician Settings

" "\
" ,

[
Calendar Group
| [Showe Al |

Mame Displayed in Calendar

| &= Add a Clinician |

1) Kyle Lindsay
(K Lindsay)

7) Michelle Docs
{Michelle Drocs)

3) Anna - Hospital
{Annz Recksick, MDY

[ Edit

Ay dmeh | el | dmeh | des | | | | Order

Connect to this Clinician
(Required for Clinician using
Clinical Reminder Shest or

Quick Calendar)

]

]

4) Dr. Zepp
{loy Zepp, MD, PsyD) [Shows All] | |
5 Anna

{Annz Recksick, MO

]

£) Jane
{Jane Moody, LMFT)

7 Jane - Hospital
{Jane Moody, LMFT)

]

]

E) Emma
{Emmaz Royds, RN}

3) West Coast Clinic
{Crystal Docs)

Assign Clinician to Group
[ << Select Group => ]

]

| add new group |

Remove Clinician from Group
[ == Select Group == |

x (| M

Cancel | Save Delete

Clinician Settings Add a Clinician popup window

Users are not automatically assigned to the Calendar. To add them, group administrators should follow these instructions:
1. Click on the Settings icon.
2. Click on ‘Set Up Clinicians’
3. Click on ‘Add Clinician’
4. Inthe popup window, fill in the required
fields:
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A. Name displayed should reflect the name of the location (if multiple locations). Note: It is best NOT to add
credentials because this can change and this may cause issues changing the name in the future.

Click on the ‘Connect to this Clinician’ field to populate a list to select the provider.

(Optional) Click the ‘Add New Group’ button to create the location as a group.

. In the popup window, type in the name of the location.

Click the button to finish creation of the new group.

Click the ‘Save’ button to save the new "name" on the calendar.

PN q

Clinician Settings

r .’

mmoow

Mame Displayed in Calendar

Connect to this Clinician
(Required for Clinician using
Clinical Reminder Shest or

Quick Calendar)
> X

[Show Allj

IC

Assign Clinician to Group Create New Group
[ << Select Group => ]

Enter the new group name,
o add new group |

Remove Clinician from Grou
[ <z Select Group == |

Mew Group Mame

| Cancee QK |

|
e |
ca ave Delete

Continue following the steps above until all providers are added to the calendar and assigned to groups if desired..
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Clinician Settings

91 When you are done adding the providers, arrange the calendar so that the name of the
Calendar Group providers line up (optional) by using the arrow icons to move the name of the clinician
[T | up or down.
&k Add a Clinician =
Kyle Lindsay = |
1 (Kyle Lindszy) |Z

7 Michelle Docs
(Michelle Dwocs)

[~

3) Anna - Hospital
(Anna Recksick, MD}

[~

4) Dr. Zepp

(Joy Zepp, MD, PsyD)

Anna rd
LY
) (Annz Recksick, MO} |:
) Jane jl

{Jane Moody, LMFT)
7 Jane - Hospital
(lzne Moody, LMFT)

[~

) Emma
(Emma Royds, RN)

gy West Coast Clinic
{Crystal Docs)

[~

[~]

]
T R T R R T R Tl

After setting up clinicians in the Calendar, the providers will be able to see their schedules from the Quick
Calendar by clicking the ‘Quick Calendar’ button. If a provider does not want to see the block outs or
cancelled/Rescheduled Appointments they have the option to check the box to hide those selections.

[CANGCtes) Calendar Close
Filter by clinician ==] __ Michelle Docs | EEE;' F‘?::it:;E:J"adm"eogsrcg:a?teg:tﬁi"ere
- Hide Blodk Cuts
Show Appointments on  2/8/2021 E e fliftpegfizﬁtriittehdisb*é ‘;’;ﬂeu
Attended IEI:EIEIAM Shirley, Anne ={| Chart [~
2/8/2021 10:00 AM Initial Assessment No Note < | Appt
Cancelled I 10:00 AM King, Elle 1={| Chart
2/8/2021 11:00 AM Chemical ~1| Appt
Scheduled 11:00 AM Group Appt
2/8/2021 1200PM ] Group Group Appt Appt
12:00 PM Lunch =1 Chart
21312021 1:00PM [ Block Out gl
Scheduled 1:00 PM Test, Patient =1 | Chart
21812021 200PM [ Intake No Note =1 | Appt
Scheduled 200PM Blake, Anita =1 | Chart
2/8/2021 3:00 PM Follow Up Mo Note ~|| Appt
Scheduled I J:00FPM Kina, Elle ={| Chart
2/8/2021 4:00 PM Chemical No Note ~{ | Appt
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SET UP APPOINTMENT TYPES - you can customize appointment types (categories) specific to your practice.

N

-h

Appointment Types

-

(%)

= Ad

o= Add an Appointment Type

Length
Edit

1) Follow Up

1:00

7} \itals/Injection

0:15 D

3} Progress Mote

0:45 [#]

4} Intake

1:00 D

t) Initial Azsessment

£} Group

1:00 D

7} Conszultation

&} Chemical

1:00 D

¥} Block COut

4:00 [#]

F

@ Defautt

1]

-

Click on Add Appointment Type.
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S

Appointment Types

Defau

o= Add an Appointment Tm;l

1) Witals/njection

2} Progress Mote
3} Intake

4} Initial Assezsment

o) Group

£} Folow Up

7} Consultation

B8} Chemical

5} Block Qut

C

10



FaN

Appointment Types

-

Appointment Type Name

| Mew Appointment Type

Default Length

|0:20

[ use as Default Type

Type Color

|.-5.zure

x || @

Cancel | Sav Delete

11

Add Appointment Type Name, Default Length, and Type Color.
Once done, click the ‘Save 'button.
Your appointment type will be added to the list

You can edit an existing appointment type by clicking the pencil icon next to the
appointment type in the list. Make the desired changes and click the ‘Save’ button.

Cancel can be used if you began to make changes and no longer wish to.
Delete an appointment type by clicking the ‘Delete’ button.

Once done, click the ‘Save ‘button. Appointment Types

r \

Your appointment type will be added to the list. (%]

e Ad

d an Appointment Type

Default

=
& [Lenath
Edit

1} Vitals/injection ]
2} Progress Mote 0:45 I:l

3} Mew Appointment 0:20
) Intake 1:00 [#]

c) Initial Assessment |:|
5} Group 1:00 I:l
7} Follow Up 1:00 [#]
5} Consultation |:|
¥} Chemical 1:00 [#]
10)Block Out 4:00 [#]
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OPEN LEGACY CALENDAR (FROM CALENDAR) - click this button to open the Legacy Calendar with all data (appointments,
settings, and options) intact. The Legacy Calendar will remain until you leave the Calendar; upon return, the New Calendar
will open.

FROM SETTINGS + DIRECTORIES
Group and Individual options are also available in Settings & Directories.

Individuals:
* The options available can be selected from the Calendar Options tab. Group Settings are read only in this area.
» Users can choose if they want to use the Legacy Calendar from here by clicking the ‘Use Legacy Calendar’ button. If
selected from here, the Legacy Calendar will open every time the calendar is opened until you log off.
* You can go back to using the New Calendar by clicking the ‘Use New Calendar’ button.

mbers because you are a Group Administrator.
identty | optons J Calendar Options.
Forthe rest of
this session:
Use Legacy Settings selected in this area will default for this staff / clinician.
Calendar These individual options supersede group opticns.
Use New Individual Group
Calendar time scale increments ,—I 15 .
(in minutes) 15 | Indiv. Group
On Off
startdayat [ gio0am | 2:00 am i
(select 0 for midnight) | show weskends O @ O
end day at S:EI—II:I pm 7:00 pm | hide cancelled appointments ) @ B4
(select 24 for midnight)
hide rescheduled appointments O @ |
default appt duration | 20 |
(in minutes) do not enter current patient () @ 0
in new event
refresh interval | 15 |
(number of minutes maximize calendar window (]
between auto-refresh)
start on view :I {Requires Mew Logon)
= Pleaze Note: Passwords must have 8 characters and at least Fix My
SEEIMiL) FETIET Change My Password | 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 zame as the previous password.

Group Administrators:
» Select Settings that Individual Users can Override. While these settings can be overwritten by individual users, it is
beneficial to have settings set up for them when they first go to the Calendar. (These settings are on the left.)
* Group Level Only Settings are set for the entire group.
New Calendar Guide



Settings & Directories

Settings for Site Staff, Rules and MAR have been mowved under the Maore tab
Sites/letterheads Service/Mod Codes Lab Req Protocols Meds Protocols Provider Directory  Insur Payers Therapy Groups Formats MCM Auth. Accounts Calendar [ntegrations More

Settings that Individual Users can Override @ Group Level Only Settings @

time scale increments

(i mirutes)
siartday ot
{select 0 for midnight)
end day at 7:00 pm
(select 24 for midnight)
default appt duration
(in minutes)
refresh interval

(number of minutes between
autorefresh)

show weekends
hide cancelled appointments

hide rescheduled appointments

do not enter current patient
in new event

note highlight

N OMX O

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

X O

show scheduled dinicians only

Double Scheduling = A dinician
has more than one appointment
scheduled in the same time slot
prevent double scheduling O
{except over
canceledrescheduled)

warn before double scheduling B

prevent double scheduling [
over block outs

only group admin may O
add/edit/delete block outs

show type color O
instead of status color

number of columns to
display D

Double Bocking = A patient is
scheduled with more than one
dinician in the same time slot
prevent double booking
(ecept ower
canceled|rescheduled)

warn before double booking

Double Bocking Medicare =
A patient with cumently active
Medicare primary coversge is
scheduled for more than cne
appeintment on the same date
prevent double booking
of a medicare patient (escept
ower canceled/reschedulzd)

warn before double booking
a medicare patient

ICONS/VIEWS

dinician

sz | [Show Alll

oy
00006 (6] (7]

- [ B [
00002

2
2 0

4321

®

month +1+2+3 +4

© o

LNV RWNE

=
= O

e T o
uh WK

Calendar Settings Covered in detail on Page 3.

Show all day.

Coloring by appointment status.

Show Column Counts.

Show All/Only Scheduled Clinicians.

Select a Group to view.

Select an individual Clinician to view.
Schedule view - For all Clinicians in a group.
Day view - For individual Clinicians.

. Week View - For individual Clinicians.

. Month View - For individual Clinicians.
. Grid view - For all Clinicians in a group.
. Refresh icon.

. Go To Today’s Date

. Populate a mini calendar to select a specific month.
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16. Move one day back or forward.
17. Help lcon.

18. Go back the specified number of months.
19. Go forward the specified number of months.
20. Go to the Messaging Center.

Calendar Settings Options:

r
Settings >'D' Seftings >'ﬂ
Select
Group Options b b
Select - Select —
My Options My Options
3 3
SetUp
Clinicians
SetUp
Appointment
Types - |
Open B | Open i
Legacy Calendar Legacy Calendar
Group Admin View Non-Group Admin View
O group | [Show All]

Show All Day - The day will begin at 12:00 am rather than the
hours that your practice has established for your practice. (2) Mich

[41]
5]
[}

[r:]
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Michelle Docs

g oo % Shirley, Anne Initial Assessment (A) 1:00

10 22  King, Elle Chemical Dependency (X) 1:00

2 0t Blake, Anita Follow Up (S) 1:00

3 o King, Elle Chemical Dependency (S) 1:00

15 Test, Patient Vitals/Injection (5) 0215

Show Column Counts - Indicates how many
appointments are scheduled for each clinician

on the date selected. (4)

15

Click to swap colors
between Status and
Type - This will allow
the appointment
Status to show in a
small bar along the
right side of the
appointment while
the body of the
appointment will
show the
appointment type
color. (3)

o)
FHE Y

group | [Show All]

Michelle Docs
5

clinician

Dir. Zepp
1
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Show All/Show Only Scheduled Clinicians - This option allows your practice to show only clinicians
that are scheduled appointments on a selected date. (5)

I © croue| [Show Alll cinician .mmrj ] ) Today
E <« »
Friday, 12 Feb 2021
8 w :
9 3: % Shirley, Anne Initial Assessment (S) 1:00 Group (2) Group (A) 1:00 Group (2) Group (A) 1:00
zroue [ [Show Al |~ _ _ o
Group Filter - display events for clinicians in a group and
[Show All) .
- hide all others. (6)
Clinic
Hospital
Telehealth
Telemedicine ™
, Anne
Test Group
West Coast Clinic
sinicizn | Michelle Docs [-| %
- . . L . Anna
Clinician Filter - display events for the selected clinician and hide all others. (7) _
Anna - Hospital
Or. Zepp
Emma
Jane —
Jane - Hospital
Kyle Lindsay
Michelle Docs
West Coast Clinic
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Schedule view (with group Clinic chosen)(8):

Iy group [ [Bhow Alll 4 : ] 232 5] B2 [ cC @

Monday, 8 Feb 2021

Iz

Kyle Lindsay NMichelle Docs Anna - Hospital Dr. Zepp Anna Jane
g9 oo % Shirley, Anne Initial

ESEEEIIEIL Y 15T Group (2) Group (S) 1:00 Group (2) Group (S) 1:00

10 oo King, Elle Chemical
Dependency (X} 1:00

41 oo Group (2) Group (S) 1:00

412 FPm

1 oo Intake (AV) 2:00

2 oo Elake, Anita Follow Up (S)
15 100
=0
45

3 oo King, Elle Chemical

Dependency (S) 1:00

15 Test, Patient Vitals/injection |

Day view — clinician needs to be selected for this view to work (9):

Fo X0 grous | [Show All [ ] ainizizn| Michelle Docs | E ¢ @

Monday, 8 Feb 2021 [ | Today « »

Monday, & Feb 2021

9 00§ Shirley, Anne Initial Assessment (A) 1:00

30

45

10 22 King, Elle Chemical Dependency (X) 1:00

11 ¢ § Group (2) Group (S) 1:00

New Calendar Guide




Week view - clinician needs to be selected (10):

grous | [Show Alll [ ] dinician| Michelle Docs —

5 = |

[V~
Week of 8 Feb 2021
Mon, February 8

Tue, February 9 Wed, February 10

Thu, February 11

ﬁ Today < >

Fri, February 12

9 08§ Shirley, Anne Inifial Assessment (A) 1:00 § Shirley, Anne Inifial Assessment (S) 1:00 $ Shirley, Anne Initial Assessment (S) 1:00

$ Shirley, Anne Initial Assessment (S) 1:00

§ Shirley, Anne Inifial Assessment (S) 1.00

10 °°  King, Elle Chemical Dependency (X) 1:00 Consultation (AV) 1:00 Consultation (AV) 1:00

Consultation (AV) 1:00

Consultation (AV) 1:00

41 0 8 Group (2) Group (S) 1:00

Group (2) Group (S) 1:00 Group (2) Group (S) 1:00

Intake (AV) 1:00

Intake (AV) 1:00

Group (2) Group (S) 1:00

Intake (AV) 1:00

Group (2) Group (S) 1:00

Intake (AV) 1:00

2 o Blake, Anita Follow Up (S) 1:00 Blake, Anita Follow Up (S) 1:00 Blake, Anita Follow Up (S) 1:00

Blake, Anita Follow Up (S) 1:00

Blake, Anita Follow Up (S) 1:00

3 08 King, Elle Chemical Dependency (S) 1:00 King, Elle Chemical Dependency (S) 1:00 King, Elle Chemical Dependency (S) 1:00

King, Elle Chemical Dependency (5) 1:00

King, Elle Chemical Dependency (S) 1:00

15 Test, Patient Vitals/injection (S) 0:15 Test, Patient Vitals/injection (S) 0:15 Test, Patient Vitals/injection (S) 0:15

Test, Patient Vitals/injection (S) 0:15

Test, Patient Vitalsinjection (S) 0:15

Month view — clinician needs to be selected (11):

18

group | [Show Alll || dinicisn| Michelle Docs —

K
February 2021

Monday Tuesday
01 0z

Wednesday

08 09

9:00 am S Shirley, Anne Initial Assessment (&) 1:00 9:00 am % Shirley, Annz Initial Assessment (S) 1:00

10:00 am King, Elle Chemical Dependency (¥) 1:00 10:00 am Consultation (4V) 1:00 10:00 am Consultation (4V) 1:00

11:00 am Group (2) Group (S) 1:00 11:00 am Group (2) Group (S) 1:00 11:00 am Group (2) Group (5) 1:00

View more(7 events) View more(8 events)

9:00 am $ Shirley, Anne Initial Assessment (5) 1:00 9:00 am § Shirley, Anne Initial Assessment () 1:00

10:00 am Consultation (AV) 1:00 10:00 am Consultation (AV) 1:00 10:00 am Consultation (AV) 1:00

11:00 am Group (2) Group (5) 1:00 11:00 am Group (2) Group (5) 1:00 11:00 am Group (2) Group (5) 1:00

View more(8 events) View more(8 events)

22 23

9:00 am $ Shirley, Anne Initial Assessment (S) 1:00 9:00 am 5 Shirley, Anne Initial Assessment (S) 1:00

10:00 am Consultation (AV) 1:00 10:00 am Consultation (AV) 1:00 10:00 am Consultation (AV) 1:00

11:00 am Group (2) Group (5) 1:00 11:00 am Group (2) Group (S) L:00 11:00 am Group (2) Group (S) 1:00

View more(8 events) View more(8 events)

¢ o

9:00 am $ Shirley, Anne Initial Assessment (S) 1:00

9:00 am $ Shirley, Anne Initial Assessment (S) 1:00

9:00 am $ Shirley, Anne Initial Assessment (S} 1:00

Thursday

03

11:00 am Group (2) Group (S) 1:00

View more(8 events)

10:00 am Consultation (AV) 1:00

11:00 am Group (2) Group (5) 1:00

View more(8 events)

24

10:00 am Consultation (AV) 1:00

11:00 am Group (2) Group () L:00

View more(8 events)

9:00 am % Shirley, Annz Initial Assessment (S) 1:00
10:00 am Consultation {4V} 1:00

9:00 am § Shirley, Anne Initial Assessment () 1:00

9:00 am 5 Shirley, Anne Initial Assessment (S) 1:00

ez2s| Today

Friday
04

11

10:00 am Consultation (4V) 1:00
11:00 am Group (2) Group (5) 1:00

Viiew more(8 events)

18

10:00 am Consultation (AV) 1:00
11:00 am Group (2) Group (5) 1:00

View more(8 events)

25

10:00 am Consultation (AV) 1:00

11:00 am Group (2) Group (5) 1:00

View more(8 events)

9:00 am & Shirley, Anne Initial Assessment (S) 1:00

9:00 am $ Shirley, Anne Initial Assessment (5) 1:00

9:00 am 5 Shirley, Anne Initial Assessment (S) 1:00

4 >
05|
12|
View more(8 events}
19
View more(8 events}
26|
View more(8 events|
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Grid view - Clinician does not need to be selected (12):

19

Michelle Docs

Dr. Zepp

Kyle Lindsay

Anna

9am 10 am

11 am

12 pm 1pm 2pm 3pm

$ Shirley, Anne Initial Consultation (AV) 1:00 Group {2) Group (S) 1:00 Lunch Block Out (BO) 1:00 Intake (AV) 1:00 Blake, Anita Follow Up (S) King, Elle Chemical

Assessment (S) 1:00

Group (2) Group (A) 1:00

Group (2) Group (A) 1:00

1.00 Dependency (S) 1:00

4pm
Test,
Patier:
Vitalsi!
(8)

0:15

(13014

o

© ©

B

-4 -3 -2 -1 month +1+2+3+4

Clicking Refresh will cause the calendar to re-load and update the displayed data. (13)
Clicking ‘“Today’ will take you to the current date. (14)

Click this icon to populate a mini calendar. (15)
Click the arrows to move the calendar forward or back a day. (16)

Help - Click for tips. (17)
Move back 1-4 months. (18)
Move forward 1-4 months. (19)

Access the Messaging Center. (20)
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SCHEDULING AN APPOINTMENT

There are three ways to schedule an appointment in the Calendar. The first is to double click on an open time slot in the
calendar. The second is to click on the ‘+New Button’. Both of these methods have largely the same workflow.

If you choose the double-click cursor method, the appointment date and time and clinician’s name will autopopulate. This is
not the case if you click the ‘+New button’. You will need to manually add this to the Event Details window. If you have a
default appointment type selected under group options, the appointment type will autopopulate. You can change any of
these entries by editing in the Event Details window. The appointment book will autopopulate the patient’s name if a
patient is selected in the upper-left corner of the main calendar.

| Event Details - Add x
Edit Format 8
Patient | Select a patient
Date |2/8/21 - Mon
Time |1:15 pm "%' t:|1:45 pm ”%{ Length |0:30
Type |
Clinician [Michelle Docs |
Location |Select a location |
status L ][R J[ws][a ][ x ] scheduied
Event = |
Notes ||
Patient =
Calendar
Notes =]
Copay [ |
T il I
X M ke
Cancel Delete Save Mare
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To add a patient to the Event Details:

1. Click within the
Patient field

2. Type the name of
the patient

3. Select the patient.

= Event Details - Add

Edit Format

Patient

ct a patient

21

3 Find Patient *
Edit Format [+
Type Last Name, First Name, and/or ID [separated by spaces]
Cawhest || & patients Found (88 Total)
Press Enter to Find
Patient Name DOB City, State Zip Patient ID# Status Assigned Provider
1) Test Patient 6/28/1986  Windsor, PA 17366 2004689493ABC  ACTIVE  Jane Moody, LMFT
2) Charlotte Test 2/18/1992  Rutland, VT 035701 2004656085 ACTIVE  Joy Zepp, MD, PsyD
2) Katherine Test 1/10/1949  Gallstin, TN 27086 1000010670492  ACTIVE  Joy Zepp
4) Lisa S Test 1/8/1572 Gallatin, TN 27066 1000010670496  ACTIVE _ Joy Zepp
5) Patient Test 3/z2/2001 Mew York, NY 10108 bk} ACTIVE  Michelle Docs
&) Testie Testtest 3/31/1850 4 ACTIVE  Jane Moody, LMFT
< m >
]
& Event Details - Add [ x|
Edit Format
patient [Test, Patient ) If you are scheduling a follow-up appointment for a patient, you can print

(3/2/01) #23

Date | 2M12/21 - Fri

Time |9:UU am "%{ t:| 10:00 am ”%' Length
|

Type |Fnllaw Up

Clinician | Select a clinician

Location [S
0, Add
status [IRLc ][R ][ns][a ][ x] £%<% Peopie
I‘Eﬁfen; E?} Repeat

Patient Demaographics

Calendar
Notes

copay [ |G
m W

Cancel Delete Save

Fl

Reminder t
ct a location

@ Insurance
—_—

rint

EE

Mare

New Calendar Guide

out a reminder for him/her by clicking the ‘Print Reminder’ button.



% | Event Details - Edit 8

You can choose to schedule a recurring

Patient | Test, Patient
’ @ @ appointment using the ‘Repeat’ button.

(3/2/01) #23

Date | 212/21 - Fri

Time |4:15 pm "$| t:|5:15 pm "%' Length

Type |Follow Up

I
—_ . Print
Clinician | Michelle Docs B Reminder

Location Iﬂxnne Arundel Medical Center

status [ ][ » |[ns][ A ][x]

Event
Hotes

o0 Add
“E® pegple

E;;}Repeat

= 2| Demographics

Patient |Sample Calendar Mote
Calendar
Notes

Copay |:| Q =’, Mew Mote

@ Insurance

% H]T H&

Cancel Delete Save Mare

After all information for the appointment appears correctly on the Event Details window, click the ‘Save’ button to add the
appointment to the calendar.

New Calendar Guide
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The third way to schedule an appointment is using the Find Openings feature. Clicking the ‘Find Openings’ button enables
you to search for open appointment slots.

= Seek \LI

Search for Next Open Appointment

Click time slot to add appointment
* Appt Length | 0:30 show Appt slots for this Length 2/12/2021 (Friday): B
10:00 AM to 11:00 AM
1:00 PM to 2:00 PM
4:30 PM to 5:00 PM

= Clinician | Michelle Docs

Day(s) of Week # Weeks from Today

[Man-Fri] (su nday
Monday
Tuesday
Wednesday
Thursday

Select the Day(s) of Week [ search
and # Weeks from Today I Dpone

or... Date Range  from

* Required

Using the Find Openings feature, you can search for an appointment slot based on appointment length, specific clinician,
day(s) of the week, or a range of dates.

After you enter your desired criteria in the search window, the program will generate a list of open slots on the right.

If you click the checkbox labeled ‘show Appt slots for this Length’, all available individual appointment slots will be displayed
in the circled column.

To schedule an appointment, click on the desired appointment slot on the right, and an Event Details window will open.

New Calendar Guide



GROUP APPOINTMENTS

Chart Room + MNew Chart

Q

Test, Patient X

3/2/01) @
#23

Chart Face $ Agount

Appt History + HNegy Note

Find Openings + NewAppt

Filter Appts Waitlist
Print Export
Reports

Back To Report

From the ‘Event Details - Add’ window, add the Patient, Date, Time,
Type, Clinician, and Location of the appointment, then click the ‘More’
button in the bottom right.

New Calendar Guide
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ICANctesy From the New Calendar, click the “+New Apt’ button.

= | Event Details - Add | x |

Edit Format

Patient | Test, Patient [x]
(3/2/01) #23

Date |2/12/21-Fri
Time |9:UU am ”%{ 1:-|1U:UU am "%' Length |1:00
Type [Group | -

Clinician [Dr. Zepp |

Location |H0ke3.r Pokey Counseling |

status LI RIISIAI ] serosoms [
L Y
Event |~
Notes \ | |
Patient \ [~]
Calendar
Notes I~

Copay |:| Q

Reguest Fayment

p 4 m Hg

Cancel Delete Save Maore




2 Event Details - Add ES

Edit Format
Click ‘Add People’ from the menu.

Patient | Test, Patient a
(3/2/01) #23

Date |2/12/21-Frni
Time |9:UU am “%{ t:-| 10:00 am “;{ Length |1:UU |

Type |Group

L % Print
Clinician [Dr. Zepp Reminder
Location |H0key Pokey Counseling oBg Add

My

% Peopl
staws IR A]x] §———
E’:}Repeat

Event
Notes
Demographics
Patient 2
Calendar Q Insurance
Notes

—_—
Copay l:l Q ﬂ Mew Mate

Cancel Delete Save Maore
a Event Details - Add X
Edit Format
. . ) . ) . Patient | Select a Patient L =
The ‘Event Details - Add” window expands to allow you to invite ’W‘ Test, Patient 7
Roster =]

more Patients. Click the + to add another patient.
Date [2/12/21-Fri

Time |9:[]U am "%{ t:-l 10:00 am "%{ Length |1:U[J |

Type [Group [

Clinician Select a Clinician + =
Dr. Zepp (]

q

Location |Hoksy Pokey Counseling |

staius [ C IR Ins|[A [ x Jscheaves [

Event
Notes

p 4 m Hg

Cancel Delete Save Maore

New Calendar Guide



Select another patient from the Find Patient window.
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;|

Edit Format

Find Patient

Type Last Name, First Name, andfor ID [separated by spaces]

cancel [ltest

|] & Patients Found (88 Total)

Press Enter to Find

Patient Name DOoB City, State Zip Patient ID#& Status Assigned Provider
select 1) Test Patient G6/28/1986 Windsar, PA 17366 Z00458%9493ABC ACTIVE Jane Moody, LMFT
select 2) Charlotte Test 2/18/1892 Rutland. VT 05701 2004696085 ACTIVE oy Zepp, MD, PsyD
select 3] Katherine Test 1/10/15459 Gallatin, TN 27066 1000010670492  ACTIVE  Joy Zepp
select 4) Lisa 5 Test 1/8/1972 Gallatin, TN 27066 1000010670406 ACTIVE Joy Zepp
seloat 5) PBatient Test 3/2/2001 Mew York, MY 10108 23 ACTIVE  Michelle Docs
I select 5) Testis Testteqt 3/31/1850 4 ACTIVE  Jane Moody, LMFT I
A* 3
< m >
& | Event Details - Add E3
Patient Group Rosters
AddFrom ||7 [ ]
Roster e ==Select Roster==
ot The new patient will be added to the appointment. Continue with the
ate |4 =
steps above until all patients are selected.
Time b |

Type

Clinician

=21 =1 Al

=1

Location

Status

Event

Qﬁ.dd Patients from Selected Roster |

Notes

|

Cancel

1.

x [

Cancel

Delete

H@ -

Save Mare

New Calendar Guide

on ‘Add Patients from Selected Roster’.

You can also use the ‘Add From Roster’ button to add patients if you have
set up Group Rosters.

Click on ‘Add From Roster.
2. Click ‘Select Roster’ to populate the list of rosters.

3. Once you have selected the roster you want to use, click



& | Choose Clinician

Beaqin typing the name to filter the list below

o
I | %~

Anna
Anna - Hospital
Dr. Zepp
Emma
| Jane M |
Jane - HDspitér
Kyle Lindsay
Michelle Docs
West Coast Clinic

& | Event Details - Add
Edit Format
Patient | Select a Patient =
Add From Test, Fatient _"' i:i
Roster Smith, Summer ra i:j =]
Date |2M2f21 - Fri
Time |5I:EIEI am "%' 1= [10:00 am ||$| Length
Type |Group [
Climician | Select a Clinician ﬁ I |~ |
Or. Zepp
Location |Hokey Pokey Counseling |
status [ C IR IIns] A X Jschedus [ 1]
Event
Hotes
=T I
Cancel Delete Save More

You can add Clinicians to the appointment the same way. Click the + by ‘Select a Clinician’.

Choose the clinician from the ‘Clinician’ window.
The Clinician will be added to the appointment.

Once all is set, click the ‘Save’ button.

New Calendar Guide
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Dr. Zepp Jane

15 B Group (2) Group (A) 1:00 Group (2) Group (&) 1:00

10 oo

28

The appointment will book under all Clinicians selected

in the appointment.

When the Status is changed on the appointment, it will be reflected for all Clinicians. | can go into the appointment to add or
remove patients (or clinicians) from the appointment.

You can see how many patients are scheduled in an
appointment by the number in parentheses.

Hovering your cursor over the appointment will sho

"H] iy

Dr. Zepp

Jane

Gmu@mup (A) 1:00

Group {2) Group (A) 1:00

w the details.

Dr. Zepp Jane Kyle Lindzay Miche
9 oo % Shirley, Anf
15 M Group (2) Group () 1:00 Group {2) Group (5) 1:00 Assessment (j
20
45
10 oo
15 0:15 AM to 10:15 AM [ Blake, Anita / Michaels, Elena / Group (S) / at Hokey Pokey Counseling

New Calendar Guide
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DRAGGING AND DROPPING APPOINTMENTS

Dragging and dropping appointments allows you to move a patient from one time to another by dragging the appointment.
This can be used in any of the views.

Hover your cursor over the appointment and when the arrow becomes a hand, grasp the appointment and drag it to the

new time, day, or clinician.

Wednesday

10:00 AM Consultation (AV) 1:

11:00 AM Group (2) Group (5) 1:00
12:00 PM Lunch Block Out (80) 1:00
1:00 PM Intake (AV) 1:00

9:00 AM % Shirley, Anne Initial Assessment (5) 1:00

03

View more(7 events)

ICANGctess)

<

Chart Room + Hew Chart
al ¢
Shirley, Anne X
1 (1/1/01) @
#25
THIS IS A TEST CALENDAR 10
MFSSAGRE =
Chart Face % Account
Appt History + Hew Hote
11
Find Openings + Hew Appt
Filter Appts Waitlist

group | [Show All]

Consultation (AV) 1:00

()
N

Length of session can also be adjusted. Hover near the
bottom of an appointment until you see your cursor has
an arrow on each end. Drag the appointment to be the
desired length. Once released, the appointment will
update to the correct length.

New Calendar Guide



R ]

Patient

Date
Time
Type
Clinician
Location
Status
Event

Hotes

Patient
Calendar
Hotes

Event Details - Edit

®

Select a patient
2/3/21 - Wed Eﬁ%‘j’%gf“""' Until
|1u:nu am ||;| t:-| 11:00 am

| Consultation

|Michelle Docs

|Hn|-{ey Pokey Counseling

[s [ c]r]ns][a][x] avaiste [ |4

Cancel

Delete

Save

Mare

30

Appointments that are updated in this manner will
populate an Event Details window allowing you to
click ‘Cancel’ to revert the changes or click ‘Save’ to

accept the changes.

PRINTING AN APPOINTMENT LIST

To print out a list of appointments for a specific date, select on the desired date on

the calendar.

New Calendar Guide

o7
14
21
28

01
0a
15
22

02
09
16
23

Sun Mon Tue Wed Thu

03 04
10 1
17 18
24 25

4 February 2021

Fri
05

12
19
26

>

Gat
06

13
20
27




Chart Room + Hew Chart
Test, Patient X
(3/2/01) )
#23

Chit Face % Account

Ap| istory + Hew Note

Find enings + Hew Appt

Fi ppts Waitlist
Print Export
Reports
Back To Report

The Event Print Options window will populate, allowing you to select
the appointment types you want included on your printed list as well

as how you want patient information to print.

New Calendar Guide
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Click on the ‘Print’ button located on the right.
|CANOtESE'

¥ Print Options for Monday, February 15,...

Edit Format

Event Print Options Monday, February 15,
1

include [ Scheduled sort priority (@ Clinidan
B Confirmed i) Time
B4 Mo Show
[ Attended
[[1Rescheduled
[ cancelled

[] Available
[ Blodk out

select onz (@ Print/Preview with FULL patient info
() Print/Preview with LESS patientinfo

() Print/Preview with MINIMAL patient info

0 Indude Patient Diagnosis &
Current Medications
I Combine Clinician Appointments into
composite Appointment Print List Report
no. copies 1 Will print specified no. of copies PER
dlinician scheduled

Do mot emter Hhis mo. of copies i the PRINT pop up

Cancel (] Default Options
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If you select FULL patient info, your printed list will include appointment information and basic patient demographics
including:

* name
e chartID
. DOB

*  contact phone numbers

* number preferred by patient

* insurance information

* any calendar note that has been set up for this patient

* number of patients being seen by the clinician for this day

If you select LESS information, insurance information and calendar notes will not be printed.

You will also be able to include patient diagnosis on each event that’s printed or print a certain number of copies for each
clinician assigned to an event.

Select ‘Print’ to continue.

EXPORTING AN APPOINTMENT LIST

To export a list of appointments from the calendar, click on the ‘Export’ button.

1

ICANotes)

Chart Room + Hew Chart
Patient X
1) @®
Chart Face % Account
Appt History + Hew Hote
Find Openings New Appt
Filter Appts aitlist

Reports

Back To Report
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Enter the date range for the appointments you want to include in the file. If you want tomorrow's appointments called
tonight, you would enter the start and end date as tomorrow's date.

| Options — = -
Event Export Options

|2=t= rang= | [2j15/2021 |E=1)l2/15/2021_|=)

status | [[] Scheduled
szlect =l O] Confirmed
[ Mo Show
] Attended
[ Rescheduled
[ Cancelled

] Available
[ Block Out

ciinicien | [] Anna

welect = L] Anna - Hospital
[lDr. Zepp
[C1Emma

[1ane

[[13ane - Hospital
[ Kyle Lindsay
[IMichelle Docs
[JWest Coast Clinic

Check the Scheduled box if you want all scheduled appointments to be included. Add other Status as desired.

= | Options |_l_-— -

daterange  [2f15/2021  |E|l/15/2021  [EH|

He
il
a*
o
i

[ Scheduled
] Confirmed
1Mo Show

] Attended

] Rescheduled
[ Cancelled

] Available
[ Block Out

[ Anna

[ Anna - Hospital
[]Dr. Zepp
C1Emma

[ 3ane

[[] Jane - Hospital
[ kyle Lindsay
[IMichelle Docs
[[]West Coast Clinic

[al
L}
[a}

&

E-

Cancel Export
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Check the providers whose appointments you want to include in the file.

E ]

dat= rangs

] Scheduled
] Confirmed
1Mo Show

] Attended

] Rescheduled
[ cancelled

[ Available
[1Block Out

[JAnna

[] Anna - Hospital
[Clor. Zepp
[CJEmma

[1Jane

[[] Jane - Hospital
Clkyle Lindsay
[]Michelle Docs

[ West Coast Clinic

BE

Event Export Options

[z715/2021  [E)|[2f15/2021

Export

Click the ‘Export’ button in the lower right of the pop-up box.

b ]

dste rangs

1
il
L
o
I

select 3

[ scheduled
[ confirmed
I Mo Show

[] attended
[JRescheduled
[Jcancelled

[] Available
[JBlock Out

- | O -
Event Export Options

lz/15/2021  [E|[2/15/2021

[ |Anna

(] Anna - Hospital
[1Dr. Zepp

[ Emma

[ Jane

[ Jane - Hospital
[ Kyle Lindsay

¢ Michelle Docs
[]west Coast Clinic

New Calendar Guide
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You will see a message telling you that you can download the file from the Upload Site.

Export File Saved

The exported report has been queued and will be available for download in the Exports menu on the ICAMotes Documents Site shortly, Exports are
typically available in fewer than 60 seconds.

On the Upload Site, download the file as an EXCEL or CSV file.

Please begin by entering an ACTIVE patient's

ICAMotes Documents provider assigned).

Welcome michelledocs
e

Exports € Z Refresh Exports
Calendar Export D

EXCEL | CSV
021193021 3:44 AM

i Video Tutorials

i Patient Documents
Download All EXCEL | TSV

Download Mew EXCEL | C3V
& Manage Folders

3¢ Reconcile Messages €

& Logout

Save the report to your local device and open with the program of your choice.
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